
APPENDIX A

HUMAN RESOURCES

HR Summary:  

DMHRSi v1.0 will be utilized as the AMEDD’s primary Human Resource (HR) database for tracking all assigned, attached, or borrowed human resource assets  (military, civilians, contractors and volunteers), across the three services (Army, Navy, and Air Force), working within our Medical Treatment Facilities (MTF).  DMHRSi will enable MTF Commanders to standardize and optimize the management of human capital by improving decision making through the collection and analysis of critical human resources information.  As additional functional areas within Human Resource Management are enhanced, developed and deployed, DMHRSi is envisioned to be the AMEDD’s primary database for consolidated Human Resource Management.  HR personnel (Managers and Specialists) will be responsible for ensuring all human resource records are up-to-date throughout the human resource life cycle of the assigned, attached, or borrowed MTF employees.  HR personnel will review human resource data transferred from Army source systems, i.e. Total Army Personnel Database (TAPDB) and Defense Civilian Personnel Data System (DCPDS) and validate this imported human resources information against other Army systems such as Electronic Military Personnel Office (eMILPO) and Medical Operational Data Systems (MODS) to ensure the validity and reliability of the data.  HR personnel will transfer and input personnel data currently maintained in local databases and spreadsheets.

1.  Manage Projected Gains.  Identify and track all personnel projected as a gain for the organization.  Through weekly downloads, TAPDB will provide the Army active duty projected gains.


1.1  DMHRSi will have a standard report to identify all projected gains.
   
1.2  HR personnel will review the gain report accordingly to local SOP to review staffing needs and assign sponsorship accordingly.


1.3  Projected gains for Army Reserve, National Guard, Air Force, Navy, Marine, civilians, contractor and volunteer personnel will not be managed through DMHRSi.

2.  In-Process New Personnel.  Properly in-process new employees to the organization. 


2.1  HR personnel will properly in-process new employees according to their appropriate employment type and per local SOP.


2.2  HR personnel will review and update personnel information for military and civilian personnel as provided by the source systems (e.g. rank/grade, MOS/AOC/Job Series, date of birth, race, ethnicity).
    
2.3  HR personnel will create personnel records for contractors and volunteers.


2.4  HR personnel will capture/update the following information during in-processing:



2.4.1  All Contact Information (e.g. telephone numbers, emergency
contact).


2.4.2  Family Member Information for Army personnel.


2.4.3  Family Care Plan; as required.


2.4.4  Off Duty Employment.


2.4.5  National Provider Identifier (NPI).
2.5  HR personnel will not be required to capture/update the following information unless local Commanders direct through local SOP.


2.5.1  Readiness Admin Requirements.  (Tracked in DARTS.)


2.5.2  Readiness Clothing and Equipment Requirements.  (Tracked in DARTS.)


2.5.3  Readiness Medical Requirements.  (Tracked in MEDPROS.)


2.5.4  Security Clearance.


2.5.5  Employee Review Information.


2.5.6  Specialty Pay Program.  (Tracked in MODS.)
            2.6HR personnel will arrive/attach Army personnel in eMILPO accordingly.

3.  Assign Work Positions.  Assign employees to the proper department/division within the organization.

3.1  HR personnel will assign employees to the appropriate People Group based on work center and assignment information.
3.2  HR personnel will assign active duty Army and civilian personnel to the appropriate TDA position as per local SOP.

3.3  HR personnel will review the Position Control Roster (PCR) to ensure double slotting has not occurred.  Excess personnel will be coded accordingly.

3.4  HR personnel will identify supervisory information.

3.5  HR personnel will capture/update employee qualifications and competency profile as appropriate to their assigned duty position. 


3.6  HR personnel will slot Army personnel in eMILPO accordingly.

4.  Reassign Work Positions.  Reassign employees to the proper department/division as they move within the organization.

4.1  HR personnel will reassign employees to the appropriate People Group based on new work center and assignment information.

4.2  HR personnel will reassign active duty Army and civilian personnel to the new appropriate TDA position as per local SOP.

    4.3  HR personnel will review the Position Control Roster (PCR) to ensure double slotting has not occurred.  Excess personnel will be coded accordingly.

