CREATING AN ORGANIZATION FOR PERSONNEL WHO HAVE OUTPROCESSED AND RESERVE/GUARD THAT HAVE LEFT THE FACILITY
 An organization must be created for both medical and dental at each parent MTF which will be used to assign those employees to that have permanently departed the facility.  Also, one DMHRSi local organization must be created for Reserve/Guard personnel that have left the facility.  At a minimum each facility must create three local organizations.  Included are employees who have retired, PCS’d, ETS’d etc.  The organization will be entitled “Out Processing Transition”.  Employees should not be moved to the Out Processing Transition organization until all timecards have been submitted and approved.  Note:  Do not assign civilians who are on LWOP to this organization.   They remain assigned to the TDA organization at the site and a timecard will continue to be entered until the LWOP ends.  Once the employee is moved to the out processing organization, a timecard will no longer be required.
See below for instructions for “Create a New Organization”.  Remember to always enter a parent organization.  If you don’t you won’t be able to see the organization once it’s created.  Should that happen, contact your AMPO Analyst for assistance.

Below is a list of the data fields and the data elements they should contain:
1.  Name = UICLO-OUT PROCESSING TRANSITION – example W2M5AALO-OUT PROCESSING TRANSITION

2. Type = Section

3. From = Start date of the organization

4. To – this field should be left blank

5. Location = Site’s UIC

6. Internal or external – Internal

7. Location address – parent DMIS ID address

8. Others and LCA codes, populate the following:

a. CCNUM = Current year TDA

b. Start date – 1 October of the current fiscal year (each FY, the site must end date the LCA codes and create new LCA codes for the new FY)

c. End date – leave blank until the FY ends.  Once the FY ends it will be populated with 30 September of the FY.

d. Classification Type = Non-MEPR

e. DMIS ID = leave blank (populating this field will result in the employee showing up on the DoD Batch and Timecard Status report)

f. Parent DMIS ID = leave blank

g. Organization Long Title = Out Processing Transition

h. FCC = leave blank

i. Service PEC = leave blank

j. APO = leave blank

k. Loaned Time FCC = leave blank

9. Do not assign a timecard approver.  The site’s HR POC cannot move the employee to the out processing organization until all timecards have been approved therefore, this organization does not need a timecard approver.

**Remember to go to others and parent organization to enter the hierarchy.

INSTRUCTIONS
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Reference: DMHRSi Glossary List
Scope

This procedure covers the establishment of organizations within DMHRSi. 

Note: JTFCPMD-South will follow the Army’s data entry rules and JTFCPMD-North will follow the Navy’s data entry rules when the choice presents in LCA data processing, unless, otherwise specified.

This procedure does not cover modifying or ending an organization or creating, modifying, or ending locations. Refer to Modify an Existing Organization, End an Existing Organization, or Create, Modify, or End a Location. 

This procedure does not include alignment or creation of positions against organizations. 

Policy

New organizations are created for any of the following reasons:

· 1. An organization is established locally that does not appear on the manpower document. Warning: Once the organization is created, it may NOT be visible to the end user until the nightly security application process has been run.

· 2. An organization that appears on the manpower document has more than one fourth level Functional Cost Code (FCC) and needs to be broken out for the effective capture of time.

· 3. An organization is required to capture readiness related assignments and/or time associated with a Disaster Team, Medical Mobilization Augmentation Readiness Team (M-MART), or other Special Mission.

In many cases, reasons 1 and 2 are synonymous.

Business Rule

Service source system data will not over-write the JTF CapMed locally created and maintained data.

Responsibility

TheDMHRSi Project Office is responsible for ensuring that the tasks defined are consistent with actual application functionality.

TheMHS Chief Human Capital Officer through the HC IM/IT WG (MHS Human Capital Information Management/Information Technology Workgroup) is responsible for ensuring that the Policy and Responsibilities set forth in this document are consistent with DoD and Service policy and/or guidance.

Responsibilities within DMHRSi are "Role" based. All roles are responsible for monitoring self-service worklists and notifications. Refer to Manage Your Worklist. Your Roleis defined by your assignment within your organization and reflects your security levels within DMHRSi. The following roles may be assigned to any individual within an activity responsible for completing the following:

TheManpower Manager or Specialist is responsible for the entry of basic organizational information in DMHRSi.

TheLCA Manager or Specialist is responsible for the entry of the LCA codes in DMHRSi.

