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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 a joint-service web-based information system for use in military hospitals
and clinics. DMHRSi manages HR for the Defense Health Agency. DMHRSI supports time-
sensitive decisions regarding medical personnel readiness, training, financial reporting 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 information. DMHRSi was chosen to provide Department of Defense
(DoD) with an Automated Information System (AIS) that integrates human resource data from
multiple information sources and allows ready access to essential manpower, personnel, labor
cost assignment, education and training, and readiness information across the MHS enterprise.
DMHRS:I is currently 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 DMHRS], 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. You 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 correction or an update. The choice between “Correction” and
“Update” is very important and could cause problems if the wrong selection is made.

Select “Correction” when the change occurs over a specific date range that already exists in the
DMHRSI record. In other words, you need to correct 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.



In the screenshot below, if you date-track to 16 Oct 2012 (or ANY date between 24 Aug and 16
Oct 2012) and make a “Correction,” the change will occur for the entire segment between 24 Aug
2012 to 16 Oct 2012, i.e. the “From” and “To” dates. Corrections will always change the entire
segment of the record between the “From” and “To” dates.

Assignment Number m Collective Agreement _
Assignment Category  [EUUTTHERIETE, Employee Category —

Information |

Salary Basis l o

' — Review Performance

Every I

Effective Dates

Fin24-AUG-2012 1IN 16-0CT-2012

The other option, “Update,” is used to make a change on a specific date. This option is very
important 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. In 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. You 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 “Insert” 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
“Insert.” If the changes need to replace other future scheduled changes, thus eliminating any
future changes, then select “Replace.”

DMHRSIi Organizational Work Structure

Organizational Naming Conventions

The naming convention looks like this: FBCH-PUBLIC HEALTH

e UIC/Facility Name
e Long Organization Name



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 Fourth 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.

© Find Organization -i.-i-

Name
Type
Location

Organization Classification

O =zl D U5zl & iz

G NI EZTD

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

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

T e —————

GUELEE 10 AEROSPACE MEDICINE SAQ (|
Type
Location

| Organization Classification
Name

m.:m.l

4, Select the Find (B) button.



=810 AEROSPACE MEDICINE SQ ( CHFLIGHT
18-JUN-2011
410 AEM SQ e 0 Sgk(lInternal

0010 AEROSPACE MEDICINE SQUADRON.USAF ACADEMY ACD.2355 FA!
LU

HR Organization
Project Expenditure/Event Organization

The top half of the page contains the name and location of the Organization, i.e. the squadron
that the organization falls under. The flex-field contains the UIC/PAS 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 corresponding 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). If Manning 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 current 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
DMHRS:.



Name FBCH-ADMIN & DISPOSITIONS Type DIVISION

From 13-AUG-2011 To 30-SEP-2016

Location MNCR MD - FBCH-FORT B Intemal or Extemal Internal
Location Address 9300 DEWITT LOOP...FORT BELVOIR..VA.22060.United States.(571) 231-3224...
Internal Address (i1
Organization Classifications
Name Enabled
[ iR Organizatior @
Project Expenditure/Event Organization [m]
O

Others

1. Click on the “HR Organization” line under Organization Classifications.

2. Select the “Others” button.

Additional Organization Information
i

Find%

Additional Information

AF LCA Codes

Army LCA Codes

Costing Information
IPEDS Institution Type
Navy LCA Codes
Parent Organization
Payslip Information
Readiness Information
Readiness Mission Information
Readi Mission Inf ion2
Related Organizations
Reporting Information

Rannrdinn Prafarancac

\'m ) ‘gancel )

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

3. Select the “OK” button.



O Additional Organization Information

DHA LCA Codes . |
lIOI-OCT-zo15|30-SEP-2016[MEPR[0123(0123|ADMIM & DISPOSITIC

-

I

I
o
-
I

|

I

oK )

The “Additional Organization Information” form displays.
e The LCA Codes must be complete to avoid null values in the EASIV output file.

e Organizations are attached to the current 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
of time.

e The current 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 information 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 file
for any month during the previous FY, you will want that historical record with the
previous MEPRS code.

e In most situations, you will need to add funding data to a new organization.

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

DHA LCA Codes

l 01-OCT-2015/30-SEP-2016|MEPR|0123]0123JADMIN & DISPOSITIC|




Or, to add a new line in order to keep a history of past funding data, simply click on the next
blank line.