    4.4  HR personnel will update supervisory information.    
    4.5  HR personnel will update employee qualifications and competency profile as appropriate to their newly assigned duty position. 

    4.6  HR personnel will re-slot Army personnel in eMILPO accordingly.

5.  Maintain Personnel Data.  Ensure individual employee personnel data is accurate and up-to-date at all times.


5.1  HR personnel will update the following information as needed:


5.1.1  All Contact Information (e.g. telephone numbers, emergency contact).


5.1.2  Family Member Information for Army personnel.


5.1.3  Family Care Plan; as required.


5.1.4  Off Duty Employment.


5.1.5  National Provider Identifier (NPI).
    5.2  HR personnel will not be required update the following information unless local 

           
5.2.1  Commanders direct through local SOP.


5.2.2  Readiness Admin Requirements.  (Tracked in DARTS.)


5.2.3  Readiness Clothing and Equipment Requirements.  (Tracked in DARTS.)


5.2.4  Readiness Medical Requirements.  (Tracked in MEDPROS.)

Security Clearance.


5.2.5  Employee Review Information.


5.2.6  Specialty Pay Program.  (Tracked in MODS).

6.  Personnel Actions.  Track the routing and status of personnel actions.

6.1  HR personnel will not be required to use this process unless local Commanders direct through local SOP.  

7.  Manage Projected Losses.  Identify and track all personnel projected as a loss for the organization.  This will include Permanent Change of Station (PCS), Temporary Change of Station (TCS), Retirement, Expiration of Term of Service (ETS), Release from Active Duty (REFRAD), Deployment, Separation and Termination.

7.1  TAPDB will provide through an interface the projected losses for active duty Army personnel.

7.2  HR personnel will input/update information regarding losses for all personnel
regardless of interfaces.  Source of loss information may come from various sources (e.g. supervisor, employee, contract expiration, mobilization orders).

   7.3  DMHRSi will have a standard report to identify all projected losses.
   7.4  HR personnel will review the loss report accordingly to local SOP.

8.  Out-Process Personnel.  Properly out-process employees from the organization.

8.1  HR personnel will properly out-process new employees accordingly to their 

           appropriate employment type and per local SOP.

8.2  HR personnel will properly remove employees according to their loss reason and date.
8.3  HR personnel will depart Army personnel in eMILPO accordingly.

9.  Standards and Adhoc Reports.  Use reports to provide MTF Commanders valuable personnel information to analyze staffing situation.  Review reports to ensure data accuracy and reliability.

APPENDIX B
LABOR COST ASSIGNMENT
LCA Summary:

The Labor Cost Assignment module of the Defense Medical Human Resource System-internet (DMHRSi) will replace the man-hour reporting portion of the Army’s Uniform Chart of Accounts Personnel Utilization System (UCAPERS).  DMHRSi will provide uniform personnel management data, man-hour reporting and expense distribution for the Army Medical Department.  Man-hours for all categories of personnel (military, civilian, contract and volunteer) are required to be entered into DMHRSi.  The following is a list of the MEPRS tasks to be performed in DMHRSi and the DMHRSi roles that have access to perform the task:
1.  Establish, Maintain and End Organization LCA Data Elements (LCA Manager and Specialist)

1.1  Organizations and LCA data elements will be reviewed prior to the start of each fiscal year.  MEPRS personnel will coordinate with Manpower personnel to ensure organization information is accurate.

1.2  MEPRS will add/change/deactivate Army LCA Codes (Start Date, End Date, Classification Type, DMIS ID, Parent DMIS ID, Organization Long Title, FCC, Service PEC, Loaned Time FCC and APC (enter four letter department code) as necessary throughout the year and prior to the start of each fiscal year.

1.3  Ensure all organization classifications are enabled for TDA organizations that have positions attached and that TDA header records are not enabled (Enable HR Organization and Project Expenditure Event Organization.

