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CHAPTER 1 - INTRODUCTION 

Section 1. Background 

The Defense Medical Human Resource System internet (DMHRSi) is an HR management 
application and is designed to manage essential HR information affecting Military Health System 
activities. DMHRSi is ajoint-service web-based information system for use in military hospitals 
and clinics. DMHRSi manages HR for the Defense Health Agency. DMHRSi supp01is time
sensitive decisions regarding medical personnel readiness, training, financial rep01iing and other 
HR requirements for efficient and contingency planning. DMHRSi is hosted behind the Defense 
Information Systems Agency (DISA) firewall at centralized DISA facilities. 

The Medical Human Resource Functional Process Improvement Program began in January 1994 
when it was determined that the Office of the Assistant Secretary of Defense (Health Affairs) 
(OASD(HA)) required a standard integrated system to provide accurate medical manpower 
utilization and expense inf01mation. DMHRSi was chosen to provide Depaiiment of Defense 
(DoD) with an Automated Info1mation System (AIS) that integrates human resource data from 
multiple info1mation sources and allows ready access to essential manpower, personnel, labor 
cost assignrnent, education and training, and readiness information across the MHS enterprise. 
DMHRSi is cmTently deployed to over 800 military treatment facilities (MTF) and the Defense 
Health Agency (DHA) has 170,000 users worldwide. 

Section 2. Date Tracking 

1-100 Update versus Correction 

When changes are made to an HR record in DMHRSi, the person making the changes must first 
decide whether to "Alter the Effective Date." Altering the effective date (or date tracking) 
"tricks" DMHRSi into thinking that "today" is a different date and makes it possible for changes 
to be effective during a specific time in the past or future. When changing a record, consider the 
"Effective Date" of the change. Y ou must change the "Effective Date" in DMHRSi to make an 
"Update" as of a specific date in the past or in the future. Always review the "From" and "To" 
dates so that you can move through all of the segments of a record. 

Changes in DMHRSi can be a c01Tection or an update. The choice between "Conection" and 
"Update" is very impo1iant and could cause problems if the wrong selection is made. 

Select "Conection" when the change occurs over a specific date range that already exists in the 
DMHRSi record. ln other words, you need to c01Tect the data all the way back to the "From" 
date. Or, you need to correct the entire segment of data between the "From" and "To" dates. 
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ln the screenshot below, if you date-track to 16 Oct 2012 (or ANY date between 24 Aug and 16 
Oct 2012) and make a "Conection," the change will occur for the entire segment between 24 Aug 
2012 to 16 Oct 2012, i.e. the "From" and "To" dates. Conections will always change the entire 
segment of the record between the "From" and "To" dates. 

Salary Basis 

iew Salary J [ Review Performance 

Every l Every l j l ==~ ·======~ -="""""~ '=====-==i ~--------------

The other option, "Update," is used to make a change on a specific date. This option is very 
impo1iant when in/out-processing personnel. Personnel report to the MTF on a specific date and 
begin to document time to the MTF from that date forward. Personnel also stop documenting 
time to a specific MTF and then leave that MTF on a specific date. This option is also important 
when changing rank, date of rank, and other DMHRSi information that changes as of a specific 
date. ln other words, this option is used when you are making a change as of a specific day, 
going forward. When you select Update, a new segment is added to the HR Record and the 
change is effective as of that day going forward. Y ou will see a new date in the "From" date 
field on the HR Record. 

When the "Update" option is used, you may also have to decide whether to "lnse1i" the change 
before the next scheduled change or "Replace" all future scheduled changes. This is a major 
decision. If the change needs to be introduced before other scheduled changes, then select 
"lnse1i." If the changes need to replace other future scheduled changes, thus eliminating any 
future changes, then select "Replace." 

DMHRSi Organizational Work Structure 

Organizational Naming Conventions 

The naming convention looks like this: FBCH-PUBLIC HEALTH 

• UlC/Facility Name 

• Long Organization Name 
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CHAPTER 2 - MANPOWER 

Section 1. Organizations 

2-100 Searching for an Organization 

These procedures cover how to search for an existing organization, and modify the Labor Cost 
Assignment (LCA) Codes and timecard approver. Existing organizations refer to those 
organizations fed from source systems Fomih Estate Manpower Tracking System (FMTS) or 
those local organizations that have already been created. 

1. Use the LCA Specialist role and select Work Structures: Description. 

2. Enter the Organization in the Name field (or paiiial Org Name, e.g. 10%) and press Tabon 
your keyboard. 

3. Select the appropriate organization from the list and select OK. 

4. Select the Find (B) button. 
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The top half ofthe page contains the name and location of the Organization, i.e. the squadron 
that the organization falls under. The flex-field contains the UIC/P AS for that Organization. 

The bottom half of the page contains the Organization Classifications. All organizations will 
display "HR Organization" and "Project Expenditure/Event Organization" and the "Enabled" 
radio button conesponding to each classification will be checked. Enabling "HR Organization" 
allows you to enter funding data and a timecard approver and also allows this Organization to 
display in the Organization and Group list of values on the HR record's assignment page. 
Enabling the "Project Expenditure/Event Organization" allows people assigned to this 
organization to create a timecard. 

2-101 Modifying Organization Funding Data 

Organization LCA Codes are the source for the values created in the EASIV output file for Non
Available time and Assigned FTEs. For Non-Available time, unless the employee is Manning 
Assist, the LCA Codes are pulled from the organization entered on the employee's People Group 
field (i .e., where they actually work). IfManning Assist, Non-Available time pulls from the 
Organization were the employee is assigned. For Assigned FTEs, the LCA Codes are pulled 
from the employee's Organization field (i.e., where they are assigned). 

Organizational funding data for each Organization includes: Functional Cost Code (FCC), 
Service Program Element Code (PEC), Defense Medical Information System Identifier (DMIS 
ID), and Loaned Time FCC. This funding data is essential for the accurate costing of 
Organizational expenditures. Each year provide updated FY funding data to the sites. The LCA 
Specialist must ensure that funding data for each organization is cmTent and accurate. 

The LCA Specialist can modify the DHA LCA Codes for an organization or create a new DHA 
LCA Codes Record and end-date the existing record. This will keep a history of the changes in 
DMHRSi. 
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1 

Dates 

Name ~ DMIN & DISPOSITIONS 

From ~ AUG-2011 

Type § 1s10M 

To 130-SEP-2016 

Location jNCR MD • FBCH-FORT B lntemal or Extemal ~~-nt_e,_n_al ____ _ 

Location Address j9300 DEWITT LOOP .. FORT BELVOIR. .VA22060.United States.(571) 231-3224 ... 

lnternal Address L [ L 1 
Organization Classifications 

Name 

1 illil.!lmitE!!t 
.~ jecl Expenditure/fa-ent Organization __ _ 

l 

Enabled 
l,il 

D 

D 

Qthers 

1. Click on the "HR Organization" line under Organization Classifications. 

2. Select the "Others" button. 

Add1bonal Orgamzallon lnformallon Cl 
1 

Fin % 

Additional lnform ation 
AFLCACodes 
Nmy LCA Codes 
Cosllng lnform atlon 

IPEDS lnslitulion Type 
Nav1 LCA Codes 
Parent Organization 
Payslip lnformation 
Readiness lnformalion 
Readlness l.llsslon lnformation 
Readlness l.llsslon tnformation2 
Related Oroanlzalions 
Reporting lnformation 

"DHA LCA Codes" is highlighted by default (since it is the first item in the list). 

3. Select the "OK" button. 
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o Addlbonal Orga~iz.abonlnrorm.;on - - ] 

DHA LCA Codes U 
l lo 1-0 CT-2015130-SEP-20161MEPR101 23101 231ADMIN & DISPOSmcj '~ 
. 1 

1 !;-------------~, :: 
r, r- :: 
l e< 
~ ~ 
L;-----------~n ' ti-;-

OK 

The "Additional Organization lnformation" form displays . 

• The LCA Codes must be complete to avoid null values in the EASIV output fi.le. 

• Organizations are attached to the cunent manpower document. There should never be 
more than one active list of LCA codes per organization. The date range of the record 
determines the time period that the record is used as the source for EASIV values. If 
there is more than one line (record), each record must cover a separate and distinct period 
oftime. 

• The cunent record can be end-dated and a new record (line) created if you need to keep a 
history of the changes. But only one record can be active at a time. Or, you can replace 
the outdated infmmation if you do not want to store a history. 

NOTE: When a MEPRS code is changed at the beginning of an FY, you should end-date 
that record and create a new line of funding data. If you need to recreate an Output fi.le 
for any month during the previous FY, you will want that historical record with the 
previous MEPRS code. 

• ln most situations, you will need to add funding data to a new organization. 

4. To conect data (e.g. add funding data to a new Organization fed by Service Manpower 
Systems. Select the cunent LCA Codes record by clicking on the white line. 

DHA LCA Codes [ 
1 01-0 CT-2015130-SEP-20161MEPR10123101231Af)MIN & DISPosmc .• 

~r= ---+ 1 1 
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Or, to add a new line in order to keep a history of past funding data, simply click on the next 
blank line. 

~-----.,..~-·-------------
0 DHA LCACodes f:I 

S!artOate ~ 

End Date lJO.SEP-2016 

Classification Type IMEPR MEPRS REPORTIMG FACIUTY 

OMIS 10 ~ FORT BELVOIR COMMUNITY HOSPITAL 

Parent DMI$ 10 ~ FORT BELVOIR COMMUNITY HOSPITAL 

Organization Long Tille IADMltl & OISPOSITIONS 

FCC ~ IMPATIENT ADMlfllSTRA 

Se~ice PEC IP _80770000 : MEDCENS, HOSPITALS & CLIMICS (COI.JUSJ 

Loaned Time FCC [i'cÖA' SUPPORTTO OTHER MIL 

•I .·.·.· ·.·.·.·.·:.· ·.·.·.·:.·. 

