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2

Introduction

Overview

IMETS stands for Installation Management Employee Tracking System. IMETS is a multi-tiered system with
modular design, created with the intent of “pulling” data from both the Defense Civilian Personnel Data
System (DCPDS) and the Mini Master Employee Record File (MinMER) from the Non- appropriated Funds
(NAF) payroll systems to form a common manning document for all Morale, Welfare and Recreation
(MWR) personnel. It provides an automated MWR manning document that is available in near-real time
and assists in managing and tracking the MWR workforce.

IMETS assists managers in tracking Appropriated Fund (APF) to NAF conversions, and provides an audit
trail under the Uniform Funding and Management (UFM) initiative (For more information on UFM go to
www.ArmyUFM.com). IMETS centralizes and enforces standardized data while delivering it in a
hierarchical organizational style, from region to location code or activity.

Purpose
The purpose of this manual is to provide all IMETS users, regardless of access level, a basic understanding
of the tasks that IMETS can perform and how to complete those tasks.

Passwords

IMETS is a web delivered application that requires both authorization and authentication. Itis a member
of the MIS application suite delivered from the MWR MIS Portal. Permissions and credentials (user names,
passwords, etc.) will be assigned, maintained, and managed by FMRC Information Management
(FMWRC-IM). Access will be granted only after the appropriate information is provided to and vetted by
FMWRC-IM, FMWRC-FM and regional points of contact as listed in the IMETS Standard Operating
Procedures (SOP).

Users will only see garrison and/or region data that their account has access to.

Support
For online IMETS training, visit the MWR Academy online at http://www.mwraonline.com. The training is
available to all users who register.

For technical support and non-technical, manning document and Uniform Funding Management (UFM)
questions contact imets@fmwrc.army.mil. (On-site assistance may be required in certain instances and
can be made available as needed.)

Additional support, frequently asked questions, current SOPs, training documents, and UFM Briefings can
be found online at http://www.armyufm.com.
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IMETS Access and Layout
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1:1 Logging In

To access IMETS, users need both an MWR Portal Account and an IMETS Account. An MWR Portal
Account may be obtained by first visiting https://www.mwrportal.army.mil and submitting the New User

Request Form. An IMETS account may then be obtained through the regional IMETS POC as outlines in

the IMETS Standard Operating Procedures.

Steps to Logging in:

1. Go to the following website:
https://www.mwrportal.army.mil .

2. When prompted, select EMAIL certificate.
3. Click on the Applications Link.

4. Click on the link under Terminal Services that says ‘Click
here for SMIRF, FMBS, IMETS etc....Citrix Applications.’

. Username will be automatically populated with AKO
username.

. Ensure that FMWRC is entered in the Domain field.

. Enter MWR Portal Password, click logon, and select
the IMETS Folder.

5. There are two IMETS icons.

e The production database is where actual data is
maintained, monitored and reports are run.

« The training database is where any testing or practice

work should be conducted.

—loj x|

€ | htkps: v, mwrportal army . milfvdesksterminalfindex, php3?Z=0, 1 2&bNewwindow=: *

ﬂ" F5 Application Access - Windows Internet Explorer

Click here for SMIRF FMBS iMETS etc ...Citrix Applications 1024 * 768 | % Refresh

Logon to Citrix Portal

Usemame: Idrew.steele
Password: ||-||-||-||-||-||-
Domain: IFMWRC
Lagon |
Done l_l_l_l_l_’_|@ Internet |"‘\IDD% * 4

Fig 1-1: Logon to Citrix Portal

% IMETS
Training

IMETS Yersion
IMETS Production  IMETS Training
Version Version

Fig 1-2: IMETS Icons
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1:2 Welcome Screen

When users log into IMETS, they will see the interface displayed below. The interface will be the same in
both the production database and the training database.

The Welcome Screen displays:

- Personal Greeting and last login information

- Manning Document Conformance glossary lists the percentage of manning document data

that matches DCPDS and MIinMER by garrison. Users will only see the conformance rating of the
garrisons they have been assigned permissions to. Conformance rates for IMA and ALF are
listed separately.

0 Inthe below example, 97% of Fort Service’s IMA manning document data matches both
DCPDS and MinMER data.

- Last data import date and time - allowing the user to easily see the DCPDS and MIinMER file
transfer dates.

The menu bar gives
you access to all the
proaram features.

P> File Action view Tools Help Debug

IMETS Console ¥1.1 - Steele, Drew

~=lof x|

b= @ E

The toolbar offers

AllFunds, A Pragrams, Al Departments | E3|  General |

shortcuts to frequently
used operations.

The left navigational
pane allows you to drill
through the context
tree by Organization,
Standard NAFI, or UIC.

] IMETS Raat [IMA, ALF)
E|§:g Central Region

B @ Organization

Fort Loyalty

Fort Respect

Fort Service

B Standard MAFI

EI il ><L Fort Loyalty

H #8 1 - Mwh Fund

"‘. F - Lodging Fund

I miﬂ ¥R - Fort Respect

- ME ¥y - Fort Service

B~ ty Standard Garigon Diganization

a Fort Layalty MwR

eg Fort Respect MR

a Fort Service MR

-5 Urit Identification Code
!; WwiLCEGWECP USA GARRISON FT
(-8 WiXRFSE U § ARMY GARRISON FOF
& WHV145 LS. ARMY GARRISON FOF

£ ‘i::g Eastern Region

The Data View wiill list
the data that s
selected in the

context tree.

(For example, if Pacific
Region is clicked on in
the context tree — a
listing of Pacific Region
data will appear in the
Data View.

The current context is

displayed in the status |

[
»

Welcome Drew Steele.

AT Installation Management

\;,__2____/ Employee Tracking System

Your last login was Aug 31 2007 3:54PM (3 days ago).

Messages

NOTE: The names and places that appear in this application are ficticious and are provided

for demonstration purposes only.

Manning Document Conformance

% SC - Fort Courage (ALF) 72.69%
i SC - Fort Courage (IMA) 87.27%
{3 SD - Fort Duty (ALF) 78.81%
{3 SD - Fort Duty (IMA) 88.03%
] SH - Fort Honor (IMA) 92.56%
] SH - Fort Honor (ALF) 92.75%
£ XL - Fort Loyalty {(IMA) 88.36%
£ XL - Fort Loyalty (ALF) 88.80%
] XR - Fort Respect {(IMA) 98.17%
] XR - Fort Respect (ALF) 98.94%
i XV - Fort Service (ALF) 94 96%
i XV - Fort Service (IMA) 97.96%
File Import

File Type File Date Import Date Time (GMT-05:00)
DCPDS Aug 22 2007 Aug 22 2007 3:50PM
MinMER (R Cycle) Aug 22 2007 Aug 23 2007 11:49AM
MinMER (A and E Cycle) Aug 15 2007 Aug 16 2007 9:08AM

nanel.

- [IMETS Fioot (IM&, ALF)
»

Fig 1-3: Standard IMETS Interface

All data shown is fictional. Manual best viewed in color.

Please send comments or corrections to: Rachel.s.kennedy.naf@mail.mil
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1:3 Context Tree

Region(s) and garrison(s) are displayed in the left panel. Only the regions and garrisons that a user has
access to will be displayed. This is called the context tree. The user can “drill’ into the tree by clicking the
‘+’ at each level.

] IMETS Root [IMA, ALF]

Ellf? Central Region

"EC] Organization

- Standard NaF)

. T ¥L-Fart Lopaly

© E-fE 1 - MWR Fund

"{ﬁﬁ F - Lodging Fund
-4 R - Fort Respect
T W - Fort Service

3] Standard Garizon Organization

-2 Urit 1dentification Code

EEI--{?? E aztern Region

Fig 1-4: Context Tree

The context tree begins at the IMETS Root level. Data is organized in the context tree by Gatrrison,
Standard NAFI, Standard Garrison Organization and Unit Identification Code. A users access level may
begin at any level of the tree depending on what level of access is required for the particular user.

Clicking on an icon in the context tree sets the current context to that point. The context will determine
the data that appears in the display pane. The current context will be displayed in the status panel
below the context tree.

IMETS Root - The IMETS Root is the start of the context tree.

Organization Branch - The Organization Branch of the context tree will display physical location and
activity data by garrison. (This branch is an optional branch available by request through the IMETS
Helpdesk.)

Standard NAFI Branch - The Standard NAFI Branch of the context tree will display data by Standard
NAFI. When the branch is expanded, the next level displayed would be program codes. Each program
code can then be expanded to display the location codes within. The location codes may then also be
expanded to display the available department codes.

e Using the Standard NAFI part of the tree below the installation code level (such as fund level
or program level) will ONLY return records which have been assigned a Standard NAFI. All
records should be assigned to a Standard NAFI — including APF and LN records.

Standard Garrison Organization Branch - The Standard Garrison Organization (SGO) branch of the
context tree will display data by SGO Grouping. Example of SGO groupings are 'NAF Support
Management' and 'Child and Youth'. The SGO branch allows data from multiple program codes within
the same organizational element to be displayed together. (This branch is an optional branch available
by request through the IMETS Helpdesk.)

Unit Identification Code Branch - The Unit Identification Code Branch of the context tree will display
data by UIC. When the branch is expanded, the next level displayed would be the UIC. Each UIC

can then be expanded to display the paragraphs within. The paragraphs may then also be expanded
to display the position lines and even sublines. (This branch is an optional branch available by request
through the IMETS Helpdesk.)

All data shown is fictional. Manual best viewed in color.

Please send comments or corrections to: Rachel.s.kennedy.naf@mail.mil



1:4 Data View

The Data View will show the views and data that are available to the user at the current context. As a
user navigates through the context tree the Data View will display records related to the current
context. The record types displayed depend upon which view is selected.

Using the Standard NAFI part of the tree will ONLY return records which have been assigned a Standard
NAFI. All records should be assigned to a Standard NAFI — including APF and LN records.

As a user navigates through the context tree the Data View will display records related to the current
context. The record types displayed depend

In Figure 1-5, the user has navigated to the Central Region, Fort Loyalty, 1 - MWR Fund (this is the
context) and has selected the Position View. IMETS displays all position records belonging to Fort Loyalty
1 MWR Fund in the data view.

1 IMETS Console ¥1.1 - Steele, Drew o |EI|5|

File Action ‘Wiew Tools Help Debug

l«»am | XRBB[x BT |
All Funds, All Programs, All Departments | | Location Codes | Std. NAFI Mumbers I Standard Garison Organization
1 IMETS Roct (M&, ALF) General Reports Pasitions | Employees I Individuals I DCFDS I MIMNMER
By Central Region Position [ UiCParaline (5/L) | StAMAFI | Emplop <]
g Drgarization Ly ¥C-0030-02 SUPY SPORTS SPEC w5 CES-013K-01 (1) WLTHBSPGL 1 -
e B3-YB-1702.02 SUPY EDUCATION AND TRAINING TECH WALCESOT4FO7 (1) RLUUGCDGL 1
: M_ g . i B G5-0303-05 ADMINISTRATIVE SUPPORT ASSISTANT  (D4) WLCES-022-02 1) XLIPCCYGL 1
© ok R C¥% NF-1701-04 SUPY CHILD DEVELOPMENT SERVICES DIR WALCES-022F-03 (1] XL1JGCDGL 1
[+ F - Lodaing Fund
% ' - Fort Respect G v4-1701-02 SUPY CHILD DEVELOPMENT SERVICES DIR WHLCES-O22F-03(1]  XLUGCDGL O
545 % - Forl Service % 55-1701-09 EARLY CHILDHOOD TRAINING & CURRICULUM SPEC WHLCES-022F-04 (1] ¥L1GCDGL 1
-8y Standard Garrison Organizaion B4 G:5-1701-09 FAMILY CHILD CARE DIRECTOR WHLCES-022F-04 (2] WLIPDFCGL 1
-8 Uit dentification Cods 7 G5-1702-05 LEAD EDUCATIONAL TECHNICIAN WHLCES-O22F0B(1]  WLWGCDGL 2
- Eastem Region B 55170205 LEAD EDUCATIONAL TECHNICIEN WALCES-022F-08(2]  XL1GCDGL 1
B 55-1702-05 LEAD EDUCATIONAL TECHNICIAN WHLCES-022F-08(3]  XL1GCDGL 1
B 55-1702-05 LEAD EDUCATIONAL TECHNICIAN WHLCES-022F-08(5]  XL1JGCDGL 1
B 55170204 CHILD DEVELOPMENT PROGRAM ASSISTANT WHLCES-0Z2F0(3]  WL1JGCDGL 1
B 5:5-1702-04 CHILD DEVELOPMENT PROGRAM ASSISTANT WHLCES-022F10(4]  WLIJGEDGL 1
% 55170204 CHILD DEYELOPMENT PROGRAM ASSISTANT WHLCES-022F10(5]  ®L1GCDGL 1
B 55170204 CHILD DEYELOPMENT PROGRAM ASSISTANT WALCES-022FI0(E]  XL1GCDGL 1
D@f 55170204 CHILD DEVELOPMENT PROGRAM ASSISTANT I WHLCES-0ZZF0(7]  XLUGCDGL 1 _I;l
4 13
Page: W] < | | 1 r || o1 (Rescords1-555 of 555)
Central Region; XL - Fort Loyalty; 1 - MwE Fund | 4

Fig 1-5: Display Pane

All data shown is fictional. Manual best viewed in color.

Please send comments or corrections to: Rachel.s.kennedy.naf@mail.mil
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1:5 Manning Document Conformance

The Manning Document Conformance displayed on the Welcome Screen lists the conformance ratings
of the garrison(s) the user has access to. Conformance rates for IMA and ALF are listed separately.
The Manning Document Conformance Rate represents, in real-time, how well a garrison’s manning
document conforms to the data found in DCPDS and the MinMER.

e 100%-91% is considered GREEN

e 90%-75% is considered YELLOW

o  74%-0% is RED.

Manning Document Conformance

& SC - Fort Courage (ALF) 72.69%
i SC - Fort Courage (IMA) 87.27%
) SD - Fort Duty (ALF) 78.61%
) SO - Fort Duty (IMA) 88.03%
45 SH - Fort Honor (IMA) 92 56%
L SH - Fort Honor (ALF) 92.75%
) XL - Fort Loyalty (IMA) 88.36%
) XL - Fort Loyalty (ALF) 88.60%
L XR - Fort Respect (IMA) 98.17%
L XR - Fort Respect (ALF) 98.94%
L XV - Fort Service (ALF) 94 96%
L XV - Fort Service (IMA) 97 96%

Fig 1-6: Manning Document Conformance

Note: Users will only see the conformance rating of the garrisons they have been assigned permissions
to!

The formula for conformance ratings is: conformance rate = ((total number of conflicts and missing
references)/(total number of employee, DCPDS, and MinMER records)). This formula is based on a
percentage allowing equal evaluation of large, medium, and small garrisons.

Manning Document Conformance Ratings should be monitored frequently and are used to report the
overall region status to IMCOM and serve as an indicator of how well a region or particular garrison is

maintaining their data and resolving data conflicts. FMWRC has visibility of all conformance ratings for
all garrisons.

All data shown is fictional. Manual best viewed in color.

Please send comments or corrections to: Rachel.s.kennedy.naf@mail.mil



1:6 Toolbar

The toolbar offers shortcuts to frequently used operations. Different buttons will display in the toolbar

depending on which view is active.

% IMETS Console v1.1 - Steele, Drew
File _Action Wiew Tools  Help  Debug

= | B@E XEE

x| BT

All Funds, All Programs, All Departments

[ IMETS Root [IMa, LF)
=57 Central Region
% Organization
=% Standard NAFI
. HfE L - Fort Layalty
ﬁ #A - Fort Respect
B - Fort Service
ﬁ Standard Garrizon Organization
-3 Unit |dentification Code
[+-5l¢ Eastern Region

Pozitian

|%?-“:’IZE-IZIIIISEI-EIE SUPY SPORTS SPEC

I%?-YE!-'I F02-02 SUFY EDUCATION AND TRAINING TECH
IﬁGS-EISEIE-EIE.fi‘-.I:Ilr--*III'\lISTFL-“-‘-.TI"-.:"E SUPPORT ASSISTANT  [04)
IE‘“l’.-’-'-.-'l #01-02 SUFY CHILD DEVELOPMENT SERWICES DIR
|@NF-'I 701-04 SUPY CHILD DEVELOPMEWT SERWICES DIR
%55-1 701-03 EARLY CHILDHOOD TRAINING & CURRICULUM SPEC
|ﬁGSJ 701-09 FaMILy CHILD CARE DIRECTOR

Q?-GSJ 70205 LEAD EDUCATIOMAL TECHMICIAN

|ﬁGSJ 70205 LEAD EDUCATIOMAL TECHMICIAN

|EGSJ 70205 LEAD EDUCATIOMAL TECHMICLAN

|ﬁGSJ 70205 LEAD EDUCATIOMAL TECHMICIAN

rh T A0 O S GO OO dERIT OOcT DA bkd AT T T ARIT

Fig 1-7: Manning Document Conformance

'Up One Level' - This button will navigate to one level up in the context tree.

'Show/Hide Console Tree' - This button hides the context tree.

X ‘Delete’ - This button will delete a position.

'Properties’ - This button will open the properties window of the selected record.

'Refresh' - This button will refresh the active window.

‘Export List' - This button will export the data in the current view to a .txt or .csv file that can

be saved locally.

= |- . X
= 'New..."' - This button will create a new record.

T
'Define Filter' - This button will launch the filter properties.

b ‘Toggle Filter' - This button will toggle the filter on and off.

All data shown is fictional. Manual best viewed in color.

Please send comments or corrections to: Rachel.s.kennedy.naf@mail.mil
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Section 2

Manning Document Module
Views and Record Types
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2:1 About the Manning Document Module

In section 2 we review the Manning Document Module. The Manning Document Module is the module
primarily used in IMETS. This module contains the views, records and tools heeded to directly manage
and maintain the MWR Manning document.

Each view displays records based on the current context and if any filters or scopes are being used. The
Views that make up the Manning Document Module are:

e Positions View
e Employees View
e DCPDS View
e MiInMER View
¢ Individuals View
Once the user begins to drill through the organizations or Standard NAFI in the context tree, IMETS will

return data in various views that allow the user to review, sort, update, and filter the data in different
ways.

All data shown is fictional. Manual best viewed in color.

Please send comments or corrections to: Rachel.s.kennedy.naf@mail.mil



2:2 Manning Document lcons

Manning Document icons are used in IMETS to identify the position type and to identify a problem. An
undecorated icon indicates a congruent record (no disconnects or conflicts) — this is one of the goals in

managing the manning document. The ratio of congruent icons (non-error) to error icons relates

directly to the conformance percentage within a garrison. The goal of a garrison should be to have all

congruent icons which would reflect a conformance rating of 100%.

1.

2.

An icon COULD have ared outline, a yellow exclamation point, both or neither.

Congruent Icons Error Icons
Position | Employee Disconnect Conflicts Both
e | B B R | B | B | E
e | L e 2 | B | B¢ | m
LN 5 L Y By T
Individual - - - ! - o

Fig 2-1: IMETS Icons (Diagram should be viewed in color.)

Icons identify position type:

= Blueicons are used for APF records

= Yellow icons are used for the NAF records

- Orange icons are used for the Local National (LN) records

= Allindividual icons are green regardless of position type

Icons alert a disconnect:

A red outline indicates an employee disconnect - the employee, or an employee in the position, is missing from one or more

document types. Possible disconnect errors:

- Employee has no reference to DCPDS

- Employee has no reference to MinMER

- Employee has no reference to DCPDS or MinMER

Icons alert a conflict:

A yellow exclamation point indicates a position conflict - something in the position does not match one or more of the
document types. (for example, the manning document shows the position as Regular Full Time (RFT) but DCPDS shows the

position as flex.) Possible conflict errors:
- Position conflicts with DCPDS

- Position conflicts with MinMER

= Position conflicts with DCPDS and MinMER

All data shown is fictional. Manual best viewed in color.

Please send comments or corrections to: Rachel.s.kennedy.naf@mail.mil

Individual found on DCPDS, but not found on Manning Document

Individual found on MinMER, but not found on Manning Document

Individual found on DCPDS and MIinMER, but not found on Manning Document
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2:3 Positions View

Lists positions within the current context and is primarily managed at the garrison level.

Positions in IMETS can be created directly from DCPDS and MinMER data. Missing references and
conflicts are easily identified using the icon or the conformance column,

Filters may be used in conjunction with the Positions view to display data by many different criteria such
as employee, position type, position status, UIC, para, line, pay plan, series, grade, position title,
appoint cat, Std NAFI, employee count, attribute flags, conformance, job number, UFM, MDEP and/or
LDP.
Data may be sorted by any of the columns within the view by clicking on the column header field.
e Position column - Position is listed as “Pay Plan-Series-Grade Job Title”
e UIC-Para-Line (S/L) column - Shows the positions UIC- Paragraph, Line & SubLine number
e Std NAFI - Lists the standard NAFI assigned to the position
e Employees - Indicates if the position is filled or not
1. 1lindicates the position is filled
2. Oindicated the position is vacant
e Status - Displays if the position is Active, Inactive, or UFM Converted

e Pos Type - Displays if the position is NAF, APF, or LN

e Conformance - Displays conflicts, if any, against DCPDS or MinMER

g——
Generall Hepo‘s Positions I)Tlployeesl Individualsl DCPDS | MINMER I Location Codesl Std, MAFI Numbersl Standard Garrizon Drganizationl

Position I LIC-Para-Line [S/L) I Std MAFI I Emplo_l,.leesl Status I Pos T_l,lpel Conformance :I
Qﬁ MF-0189-01 RECREATIOM AID [LIFEGUARD] WwixLCES-HB-02 3] KL1JFHPET 1 Active MNAF Congruent Records.

% MWF-0189-01 RECREATION AID WixLCES-HE-02 (4] XL1HBSPGL 1 Active MNAF Congruent Records. -
% MF-0189-01 RECREATION &ID Wi LCES-HB-03 (1) HLTHBSPGL 1 Active MNaF Congruent Records.