1.4  Enter Timecard Approver for all organizations that are enabled.

1.5  Tutor processes:  Create a New Organization, Modify an Existing Organization and End an Existing Organization.
2.  Setting Up a New Project, Close and Modifying an Existing Project (LCA Manager and Specialist)

 2.1  In September, copy project template and enter project quick entry values for the project IAW Army MEPRS Program Office (AMPO) guidance.
2.2  Contact AMPO to approve Project.
2.3  Enter and maintain tasks throughout the year, re-validate tasks when new projects are created and add or end as appropriate.
2.4  Tutor processes:  Close an Existing Project, Modify an Existing Project and Set up a New Project

3.  Documenting and Submitting Time via Timekeeper Entry (LCA Manager, Specialist, LCA Representative and LCA Timecard Approver

3.1  Establish/maintain Timekeeper Groups.

3.2  Enter time via Timekeeper Entry for employees who are unable to enter their own time.
3.3  Tutor processes:  Documenting and Submitting Time via Timekeeper Entry and Create or Maintain Timekeeper Groups

4.  Adjust Approved Time (LCA Manager and Specialist)

4.1  Split or transfer time via Expenditure Inquiry when discrepancies are identified during MEPRS end of month data validation.
4.2  Reverse time via Expenditure Batch Entry as necessary during end of month data validation.
4.3  Tutor process:  Adjust Approved Time

5.  Submit Time via Pre-Approved Batches (LCA Manager, Specialist and Timecard Approver)

5.1  Service policy for entering time via Pre-Approved Batches can be found on the AMPO web site: http://www.ampo.amedd.army.mil/

5.2  Tutor process:  Submit Time via Pre-Approved Batches

6.  Run the Timecard Status Report (LCA Manager, Specialist and Timecard Approver)

6.1  Run Timecard Status Report as necessary to ensure all timecards have been entered prior to MEPRS processing.
6.2  Tutor process:  Run the Timecard Status Report

7.  Enter and Maintain Employee Cost Rates (LCA Manager, Specialist)

7.1  Military personnel receive composite pay and civilians receive actual payroll.  Entering cost rates is only necessary when problems are encountered.  Example:  When a new payroll code is added to the civilian payroll system and has not been loaded into DMHRSi.
7.2  Tutor Process:  Enter and Maintain Employee Cost Rates

8.  Run Payroll Reconciliation Reports (LCA Manager and Specialist)

8.1  DoD Payroll Actuals – Shows the hours DCPS paid the employee.
8.2  DoD Employees Missing Payroll Data – Report listing employees that are in DMHRSi but did not receive payroll data from DCPS.

8.3  Payroll Validation Report – Lists employees that had payroll in the DCPS file but are not in DMHRSi.
8.4  Cost Reconciliation Report – Looks at the hours and dollars received from DCPS compared to the hours and dollars that are in DMHRSi.  Refer to the AMPO website for service specific guidance on this report.

8.5  Tutor process:  Run Payroll Reconciliation Reports.
9.  Distribute Labor Costs (LCA Manager, Specialist and DoD LCA Exception Manager)

9.1  Run distribute labor costs – process adds cost to the hours entered in DMHRSi.
9.2  Correct “Missing Cost Rates”

9.3  Tutor process:  Distribute Labor Costs

10.  Perform Data Analysis IAW service policy (LCA Manager and Specialist)

11.  Create EASIV Extract File (LCA Manager and Specialist)

 11.1  Tutor process:  Create EASIV Extract File

12.  Transfer DMHRSi Data to EASIV (LCA Manager and Specialist)

12.1  Import DMHRSi file into EASIV.
12.2  Tutor process:  EASIV File Transfer

13.  Using Discover Viewer and Discover Plus, generate Standard and Adhoc Reports.  Use reports to provide MTF staff/command man-hour cost information.  

APPENDIX C

MANPOWER

Manpower Summary:

The Manpower source system, The Army Authorization Documentation System (TAADS), and the Table of Distribution and Allowances (TDA) will interface with DMHRSi.  Manpower Analysts will build local organizations and local positions in this module.  They will rely on TAADS to provide all data elements for this module.  