The LCA Codes record displays. 

5. The "Stati Date" ofthe organization (DD-MON-YYYY) will feed from source systems. 

Leave the "End Date" blank unless you are end-dating this LCA Codes record. 

6. The "Classification Type" will feed in from the Service Manpower Source System. 
a. "MEPR" for a MEPRS Repo1iing organization. 
b. "Non-MEPR" for a non-MEPRS Repo1iing organization. 

7. Enter the DMIS ID. 

8. Enter the Parent DMIS ID. 

The Organization Long Title will feed from source system. 

9. Enter the appropriate MEPRS Code in the "FCC" field. 

10. Enter the appropriate Service PEC in the "Service PEC" field . DHA Service PECs begin 
with "P ." 

11. Enter FCDA in the Loaned Time FCC field. 

FCDA is the MEPRS functional cost code for loan time. This code will automatically populate 
on the EASIV Output File when personnel charge to another Project. 

12. Select the "OK" button. 

The "Additional Organization Information" form displays with your data. 

13 . Select the "OK" button. 
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14. Select the "Y es" button to sav e your changes. 

2-102 Modifying Timecard Approver for an Organization 

Each organization must have one timecard approver assigned to the organization. Timecards in 
DMHRSi flow to the timecard approver for the organization listed in the employee ' s People 
Group. Timecards will be rejected if an organization does not have a timecard approver. The 
LCA Specialist must ensure that Timecard Approvers for Organizations are always accurate. 

If a timecard approver is retiring/resigning (the HR record will be terminated in DMHRSi), you 
must assign a replacement timecard approver prior to terminating the HR record. If you do not 
assign a new approver and the cunent approver has a te1minated HR record when timecards are 
submitted, the timecards will get "lost" in the system. They will not be able to flow to the proper 
Worklist Notification. 

1. From the Organization page, make sure that "HR Organization" is highlighted. 

2. Select the "Others" button. 
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Aimy LCA Codes 
Costing lnformation 
IPEDS lnstitution Type 
Navt LCA Codes 
Parent Organization 
Paysllp lnformation 
Readlness lnformation 
Readlness Mission lnformatlon 
Reporting lnformatlon 
Reporting Preferences 

3. Select "Time Management Info" from the list ofvalues to assign (or modify) the timecard 
approver for the organization. 

4. Select the "OK" button once a selection has been made. 

The "Additional Organization Information" form displays. 

5. Select the "Time Management Info" detail field. 

The "Time Management Info" form displays. 

6. Enter the appropriate Timecard Approver in the "Timecard Approver" field. 

Do not enter a Timecard Reporter. 
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7. Select the "OK" button. 

8. Select the "OK" button again. 

9. Select the "Y es" button to save your changes. 

2-103 Creating Local Organizations for an Organization 

Local Organizations can be created for an MTF. It is important to review all of the cun-ent 

Organizations before creating a Local Organization. There are a few reasons why a site would 

want to create a Local Organization. A Local Organization can be established ifit does not 

appear on the manpower document or ifit is on the manpower document but has more than one 

(1) fourth level Functional Cost Code (FCC) and needs to be broken out for the effective capture 

oftime, for example, multiple PCMH Teams. Local Organizations can also be established if an 

organization is required to capture readiness related assignments or other specialized missions 

that require a local organization be created to capture hours more effectively. 

1. Use the LCA Specialist role and select Work Structures: Description. 

2. Select the New (A) button. 

3. Enter the name of the Local Organization. 

The organizational name should follow this naming convention: 

35MDGLO-BI0MEDICAL EQUIPMENT REPAIR or 
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FBCHL0-68D OR TECH COURSE 

4. Enter all other data elements: 

• Local Organization Type. 

• From date. 

• Location. 

• Click in the Flex-Field ( .u ) and enter the UIC, e-mail address is optional. 

• Organization Classification. 

• Enter HR Organization. 

• Enable the HR Organization by checking the "Enable" box. 

• Enter Project Expenditure/Event Organization. 

• Enable Project Expenditure/Event Organization by checking the "Enable" box. 

• Select the HR Organization line and select the Others button. 

• Select Parent Organization from the list. DO NOT SKIP THIS STEP. 
• Associate the Local organization with a Parent Organization. 

o Hierarchy field: enter "DoD Repmting Hierarchy." 
o Determine the Parent Organization that the local organization will be associated 

with as a child (i.e. Medical Suppmi Squadron) . The Parent Organization is an 
organization within the MTF. This is CRUCIAL. The local organization will not 
be accessible ifit is not associated with a Parent Organization within the MTF. 

o Save your changes. 

• Select the HR Organization line and select the "Others" button and select DHA LCA 
Codes from the list. 

• Enter LCA Codes-Funding Data. 

• Classification Type- MEPRS or Non-MEPRS. 
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• DMIS ID and Parent DMIS ID. 

• Organization Long Title. 

• Appropriate FCC. 

• Appropriate Service PEC. 

• Appropriate Loaned Time FCC-The FCDA MEPRS Codes is always used. 

• Save your changes. 

• Select the HR Organization line and select the "Others" button and select Time 
Management lnfo from the list. 

• Enter the Timecard Approver for the organization. 

• Only use the local organization to populate the People Group on the DMHRSi HR 
record. 

NOTE: Please contact the Service DMHRSi Suppmt Team ifyou need help creating a Local 

Organization. If you do not create the Organization properly, you may not be able to view the 
Organization that you just created. 
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2-104 Pulling Manpower Document from DDR 

Service Manpower Documents repo1is are found m DDR > Public Folders > BCS > 
DMHRSi(DDR) > Manpower > (Name ofRepmi) 

FOR OFFICIAL USE ONLY 

Enter values(s) for Posili<>n UIC 

• Required prompts 

2-105 Pulling the Activity Manpower Document 
Navy Activity Manpower Document 

• Must enter your responsibility Name. 
• Enter the Name or the Organization. 
• Enter the Activity Code. 
• Enter the UIC. 
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NavyAMD 

Refiesh Values ~ , 

ResPon~blity Name 1 > 1 
Afr Force HR Manager ~ 
Afr Force LCA Manager /'\ f"<l 
Afr Force Manpowcr Manaotr 
Amry E&.T Ma.nager 
/\rrrrf E&T Spedallst (W6FW 
ArrrrJ LCA Managtt 
Alrrrf Hanpowe.r Manaoer 
Amry Position Manager V 
Amri S-rt:e ADollcation AdrNnls 

< > 
September 20, 2018 10:SJ:37 AM 
GMT-04:00 

OK I C.ncd 1 

.:.i! 



FOR OFFICIAL USE ONL Y ArmylDA 

Posffion UIC or PAS matdtes pattem (%): 

COIUM m1tch6 p!til!nl (,.,): 

• Requlrtd prompts 

2-106 Pulling the Table of Distributions 

Army Table of Distribution 

• Must enter your responsibility Name. 
• Enter the Organization UIC. 
• Enter the Position UIC. 

Refresh Valucs !;. f 

Air forcc HR M1n1gcr 
Air forcc LCA Han~u I\ 
AJr forcc Manpowu Manaqer 
Amry E&.T Man1ger 
Arrny EaT Spedalist (W6FW 
Amry LCA ManilgU 
Amry Hanpowcr Manaoer 
Afrrr/ Position l~anagu \1 
Arrrrl S'itc ADolcation Adminls 

< > 
Septembu 20, 2018 10:49:57 AH 
GMT-04:00 

il!l • 
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OK I C.ncd 1 
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FOR OFFICIAL U SE ONL Y 

PmtUni1 

Org Strucl Cd 

Pers Acct Symb 

Enttfvalue(s)forPmtUnit 
fnte:rvaJue(s)forOrg strudCd: 

Entet nlue(s) for Pus Acd Symb: ::::::u ~ 
AJ.r Fon:, LO. Han19u /\ 0 
JJr force Hlnpowu Maruger 
krrr/ E&T Hwger 
hrrr( EAT Spttialm (Yl6flN 
krrr/ LCA H1n.19er 
Anrrt HMportul•ila~er 
Amr/ Posítion H1n19tr V 
Nrrr, Sitt Aoolat>on Adminlt 

< > 
Septcmb" 20, 2018 10;1S:2,t AH 
GHT-04:00 

2-107 Pulling the Unit Manning Document 

Unit Manning Document 

• Must enter your responsibility Name. 
• Enter the Name ofthe Parent Unit. 
• Enter the Organization Structure Code. 
• Enter the Pers Acct Symb (P AS) Code. 
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Section 2. Positions 

2-108 Searching for a Position 

These procedures cover how to search for an existing position, and modify the position extra 
information data. Existing positions refer to those positions fed from source systems (FMTS) or 
those local positions that have already been created. 

• Use the Manpower Position Manager role and select Work Structures : Description. 