B ———
O DHALCA Codes

Start Date ? =
EndDate [30.SEP.2016
Classification Type [MEPR ~ MEPRS REPORTING FACILITY
DMISID [0123 | FORT BELVOIR COMMUNTY HOSPITAL
Parent DMISID (0123 FORT BELVOIR COMMUNITY HOSPITAL
Organization Long Title [ADMIN & DISPOSITIONS
FCC|EJAB  INPATIENT ADMINISTRA
Senice PEC [P_80770000 | MEDCENS, HOSPITALS & CLINICS (CONUS)
Loaned Time FCC [FCDA | SUPPORT TO OTHER MIL
T [ .

|

(ox ] [Cancel ) { clear ) { Help

The LCA Codes record displays.
5. The “Start Date” of the organization (DD-MON-YY YY) 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 Reporting organization.
b. “Non-MEPR” for a non-MEPRS Reporting 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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Forms

14. Select the “Yes” button to save your changes.

2-102 Modifying Timecard Approver for an Organization

Each organization must have one timecard approver assigned to the organization. Timecards in
DMHRS: 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 current approver has a terminated 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.

file Ecit View 7eoJz; Tools Window Heln
(YOI USSPl 6 IS

© Organzaton

{HEH 15 AEROSPACE MEDICINE SQ (Fl] ATTMAIR FORCE

Lozation Addr HI.968530000.United States....

Qrganization Classifications

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

2. Select the “Others” button.

11



AF LCA Codes

Army LCA Codes
Costing Information
IPEDS Institution Type
Navy LCA Codes
Parent Organization
Payslip Information
Readiness Information

Readi Inf
F

Reporting Information

Reporting Preferences

Self Sewvice Preference
! Time Management Info

Select “Time Management Info” from the list of values to assign (or modify) the timecard
approver for the organization.

Select the “OK” button once a selection has been made.
The “Additional Organization Information” form displays.

© Additional Organization Information -.-i-<ivi-

Time Management Info

Select the “Time Management Info” detail field.

The “Time Management Info” form displays.

© Time ManagementInfo -

Timecard Approver |AARON, CRAIG]

Timecard Reporter

D @

Enter the appropriate Timecard Approver in the “Timecard Approver” field.

Do not enter a Timecard Reporter.

12



7. Select the “OK” button.

8. Select the “OK” button again.

RIS S s o A T e i 3 )<|
|
|

Do you want to save the changes you have made?

9. Select the “Yes” 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 current
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 if it does not
appear on the manpower document or if it 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
of time, 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.

Name

Type

Lacation

2 Ujzzgla CEten

G EITE BT

2. Select the New (A) button.

3. Enter the name of the Local Organization.
The organizational name should follow this naming convention:
35MDGLO-BIOMEDICAL EQUIPMENT REPAIR or

13



FBCHLO-68D OR TECH COURSE

4. Enter all other data elements:

U ARAR TN T AP il I it L

910 AEROSPACE MEDICINE SQ (| CAIFLIGHT
5/ 18~JUN-2011
610 AEM SQ ernal or External (G GELl

0010 AEROSPACE MEDICINE SQUADRON.USAF ACADEMY ACD.2355 FA
.U

HR Organization
Project Expenditure/Event Organization

e Local Organization Type.

e From date.

e Location.

e Click in the Flex-Field (M) and enter the UIC, e-mail address is optional.
e Organization Classification.

Enter HR Organization.
Enable the HR Organization by checking the “Enable” box.
Enter Project Expenditure/Event Organization.

e Enable Project Expenditure/Event Organization by checking the “Enable” box.
e Select the HR Organization line and select the Others button.
e Select Parent Organization from the list. DO NOT SKIP THIS STEP.

e Associate the Local organization with a Parent Organization.

o Hierarchy field: enter "DoD Reporting Hierarchy.”

o Determine the Parent Organization that the local organization will be associated
with as a child (i.e. Medical Support Squadron). The Parent Organization is an
organization within the MTF. This is CRUCIAL. The local organization will not
be accessible if it is not associated with a Parent Organization within the MTF.

o Save your changes.

e Select the HR Organization line and select the “Others” button and select DHA LCA
Codes from the list.

e Enter LCA Codes—Funding Data.
e C(lassification Type—MEPRS or Non-MEPRS.

14



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.

e Select the HR Organization line and select the “Others” button and select Time
Management Info from the list.

e Enter the Timecard Approver for the organization.
e Only use the local organization to populate the People Group on the DMHRSi HR
record.

NOTE: Please contact the Service DMHRSi Support Team if you 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.

15



2-104 Pulling Manpower Document from DDR

Service Manpower Documents reports are found in
DMHRSi(DDR) > Manpower > (Name of Report)

DDR > Public Folders > BCS >

FOR OFFICIAL USE ONLY

Available prompt variants [ el

¥ select Respansbify Namet T—— Refresh Values &3

Enter values(s) for Position Organization Name e

Enter values(s) for Activity Code | Responsibility Name

: Air Force HR Manager

Enter values(s) for Position UIC Air Force LCA Manager A
Air Force Manpower Manager
‘ Army E&T Manager
| | Army EAT Spedialist (W6F1A8
-| | Amy LCA Manager
Amy Manpovier Manager
| Amy Position Manager
| Amzv Site Aoolication Ad;\inls

Activity
Code

September 20, 2018 10:53:37 AM
GMT-04:00
M v

* Required prompts

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

e Must enter your responsibility Name.

e Enter the Name or the Organization.

e Enter the Activity Code.

e Enter the UIC.