1.  Accept and Reconcile Table of Distribution and Allowances (Manpower Manager, Manpower Specialist):  
1.1  The TDA is imported into DMHRSi annually at the beginning of each Fiscal Year.
1.2  The source system, TAADS, handles all the data feeds for the Army Manpower Module.
1.3  Updates are performed yearly.
1.4  Manpower Specialist reviews and reconciles DMHRSi TDA to the TAADS to ensure all positions are included in DMHRSi.
1.5  TDA document is available in DMHRSi Discoverer/Viewer.

2.  Establishment and Maintenance of Organization Locations (Manpower Manager, Manpower Specialist):

2.1  Create, modify, or end a location.  A location in DMHRSi is the organization’s physical address.  This feature is primarily used when a new building is occupied.
2.2  Tutor processes available – Create, Modify, or End a Location.

3.  Establishment and Maintenance of Organizations/Local Organizations (Manpower Manager, Manpower/LCA Specialist):

3.1  Create, modify, or end local organizations.
3.2  Organization listing is an available report (Organizations-Army) in DMHRSi Discoverer/Viewer. 
3.3  Compare organizations as shown on the TDA with the Organizations-Army report from DMHRSi.  Update DMHRSi organizations as appropriate.  This task is usually performed at the beginning of each fiscal year.
3.4  Documenting National Provider Identifier (NPI) Type 2 to an existing organization.

3.5  Define organizational competence requirements

3.6  Tutor processes available – Create a New organization, Modify an Existing Organization, or End an Existing Organization; National Provider Identifier Type 2:  Organizational; Defining Organizational Competence Requirements.  

4.  Establishment and Maintenance of Work Positions (Manpower Manager, Manpower Specialist/Position Manager):

4.1  Create, modify, or end local positions.
4.2  Ensure “frozen” positions (personnel) have an updated TDA Command and Control Number (CCNUM) or an alternate position identified for incumbent.  A frozen position is one that existed in the previous TDA but not in the TDA for the following year. The individual should be moved to a valid position or a local position.
4.3  Run and Review a Position Control Roster (PCR) – “Ownership” of the PCR normally rests with HR Manager but is a shared document between Human Resources and Manpower.

4.4  Assist HR in identifying personnel who need to be assigned to a different position due to changes in the TDA.

4.5  Assist HR in identifying disconnects of personnel assignments between the Legacy systems and DMHRSi assignments.  This is usually identified by a difference in the assigned People Group paragraph number (column A of the PCR) and the legacy system organization paragraph (column C of the PCR).

4.6  Assist HR in identifying positions that need to have an “Excess” flag identified in the PCR.  Staff who are “multiple encumbered” against a position or are “excess” to a particular work center where assigned should carry an excess flag in DMHRSi.
4.7  The source systems for the PCR are the TDA, EMILPO for military assignments and DCPDS for civilian assignments.

4.8  Tutor processes available – Create a New position, Modify an Existing Position, and End an Existing Position; Running the Concurrent Army Position Control Roster Report.  
5.  Create and Maintain Organizational Hierarchies (Army Manpower Manager/Manpower Manager/Specialist):

5.1  Establish organizational hierarchies.
5.2  View organizational hierarchies.
6.  Generate Standard and ad-hoc Manpower and Organizational Reports (Manpower Manager/Specialist):

6.1  View manpower and organizational reports. 
6.2  Personnel trained on Discover Viewer and Discoverer Plus. 

6.3  Develop reports.
APPENDIX D
READINESS

Readiness Summary:  
DMHRSi will not serve as the Army’s source system for Readiness.  DMHRSi will be populated with readiness data from various Army source systems.  Readiness source systems include the Medical Protection System (MEDPROS) for Medical Readiness data and the Medical Occupational Data System (MODS).  These systems currently interface with DMHRSi and feed PROFIS assignments and immunizations for all military personnel.  Additional interfaces are currently being explored for readiness training data such as ATRRS, DTMS, etc.  

Readiness personnel (Managers and Specialists) will be responsible for ensuring all medical readiness requirement records are up-to-date throughout the human resource life cycle of the assigned, attached, or borrowed MTF employees.  Readiness personnel will review readiness data transferred from Army source systems and validate this imported information against other Army systems to ensure the validity and reliability of the data.  (During testing)

1.  Maintain Immunization Record.  Individual Medical Readiness (IMR) records will be maintained in MEDPROS.

2.  Maintain Readiness Training Record.  Individual readiness training record will be maintained in the Army Digital Management Training System (DTMS).