-C 

"""' 11 
r----8.,.;;Qpfft D UofoRr-,lf,'I 0 6gfo."td Fu1ur,Ad>0111 

Pottion Ottais'J Himg HotrNlion \'lorkTffml Ad!Mional lnla.t Budgtts 

StartOJ!e ~ 

DItt Ekw"' tlame ,,,. 
OgMV?ation & ~ 

O,ganizltion 

Job 

HiringStJtus 
Stllus Start OJtt 

locllion 
Eftcti'•• Dat u 

From 2,&.sEJ>.2\1 18 ,. 
8fpo(IJ\gl0 

i !i'. ftrlNtlf-1'11 

P,opostd End OJtt 

P,opostd End o.x, 

Propostd End 011, 

Sucus 

f \#therWo 

V~Gr,cffs 

0Susooai 

( ( 1: 
1: 

Othtr, , 'I 

• Enter the Position in the Date Effective Name field ( or partial Org Name, e.g. 10%) and 
press Tab on your keyboard. 

• Enter the appropriate position info1mation and select OK. 

o FmoPosruon!. !IGHJ 

lfame 
T ;------ Hiring Slatus j :: -------'----------'---,, 

Organizalion ,___ _______ _ 

localion 

Clear J Uew J I F~d 
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• Select the Find (B) button. 

_ex 

Name lo.WRNMMC.W00423.IT SPECIALIST ONFOSEC).GS-11.C.552328 1 

r Qpen rt \,/nder R(!".iew r Jé.pptO\eed Future Act1ons 

.-P-o-,i1i-. oo- O-tl-11-~s-l Hiring lnformalion Work T erms Addilional Oelail Budgets 

SI art Dal e {O 1-DEC-2015 

Dale Effeclive Name !D.WRNMMG yt0042J 1T SPECIALIST (lf lFOSEC) GS-11.C 552328 1 

Type lMone 1 ~ Eermanent r seasooal 
O,ganizalion &Jro_b ____________ ~ 

Organizalion lw R-S~NFORMATION A5SURANCE-1JD 11 

Job !c .OC.22 10.lnfo,malion Technology Management 

Proposed End Dale l,_ ___ _ 
Proposed End Dale 1 

Hiring Status 
Status !Authorized l Slart Dale jot -DEC-2015 Proposed End Oate 

Loca1ion INCR MD. WRNMMC-WAL TER REED NATIONA! Stalus 1 

Etrectr.-e ~:~~s lot-OEC-2015 
To ! furtherlnfo r rr , 

Beport ing To 1 ~I __ E_va_l_u•_ti_on __ 11 Valid Grades 11 Other1 ... 
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CHAPTER 3 - HUMAN RESOURCES 

Section 1. Security Training and Briefings 

3-100 Searching HR Records 

There are thousands ofHR records in the DMHRSi database. All personnel who are assigned to 
medical units throughout all tlu·ee services have records in DMHRSi. There are tlu·ee ways to 
search for an HR record: 

• Person: Enter last name, füst name and press Tab on your keyboard (use % wildcard if 
necessary, i.e., DOE%JOHN). 

• SSN: Dashes must be included when using a Social Security Number to query a record. 

• Number: This is the DMHRSi employee number. This number is automatically assigned 
by the system when an employee record is established. 

If there is more than one record that matches the search text, the "Person Search" fo1m is 
displayed with all matching employees. If there is only one matching record, the "Person 
Search" screen is skipped and the "People" form for the queried employee automatically 
displays. It is very important that the conect HR record is chosen when making updates or 
modifications. Significant issues can arise if the incmTect HR record is modified. The best way 
to search for an HR record is to utilize the member' s DMHRSi Employee Number, ifknown. 
These numbers identify a specific person which prevents choosing the wrong HR record. 

3-101 Maintaining and Validating Essential Data Elements 
The DMHRSi HR record is composed of many fields; some are optional, however certain fields 
are essential. Some of these essential data fields are fed from source systems such as MILPDS 
for Active Duty and DCPDS for Civilians. Since the source systems feed data into DMHRSi, it 
is very important that the source systems have accurate information. Inconect info1mation from 
the source systems will overwrite any corrections you have made in DMHRSi. Site personnel 
can manually update essential data elements but if the source system overwrites the info1mation 
with incorrect data, the site will have to continuously fix DMHRSi every time there is a feed . It 
may become necessary to update ce1iain essential data fields during the DMHRSi End ofMonth 
Processing so that conect data can be captured on the EASIV Output File. Unfortunately, if site 
personnel manually update DMHRSi data that is fed by the source system, the next feed will 
overwrite the information with inconect data again. There is no source system for Contractors, 
Volunteers, and most Local Nationals so all ofthe essential data fields are manually maintained 
by the site. Local Nationals in Europe, except England, are fed in from DCPDS. 
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The essential data fi.el ds in DMHRSi are mostly highlighted in yellow, but not all of them. Since 
DMHRSi is a COTS (Commercial-Offthe Shelf) product, some essential fields are not 
highlighted in yellow. The essential data fields include: 

LastName: 

• Fed by source system for Active Duty and Civilians. The source system must be 
updated. If the data is inconect for Active Duty or Civilians. 

• Manually entered and updated by the site for Contractors, Volunteers, and Local 
Nationals. 

First Name: 

• Fed by source system for Active Duty and Civilians. The source system must be 
updated. If the data is inc01Tect for Active Duty or Civilians. 

• Manually entered and updated by the site for Contractors, Volunteers, and Local 
Nationals . 

Title: 

• Fed by source system for Active Duty and Civilians. The source system must be 
updated. If the data is incoITect for Active Duty or Civilians. 

• Manually entered and updated by the site for Contractors, Volunteers and Local 
Nationals. Enter "Mr. , Ms., etc. in the Title field, not the Prefix field. 

Middle Initial: 

• Fed by source system for Active Duty and Civilians. The source system must be 
updated. If the data is inc01Tect for Active Duty or Civilians 

• Manually entered and updated by the site for Contractors, Volunteers, and Local 
Nationals. 
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Social Security Number: 

• Fed by source system for Active Duty and Civilians. Social Security Number must be 
conect. 

• Manually entered by the site for Contractors, Volunteers. The Social Security Number 
must include dashes (Local Nationals have an ID number on the Flex-Field). 

Birth date: 

• Fed by source system for Active Duty and Civilians. The source system must be updated 
if the data is inconect for Active Duty or Civilians. 

• Manually entered and updated by the site for Contractors, Volunteers, and Local 
Nationals. 

Flex Field: 

Person Type: 

• Fed by source system for Active Duty and Civilians. 
• Manually entered and updated by the site for Contractors, Volunteers, and Local 

Nationals. 

Service: 

• Fed by source system for Active Duty and Civilians. The source system must be updated 
if the data is inconect for Active Duty or Civilians. 
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• Manually entered and updated by the site for Contractors, Volunteers, and Local 
Nationals. 

UIC/PAS: 

• Fed by source system for Active Duty and Civilians. 
• Manually entered and updated by the site for Contractors, Volunteers, and Local 

Nationals. 

Rank/Grade: 

• Fed by source system for Active Duty and Civilians. 
• Manually entered and updated by the site for Local Nationals. 
• Not applicable for Contractors and Volunteers. 

Date of Rank/Grade: 

• Fed by source system for Active Duty and Civilians. 
• Manually entered and updated by the site for Local Nationals. 
• N ot applicable for Contractors and Volunteers. 

Step: 

• Fed by source system for Civilians only. Must be 2 digits and cannot be "00." 

Contractor Type 

• Manually entered and updated by the site. 
• NS=Non-Service Contractors (Most Contractors are NS). 
• SC=Personal Service Contractors (Require DHA MEPRS approval to use). 

Volunteer Type 

• Manually entered and updated by the site (Most are RC=Red Cross). 

Local National Type 

• Manually entered and updated by the site (D=Direct Hire). 
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------
0 Extra Person lnformation Cl 

Start Dale jo1-AUG-2016 

End Date 

Occupalion Code jc .OC.0602.Medlcat Offlcer 

Occupation Type ~P~Rl~M~AR~Y---~--~~ = =--~~"'----PR_IM_A_R_Y_~ 
Addilional Qualificalion 1 

'=----
Add'I Qualificalion 1 0 cc Type 1J .----~-------------------

Add iti o na l Qualification 2 

Add'I Qualificali on 2 0cc Type i-1 
A-Medical Proficiency n 

Civilian Specialty Code fr.w1l MEDICAL OFFICER ANESTHESIOLOGY (T401) 

t ~ .· . ·.· .·, ·. · .· . ·. · .·.·. · .·.· . ·.·.·~· -----

Extra Information-Person Occupation/T-Code: 

• Person Occupation is fed by source system for Active Duty and Civilians. 
• The source system must be updated if any data is inconect for Active Duty or Civilians. 
• Active Duty and Civilians must have one Primary Person Occupation. 
• All Reservist Person Types must have a Primary Reservist Occupation Code instead of 

the Primary Occupation Code. 
• The equivalent Person Occupation should be entered for Contractors, V olunteers, or 

Local Nationals. 
• Civilians that have a 0602/0680 Occupation Code should have Specialty Codes entered 

with Specialty T- Code in the Extra Information field. 
• DCPDS Source System populates the T-Code field for civilians with the 0602 or 0680 

Occupation. 
• Select Specialty code from the Current Fiscal Y ear Occupation Table by filtering for 

0602 or 0680 SUOC. 
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Salary Basis r Revlew Salary -

[ Every I J 1 
J

·c evlew Performance ======;i 
j Every 1 _____ ___!J 

Organization: 

• Fed by source system for Active Duty and Civilians. 
• Organizational data should not be manually updated for Active Duty and Civilians unless 

it is necessary to update this information just prior to creating your Output File. When 
manually updating the Organization in DMHRSi, the next source feed will probably 
over-write the information if the source is still inconect. The source system data should 
be updated and allowed to conect the information in DMHRSi. 