Q!"- MF-0189-01 RECREATION AID WwixLCES-HB-03 (2] KL1JBACGET 1 Active MNAF Pozition conflicts with MINMER.

Qﬁ MWF-0189-01 RECREATION AID WixLCES-HE-03 (3] XL1HBSPGL 1 Active MNAF Congruent Records.

% MF-0189-01 RECREATION AID WiLCES-HB-03 (4] XL1IHBSPGL 1 Active MNAF Congruent Records.

% MF-0189-01 RECREATIOM AID [LIFEGUARD] Wi LCES-HB-04 (1) HKL1JFHPET 1 Active MNAF Congruent Records.

I};?NF-EH 8302 RECREATION ASSISTANT WwixLCES-HE-0% (1) XL1HBSPGL 0O Active MNAF <Empty Puosition:

% MF-0183-02 RECREATION ASSISTANT WiLCES-HB-05 (2] XL1HBSPGL 0O Active MNAF <Empty Pasition:

% MF-0189-02 RECREATION ASSISTANT Wi LCES-HB-05 (3] HL1HBSPGL 0O Active MNaF <Empty Positions

IQﬁNF-m 8903 RECREATIOM SPECIALIST WwixLCES-HB-07 1) KL1HBSPGL 0O Active MNAF <Empty Position:

% MF-0188-03 RECREATION SPECIALIST WiLCES-HB-07 (2] XL1IHBSPGL 1 Active MNAF Congruent Records.

% MF-0344-03 ADMIMISTRATIVE ASSISTANT Wi LCES-HB-08 (1) HL1HBSPGL 0O Active MNaF <Empty Positions

Qﬁ MF-0303-03 ADMIMISTRATIVE ASSISTANT WwixLCES-HB-08 (2] KLIRSCRGL 1 Active MNAF Congruent Records.

Qﬁ WF-0303-02 OPERATIONS CLERK. WwixLCES-HE-09 (1) XL1HBSPGL 1 Active MNAF Congruent Records.

% MF-0189-02 LEAD RECREATION ASSISTANT Wi LCES-HB-10(1) HLTHBSPGL 1 Active MNaF Congruent Records.

gﬁNF-m 8902 LEAD RECREATIOM ASSISTANT WwixLCES-HB-10 (2] KL1HBSPGL 0O Active MNAF <Empty Position: —ILI
1 | 3

Page: W] 4| T v || of1  (Records 1 - 555 of 555

Fig 2-2: Positions View

All data shown is fictional. Manual best viewed in color.

Please send comments or corrections to: Rachel.s.kennedy.naf@mail.mil



2:4 Position Records
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Contain detailed data which represent a position on the Manning Document.

Position records in IMETS are managed by the garrison. Position records in IMETS make up the MWR
Manning Document and should be kept up to date at all times. Any changes to a position record are
automatically tracked in the positions history tab, keeping an audit trail.

Employee records are associated with positions. Here are a few things to remember about the

position/employee relationship:

¢ Positions will have MANY employees over time.

e When a new employee comes on board it is usually into a pre-existing position.

e Itis not necessary to create new positions for each new employee; IMETS is designed to use the

same positions to track history.

1. General Tab

i Position Properties - NF-0030-03 SPORTS SPECIALIS

General | Detais | Addtioral Info] UM | Histary |

Pogtion Tppe: INAF vl Pay Plan: INF vI

Position Title:
SPORTS SPECIALIST

Grade: ||33_

O Seriss: IDDSD - Sports Specialist Seres j

Pazitian Status: Appointrignt Catagon: Howrs Sch'd perweek:
Active N [l R T

—Employeesz [Dizplaging 1 of 1 employees]

Refresh —

Employes | Confarmance
[E=]Haynes, Bonnie  Comgruent Records.

Add Remave [ Display Inactive Employees

ar Cahcel Apply

Fig 2-3: Position Record — General Tab

Position Type: This field is set when a position is
created and once set can not be changed.

Pay Plan: This drop down field can be
changed and data is compared against both
DCPDS and MinMER.

Grade: This field can be changed and data is
compared against both DCPDS and MinMER.

Position Title: This field can be changed and
data is compared against DCPDS. (The position
title is not contained in the MinMER File.)

Occ Series: This drop down field can be
changed and data is compared against
DCPDS.)

Position Status: This drop down field can be
changed to Active or InActive. If the positions is
marked InActive, it will not, by default appear
in the positions view. To view inactive positions,
use a Filter.

Appointment Category: This drop down field
can be changed to RFT, RPT, FLX, RFT- Limited
Tenure, RPT-Limited Tenure, RFT-Seasonal, RPT-
Seasonal. Data is compared against both
DCPDS and MinMER.

. Hours Scheduled Per Week : The number of hours an employee is scheduled per week is entered here. IMETS will not allow a

value greater than 40.

. Employees: This section will display employees currently occupying the position. By default, only Active employees will
display. To view inactive employees, tick the check box ‘ Display Inactive Employees'. Employees may be added and

removed here as well.

All data shown is fictional. Manual best viewed in color.

Please send comments or corrections to: Rachel.s.kennedy.naf@mail.mil
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2. Details Tab
#; Position Properties - NF-0030-03 SPORTS SPECIALIS
General Details | Addiional Info] UFM | History |
— [wXLCES (US ARMY GARRISON FT LOYALTY] |
Paragraph: IJH— Line Humber: Im— Subline... |-|_
Std, NAFI: W Check NAFI | Browse forNAFL. |
Job Mumber: |gh.141 i

— Pay and Benefits

Pay Rate: Budgeted Annual Payrate:

Budgeted Annual Benefits:

Remark.z:

[

]9

LCancel | Apply

Fig 2-4: Position Record - Details Tab

UIC: Drop down menu allows user to select UIC
existing within installation. This field is compared
against DCPDS data and if it does not match,
the position will be marked with a conflict.

Paragraph/Line Number: User may edit these
fields to assign the appropriate paragraph and
line number. If the DCPDS record contains Para
and line data it will be compared against these
fields.

Sub Line: The Sub Line is automatically assigned
as 1 unless there are more than one position
with the same para and Line. If more than one
position with the same para and line exist, IMETS
will automatically assign the next available sub
line. To adjust the order of the sub lines, click on
the Sub Line link and using the arrows to move
positions up or down in the numbering
sequence.

Std. NAFI: Each position must have a Standard
NAFI assigned. The Std. NAFI may be entered
into the field and then verified by clicking
‘Check NAFI', or the Standard NAFI can be
selected by clicking the 'Browse for NAFI'
button. This field is compared against DCPDS
and MIinMER data and if it does not match, the
position will be marked with a conflict.

¢ Job Number: This field is not required, however, if data is input, it will be compared against DCPDS and marked as a

conflict if it does not match.

. LDP: Drop down menu allows user to select LDP designation. This field is only visible on NF-4 or NF-5 position records.

. Funded By: (Not shown above) Drop down menu allows users to select Funded By source (APF or NAF) for LN position

record.

. Pay and Benefits: This data is displayed only if the user account has access to sensitive information.

. Remarks: This section is available to type any notes about the position. Once notes are entered, they are visible by any

other user with access to the record.

All data shown is fictional. Manual best viewed in color.

Please send comments or corrections to: Rachel.s.kennedy.naf@mail.mil



3. Additional Info Tab & Custom Fields

' Position Properties - NF-0030-03 SPORTS SPECIALIST X|
Generall Detalls  Additional Info | LIFh4 I Histary |
Mame I Y alue I
Add.. - Bemove
Aftribute Flags:
tion Action
[ Office Review
['wiark Flag 1
[1'Wark Flag 2
[T1IMETS &dmin Beview
[5G0 [
Ok LCancel | Apply |
Fig 2-5: Position Record — Additional Info Tab
4. History Tab
', Position Properties - NF-0030-03 SPORTS SPECIALIST 5'

General| Detais | Addiionalnfo] UFM  History |

User

I Date I Event

J.0lzon
J.0lzon
J.0lzon

LMarquez 1A16/2007 11:07:25 AM  MDEP chanaed from [UNENOWMN] ta OYDEP

3/15/2006 3:21:29 &M
24142008 2:57:08 P
142772006 1:05:53 PM

Job Mumber changed from "MF123" to “ab410
Paragraph changed from "JG" to "JH"
Paragraph changed from "06C" to "JG"

1| [ ]
Higtory Events: 4 Print |

Refiezh
ak | Cancel | Apply

Fig 2-6: Position Record - History Tab
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Custom Fields: Custom Fields can be used to record
and track unique information used by the local
garrison. There are several different types of fields
available: Text Fields, Numeric Fields, Name Fields.
Date Fields, Yes/No Fields.

Adding Custom Fields are covered in section 3:11.

Attribute Flags: Attribute Flags can be used to mark
position records to be used in association with a filter.
There are several different Attribute Flags available
and any combination may be used at one time. The
use of Attribute flags is optional.

Pending Position Action
Follow Up

Office Review

Work Flag 1

Work Flag 2

IMETS Admin Review**
SGO Data

Incomplete Data

**|f this flag is checked it will alert the IMETS
Administrator that assistance is needed with the
record. Add remarks in the Details Tab to let the
Administrator know what the problem is.

Every Position Record has a History Tab. The History
Tab contains a record of all edits made to the
position, including the date the edit was made and
who made the edit.

e The History tab is automatically updated
every time a change is made to a position
record.

. Entries in the History tab cannot be
deleted by any user.

There is a print button allowing the History data to be
printed.

All data shown is fictional. Manual best viewed in color.

Please send comments or corrections to: Rachel.s.kennedy.naf@mail.mil
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5. UFM Tab (APF Positions)

x
Generall Detailsl Additional Infa UFM | Histnryl .&dvancedl
Specify which MDEP funds this pasition: 'I
QDPC
[
IYDP
Other
QM5
ALCS
MR Remark Codes: gWDT vl
MAF pozitions receiving appropriated fund suppart:
Fogition | Percentage |
Add Eemave |
ok I LCancel | Apply |
Fig 2-7: Position Record — UFM Tab
Position Properties - GS-0030-09 SPORTS SPECIALIST il

Generall Detailsl Addtional Info UFM | Histol_l,ll .t’-‘-.dvancedl

IGYDF’ 'I

Specify which MDEF funds this position:

MR Remark Codes: (i - Qther MR Autherization |

MAF positions receiving appropriated fund support;

Poszition | Percentage |
IE‘«'\J'XLEEEHH-EH [1)SPORTS SPECIALIST 100
fidd Bemove
ok LCancel Apply

Fig 2-8: Position Record - UFM Tab

APF Position, Unconverted:

Here is an example of an active APF position. The
MDEP field is active. The MDEP can be selected (or
changed by using the drop down menu.)

Since the position has not been converted all other
fields are grayed out.

APF Position, Converted:

Here is an example of a APF position that has been
converted. The MDEP is selected, and the MWR
Remark code has been set. These fields were
determined during the UFM Conversion process and
are now locked in place. (If these values need to be
changed, contact an IMETS Administrator.)

The UFM Tab also displays the NAF Position (or
positions) that are receiving the appropriated fund
support as a result of the UFM Conversion.

All data shown is fictional. Manual best viewed in color.

Please send comments or corrections to: Rachel.s.kennedy.naf@mail.mil
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6. UFM Tab (NAF Positions)

i Position Properties - NF-0D30-03 SPORTS SPECIALIST x|| Active NAF not link to Conversion:

Generall Detail&l Additional Info  UFM | Histary I

Here is an example of an active NAF position. The
UFM Tab asks:
v s this position authorized APF support in accordance with AR 21517

. 'Is this position is authorized APF support in
[+ |z this position curently identified for funding under the curent MOA? accordance with AR 215-1?' and
Specify which MDEP funds thiz position: OYDP 'I

OOFL . 'Is this position currently identified for
OCCs funding under the current MOA?".

SF\?FSI — There is also a drop down to specify which MDEP fund
QACS the position.
AFF positions providing apprarpriated fund suppart: GwoT

= The UFM Tab also displays the APF Positions providing
Puozition | Percentage . . . L .
appropriated fund support, but since this position is
not linked to a UFM Conversion, this area is grayed
out.
Add Bemave |

Ok I Cancel Apply

Fig 2-9: Position Record - UFM Tab

#; Position Properties - NF-0030-03 SPORTS SPECIALIST x|| Active NAF, Linked to a UFM Conversion:

Generall Detailsl Additional Info ~ LUFK | Histor_l,JI

Here is an example of an active NAF position that is

linked to a UFM Converted APF position. The UFM Tab
[v |z this position authenzed APF support in accordance with AR 215-17 asks:

[ |z this position currently identified far funding under the current MOA? R 'ls this position is authorized APF support in

Specify which MDEP funds this position; IIJYDF' vl accordance with AR 215-1?' and

. 'Is this position currently identified for funding
under the current MOA?'

There is also a drop down to specify which MDEP fund
AFF positions praviding apprarpriated fund support: the position.

jalion | Percertage | The UFM Tab also displays the APF Position (s)
%WLCES-\JH-W [1]SPORTS SPECIALIST 100

providing appropriated fund support.

Add Bemove

(.4 LCancel Lpply

Fig 2-10: Position Record - UFM Tab

All data shown is fictional. Manual best viewed in color.

Please send comments or corrections to: Rachel.s.kennedy.naf@mail.mil
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2:4 Position Records (cont.)

7. Advanced Tab

Position Properties - G5-0030-09 SPORTS SPECIALIST x|| The Advanced Tab exists on APF positions only. It
tracks if any individual has return
General] Detais | Addiional Infa] UFM| History  Advanced | rights to the position.
izl To add a person as having return right to a position,
Return Rights Individual: Clear Marne type the name in the ‘Return Rights Individual’ field
Ism"h Alew Check Mame | and click the Check Name button.
A DEROS date and any related remarks may also be
DEROS: [ 1 May 2008 y y
: entered.
Remarks:
|This perzon it curmently at Fort Courage in the E astern Region] ;I

ak I Cancel Apply

Fig 2-11: Position Record — APF Advanced Tab

All data shown is fictional. Manual best viewed in color.

Please send comments or corrections to: Rachel.s.kennedy.naf@mail.mil
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2.5 Employees View

Lists employees within the current context and is primarily managed at the garrison
level.

Each employee is associated with exactly one position. Over time, a person may have multiple
employee records reflecting their employment history in the organization. Unless an individual is dual,
there should be only ONE active employee record for a person at one time.

Missing references and conflicts with DCPDS and MIinMER are easily identified in IMETS using either the
icons or the conformance column.

Filters may be used in conjunction with the Employees view to display data by any of the following
criteria: employee, position type, position status, employee status, active status, UIC, paragraph, line,
pay plan, series, grade, position title, appointment cat, Std NAFI, attribute flags, and./or conformance.

Data may be sorted by any of the columns within the view by clicking on the column header field.

e Employee column - Employee name is listed: Last name, First Name, Ml

e Position column - Position is listed as “Pay Plan-Series-Grade Job Title”
e UIC-Para-Line column - Shows the positions UIC- Paragraph & Line number
e Pos Type - Displays if the position is NAF, APF, or LN

Conformance - Displays conflicts, if any, against DCPDS or MinMER

By default, the Employees View displays Active employees only. A filter can be used to display inactive
employee records.

General' Heporlsl Posnm(EmD'D_'r'EES ’:Ilwdualsl DEPDS' MINMEHI Location Eodes' Std. MAFI Numbersl Standard Garrizon Drganizationl
O

| Employes F' I UIC-Para-Line [S/L] I Std MAFI I Pos Type I Conformance :I
[F=] Adame, Christine Ma-7420-03 WAITER WixLCE-EMAL-Z28 (1] =L1KMAL1Z  NAF Congruent Records, _l
[F=] Aquilar, Tracey M&-7408-01 FOOD SERVICE “WORKER WilCEQEMCL-231[3])  =L1KMDL11  MAF Ermployes has o reference ta DCPDS
[F=5] slexander, J anice CC-1702-02 LEAD CHILD &Y'0UTH PROGRAM ASSISTAM...  ‘wWixLCESJG-05(1) XLUJGCDGL — MAF Congruent Records.

=] Alesander. Sonia G5-1702-05 LEAD EDUCATIONAL TECHMICISN wixLCES-022F-08 (2] ®L1JGEDGL  APF Conguent Records.

[=] &llen, Jorge MNA-7404-04 COOK Wil CESJG-1911) #L1KMEL11  MAF Congruent Records.

[F=] anderson, Karen MF-0189-01 RECREATION AID WiHLCES-KMAL12 1] ®L1KMALET  MAF Congruent Records.

[F=] Andrews, Grace WF-0701-04 WETERIM&RY MEDICAL OFFICER wiLCES-TD-04 1] ®L1TDWEGT  MAF Conguent Records.

[F=] Arrald, Alesander Ma-7404-06 COOK Wil CEQ-EMCL-22 4] =L1KMDL1T  MAF Congruent Records.

[F=] nald, Jessie MF-0301-04 C&Y'S FUMCTIOMAL TECHNOLOGY SPECIALIST  WiLCES-135C-01M [1]  =L1PCCYGL  MAF Congruent Records.

[ Awstin, Tanpa MF-1101-03 A55ISTAMT BUSIMESS MAMAGER i CES-LO-02 (1) ®LILOGCGT  MAF Congruent Records.

Eailey, Martha MF-01839-01 RECREATION AID wiLCES-HE-03 (4] ®L1HBSPGL MAF Conguent Records.

Baker, Daniela CC-1702-02 CHILD &YOUTH PROGRAM ASSISTANT [TAR.. ‘WwWLCESJG-05(5) KLIMYPGL  MAF Congruent Records.

Baker, Laura Ma-7405-05 BARTEMDER Wil CES-KMAL-20 [2]  XLIKMALDT  MAF Congruent Records.

B aldwin, Chrigtian MF-1035-03 FUBLICITY A5SI5TANT wixLCES-RU-04 (1] #L1RUMKGL  MAF Conguent Records.

Banks, Carl MNF-1101-02 OPERATIONS AS5ISTANT WL CES-LO-07 (3] #LILAGEGT  MAF Congruent Records.

Barnes, Angel (35-0188-07 RECREATION SPECIALIST ik L CES-023)-03 (1] ®L1HBSPGL  APF Congruent Records.

Bames, Chae CC-1702-01 CHILD &Y0UTH PROGRAM ASSISTANT [ENT... wLCES-JG-07 [15] ®L1OLLKFGL  MAF Conguent Records. _lLI
4| | 3

Page: ] 4 || 7 b || of1  (Records1-314 of 314)

Fig 2-12: Employees View

All data shown is fictional. Manual best viewed in color.

Please send comments or corrections to: Rachel.s.kennedy.naf@mail.mil
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2:6 Employee Records

Contain detailed data which represent an employee on the Manning Document.

An employee record is created when a MinMER or DCPDS record is associated to a position. Employee
records are never deleted from the system, but simply inactivated when an employee leaves a position.
By default, only active employees are displayed in the Employee View. A filter can be used to view
inactive employee records at any time.

It is possible for a person to have multiple employee records. If a person is a dual employee they wiill
have an employee record for each of their two positions. Or, if a person leaves one position in the
organization for another position in the same organization - they will have two employee records: one
active employee record and one inactive employee record.

1. General Tab
UIC-Para-Line: Displays the UIC, paragraph, line,

i1i Employee Properties - Stevenson, Sonia =l subline and position type (APF or NAF) of the position
the employee occupies.
General | Addiional Info| DCPDS| MINMER | Pasiion]
Position: Clicking the link will launch the position
UIC-Para-Line: i34 CE3-RO-02, Subline 1 (NAF] properties .Of the position the_ employge occ_upies.
The field displays the full position title, including the
Pazitior: |NF-E|3E|3-03 ADMINISTRATIVE ASSISTANT position type, series, grade and title.
Individual: |5tevenmn‘ Sonia Individual: Clicking the link will launch the individual
properties of the individual the employee record is
] . associated with. The field displays the individual
2 HiEE = Frefis name.
Remarks: IEIE
LWw/OP - Leave without pay Active Emp_loyee:' If this chegk box is c'he<_:ked the
FURL - Fulough employee is considered active and will display, by
Ll default, in the employees view and display in the
employees section of the position record. When an
Canformance: employee leaves a position, this check mark should
|Congruent Fiecords. be removed to Inactivate the employee record.
oK I Cancel | Apply | Prefix: A prefix can be selected to display in front of
an employees name such as VICE, LWOP or FURL.

Fig 2-13: Employee Record - General Tab
g ploy Remarks: This section is available to type notes about

the employee. Remarks are visible to any user with
access to the record.

Conformance: This read-only field will display the
conformance of the employee.

All data shown is fictional. Manual best viewed in color.

Please send comments or corrections to: Rachel.s.kennedy.naf@mail.mil
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2. Additional Info Tab

#, Employee Properties - Stevenson, Sonia x| Custom Fields: Custom Fields can be used to record
and track unique information used by the local
General  Additional Info | DI:F'DSl MIMMER | F'ositi-:-nl installation. There are several different types of fields

available: Text Fields, Numeric Fields, Name Fields.
Date Fields, Yes/No Fields.

MHame | Walue

Ewal Due D ate

Adding Custom Fields are covered in section 3:11.

Attribute Flags: Attribute Flags can be used to mark
position records to be used in association with a filter.
There are several different Attribute Flags available
Add. Biemove and any combination may be used at one time. The
use of Attribute flags is optional.

Attribute Flags:
[ P =rding Personnel Action . Pending Position Action
11z Deployed . Is Deployed
O Comman_d Sporzaned . Command Sponsored
[1s OverHire e Is OverHire
[ Office Review LI . Office Review
e  WorkFlagl
o Cancel | Epoly | e  IMETS Admin Review**
Fig 2-14: Employee Record - Additional Info Tab **|f this flag is checked it will alert the IMETS

Administrator that assistance is needed with the
record. Add remarks in the Details Tab to let the
Administrator know what the problem is.

3. DCPDS and MinMER Tabs

i Employee Properties - Stevenson, Sonia x| The DCPDS Tab and MIinMER Tab display the
referenced DCPDS or MinMER Record.