3.  Make readiness assignments (PROFIS).  PROFIS assignments will be made by the Personnel/HR section and will utilize the PROFIS Deployment System (PDS) to manage readiness assignments.

4.  Calculate PROFIS Fill Rate (% fill rate).  PDS will calculate % fill.

5.  Prepare Individual PROFIS Training Report.  DTMS will perform this function.

6.  Illustrate Operational Positions (PROFIS Requirements).  PDS.

7.  Maintain Deployed Roster.  The AMEDD Resource Tracking System (ARTS) will maintain the deployed roster.

8.  Assignment of Training Requirements.  DTMS.

9.  Maintain Non-Deployable Personnel Listing/Report.  Personnel / HR will maintain this report.

10.  Maintain Deployable Code Table.

11.  Standards and Adhoc Reports.  Review reports to ensure data accuracy and reliability. (During testing)

APPENDIX E
EDUCATION AND TRAINING (E&T)

Education and Training Summary:
1. Learning Paths (MTF E&T Manager/Specialist) Provide ability for selected MTF personnel to set up course from standardized menu required for professional and personal growth.

    1.1. Selected personnel (TBD) can set up courses for MTF population.
    1.2. MTF Users will utilize pre-determined learning paths for use during their tenure at MTF. Learning paths will be validated/updated annually and as needed.
    1.3.   Supervisors will validate each learning path for personnel under their supervision. Learning paths will be validated/updated annually and as needed.
    1.4. Master learning path menu will be formulated at MEDCOM level with release to MTFs for utilization. Learning paths will be validated/updated annually and as needed.
    Legacy System: Not standardization among AMEDD MTFs at this time.
    Tutor Process: None, currently under development
2. Course Information (access by all users, write/update privileges by selected personnel (TBD)) Ability of MTF personnel to access course information (read only).

    2.1. MTF personnel will enroll in or cancel a course/class via Self Service.
    2.2. Course will be defined at MEDCOM level and accessed at MTFs in a read only status.
    2.3. All additions to course/class lists will be done at MEDCOM level.
    Legacy System: Not standardization among AMEDD MTFs at this time.
    Tutor Process: PRO112ET – Enroll in or cancel a class via Self Service

                              PRO120ET – Catalog Admin Create a Course, Offering, Class

3. Generate Course Listings (All Users/Discoverer Report) All users have ability to generate a course listing for all courses available at their MTF.

    3.1. All users have ability to generate a course listing for their MTF via Discoverer Viewer.
    3.2. MEDCOM can generate course listing for all Army MTF courses.
    Legacy System: Not standardization among AMEDD MTFs at this time.
    Tutor Process: INS9DISC- Discoverer Viewer (note- this tutor process does not address how to set parameters)
4.  Generate Template Listings (MTF E&T Manager/Specialist):  Allow select MTF personnel to print a Template Listing Report.

     4.1. This functional capability was not found in the application or a tutor process.

     Legacy System: Not standardization among AMEDD MTFs at this time.

5.  Assign Course Templates to Students (E&T Manage/Specialist):  Allow select MTF personnel to use various criteria to assign templates to students. 

     5.1. This functional capability was not found in the application or a tutor process.

     Legacy System: Not standardization among AMEDD MTFs at this time.

6.  Generate Template Percent Compliance Report (E&T Manage/Specialist):  Allow select MTF personnel to create a Statistical Report with a template listing the status of course completion. 

     6.1. This functional capability was not found in the application or a tutor process. 

     Legacy System: Not standardization among AMEDD MTFs at this time.

7.  Generate Template Non-Compliance by Name Report (E&T Manager/Specialist):  Allows select MTF personnel to produce a report that lists, by template, personnel delinquent in completing required courses.

      7.1. This functional capability was not found in the application or a tutor process.

      Legacy System: Not standardization among AMEDD MTFs at this time.