The Readiness Manager or Specialist is responsible for the entry of Readiness Organizations in DMHRSi.

TheJTF CapMed Manpower Manager is responsible for the entry of basic JTF CapMed organizational information in DMHRSi.

Distribution

DMHRSi Configuration Control Board

DMHRSi Project Office

JTF CapMed LCA Manager

JTF CapMed Manpower Manager

LCA Manager

LCA Specialist*
Manpower Manager

Manpower Specialist*
MHS Chief Human Capital Officer

Readiness Manager

Readiness Specialist

Ownership

TheDMHRSi Configuration Control Board is responsible for this document. Changes to this document must follow the DMHRSi Configuration Management Process with final approval authority being the DMHRSi Configuration Control Board.

Activity Preface

This activity is performed whenever new organizational requirements have been defined and its establishment in DMHRSihas been approved in accordance with Service specific guidance You must log on to DMHRSi by typing in your assigned User Name and Password. If you do not have an assigned account, please contact your Site Application Administrator (SAA). 

Since all entered data is case sensitive, turn the "CAPS LOCK" on now. 

Prior Activity

The Organization Location has been established in DMHRSi. Refer to Create, Modify, or End a Location.

Oracle® Tutor Copyright © 1997, 2009, Oracle. All rights reserved.

Manpower Specialist

1. Create a New Organization in DMHRSi.

Start the task using the "[Service] Manpower Specialist" responsibility.

Note: This task may also be accomplished using the "[Service or JTF CapMed] Manpower Manager,” the "[Service] Readiness Specialist," or the "[Service] Readiness Manager" responsibility. 
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· Select the “Description” option under the Work Structures: Organization node.

2. Enter effective date of organization.

Note: The effective start date of the organization determines when the organization is available for use on the employee assignment as the assignment organization or people group. This date must be on or before the first day that employees will be assigned to this organization.

The "Decision" box is displayed.
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· Click the "Yes" button to open the "Alter Effective Date" form and change the effective date.

· Enter the approved date for the new organization in the "Effective Date" field in DD-MON-YYYY format or click the LOV icon [[image: image4.jpg]


 ] to use the Calendar form.
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· Click the "OK" button when done.

The "Find Organization" form is displayed.
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3. Add a new organization. 

· Click the "New (A)" button. 

The "Organization" form opens.
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Note: The "Dates: From" field is auto-populated with the new effective date.

· In the "Name" field, enter the organization name (See naming convention below).

To preserve locally created organizations in DMHRSi, you must use the following naming convention:

DMHRSi Organization naming convention: 
· All data must be entered in uppercase to ensure consistency in querying. 

· If Army or Navy uses you’re UIC, followed by LO (to denote a local organization), a dash, and the organization name (Do not add a space(s) or periods (.) between the data elements).

Example: W2MSAALO-PEDS INPATIENT NSG or 00232LO-MANAGED CARE 

· For the Air Force you will use the Parent Unit, followed by LO (to denote a local organization), a dash, and the organization name (Do not add a space(s) or periods (.) between the data elements).

· Example: 79MDGLO-SPORTS MEDICINE 

· For JTF CapMed, use the initials of the facility. Do not include the LO (local org.) since all organizations within the JTF CapMed are considered local organizations (Do not add periods (.) between the data elements).

The following are examples for the North and South National Capital Region Medical, and the Joint Pathology Center:
JTF CapMed North:

Head Quarters = HQ

· Walter Reed National Military Medical Center = WRNMMC

· Pentagon Health Clinic (DiLorenzo) = PHC

· Pentagon Dental Clinic = PDC

· National Intrepid Center of Excellence (NICoE) = NICOE

· Carderock Health Clinic = CHC

JTF CapMed Pathology Center (JPC) = JPC

JTF CapMed South:

· Fort Belvoir Community Hospital = FBCH

· Woodbridge Health Clinic = WHC

· Fairfax Health Clinic = FHC

· EnterType:

· Click in the "Type" field and then click the LOV icon [[image: image8.jpg]


 ] to open the "Organization Types" find form.

· Enter a value (or a partial value) in the "Find" field, followed by % wildcard to narrow the search.

Note: If only one value matches your search criteria, the find form will close and the "Type" field will automatically populate.

· Click the "Find" button.

· Highlight the desired type from the list of values.

· Click the "OK" button once a selection has been made.