General| Additonal lnfo DCPDS | MINMER | Position|

The Establish Reference button will associate the
Alelfzraneat EHADS el employee record with it’s DCPDS or MinMER record is
Mame [ value [ a relationship does not exist.
Pasition SeqMum 997166 o
g!r:agraph WARLCED [WECF USA GARRISON FT LOYALTY] The Remove Reference button will remove the
Line Mumbes relationship to the MinMER or DCPDS record.
Pogition Tuoe MaF ﬂ
The Conflicts* section will display any conflicts that
Establish Fieference | Remove Reference | Print | may exist between the MinMER or DCPDS record and
the employees position data. Placing a checkmark
Conflicts with DEPDS Record: Refresh next to a conflict and clicking ‘OK’ will update the
Field | DCRDS | Marining Document | position record data to match the DCPDS or MinMER
O Grade 03 04 Record data.
*For more on resolving conflicts see Section 3::3.
Flace a checkmark on each item to zuncronize Manning Document data with DCPDS

ar LCancel Spply

Fig 2-15: Employee Record - DCPDS/MInMER Tab

All data shown is fictional. Manual best viewed in color.

Please send comments or corrections to: Rachel.s.kennedy.naf@mail.mil



24
2:6 Employee Records (cont.)

4. Position Tab

Employee Properties - Stevenson, Sonia x| The Positions Tab displays the Manning Document

General| Addiional Info] DCPDS| MINMER  Position |

b anning D'ocument Position:

position data that the employee belongs to.

Mame | Yalue | -

Uic WHLCES MWECP USA GARRISOM FT LOYALTY]

Faragraph R

Line Murnber 0z

Sub Line ]

Fozition Type MaF

Fay Plan MF

Oecupational Seres 0303 - Mizcellaneaus Clerk and Azsistant Series

Grade 03

Pogition Title ADMINISTRATIVE ASSISTANT

Fay Rate 0.oo b

Appt Catagory RFT - Regular Full Time. Regular workiwesk iz 40 hours,

Jaob Murnber ALB3S

Standard MAFI ®L1ROODGL LI
Prirnt |

ok LCancel | Aol |

Fig 2-16: Employee Record - DCPDS/MIinMER Tab

All data shown is fictional. Manual best viewed in color.

Please send comments or corrections to: Rachel.s.kennedy.naf@mail.mil
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Lists DCPDS records being imported into IMETS within the current context.

The DCPDS view contains a listing of people/employees (no vacancies) imported directly from Defense
Civilian Personnel Data System (DCPDS). Missing references and conflicts with DCPDS and MinMER are
easily identified in IMETS using either the icons or the conformance column.

o The Welcome Screen displays the date of the last import.

Filters may be used in conjunction with the DCPDS view to display data by any of the following criteria:
duty title, employee name, UIC, position type, pay plan, series, grade, position title, and/or

conformance.

Data may be sorted by any of the columns within the view by clicking on the column header field.

e Employee column - Employee name is listed: Last name, First Name, Ml

e Position column - Position is listed as “Pay Plan-Series-Grade Job Title”

e Std NAFI column - Shows the positions Standard NAFI (Installation code, Fund code, Program
code, Location Code, Department Code)

e Conformance - Displays conflicts, if any, against the Manning Document or MinMER

Generall Heportsl F'ositionsl Emplo_l,leesl Individu( |’1

bers I Standard Garrizon Organization I

DCPDS [MINMER | Location Codes | Std. NAFI Huml
N —

Employee | Fozition | LIC | Std NAFI | Foz Type | Conformance il
[F=] &dams. Christine MA-F420-03WaAITER WiHLCES ®L1KMal13  NaF Congruent Records. —
[Er Alexander, Jarice CC-1702-02 LEAD CHILD &YOUTH PROGRAM ASSISTANT [LEVEL-5) WixLCES XL1HBSPS1  MAF Position conflicts with DCPDS.

[E=] dlexander, Saria GS-1702-05 LEAD EDUCATIOMAL TECHMICIAN WixLCES xL1JGCDGL APF Congruent Records.

[E=]aden, Jarge MA-7404-04 COOK WHLCES XL1KMBLIT  MNaF Congruent Records.

[F=] ainderzon, Karen MF-0189-01 RECREATION AlD WHLCES ®L1KMALET  NAF Congruent Records.

[E=] tindrews, Grace MF-0701-04 VETERIMNARY MEDICAL OFFICER WLCES HL1TDWSGT  MAF Congrusnt Recards.

[F=| Armstrong, Melarie MF-0189-01 RECREATION AID WHLCES ®L1HESPGL  MaF Employes has no reference to Manning Doc
[E=] amold, Alexander MNa-7404-06 COOK. WHLCES XL1KMDL1T  MaF Congruent Records.

[E=]fmold, J essis MNF-03071-04 C&Y'S FUMCTIOMAL TECHNOLOGY SPECIALIST WiLCES HLIPCCYGL  MAF Congruent Records.

[E=] atkinson, Richard NF-0303-02 LEAD DESK CLERK WixLCE9 ®LFHGLFE2  MNAF Congruent Records.

[E=] fuwstin, Tanya MNF-1101-03 A551STANT BUSINESS MANAGER wHLCES HLILAGCGET  MAF Congruent Records.

[F=]apala, Thomas MN&-3566-01 CUSTODIAL WORKER WixLCES HLFHGLFE2  MAF Congruent Records.

E=|Bailey, Chae G5-0030-09 5PORTS SPECIALIST WiHLCES XL1HBSPGL APF Employes has no reference to Manning Doc
[E=|Bailey. Martha MF-0189-01 RECREATION &lD WiXLCES XL1HBSPGL MAF Congruent Records.

[E=]B ailey. Stacey CC-1702-01 CHILD & vOUTH PROGRAM ASSISTAMT [ENTRY LEVEL-2) WHKLCES XL1OLLETD  MNaF Employes has no reference to Manning Doc
lﬁmakm Nariela CrA70207 CHILDCE YNHTH PROGRAK ASSISTAMT ITARGFT | FWEL-41 WS CFS ¥ LIMYPEL MAF Monarent Recards | LILI
Page: M| « | | 1 || of1  (Records1 - 455 of 465]

Fig 2-17: DCPDS View

All data shown is fictional. Manual best viewed in color.

Please send comments or corrections to: Rachel.s.kennedy.naf@mail.mil
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2:8 MinMER View

Lists MinMER records being imported into IMETS within the current context.

Contains a listing of people/employees (no vacancies) who are U.S. citizens imported directly from the
NAF Payroll System. Missing references and conflicts with DCPDS and MInMER are easily identified in
IMETS using either the icons or the conformance column.

e The Welcome Screen displays the date of the last import.
Filters may be used in conjunction with the MinMER view to display data by any of the following criteria:
duty title, employee name, standard NAFI, pay plan, series, grade, conformance, and/or override
count.
Data may be sorted by any of the columns within the view by clicking on the column header field.

e Employee column - Employee name is listed: Last name, First Name, MI.

e Position column - Position is listed as “Pay Plan-Series-Grade Job Title”

e Std NAFI column - Shows the positions standard NAFI Number (SNN)

o Installation code, Fund code, Program code, Location Code, Department Code

e Conformance - Displays conflicts, if any, against the Manning Document or MinMER

Generall Hepoltsl Pnsitinnsl Employeesl Individualsl DEF'D(WNMEF)_DcatiDn Eodesl Std. MAFI Mumbers | Standard Gam=on Orgamzation

Employes | Pozition | Std MAFI | Conformance ;I
[F=]adams, Christine MA-7420-03  HLIKMALTS  Congruent Records. —
[T+ Alexander, Janice CCAV02-02  #L1JGCDGL  [Position conflicts with DCPDS]

[F=]allen, Jorge Ma-7404-04  XL1KMBEL11  Congruent Records.

[F=]anderzon, Karen MF-0183-01  xL1kMALET  Congruent Records,

[F=] andrews, Grace MF-0F01-04  =<L1TDWSGT  Congruent Becords.

[F=] armstrang, Melanie MF-0189-001  ®LTHBSPGL  Emploves has no reference to Manning Document,
[F=] Arricld, Alerandsr MA-7404-06  =L1KMDLIT  Congruent Records,

[F=]Armold, Jessie MF-0301-04  #L1PCCYGL  Congruent Becords.

[F=]atkinzon, Richard MF-0303-02 #LFHGLFE2  Congruent Records.

[F=] Austin, Tanya MF-1101-03 =LILQGCGT  Congruent Records,

[F=]ayala, Thomas Ma-3566-01  #LFHGLFEZ2  Congruent Becords.

Bailey, Martha MF-0183-001  ®LTHBSPGL  Congruent Becords,

Bailey, Stacey CCA702-01  XL1QLLKE?D  Emploves has no reference ta Manning Document.
Baker, Daniela CCA702-02  #L1JMYPGL  Congruent Becords.

Baker, Laura Ma-7406-05  =LIKMALDT  Congruent Becords,

Baldwin, Christian MF-1035-03  XL1RUMKGL Congruent Records. LI

Page: W || T | M| of1  [Records 1- 432 of 432)

Fig 2-18: MinMER View

All data shown is fictional. Manual best viewed in color.

Please send comments or corrections to: Rachel.s.kennedy.naf@mail.mil
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2:9 DCPDS and MinMER Records

Contain detailed data as exists in the external DCPDS or NAF Payroll system.

DCPDS and MIinMER records in IMETS are imported directly from DCPDS and NAF Financial Services.
DCPDS and MinMER Data cannot be changed in IMETS. If changes need to be made to DCPDS or
MIinMER data the proper personnel actions must be completed to make those changes. DCPDS records
are updated weekly and MinMER data is updated every two weeks. The date of the last import can be
checked on the Welcome Screen under the File Import Section.

Here are a few things to remember about the DCPDS and MinMER Records:

¢ If an employee is dual they will have more than one DCPDS and MinMER record.

e When a new employee is hired, a disconnected MinMER and/or DCPDS record will appear in the

DCPDS and MIinMER views.

e DCPDS and MIinMER records cannot be deleted or changed.

1. General Tab

it; DCPDS Properties - stephens, Darrell

General | Manning Document Reference I Canflicts I Additional Infio Elvenidesl

DCPDS Record:

MName | Walue | -

Pogition SeqMum 1037384

uic WiLCES [MWECP USA GARRISOM FT LOYALTY)

Paraagraph —

Line Murnber

Fogzition Type HAaF

Pay Flan CC

Occupational Series 1702 - Education and Training Technician Series

Grade m

FositionT itle CHILD & YOUTH PROGRAM A55ISTANT [EMTRY LEY...

Fay Rate Qoo bl

Pririt |

Confarmance:;

Pozition conflicts with DCPDS and MIMMER.

ok LCancel |

Apply |

Fig 2-19: DCPDS/MIinMER Record - General

The General Tab displays the data contained in the
DCPDS record imported into IMETS. The data
displayed here cannot be edited in IMETS. If changes
need to be made to this data it must be made in the
DCPDS system.

The conformance field at the bottom displays any
conformance issues that may exist with the record.

All data shown is fictional. Manual best viewed in color.

Please send comments or corrections to: Rachel.s.kennedy.naf@mail.mil
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2. Manning Document Reference Tab

'ty DCPDS Properties - Stephens, Darrell ﬂ

General  Manning Document Reference | Conflicts I Additional Infol Elvenidesl

Referenced Manning Document Record:
[ ame | Walue | -
uic WiLCES [WECF USA GARRISOM FT LOYALTY)
Paragraph oL
Line Mumber 05
Sub Like m
Pozition Type MAF
Pay Plan cC _—
Occupational Series 1702 - Education and Training Technician Series
Grade JIK]
Position Title CHILD &YOUTH PROGRAM ASSISTANT [EMTRY LEV...
Pay Rate 0.00 o

I~ lanare this DEFDS Record Frint |

td arning Dacument Wizard Remove Mannig Document Reference |
Ok LCancel | Ay |
Fig 2-20: DCPDS/MIinMER Record — M.D. Ref
3. Conflicts Tab
Ity DCPDS Propetties - Stephens, Darrell il

Generall Manning Document Reference  Conflicts | Additional Info Dverride&l

Canflicts ‘with Manning Document:

Field | DLCFDS | kM anning D' ocument |
O Grade 01 03

Place a checkmark on each item ta syncronize kanning Document data with DCPDS

(1] LCancel Apply

Fig 2-21: DCPDS/MIinMER Record - Conflicts

The Manning Document Reference Tab displays data
from the position record the DCPDS record is
connected to on the Manning Document. This is the
data that is compared to the DCPDS or MinMER data
on the General Tab for discrepancies.

The Ignore this DCPDS/MinMER Record can be used if
the record belongs to an employee that no longer
works at the organization and has not yet dropped
form the import or if it is a non-MWR record being
imported into IMETS by mistake.

The Manning Document Wizard button can be used to
establish a reference between the DCPDS record and
a Manning Document position.

The Manning Document Wizard is covered in more
detall in Section 3:6..

The Remove Manning Document Reference will
disassociate the DCPDS record with the Manning
Document Position it is linked to.

The conflicts tab displays any data fields that do no
match when the DCPDS or MinMER Record data is
compared by IMETS to the Position Record .

In the example to the left, the DCPDS record has the
grade for this person as a 01, but the Manning
Document position this DCPDS record is associated
with is a grade 03.

Resolving Conflicts is covered in section 3:3.

All data shown is fictional. Manual best viewed in color.

Please send comments or corrections to: Rachel.s.kennedy.naf@mail.mil
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4. Additional Info Tab
x|

Generall Manning DncumentHeferenceI Canflicts Additionallnfol Dverridesl

Mame | Walue |

Add.. = Bemave |

LCancel Apply

Fig 2-22: DCPDS/MIinMER Record — Add Info

5. Overrides Tab
x|

General| Marining Document Reference | Conficts | Additional Info Elverridesl

Field | Overide |
Standard MAF] Overide enabled. Expires 11 Oct 07

Fay Plan

Occupational Series

uic

oK LCancel Apply

Fig 2-23: DCPDS/MIinMER Record - Overrides

The Additional Info Tab is used to create Custom
Fields. Custom Fields can be used to record and track
unique information used by the local installation.
There are several different types of fields available:
Text Fields, Numeric Fields, Name Fields. Date Fields,
Yes/No Fields.

Adding Custom Fields is covered in section 3:11.

The Overrides Tab displays any overrides that have
been added to the record. Temporary overrides may
be added by users with permissions. Permanent
overrides may be added by and IMETS Administrator
Only.

The following field may contain overrides in DCPDS or
MiIinMER records:

e  Standard NAFI

. Pay Plan

. Occupational Series

. UIC (DCPDS Records Only)

Overrides are covered in section 3:10.

All data shown is fictional. Manual best viewed in color.

Please send comments or corrections to: Rachel.s.kennedy.naf@mail.mil
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2:10 Individuals View

Lists active and inactive Individuals records within the current context. Is auto-
populated as DCPDS and MIinMER records are imported into the system. Records may
also be manually created.

Contains a listing of individuals (persons) associated within the current context. A person can have
references to many employment records (useful for employment history). Added to IMETS (but only
once per unique social security number) from DCPDS and MinMER, or may be added manually. Missing
references and conflicts with DCPDS and MinMER are easily identified using either the icons or the
conformance column.

Filters may be used in conjunction with the Individuals view to display data by any of the following
criteria: Employee Name or Manning Document Conformance.

Data may be sorted by any of the columns within the view by clicking on the column header field.
¢ Individual column - Individual name is listed: Last name, First Name, Ml
e M.D. Refs — Shows the number of places the individual is referenced on the Manning Document.

¢ Employee Comments - Displays conflicts, if any, against the Manning Document, DCPDS or
MinMER

Generall Feports I F'ositionsl Ermplaye: Individuals JhCPDS I MIMMER I Loczation Codes I Std. NAFI Mumbers I Standard Garrison Organization I

| ndividual | .00 Hefsl b anning O ocument Conformance |
B2 &dams, Christing 1 Congruent records.
[F=] Adams, Paula <Inactive Employee:
[B=] & guilar, Tracey Individual nat found on DCPDS or MinkER.
E! slenander, Janice Manning D ocument conflicts with DCPDS.
[F=] slexander, Sonia Congruent records.
[B=]allen, Jorge Congruent records.
[B=] Anderzon, Karen Cangruent records.
[F=] Andrews, Grace Congruent records.
= &mstrong, Melanie Congruent records.
[F=] Amold, Alexander Congruent records.
Bl amold, Jessie Congruent records.
[B=] Atkinzon, Richard Cangruent records.
[E=] Austin, Tarwa Congruent records.
= &yala. Thamas Congruent records.
Bailey, Chae Individual found on DCPDS, but not found an bManning Document.
Bailey, Martha Congruent records. LI

Page: | « || T || of1  [Records1-512af512)

LI |

S S SR N A T (T O S (S L R

Fig 2-24: Individuals View

All data shown is fictional. Manual best viewed in color.

Please send comments or corrections to: Rachel.s.kennedy.naf@mail.mil
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Contain detailed data which represent a single person.

An Individual Record represents a single person that exists in the database. There should only ever be
ONE individual record per person — even if it is a dual employee.

1. General Tab

¥y Individual Properties - Oconnor, Skacy

General | Perzonal Info | Employes Data I Additional Infol

Last Mame: Firgt Mame: tiddle Mame:

|Dcnnnnr |Stacy |

Generational Qualifier [i.e. JR. 1]; |

Azzociated with Installation: |F0rt Layalty

Email: |stac_l,J. ooy, armm, mil

Phone:  [7031711111

v Active Record

Last Update: |12.Ju| 2004 11:12:47 PM

ok | LCancel Apply

Fig 2-25: Individual Record - General

2. Personal Info Tab

i Individual Properties - Dconnor, Stacy

General  Personal Info | Employes Datal Additional Infa

Street Address: City:
|1 Pine Street |Anytu:uwn
State:; Zip Code: Flusz-4: Sen
IWA ISSSS .I ’7 " Male f* Female
 ldentification 1
Type: [ssn | 1D Jooooooooo

— ldentification 2

Type: | ID:

Last Update:

DOB: |12£2?;1 976

|1EI Oct 2007 3:11:56 PM

ok | LCancel Aol

Fig 2-26: Individual Record - Personal Info

The General Tab contains the employees Last Name,
First Name, Middle Name and Generational Qualifier.
Only if an employee has a LEGAL name change (for
example through marriage) should the name fields
be edited. Name changes here will be reflected in
all associated IMETS records.

Associated with Installation displays what garrison
the individual belongs to. This may be changed if

necessary by clicking on the pick list button to the
left of the field.

Email and Phone fields provided places for IMETS
users to store contact information for the employee.
This data is not imported from an external source.

The Active checkbox may be checked or
unchecked depending on an individuals status.
IMETS will not allow an individual record to be

marked as inactive if there is active employee data
in the system.

The Personal Tab contains for following employee
data:

. Home Address
. Sex
e  Social Security Number
. Date of Birth
This data can only be seen if a user has been

specifically granted rights to see sensitive data.
Otherwise these fields will not return data.

All data shown is fictional. Manual best viewed in color.

Please send comments or corrections to: Rachel.s.kennedy.naf@mail.mil
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3. Employee Data Tab

Generall Personal Infa  Employes Data | Additionallnfnl

All Manring Document References [Active and Inactive]:

Poszitian | Canformance
#:NA-7408-02 FOOD SERVICE WORKER <Inactive Employee>
MF-1601-03 255ISTANT EXECUTIVE HOU... Congruent Records.

4| | H

DCPDS:

| Conformance |
Congruent Fecords.

Poszition
MF-1601-03 ASSISTAMT EXECUTIV...

MIMNMER:

| Conformance |
Congruent Records.

| stdmaF
WLFHGLFE2

Paozition
MF-1601-03

aK | Cancel | Apply

Fig 2-27: Individual Record - Employee Data

4. Additional Info Tab

Generall Perzonal Infol Employes Data  Additional Infnl

Name | Walue |
Add.. = Bemove
Altribute Flags:

(M| Ci=play full middle name

0K LCancel Apply

Fig 2-28: Individual Record - Additional Info

The Employee Data Tab is broken into three sections.

e Al Manning Document References wiill
display any position records (active and
inactive) that the person is associated with.
Double-clicking on a record will launch the
position properties record.

e The DCPDS section will display any DCPDS
records being imported into IMETS for that
individual. If an employee is dual, they
should have more than one active DCPDS
record appearing here.

e The MIinMER section will display any MinMER
records being imported into IMETS for that
individual. If an employee is dual, they
should have more than one active MinMER
record appearing here.

The Additional Info Tab is used to create Custom
Fields. Custom Fields can be used to record and
track unique information used by the local
installation. There are several different types of fields
available: Text Fields, Numeric Fields, Name Fields.
Date Fields, Yes/No Fields.

Adding Custom Fields are covered in section 3:11.

The Attribute Flags section contains the option to
Display Full Middle Name. If this flag is checked the
full middle name will display instead of the initial.

All data shown is fictional. Manual best viewed in color.

Please send comments or corrections to: Rachel.s.kennedy.naf@mail.mil
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2:12 Standard Garrison Organization View

Lists Standard Garrison Organization records within the current context and is primarily
managed at the garrison level.

The Standard Garrison Organization (SGO) View displays positions and employees with functional group
information. In addition, the Duty Title in this view may be changed to something OTHER than the
official duty title. For example, if you have a Senior Financial Manager and you wish for it to display as
'Fund Manager' instead. Missing references and conflicts with DCPDS and MinMER are NOT displayed in
this view.

Filters may be used in conjunction with the SGO view to display data by any of the following criteria:
duty title, employee name, position type, pay plan, grade, series, functional group, function and/or
conformance.

Data may be sorted by any of the columns within the view by clicking on the column header field.

= Duty Title — This column lists the positions duty title. It can be changed to something different
from the position title in the position view.

< Employee - This column shows the employees name or <Vacant> if the position is empty.
= Grade - This column displays position pay plan and grade.
= Occ Series - This column displays position occ series.

= Functional Group - This column displays the functional group that the position belongs to. A
functional group encompasses multiple program codes from the same organizational element.

= Function - This column displays the function as determined by the program code.
= Region - This column displays the region name.
= Garrison - This column displays the garrison name.