8.  Generate Required Course Status Report (E&T Manager/Specialist):  Allow select personnel associated with education and training functions and readiness personnel to create a report listing the completion status of required employee training.

       8.1. MTF E&T departments will have the ability to run a report in Discoverer Viewer to view status of completed training.
                8.1.1. There is a tutor process on how to use Discoverer Viewer, but not how to set parameters
       8.2. MEDCOM will establish and enforce metrics to determine which facility is in compliance.

       Legacy System: Not standardization among AMEDD MTFs at this time.

       Tutor Process: INS9DISC - Discoverer Viewer

9.  Generate Course Completion Report (E&T Manager/Specialist):  Allow select MTF personnel to generate a list of personnel sorted by course and completion date.

       9.1. MTF E&T departments will have the ability to run a report in Discoverer Viewer to identify personnel who have not completed training.

                9.1.1. There is a tutor process on how to use Discoverer Viewer, but not how to set Parameters.
      Legacy System: Not standardization among AMEDD MTFs at this time. 
      Tutor Process: INS9DISC - Discoverer Viewer

10.  Generate Expiration Training Report (E&T Manager/Specialist):  Allow select MTF personnel to create the Expiration Training Report using course name(s), course code(s) expiration period, or multiple organizational levels.

       10.1. MTF E&T departments will have the ability to run a report in Discoverer Viewer to identify expired training so that deficiencies are corrected to 100% readiness

capability.

                10.1.1. There is a tutor process on how to use Discoverer Viewer, but not how to set parameters.
       10.2. MEDCOM will have oversight of expired training at AMEDD activities and provide annual guidance on compliance standards.
       Legacy System: Not standardization among AMEDD MTFs at this time.
       Tutor Process:  INS9DISC - Discoverer Viewer

11.  Schedule a Class (E&T Manager/Specialist):  Allow select MTF personnel to create and maintain information about a class.

       11.1. MTF E&T will schedule classes, change a class, track class completion and provide feedback to via command channels when requested or per predetermined report schedules.
       Legacy System: Not standardization among AMEDD MTFs at this time. 
       Tutor Process:  PRO104ET - Creating a Class

                                PRO119ET - Change Class Status

12.  Request a Class (All users):  Allow MTF personnel to request and reserve a seat in a class pending supervisor approval.

12.1. MTF personnel request and receive confirmation of class request.
       Legacy System: Not standardization among AMEDD MTFs at this time. 
       Tutor Process: INS9DISC - Discoverer Viewer

13.  Confirm Students Enrollment in a Class (E&T Manager/Specialist):  Allow select MTF personnel to confirm student enrollment in a class.

13.1. MTF E&T departments will access and confirm enrollment in required training and provide feedback.
       Legacy System: Not standardization among AMEDD MTFs at this time. 
       Tutor Process: none available at this time.

14.  Confirmation Reminder Report (E&T Manager/Specialist):  Allow select MTF personnel to produce a report listing all classes with a confirmation date (monthly, quarterly, and annually).


14.1. MTF E&T departments will run a report in Discoverer Viewer to determine the status of confirmed classes.
                14.1.1. There is a tutor process on how to use Discoverer Viewer, but not how to set parameters.
       14.2. MEDCOM will have the ability to validate confirmation of all personnel trained at each MTF.

       Legacy System: Not standardization among AMEDD MTFs at this time.
       Tutor Process: INS9DISC - Discoverer Viewer

15.  Maintain Course Qualified Instructor Information (Future) (E&T Manage/Specialist):  Allow select MTF personnel to input and update qualified instructor data.


15.1. MTF E&T departments will create or update instructors Competence Profiles upon arrival at the MTF and when there are changes to instructor status.
       Legacy System: Not standardization among AMEDD MTFs at this time. 
       Tutor Process: PRO106ET - Creating Competence 

16.  Generate Course Qualified Instructor Report (Future) (E&T Manager/Specialist):  Allow select MTF personnel to create a report that lists all instructors qualified to teach a course. 

       16.1. MTF E&T departments will access competencies and input courses that each instructor is qualified to teach through the Discoverer Viewer.