• Manually entered and updated by the site for Contractors, Volunteers, and Local 
Nationals. 

People Group: 

• Manually update this field for Active Duty and Civilians without the source overwriting 
the change. 

• This is where the person actually works. The organization and people group can be the 
same but it is not required. Someone could work in an area where they are not officially 
assigned. 

• Manually entered and updated by the site for all person types. 
• For Military, the People Group will be updated to the Organization Name on the Joint 

Table of Distribution (JTD). 
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Job: 

• Fed by source system for Active Duty and Civilians. 
• Manually entered and updated by the site for Contractors, Volunteers, and Local 

Nationals. 
• Contractors, Volunteers, and Local Nationals must have a civilian occupation series in 

the Job field. The SUOC (Service Unique Occupation Code) is driven by the Job field 
for Contractors, Volunteers, and Local Nationals. 
The SUOC is driven by Extra Information- Person Occupation for Active Duty and 
Civilians. 

Location: 

• Fed by source system for Active Duty and Civilians. 
• Location will auto-populate correctly if the organization is accurate. 

Position Number: (Not Reguired) 

• Position numbers are derived from the Service Manning Document. 
• Fed by source system for Active Duty and Civilians. 
• Not all personnel hold a position number on the Service Manpower Document. 
• This is not a required data element but it is important. The organization, job, position 

grade, and location will auto-populate based on the position. 

Assignment Status: 

• Primary Assignment: Used to denote the Primary Assignment for the Primary Person 
Type. This is used by all Single or Dual Component employees. 

• Deployed: Used to denote the assignment for an Active Duty or Civilian employee who 
is deployed. This is only used by Single Component employees because deployed 
employees are no longer considered a Dual Component. 

• Readiness Assignment: Used to denote the secondary assignment for an Active Duty 
Air Force or Navy employee's readiness assignment. Readiness Assignment is only used 
by Single Component employees because this assignment only applies to Active Duty 
employees who are not on terminal leave. Used to denote a secondary assignment for 
readiness. 

• Projected Gain: Used to denote an Active Duty employee's future primary 
assignment. Projected Gain is only used by Single Component employees because this 
only applies to Active Duty employees who are not on terminal leave. 

• Secondary Assignment: Used to denote the Primary Assignment for the Secondary 
Person Type. This is used for Dual Component employees. 

• TDY/TAD: Used to denote that a member is on a temporary duty or assignment. This is 
a secondary assignment for a Single or Dual Component employee. This is used by 
Single or Dual Component employees. 

• Reserve/Guard Drill Assignment: Used to denote Reserve or Guard personnel who 
perform scheduled weekend drill or periodic training. This is used by Single Component 
"Reserve" or "Guard" and Dual Components when the secondary person type is 
"Reserve" or "Guard." 
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Assignment Category: 

• Fed by source system for Active Duty and Civilians. 
• Full-Time Regular for ALL personnel at the site. 

Supervisor: 

• Supervisors are source fed for Air Force Active Duty. 
• Be careful if manually updating Supervisors for Active Duty. Other processes may be 

affected when changing Supervisors in DMHRSi ifthe source system is not updated 
correctly. 

• Supervisors are manually updated for Civilians, Contractors, Volunteers, and Local 
Nationals. 

Skill Type/Skill Type: 

• Skill Type/Skill Type Suffix is located on the Assignment Screen in the Additional 
Assignment Details Flex Field. 

• The Skill Type/Skill Type Suffix must match the Service Unique Occupation Code in the 
Person Occupation field for Active Duty, and Civilians. 

• The Skill Type/Skill Type Suffix must match the Service Unique Occupation Code in the 
Primary Reservist Person Occupation field for Reservists. 

• The Skill Type/Skill Type Suffix must match the Occupation Series in the Job field 
Contractors, Volunteers, and Local N ationals. 

• The Skill Type/Skill Type Suffix can be manually updated in the DMHRSi record. 

28 



3-102 Active Duty ln- and Out-Processing 

Active Duty personnel transfer into and out of the MTF on a regular basis. It is imperative that 
all of the essential data elements that were covered above are reviewed when in/out-processing. 
It is also imperative that any infarmation that is incorrect in the source system be corrected. 

DMHRSi responsibilities must be removed from the user's profile when the responsibility is no 
longer applicable or necessary, such as when PCSing. Run the End-User Responsibility Rep01i 
far your site to ensure that personnel have the correct responsibilities. 

When in/out-processing, the source system will normally move personnel to the appropriate 
MTF through the weekly feeds. Unfa1iunately, there are times when the feed from the source 
system does not move personnel appropriately. The essential data elements can be updated 
manually, but these manual updates can be over-written by the source feed. Manual updates to 
all essential data elements, with the exception of the People Group, should only be done just 
prior to running the final Output File far a month that is being processed. The People Group can 
be updated at any time without being overwritten by the source feed. 

In-Process: 
1. During in-processing, have the person check in with DMHRSi. 

- Use your SAA role to create an account far the person, if necessary. 

2. Delete the template from the previous MTF, if appropriate. 

3. Delete Worklist Access from the previous MTF, if appropriate. 

4. Delete any responsibilities from the previous MTF, if appropriate. 

5. Create a template far the new MTF. 

6. Grant Worklist Access far the new MTF, if applicable. 

7. Review and validate all the essential data fields in the HR Record. 

8. HR records can be created far Active Duty and Civilian personnel, but should not become 
common practice. The social security number must be 100% accurate or there will be two 
records when the feed comes in. Best practice is to allow the source feed to bring in HR 
records far Active Duty and Civilians. 

9. Date track to the Hire Date or Date of AlTival and change the People Group to the Work 
Center where the person will be working. This is an "Update" in DMHRSi. The change is 
effective from the date to which you tracked, going farward. 

10. The MEPRS Manager should use Expenditure Inquiry to determine if time needs to be 
transferred from the losing MTF. 

11. Skill Type/Skill Type Suffix is located on the Assignment Screen in the Additional 
Assignment Details Flex Field and is based off the Service Unique Occupation Code faund in 
Extra Infarmation - Person Occupation. 
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Out-Process: 

1. The MEPRS Manager should confirm that all timecards have been submitted and approved 
up to the separation date, Report No Later than Date (RNLTD), or retirement date. The 
recommendation is to repo1i time for the entire pay period for those personnel that are 
PCSing. If RNL TD lands in the middle of the pay period then document time until the end 
of the pay period. Use the task FDGA for the remainder ofthe days. The MPM at the 
gaining facility can transfer time if the member arrives at the gaining MTF early. 

2. The template for the current MTF should be deleted, if appropriate. 

3. W orklist Access for personnel at the current MTF should be deleted, if appropriate. 

4. Once all timecards are approved, date-track to one day after the RTNLD or Separation Date 
and change the People Group to reflect F-NON DHP and select UPDATE. Do not change 
the organization. Ali timecards should be submitted and approved PRIOR to moving 
the person to NON DHP organization. DMHRSi responsibilities must be removed when a 
person out-processes from a MTF. Employee Self Service is the only responsibility that 
should remain. 

3-103 Reserve Personnel ln- and Out-Processing 

Time for Reserve personnel are captured for all providers or if the Reservist is working at the 
MTF for more than 30 days. There is no need to in/out-process Reservists that are only there on 
weekends or for their two-week drill assignment, unless they are a provider. 

1. The organization should be a Service Reserve organization. Remember that Reservists 
normally belong to a specific Reserve Unit. Therefore, you must use the HR Manager 
responsibility. 

2. Y ou must verify all of the essential data elements if you are documenting time for a 
Reservist. 

3. Reservists should have a Primary Reservist Occupation Code rather than a Primary 
Occupation Code (in Extra Information-Person Occupation). 

4. A Reservist should NOT have a "Reserve Type" in the Additional Personal Details Flex
Field on the main page of the HR record. If this field is complete then data will be missing 
on the Summary View rep01i. 

3-104 Civilian Personnel ln- and Out-Processing 

Civilian personnel transfer into and out of the MTF on a less frequent basis than their Active 
Duty counter-paiis. It is imperative that all of the essential data elements are reviewed when 
in/out-processing Civilian personnel. It is also imperative to co1Tect any inc01Tect information in 
the source system, DCPDS. 

The source system will normally move personnel to the appropriate MTF through the weekly 
feed. The site should not create an HR record for a Civilian unless absolutely necessaiy If there 
is an issue with the HR record feeding in from the source system, the MTF should contact the 
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Civilian Personnel Office on the base to make sure that the Civilian's HR record has been 
assigned to the MTF's UIC/PAS. 

The essential data elements can be updated manually, however, these manual updates can be 
over-written by the source feed. Manual updates to all essential data elements, with the 
exception of the People Group, should only be done just prior to running the final Output fi.le for 
the month that is being processed. 

In-Process: 

1. Always review the Essential Data Elements. 

2. The Job field on the Assignment page will be populated with an Occupation Series. 
Sometimes an AFSC will feed into the Job field from DCPDS. It is not necessary to change 
this in DMHRSi. 

3. The People Group reflects where the person is actually working and can be manually 
updated. 

4. Position numbers are derived from the Service Manpower Document. 

5. Skill Type/Skill Type Suffix is located on the Assignment Screen in the Additional 
Assignment Details Flex Field and is based off the Service Unique Occupation Code found in 
Extra Information - Person Occupation. Civilians with a 0602/0680 SUOC must have a T
Code in the Specialty Code Field. This information is source fed but must be manually 
updated if missing or inconect. 