Here is an example of what the SGO View looks like in IMETS:

Generall Heportsl Fositions I Employees I Individuals I DCPDS I MIMMEFR I Location Eodesl Std. MAF] Mumnby Standard Garrison Organization
Diuty Title I Employes I Grade I Occ Ser I Functional Group I Function Fegion I Garrizon I ;I
£21 BUSINESS MANAGER artinez. Timathy MF03 1101 Recreation Fiecreation Centers [and/0r Roomsz] [HC) Central Region  Fork Loyaly
£24 RECREATION AID Ramirez, April NF-01 M85 Recreation Fecreation Centers [And/0r Roams] [HC] Central Region  Fort Loyalty
522 RECREATION &1D Simmong, Tery MF-01 83 Recreation Fecreation Centers [And/0r Rooms] [HC) Central Region  Fort Lovaly
£ CO0K ‘wiagner, Katina Ma-04 7404 Recraation Recreation Centers [And/0r Roams] [HC) Central Region  Fort Layalty
£ CO0K wilkerzon, Jill MA-08 7404 Recreation Fiecreation Centers [And/0r Rooms) [HC) Central Fegion  Fort Loyaly
£33 RECREATION &1D Wacanty MF-01 83 Recreation Fecreation Centers [and/0r Rooms] [HC) Central Region  Fork Loyalty
£ AUTOMOTIVE WORKER Campbell, Jacqueline  MNA-08 5823 Recreation Auta Craftz [Skill Development] [JC] Central Region  Fort Loyalty
£ AUTOMOTIVE WORKER Green, Brian Ma-08 5523 Recreation Auto Crafts [Skill Development] [JC] Central Region  Fork Loyaly =)
£ AUTOMOTIVE WORKER Jackson, Benjamin Ma-08  BEZ3 Recreation Auto Crafte [Skill Development]) [JC] Central Region  Fork Loyaly
24 MAINTEMAMCE WORKER HE... ‘Walsh, Candace MN&-05 4745 Recreation Auta Craftz [Skill Development) [JC] Central Region  Fort Loyalty
51 AUTOMOTIVE MECHANIC <Wacant: M&-10 5823 Recreation Auto Crafts [Skill Development) [JC] Central Region  Fork Loyaly
£ AUTOMOTIVE WORKER Sfacants Ma-08  BEZ3 Recraation Auta Crafts [Skill Development] [JC] Central Region  Fort Layalty
£ AUTOMOTIVE WORKER <Wacant> Ma-08 5523 Recreation Auto Crafts [Skill Development] [JC] Central Region  Fork Loyaly
£33 RECREATION &1D Wacanty MF-01 83 Recreation Auto Crafts [Skill Development] [JC] Central Region  Fork Loyalty
£ THEATRE SPECIALIST <Macant> NF-03 1054 Recreation Entertainment [Music and Theater] [J0] Central Region  Fort Loyalty
24 TICKET SELLER <Wacant> MF-01 2091 Recreation Entertainment [Music and Theater] [JD] Central Region  Fork Loyaly
E24 RECREATION ASSISTANT Edwardsz, daron MF-02 0183 Recreation Outdoor Recreation Program General [JE] Central Region  Fort Loyaly
E:! RECREATION ASSISTAMT Fhodesz, Marilyn MF-02 0189 Recreation Outdoor Recreation Program General [JE] Central Region  Fort Loyalty ;I
Page: ] < | | 1 v |m| o1 (Records1- 555t 558)

Fig 2-29: Standard Garrison Organization View

All data shown is fictional. Manual best viewed in color.

Please send comments or corrections to: Rachel.s.kennedy.naf@mail.mil
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2:13 Standard Garrison Organization Records

Contain detailed data which represent an employee and their position within the

Standard Garrison Organization.

SGO records are primarily managed by the garrison. An SGO record is created when a MinMER or

DCPDS record is associated to a position.

1. General Tab

x
General | M anning Document F'Dsitinnl Additional Infol
Dty Title:
|ADMINISTH.&TIVE OFFICER
Standard Garrizon Organization Function: Adiust Sort Order...
[~ Mot a member of the Standard Garrizson Organization
Employee: Grade & Rank: Occ Series:
[Hapkins, Tammy fra-02 |o341
Region:
|Eastem Region
Garrizot:
|Fort Dty
ok | LCancel | Ly
Fig 2-30: SGO Record - General
2. Manning Document Position Tab
¥} SGO Member Properties - ADMINISTRATIYE OFFICE il

General  Matining Document Position | Additional Infol

Mannitg Document Position

Mame | alue | -

Lic WSDETS [U S ARMY GARRISON FT DUTY HQ)

Paragraph o4

Line Mumber JIK]

Sub Line 02

Puosition Type APF

Pay Plan he)

Occupational Series 0341 - Administrative Officer Series

Grade 02

Faozition Title MANAGEMENT SERVICES SPEC

Appt Catagory RFT - Regular Full Time. Regular warkweek is 40 hours.

Job Humber —

Standard NAF SD1RCD1GL

Position Statuz Active ll
Conformatice:
IEDngluent Records.

(1] LCancel Spply

Fig 2-31: SGO Record — M.D. Position Tab

. Duty Title: This fields displays the duty title. This
can be the same as the position record title or it
may be edited to reflect a title that is more
meaningful in the context of the organization.

. Standard Garrison Organization: This drop down
field allows users to select the functional group
the SGO record belongs to. Itis also possible to
place a check mark next to the field ‘Not a
Member of the Standard Garrison Organization’
to remove them from a functional group.

. Employee: This read only field displays employee
name.

. Grade & Rank: This read only field displays the
positions Grade and Rank.

. Occ Series: This read only field displays the
occupational series of the position.

. Region: This field displays the region the position
belongs to.

e  Garrison: This field displays the garrison the
position belongs to.

The Manning Document Position Tab displays data
from the position record on the Manning Document.

The Manning Document Position link (underlined and
in blue) will launch the position properties record for
the manning document position.

The Conformance field displays the conformance of
the position record.

All data shown is fictional. Manual best viewed in color.

Please send comments or corrections to: Rachel.s.kennedy.naf@mail.mil
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2:13 Standard Garrison Organization Records (cont.)

3. Additional Info

Generall tanning Document Position .&dditinnallnfol

Mame | Walue

Add.. - Bemove

0K Cancel

Apply

Fig 2-32: SGO Record - Additional Info

Fig 2-21: DCPDS/MINMER Record — Conflicts

The Additional Info Tab is used to create Custom
Fields. Custom Fields can be used to record and track
unique information used by the local installation.
There are several different types of fields available:
Text Fields, Numeric Fields, Name Fields. Date Fields,
Yes/No Fields.

Adding Custom Fields are covered in section 311.

All data shown is fictional. Manual best viewed in color.

Please send comments or corrections to: Rachel.s.kennedy.naf@mail.mil
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All data shown is fictional. Manual best viewed in color.
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Section 3

Working in the Manning
Document Module

All data shown is fictional. Manual best viewed in color.

Please send comments or corrections to : Rachel .s.kenned y.naf@mail.mil



38

3:1 Getting Started

There are many steps to managing the MWR Manning Document in IMETS. The below diagram provides
a strategic plan for maintaining IMETS data. Start with reviewing the conformance rate and then use
built in reports to review problem areas. Lastly, use System tools and methods covered in this section to

resolve conflicts and disconnects.

This section will review the tasks you can perform while using the Manning Document Module.

e Editing a Position Standard NAFI
e Resolving Conflicts

e Conflict Resolution Tool

¢ Manning Document Wizard

¢ Adding Positions

e Deleting Positions

1 | Review Conformance Rate

Ask Yourself...

e UFM Conversion wizard
e Overrides

e Custom Fields

e Funded By

e LDP Designation

e VICE, LWOP, FURL

- Are you red, yellow or green?

- Has your rate changedsince the
last time vou logged ing

O SC - Fort Courage 69%
Q SD - Fort Duty 75%
O SH - Fort Honor 69%
o XL - Fort Loyalty 839

=] HR - Fort Respect 98%
@] XV - Fort Service 67%

4 | Run Employee Conflict Report

This report will list all conflicts.

- Rewview the list and see if there are anvy error
trends in one particular data source.

- Contact CPO toresolve any incorrect data
in MInMER or DCPDS.

2 | Run Employee Source Document Connectivity Report

This report will list all records that are not FULLY connected.
Ask yourself...
- Are any of these disconnected records new employees?

- Are any of these disconnected records employees that
hawve recently left their positions?

\

|
N

3 ‘ Work your DISCONNECTS

to the Manning Document.

Employes™

At the DCPDS and MinMER views, examine each disconnect
- Use the Manning Document Wizard to add employes

At the Employees View, examine each disconnect
- If the employees is no longer curent, uncheck “Active

5 | Resolve CONFLICTS from Employee View

or DCPDS.

- Decide if the Conflict Resolution Tool can be used
- Individually resobve conflicts

- Contact CPO toresolve any incorrect data in MinMER

Fig 3-1: IMETS Workflow Diagram

All data shown is fictional. Manual best viewed in color.

Please send comments or corrections to: Rachel.s.kennedy.naf@mail.mil
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All positions in IMETS must be assigned a Standard NAFI Number (SNN)- both NAF and APF Positions!

The two ways to edit the Standard NAFI to a position:

1. Type in the Standard NAFI

To open the Position Properties, double-click on the
position from the positions view.

From Position Properties, type in the full SNN and click
Check NAFI.

IMETS will verify it is a valid Standard NAFI, and then
underline it.

2. Browse for the Standard NAFI

From Position Properties, click Browse for NAFI.
IMETS will launch a browse window.
Drill though the tree.

When the department code is selected, click OK.

H

Position Properties - G5-1702-05 LEAD EDUCATIONAL

General Details | Additionallnfol UFMI Historyl Advancedl

UIC: |WwixLCES (US ARMY GARRISON FT LOYALTY)

IW Line Mumber: lgg—

Paragraph:

Std. MAFI:

HLIHBSPGL

Job Mumnber:

ID‘I 053

— Pay and Benefit

Fay Rate:

Budgeted Annual Paprate:  Budgeted Annual Benefits:

Remarks:

Ok | Lancel |

Fig 3-2: Check NAFI

Browse for IMETS Context

—)

ﬂ

Browsze to the corect Department Code. ..

Hf' XL Foart Loyalty -
EI MBJ 1-MwhH Fund

(-4 H - Libraries

{f@ HE - Gym/Phy Fitddqua Tnglath Equip Chic

=% 5P -SPORTS

: L fRE 51 - Swimming

hiE-IE G1 - Adminiztration

q EEGL - APF Support - Momal Dperation
’@ HC - Hecreatlun Centers [and/0r Roomz)

= ﬂ@ HEY - Lrit Activities

--{f@ JB - Artz and Craftz [Skill Development)

-5 JC - Auto Crafts (Skil Development]

-4 1N - Frtertainment (usic and Theaterl

e

P

Fig 3-3: Browse for Standard NAFI

All data shown is fictional. Manual best viewed in color.

Please send comments or corrections to: Rachel.s.kennedy.naf@mail.mil
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3:3 Resolving Conflicts

Position icons ([&?') or employee icons (|E_!T) with a yellow exclamation point, indicate that the position
has a conflict between the data on the manning document and one or more references to DCPDS

(and/or NAF payroll system MinMER.)

Steps to Resolve a Conflict:

1. From the Position View, double click the position to resolve

2. Next, click on the employee in the Position Properties window - the Employee Properties window will launch.

. Itis also possible to resolve conflicts directly form the Employees View, DCPDS View, MinMER View, or Individuals View.

3. Conflicts (if any) are displayed in the DCPDS tab, MinMER

tab, or both.

4. Select the MinMER tab (or DCPDS tab). The MinMER (or
DCPDS) record data displays at the top, and the conflicts
are listed below.

In the example, the MinMER lists the positions occ
series as 1601 while the series is 1173 on the Manning
document.

5. Select which conflicts to resolve by marking the
appropriate check box and click Apply.

The user must FIRST determine the conflict cause. If the
manning document is incorrect, then a check may be
placed in the field to sync with DCPDS (or MinMER). If
the DCPDS/ MinMER data is incorrect, then
established procedures to update those external
systems must be followed.

6. After clicking apply, the window will display the message
No conflicts!

The manning document has been updated to match
MinMER.
7. Click OK to close the window.

—_

1) Employee Properties - Jimenez, Juan

General| Addiional Info| DCPD @) Position |

Feferenced MIMMER Record:

I amme | Value | ﬂ
Fay Flan NF -
Occupational Series 1601 - General Facilities and Equipment Series

Grade 04

FPay Rate 0.00

Hrs Per week a0 LI
Estabilish Feference Remave Reference Prirt |

Conflicts with MIMMER Record: Refresh
Field

M anning Document

Flace a checkmark on each item to syncronize kanning Document data with MINMER

’TI LCancel Apply

Fig 3-4: Employee Properties, MinMER Tab

fj Employee Properties - Jimenez, Juan

General| AddiionalInfo| DCPDS  MINMER | Posiion|

Referenced MIMMER Record:

Mame I Walue | ﬂ
Pay Plan NF ol
Occupational Series 1607 - General Facilities and Equipment Series

Grade 04

Pay Rate 0.00

Hrs Per week a0 j

Establizh Heference | Remove Reference Frint |

[l g M INMER Record: Befrezh
< Mo Conflicts!

Place a checkmark on each item ta spncronize kManning Document data with MINMER

EanCd | éppl}’

Fig 3-5: Employee Properties, MinMER Tab

All data shown is fictional. Manual best viewed in color.
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3:4 Conflict Resolution Tool

The Conflict Resolution Tool (CRT) is accessible from the Employee View only. It will update any

conflicting fields on the manning document to match data with DCPDS or MinMER, and assumes those

systems are correct and current.

On an established Manning Document the CRT would rarely be used, if ever. The CRT is most commonly

used for newly established Manning Documents or mass changes (such as a Standard NAFI change or

UIC Change) at an installation.

Steps to using the Conflict Resolution Tool:

1. Select Action from the drop down menu, All Tasks, Conflict
Resolution Tool.

2. Ascreen will launch listing the possible errors to resolve with
a check box next to each.

3. Check which conflicts to resolve, and click Next.

e Specific conflicts may be chosen for resolution or all
conflicts may be chosen by clicking Check All.

. It isimportant to keep in mind that when using the CRT
— IMETS assumes that DCPDS and/or MinMER are
correct and current.

Also keep in mind that the CRT is irreversible. There is no “undo”!

4. IMETS displays the list of employees that have one or more
of the selected conflicts.

5. Check off which employees to resolve and click Resolve.

¢ Specific employees may be chosen for resolution or
all conflicts may be chosen by clicking Check All.

6. Depending on how many conflicts are being resolved it
may take a minute or two.

7. When the conflicts are resolved the resolve button will
change to a close button - click close.

s IMETS Console v1.1 - Steele, Drew

File | Ackion Wiew Tools Help  Debug
Canflic ukion Toal
Properties 4l Departments || General
Refresh  FS
[:II Export Lisk 1= Emplo
S Qrganization
i P e 9 Ag

Fig 3-6: Launching the Conflict Resolution Tool

Conflict Resolution Tool - Check 1 or more conflicts

Flan Conflict [DCPDS)

i Flan Conflict [MINMER)
cc Series Conflict [DCPDS)
cc Senes Conflict [MINMER]

ade Corflict [DCPDS)

rade Conflict [MINMER)

[1 MAFI Canflict (DCPDS)

[1 M&FI Canflict (MINMER]

[JUIC Conflict (DEPDS)

[[] Paragraph Canflict ([DCPDS)

[ Line Mumber Canflict [DCPDS)

iy ob Murnber Conflict ([DCPDS)

‘. sition Title Confict [DCPLS]

pppt Cat Conflict [DCPDS)

Check &l UnCheck Al
Selected 4 of 14 conflicts

Help | Cancel | < Back I Mest » I Fesolve

Fig 3-7: CRT Check 1 or more conflicts

Conflict Resolution Tool - Employees with conflicts ko

| Emplayee | Fosition |
[E ! Rogers. Wayne §5-1702-05 LEAD EDUCATIONAL T...
[AE 1! Stephens, Darell CC-1702-03 CHILD & YOUTH PROG...
[FE 1! Stevenson, Sonia MF-0303-04 ADMIMISTRATIVE ASSI...

Check &l UnCheck Al

Resolve 4 conflicts for 3 out of 3 employees

Help I Cancel | < Back | Hewt > I Rezalve |

Fig 3-8: CRT Employees with Conflicts to Resolve

All data shown is fictional. Manual best viewed in color.
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3:5 Resolving Disconnects

Position icons (E'E') or employee icons with a red border, indicate a missing reference between the
Manning Document Employee and DCPDS (and/or MinMER for all NAF.)

An employee record may be disconnected from DCPDS and/or MinMER for the following reasons:
¢ New employee has not been input into DCPDS or MinMER.

¢ Employee has vacated the position and there is no longer a DCPDS and/or MinMER record
being imported.

e Employee has changed positions, but IMETS has not been updated.
A name might exist in the DCPDS and/or MinMER view but not on the Employee View for the following
reasons:

e The DCPDS or MinMER record has not been linked to a Manning Document Position.

Steps to Resolving Disconnects:

1. From the Position View, double click the position to resolve. #i Employee Properties - Alexander, Sonia x|

. . L General| AddtionalInfo DCPDS | Posit
2. Next, double click on the employee record in the Position ozl [ i i | Postn|

Properties window — the Employee Properties window will Referenced DCPDS Record:
launch Mo reference establizhed

. It is also possible to resolve conflicts by going to the
Employee View and clicking o the employee record
directly.

Establish Reference Femove Reference Fritit

3. Select the tab that is missing the reference and click Confliots s DCEDS Record:
Establish reference

Eefresh

. By clicking Establish Reference - IMETS is searching
DCPDS or MinMER records for a possible match.

Flace a checkmark on each item to spncronize Manning Document data with DCPDS

aK | LCancel | Apply

Fig 3-9: Establish Reference

i Establish Manning Document Reference x|

— Manning Document record

4. If IMETS finds the appropriate position, select it & click OK.

UICPararline:  fy/l CE3-022F-08, Subline 2 (4PF)
® In the lower half of the window, IMETS displays any

; . e Posti 7024

conflicts that will occur after establishing the seten |655-1702.05 LEAD EDUCATIONAL TECHNICIAN
reference. If conflicts occur, it will be necessary to Individual
resolve conflicts after establishing the reference.

IAIexander, Sonia

—DCPDS records for Alexander. Sonia

5. If IMETS cannot find a corresponding record: Fostion e I
G5-1702-05 LEAD EDUCATIOMAL ... Emplayee has no reference to Mannin...
a. Double check that the employee is still active.

If the employee is new, it may not yet have been entered into — Conflicts between Manning Document and selected DCPDS record
DCPDS. (If the employee does not appear after 2-3 weeks, &
the employee is definitely active, contact CPO.)

Mo Conflicts!

All data shown is fictional. Manual best viewed in color.
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Fig 3-10: Select Position

3:6 Manning Document Wizard

If a DCPDS or MinMER record lists No Reference to Manning Document in the comments column (red
border icon), the Manning Document Wizard can be used to connect the DCPDS or MinMER record to
the Manning Document.

The Manning Document Wizard will walk users through the steps of either associating the DCPDS or
MIinMER record with either an existing position on the Manning Document, OR if the position doesn’t
already exist, the Manning Document Wizard will allow a new position to be created.

Using the Manning Document Wizard:

1. Double click the DCPDS or the MinMER record with the
missing Manning Document Reference.

2. Atthe DCPDS or MinMER properties window, select the
Manning Document Reference tab.

o Textshould state No reference to Manning
Document.

All data shown is fictional. Manual best viewed in color.

Please send comments or corrections to: Rachel.s.kennedy.naf@mail.mil
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3. Click the button Manning Document Wizard. x|

4. When the Manning Document Wizard launches, the General Manning Document Reference | Corficts | addiianal nfa| Dverices|

DCPDS record is displayed on the right hand side and the Referenced Manning Document Pesord:
lower left window describes the options that can be taken Na reference to Manning Document
with the record.

5. IMETS will allow users to Create a New Position on the
Manning Doc OR Select Existing position from the Manning
document

Select Existing Position should almost always be
the option selected. The only time Create New

- o . . [ lgnore this DCPDS Record B
Position should be used is if the employee is being 4|
hired into a newly estabﬁshed position to the tanning Document 'Wizard Fremaove M annia Document Beference |
organization, otherwise duplicate positions will be

created on the Manning Document. ok, Cancel | ol |

Fig 3-11: DCPDS Properties, MD Reference Tab

Manning Document Wizard - Establish Reference with Manning Document

DEPDS Individual: DEPDS Record:

|Wagner, K.atrina Mame | Walue | &
Position Seq M 11746145

Select Existing MAF Pozition... Create Mew MAF Pozition | UTCSI ar=Eg MM WhiLCEY [WECP USA G...

FParagraph
Lire Mumber

W agner, Katrina, is included on the current DEPDS listing but does not have a ;I Foszition Tppe MAF

refe_renc:e to the Manning Document. To resolve thiz situation you have thiee Pay Plan M, |

choices: Oecoupational Series 7404 - Cooking

" . . Grade 04

1 - Create a new Pozition and add the Individual az an Employes of the Position PositionTitle CO0K,

2 - Select an existing Position and add the Individual as an Employee of the Pau Rate s

Position H ‘l'JP Wesk 0o

3 - Cancel this wizard and place a check in the box labeled Ignore this DCPDS fs Pl ee : .

Fecord Appt Catagary RPT - Regular Part Time....
Job Mumnber AM157
Program Code

LI Standard MaFl #L1HCRC14 ;I
Help {Cancel < Bachk Tent s Eirishy |

Fig 3-12: Manning Document Wizard

6 a. When Select Existing NAF Position is selected:

IMETS gives the option to select from vacant positions* with the same series, if any were found, OR...
Browse for a position by UIC to select the position.

Once a position is selected, but before the wizard is complete, IMETS will display the list of conflicts that will
occur against DCPDS if that position is used. Ideally this window should display ‘No Conflicts!”