· EnterLocation:

· Click in the field and then click the LOV icon [[image: image9.jpg]


 ] to open the "Locations" find form.

Note: The DMHRSilocation is the organization UIC for Army and Navy. For Air Force, it will be the organization Parent Unit, and for JTF CapMed use acronym, JTFCPMD and the name of the Activity.

· JTFCPMD -WRNMMC-WALTER REED NATIONAL MILITARY MEDICAL CENTER

· JTFCPMD-JCP-JOINT PATHOLOGY CENTER

· JTFCPMD-HQ

· JTFCPMD-CARDEROCK HEALTH CLINIC

· JTFCPMD-PENTAGON HEALTH CLINIC-DILORENZO

· JTFCPMD-PENTAGON DENTAL CLINIC

· JTFCPMD-NATIONAL INTRDPID CENTER OF EXCELLENCE

· JTFCPMD-FBCH-FORT BELVOIR COMMUNITY HOSPITAL

· JTFCPMD-FAIRFAX HEALTH CLINIC

· JTFCPMD-WOODBRIDGE HEALTH CLINIC

Enter a location (or part of it) followed by % wildcard to narrow the search.

· Click the "Find" button.

· Highlight the desired location from the list of values.

· Click the "OK" button once a selection has been made.

The "Location" and "Location Address" fields will be auto-populated.

Note: The "Internal or External" field is defaulted to "Internal." DO NOT CHANGE THIS FIELD.
4. Enter Additional Organization Unit Details.

· Click on the Descriptive Flexfield [ [image: image10.jpg]


] to open the "Add'l Org Unit Details" form.
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· Military Company:
· Click in the "Military Company" field and enter Military Company Name, if applicable (free-text field). 

· UIC/PAS:
Click in the "UIC/PAS" field and enter either the Unit Identification Code (UIC), Note: The JTF CapMed activities are comprised from several Service UICs, therefore a specific UIC/PAS will not be associated. Instead, the JTF CapMed Activity title (Org Name of the Activity) will be used instead. 

The following represents the medical facilities that compromise JTF CapMed:
JTF CapMed North:

Head Quarters = HQ

· Walter Reed National Military Medical Center = WRNMMC

· Pentagon Health Clinic (DiLorenzo) = PHC

· Pentagon Dental Clinic = PDC

· National Intrepid Center of Excellence (NICoE) = NICOE

· Carderock Health Clinic = CHC

JTF CapMed Pathology Center (JPC) = JPC

JTF CapMed South:

· Fort Belvoir Community Hospital = FBCH

· Woodbridge Health Clinic = WHC

· Fairfax Health Clinic = FHC

· Commercial Phone: 
· Click in the “Commercial Phone” field and enter the primary telephone number for the organization. 

· DSN:
· Click in the “DSN” field and enter the DSN version primary telephone number for the organization. 

· Fax:
· Click on the “Fax” field and enter the fax number for the organization.

· Organizational e-mail:
· Click in the “Organizational e-mail” field, and enter the administrative e-mail for the organization.

· Organizational NPI: See note below.

· NPI Issue Date:See note below.

Note: For detailed information on all actions related to Organizational National Provider Identifier (NPI), refer to Enter The National Provider Identifier (NPI): Type 2 Organizational.

· Click the "OK" button when done.

5. Save your work. 

· To save the file click the "Save" icon [ [image: image12.jpg]


] on the toolbar or select File > Save from the menu.

6. Classify and enable the organization as an HR Organization.

· Activate the "Name" field by clicking the first blank of the "Organization Classifications" field.

· Click the "List of Values" icon.

· Select "HR Organization" from the list of values under the "Name" field of the "Organization Classifications" group or type HR in the "Name" field and press the [ENTER] key.

Note: If there is only one matching value, the "Name" field will be populated with "HR Organization." Otherwise, select the appropriate HR Organization from the list and click the "OK" button.

· Click in the box under the "Enabled" column to the right hand side of the screen.

[image: image13.jpg]Enabled
(|




A checkmark should appear in the box.

7. Save your work. 

· Click the "Save" icon [ [image: image14.jpg]


] on the toolbar to save the file or select File > Save from the menu.
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8. Enter Parent Organization.

· Click on the "Others" button to open the "Additional Organization Information" form.
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· Select "Parent Organization" from the list of values.

· Click on the "OK" button once the selection has been made.