6. Verify the DMHRSi responsibilities in case the person previously worked at another MTF. 

Out-Process: 

1. The People Group reflects where the person is actually working. Y ou can change this to *
NON DHP one day after the person stops documenting time at your MTF. 

2. Then you can move their Group to *-NON DHP. 

3. DMHRSi responsibilities must be removed when a person out-processes from an MTF. 
Employee Self Service is the only responsibility that should remain. 

3-105 Creating Contractor and Volunteer HR Records: Enter and Maintain 

Creating Contractor, Volunteer, and Local National records should be done accurately and 
completely. Use the Enter and Maintain when creating records for Contractors and Volunteers. 
Also use the Enter and Maintain for Local Nationals. 

Y ou should AL W A YS search the DMHRSi database before creating an HR record to make sure 
that no HR record already exists in DMHRSi. Use the DMHRSi HR Manager role (ifthe role is 
assigned to you) in case the person belonged to another service. Otherwise use your HR 
Specialist role. The DMHRSi application will not allow the user to enter duplicate Social 
Security Numbers. If the Social Security Number already exists in DMHRSi, locate the HR 
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record and make the appropriate updates. If you do not have access to the record please contact 
the Service Suppmi Team to update the record. 

Most of the essential data fields are highlighted in yellow, but not all. Since DMHRSi is a COTS 
product, there are some fields that are considered essential but they are not highlighted in yellow. 
All Essential Data Fields must be entered when creating an HR record. 

1. Log into DMHRSi with your MTF Specialist role to create a new HR Record for Contractors 
and Volunteers. 

2. Select Enter and Maintain. 

3. The Alter Effective Date will populate with the cunent date. Change the date to the exact 
date the record should be created. 

Effective Date )fdit4f#MR1 ·" Today's Date 116-MAY-2016 

( QK ) eset J Cancel J 

4. The Find Person menu will populate. Use member's SSN to see ifthe HR record already 
exists in DMHRSi. If the record already exists then follow the appropriate steps to rehire the 
Ex-Employee. 

Full Name 

Social Security 

Search by number 

Type [ Empfoyee 

Number r 

( lear J C .__ __ e_w _ __,! .__I __ Fin_d _ __,) 

5. If no record exists then Select the New Button to create a new record. 
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6. Select the down arrow from the Action field. 

7. Select Create Employment. 

8. Select the appropriate Person Type. 

F ind 0/o, 

Person Type 
Actlve Duty 
Aclive DutyJCivillan 
Aclive DutyJContractor 
Active DutyJVolunteer 
Civillan 
Civillan fContractor 
Civillan fGuard 
Clvi ll anJRe s erve 
Civi ll an fVolunteer 
Contact 
Contractor 
ContractorJClvillan 
ContractorJGuard 
e o ntra cto rJ Re s e rve 
ContractorJVolunteer 
Guard 

9. Select OK. 

10. Select Save. 

11. Add the required fields. 

a. Volunteer. 

• Service. 

• PAS. 

QK ! I !;;ancel J 

)C 
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• Type ofVolunteer. 

[ii] l!lmF.11 r:r·-:;: 'iTiJJf •T:' "111:'i 

Person Type [volunteer 
-

Service 1 - - -
UIC/PAS [ 

,1 

Type ofVolunteer [ 

---

b. Contractor. 

• Service 

• UIC/PAS. 

--- -

• Contractor Type. 

-~ 

El 

0 
- ----- - --

Person Type icontractor ~------------0 S e rvi c e 
;,.._..:..::..___;; .......... _..,----

UIC/PAS 1 

Contractor Type n 
~-----------~ 

Timecard Required 

12. Select Update to keep history of existing information. 

13. Enter all Essential Data Fields. 

a. Name. 

b. SSN. 

e. Gender. 
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d. DOB. 

e eirth Date ~--------
T own ofBirth Status 

---------1 ---------
Ragion of Birth ---------i 

Country of Birth 

Nationalily 

Registored Disabled 1..----------, 

14. Add all ofthe Assignment Details . 

a. Organization. 

b. Job. 

e. People Group. 

d. Assignment Category. 

e. Assignment Status. 
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L
Revlow S11h11y 

Evory 1 

15. Enter the Skill Type and Skill Type Suffix . 

... 

10 Actual Job 

Actual Position Tolle ~------------------
Alternate/Backfill 1 

r-------------------
R e mark s 

;-----------------------~ 
Additional Comments 

Skill Type ~ ADMIM/CLERK/LOGISTICS/OTHERS 

Skill Type Suflix le"' CLERICAL 

NPI Required? ~ 
On Probation 

Project (Automated) 

Tas k (Aulomated) 

Service 

16. Enter Save. 

-------------------

.·.·.·.·.·.·.·.· .·.·.·.·.·.·.·.·.·. 
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3-106 Rehiring Ex-Employees 

An HR record is te1minated in DMHRSi ifthat person leaves the MHS. The same HR record 
should be used if the person returns to the MHS by rehiring the person and validating or updating 
all of the essential data fields. 

Rehiring an Ex-employee can be accomplished with the Service HR Manager responsibility if 
the person previously belonged to the specific service. Otherwise, use the MTF HR Specialist 
role. 

To rehire using the Enter and Maintain form: Search for the employee, select the "Action" drop
down, and then select "Create Employment." Y ou would then update all of the essential data 
elements. 

Remember to use the DMHRSi role (if the role is assigned to you) in order to retrieve and rehire 
someone that was from a different service. 

Note: Ifthe Final Process Date was not entered when the HR record was terminated, the person 
cannot be rehired until the Final Process Date is entered. ln this case, if the person use the 
Service HR Manager, select Enter and Maintain, find the record, select Others-End Employment, 
and enter a Final Process Date. Then save the information. Re-query the record and then rehire 
the person. Y ou could also reverse the termination as long as very little time has passed between 
the termination and the staii date at your MTF. Just make sure the Org and Group is *-NON 
DHP prior to the person's staii date at your MTF. 

If the Final Process date is not included for a Navy or Army HR record, use the DMHRSi LCA 
Exceptions Manager role-End Employment, find the employee and enter a Final Process Date 
prior to the date you are rehiring the employee. If you do not have the LCA Exceptions Manager 
role you will need to contact the AFDST to enter a Final Process Date for a Navy, or Army 
record. 

Rehire using Enter and Maintain 

1. Use your HR Manager role and select Enter and Maintain under the People menu. (This only 
works ifthe person previously belonged to the Air Force. Otherwise, use the DMHRSi LCA 
Exceptions Manager role, LCA Manager role or DMHRSi In-Processing Manager role and 
select Enter and Maintain. 

2. Select "No" to accept the cmTent Effective Date. 

3. Find the employee. 

4. Now change the effective date to the date the person needs to be rehired. 
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5. Select the drop-down next to the "Action" field. 

6. Select "Create Employment." 

7. Select the appropriate Person Type. 

8. Save your work. 

9. Select Update (Y ou are changing the record AS OF the date to which you are tracked). 

10. Once employment has been created, validate and update the essential data fields depending 
on the Person Type. 

Note: When an Ex- Employee becomes a "Rehire," the site may enter and maintain ALL 

information pe1iaining to the new person type for the duration of the Rehire Assignment. Each 

time you "Enter and Save" data ina source fed field, a "Caution Message" will appear: "THE 

FOLLOWING SOURCE FED FIELDS ARE ABOUT TO BE UPDATED. DO YOU WANT 

TO CONTINUE?" 

Final Process Date 

Note: If you receive an e1rnr that the employee is missing a Final Process Date, complete the 
following steps: 

1. Select the "Others" button. 

2. Select End Employment and then cliclc OK. 
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3. Enter a Final Process Date or 

• Y ou can reverse the termination by selecting the Reverse Termination button if there was 
little to no break in service. Reversing a termination brings back the entire length of 
serv1ce. 

• If you reverse terminate, make sure the employee's assignment is at *-NON DHP prior to 
when the employee checked into your MTF. 

4. Re-query the record, then make sure you are on the co1Tect "Effective Date," and follow the 
steps above to rehire the ex-employee. 
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3-107 End Employment -Terminate an HR Record 

Terminate Contractor, Volunteer, and Local National HR records by selecting the "Others" 
button and then selecting "End Employment." Active Duty and Civilian HR records can also be 
terminated. If Active Duty personnel hold line-side positions on your UMD and are not required 
to report time in DMHRSi, you can terminate their HR record to avoid receiving FTEs for these 
employees. 

Before terminating a record, you can bring up that employee's assignment; date traclc to the day 
after the person should no longer document time to your MTF, and then change the People 
Group to F-NON DHP. Make sure all timecards have been submitted first. 

IMPORTANT: MAKE SURE ALL TIMECARDS ARE SUBMITTED AND APPROVED 
PRIOR TO TERMINATING A RECORD. 

1. Click the Enter and Maintain link under the "People" menu. 

2. Click the "No" when asked if you want to change the effective date. 

3. Search for the employee. 

4. Click the "Others" button. 

Person Type Usage 

Phones 

Picture 

Quallficatlons 

Schools and Colleges Attended 

5. Select "End Employment" from the list of values and click OK. 
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6. Enter the following information on the End Employment screen: 

• Reason for Leaving (optional). 

• Notified: Enter the appropriate Notified Date (optional). 

• Actual: Enter the Actual (termination) Date (required) . This date should be one day 
after their last day of work. 

• Last Standard Process : will auto-populate when the Actual Date is entered. 