* Unencumbered positions are displayed by default. Encumbered positions of the same series may be displays by unchecking
the box next to ‘Unencumbered Positions Only’.

All data shown is fictional. Manual best viewed in color.
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Manning Document Wizard - Establish reference with existing Manning Document Record
Existing Seriez 7404 Manning Document Positions: [20] DCPDS Record:
Positian | Status | EmpCnt [ ] Narme | alue |~
WXLCES-HC-03 [2) M&-7404-04 COOK, Active i} o Fosition SeqMum 1174615
| CE 5-KhAL-24 [5) NA-7404-04 COOK, Active [ g“: . WHLCES [WECP USAG...
G WXLCE SKMAL-24 [7) N-7404-04 COOK Active D S vt
e o n Postion Tom NAF
W Urencumbered Pozitions Orily Browse for Position. .. I Py Plar v WA,
Selected Manning Document Position: glcacduepahonal Beries Sim - Cooking
|W'><LEEE|-KMAL-24 (5] MA-7404-04 COOK, PasitionTitle COOE.
: . Pay Rate s
Conflicts between Manning Document and zelected DCPDS record (2] Hrs Per Wesk oo
Field | pCPDs | Manning Dacument | Appt Catagamy RPT - Regular Part Time....
Standard NAFI XLTHCRC14 =L1KMEBLTT Job Murnber AM157
Appt Catagom RPT FlL Program Code
Standard NAFI *LTHCRC14 ﬂ
Help Cancel | < Back I Mesit » I Eirizh
Fig 3-13: MDW Select Existing Position
i. When a position is selected (A), click Next.
i. IMETS will display the position properties; click OK to close the record.
6 b. When Crate New NAF Position is selected:
i. A new Position Properties window will appear. Wi Position Properties - New Position x|
. . . . General i i i
ii. IMETS will populate the New Position Record with eneral | Doais | Adionai o] P Hisr |
the information in the DCPDS (or MinMER) Record. el | e T B [or—
. . Pasition Title:
ii. The employee record will be automatically created [cooK
and associated with the new position.
Dee Seriest {7404 - Caoking =l
- Befor.e commlttmg the new POSItIOI"I, click the Position Status: Appointment Catagory: Hours Sch'd per ‘Week:
Details tab and input Para, Line, & Standard -
Active j IHPT j I
NAFI.
—Employees [Displaying 1 of 1 employees]
. This information is generally not incl_uded in Employes | Conformance
the DCPDS record and so must be input [=lwag.. Conguent Records,
manually.
iv. Click OK - the position has been added to the
Manning document!
. ) £dd Remove I=| Display Inactive Empl
. If any data is missing, an IMETS warning | S
message will appear stating which
information is missing. It is necessary to add 0K Conel son
ol LCancel Apply

the missing information or the position will not
be added to the Manning document.

3.7 Adding Positions

Fig 3-14: MDW, Position General Tab

45

New positions should be created in IMETS with care to avoid creating duplicate. On an established
MWR Manning Document, the create New Position function should only be used when a new position is
created at an installation through the proper FMD and CPO channels.

Important information pertaining to Positions:
[ )

Positions will have MANY employees over time

When a new employee comes on board it is usually into a pre-existing position

All data shown is fictional. Manual best viewed in color.
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¢ Not necessary to create new positions for each new employee, IMETS is designed to use the
same positions to track history

Steps to Adding a New Position: x

General | Detallz I Additional Infol History I

1. Drill down to the appropriate garrison to create the Bl T
L . . . . ype: I vl Fay Plan: I 'l Grade: |
position in - it is not possible to create a new position at

. Position Title:
the region level of the tree.

Oce Series: ... Unknawn d|
2. Click from the toolbar. Position Status: Appointment Catagory: Hours Sch'd per ‘Week:
| = =
3. A blank Position Properties window will appear. Fill in all Eor Do 0 f O ]
applicable fields on the General Tab and the Details rpiosess [Displaving (off) empioyees)
Tab - click Apply. ﬂplo}leel Conformance

e The Add Employee button becomes active after
clicking Apply

4. Click Add in the Employees window — an Employee
Properties window appears.

Eemave | I™ Display |nactive Employees

5. Type the first few letters of the last name and click
Check Name. ok | Cocel | gy |

e If more than one name is found, a pick list will Fig 3-15: Position Properties — New Position

allow the user to select the correct individual.

x
e Hint: enter the first letter of last name followed by General | Addtional Info] DCPDS | MINMER | Postion]
the last 4 of social security number (SSN) for a
more positive name selection. UIE-PararLine:  [1/:4 0DE-HA-03, Subline 1 [NAF)
. T . . Pasition: NF-1410-04 LIBRARIAN
6. Add the appropriate individual from the list and click !
Apply. I il IaQUi| Check Name )
7. The full employee name should now display in the [V Active Employee Prefi:  |inone) -
individual field. The name should be underlined - Remarks:
indicating that the name is a recognized IMES =]
individual.
E
8. Click OK to complete the employee selection process.. Conformance:
|<New Employee

Ok Lancel | Apply |

Fig 3-16: Position Properties - Check Name

9. The user is returned to the Position Properties window
where the individual is now listed as an Employee.

All data shown is fictional. Manual best viewed in color.
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10. Every Position Tab has a History Tab.

The History Tab contains a record of all edits made to
the position, including the date the edit was made
and who made the edit.

3:8 Deleting Positions

47

x
General | Details | Additional Info] UFM | History |
Position Type: INAF vl Pay Plan: INF vl Grade: |D4
Fozition Title:
LIBR&RIAN
Doe Series: {1410 - Librarian Series =l
Position Status: Appointment Catagory: Hours Sch'd per ‘Week:
Active =l |rFT = a0
—Employees [Displaying 1 of 1 employees) Refresh—
Wagformance
(7=]quilar, Tracey  Empl@hee has no reference ta DCPDS or MINMER.
Add Remave " Display Inactive Emplayees
oK Lancel | Apply |
Fig 3-17: Position Properties — Employee
Position Properties - NF-1410-04 LIBRARIAN ﬂ

General| Details | Additional Info| U @

Lzer | Date | Ewvent
[.Steele 9/416/2007 8:44:54 PM  Added employes: Aguilar, Tracey
D.Steele 9A6/2007 25236 PM  Created Paosition: W=LODB-HA-03, Subline 1 [MAF

1| | 2l
History Events: 2 Prirt |
Befresh

ok | LCancel | Apply

Fig 3-18: Position Properties — History

All data shown is fictional. Manual best viewed in color.
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Positions should only be deleted from the positions view if the position was created in error. A position
cannot be deleted if it has been UFM Converted or if it is a UFM NAF position. (Contact an IMETS
Administrator for assistance with UFM positions.) A position with active or inactive employees can only
be deleted if the employee records are first relocated to a different position.

A position that was at one time an active position at the installation and will no longer be filled, should
be marked as InActive. This allows the system to retain a history of positions over time. The InActive
status should not be used to hide positions which were created in error.

Steps to Deleting Positions:

Deleting Positions without Employees:

1. From the Positions View, highlight the position to delete
and click the Delete Button from the toolbar.

2. IMETS will ask if you are sure you want to delete the
selected position and warn you that this action cannot be
undone. If you are sure this is the position you want to
delete, click Yes.

3.  Once you click Yes, the position is deleted and you are
returned to the Position View.

Deleting Positions with Employee(s):

1. From the Position View, highlight the position you wish to
delete and click the Delete Button from the toolbar.

2. Again, when we click delete, IMETS will ask you if you are
sure you want to delete the selected position, click Yes.

3. A window will appear stating that the positions contains
one or more employees, either active or inactive and you
must relocate the employees before deleting the
position. If you would like to relocate the employees click
Yes.

Wi IMETS Console ¥1.1 - Steele, Drew

= [EREAEA =N

ments | |

Std. NAFI Nurbers |
Positions Employees I Indivi

Location Codes I
General I Repoits

1 IMETS Root [IMA]
Ek4ly Central Region
ﬁ Organization
B4 Standard NAFI
{;ﬁ L - Fart Lapaly
{;ﬁ =R - Fort Respect
#% =V - Fort Service
B £2 Standard Ganison Organization
=425 Unit Identification Code
E-4¢ Eastem Fiegion

Pasition
NF-0183-03 LEAD RECREATION ASSISTANT
(¥ NF-0183.01 RECREATION AID
[& NF-0189-01 RECREATION AID
L& NF-0189-01 RECREATION AID
G NF-1101-01 OFERATIONS ASSISTAN
ETENF-1101-02 OPERATI I
5 NA-7404-04 COOK.

G NA-7404-04 COOK,
Fig 3-19: Delete Position

x

| Are yousure you wark to delete
\,__‘/ NF-1101-02 OPERATIONS ASSISTAMT?
o won't be able bo undo this ackion,

Yes | Mo I

Fig 3-20: Delete Position - Message

Cancel

IMETS Manning Document ﬂ

D I This position contains one or more emplovees, either active or inactive,
\.__‘/ that must be relocated to another position before it is possible to delete,

Would vou like to relocate these emplovees now?

Contact an IMETS Adminiskrator For assiskance.

Yes Mo Cancel

Fig 3-21: Delete Position - Relocate Message

All data shown is fictional. Manual best viewed in color.
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4. The Relocate Employees Window appears. The window
displays the following:

1. The current position being deleted.

2. The standard NAFI of the position being
deleted.

3. The active or inactive employee(s) that are
currently in the position.

4. Similar positions to the position being
deleted, including the employee (if
occupied), SNN and position status.

5. To perform the relocation, first select the employee to
relocate by placing a check in the box to the left of the
name.

6. Next, highlight the position to relocate the employee
too.

7. Click the button Reassign Selected Employees.

. If the employee record is active, it will appear as an
active employee in the position it is relocated to.

. If the employee record is inactive it will appear as an
inactive in the position it is relocated to.

e [fthe employee record is active and the position it is
being relocated to is inactive, the employee record
will be inactivated when it is relocated to the
inactive position.

8. A message box will appear to confirm the relocation.
Click Yes to continue relocating the employee record.

x

Current Position:
[twLCES-0230-02 (1) GS-0030-09 SPORTS SPECIALIST

Current Standard NAF] Humber: <L 1HBSPGL

Ermployee | Conformance
alley, Chae  <Inactive Emploves

: Reassign Selected Employees d

2 Similar Positions

Posilion [ Employes SHN [ Status
T /L CES 0N 3K (1) YC-0030-02 SUPY SPORTS 5. Meding, Dorothy ALTHESPRL  Active
B WAL CES0T 3T [2] GEO030-12 SUPERVISORY 5 ¢Vacants MUTHESPRL  Indstive

Clase

i Relocate Employees x|

Fig 3-22: Relocate Employees

Current Pasition:
|\wiAL CE3-0230-02 (1) GS-0030-09 SPORTS SPECIALIST

Current Standard MAF] Number: IXUHESF‘GL

Employes | Conformance
iBailey, Chae  <Inactive Employees

2 Similar Positions

Position

Close

Fig 3-23: Relocate Employees

x
ou are about ko relocate:
‘-'J/ Bailey, Chae

From:
WKLCES-023]-02 (1% 55-0030-09 SPORTS SPECIALIST
ALIHESPGL

Ta
WHLCES-013K-01 (1) YiC-0030-02 SUPY SPORTS SPEC
ALIHBSPGL

Continue?

Yes ] Zancel

Fig 3-24: Relocate Employees Confirm

All data shown is fictional. Manual best viewed in color.
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9. When the relocation is complete a confirmation will
appear: ‘Relocated 1 employee(s)’. Click OK.

10. Users are returned to the Relocate Employees window,
click close if the employee window is empty or relocate
any remaining employees until employee window is
empty.

11. Users are returned to the Positions View. The deleted
position is no longer there.

IMETS Manning Doc

Xl
\!J) Relocated 1 employees)

Fig 3-25: Relocated Employees

i Relocate Employees

Current Positian

|W'><LEE 5-.0231-02 1) G5-0030-03 SPORTS SPECIALIST

Current Standard NAFI Number: [y {HESPGL

Emplopes | Conformance

2 Similar Positions

Clase

Position | Employee | SHN | Status I
Q_ T WHLCES-013K-01 (1)¥C-0030-02 5UUPY SPORTS 5 Medina, Dorathy #L1HBSPGL  Active
Eé;E\Au‘XLCEH-U'I -0 [2) GS-0030-12 SUPERVISORY 5. <Wacants #LTHBSPGL  Inéctive

Fig 3-26: Relocated Employees

3:9 UEM Conversion Wizard

All data shown is fictional. Manual best viewed in color.
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All UFM Conversions are tracked in IMETS. When an APF position is converted to NAF, the UFM

Conversion Wizard must be used to properly track the conversion in IMETS.
The IMETS UFM Conversion Wizard wiill:
e Associate the APF position with a new or existing NAF position
e Move the employee to the selected NAF position
e Mark the APF position as 'UFM Converted'.
An existing position might be converted under for the following situations:
e Voluntary conversion by incumbent
e A former APF position can be converted into one or more NAF positions

Using the UFM Conversion Wizard:

1. Touse the tool, go to the Positions View and highlight the

position to be converted and then select, Tools, All Tasks, il || Frm | Wom s (= (PR
UFM Conversion Wizard. E
Propetties
. . . L. . . Refresh  F5
. Right clicking on the selected position will also give BT
the option to begin the UFM Conversion Wizard. 5 '_& Drgariaation
% Standard NAF)
o)

e #L - Fort Loyalty
S-{1/8 1 - MwA Fund
; fégh HA - Libraries
+ @ HB - Gym/Phy Fit/dqua Trmgsdth Equip Chi

IENF-DDSD-DS PROGRAM MAMAGER -

0-11 SPORTS DIRECTOR

Fig 3-27: Launching the UFM Conversion Wizard

2. The UFM Conversion Wizard launch with an information

window. Click Next

place during this conwersion process:

Help Cancel ¢ Bac

The APF position ywou have selected for UFM corversion is
encumbered with an active employee. The following steps will take

-Agsociate the APF position with & new or existing NAF position
- Mowe the employee to the selected MNAF position
- Mark the AFF position as 'UFM Converted'

Click 'Mesdt' to continue or 'Cancel' to exit this wizard...

Eirizh

Fig 3-28: UFM Conversion Wizard

All data shown is fictional. Manual best viewed in color.
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3. IMETS gives the choice Create New NAF Position or Select
Existing Position.

Select Existing Position should almost always be
the option selected. The only time Create New
Position should be used is if the employee is being
hired into a newly established position to the
organization, otherwise duplicate positions will be
created on the Manning Document.

4. When Select Position is used, IMETS will prompt the user to
select an existing position by driling down the UIC tree.

5. Navigate the UIC tree and select the position to convert to
and click OK.

6. Next, IMETS prompt the user to select and MDEP. Use the
drop down menu to select the correct MDEP.

7. Use the drop down menu to select the MWR Remark Code.

8. When both the MDEP and MWR Remark Code have been
select the Finish button becomes active at the bottom of
the window. Click Finish.

9. Users will be returned to the Positions View, the UFM
Conversion is complete.

10. The APF position that was converted now shows a status of
UFM converted with an employee count of 0. (These
positions are not lost or deleted from the IMETS
database.)

11. The new NAF position now appears filled by the employee
from the converted APF authorization.

UFM Conversion Wizard - Associate with NAF

APF Position to be converted:
|\A-"><LEE91JH-DB [1] f=L1JHLSGL) G5-0050-11 SPORTS DIRECTOR

MAF Position az UFM Delegate:

Select Existing MAF Position... Create Mew NAF Position

Atthis point, an association between AFF and MAF positions is ;l
established. Setthis link with a click of the 'Create New NAF
Fosition' or 'Select Existing MNAF Position...' buttons.

[
Help Cancel < Back Tdext > Eirizh |
Fig 3-29: UFM Conversion Wizard
Browse for IMETS Contest...
E Para JD ;I
-9 Para JE
-9 ParaJF
-9 Para IG
E1-48 ParaJH J
+-f Line 05
=g Line 08
. NF-0030-04 SPORTS DIRECTOR [MNAF):
[+-%2) ParaJM
2P Pore =
S A

Fig 3-30: Browse for Position
IGDPE vl

MiwF Remark Codes: [ a4/ - vauth Services Authorization j

Specify which MOEP fuhds this pogition:

“rou hawve reache

- AFF position has been associated with a NAF position
- Morwved the employee to the selected NAF position
-Marked the AFF employee as 'InActive’

- harked the AFF position as 'UFM Converted'

Flease specify which MDEP will fund the NAF position and
selectthe appropriate MWHE Remark Code,

Click 'Finish' to cormmit these changes or 'Cancel' to revert hack
to the original values and exit this wizard. =l

Hiext » ‘ Firizh
S 4

Fig 3-31: MDEP and MWR Remark Code

Help I Cancel < Back

All data shown is fictional. Manual best viewed in color.

Please send comments or corrections to: Rachel.s.kennedy.naf@mail.mil



12. When Create New NAF Position is used, IMETS will create a
new position record. The position record will be
automatically populated with as much information as
possible from the APF Position, however certain fields will
still need to be completed manually.

e Assign a pay plan by clicking the drop down
menu, then enter a grade.

e Click OK.

13. The Wizard will prompt to assign an MDEP Code and MWR
Remark Code - select from the pick lists and click Finish

14. Users will be returned to the Positions View, the UFM
Conversion is complete.

15. The APF position that was converted now shows a status of
UFM converted with an employee count of 0. (These
positions are not lost or deleted from the IMETS
database.)

16. The new NAF position now appears filled by the employee
from the converted APF authorization.

i Position Properties - -0030- SPORTS DIRECTOR ﬂ

General | Detals | Addiional Infa] UFM

Position Type:  [paF -

Grade: l— )

Pay Flan: lﬁ
4
=

Position Title:
SPORTS DIRECTOR

Occ Series: IDDSD - Sports Specialist Series

Position Status: Appaintrent Catagony: Haours Schid per Week:
Ative x| |RFT = Ja

— Employees [Displaying 1 of 1 employees)

Employee I Conformance: I

Smith, Angela

Employee has na reference ta DCP...

Add Bemaove = | Wisplay Inactive Erplapess

oK | Lancel | Apply

Fig 3-32: Position Properties

Position

| UIC-Para-Line (5401 | Std NAF

I Employees | Status

%GS-DDSD-H SPORTS DIRECTOR
%NF-DDED-D# SPORTS DIRECTOR

Wi LCE3-JH-06 [1]
WiLCES-JH-06 [1]

IFb Coreversion .
Active

“LTJHEEGL 0
#L1JHLSS

Fig 3-33: Position Status — UFM Conversion

3:10 Overrides

All data shown is fictional. Manual best viewed in color.
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Overrides temporarily resolve manning document conflicts and are primarily used when personnel
actions are in process with Human Resources. For example, MinMER may have an occupational series
wrong. The correction has been submitted to NFS (Texarkana, TX), but in the meantime a conflict is still
appearing in IMETS. With appropriate permissions, an override can be created to resolve the conflict.
Overrides will expire in 30 days. If the original problem has not been corrected then the conflict will
reappear.

Setting an Override:

1. From the DCPDS View (or MIimMER view for a MinMER override), double click the conflicted record.

1} IMETS Console ¥1.1 - Steele, Drew oy ] 4

File Action Yiew Tools Help Debug

EREENEEN |

Lacation Codes I Std. MAFI Murmbers I Standard Garrizon Organization
General | Reports | Pozitionz | Employees | Individuals DCPDS I MIMMER
Employes | Position | UIC | Std MAFI | Poz Type | Conformance |
[E=lswheeler, Martin -~ NF-01859-02 RECREATION ASSISTANT  WLCES ®LTHBSPGL MNAF Congruent Recards.
[F=lswatson, Dennis  NF-0183-01 RECREATION AID WHLCES MLTHBSPGL MAF Congruent Records.
E=l"wallace, Mattin -~ G5-0183-03 RECREATION AID WwiwLCE9 =L1HBSPGL APF Congruent Recaords.
Stewart, Matasha MF-0188-03 RECREATION SPECIALIST WwWi<LCE9 =L1HBSPGL MaF Congruent Recaords.
[T Dwens. Philip F5-0183-03 RECREATION AlD WwiLCE9 =L1HBSPGL APF Pogition conflicts with DCPDS.
Page: | 4 | | T » || af1  (Records1-50f5) [Fitered)

| Central Begion; =L - Fort Lopalty: 1 - MWE Fund; HE - Gem/Phy Fit/Agqua TngAtth Equip Chi | i
Fig 3-33: DCPDS View - Override Example

2. The DCPDS Properties window launched. Conflicts can be Il; DCPDS Properties - Owens, Philip x|
reviewed on the Conflicts Tab.

Generall Manning Document Reference  Conflicts | Additional Info D\renidesl

. In the example, DCPDS lists the occ series as 0189 Conflicts wWith M anning Document:
and the Manning Document lists it as 0188. Field | DEPDS | Manring Document |
O D ceupational Series 0189 - Recreation Aid ... 0188 - Recreation Spec...

. Assume, in this example, that the Manning Document
is correct and DCPDS is wrong. A request has been
made to update the data through CPO in the DCPDS
database, but the update will not be imported into
IMETS until the weekly import. We can create a
temporary override to resolve the conflict.

Flace a checkmark on each item to syncronize Manning Document data with DCPDS

ak. LCancel Apply

Fig 3-34: DCPDS Properties — Conflicts Tab

All data shown is fictional. Manual best viewed in color.
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Click on the Overrides Tab.

. A List of fields that are available to override are
displayed.

. If an override is already in place, the text ‘Override
Enabled’ will display with the expiration date .

Double click on the field to override.

The Override Data Field will launch.
. Data Field: Displays which field is being overridden.

. Original Value: Displays the actual value being
imported from DCPDS or MinMER.

. Override Value: Drop Down Menu that allows the
selection of the override value. (This is not always a
drop down value depending on which field is being
overridden.)

. Override By: This will display the user that created the
override once the override has been saved.

. Override Expiration Date: Displays the date the
override will expire. (30 days after it was created.)

Use the drop down menu to select the override value. In
the example 0188 is selected.

Click OK.