The "Parent Organization" form will open.
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· Hierarchy:

The cursor should be in the field below "Hierarchy" by default. If it is not, click in the field below“Hierarchy.”

Click the LOV icon [[image: image18.jpg]


 ] to open the "Hierarchy Name" find form.

· Select the "DoD Reporting Hierarchy" from the list of values. 

Note: JTF CapMed will have the visibility of the organizations within the JTF Hierarchy. The Services will have the visibility of the Service organizations that compromise the JTF CapMed organization in the DoD Hierarchy.

Note: When there is only one value, clicking the LOV icon [[image: image19.jpg]


] will auto-populate the field. If there is more than one version of the hierarchy, be sure to select the most recent version or the one with the highest number.

· Click on the "OK" button once the selection has been made.

· Name:

The cursor should advance to the "Name" field. If it does not advance, click the cursor in the "Name" field.

· Click the LOV icon [[image: image20.jpg]


 ] to open the "Parent Name" find form.

· Enter a value (or partial value) followed by % wildcard in the "Find" field.

Note: The parent organization must already exist in the hierarchy.

· Click the "Find" button.

· Highlight the desired parent organization from the list of values. 

· Click on the "OK" button once the selection has been made.

An application "Error" form will appear.
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· Click on the "OK" button.

9. Save your work. 

· Click the "Save" icon [ [image: image22.jpg]


] on the toolbar to save the file or select File > Save from the menu.

Warning: Once the organization is created, it may NOT be visible to the end user until the nightly security application process has been run.

10. Close the "Parent Organization" form.

· Click the "OK" button on the "Parent Organization" form.

The "Organization" form is still active.

If Service is "Navy" and the organization is a "Platform," goto task #11. Otherwise, all others goto task #14.

11. Enter readiness information.

· Click the "Others" button to open the "Additional Organization Information" find form.

· Select "Readiness Information" from the list of values.
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· Click the "OK" button once the selection has been made.

The“Additional Organization Information” form is displayed.
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· Click on the blank field below “Readiness Information.”

The "Readiness Information" form is displayed.
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Enter the following fields:
· Start Date: (Required) Enter the start date for the new organization in the "Start Date" field using the DD-MON-YYYY format.

· End Date: This field can be left blank. 
· If known, enter the end date for the new organization in the "End Date" field in DD-MON-YYYY format.

· Platform Type: 

· Click in the “Platform” field. Then click the LOV icon [[image: image26.jpg]


] to open the "Platform Type" find form.

· Enter a value (or a partial value) in the "Find" field followed by % wildcard to narrow the search.

Note: If only one value matches your search criteria, the find form will close and the "Type" field will automatically populate.

· Click the "Find" button and select a type from the list of values.

· Click the "OK" button once a selection has been made.

· Sub Manpower Claimant:

· Click in the “Sub Manpower Claimant” field. Then click the LOV icon [[image: image27.jpg]


] to open the “Sub Manpower Claimant “find form.

· Select the appropriate Sub Manpower Claimant from the list of values.

· Click the "OK" button once a selection has been made.

· Augment UIC:
· Click in the “Augment UIC” field.

· Enter the appropriate Augment UIC to which the organization belongs when deployed.

· Readiness Contact: 

· Click in the “Readiness Contact” field. Then click the LOV icon [[image: image28.jpg]


] to open the “Readiness Contact” find form.

· Enter a value (or a partial value) in the "Find" field followed by % wildcard to narrow the search (DOE%JOHN).

· Select the readiness contact from the list of values.

· Click the "OK" button once a selection has been made.

· Readiness Office STUIII:
· Click in the “Readiness Office STUIII” field and enter the STUIII telephone number.

· Comments: 

· Click in the “Comments” field and enter additional organization comments.

· Click the "OK" button on the "Readiness Information" form.

The "Additional Organization Information" form is displayed and the "Readiness Information" field is populated.

· Click the "OK" button on the "Additional Organization Information" form.

The "Forms" box is displayed.
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· Click the "Yes" button to save your changes.

The "Organization" form is still active.

12. Close form.

· Click the "Oracle Applications" icon in the upper left hand corner of the "Organization" form and choose "Close" from the list.

You will return to the "Navigator" screen. 

13. Notify the LCA Manager or Specialist that a new organization has been created.

Note: This notification will not automatically occur. Contact the LCA Manager or Specialist in accordance with Service, and/or JTF facility-specific policy.