                16.1.1. There is a tutor process on how to use Discoverer Viewer, but not how to set parameters.

       16.2. MEDCOM will have access to validate instructor qualifications.
       Legacy System: Not standardization among AMEDD MTFs at this time. 
       Tutor Process: 19.3.1. INS9DISC - Discoverer Viewer

17.  Schedule an Instructor for a Class (Future) (E&T Manager/Specialist):  Allow select MTF personnel to consult a list of qualified instructors in order to assign instructors to a particular class.


17.1. MTF E&T departments will run report in Discoverer Viewer of qualified internal and external instructors for courses.
           17.1.1. There is a tutor process on how to use Discoverer Viewer, but not how to set parameters.
       Legacy System: Not standardization among AMEDD MTFs at this time. 
       Tutor Process: INS9DISC - Discoverer Viewer

18.  Generate Instructor Teaching History Report (E&T Manager/Specialist):  Allow select MTF personnel to generate a report that provides a historical listing of all classes/courses taught by an instructor.


18.1. MTF E&T departments will have the ability to view the competency of instructors for a specific course.

                18.1.1. There is a tutor process on how to use Discoverer Viewer, but not how to set parameters.
       Legacy System: Not standardization among AMEDD MTFs at this time. 
       Tutor Process: INS9DISC - Discoverer Viewer
19.  Maintain Educational Facility Information (Future) (E&T Manager/Specialist):  Allow select MTF personnel to maintain information about facilities and/or classrooms using facility identifications or facility names as selection criteria.

19.1. MTF E&T department can identify classrooms/resources to upload into DMHRSi and access information on those resources.
       Legacy System: Not standardization among AMEDD MTFs at this time.
       Tutor Process: PRO106ET - Defining Training Resources

20.  Schedule a Facility for a Class (E&T Manager/Specialist):  Allow select MTF personnel to schedule a classroom facility.


20.1. MTF E&T department can search for and reserve available classrooms/resources at their MTF or support installation.
       Legacy System: Not standardization among AMEDD MTFs at this time. 
       Tutor Process: PRO105ET - Booking Resources for Class

21.  Maintain Outside Student/Instructor Information (Future) (E&T Manager/Specialist):  Allow select MTF personnel to maintain outside instructor information and students using Social Security Numbers (SSNs), if appropriate under the Privacy Act, and name as selection criteria.


21.1. MTF E&T departments can identify external instructors, resources, or students to upload into DMHRSi, e. g. non-DoD instructors, or an off-base training facility.

       Legacy System: Not standardization among AMEDD MTFs at this time. 
       Tutor Process: PRO116ET - Defining Training Resources

                               PRO117ET - Create an External Student Organization

22.  Document Unscheduled Educational Activities (Individual) (E&T Manager/Specialist):  Allow select MTF personnel to enter information on completed educational activities, whether internal or external.

       22.1. MTF E&T departments will document internal and external training on personnel at the MTF.
       Legacy System: Not standardization among AMEDD MTFs at this time.
       Tutor Process: PRO102RT - Recording Attendance and Results

                               PRO108ET - Document Additional Training

23.  Post Unscheduled Educational Activities (Group) (E&T Manager/Specialist):  Allows select MTF personnel to enter a course and identify individuals who have completed the course.


23.1. MTF E&T departments have the ability to build courses (within MEDCOM DMHRSi guidelines) and then bulk-update personnel that attend the course.
       Legacy System: Not standardization among AMEDD MTFs at this time. 
       Tutor Process: PRO120ET - Catalog Admin Create a Course, Offering, Class

                               PRO109ET - Making Mass Updates to Enrollments or Attendance

24.  Generate Scheduled/Unscheduled Class Results Report (E&T Manager/Specialist):  Allows select MTF personnel to generate a report for scheduled or unscheduled classes listing class results, indicating the students enrolled in a class actually completed the course.


24.1. MTF E&T departments can run a report in Discoverer Viewer that will give class results.


24.2.1. There is a tutor process on how to use Discoverer Viewer, but not how to set parameters.
       
Legacy System: Not standardization among AMEDD MTFs at this time.
       