MINMER Properties - Clarke, Daniel |

—
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Generall M anning DocumentHeferenceI Conflicts I Additional Infa  Overrides |

Field | Overide |

Standard MAF] Overide enabled. Expires 10 Novw 07
Pay Plan

oK I LCancel | Al |

Fig 3-35: MinMER Properties — Overrides Tab

Override Data Field - Occupational Series x|

Data Field:
|D coupational Series

Original % alue:
|D'I 89 - Recreation Aid and Assistant Series

Override Walue:
Overmide By:

Oweride Expiration D ate:
| 10 Moy 07

Clear Duveride | 0K I Cancel |

Fig 3-37: Override Data Field

Override Data Field - Dccupational Series x|

Drata Field:
|D coupational Series

Original * alue:
|D'I 83 - Recreation &id and Assistant Senes

Override Walue:

Overide By:

Overide Expiration D ate:
| 10 Nov OF

Clear Dxemide | ‘ Lancel |

Fig 3-38: Select Override Data Value

All data shown is fictional. Manual best viewed in color.
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8. Returned to the DCPDS Properties, Override Tab the

override now shows as enables with an expiration date. :
Generall Marning Document B eference I Canflicts I Additishal Info Dvemdesl

9. Click OK to close the record.

Oecupational Series Overide enabled. Expires 10 Moy OF

Figld | Dveride |
Standard MAF| Overide enabled. Expires 10 Moy 07,
Pay Plan

x|

Fig 3-39: Override Enabled

10. Atthe DCPDS View, the record now shows as congruent and the series displays as 0188.

- LCancel | Apply
EE———

IMETS Console ¥1.1 - Steele, Drew -0l x|

File Action Wiew Tools Help Debug

o AR FRB | ET

Generall Heportsl Positions  Employees | Individualsl DCROS I kIMNMER I Std. MAFl Mumbers | Standard Garrizon Drganizatiunl

Green, Cazey  MF-0188-03 RECREATIOM 5...  wi=LCES-JQ-03[1] XL1IHBSPGL MAF Congruent Records.
Garett, Bho... NF-0183-03 RECREATIOM A ‘wHLCES-JO-02[1] =LIHBSPGL MAF Congruent Records.
Houston, Tr... NF-0301-03 SPECIAL EVEM...  wHLCES-JO-01 1] =L1IHBSPGL HMAF Congruent Recaords.
[F=lwheeler, ... MNF-0189-02 RECREATION & wiLCES-JE-04[1)  #LTHBSPGL MAF Congruent Records. LI

Page: | « || 1 v || of1  (Recards1- 26 of 25)

| Central Region; <L - Fort Logalty; 1 - MR Fund; HE - Gem/Phy Fit/4qua Trmglath Equip Chi| Record 1

Fig 3-40: DCPDS View — Congruent with Override

3:11 Custom Fields (Additional Info Tabs)

All data shown is fictional. Manual best viewed in color.
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Positions, Employees, and Individual Records all contain an Additional Info Tab. The Additional Info Tab
provides a way for users to associate an unlimited amount of miscellaneous data with a record using
custom fields. There are a variety of data types available to suit most purposes. (Text, numeric, date,
yes/no.)

Adding Custom Fields in the Additional Info Tab:

4.

5.

Open the Position, Employee or Individual to add additional

info to.

Click on the Additional Info Tab.

Select the type of Value to create by clicking the Add drop
down menu. (In our example we are creating a New Text

Value.)

A New Text Block will appear, allowing the user to title the

new data field.

Type the Title of the new custom field in the box.

Employee Properties - Garner, Marsha il
Gerefl  Addiional Info | EPDS | MINMER | Posttion |
MName | W alue
val Due Date
Mew Nurneric Yalue
Mew Date Yalue
Mew Yes/Mo Value
=
ok I LCancel | Appl |
Fig 3-41: Additional Info Tab
x

General  AddiionalInfo | DCPDS | MINMER | Postion]

Mame | Walue

aI Due
[ab{}

Add.. - | Remove

Aftribute Flags:

[W| F=rding Personnel Action
11z Deployed

[[] Coramand Sponzared
11z OverHire

[[] Office R eview

LCancel |

Fig 3-42: New Text Value

All data shown is fictional. Manual best viewed in color.
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6.

7.

8.

10.

In the example, the Custom Field is titled ‘Supervisor’.

Once the text field is named & created, double click on it
to input the data.

Users may then be allowed to edit text in the Value Data
Field.

The Protection tab sets permissions (optional). The
permissions apply to other users with access to the position,
employee or individual record being edited. By default,
custom field values are open for editing and deleting by
any other user with access to the record..

Click ok when finished.

x
General  Additionallnfa | DCPDS | MINMER | Postion]
Mame | Walue |
|Eval Due Date
isor
Add.. = Bemove
Attribute Flags:
Pending Perso
[z Deployed
[[] Command Sponzored
[ 1z OwverHire
[] Dffice Review x|
Ok Lancel | Lpply |
Fig 3-43: Additional Info Tab
Edit Text |
Data | Frotection I
Yalue name:
|Supewisor|
Walue data:
Enter data here..... ;I
-
Ok I Cancel |
Fig 3-44: Value Data Field
Edit Text |

Data | Protection
[~ Prevent data list/data acoess (private data)
v Allow value name change

v Allow value data change

v Allow value deletion

[lata protection attributes applicable to individuals other than creatar.

oK Cancel

Fig 3-45: Protection

All data shown is fictional. Manual best viewed in color.
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11. The notes are now stored on the Additional Info Tab.

e They will be visible to any user with access to the
record.

Other Custom Field Types:

1. The Date Field type will allow a date to be stored. IMETS
provides a calendar to select the date. Simply click on the day
from the calendar, or use the right and left arrows to move to a
different month. Click OK to store the date.

2. The Numeric Field type will allow a number to be stored.
Enter the number in the value data field and click OK.

Employee Properties - Anderson, Karen ll

General  AdditionalInfo | DEPDS | MINMER | Positon]

Mame I Walue

Eval Due Date
Supervisor Johm Smith

Add.. = | Remove

Attribute Flags:
[M| Fending Persor

[[]1s Deployed

[[] Camimand Sponsared

[1lg OverHire

[] Dffice Review =l

ju] I LCancel | Apply |
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Fig 3-46: Employee Properties - Additional Info

x
Data I Frotection |

Yalue name:
|Date Feild

Walue data:

;I September 2007 _’l

2027 28 2 3 H A
2 3 4 5 B 7 8§
9 10 11 12 13 14 15
16 17 gfEa 19 20 21 2
23 24 25 26 27 28 29
w12 3 4 5 B
T Today: 941872007

ak. LCancel

Fig 3-47: Date Value

Edit Number x|
Drata I Protection |

“alue name:
INew Mumeric Yalue #1

Walue data:

s

ak. I LCancel

Fig 3-48: Number Value

All data shown is fictional. Manual best viewed in color.
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3. The Name Field type will allow an IMETS name to be stored.
Type the first few letters of the last name and click Check
Name.

. If more than one name is found, a pick list will allow
the user to select the correct individual.

. Hint: Enter the first letter of last name followed by the
last 4 of social security number (SSN).

4. The Yes/No Field type will allow ‘Yes’, ‘No’, or
‘Undetermined’ vale to be stored. Click the radial button next
to the value and click OK.

. Only one value may be selected.

Data | Protection |

Walue name:

|New Mame Value #1

Walue data:

ISmith Aled]

Eheck Hame |

Fig 3-49: Name Value

Edit Yes/ Mo

Data | Frotection I

Y alue name:

INew fes/NoYalue #1

YWalue data:
™ Yes

* Mo
" Undetermined

LCancel

Fig 3-50: Yes/No Value

3:12 Funded By Source on LN Records

All data shown is fictional. Manual best viewed in color.
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All Local National (LN) position records in IMETS need to have a ‘Funded By’ source specified, either APF
or NAF. The ‘Funded By’ field only exists in LN Position records.

Selecting the ‘Funded By’ Source on LN
Records:

1. From the Position View, double-click the LN position to i Position Properties - New Position x|
launch the Properties window. Select the Details Tab.

General  Detail: | Additionallnfol Historyl

2. Use the drop down menu to select the Funded By source - LI
either APF, NAF, or Other. : |wxLODE (FORT LOYALTY, EAST SIDE) |

Paragraph: IHC Lire Number: |g3 Sub Line...l i}
Sl NAFl  [<LTHCRCG] Check HeF! | Browse foraL. |

3. Click OK to close the record.

Job Mumber: I Funded By: vl
_ APF
—Pay and Benefit NAF
Pay Rate: Budgeted Annual Payrate:  Budd Other

Remarks:

Ok I LCancel | Apply |

Fig 3-51: LN Funded By

3:13 Leader Development Program Desighation

All data shown is fictional. Manual best viewed in color.
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IMETS is used to identify and document positions subject to the MWR and Career Field (CF) 51, Morale,
Welfare and Recreation (MWR), Leader Development Program (LDP). Regular Full-Time positions in
grades NF-4 through NF-5 in MWR, Lodging, Armed Forces Recreation Centers and Army Recreation
Machine Program NAFIs should be assighed one of the following LDP designations:

e NotLDP
e Junior Position
e Senior Position

e Key Position.

Assigning an LDP Designation to a Position:

1. From the Position View, double-click the position to launch
the Properties window. Select the Details Tab.

2. Use the drop down menu to select the LDP source - either
‘Not LDP’, “‘Junior Position’, ‘Senior Position’, or ‘Key
Position’.

3. Click OK to close the record.
Hint: To just look at position records that require a LDP

designation, use a Filter. Click the Define Filter button from the
tool bar and set a filter LDP equals NFO4/NF05.

i Position Properties - NF-0701-04 YETERINARY MEDI 1'

General Detais | AddiionalInfa] UFM] Histary |

uic: IW’XLEES [US ARMY GARRISON FT LOYALTY) j

Paraaraph: ITD Line Murmnber: |g4 Sub Line... I 1

Std. MAFI: IXL‘ITD\-"SG‘I Check MAFI | Brovse for NAFI... |

Job Mumber: IALB2D LDP: IJunior Pasition 'l

) Mot LOP

— Pay and B enefitz i uniar Pasition
Pay Rate: Budgeted Annual Payrate:
I I Key Position

Remarks:

0K I LCancel | Al |

Fig 3-52: LDP Designation

3:14 VICE, LWOP, FURL Designations

IMETS allows for an employee to be marked with the prefixes, VICE, LWOP or FURL.

All data shown is fictional. Manual best viewed in color.
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VICE - Prefix indicates the last active employee to fill a position. Useful in Manning
Document Reporting to track vacancies according the actual person that is being

replaced.

LWOP - Prefix indicates an employee is on Leave Without Pay.

FURL - Prefix indicates and employee is on Military Furlough.

Setting an employee prefix:

1. From the Employees View, double-click the employee to

launch the Employee window.

2. Use the drop down menu to select the Prefix — either
‘VICE’, “LWOP’, or ‘FURL’.

3. Click OK to close the record.

s Employee Properties - YICE: Baker, Daniela |
General | AddtionalInfa] DCPDS | MINMER | Pasiion ]
UIC-Para-Line:  [v24 CES-JG-05, Subline 5 [NAF)
Pasition: |CC-1702-02 CHILD & YOUTH PROGRAM ASSISTANT (TARGET L
Individuak  |\/ICE: Baker, Dariela
Iv Active Emplayee Prefis: I\,.-| CE j
Remarks: niore
L'wOP - Leave without pay
FURL - Furlough
[~
Conformarce:
|E0ngruent Recards.
Ok LCancel | Apply |

4. The employee name will now display with the prefix in front
of it, whether it is being viewed form the employees view
or form the position itself.

Fig 3-53: Prefix

Employes | Puasitian | UIC-Para-Line [S/L] | Std NAFI | FPosz Tupe | Conformance
[E=tRaker, Dariela CC-1702-02 CHILD & vOUTH PROGRAM ASSISTAMT [TARGET LEWEL-4] wWixlCES-JG-05 (58] =L1JMYPGL MAF Congruent Recarc
Benzon, Ronnie MF-1701-03 CHILD & vOUTH SERYICES ASSISTANT DIRECTOR WHLCESJM-09[1]  =L1IMYPGL  MAF Congruent Recarc
F=WICE: Ellis, Damaniz  CC-1702402 CHILD &YOUTH PROGRAM ASSISTAMT [TARGET LEVEL-4] wiLCES-IM-02 (11 %L1JMYPGL  MAF Employes has no 1
[F=]Jermings. Derick CC-1702-02 CHILD & Y0OUTH PROGRAM ASSISTAMT [TARGET LEVEL-4] WxLCESJM-03[1]  *L1IMYPGL MAF Congruent Recaorc
[E=lJohns, Ricardo Ma&-3566-02 CUSTODIAL WORKER WELCESJM-08 1] *L1IMYPGL  MAF Congruent Recorc

Note: When a prefix is used the employee record remains active until the record is manually

Fig 3-54: LDP Designation

inactivated. For example, if the prefix VICE is used, the employee will show and an active employee in
the position. Once the replacement is hired, the employee marked VICE, should be inactivated and the
prefix should be removed from the record. This will ensure that only one active record is appearing in
each position at any one time.

All data shown is fictional. Manual best viewed in color.

Please send comments or corrections to: Rachel.s.kennedy.naf@mail.mil



64

Section 4

Organization Module
Views and Record Types

4:1 About the Organization Module

All data shown is fictional. Manual best viewed in color.
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In section 4 we review the Organization Module. This module contains the views, records and tools
needed to directly manage and maintain the physical and geographical locations as well as Standard
NAFIs.

Each view displays records depending on where the user has navigated in the context tree and if any
filters or scopes are being used. The Views that make up the Organization Module are:

¢ Military Communities View
e Facilities View

e Activities View

e Standard NAFI View

e Location Code View

4:2 Organization lcons

All data shown is fictional. Manual best viewed in color.
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Organization icons are used in IMETS to identify different record types. Unlike the Manning Document
Module, records in the Organization Module are not compared to outside data sources so there is no
need for conflict or disconnect flags.

‘i’ Military Community Ilcon

@ Facility Icon

e
M= Activity Icon

II.'-'..
W% Location Code Icon

s,
MME Standard NAFI Icon

4:3 Military Communities View

All data shown is fictional. Manual best viewed in color.
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Lists Military Communities within the current context and is primarily managed at the
garrison level.

The Military Communities view is visible from the Organization Branch of the Context tree. Users can
create Military Communities to represent the geographical location(s) of an installation. Data may be
sorted by any of the columns within the Military Communities View simply by clicking on the column

header field.

e Military Community — The title of the Military Community is displayed.

¢ Installation - Displays the title of the garrison the Military Community belongs to.

General I Reports | Positions

Achivities

Employess | Individuals DCPDS MINMER Location Codes | Std, MAF] arrizon Organization |
I Facilitiez ¢ il Communities”

| Ingtallation

tilitary Commumity
Fart Dty - Main Post - Fort Duty

Page: W] 4 || T || of1  (Records1-10f1)

Fig 4-1: Mil. Communities

4:4 Military Community Record

All data shown is fictional. Manual best viewed in color.
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Contains detailed data representing a geographical military community.

Military Community records in IMETS are managed by the garrison. Military Communities make up a
garrison. Military Community records may have multiple facilities.

1. General Tab

It} Military Commmunity Properties - Fort Duty - Main Poskt

General | Additional Info

Military Carmmunity Title:
|F0rt Duty - kain Post

Installtion:
|F-:rt Dty

— Facilities

Facilties |~ Add...

Bldg. 1102
§ Bldg 127
i Bldg. 23

R Bldg. 242
o Blda. 531 =l

v Active

1] LCancel Arply

Fig 4-2: Mil. Community — General Tab

2. Additional Info Tab

Ity Military Community Properties - Fort Duty - Main Poskt

General  Addiional Info |

Mame | Walue

Add. -

Remove

oK | LCancel | Apply

Fig 4-3: Mil. Community —Additional

4:5 Facilities View

. Military Community Title: This field is editable at
any time and displays the title of the Military
Community.

e Installation This field is set when a record is
created and once set can not be changed. It
displays the garrison that the Mil Community
belongs to.

. Facilities: This section displays a list of facilities that
make up a Mil Community. There is an Add button
to Add more facilities if necessary.

e Active: This check box will toggle the active status
of the Military Community. The default is set to
Active.

The Additional Info Tab is used to create Custom
Fields. Custom Fields can be used to record and track
unique information used by the local installation. There
are several different types of fields available: Text
Fields, Numeric Fields, Name Fields. Date Fields, Yes/No
Fields.

Adding Custom Fields are covered in section 3:11.

All data shown is fictional. Manual best viewed in color.
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Lists Facilities within the current context and is primarily managed at the garrison level.
The Facilities view is visible from the Organization Branch of the Context tree. Users can create Facilities
to represent the structures within a military Community where Activities reside. Data may be sorted by
any of the columns within the Facilities View simply by clicking on the column header field.

e Facility Name - The title of the Facility — most often a building number, however a pool or golf
course could also be a facility.

e Street Address - Displays the street address of the Facility.

e Mil. Community — Displays the installation and military community the Facility belongs to.

General | Reports | Positions I Employess | Individuals | DCPDS | MINMER | Location Codes I Std, MAFI Mumbers I Standard G amizon Organization
Achivities Facilities 1 Mil. Communities

Facility Namel StleetAddressI Mil. Community

@ Bldg. 1103  Main Street Fart Duty - Main Post, Fort Duty
@ Bldg. 127  Park Lane Fart Dty - Main Post, Fart Duty
@ Bldg. 23 Long Strest Fort Dty - b ain Post, Fort Duty
@ Bldg. 242  Paik Lane Fort Duty - Main Post, Fort Duty
@ Bldg. 531 Vicrop Street  Fort Dty - Main Post, Fort Duty

Fage: | < || T || o1 (Recods1-50f5]

Fig 4-4: Facilities View

4:6 Facility Record

All data shown is fictional. Manual best viewed in color.
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Contains detailed data representing a physical structure within a Military Community.

Facility records in IMETS are managed by the installation. Facilities make up Military Community. Facility

records may have multiple activities.

1. General Tab

; Facility Properties - Bldg. 1103

General | Addiional Info |

Type: Marne/Murnber:

| Bida. x| o

Street Address:

|Main Street

Military Carmriumity:

IFort Dty - Main Post, Fort Diaty

- Activities

Activiies | add.
nf}é Child Care Center &nnex

V¥ Active

ag LCancel Apply

Fig 4-5: Facility - General Tab

2. Additional Info Tab

It) Facility Properties - Bldg. 1103

General  Additional Info |

Mame | Yalue

Add. - Bemove

ok | LCancel | Ay

Fig 4-6: Facility —Additional Info

4:7 Activities View

e Type: This drop down field displays the type of
facility, such as Building.

. Name/Number: This field displays the name of the
building or building number.

. Street Address: This field displays the street
address of the facility.

e  Activities: This section displays a list of activities
that make up a Facility. There is an Add button to
Add more activities if necessary.

e Active: This check box will toggle the active
status of the Facility. The default is set to Active.

The Additional Info Tab is used to create Custom
Fields. Custom Fields can be used to record and track
unique information used by the local installation.
There are several different types of fields available:
Text Fields, Numeric Fields, Name Fields. Date Fields,
Yes/No Fields.

Adding Custom Fields are covered in section 2:X.

All data shown is fictional. Manual best viewed in color.
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Lists Activities within the current context and is primarily managed at the garrison level.
The Activities view is visible from the Organization Branch of the Context tree. Users can create Activities
to represent an organizational department or MWR Activity within a Facility. Data may be sorted by any
of the columns within the Activity View simply by clicking on the column header field.

e Activity — The title of the organizational department or MWR Activity.

e Num Departs - Lists the number of department codes (G1, GL, 01 etc.) associated with the

Activity.
General I Reports I Pozitions I Employees I Individuals DCPOS MINMER I Location Codes | Std. Na&F| Mumbers Standard G arrizon Organization
Activities | Facilities I Mil. Communitiss
Activity I Mum Depts

m@é[ﬁentral Child Care Center
ﬁg Child Care Center Anies
hf{ Strike Zone Bawling

i DCa,

hf{ Autamation

ﬁ tarketing

1% Haot O Club
ﬁ\u"ictor}l Lane Auto Crafts

P I = = s T T R N e

—_

Page: W« | | T 0| o1 (Records1- G of 8]

Fig 4-7: Activities View

4:8 Activity Record

All data shown is fictional. Manual best viewed in color.
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Contains detailed data representing an organizational activity within a facility.

Activity records in IMETS are managed by the installation. Activities make up Facilities. Activities records

may have multiple departments.

1. General Tab

i1y Activity Properties - Central Child Care Center

Generall Additional Infa | Contact Infa

Activity Mame:

ICentraI Child Care Center

Facility:

[Blda. 242; Fort Duty - Main Post

Aszocisted Location Code:

|SD1JGRR - RugRate

— Departments

Department Code | - Add...
@ 72 - Part Day Preschoal [PDPS)
@ 73 -Full Day Care — Bemove |
m 74 - Hourly Care
@ 70 - Food Program
it 83 - Property Doeration Maint and Ensray LI

¥ Active

oK Cancel Apply

Fig 4-8: Activity — General Tab

2. Additional Info Tab

i Activity Properties - Central Child Care Center

General  Additional Info | Cantact Info I

Mame | Walue
Fax
F'hc-ne
Add.. « Bemove

Qg Cancel Spply

Fig 4-9: Activity —~Additional Info

e Activity Name: The name of the activity is
displayed here.

e  Facility: This field displays facility type and
number, as well as the military community name
the activity belongs to.

e Associated Location Code: This field displays
Location Code and description.

. Department: This section displays a list of
departments that make up an Activity. There are
Add and Remove buttons to Add and Remove
departments if necessary.

e Active: This check box will toggle the active
status of the Activity. The default is set to Active.

The Additional Info Tab is used to create Custom
Fields. Custom Fields can be used to record and track
unique information used by the local installation.
There are several different types of fields available:
Text Fields, Numeric Fields, Name Fields. Date Fields,
Yes/No Fields.