16



FOR OFFICIAL USE ONLY MPW 0118 Army TDA

Position Organization UIC or PAS:
Paosition UIC or PAS:
CCNUM:

—

Position Position
Organization  UlCor [ mary. . ST ol diry
UICOrPAS  PAS FSded ResponbityNamer .

* L__A DS M, Refresh Values &2 7
@  Position Organization UIC or PAS matches patter (%): — =
©  Position UIC or PAS matches pattem (%): | Responsivty tame

= Air Force HR Manager

©  CCHUM matches pattern (%): Air Force LCA Hanager
Air Force Manpower Manager
Army E&T Manager
-| | Army E&T Spedalist (W6F1A4
- | Army LCA Manager
Amy Manpower Manager
Army Position Manager
Armv Site Aoplication Ad;u’nk

v

Septembar 20, 2018 10:49:57 AM
GMT-04:00
M -

* Required prompts

2-106 Pulling the Table of Distributions

Army Table of Distribution

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

17



FOR OFFICIAL USE ONLY

Org Struct Cd
Pers Acct Symb

Prompts
MAJCOM Pers Acct

Cd CLUB Avadable promptvariants | i JE-@ X

©  Enter value(s) for Pmt Unit:
| ©  Enter value(s) for Org Struct Cd:
@  Enter value(s) for Pers Acct Symb:

e — =

Air Force HR Manager

Air Force LCA Manager

Air Force Manpover Manager
Amy E&T Manager

Army EAT Spedalist (W6F 1AL

-| | Army LCA Manager

Amy Hanpower Manager
Army Position Manager Vv
Am(r( Site Aockcation Ad;\‘mls

September 20, 2018 10:45:24 AH
GMT-04:00

2-107 Pulling the Unit Manning Document

Unit Manning Document

e Must enter your responsibility Name.

e Enter the Name of the Parent Unit.

e Enter the Organization Structure Code.
e Enter the Pers Acct Symb (PAS) Code.

18
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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.

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

B0pn Ounder Review
’ | Haing Work Teims

O Apgeoved Future
Addtional Detal

Actions

Budgets

Stat Date
Date Efactive Name
Type
Organization & Job
Organization
Job

Hiing Status
Status

Location

Effective Dates
From 24-SEP-2018 To

RBepoding To

Evaluation

& Permanant O Seasonal

Proposed End Date
Proposed End Date

Proposed End Date

e Enter the Position in the Date Effective Name field (or partial Org Name, e.g. 10%) and

press Tab on your keyboard.

e Enter the appropriate position information and select OK.

Q Fing Positions

Name I

Type |
Job I

Organization |
Location [

19
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e Select the Find (B) button.

Name D WRNMMC W00423.IT SPECIALIST (NFOSEC) GS-11.C 5523281
QOpean

Under Review
Pasition Details l Hiring Information  Work Terms

Approved Future Actions
Additional Detail

__ Budgets

Start Date |01-DEC-2015
Date Effective Name [D.WRNMMC W00423 IT SPECIALIST (INFOSEC) GS-11.C 5523281
Type lidone 7 g ¥ Permanent f
Organization & Job

Organization {WR-S‘INFORMATIOH ASSURANCE-1JD11

Proposed End Date I
Job [C.0C 2210 Information Technology Manag Proposed End Date |
Hiring Status

Status |Authorized

Seasanal

Start Date [01-DEC-2015 Proposed End Date |
Location [NCR MD - WRNMMC-WALTER REED NATIONAI Status |
Effective Dates

From |01-DEC-2015 To |

Further Info l
BepotngTo | [ Evaluation | |

Valid Grades

20



CHAPTER 3 - HUMAN RESOURCES

Section 1. Security Training and Briefings

3-100 Searching HR Records

There are thousands of HR records in the DMHRSI database. All personnel who are assigned to
medical units throughout all three services have records in DMHRSI. There are three ways to
search for an HR record:

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

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

e 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" form 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 correct HR record is chosen when making updates or
modifications. Significant issues can arise if the incorrect HR record is modified. The best way
to search for an HR record is to utilize the member’s DMHRSi Employee Number, if known.
These numbers identify a specific person which prevents choosing the wrong HR record.

3-101 Maintaining and Validating Essential Data Elements

The DMHRSIi 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 DMHRS;, it
is very important that the source systems have accurate information. Incorrect information 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 information
with incorrect data, the site will have to continuously fix DMHRSI every time there is a feed. It
may become necessary to update certain essential data fields during the DMHRSi End of Month
Processing so that correct 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 incorrect data again. There is no source system for Contractors,
Volunteers, and most Local Nationals so all of the essential data fields are manually maintained
by the site. Local Nationals in Europe, except England, are fed in from DCPDS.