Tutor Process: INS9DISC - Discoverer Viewer

25.  Generate Class Attendance Roster (Future) (E&T Manager/Specialist):  Allows select MTF personnel to generate an attendance roster listing enrolled students using course code and class start date as selection criteria.


25.1. MTF E&T departments can run a report in Discoverer Viewer producing a class attendance roster listing enrolled students.

                25.1.1. There is a tutor process on how to use Discoverer Viewer, but not how to set parameters.
       Legacy System: Not standardization among AMEDD MTFs at this time.
       Tutor Process: INS9DISC - Discoverer Viewer

26.  Generate Individual Education  Record (E&T Manager/Specialist):  Allows select MTF personnel to generate a list of completed courses for a student using a SSN (or the last four digits of the SSN), name, or work center as selection criteria.

       26.1. MTF E&T departments can run a report in Discoverer Viewer that gives individual student records.

                26.1.1. There is a tutor process on how to use Discoverer Viewer, but not how to set parameters.
       Legacy System: Not standardization among AMEDD MTFs at this time. 
       Tutor Process: INS9DISC - Discoverer Viewer.
27.  Generate Continuing Education (CE) (Continuing Medical Education, CE and Other) Listing (Future) (E&T Manager/Specialist):  Allows select MTF personnel to generate a report listing CE credits earned using student SSN.  


27.1. This functional capability was not found in the application or an associated tutor process.

28.  Generate Class Analysis Report (E&T Manager/Specialist):  Allows select MTF personnel to generate a report containing a statistical analysis related to the enrollment process.


28.1. MTF E&T departments can run a report in Discoverer Viewer that will give class results, e.g. “pass,” “attended,” etc.

                28.1.1. There is a tutor process on how to use Discoverer Viewer, but not how to set parameters.
       Legacy System: Not standardization among AMEDD MTFs at this time.
       Tutor Process: INS9DISVC - Discoverer Viewer

29.  Notify Student and Supervisor of Class Enrollment via E-Mail (E&T

Manager/Specialist): Allows select MTF personnel to notify students and their supervisors of course enrollment via e-mail.  

29.1. MTF Users/Supervisors will be able to view course enrollment confirmation

       notifications through the Work List in Self-Service.
       Legacy System: Not standardization among AMEDD MTFs at this time. 
       Tutor Process: REF101SS - Managing your Work List

30.  Produce Certificates for Successful Course Completions (E&T Manager/Specialist):  Allows select MTF personnel to produce Training Certificates for all students who successfully complete a class.


30.1. This functional capability was not found in the application or an associated tutor process.
       Legacy System: Not standardization among AMEDD MTFs at this time.
       Tutor Process: none available at this time.

31.  Generate Class Projection Schedule (E&T Manager/Specialist):  Allows select MTF Personnel to generate a schedule of projected classes (monthly, quarterly, and annually).


31.1. This functional capability was not found in the application or an associated tutor process.

32.  Generate Course Catalog (E&T Manager/Specialist):  Allows select MTF personnel to create an annual catalog of courses and classes offered by the Education and Training Department.


32.1. This functional capability was not found in the application or an associated tutor process.
       Legacy System: Not standardization among AMEDD MTFs at this time. 
       Tutor Process: none available at this time.

33.  Generate Training Calendar (E&T Manger/Specialist):  Allows select MTF personnel to generate a monthly, quarterly, or annual Training Calendar.

       33.1. This functional capability was not found in the application or an associated tutor process.
       Legacy System: Not standardization among AMEDD MTFs at this time. 
       Tutor Process: none available at this time.

34.  Generate Military Training Network (MTN) or Equivalent Standard Reports (E&T Manager/Specialist):  Allows select MTF personnel to generate the MTN, or Equivalent Standard Reports, and the Record of Course Report.     

34.1. MTF E&T departments can run a report in Discoverer Viewer providing all courses associated with the MTF.
            
34.1.1. There is a tutor process on how to use Discoverer Viewer, but not how to set parameters.
       Legacy System: Not standardization among AMEDD MTFs at this time. 
       Tutor Process: INS9DISC- Discoverer Viewer         