There are two default custom fields already created
to store the Fax and Phone number of the Activity.

Adding Custom Fields are covered in section 3:11.

All data shown is fictional. Manual best viewed in color.
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3. Contact Info Tab

i Activity Properties - ¥ictory Lane Aukto Crafts

Generall Additional Info Contactlnfol

M anager:

ISgencer Allison Check Mame Clear Manager |

DSN:
5551234

Civilian Phane Mumber:
|703-222-1234

Far Phone Mumber:
|703-2221235

0K LCancel Apply

Fig 4-10: Activity - Contact Info

4:9 Location Code View

73

Manager: This field will allow an IMETS name to be
stored. Type the first few letters of the last name and
click Check Name.

. If more than one name is found, a pick list will
allow the user to select the correct individual.

. Hint: Enter the first letter of last name followed
by the last 4 of social security number (SSN).

DSN: This field displays the DSN telephone number of
the Activity.

Civilian Phone Number: This field displays the civilian
telephone number of the Activity.

Fax Phone Number: This field displays the civilian fax
number of the Activity.

All data shown is fictional. Manual best viewed in color.
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Lists Location Codes within the current context and is primarily managed at the
garrison level.
The Location Code view is visible from either the Organization Branch or the Standard NAFI Branch of
the Context tree. Users can create Location Codes in this view as needed. Data may be sorted by any
of the columns within the Location Code View simply by clicking on the column header field.

e Location Code and Title — The Location Code and the title are displayed.

¢ Inst Code - Lists the Installation code the location code belongs to.

e Fund Code - Lists the fund code the location code belongs to.

¢ Inst Code - Lists the Installation code the location code belongs to.

e Dept Code - Lists the number of department codes associated with the location code.

e Status - Displays if the location code is Active or InActive.

Generall Fleportsl Positionsl Employees Individualsl DCPDS' MIMNMER td. MAFI Numbersl Standard G amizon Organization

Location Code and Title | Inst Codel Fund Eodel Frg Eodel Dept Eodesl Status
£ AL - ARTS & CRAFTS XL 1 JB 3 Achive
{7 AD - OFFICE OF THE MwHR DIRECTOR KL 1 RC 4 Active
M_’-\‘?AD -NO DESCRIPTION KL 1 RP 2 Active
{% 4L - REGIMENTAL CLUE XL 1 [ 7 Achive
% 45 - AUTO SHOP XL 1 JC 2 Achive
% Al - NO DESCRIPTION KL 1 RE 2 Active
£ Al - 1T OFFICE KL 1 Rl 4 Active
(¥ BC - BOWLING CENTER XL 1 LE 7 Active
% BK. - LIBR&RY XL 1 Ha 1 Achive
% BL - REGIMENTAL CLUB KL 1 Kb 1 Active
{% CC - SUPPLEMENTAL PROGRAMS & SERVICES KL 1 PG 4 Active
f‘?ED - CHILD DEVELOPMENT CENTER XL 1 G 10 Active
M_"{?EF - Mo Drescription =L 1 RR 1 Active
% CL - LEE CLUB XL 1 [ 4 Achive
{7 CN - NO DESCRIPTION KL 1 KF 8 Active
M_’-\‘?ED -NO DESCRIPTION KL 1 KE 10 Active
{5 CP - N&F HUMAN RESOURCES OFFICE XL 1 RH 2 Active
M_F?CH - Community Recreation L 1 RS 1 Active
Page: M| 4 || T || of1  (Records1-E8ofE8)

Fig 4-11: Location Code View

4:10 Location Code Record

All data shown is fictional. Manual best viewed in color.
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Contains detailed data related to a specific location code.

The Location Code is part of the Standard NAFI that is managed by installations. Where the other parts
of the Standard NAFI such as the Installation Code, Fund Code, Program Code and Department Code
are all standardized codes - Location Codes are created at the installation level and may change over
time. Each location code generally represents a single activity or organizational element. Location
codes belong to one program code and may have multiple department codes.

1. General Tab

i Location Code Properties - NX - HOOT OWL CLUB x|

General | Additional Info

Installation Code:
ISD - Fart Duty

Fund Code:
|1 - MwR Fund

Program Cade:
IKG - Community/Caonsolidated Clubs

Location Code and Title:
|N>< |HDDT OwL CLUB

Department Cod

[epartment | - Add...
tawe 01 - Fegular Bar
i 11 - Dining Room
tae 13 - Private Parties Food Sales
{216 - Mobile Snack Bars

{WRE1 - Binao =l
V' Active
Ok | LCancel Apply

Fig 4-12: Location Code - General Tab

2. Additional Info Tab

'fi Location Code Properties - NX - HOOT DL CLUE x|

General  Additional Info |

Marme | Walue |

Add.. ¥ Remove

ok | Lancel | Zpply |

Fig 4-13: Location Code —-Additional Info

Installation Code: This read only field displays the
installation code the location code belongs to.

Fund Code: This read only field displays the fund code
the location code belongs to.

Program Code: This read only field displays the program
code the location code belongs to.

Location Code and Title: The first field displays the
location code, once created it cannot be edited. The
second field displays the location code title and may be
edited as needed.

Department Codes: This section displays a list of
department codes associated with the location code.
There is an Add button to Add more department codes if
necessary.

Active: This check box will toggle the active status of the
Location Code Record. The default is set to Active.

The Additional Info Tab is used to create Custom

Fields. Custom Fields can be used to record and track unique
information used by the local installation. There are several
different types of fields available: Text Fields, Numeric Fields,
Name Fields. Date Fields, Yes/No Fields.

Adding Custom Fields are covered in section 3:11.

4:11 Standard NAFI Numbers View
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Lists Standard NAFI Numbers (SNNs) within the current context and is primarily
managed at the garrison level.

The SNN View is visible from either the Organization Branch or the Standard NAFI Branch of the Context
tree. The SNN view is populated as Location Code records are added to the system.

o NAFI Code -Displays the full SNN

¢ Managing Activity - If a location code is associated with an Activity Record, the Activity
name will display here.

e Agency Cnt - Lists the number of Agency Associations the SNN has.

e Status - Displays if the location code is Active or InActive.

e Fiscal Years in Service: Displays the fiscal years the SNN has been used according to SMIRF.

General | Fieports I Pasitions | Employees | Individuals I DCRDS | FINMER I Location Cades | Std. NAF] Numbers || Standard Garrsan Organization |
MAF| Code I Managing Acti\rityl Agency Entl Statusl Fiscal Years in Service -
L1 HA BK GL 2 Active
mxu HE 5P 51 2 Active 04,01 b
mxu HE 5F G1 2 Active 0E, 05 04,0302 M
@XL‘I HE 5P GL 2 Active 0B, 05 04,0302 M
mxu HCRC 14 2 Active 06,09
mxu HCRC YL 2 Active 06,05
@XU HCRCE1 2 Active 05
mxu HC RC G1 2 Active 06,08, 04,03, 02 00,0093
mxu HC RC GL 2 Active 06,05
mxu HC 55 9F 2 Achve 00,99
{fREsL1HC 55 51 2 Active
mxu HD UF &l 2 Active 0B, 05, 04,03, 02 01,0099
mxu JB AL 93 2 Active 0F, 05, 04,03 02 01,0099
@XL‘I JB AL G 2 Actve 00,99
mxu JB ACGL 2 Active 06,08, 04
mxu JC A5 94 2 Active 0F, 05, 04,03 02 01,0099
@XL‘I JCAS GL 2 Active 0B, 05 04,03
@XU JOLRPEBEZ 2 Active 06,08, 04,03, 02 00,00 ;I
Page: W) 4| [ 1 || o1 (Records1-211af 217

Fig 4-14:

Std. NAFI Numbers View

4:12 Standard NAFI Number Record
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Contains detailed data related to a specific Standard NAFI Number

Standard NAFI Number records in IMETS are managed by the installation. Standard NAFI records are
created when new Location Codes are added to the system. These records are mostly read only once

created.

1. General Tab

'li NAFI Properties - SD1 JC X1 94
General | Details I Additional Infol

Inztallation Code:
|SD - Fort Duty

Fund Code:
J1 - MR Fund

Frogram Code:
|JC - Auto Crafts [Skill D evelopment)

Location Code:
|><1 -WICTORY LANE AUTO CRAFTS

Diepartment Code:
|94 - Auto Shop

Agsigned to Activity:
Bldg. 127: Fort Duty - Main Past/ictary Lane Auto Crafts

Browse For... |
Clear Activity |

[V ctive NAFI

oK | Cancel | Apply

Fig 4-15: Standard NAFI - General Tab
2. Details Tab

General Details | Additional Infol

Fizzal Years in Service:

Agency Aszociation:

O (] tion C

2000 [ Ay Community Service [ACS]

200 [ Amny Lodging Fund [4LF]

2002 ] Ay Recreation Machine Pragram [ARMP]

2003 [ Civilian Perzonnel Advisory/Operations Center [CPAC,
2004 Community and Family Support Center [CFSC)

2005 [[] Defenze Finance and Accounting Service [DIFAS]
2008 [[] Defenze Logistics Agency [DILA)

12007 Intallation M anagement dgency [IkMA)

[[] Stars and Stripes [Stripes]
[[1 Supplemental [SUFL]

ok LCancel Ll

Fig 4-16: Standard NAFI — Details Tab

3. Additional Info Tab

Installation Code: The Installation Code and installation
code title are displayed here.

Fund Code: This field displays the Fund Code and
description.

Program Code: This field displays Program Code and
description.

Location Code: This field displays Location Code and
description.

Department Code: This field displays Department Code
and description.

Assigned to Activity: This field is the activity the Standard
NAFI is assigned to (if any). In addition to the Activity Title,
the post name and building number are also displayed..
There is a Browse For.. button to add a new activity
association, and a Clear Activity to remove an Activity
association.

Active: This check box will toggle the active status of the
Standard NAFI Record. The default is set to Active.

Fiscal Years in Service: This section displays which years
the Standard NAFI has been in service. This data is based
on actuals from SMIRF.

Agency Association: This section displays which Agencies
the Standard NAFI number is associated with.

All data shown is fictional. Manual best viewed in color.
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NAFI Properties - SD1 IC X1 94

Generall Details Additionallnfol

Name | Walue |

Add.. - Remove

ok LCancel Apply

Fig 4-17: Activity — Contact Info

The Additional Info Tab is used to create Custom

Fields. Custom Fields can be used to record and track unique
information used by the local installation. There are several
different types of fields available: Text Fields, Numeric Fields,
Name Fields. Date Fields, Yes/No Fields.

There are two default custom fields already created to store
the Fax and Phone number of the Activity.

Adding Custom Fields are covered in section 2:X.
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Section 5
Working in the

Organization Module

5:1 Getting Started

The Organization Module contains two parts:
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1. The Organization Branch of the context tree which allows personnel data to be viewed
by geographical location as well as activity.

2. Standard NAFI Management is part of the Organization Branch. Although the Org
Module is where these records are managed, Standard NAFIs are key to ALL records in
IMETS regardless of what module they are part of.

Figure 5-1 is a diagram of how the Organization Branch works. Military communities represent physical
post locations — one installation may have more than one post. A community is made up of multiple
facilities (buildings) and each facility houses one or more activity. An activity is directly linked to a
location code which allows IMETS to display personnel records of the same location code as they relate
to physical communities or structures.

{7 Hoot OwW Club
(% Hoot Owl Chls (LC- X

£,
{iiEs Regular Bar [SD1KGHR01]

21} Fort Duty — Main Post
{ hilitcary Cormmuni

By
£ bingo (SDIKGNXE)

7y N
e Dining Room [SDIKGHXT)

) ﬁ
{7 child Care Center (Activity) Bidg. 1103
ﬁ Child Core Center [LC-TT])

frE Adrrin ($D1JGTIG) @
i Hourly Care [SDNJGTTT4)

Bidg. 23

Bidg. 127

r
Bldg. 541 {5 victory Lane Auto Craft (Activity)
% muto Crafts [LC- ®1)
o Auto Shep (SD1JCK194)

- .
fg, Fecwty [SD1JCEIGF)

m Fort Duty — Annex {% Carash (LG #2]

{ Ml £ Car W (SD1JCK2GL]
% Admin [LC- 83)
R Aclmin [SD1ICK3G1)
(R Wisc (SD1JCK3F)

Fig 5-1: Fort Duty Diagram

In this section we will cover different types of tasks required to set up and manage the Organization
Branch in IMETS as well as to manage Standard NAFI numbers.

e Adding a Facility e Adding a Location Code and Departments
e Adding an Activity e Editing Location Codes
e Adding a Military Community e Inactivating Standard NAFIS

5:2 Adding a Facility

Facilities represent physical structures or buildings which house activities. They may be added to IMETS
as needed. Facilities are only visible from the Org Branch of the context tree.
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Steps to Adding a New Facility:

1. Inthe Org Branch of the context tree, Drill down to the
military community where the facility should be created -
then click on the Facilities View.

wle
2. Click from the toolbar.

3. A blank Facilities Properties window will appear. Fill in all
applicable fields on the General Tab and the Details Tab
- click Apply.

. The Add Activities button becomes active after
clicking Apply

4. Click Add in the Activities window to create a new
Activity — a Browse for IMETS Context Window appears.

5. Select the location code of the activity that is housed in
the facility being creating. Click OK.

x
Gereral | AddiionalInfa]
Tupe: Mame/MNumber:
|Bldg. x| s
Street Address:
|Main Averue
Iilitary Comrrumity:
IAnnex j
Activitie:
Activities Addl.
v Active
0K LCancel | Apply
Fig 5-2: New Facility - Facility Properties
Drrill to the Location Code to be associated with this Activity....
ﬁ SO - Fort Duty -
=-fi8 1 - MwR Fund
-1 HA - Libraries
--{i@ HE - Gym/Phy Fitsdgqua Trnglbth Equip Chik
--{f@ HC - Recreation Centers [&nd/0r Rooms)
---&@ HF - Parks and Picnic Areas
--{t@ HH - Sportsfathletics Self Directed
E@ JB - Arts and Crafts [Skill Developrment)
g 15 - M LTI CRAFT
- {47 -NO DESCRIPTION
---&@ JC - Auto Crafts [Skill Development]
--{t@ JE - Outdoor Recreation Program General
--{i@ JF - Recreational Swimming Pools LI
[ iR [ S el NN 1 o WU PR o U R o TR

(& D oo |
A4

Fig 5-3: New Facility — Browse for IMETS Context

All data shown is fictional. Manual best viewed in color.
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x|

i ) The Location Code Title was copied as the Activity's Name, You may edit the Activity name i desired.

6. A message window appears stating that the Location
Code title was used as the Activity name. If also informs

the user hOW many department COdeS were automatically 7 Departments are available to this Activity and they have been automatically added,
added to the aCthlty Any department codes Wlthln the Use the Remove button to clear any unwanted Departments,
location code are automatically added to the activity.

Fig 5-4: New Facility- Location Title Message

7. The user is returned to the Activity Properties window. Itis
possible to edit the Activity name or remove departments Ge"e'a" Acditional Info] Cantact Info |

if necessary. Click OK. Achivity Mame:

|MULTI CRAFT [45)

Facility:

| Bldg. 102: Fort Duty - Main Past =l

Azzociated Location Code:
|SD1JB45 - MULTI CRAFT

Department:

Department Code | - A,
m 34 - Atz and Crafts Materialz

mm - Wioodworking Remove |
iR 93 - Mull Crafts b

@ 95 - Engraving Shop

ARG - Administration ﬂ

vV Active

Lancel | Apply |

Fig 5-5: New Facility - Activity Properties

8. The useris returned to the Facility Properties window. It is

Facility Propetties - New x|
possible to add move activities if necessary. Click OK to
close. General | Addiional Infa]
Tupe: MName/Mumber:
[ x| Jros
Street Address:
IMain Avenue

Iilitary Commurity:

IFort Dty - kain Post j

Activitie:

Activities
tii MULTI CRAFT [45)

W Active

LCancel Apply

Fig 5-6: New Facility - Facility Properties

5:2 Adding a Facility (cont.)
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9. Atthe main display window, the new facility now appears o ] [

in the Facilities View. Fil=  Acktion ‘iew Tools Help Debug
|« = [am|

General I Reportz I Pogitions I Employees I Individualz | DCPDS |
MINMER | Location Codes | Std MAFI Mumbers | Activities  Facitiss

sl |
En

F aility Namel Street.ﬂ.ddressl Mil. Community

@Bldg. 1103 Main Street Fort Doty - Main Pogt
@ Bldg. 127 Park Lane Fort Doty - Main Pogt
@ Bldg. 23 Long Street Fart Doty - Main Pogt
@’ Bldg. 242 Park Lane Fort Duty - Main Post
@ Bldg. 531 Vicrow Street Fort Duty - Main Post

ildg. 108 Main Avenus  Fort Duty -

1| | i
Page: M| < || T » || o1 [Records1-50f5)
| Eastern Fiegion; Fort Duty; Fort Du| | | S

Fig 5-7: New Facility - Facility View

5:3 Adding an Activity

All data shown is fictional. Manual best viewed in color.
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Activities represent an organizational department or Activity within a Facility. They may be added to
IMETS during the creating of a facility, as covered in the previous section, or directly form the Activities
View as covered in this section. Activities are only visible from the Org Branch of the context tree.

Steps to Adding a New Activity:

1. Inthe Org Branch of the context tree, Drill down to the
facility where the activity should be created - then click
on the Activities View.

wle
2. Click from the toolbar.

3. The Browse for IMETS Context Window appears with a
blank Activities Properties window behind it. Select the
Location Code of the Activity being created and click OK.

4. A message window appears stating that the Location
Code title was used as the Activity name. If also informs
the user how many department codes were automatically
added to the activity. Any department codes within the
location code are automatically added to the activity.

5. The user is returned to the Activity Properties window. Itis
possible to edit the Activity name or remove departments
if necessary. Click OK.

I1; Activity Properties -

General | Additional Infol Contact Info I

LA Browse For IMETS Context

Crill ta the Location Code to be
Facility:

azsociated with this Activity. ..

|[59|ECt ﬁ SD - Fort Dty
E-{i§ 1- MwF Fund
Associal --@ Ha, - Libraries

’@ HE - Gym/Fhy Fit/Aqua Tgsdth Equip Chi —
{7 4M - CLKY BASE PFC
% 4N - FRANTELLENICO PFC

85

DizpeT % 4R -GERSTCH FFC
7 % 45 - LOZADA PFC
4T - OLIVE PFC: _|
4L - FREEDOM FIGHTER PFC 5 |
EI’@ HC - Recreation Centers [And/0r Rooms)
4% 4w DWW RECCTR
@ HF - Parks and Picnic Areas LI
[ iR B T SN T RT N T a1 "
v Activ E
Ok | Lancel | Apply
Fig 5-8: New Activity —-Browse for IMETS Context
x|

\i,) The Location Code Title was copied as the Activity's Name. You may edit the Activity name f desired.

7 Departments are available to this Activity and they have been automatically added.
Use the Remove button to clear any Unwanted Departments.

Fig 5-9: New Activity -Location Title Message

Wi Activity Properties - OLI¥E PFC (4T)

General | Additional Infol Contact Info I

Activity Name:

JOLIVE PFC (4T)

Facility:

Azsociated Location Code:

|SD‘IHB4T - OLME PFC

Department:

Department Code

| .

m BE - Gyms and Sauna

m G1 - Admiristration

m GF - Expanded Operations

m GL - Demao Resources/JSA for MWH

Remaove |

v Active

‘ Ok i’ LCancel | Apply

Fig 5-10: New Activity — Activity Properties

5:4 Adding a Military Community

All data shown is fictional. Manual best viewed in color.
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Military Communities represent different geographical location(s) within a single installation. They may
be added to IMETS from the Mil Communities View. Military Communities are only visible from the Org

Branch of the context tree.

Steps to Adding a New Military
Community:

1. Inthe Org Branch of the context tree, Drill down to the
installation the Mil Community should be created n - then
click on the Mil Communities View.

sl
2. Click from the toolbar.

3. A blank Mil Communities Properties window will appear. Fill
in the Military Community Title on the General Tab and the
Details Tab - click OK.

. Click Add in the Facilities window to create a new
Facility.

e See section 5:2 for more information on adding
Facilities.

4. At the main display window, the new Military Community
now appears in the Mil Communities View.

i Military Community Properties - Fork Duty - Annex ﬂ

General | Additional Info

Military Community Title:
IFort Diuty - Annex

Installation:
IFort Diuity

Facilities

Facilies | Add...

¥ Active

N
G“D Concel | Aol

Fig 5-11: New Mil Community -Mil Community Properties

i IMETS Console v1.1 - Steele, Drew 101 x|

File Action Yiew Tools Help Debug

=R R |

General I Reports I Pozitiong I Employees I Individualy | DCPDS
MIMMER |  LocationCodes | Std NAFI Mumbers
Standard Garrizon Organization I Activiiies I Facilties ~ Mil. Communities

ilitary Commurity | Inztallation

Lﬂ Fort Dty - Main Post Fort Dty

ort Duty - Annes Fort Dty

4 | 2

Page: W] « || T v |m| a1 [Recards1-1af1)

| Eastern Region; Faort Duty | Recaord 2 | | S

Fig 5-12: New Mil Community —-Mil Community View

5:5 Adding a Location Code

Each location Codes represent an activity or organizational element. Location Codes are visible from
the Org Branch and the Standard NAFI branch of the context tree.
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Steps to Adding a Location Code:

1. Inthe Standard NAF Branch of the context tree, Drill down
to the Program Code the Location Code should be
created in Code in - then click on the Location Code
View.

sl
2. Click from the toolbar.

3. A blank Location Code Properties window will appear. Fill
in the Location Code and Title on the General Tab and the
Details Tab.

. Clicking OK at this point will prompt a message stating
that departments must be added.

4. Click Add in the Department Code window to add a
department code to the location.

5. The Select a Department Code window appears. Select
the correct department code and click OK.

Location Code Properties - MY - SMITH LIBRARY
General | Additional InfDI

Installation Code:

|SD - Fort Duty

Fund Code:

{1 - MR Fund |
Program Code:

| Ha - Libraries |

Location Code and Title:
IMY |SMITH LIERARY

Department Code:

Department ( Add...