LCA Specialist

14. Add Service-specific LCA code information into DMHRSi.

Warning: Once the organization is created, it may NOT be visible to the end user until the nightly security application process has been run.

Note: JTFCPMD-South will follow the Army’s data entry rules and JTFCPMD-North will follow the Navy’s data entry rules when the choice presents in LCA data processing, unless, otherwise specified.

Start the task using the "[Service or JTF CapMed] LCA Manager," or "[Service] LCA specialist.
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· Select the "Description" option under the Work Structures: Organization node.

15. Find organization in DMHRSi.

· Click in the "Name" field and enter the entire name of the organization, or part of the name, to narrow the search and press the [ENTER] or [TAB] key; you can also click the LOV icon [[image: image31.jpg]


 ] to open the "Organizations Names" find form.

· Note: If only one value matches your search criteria, the "Name" field will automatically populate.
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· Enter a value (or a partial value) in the "Find" field followed by % wildcard to narrow the search.

[image: image33.jpg]\
t*
[




· Click the "Find" button.

· Select an organization from the list of values.

· Click the "OK" button once a selection has been made.
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The name of the organization will auto-populate the "Name" field on the "Find Organization" form.
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· Click the "Find (B)" button.

The "Organization" form opens with the organization information populated.

Note: If you click the "Find (B)" button without entering a search string, the "Find Organization" form will be closed and all records will be retrieved. Use the down-arrow and up-arrow keys to navigate between the organizations.
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· Place your cursor on the HR Organization record in the Organization Classifications zone of the form and click the "Others" button to open the "Additional Organization Information" find form.

· Select appropriate "[Service] LCA Codes" from the list of values.
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· Click the "OK" button once a selection has been made.

The "Additional Organization Information" form opens.

· Click the cursor in the "[Service] LCA Codes" detail field.
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The "[Service] LCA Codes" form opens.

Note: Organization LCA Codes are the source for the values created in the EASIV output file for Non-Available time entered for all employees where the Organization is on the employee assignment as the People Group Organization. 

Organization LCA Codes are the source for the values created in the EASIV output file for Assigned FTE for all employees where the organization field is on the employee assignment as the Organization.

The record must be complete to avoid null values in the EASIV output file.

Organization LCA codes are time sensitive. If more than one record exists, the date range of the record determines the time period that the record is used as the source for EASIV values. Each record must cover a separate and distinct period of time. At no time may two or more records cover the same period of time (characterized by having overlapping Start and End Dates on multiple records). 

At a minimum, the Navy must have one record for each fiscal year. The Army and Air Force need more than one record only if the values in the record change at some point in time. Then a separate record is needed for each period of time that the different values must be reported to EASIV.

Warning: Once the organization is created, it may NOT be visible to the end user until the nightly security application process has been run.

If Army or JTFCPMD South, goto task #16. 

If Navy or JTFCPMD North, goto task #17. 

If Air Force, goto task #18. 

16. Enter ARMY LCA Codes.
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· CCNUM: Enter the CCNUM of the current effective TDA (e.g. 0103 or 0104).

· Start Date: Enter the effective date of the organization in DD-MON-YYYY format.

· End Date: Enter end date, if known, in the DD-MON-YYYY format. This field can be left blank.

Note: The End Date field may be left blank. If the End Date field is left blank, the LCA Data will be used for all EASIV reporting periods until an End Date is entered.

· Classification Type: Click in the "Classification Type" field, and click the LOV icon [[image: image40.jpg]


] to open the "Classification Type" find form.

Note: You can classify the organization as a Medical Expense and Performance Reporting System (or MEPRS) facility or non-MEPRS facility.

· Highlight the desired type from the list of values and click the "OK" button.

Note: The cursor will advance to the "DMIS ID" field.

· DMIS ID: Enter your activity DMIS ID. Refer to DMIS ID Table and DMIS ID Table: Changes.

Warning: If the facility is a non-MEPRS facility, the assigned DMIS ID must be entered. If the facility is a non-MEPRS facility and does not have an assigned DMIS ID, enter the following: 0000 DMIS ID Not Otherwise Specified.
· Click the LOV icon [[image: image41.jpg]


] to open the "DMIS ID" find form. 

· Highlight the desired DMIS ID from the list of values and click the "OK" button.

Note: The cursor will advance to the "Parent DMIS ID" field.

· Parent DMIS ID: Enter your Parent DMIS ID.