21



The essential data fields in DMHRSI are mostly highlighted in yellow, but not all of them. Since
DMHRSI is a COTS (Commercial-Off the Shelf) product, some essential fields are not
highlighted in yellow. The essential data fields include:

O People
Name

Last Person Type for Action
First Person Types

Title
Prefix
Sufiix

Identification

Middle Social Securty | EG—_—S

Personal 0 Offi nt | Further Name | al | Other

@ Birth Date Age
Tovm of Birth Status
Region of Birth Nationality
Country of Birth Registered Disabled

Effective Dates

From [ [ ] Latest Start Date [ RS (I |
| GRS BTN T

Last Name:

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

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

First Name:

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

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

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

e 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:

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

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

22



Social Security Number:

e Fed by source system for Active Duty and Civilians. Social Security Number must be
correct.

e 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:

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

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

Flex Field:

Latest Start Date _ | [ ]

'© Additional Personal Detalls i+

Person Type

Senice

Grade

Date of Rank
UIC/PAS i

Military Company

Local Trainee

Trainee Type

Foreign Military

Person Type:

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

Service:

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

23



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

UIC/PAS:

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

Rank/Grade:

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

Date of Rank/Grade:

e Fed by source system for Active Duty and Civilians.

e Manually entered and updated by the site for Local Nationals.

e Not applicable for Contractors and Volunteers.
Step:

e Fed by source system for Civilians only. Must be 2 digits and cannot be “00.”
Contractor Type

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

Volunteer Type

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

Local National Type

e Manually entered and updated by the site (D=Direct Hire).

T
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© Extra Person Information

Start Date [01-AUG-2015
End Date {
Occupation Code IC.OC.OGDZ.MedlcaI Officer

Occupation Type [PRIMARY ~ PRIMARY
Additional Qualification 1
Add'l Qualification 1 Occ Type
Additional Qualification 2
Addl Qualification 2 Occ Type | |
A-Medical Proficiency {—
Civilian Specialty Code ﬁfor‘ MEDICAL OFFICER ANESTHESIOLOGY (T401)

4

4

) ( Clear | { T—_I;al; 7.}

Extra Information-Person Occupation/T-Code:

e Person Occupation is fed by source system for Active Duty and Civilians.

e The source system must be updated if any data is incorrect for Active Duty or Civilians.

e Active Duty and Civilians must have one Primary Person Occupation.

e All Reservist Person Types must have a Primary Reservist Occupation Code instead of
the Primary Occupation Code.

e The equivalent Person Occupation should be entered for Contractors, Volunteers, or
Local Nationals.

e Civilians that have a 0602/0680 Occupation Code should have Specialty Codes entered
with Specialty T- Code in the Extra Information field.

e DCPDS Source System populates the T-Code field for civilians with the 0602 or 0680
Occupation.

e Select Specialty code from the Current Fiscal Year Occupation Table by filtering for
0602 or 0680 SUOC.
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O Assignment

Organization Group

Job Position
Grade Payroll
Location L{EIUEM Primary Assignment

Assignment Number ! Collective Agreement -
Assignment Category _ Employee Category -]

Salary Basis [
- Review Salary —— e Review Performance

Every | | ‘: Every |

Effective Dates

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 incorrect. The source system data should
be updated and allowed to correct the information in DMHRS..

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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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 Required)

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 if the 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 Nationals.

The Skill Type/Skill Type Suffix can be manually updated in the DMHRSI record.
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3-102 Active Duty In- 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 information 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 Report
for 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. Unfortunately, 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 for 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 for the person, if necessary.
Delete the template from the previous MTF, if appropriate.

Delete Worklist Access from the previous MTF, if appropriate.
Delete any responsibilities from the previous MTF, if appropriate.
Create a template for the new MTF.

Grant Worklist Access for the new MTF, if applicable.

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

HR records can be created for 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 for Active Duty and Civilians.

9. Date track to the Hire Date or Date of Arrival and change the People Group to the Work
Center where the person will be working. This is an “Update” in DMHRSIi. The change is
effective from the date to which you tracked, going forward.

oo N 1Oy W =

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 found in
Extra Information - 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 report time for the entire pay period for those personnel that are
PCSing. If RNLTD 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 of the 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. Worklist Access for personnel at the current MTF should be deleted, if appropriate.

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. All timecards should be submitted and approved PRIOR to moving
the person to NON DHP organization. DMHRSIi 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 In- 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. You 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 report.

3-104 Civilian Personnel In- and Out-Processing

Civilian personnel transfer into and out of the MTF on a less frequent basis than their Active
Duty counter-parts. It is imperative that all of the essential data elements are reviewed when
in/out-processing Civilian personnel. It is also imperative to correct any incorrect 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 necessary. 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 file 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.

S. 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 incorrect.

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. You 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.

You should ALWAYS search the DMHRSI database before creating an HR record to make sure
that no HR record already exists in DMHRSIi. Use the DMHRSi HR Manager role (if the 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 DMHRS], 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 Support Team to update the record.

Most of the essential data fields are highlighted in yellow, but not all. Since DMHRSIi 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. Loginto 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 current date. Change the date to the exact
date the record should be created.