• Final Process: This date should be one day after their last day of work. Be sure all 
timecards are submitted and approved prior to termination. 

7. Click the Terminate button. 

3-108 Reverse Termination 

Remember, if you made a mistake, it is very easy to reverse the termination. Simply click the 
"Others" button on the People form, then select "End Employment," and then select "Reverse 
Termination" at the botlom of the page. The system will display: "Click OK to elem: termination 
details. Otherwise clicl( Cancel." Select OK. 

3-109 Modify Person Types 

There are instances when a person type changes. Personnel who were previously on Active Duty 
may leave the service and then begin working as a Contractor or a Civilian. Civilian personnel 
may begin working as a contractor. Contractors from other services may begin working as a 
Civilian for the Air F orce. These are just a few examples of person type changes. 
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A person type change must be made in two separate areas ofthe DMHRSi HR record, the 
Additional Personal Details Flex Field and under the "Others" tab>Person Type Usage. If the 
change is not made in both ofthese areas there will be a problem with the DMHRSi HR record. 
Once the Person Type is changed, search for the record again in order to see the change. 
Remember to review all of the essential data elements for accuracy. 

Update the following when modifying a Person Type: 

Alter Effective Date: 

1. Bring up the HR record and alter the effective date to when the change needs to be made. 
2. Select the appropriate Person Type in the Additional Personal Details Flex Field on the 

People form. Complete all of the essential data fields based on the Person Type. 
3. When asked if this is an "Update" or "Correction," select "Update" since you want the 

change to begin on the day to which you date-tracked. 
4. Select the "Others" button and select Person Type Usage from the list and change the Person 

Type on that form as well. (Do not add a new one on the next blank row. Change the one 
that is displayed.) This is also an update. 

5. Save your work. 
6. You MUST search for the person again to see the changes to the Person Type. 
7. Then, verify all of the Essential Data Elements for that Person Type. 

3-110 Dual Component Personnel 

Most personnel working within the MHS are single component personnel. ln other words, they 
have one person type. There are also personnel with a primary (P) and secondary person 
type. The Primary Person Type is defined as the Person Type to which the employee is assigned 
during the majority of his/her time. For Dual Component, the primary person type is indicated 
first (e.g. Civilian/Reserve), and the secondary person type is indicated second (e.g. 
Civilian/Reserve ). 

Examples of Dual Component personnel include: 

• Active Duty/Civilian: Active Duty (P) on Terminal Leave who is also a Civilian. 

• Active Duty/Contractor: Active Duty (P) on Terminal Leave who is also a Contractor. 

• Active Duty/Volunteer: Active Duty (P) Employee who is also a Volunteer. 

• Civilian/Reserve: Civilian (P) Employee who is also a member of the Reserve Forces. 

• Civilian/Guard: Civilian (P) Employee who is also a member ofthe Guard Forces. 

• Civilian/Contractor: Civilian (P) Employee who is also a Contract Employee. 

• Civilian/V olunteer: Civilian (P) Employee who is also a Volunteer Employee. 

• Contractor/Reserve: Contract (P) Employee who is also a member ofthe Reserve Forces. 

• Contractor/Guard: Contract (P) Employee who is also a member ofthe Guard Forces. 
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• Contractor/Civilian (Non-DOD Civilian): Contract (P) Employee who is also a Non
DoD Civilian Trainee. 

• ContractorN olunteer: Contract (P) Employee who is also a Volunteer. 

• Volunteer/Reserve: Volunteer (P) Employee who is also a member ofthe Reserve 
Forces. 

• Volunteer/Guard: Volunteer (P) Employee who is also a member ofthe Guard Forces. 

The essential data fields in DMHRSi for both the Primary and Secondary Person Types must be 
validated and updated as necessary: The source system for Active Duty, Reserve, Guard, and 
Civilian personnel must be updated regardless of whether the person type is primary or 
secondary. 

Dual Component personnel must have two assignments on the assignment screen. The HR 
record should have one Primary Assignment and one Secondary Assignment. If the secondary 
assignment People Group organization is the MTF organization, these personnel will show up on 
the Batch and Timecard Status repmt. If they work at the MTF for over 30 days, you can change 
their Group field to the work center where they work. Dual Component personnel MUST select 
their person type when documenting time. 

The essential data elements can be updated manually. Unfo1tunately, these manual updates can 
be over-written by the source feed. Manual updates to all essential data elements, with the 
exception of the People Group, should only be done just prior to running the final Output File for 
a month that is being processed. 

3-111 Single Component to Dual Component 

1. Select HR Manager and then select Enter and Maintain under the People menu. 

2. Search for the employee's record. 

3. Then, alter the effective date to the date the person became dual component. 

Personal llcant Furthar Nama Madical 01 e 

Birth Date 112-MAY-1970 j 
Town of Birth !NEW YORK CITY 

Age '3o"i 
Status ..... ,M~a,-,1.-d----~ 

Ragion of Birth !NEW YORK 
Country of Birth .... ,U-nll-e,-1 S-1a-1es ___ ___,, 

Nationality -------, 
Registered Disabled 
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4. Open the Additional Persona! Details Flex Field. Hint: You may want to take a screen shot 
or write clown the information for the current person type. When you select the dual 
component person type, all of the cunent information will disappear. 

5. Select the appropriate Dual Component Person Type. 

6. Enter all of the essential data elements for both person types. 

7. Save your work and select Update. 

8. Now select the "Others" button and select "Person Type Usage." 

9. Change the person type to the new dual component person type. 

10. Save your work and select Update. 

11. Search for this employee again to see the changes to the Person Type. 

12. Dual Component personnel must have 2 Assignments. Select the Assignment button. Notice 
that you are still date-tracked. 

13 . The first assignment must be the Primary Assignment and must match the Primary Person 
Type. 

14. Select the down-aiTow on your keyboai·d to enter the secondary assignment. 

15. The secondary assignment must match the secondary Person Type. This assignment will 
have an Assignment Status of "Secondary Assignment." 

3-112 Dual Component to Single Component 

Follow the same steps (steps #1-11 above) to change the Person Type from Dual Component to 
Single Component. The Assignment can be tricky. Change the status ofthe secondary 
assignment to "Terminate Assignment" if that is the assignment that is going away. Sometimes, 
the Primary Assignment is the one going away, e.g. an Active Duty member whose terminal 
leave is ending. The secondary assignment now becomes the Primary Assignment. 

Dual component is very tricky! Please ask for help from the AF DMHRSi Support Team, 
paiticularly when changing someone from Dual to Single component. 

44 



CHAPTER 4-SITE APPLICATION ADMINISTRATOR 

Section 1. Account Management 

4-100 Site Application Administrator (SAA) 
The Site Application Administrator Specialist role can create new accounts, reset accounts that 
have been locked, add responsibilities and remove responsibilities for any user assigned to their 
MTF. 

An Account Request Template can also be submitted to DHA Helpdesk at: dhagsc@mail.mil to 
have accounts created, roles added or roles removed. 

4-101 Creating a New Account 
The Site Application Administrator can create a Single User Account in DMHRSi for personnel 
who have never had an account created in DMHRSi. This process will not work when the user 
account already exists but is end-dated or locked. When creating a new account, verify that the 
employee has an ACTIVE employee record and obtain the DMHRSi Employee Number. 

E'.J OTFCPMD Site 
~pplication 
~dministrator 
JTf'Cl>MD , 

Personalize 

Reports and Other Requests 

~ Submit Processes and Reports 

~ View Reguests 

~ View Reports 

1. Log into DMHRSi with the JTFCPMD Site Application Administrator responsibility from 
the DMHRSi Home Page. 

2. Select "Submit Processes and Reports." 

3. "Single Request" is selected by default, cliclc OK. 

4. ln the Name field enter "dod" and then press the "Tab" key on your keyboard. 
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[Name 

DOD Add User Responsibility 

DOD End Date User Account 

DOD End Date User Responsibility 

DOD User Maintenance 

I< 

These are all of the requests you can complete. 

5. Select DoD Create Single User Accounts and click "OK." 

ilApplication 

DOD DMHR~ 

DODDMHR~ 
1 

DODDMHRS 
1 

DODDMHR~ 

6. Enter the Employee Number and the User Staii Date. Use the date when the person will 
begin documenting time to the MTF. 

7. Click "OK. 
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1 a Suom,t Request E3 
Run this Request ... 

Name [DoO Create Singte User Account 

Operating Unit 

Parameters [613845:11-0EC-2014 

Language [American Engtish 

Al these Times .. . 

Run the Job [As Soon as Possible 

Upon Completion„ 

:,,, ~ave all Output Files 

Cogy ... 

( :Lunguage :sett ings ... ! De~ug Opt1ons 

i ( Sche1!ule ... 

rJ Byrst Output 

Layout 1 ( Qptions.. . J .---------------------- ______ __, 
Notify 1 ~------

Print to ;..n_o_pn-_n_t __________________ __,;J ( __ o_e_live_ry_O_pt_ s__, 

Help(Q) ___ s_u_b_m_it_~I ~l __ c_._o_c_• t __ .., 

8. Click "Submit" at the bottom of the page. 

10246304 Run Submlsslon on Time 

10246207 Run Submlsslon on Tlme Compleled Normai 

10246148 Run Submlsslon on Tlme Compleled Normai 

10248138 Run Submlsslon on Tlme Completed Normai 

10248130 Run Submlsslon on Tlme Compleled Normai 

10246120 Run Submlsslon on Tlme Compleled Normai 

10245370 OoD Create Slngle User j CoJl!pleted Normai 

10245362 DoD Create Slngle User J Normai 

Hgld Request Dt TI ... 
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.--
1 o Decision Cj 

Request submitted. 
(Request ID = 14632686) 

Submit another request? 