· Click the LOV icon [[image: image42.jpg]


 ] to open the "Parent DMIS ID" find form. 

· Highlight the desired "Parent DMIS ID" from the list of values and click the "OK" button.

Note: The cursor will advance to the "Organization Long Title" field.

· Organization Long Title: Enter the long name for the organization, if there is one. This field can be used to enter the full name of an organization to be used on reports. This field should be populated with Paragraph-Organization Long Title (i.e. the Paragraph, a dash, and then the organization’s long title).

· FCC: Enter the appropriate FCC (Functional Cost Code) for the organization. Refer to theMedical Expense and Performance Reporting System for Fixed Military Medical and Dental Treatment Facilities for a complete list of FCCs.

· Click the LOV icon [[image: image43.jpg]


 ] to open the "FCC" find form. 

· Highlight the desired FCC from the list of values and click the "OK" button.

· Note: The cursor will advance to the "Service PEC" field.

· Service PEC: Click the LOV icon [[image: image44.jpg]


 ] to open the "Service PEC" find form. 

Note: Army values are preceded by an "A" underscore. 

· Highlight the desired Service PEC from the list of values and click the "OK" button.

· APC(Account Processing Code): Free-text field.

· Loaned Time FCC: 

Note: This code is used by EASIV to determine the FCC for persons from the organization that are loaned to other facilities.

· Click the LOV icon [[image: image45.jpg]


 ] to open the "Loaned Time FCC" find form.

· Highlight the desired code from the list of values and click the "OK" button.

· Click the "OK" button on the "Army LCA Codes" form.

The "Additional Organization Information" form will open with the corrections displayed. 

· Click the "OK" button on the “Additional Organization Information" form.

The "Forms" box is displayed.
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· Click the "Yes" button to save your changes.

The "Organization" form is still active.

Goto task #19.

17. Enter Navy LCA Codes.

Note: Because the Non Productive Job Order Number (JON) changes each fiscal year, an LCA Data record that corresponds to each fiscal year is required. Therefore, each year Navy LCA Specialist must add a new LCA Code record to each active Navy organization. 
Warning: The Navy must have all changes completed before the start of the fiscal year. This change over must occur 30 days prior to the end of the year and 30 days after the start of the fiscal year.
[image: image47.jpg]



· Start Date: Enter the effective date of the organization in DD-MON-YYYY format. 
Note: The Start Date must correspond to the Start Date of a fiscal year unless a change to one of the data elements occurred during the fiscal year. If a change has occurred during the fiscal year, then an LCA data record is required for the period before the change and an LCA Data record is required for the period after the change. The date ranges of each record must not overlap. The start date should always be the effective date of the organization or the first day of the fiscal year.

· End Date: Enter end date, if known, in the DD-MON-YYYY format. This field can be left blank. If the End Date field is left blank, the information will be used until an End Date is entered.
Note: The End Date must correspond to the End Date of a fiscal year, unless a change of the data elements occurred during the fiscal year. If a change occurred during the fiscal year, then an LCA data record is required for the period before the change and another LCA Data record is required for the period after the change. The date ranges of each record must not overlap. The end date should be either the effective end date of the organization or the last day of the fiscal year.

· Classification Type: Click in the "Classification Type" field, and click the LOV icon [[image: image48.jpg]


] to open the "Classification Type" find form.

Note: You can classify the organization as a Medical Expense and Performance Reporting System (or MEPRS) facility or non-MEPRS facility.

· Highlight the desired type from the list of values and click the "OK" button.

Note: The cursor will advance to the "DMIS ID" field.

· DMIS ID: Enter your activity DMIS ID. Refer to DMIS ID Table and DMIS ID Table: Changes.

· Click the LOV icon [[image: image49.jpg]


 ] to open the "DMIS ID" find form. 

· Highlight the desired DMIS ID from the list of values and click the "OK" button.

Note: The cursor will advance to the "Parent DMIS ID" field.

· Parent DMIS ID: Enter your Parent DMIS ID.

· Click the LOV icon [[image: image50.jpg]


 ] to open the "Parent DMIS ID" find form. 

· Highlight the desired "Parent DMIS ID" from the list of values and click the "OK" button.

Note: The cursor will advance to the "Organization Long Title" field.

· Organization Long Title: Enter the long name for the organization, if there is one. This field can be used to enter the full name of an organization to be used on reports. This field should be populated with BSC-Organization Long Title (i.e. the Billet Sequence Code (or BSC), a dash, and then the organization’s long title). 