O Anter Effective Date

Effective Date [GRNANEAUE - Today's Date |16-MAY-2016

F OK ) Cancel

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

© Find Person

Full Name |

Social Security |

Search by number

Type | Employee
Number |

|

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.

s JAE v Bl St T

Gender (ETCHNNNNNRS  Action (NS

Person Type for Action
Person Types

Ex-employee

Find|%

Person Type
Active Duty
Active Duty|Civilian
Active Duty|]Contractor
Active Duty|Volunteer
Civilian
Civilian|Contractor
Civilian|Guard
Civilian|Reserve
Civilian|Volunteer
Contact
Contractor|Civilian
Contractor|Guard
Contractor|Reserve
Contractor|Volunteer
Guard

-~

[ Eindg ) { oK I fgancel )

T T TrTTOT YT

9. Select OK.
10. Select Save.
11. Add the required fields.
a. Volunteer.
e Service.

e PAS.

33



e Type of Volunteer.

Person Type lVqunteer

Senice [
UICIPAS |

Type of Volunteer '

oK I(_Jancel ) [ Clear ) | Help )

b. Contractor.
e Service
e UIC/PAS.
e Contractor Type.

Person Type ‘Contractor
Senice ]
UICIPAS |
Contractor Type [
Timecard Required [

‘Qancel | [ Clear | [ Help |

12. Select Update to keep history of existing information.
13. Enter all Essential Data Fields.

a. Name.
b. SSN.
c. Gender.
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d. DOB.

Person Types

Prefix

Identification

Suffix

Employee

Middle

Personal

@ Birth Date |

Tovm of Birth
Region of Birth
Country of Bith

atails | Applicant | Further Name |

Age

Status

Nationality

Registered Disabled

Person Type for Acnon

Effective Dates

Fon [ N cssocoo [ ()
Address (IntT) Special Info Extra Information

14. Add all of the Assignment Details.
a. Organization.
b. Job.

People Group.

A @

Assignment Category.

e. Assignment Status.
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© Agsignment

Organization Group

Job Paosilion
Grade Payrol|
Location SEES Primary Assignment

Assignment Number _ Collective Agreement —
Assignment Category _ Employee Category _

Salary Information |

Salary Basis l

Review Salary . Review Performance

l TR » Everyil

Effective Dates

gorers

15. Enter the Skill Type and Skill Type Suffix.

Actual Job [
Actual Position Title [

Alternate/Backfill [ )

Remarks [
Additional Comments
Skill Type [5 ADMIN/CLERK/LOGISTICS/OTHERS

Skill Type Suffix [C CLERICAL

NPI Required? [7A
On Probation [—_
| Project (Automated) |
Task (Automated) I

Service I
4| |

((ok | [cancel) ( ciear ) ( Help

16. Enter Save.
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3-106 Rehiring Ex-Employees

An HR record is terminated in DMHRSI if that 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.” You would then update all of the essential data
elements.

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

Note: If the Final Process Date was not entered when the HR record was terminated, the person
cannot be rehired until the Final Process Date is entered. In 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. You could also reverse the termination as long as very little time has passed between
the termination and the start date at your MTF. Just make sure the Org and Group is *-NON
DHP prior to the person’s start 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 if the 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 current 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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Geondlor| XTI  Action (S
Ferson Type for Action !

Person Types

Identification

Employee’ ~|l{244704
SoofalBeourity (RMETIE]

5. Select the drop-down next to the “Action” field.
6. Select “Create Employment.”
7. Select the appropriate Person Type.

Gender e (01| Create Empl... ~

Parson Type for Action Mo
Person Types

8. Save your work.
9. Select Update (You 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 pertaining to the new person type for the duration of the Rehire Assignment. Each

time you "Enter and Save" data in a 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 error that the employee is missing a Final Process Date, complete the
following steps:

1. Select the “Others” button.
2. Select End Employment and then click OK.
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© Terminate(ALL LAYLA D)

Length of Service

This Service Total Service

DECESEN01-JUN 2007 Years Months Years Months
Leaving Reason UlUNIAIlY SU'/\IU\II( _ ' _ m

Termination Dates

WEUITI01-HOV-2007 WOTEIT N30 HOV-2007 L TEUN30-NOV-2007 |
Last Standard Process M Final Process (IEV o117 S

Porson Type and Assignment Status for Terminated Employee
UIMEx-omployoo ST TormInato Assign

Termination Accepted By

Reverse Teminaiion

Enter a Final Process Date or

e You 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
service.

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

Re-query the record, then make sure you are on the correct “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 track 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.

Competence Profile
Contact
End Employment

Person Type Usage

Phones

Picture

Qualifications

Schools and Colleges Attended

5. Select “End Employment” from the list of values and click OK.
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|© Temminate(ALl, LAYLAD) :

Length of Service

This Service Total Service

DECETTM01-JUN2007 | Years Months Years Months
Leaving Reason [VOLUNTARY SEPARATICEY _ 0| _

Tarmination Dates

(GCTIN01-NOV-2007 Projected EIR{INEII] LUUES0.NOV.2007 |
Last Standard Process  EIRIOE10/4 ) Final Process i)

Person Type and Assignment Status for Terminated Employao
UTIMEx omployoe

Terminatlion Accepted By

oate [ nomber [N ()

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 bottom of the page. The system will display: “Click OK to clear termination
details. Otherwise click 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 Force. 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 of the 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 of these 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.
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.