The "Decision" form displays . 

9. Select the "No" button. 

• Selecting the "Y es" button will allow you to submit another request. 

,, -,- e,- -.,. ,féc,-- - X 

Function1 1 Oocuments 

Reports and Olher Requesls:Submit Processes and Reports 

Submit PfOCesses or ,un standard reports 

~ nt and Other R; uests Too Ten List 

~ 
4iii$M41Mi!i,i·l;Mt 

Vi aw Requesls 

B Vi ew Report s ~ 

~ r.:;-
~ 
~ 

( Qpen ) 

10. Select View Requests under the "Processes and Reports" menu. 
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o Fond Requests &l 

r, My Completed Bequests 

0 My Requests ln erogress 
•········•············•···•·····•·••· 
r., ~1 .My. Requests 

0 §pecific Requests 

Request ID 

Name 

Date Submitted 

Date Completed 

Status 

Phase 

Requestor 

! 

· I 
· I 

n lnclude Reguest Set Stages in Query 

Order By J Request 1D • i 
Select the Number of Days to View: 17 

Submit a ~ew Request... 

The "Find Requests" form displays. 

11. Select the "Find" button. 

__ {;_le_ar _ __,! ~I __ Fi_nd ___ ) 

o Requests I!! {!l Cl 

___ B•_fro_sh_ D_al_• _ __,i ~J __ Fin_d_R_eq_u,_st_s _~ Subrnit a New RequesL. . 

Request 10 Parenl 

Name I Phase Status Parameters 
[ l!li!mll IDoD Creale Single User Ac~~lco~m~pl~,1-,d-·,1N~o~rm~al-~'~16~13-84~5.~20~14- /1-2/-11- 0-0:-00-:0-0 .!.. 

~ IPRC: Dist ribote Labor Cos! lcompleled [Normai [. 11425, . . . , . •..• 

· [14631627 IPRC: Dist ribole Labor Cos! lcompleled ji-flo-rm_a_l --,1;-.-. -.. -.. -.-.. -.-. ---
J14626873 '[ooo Balch and Timecard S lcompleled JNo rmal 12014/10101 00:00:00, 201 41101 ,: 

i--- .----.---.---~;----~ t: 
1 
·11 
. , i-------' 

( Hgld Requcst View Oelaili .. . 

~ancel Request Oiagoostics 

The "Request Form" displays. 

ViewOutput 

View log ... 

12. Click "Refresh Data" until the process is complete. 

13 . Click "View Log" at the botlom right comer of the page. 

14. The User Name and Password displays when you click "View Log." Provide this 
infmmation to the employee. 
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NOTE: If the User Name and Password does not display when reviewing the "View Log" option, 
then the person already has an account. The account needs to be reset using the DMHRSi User 
Maintenance functionality. 

The employee should wait 24-48 hours prior to logging in with a new account. 

Ifthe HR Record is brand new (i.e. youjust created a brand new contractor record), the 
employee may need to wait one week prior to logging into DMHRSi. 

The User Name and Password may be required the first time that a person signs into DMHRSi. 
Entering the User Name and Password, all in lower case letters, will register the CAC. 

4-102 Reset an Account 

Users must log into DMHRSi within 24 hours after the account is reset or the account may 
be locked again. 

--- ------------------
RE!' fJ Olt S • • '.· • •• · • • • •• • •• • •• • • • • •· • • . • •• • • : • • .·.: • • • •• X 

' 
F1nd ~ i 

- ~N=am=•----------------~~ 
DOD Add User Responslbllity DDOODD DD~M,HH',, 
DOD End Date User Account 
DOD End Dala User Responslblllty DOD DMH! 

DOD DIIH 

DoD Create Slngle User Account DODDMHJ 

a, •1111 i 

1. Follow steps 1 through 4 above and then select "DOD User Maintenance" and click "OK." 

,· - -
IO E~r ~ 

•

. Enter a value for Enter Employee Number to be reset 
h, :::,- parameter 

( :::::.Q.~::::::) ( Qetails ... ) 

2. A message with a notice to enter Employee Number. Select Ok. 
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X 

Enter Employee Number to be reset B 

3. Enter the Employee number. If you cannot find the person, he or she may not have an 
account. U se the "DoD Create Single U ser Account" to create a new account for someone. 

4. Select "OK." 

5. Click "Submit" on the Submit Request page. 

6. Click "Refresh Data" until the process is complete. 

7. Click "View Log" at the botlom right corner of the page. 

·-1 

f Pago Font S1ze ~ ' 

+---------------------------------- --------------------------------- --------+ 
DOD onHRSi: Ver~ion : UUKJIO\IU 

Copyriqht (e) 1979, 1999, Orac l e Corpocation, .Ul rights i:e.served. 

DOD_USER_HA.INT moctu l e: DOD Uset Halntenance 

+---------------------------------------------------------------------------+ 

Cuc:rent. syi,tem time is 25-UOV-2013 16 13<1:15 

+- - -- - - - - - - - - -- - - - -- - - - .... - - - - - - - - - - - - - - - - - - -- - - - - - -- - -- - - - - - - - - - - -- - - - - - - -- - + 

• •S tarts u2s-uov-201J 16: 34: 16 

„Eoo,••zs-uov-2013 16:3'1: 1e 
+---------------------------------------------------------------------------+ 
Start o:f log mes!!Hl(Je!!I :frott'l FND_rILE 

+-- - - - - - -- - - - -- - .. - - .. - - .. - .. - - - - - -- .. - - - - .. -- - - - - - - - - - - - - - -- -- - -- - - - -- - - - -- - - - - - -+ 
Procc!!:,ing m,~r N~: FIDO.BOHE 
Aeeount. suecesstu lly re!let. l FIDO.BOtlE 
+---------------------------------------------------------------------------+ 
End ot log tc'les!leu;ies trotil FtW _FILt 

e,oviou, tioxl 

The View Log data will show that the User Account was successfully reset. 

4-103 Adding Responsibilities 
The Site Application Administrator Specialist can add and remove responsibilities for a user. 
Responsibilities added to the DMHRSi profi.le must be relevant to the user's job/area of 
work. To ensure compliance, only the SAA, not the user, has the authority to add 
responsibilities. DMHRSi Responsibilities should be removed when a person out-processes 
from the MTF. The only responsibility that should not be removed is Employee Self Service. 
Users may have their access revoked if they do not adhere to DoD guidelines. 
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Y ou can also submit an Account Request Template to the xxxxx to have responsibilities added or 
removed. Do not add employee names to the template. Use Employee Numbers to protect PII. 

Manager Responsibilities must not be added without obtaining the proper permission from the 
command. 

DOD End Oale User Account 
DOD End Dala User ResponslbllHy 
DOD User Malnlenance 
DoD Create Slngte User Accounl 

!le llon 

DODDMHRE 
DODDMHRE 
DODDMHRE 
DODDMHRE 

1. Follow steps 1 through 4 under "Create Account" and then select DOD Add User 
Responsibility and cliclc "OK." 

2. Enter the User Name, the Responsibility, and the Start Date. 

3. Y ou can type in the Responsibility you want to add or you can cliclc on the right side of the 
field and open the LOV (List ofValues) to select the Responsibility you want to add. 

Remember: Y ou can add Specialist responsibilities but you must request permission from the 
NCR-MD for manager level responsibilities. 

If the Responsibility does not appear in the LOV, then the person already has the Responsibility 

4. Click "OK." 

5. Click "Submit" on the Submit Request page. 

6. Click "Refresh Data" until the process is complete. 
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4-104 Deleting Responsibilities 

Verify if Active Duty members PCSing are Timekeeper Specialists. If so, make sure to remove 
their Timekeeper Specialist role. 

= ~-------------~~_11llcallon 

DOD User Malnlenence 

DoD Creele Slngle User Accounl 

DOD DMHRS 
DOD DMHRS 

DODDMHRS 
OODOMHRS 

1. Follow steps 1 through 4 under "Create Account" and then select DOD End Date User 
Responsibility and click "OK." 

2. Enter the User Name and the Responsibility that needs to be end dated. 

NOTE: Responsibilities for other MTFs cannot be removed by the Site Application 
Administrator Specialist. An account request will need to be submitted to xxxxx asking for other 
MTF responsibilities to be removed. 

3. Click "OK." 

4. Click "Submit" on the Submit Request page. 

5. Click "Refresh Data" until the process is complete. 

Section 2. Responsibility and Ali Users Report in DDR 

4-201 Running the Report 

It is important for the SAA ( or a designated point of contact) to review the DMHRSi 
responsibilities that each user has at the MTF at least on a semiannual basis. When personnel 
leave the MTF, the only DMHRSi responsibility that they should retain is DMHRSi Employee 
Self Service. When out-processing, the "Losing" command should remove all responsibilities 
that are specific to that command. When in-processing, the SAA should verify the person's 
responsibilities in DMHRSi. If personnel still have roles from their previous command, the SAA 
should submit a ticket to the NCR-MD to remove these out-of-date responsibilities. 
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Note: Your SAA role only has access to people and roles at YOUR MTF so you cannot rernove 
roles frorn another MTF. 

The SAA should run the Your Responsibility and all Users Rep01i to rnake sure that no MTF 
personnel have inaccurate responsibilities assigned to their DMHRSi profi.les. This will display 
everyone that has a paiiicular responsibility associated with your MTF, whether they ai·e 
assigned to you or not. Subrnit a ticket to the Tier III helpdesk to have a responsibility rernoved. 