· FCC: Enter the appropriate FCC (Functional Cost Code) for the organization. Refer to theMedical Expense and Performance Reporting System for Fixed Military Medical and Dental Treatment Facilities for a complete list of FCCs.

· Click the LOV icon [[image: image51.jpg]


 ] to open the "FCC" find form. 

· Highlight the desired FCC from the list of values and click the "OK" button.

Note: The cursor will advance to the "Service PEC" field.

· Service PEC: 

· Click the LOV icon [[image: image52.jpg]


 ] to open the "Service PEC" find form. 

Note: "N underscore” preceding each value indicates that these are Navy-specific PECs.

· Highlight the desired Service PEC from the list of values and click the "OK" button 
· CAC (Cost Account Code): 
· Click the LOV icon [[image: image53.jpg]


 ] to open the "CAC" find form. 

· Highlight the desired code from the list of values and click the "OK" button.

· NPROD JON (Job Order Number): 

· Click the LOV icon [[image: image54.jpg]


 ] to open the "NPROD JON" find form. 

· Highlight the desired code from the list of values and click the "OK" button.

· SAG: 

· Click the LOV icon [[image: image55.jpg]


 ] to open the "SAG" find form. 

· Highlight the desired code from the list of values and click the "OK" button.

· BSL Organization Identifier: 

Note: The BSL Organization Identifier is a code that is added to the end of the BSL in the EASIV output file.

· Click the LOV icon [[image: image56.jpg]


 ] to open the "BSL Organization Identifier" find form.

· Highlight the desired code from the list of values and click the "OK" button.

· Loaned Time FCC: 
Note: This code is used by EASIV to determine the FCC for persons from the organization that are loaned to other facilities.

· Click the LOV icon [[image: image57.jpg]


 ] to open the "Loaned Time FCC" find form.

· Highlight the desired code from the list of values and click the "OK" button.

· SMART Child Reporting Facility:

· Click the LOV icon [[image: image58.jpg]


 ] to open the "SMART Child Reporting Facility" find form.

Note: The SMART Child Reporting Facility field contains a Yes/No flag that indicates whether a facility will report information to the SMART system as an entity separate from its parent organization. Unless you are sure that the organization will report to SMART separate from its parent organization, set this flag to “No.”

· Highlight the desired code from the list of values and click the "OK" button.

· Click the "OK" button on the "Navy LCA Codes" form.

The "Additional Organization Information" form opens displaying changes.

· Click the "OK" button on the "Additional Organization Information" form.

The "Forms" box is displayed.
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· Click the "Yes" button to save your changes.

The "Organization" form is still active.

Goto task #19.

18. Enter Air Force LCA Codes.

[image: image60.jpg]X
Os
-
[

(]
FrAlMSD





· Start Date: Enter the effective date of the organization in DD-MON-YYYY format.

· End Date: Enter end date, if known, in the DD-MON-YYYY format. This field can be left blank.

Note: The End Date field may be left blank. If the End Date field is left blank, the LCA Data will be used for all EASIV reporting periods until an End Date is entered.

· Classification Type: Click in the "Classification Type" field and click the LOV icon [[image: image61.jpg]


] to open the "Classification Type" find form.

Note: You can classify the organization as a Medical Expense and Performance Reporting System (MEPRS) facility or non-MEPRS facility.

· Highlight the desired type from the list of values and click the "OK" button.

Note: The cursor will advance to the “DMIS ID" field.

· DMIS ID: Enter your activity DMIS ID. Refer to DMIS ID Table and DMIS ID Table: Changes.

· Click the LOV icon [[image: image62.jpg]


 ] to open the "DMIS ID" find form. 

· Highlight the desired DMIS ID from the list of values and click the "OK" button.

Note: The cursor will advance to the "Parent DMIS ID" field.

· Parent DMIS ID: Enter your parent DMIS ID.

· Click the LOV icon [[image: image63.jpg]


 ] to open the "Parent DMIS ID" find form. 

· Highlight the desired "Parent DMIS ID" from the list of values and click the "OK" button.

Note: The cursor will advance to the "Organization Long Title" field.

· Organization Long Title: Enter the long name for the organization, if there is one. This field can be used to enter the full name of an organization to be used on reports. This field should be populated with Organization Structure Code (OSC)-Organization Long Title (i.e. the Organization Structure Code (OSC) a dash, and then the organization’s long title).