Save your work.

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.

o

3-110 Dual Component Personnel

Most personnel working within the MHS are single component personnel. In 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:
e Active Duty/Civilian: Active Duty (P) on Terminal Leave who is also a Civilian.
e Active Duty/Contractor: Active Duty (P) on Terminal Leave who is also a Contractor.
e Active Duty/Volunteer: Active Duty (P) Employee who is also a Volunteer.
e Civilian/Reserve: Civilian (P) Employee who is also a member of the Reserve Forces.
e Civilian/Guard: Civilian (P) Employee who is also a member of the Guard Forces.
e Civilian/Contractor: Civilian (P) Employee who is also a Contract Employee.
e Civilian/Volunteer: Civilian (P) Employee who is also a Volunteer Employee.
e Contractor/Reserve: Contract (P) Employee who is also a member of the Reserve Forces.
e Contractor/Guard: Contract (P) Employee who is also a member of the Guard Forces.
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e Contractor/Civilian (Non-DOD Civilian): Contract (P) Employee who is also a Non-
DoD Civilian Trainee.

e Contractor/Volunteer: Contract (P) Employee who is also a Volunteer.

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

e Volunteer/Guard: Volunteer (P) Employee who is also a member of the Guard Forces.

The essential data fields in DMHRS:I 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 report. 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. Unfortunately, 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.

Bitth Date [12.MAY-1970
Town of Binth |NEW YORK CITY Status [Married
Region of Bith [NEW YORK Nationality
Country of Bith |United States Registered Disabled

Effective Dates

{704 -FEB-2009 To PR ] Latest Start Date (RECETTTINN ( (%)
; Special Info Extra Information Assjgnment
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13.

14.
15,

Open the Additional Personal Details Flex Field. Hint: You may want to take a screen shot
or write down the information for the current person type. When you select the dual
component person type, all of the current information will disappear.

Select the appropriate Dual Component Person Type.

Enter all of the essential data elements for both person types.
Save your work and select Update.

Now select the “Others” button and select “Person Type Usage.”
Change the person type to the new dual component person type.

. Save your work and select Update.
. Search for this employee again to see the changes to the Person Type.
. Dual Component personnel must have 2 Assignments. Select the Assignment button. Notice

that you are still date-tracked.

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

Select the down-arrow on your keyboard to enter the secondary assignment.

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 of the 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,
particularly when changing someone from Dual to Single component.
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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 DMHRS: for personnel
who have never had an account created in DMHRSIi. 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.

Navigatol;

' Personalize

(1 ITFCPMD Site Reports and Other Requests

Application S A
iRt [@ Submit Processes and Reports

(JTFCPMD) [@ View Requests
View Reports

1. Loginto DMHRSIi 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, click OK.
4. In 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

DoD Crea = r Account

Nintity

These are all of the requests you can complete.

5. Select DoD Create Single User Accounts and click “OK.”

\Slparametors S

Employee Number (gKEEL)
User Start Date

(o[l cancel [l clear Jll Help J

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

7. Click “OK.
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| © submitRequest
Il Run this Request...

Name [DoD Create Single User Account

Operating Unit
Parameters [613845:11-DEC-2014
Language [Amen‘can English

Debug Options

At these Times...
Run the Job [As Soon as Possible Schedule...

Upon Completion...
¥ Save all Output Files Burst Output

X e = ; quonsi

Layout [ -,,

Notify : e ‘
o elive s

Print to [noprint U ONSS)

[ Hep© ) j [ Cancel

8. Click “Submit™” at the bottom of the page.

Refresh Data Find Requests Submit a New Request...

10247020 |[DoD Create Single User A| 586066, 2011/10/01 00:00:00 "
10246315 lRun Submission on Time, p! 165762, 2012/01/15 00:00:00,)
10246304 lRun Submission on Time Completed 165762, 2012/01/01 00:00:00,)
10246207 lRun Submission on Time ( 165762, 2012/01/29 00:00:00,
10248148 lRun Submission on Time Completed 165762, 2012/02/12 00:00:00,
10246138 lRun Submission on Time p 165762, 2012/01/01 00:00:00,
10246130 [Run Submission on Time Completed 165762, 2012/01/15 00:00:00,0
10248120 lRun Submission on Time p 165762, 2012/01/29
10245370 lDoD Create Single User 2| p! 666843, 2011/10/01 00:00:00 |
10245362  |DoD Create Single User 2| p 666942, 2011/10/01 00:00:00

Hold Request View Details... View Output

Cancel Request Diagnostics View Log...
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’ O Decision

Request submitted. ‘
(Request ID = 14632686)

Submit another request?

The “Decision” form displays.

9. Select the “No” button.

e Selecting the “Yes” button will allow you to submit another request.