1. Log into DDR. 

,_· ... ~-~ ...... _ -___ -! • • _..._ ... "" ' .... 

)i:: NfJ01)4CNktc_.__.~ 

.J NTJ U.IH.t.:o-,~ 
:; !.u t lJl 'l'Nt-,.-.f lJ ...,._ 

.; ~ .. , ......... _ 
.J iu,.cui...._...,,,.. 
i.; ,,~,a:~ 

~-,--. ~ ... ....,. 

í2§§'~~ 1 

1111-"'M ..... tl .,,.,..1<111.,..oY,d 

2. Select the Docurnents Tab. 

More Actloos 

3. Select Folders. 
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Home 1 "°"'""""' 1 
l ;l,y,y · ~ Organile • S<M - Ho<eAdlon, · I 

·~OoNnerb 

t~ 
e ,-

!; 

~ -- -

4. Click to open Public Folders. 

Home OoaJments 

Vie.•1 „ New „ Qroanac „ Send „ More Aroons „ 
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5. Click to open BCS Folder. 

Home I Doaunents 1 

s. e A@ftJ@P.@ 

á -~ 

6. Click to open DMHRSi (DDR). 

Home I DoaJments 1 

\1e\v • Ne.-, • Organize • Send • More Actions -t 

á 6CS 

1- BCS -1.2 Ooo.mentation 

l!l · OMHR5i (OOR) 

' 
7. Click on the SAA Live. Select SAA_L 0034 Your Responsibilities and All Users. 

· 111 1tUt!'-, 

- IIIII LO. • l.ob7c.at.i.»rn,ert 

- · l.C.A·u«at~.lalTffil't~ ·-. • ,1,r'p). .. lMt ... ....... --~~ ........ 

" I 

Tt.W;t.t• 
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8. Select the Refresh button to retrieve the Prompt page to enter parameters. 

~ Tracl< • '+ Drill • Filter Bar ICJ Fneeze • ljj§ Outline 

9. Select the Responsibility Name row under Prompts Summary . 

........ 

+ ~-0 Entu \'1l>.ie{s) for Empoyee Nt.mber: 

0 Enltr v1)i;e{s) fe<"" Name: 
0 Er.tuwll>e{s)for0f9,lnil.at:ionName: 
0 Entu nh.>e(s) fu Group Name: 
C, Er,t,e, w)r,e{s) for Usu Responsi'b.Lty N11T~: 

· l llil · Ili! X 

~ '! e== 
~ G 
::~::" GJ 
Alrfo,ceU 
A!lfofceL( 
AiF-orceLC 
AlrForceH 
Alrkifcel4 V 
Alrf«teSi 

~ 
F~ 27,20l8 
t 0:2l:26PMGITT· 
06,00 ~-

I OK ~ 
-- --- --------- ------------- ,tll 

10. Select Responsibility from SAA Responsibility Name List of Values field. 

11. Click on the right arrow to move the values to the right. This will populate the row selected 
under Prompt Summary. Selecting the left arrow will remove selected values. 

0 1 •5t1ectR-Nliml:AlrForm ffle •11-tJonAdmlnlltntor-11tt.-23HDG 
0 ErJ.ervU.ie{s)fu~Humbet: ..........__ 

0 Er.t.u,'lk,e(s)fe<f!JIN!Wnt: · --............ 
0 Er.tern~Jt(s)f«Ol'g.inin.tionN1me: 

0 Er.tu ,'11~s) fr.< Group tlame: 
0 ErJ.u valut(s) f« Uw Re.sporwbity Na.m.t: 

•Re,r:r.kedJ)fcmpt., 

Alr Force Obcattte, ~ Re..,d 
AlrForce HR.H.&~ /'\ 
Alr Force HR ~ {l7SMOG) 
Alr FotceLCA Mll'\l9U 

Alrforce LCA r~Specialist 
Alr Fotce Manpo,\-u ~ 
öforceRucflneSs~ 
Alr f«te Slte Aoolcalbl Admlnistn 

< > 
V 

Febn.wy 27, 20111 10:23:1'4 PM G IT· 
06:00 
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12. Select the Organization Name row under Prompts Summary. 

•p = 

Avabblepn:ll'T(ltvlnlt\tl 1 • l\lll · llil X 
.. .. . .. .. 

so"6•r,q-[F1lRlTM • 0 '" ~ R~.sibilotv Narnc: Alr f o reir Slle AppriaUon Adrnlnb tr11lor Sped11 llst (2JHOG) iYREDI 1, 
0 En.t~ valúe(s) for EmployH Numbu: IWrd!Vo1lues '!,. 

23 MEOICAL SUPPOAT SQ (FtOQ) Ml\ 

GJ 2J MEOICAl. SVPf'ORT SQ (FNJQ) H 
0 Enltt ~s) fot f\AI Name: 

Orv•nlz.ttlon N-LOY 21 MEDICAL SUPPORT SQ (FNJQ) PI 

0 ' •• 2'-CALGP=RUT~ GJ 2) HEOICAL SUPPORT SQ (FN)Q) PI 

0 fnlu wlue(s) '°' Gtcup tl.une: 
23 HEOICAl. SUPPOA.T SQ (FNJQ) R 

:MIOICM.GP IQXl)nur " 23 MEOICAl. SUPflOA.T SQ (FNJQ) R 

li 0 EntttW..lt{s) íorU-R.espoNobd,tyNltl'le: NIOICAL„e! ...... 23 MEOJCAI. SUPPOA.T SQ (fN)Q) Ti 

' 
UMIDICM..GIP CIMLI' 23 MfOICAl SUPPORT SQ (RHQ) 1i 
UMrDlelrl.t, ~ 2J MEOICAl. SUPP0RT SQ (FNJQ) Ti 
JJMmlCALGli' tCM.llt 2JMOG-002l MEDICAL GROUP 

DMIIHCAL•~ 231'10G-23 MOG GP 
)JMBHClil.GP(f'ICOCl)ICAl.1H V 2JMOG-ll t-!00 SQ V 

~, > 
( ) 

11 ~ ,~~~ 
F,ebrua.,y 27, :zota 10:24:4S PM GMT· 
06:00 

( "1 ) 2JM cl!> · 1, ·-- ~~ 1: 
~I 

13. Enter the Organization's number in the search field (23 M). 

14. Select the Search Icon. __ _ 

15 . The Organization Name List ofValues will appear with results from your search. Select 
each value or hold down the Shift key to select all. 

~ ---- - -

.~ <~------------------~>~ " " 111> · 
. Re::a ... edPl'Offlpt.s 

nuo, n<i,FNJQTM 
23 MEOICAL SUPPORT SQ (FNJQ) M n 

G 21 ,Eo,~ ::=~~1=~ 
GJ ~~~~:CAL =~~1== 

2l MEDICAl. SUPPOA.T SQ ( FN)Q) R 
23 HEOICAL SVPPORT SQ (fN)Q) Ti 
21 HEDICAL SUPf'OR.T SQ (FWQ) Tr 
2l MEOICAl.. SUPPORT SQ ( 'N)Q) Ti 
2JMOG-0023 t,.tfOICAL GR.OUP 
23MOG-2l HDG GP 
2 3MOG·2l NOO 5Q V 

( ) 

16. Click on the right arrow to move the values to the right. This will populate the row selected 
under Prompt Summary. Selecting the left arrow will remove selected values. 

17. Select the "OK" button to run the repo1t. 

18. Once the results appear on the screen then select the Export icon. 

Web lntelligence • i Track • '+ Drill • 
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19. Select the drop-down anow from the File Type field and select Excel (.XLSX). 

...... ti,-S, ·-·-

""" " 
® """' 

0 °"' 

EJ j ' 
1 

Fik T~-c,t: R!ml~~ ~ ... 1 
O rrir.<itu:etheforrr.a~dthedoanien:: 

@ M:ritt:tt.1$'fUA~~ú.et1 

bN,.,."t$0Pl1 i"""" ·I ... 
< > 

~~I 

20. Select the "OK" button. 

21. Select the "Open" button. The repo1i opens in Excel. 

Do you want to op,n or save SM_L 0034 Your Responsibilitles and Ali Users.xls (29.5 KB) from dha-bcs.csd.dlsa.mll? 

22. Enable Editing. 

0 PROTECTED VIEW Be careful-fil6 from the Internet can contain viruses. Unless you need to edit. it's safer to stay in Protccted View. Enable Editing 

23. Select File and Save rep01i. 

FOR OFFICIAL USE ONL Y. Defense Medical Human Resources System internet Site User 
Accounts and Responsibilities. Your Responsibilities and All Users are: 

Full User Emp Person People Organization Responsibility Last 
Name Name No UIC Group Name Name Logon 

or Organization Date 
PAS Name 
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Glossary 

CCNUM - Command and Control Number 

DCPDS - Defense Civilian Personnel Data System 

DDR - DMHRSI Data Repository 

DHA - Defense Health Agency 

DMHRSi - Defense Medical Human Resource System internet 

DMIS ID - Defense Medical Information System identifier 

FCC - Functional Cost Code 

LCA - Labor Cost Assignment 

MEPRS - Medical Expense and Performance Measurement System 

MTF - Medical Treatment Facility 

P AS - Personnel Accounting Symbol 

PEC - Program Element Code 

PCMH - Primary Care Medical Home 

SAA - Site Application Administrator 

UIC - Unit Identification Code 
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