· FCC: Enter the appropriate FCC (Functional Cost Code) for the organization. Refer to the Medical Expense and Performance Reporting System for Fixed Military Medical and Dental Treatment Facilities for a complete list of FCCs.

· Click the LOV icon [[image: image64.jpg]


 ] to open the "FCC" find form. 

· Highlight the desired FCC from the list of values and click the "OK" button.

Note: The cursor will advance to the "Service PEC" field. 

· Service PEC: Click the LOV icon [[image: image65.jpg]


 ] to open the "Service PEC" find form. 

Note: Air Force values are preceded by an “F”underscore. 

· Highlight the desired Service PEC from the list of values and click the "OK" button.

· RC/CC: 

· Click the LOV icon [[image: image66.jpg]


 ] to open "RC/CC" find form. 

· Highlight the desired code from the list of values and click the "OK" button.

· Loaned Time FCC: 

Note: This code is used by EASIV to determine the FCC for persons from the organization that are loaned to other facilities.

· Click the LOV icon [[image: image67.jpg]


 ] to open the "Loaned Time FCC" find form.

· Highlight the desired code from the list of values and click the "OK" button.

· Click the "OK" button on the "Air Force LCA Codes" form.

The "Additional Organization Information" forms opens, displaying changes.

· Click the "OK" button on the "Additional Organization Information" form.

The "Forms" box is displayed.
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· Click the "Yes" button to save your changes.

The "Organization" form is still active.

19. Classify and enable the organization as a Project Expenditure/Event Organization.

· Click in one of the "Name" fields of the "Organization Classifications" group and then press the down-arrow key [] until you get to a blank line.

· Type "Project Expenditure/Event Organization" in the "Name" field and press the [ENTER] key or click the LOV icon [[image: image69.jpg]


 ] to open the "Organization Classifications" find form. 

· In the "Find" field, type part of the "Project Expenditure/Event Organization" followed by % wildcard and click the "Find" button.

· Highlight the "Project Expenditure/Event Organization" from the list of values.

· Click the "OK" button once the selection has been made.

· Click in the box under the "Enabled" column to the right-hand side of the screen corresponding to the "Project Expenditure/Event Organization."

A check mark will appear in the box.
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20. Save the data you have just entered.

· Click the "Save" icon [ [image: image71.jpg]


] on the toolbar to save the file or select File > Save from the menu.

21. Assign a timecard reviewer for the organization.

· Select the "HR Organization" from the "Name" field of the "Organization Classifications" group.

· Click the cursor on the "Others" button to open the "Additional Organization Information" find form.

· Select "Time Management Info" from the list of values.

· Click the "OK" button once a selection has been made.

The "Additional Organization Information" form opens.
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· Click in the "Time Management Info" detail field.

The "Time Management Info" form opens. 
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Note: The "Timecard Approver" is a "seeded" field that cannot be renamed. This field identifies the person who will review timecard submissions for this organization prior to their being processed by the command authority for MEPRS reporting. The form can only accommodate one (1) Timecard Approver. If there is more than one person within an organization who has this responsibility, then the listed Timecard Approver will need to forwardor delegate timecards to other reviewers.

· In the "Timecard Approver" field, type part of the employee's name and press the [TAB] or [ENTER] key from the keyboard. 

Note: If there is only one matching value, the "Timecard Approver" field will be populated with the name. Otherwise, the "Timecard Approver" find form will be displayed with a short list of values. Select from the list and click the "OK" button.

· Or click the LOV icon [[image: image74.jpg]


 ] of the "Timecard Approver" field to open the "Timecard Approver" find form. 

· Enter a value (or partial value) in the "Find" field followed by % wildcard.

· Then highlight the desired name from the list of values and click the "OK" button.

· Click the "OK" button on the "Time Management Info" form.

The "Additional Organization Information" form is displayed with the new information.

· Click the "OK" button on the "Additional Organization Information" form.

The "Forms" box is displayed.
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· Click the "Yes" button to accept the changes.

The "Organization" form will be displayed.

22. Close all forms.

· Click the "Oracle Applications" icon on the upper left hand corner of the "Organization" form and choose "Close" from the list.

You will return to the "Navigator" screen. 

23. Exit the DMHRSiApplication.

· SelectFile > Exit Oracle Applications from the menu.

End of activity.
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