Functions | Documents

Reports and Other Requests:Submit Processes and Reports
Submit processes or run standard reports
|7?§s and Other Requests | TopTenlist
. Submit Processes and Reports
View Requests
View Reports f .’ ’

10. Select View Requests under the “Processes and Reports” menu.
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} O Find Requests

' My Completed Requests
/My Requests In Progress

~ Specific Requests
Request ID l TEN
Name I
Date Submilted |
Date Completed i
Status | 7
Phase | g
Requestor I

[TInclude Request Set Stages in Query

Order By [Requést D 4 7:]

Select the Number of Days to View: [ 7

Submit a New Requésl... ; | Clear I Find

The “Find Requests” form displays.

11. Select the “Find” button.

O Requests

‘BefshData | [ FindRequests Submit a New Request...

Request ID Parent

i _ Name co o Phsee . Status Parameters .
|EEEEE  [0oD Create Single User Ac| [Completed  [ttormal 613845, 2014/12/11 00:00.00 =

(14631647 [PRC: Distribute Labor Cost| ~ [Completed  [Normal [ 11425
(14631627 [PRC: Distribute Labor Cost| [Completed  [Hormal [
[14626873  [DoD Batch and Timecard | [Complsted  [Normal [2014/10/01 00:00.00, 2014110/
= i i 1 l l

3 A I
N l I
e R I
Tl (
[ ‘ J

i l
i I
! T |
' i

i

Hold Request View Details... ) ( View Qutput

E;m el Request Diagnostics ) ( View Log...

The “Request Form” displays.
12. Click “Refresh Data” until the process is complete.
13. Click “View Log” at the bottom right corner of the page.

14. The User Name and Password displays when you click “View Log.” Provide this
information 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.

If the HR Record is brand new (i.e. you just created a brand new contractor record), the
employee may need to wait one week prior to logging into DMHRS;.

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.

Find X E

Name

DOD Add User Responsibility

DOD End Date User Account

DOD End Date User Responsibility
{ DOD User Maintenance

DoD Create Single User Account

i O Error

@ Enter a value for Enter Employee Number to be reset
' parameter

2. A message with a notice to enter Employee Number. Select Ok.
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Enter Employee Number to be reset

\ ancel [ Clear ) | Help J

3. Enter the Employee number. If you cannot find the person, he or she may not have an
account. Use the “DoD Create Single User Account” to create a new account for someone.

Select “OK..”
Click “Submit” on the Submit Request page.

Click “Refresh Data” until the process is complete.

H Sy O

Click “View Log” at the bottom right corner of the page.

’DLOJMPI?QULIID 13122011 s ana i asinris A A AR A e e R e R TS
| Page _ Font Size m {

|DOD DNHRS1: Version : UNKNOWN

fCopyright (c) 1979, 1999, Oracle Corporation. All rights reserved.

DOD_USER_MAINT module: DOD User Maintenance

Current system time is 25-NOV-2013 16:34:18

*25rarta**25-NOV-2013 16:34:16
TTEnda**25-NOV-2013 16:34:18

‘K Start of log mwessages from FND_FILE

P:occsamq User Name: FIDO.BONE
Accoun: successfully reset ! FIDO.BONE

i Previous

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 profile 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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You 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.

BEpOSe o T ot mdidden r = St

iildod %

DOD Add User Responsibility
DOD End Date User Account

DOD End Dale User Responsibility
DOD User Maintenance

DoD Create Single User Account

1. Follow steps 1 through 4 under “Create Account” and then select DOD Add User
Responsibility and click “OK.”

PO v o D i g ST e

Erter Username
Enter Responsibiity

e st o

e s ovs

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

3. You can type in the Responsibility you want to add or you can click on the right side of the
field and open the LOV (List of Values) to select the Responsibility you want to add.

Remember: You 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.

(RBRDIE. L —arcmions 1= S M bl s, 5 DU s 0 o T = il M Ao |

| Find (LR

Application

é DOD Add User Responsibility
| DOD End Dale User Account
| DOD End Date User Responsibility
i} DOD User Maintenance
DoD Creale Single User Account

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 All 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 remove
roles from another MTF.

The SAA should run the Your Responsibility and all Users Report to make sure that no MTF
personnel have inaccurate responsibilities assigned to their DMHRSI profiles. This will display
everyone that has a particular responsibility associated with your MTF, whether they are
assigned to you or not. Submit a ticket to the Tier III helpdesk to have a responsibility removed.

1. Loginto DDR.

2. Select the Documents Tab.

View Ne Organize Send More Actions
My Documents \

E 1nbox

3. Select Folders.
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S. Click to open BCS Folder.

6. Click to open DMHRSi (DDR).

1 BCS 4.2 Documentation

1 pMHRSi (ODR)

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

Title +

¥ | SAA_LOOM Your Responsbases and Al Users

Feb 9, 2018 205 FM

AN

) DHRS - Shored Pegerts
) EAT - Eucanon and Tramieg
! inartaces
1 LCA - Laber Cont Assigriment
| LCA - Laber Cost Asshyrvmert Lve
! Margower

Marpove Ue
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Select the Refresh button to retrieve the Prompt page to enter parameters.

N — —
¥ | | [ BTk ~ 3 Drill » Vp Filter Bar [[] Freeze - [ Outline

Prompts

Avallable prompt variants |

e b e £ ! Refresh Values €
Enter vahue(s) for Number: [ 1
Enter valus(s) for Full Name: SM Résporel |
Enter value(s) for Organization Nama: o~ FF::: 7 Al 1
Enter valua(s) for Group Nama: Air Force HI
Enter vahs(s) for User Responsibiity Name: ‘ Air Force LC

| | Air Forca L |
Air Force LC
ArForceM |
Air Force ROV |
Air Force St |
< |
| February 27, 2018
10:21:26 PM GMT-
06:00

® -

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.

- A AN |

Refresh Values & ™ S
Erer vaha(s) for Employee Number: {l; . | Air Force Site Application Administrator
Enter valos(s) for Full Name: \ ||| 544 Responsiviy Hame |
Enter value(s) for Organization Name: s Mas A < \

Ener vahua(s) for Group Name:
Enter value(s) for User Responsibity Name:

- JAir Force LCA Tinveks eciakst

( Manager |
Air Force Readiness Managar
A"(F«(e Stte Aoolication Admlr)\sm

I
\ February 27, 2018 10:23:14 PM GMT-
| 06:00

® -
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12. Select the Organization Name row under Prompts Summary.

Avadable prompt variants |

E )

ory.
|@ = select Responsibibty Name: Alr

TR o T T | 23 MEDICAL SUPPORT £Q (FNIQ)M
12 : Fon'e Site Application Administrator Specialist (23MDG) L 23 MEDICAL SUPPORT £Q (FIIQ) M, |
| Enter value(s) for Employee Number: 23 MEDICAL SUPPORT $Q (FN)Q) M ‘
©  Enter valoa(s) for Full Name: — ] U
|1t alie( o Grsaniation W 23 WEDTCAL G (FECG) EHTEF OF HEDTEALSTAFEGHIEROF | o e o (<] 1
[ (O Enter vahuels) for Group Name: \
|©  enter vatua(s) for User Rasponsibdty Name:
23 MEDICAL SUPPORT SQ (FNJQ) T |
23 MEDICAL SUPPORT SQ (FNJQ) T
23MDG-0023 MEDICAL GROUP
| 23MDG-23 MDG GP
| 23MDG-23 MDO SQ lv
O —

Result
February 27, 2018 10:24:48 FM GMT-
06:00

23M

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

14. Select the Search Icon. 7;@

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

7 - = -1
1 “' 23 MEDICAL SUPPORT 5Q (FROQ)M |
23 MEDICAL SUPPORT $Q (FR)Q) M p

4 DY S N LA SN L S D A e T
@ ™ Sslect Responsibbty Name: Alr Force Site Application Administrator Specialist (23MDG) B — ]
©  Enter value(s) for Employee Number: Refresh Values & M
©  Enter value(s) for Full Name: 1 L2 |23 Peqrear suppors
O Enter valoa() for Organization Hame: 23 MEDICAL GP (FECG) CHIEN DICAUSTAFFICHIEEOF | | [<| |23meoh
w0 e . — ! 23 MEDICAL SUPPORT SQ (FIIQ) R
O Enter value(s) for Group Name: 23 MEDICAL SUPPORT 5Q (FNIQ) R
©  Enter valua(s) for User Responsibity Name: 23 MEDICAL SUPPORT 5Q (FNJQ) T
23 MEDICAL SUPPORT 5Q (FIUQ) T
23 MEDICAL SUPPORT $Q (FN)Q) T
23MDG-0023 MEDICAL GROUP
23MDG-23 MDG GP
23MDG-23 MDO SQ v
- =]
e >

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 report.

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

Web Intelligence v
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19. Select the drop-down arrow from the File Type field and select Excel (XLSX).

O oata

|M saatan
|M Reperty
|

FleType: [EETEC N
O Pricntize the formatting of the document
® Priceitize easy data processing in Excel

Imsges DPL: [ Defatt -
<

20. Select the “OK” button.

21. Select the “Open” button. The report opens in Excel.

Do you want to open or save SAA_L 0034 Your Responsibilities and All Users.xls (29.5 KB) from dha-bes.csd.disa.mil? Open || swe [v|| concel

22. Enable Editing.

o PROTECTED VIEW Be careful—files from the Internet can contain viruses. Unless you need to edit, it's safer to stay in Protected View. L j@ﬁjditing 5

23. Select File and Save report.

FOR OFFICIAL USE ONLY. 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 | Days
Name | Name | No | UIC Group Name Name Logon | Since
or Organization Date | Last
PAS | Name Login
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Glossary

CCNUM - Command and Control Number

DCPDS — Defense Civilian Personnel Data System

DDR — DMHRSI Data Repository

DHA — Defense Health Agency

DMHRSIi — 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

PAS — Personnel Accounting Symbol

PEC — Program Element Code

PCMH — Primary Care Medical Home

SAA — Site Application Administrator

UIC — Unit Identification Code
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