V¥ Active

87

Ok I Lancel Apply

Fig 5-13: New Location Code - Location Code Properties

Select a Department Code... x|

[Department Code |:|
e 37 - Tax Relief Program
m 38 - ARM Reimburzement
m GB - Community Operations Divizion Staff
@ GE - Utility Program WaAT [USAREUR]
- Expanded Operations
- Securty
- Demo R
- |nformation M anagement
@\m -Wwiarehouse _I
mWE - Matar Pioal ;I

LCancel |

Fig 5-14: New Location Code - Select a Dept Code
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6. The useris returned to the Location Code Properties Wi Location Code Properties - MY - SMITH LIBRARY |
window. The Department Code just added now appears
in the Department Code section.

General | Additional Info

Installation Code:

e Add more department codes at this time if necessary. ISD - Fort Duty
Fund Code:
7. Click OK to close. [[1~ MR Fund =
Frogram Code:

. To see the new location code in the context tree,
click on the IMETS root at the top of the tree and click
the refresh button. Location Code and Title:

[Mv " [SMITH LBR&RY

| He - Libraries =l

Department Cade:

Department | |
m GL - Dema Resources AJSA for MwHR

vV Active

— | =

Fig 5-15: New Location Code -Location Code Properties

5:6 Editing & Inactivating Location Codes

All data shown is fictional. Manual best viewed in color.
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Existing Location Codes need to be edited on occasion. Not all users have access to perform these
functions, but access may be granted upon request. With proper access, location descriptions may be
edited, department codes may be added, and location codes may be inactivated so that they no
longer appear in the Context Tree.

Ed |t a Locatlon Code i Location Code Properties - 5L - LIBRARY |

General | Additional Info
1. From the Location Code View, double click the Location tiallettern Bl
code to be edited to launch the location code properties [5D - Fort Duty
window. The following tasks may be preformed:

Fund Code:
e  Editthe title: This field may be edited at anytime. Any [T~ MwR Fund
changes will be reflected in the standard NAFI branch Firagyer el
of the context tree. |H - Libraries
e Add a New Department: Use the Add button to add Lawltem Caste e ik
new department codes to the Standard NAFI. (For 5L [uBRany

screen shots see section 5:5 steps 4 through 7.)

Department Code:

Department @’

m F1 - Mizcellaneous e —
m G1 - Administration

m GF - Expanded Operations

m GL - Demo Resources/USA for MWH

¥ Active

ok LCancel Apply

Fig 5-16: Location Code - Location Code Properties

Inactivating Location Codes:

x
1. From the Std NAFI View double click the Standard NAFI to
inactivate (Each NAFI in the location to be inactivate need to Genera | Detais | Addtiona nfol
be inactivated.) Inztallation Code:
|SD - Fort Dty
5. Uncheck the Active NAFI check box. And click OK.
Fund Code:
4. Go to the Location Codes View and double Click the [1/- MW Fund
Location code to edit. Pragram Cade:
|He: - Libraries
6. In the location code properties window, uncheck the Active
box to inactivate the location code. Laestion Gl
|5L - LIBRARY

Department Code:

|F1 - Mizcellaneous

Agzighed o Activity:

[none] Brawse For...

Clear Activity |

ok I Lancel | Apply |

Fig 5-17: NAFI Properties
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Section 6
Data Analysis Methods

6:1 Filtering Data

All data shown is fictional. Manual best viewed in color.
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IMETS contains filters which allow users to view data which meet specified criteria identified by the user.
For example, if a user wanted to only view NAF records, or records from a specific occ series a filter

makes this possible. Filters can be created from any view in IMETS. The filter hot buttons are displayed in
the toolbar:

Define Filter

K

Apply/Remove Filter

Fig 6-1: Filter Icons

Using Filters:

1.

7.

To Create a Filter, select the Define Filter icon to create a
filter — the Filter Creation Window launches.

Any number of fields may be filtered simultaneously
Filterable fields are listed in the first column

Condition options are listed in the middle column in drop
down format. There are different condition options

available depending on which data field is being filtered.

¢ Some commonly used conditions are: begins with,
contains, is exactly

Once a condition for a field is selected - the Value field
becomes active.

. Depending on the field being filtered the Value field
may be open for free edit or it may be a drop down
menu

When all filter criteria are set, click the Apply Filter button
(or close and click the Apply Filter icon form the tool bar.)

Fieer
Ciriteria |

Filter items that match these criteria

x|

Apply Filter,

Field: Candition: Walue -]
IEmpIDyee I[any] j I
Field: Canditiar: Walue:

Cloze
IPosmon Type I[an_l,l] j I j
Field: Canditiar: Walue:
IPosmon Status I[an_l,l] j I ﬂ
Field: Candition: Walue
IEmpIDyee Status I[any] j I j
Field: Canditiar: Walue: [
IActive Status I[an_l,l] j I j
Field: Canditiar: Walue:
Joc [trw) =l
Figld: Condition: Walue:
IF‘aragraDh I[any] j I
Field: Canditiar: Walue:
Jtine Jiany) =l

Fig 6-2: Filter Window

Feee
Criteria |

Filter iterns that match these critenia:

Field: Condition: Walue:

IEmpIDyee Ihegins with j IEa

Field: Condition: Waluz:

IPDsmon Type quuals

Field: Condition: PSR
MIL

IF‘Dsmon Status I[any] L [Local National

Field: Condition:

IEmpIDyee Statug I[an}l]

Field: Condition: Walue:

IActive Status I[an_u] j I j

Field: Condition: Waluz:

[ Jtany) =l

Field: Condition: Walue:

IParagraph I[an_u] j I

Field: Condition: Waluz:

ILlne I[an}l] j I

[ o Fiter ’

X

Clear |
Close |

Fig 6-3: Filter Selection

Data matching the criteria in the filter is displayed in the main window.
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=10l x|
File #&ckion Wiew Tools Help Debug
EEIEEEEIR: |
Generall Fleportsl Positions  Employess I Individualsl DCPDS I MINMER I Location Eodesl Std. MAF| Mumbers | Standard Garmszon Drganizationl
Poszition UIC-Para-Line [S/L Std MAF|
4L Ul RELHEATILM Al CES-HE-03 [4] E] b
CC-1702402 CHILD & YOUTH PROGRAM A5515Ta . WixLCESJG-05 (5) KLTMYPGL  MaF Congruent Fecaords.
Baker, Laura Ma-7405-05 BARTEMDER WiXLCES-KMAL-20 (2] XL1EMaLll  MAF Congruert Fecaords.
Baldwin, Christian  MWF-1035-03 PUBLICITY ASSISTANT WwixLCES-RU-04 (1) #LIRUMKGL Ma&F Congruent Fecaords.
Barksz, Carl MWF-1101-02 OPERATIONS &55ISTANT WiLCES-LO-07 (3] HLILAGEGT  MaF Congruent Recaords.
Barber, Latasha  Ma-3566-01 CUSTODIAL ‘WORKER WixLCE3-HG-42 (2] ®LFHGLF82  MaF Congruernt Records.
Barker, Alexis WF-0085-03 SECURITY GUARD [SUPERWVISORY) WiHLCES-HG-36 (1) ®LFHGLF&82  MaF Congruent Fecaords.
Barnes, Chae CCA702401 CHILD & vOUTH PROGRAM ASSISTA..  WHLCESG-07 (18] XL1GLLEYQ  MAF Congruent Recaords.
Bames, Megan  Wa-7404-08 COOK WiKLCE-KMAL-27 (1] ®L1EMBEL1T  MAF Congruent Becords.
Barnett, Leray MF-0303-01 HOTEL DESK CLERK, WHLCES-HG-22 (2) #LFHGLF82  MaF Congruent Fecaords.
EBattle, Eileen M&-3566-01 CUSTODIAL WORKER WwixLCES-HG-43 (3) ®LFHGLF32  MaF Congruent Records.
«| | i
Page: W] < || T r || o1 (Recards1-11 of 1] [Filtered)
| Central Begion; #L - Fart Layalty | | v

Fig 6-4: Filter Results

W

8. Click the Apply/Remove Filter button to remove the filter.

9. The same filter settings may be toggled on and off using the Apply/Remove Filter button, as the filter settings will remain
throughout an IMETS session until they are changed by clicking on the define filter button and editing the settings.

6:2 Exporting Data

Another useful tool that IMETS provides is the ability to export data from any of the views into an Excel
document or text document. This can be used in conjunction with filters to export just the data you
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need out of IMETS. The Export feature is available in all IMETS views. The Export List hot button is displayed

in the toolbar:

Export List

Fig 6-5: Export List hot buttons

Steps to Export Data:

1. Use the context tree to navigate to the level of the tree to
be reflected in the Export and select the view to export,
such as positions or employees.

2. Define any filters if necessary. (For example, only export
NAF employees.)

3. When the data in the display window is the data to export,
click the Export List Button.

4. Navigate to the location on the hard drive to save the file. .
Savein: |23 IMETS DATA x| e ® ek E-
1) Recent
@ Desktop
- D My Docurments
Fienent 3 by Compuiar
©
() CD Drive [R1)
(5 Shared Documents
‘g My Network Places
[ Cra_HH
WILEIES | (75 Download from [XUS
1) queries
1) UserMigration
File name: I j &I
Saveastyps: | Text (Tab Delimited) () =l Cancel |
4
Fig 6-6: Save As

5. Enter a File Name.

Savein: [ METS DATA x| «@mckE

6. Select the Save as type *.csv -
Recent

7. Click Save.

File: name:

Save as type:

IFtLopaItyﬁNAEEmployeesiE j Save >
gi
[Text [Tab Delimited] (12 =l

6:2 Exporting Data (cont.)

8. Navigate to the place on the hard drive where the export file was saved, then open it.
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Microsoft Excel - FtLoyalty_NAF_Employees_B.csy

& Ble  Edi

BHRS GRIVEI ¥ B-F9-

Wiew

Insert Format  Tools Data  RoboPDF  Window  Help

- TR A AT N

Type a question for help -

=gl
-8 X

- o-A- B

S W d S & & i Reply with Changes... End Review... =

HEE)

og

B20 - I
A I B | C | D | E | F | 3

| 1 |Employee Position UIC-Para-Line (3/1) Std NAFI Pos Type Conformance —
| 2 |Bailey, Martha MF-0189-01 RECREATION AID WHLCES-HE-03 i4) ALTHBESPGL MAF Congruent Records.
| 3 |Baker, Daniela CC-1702-02 CHILD & YOUTH PROGRAM ASSISTAMNWKLCES-JG-05 (3) ALTIMYPGL MNAF Congruent Records.
| 4 [Baker, Laura MA-FA05-05 BARTENDER W LCES-KMAL-20 (2) »L1kMALDT |MAF Congruent Records.
| 5 [Baldwin, Christian MNF-1035-03 PUBLICITY ASSISTANT WHLCES-RU-04 (1) ALTRUMKGL MAF Congruent Records.
| 6 |Banks, Carl MF-1101-02 OPERATIONS ASSISTANT WRLCES-LA-07 (3) AL1LAGCGET MNAF Congruent Records.
| 7 |Barber, Latasha  NA-3566-01 CUSTODIAL WORKER W LCES-HG-42 () XLFHGLFE2 | MAF Congruent Records.
| 3 [Barker, Alexis MF-0085-03 SECURITY GUARD (SUPERYISORY)  |WLCES-HG-36 (1) XLFHGLFE2 | MAF Congruent Records.
| 9 |Barnes, Chae CC-1702-01 CHILD & ¥OUTH PROGRAM ASSISTAMWELCES-JG-07 (158) AL1QLLKZQ  NAF Congruent Records.
| 10 |Barnes, Megan NA-FA04-05 COOK WRLCES-KMAL-Z7 (1) XL1TKMBLTT MAF Congruent Records. B
| 11 [Barnett, Leroy MF-0303-01 HOTEL DESK CLERK W LCES-HG-22 (2) XLFHGLFE2 | MAF Congruent Records.
| 12 |Battle, Eileen MA-3566-01 CUSTODIAL WORKER W LCED-HG-43 (& HLFHGLFE2  MAF Congruent Records.

13
14 | -
4 4 » bl[\Fthyalty NAF_Employees_B |4| | L”J

Ready

Fig 6-8: Exported Excel Document

9. The data can now be edited, formatted, emailed, or printed as needed allowing users to share IMETS data with non IMETS

users easily.

6:3 Scope
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The scope feature adds even more flexibility in how data can be viewed in IMETS. The scope allows
users to manage data displayed in the context tree and as a result the display pane. With the scope
users can look at Program groupings (for example All CAT A programs), different funds (for example
Army Lodging), or even specific department codes (for example all GL records installation or even

region wide.)

Using the Scope:

1. The Scope button can be found directly above the

context tree. By default it displays All Fund, All Programs, Al
Departments’.

2. Click the Scope button to edit.

3. The IMETS Data Scope window launches.

. Funds: The scope can be set to display a specific
fund.

. Programs: The scope can be set to display a specific
program or program group.

. Departments: The scope can be set to display a
specific department or department group.

e Agencies: The scope can be set to display a specific
agency.

File Action Yiew Tools Help Debug

IMETS Console v1.1 - Steele, Drew

|« =2 mler

£ ot ] k|
Eﬁ:g Central Region
! @ Orgarization
2% Standard NAFI

! Elhﬁ:\ #L - Fort Lopalky
- 1-MwWR Fund

ﬁ F - Lodging Fund
i %R - Fort Respect
F-{T # - Fort Service

General |

Welcome Drew Steele
Your last login was Sey

Messaaes

Fig 6-9:Scope Button

IMETS Data Scope x|

Funds

[ e & Funds
= Mt

Programs

j Apply |

I'*' All Programs
I~ Mat

Departments

I-*- All Departments
I~ Hat

Agenciez .

Army Lodging Fund [ALF)
Intallation Management Agency [IMa]

Fig 6-10: Data Scope
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4. We select “Child and Youth Programs’ from the program x|
group and click Apply.

Funds
[ anFunds =

= ot Cancel |

Programs

Al Prograns) j Reset |
Co% Arts and Crafts -
C=% huto Crafts
= Bowling
% Cat & Programs
Co% Cat B Programs
% Cat C Programs

Intallation Management Agency [IkMA]

Fig 6-11: Data Scope- Program Group

5. The Context Tree refreshes, and the Scope Button now IMETS Console v1.1 - Steele, Drew
reads ‘All Funds, Child and Youth Programs, All
Departments’. File Action Yiew Tools Help Debug

€ & | @ | [

I All Fundz, Child and 'outh Programs, All Depa...

|:| IMETS Foot [ALF, IMA)
#-5.¢ Central Region
[+-57% Eastern Region

Fig 6-12: Data Scope —Context Tree

6. When we drill into the context tree we see that the tree IMETS Console ¥1.1 - Steele, Drew
now only displays program codes that relate to Child and

Youth. File #&ction Yiew Tools Help Debug
7. ltis now possible to view from any of the views only data | L | | g

relating to Child and Youth.

I Al Fundz, Child and Youth Programs. All Departments
8. Leaving the scope turned on, reports can be run as well = IMETS Root (BLF, IM&)]
that will only return data based on the program group. In ’

=5 Central Regi
our example if would be possible to print a Manning H ‘ﬂ? srirarnegen
. B2 Organization
Document Report for Fort Loyalty (or Central Region) that : % Standard NAF]
returned JUST Child and Youth positions. B3 otandar

S5 L - Fort Lapaly
=1 1 - MWR Fund
Click the button to tum the scope off . #1483 JG - Child Development Center Programs
{85 JH -Youth Sports & Fitness
{885 L) -Youth Leisure and Recreation
£ M - Middle School / Teen Programs
{:@ PD - Family Child Care Frograms
i‘i@ PG - Sup Progs-Cv'S SwoskCent Reg [SPS-F)
£85 PH - Youth Services/CYS Base
[+ {:@ P - Sup Progs-CY'S Progs & Instr [SP5-5)
£ 0L - School Age Services [SAS)
Fig 6-13: Data Scope - Context Tree Expanded
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6:4 Reports

IMETS provides users with a number of report options in the Reports View. The report data will reflect
what is selected in the context tree — if a region is selected, the report will show data for the whole
region, (if user has proper permissions!), whereas if a installation is selected, only the data for that
installation will display in the report. For detailed information on the available reports in IMETS, please
refer to the IMETS Reports Guide.

How to run a report:

1. Use the context tree to navigate to the level of the tree to Genersl {HEBEIE | Posiions | Employess | DCPDS | MINMER | Individusls
be reflected in the Report. [~ BELECT A REFORT] — =
" . . Reports Home Page GMETSY g‘:(?é?';}?.'é%”r’}é%’.{ﬁ?g Sys[em
2. Define any filters if necessary. (For example, only report on —r

Positions Reports

only NAF employees.)

WWR Manning Document IMWR Manning Document sorted by UIC, Para, Line, Position,
3. Click the Reports View. On the display screen each and then Emplay=e

. T : F UFM Conversion Details Displays APF positions canverted under UFM as well as the
available report is listed with a description. NAF position(s! receiving the funding support.

UFM Corversions Report Tally of APF position conversions to NAF under UFM guidance

Employees Reports

Employee Conflicts Reports on conflicts between Manning Document entries and
DCPDS andfor MinvER.

hianning Document Conformance Weekdy averages over the past 90 days of Manning Document
Summary confarmance with DCPDSMInVIER

DCPDS Reports

DCPDS Contents of Defense Civilian Personnel Data System
MINMER Reports
MinMER Contents of Mini-Master Employee Recard (NAF Payroll)

Fig 6-13: Reports View

4. Torun areport - select the report from the drop down General FReports l Positions] Employees] DCFDS ] MINMER ] Individuals
menu at the top. |- [SELECT & REPORT] -
------ [SELECT &4 REPORT] -

Positions Report: MR Manning Document
Pogitions Report; UFM Conversion Details
F'osmons Feport: UFM Conversions Heort

t: Emploves Conflicts

| art:

Employees Repart: Matnning Document Conformance Surmary
DCPDS Fepoart: DCPDS

MINMER Report: MinkdER

WWWH MWanning Document MWW Manning Document
and then Employee

LIFr Coneeersion Details Displays APF positions cg
MNAF position(s) receiving

LFM Conversions Report Tally of APF position cony

Employees Reports

Ermnlrwes Conflicts Eennrts nn conflicrts hehael
Fig 6-14: Reports View — Select a Report
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5. The report will display on in the display pane and may be printed or saved as a pdf.

For more detailed information on Reports, please see the IMETS Reports Guide.

General Repotts | Posiions | Emplayess | DCPDS | MINMER | Individuals |

o 3

|Empl0yees Report: Employves Conflicts

I~ |

1 }37 893% - | |
b U ! ﬂ ﬂﬁ BUSIESS ORECTS

Ana=T =" Information Managemen

t
W - T =4 Enterprise Tracking System

Employee Conflicts

Report Contesxt: Central Region; Fort Loy alty

Report Description:

Reports on conflicts between Manning Document entries and PCPDS andfor MinbER.

UIC-Para-Line Fosition Employee

W X L0S0-02-01, Subline 1 (MAF) MNF-0201-04 MAF HUMAN RESOURCES Ewing, Im 0.
OFFICER

Position Remarks: Foszition data as it appe ared on UFM datacall decument:

Region: HERO
Location: LEE
ParafLine: 08 01

Employee Remats:
Position confiicts with DCFPDS.
Job Number

DCPDS: AMO3S
Manning Document: NF 120

W XL0S0-08-03, Subline 1 (NAF) NF-0203-03 NAF HUMAN RESOURCES Christensen, Kyra E.
ASSISTANT
FPuoszition Remarks: Fosition data a= it appe ared on UF M datacall document:

Region: HERO
Location: LEE
ParafLine: 08 03

Employes Remats:

FPosition confiicts with DCPDS.
Job Number
[ DEPDS. Ahdnad

-

Fig 6-15: Report View, Report Display
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Section 7
Frequently Asked
Questions
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Frequently Asked Questions

In this section questions that frequently arise for both new and experienced users are discussed. For
additional IMETS support email the IMETS Helpdesk usarmy.jbsa.imcom-hq.mbx.financial-
management@mail.mil.

FAQ #1: Is there training available for IMETS?

Yes, online training is available at http://www.mwraonline.com. Registration is open to anyone and the
training take approximately one hour. For additional training needs, please email the IMETS Helpdesk.

FAQ #2: An employee has moved to a new job within the installation, how do | handle
this in IMETS?

When an employee leaves a position, the employee record should always be inactivated - even if they
are moving to another position at the same installation. The employee record represents the relationship
between the person and the job. We want to maintain a record of that relationship in the database for
history tracking purposes, but the record can be inactivated. To inactivate the employee record, open
the employee properties and uncheck the ‘Active Employee’ check mark.

When an employee moved to a new job, the old MinMER and DCPDS record should drop out of the
system, and NEW records should appear with their new position information. The Manning Document
Wizard should be used to connect the DCPDS and/or MinMER Records to the new position, as if they
were brand new and had never worked a the installation before.

In the end, there will be two employee records for the person — one inactive record pointing to their
original position, and one active record pointing to their new position.

A filter can be used on the employee view, set to active status exists, to display ALL employee records
both inactive and active.

FAQ #3: One of my MinMER Records is displaying the wrong program code, how do |
fix this?

An IMETS Administrator can correct this when this occurs. The MinMER import file does not contain the
program code, only the installation, fund, location and department codes. IMETS uses logic to
determine what the program code should be so that it can be properly aligned in IMETS. In instances
where the same location code and department code combination exist within two different program
codes, IMETS can sometimes assign the wrong program code.

For example MIinMER Record for Joan Smith is imported into IMETS as Installation code XL, Fund 1,
Location code AA, Department code GL. IMETS checks the database to find and Standard NAFIs with
the following XL1__ AAGL. If there happen to be more that one program code that match the criteria,
(for example XLIHAAAGL and XL1JCAAGL) then IMETS may assign the wrong program code.

This should not occur often as generally location codes are only used one time within an organization
and not across multiple program code. If it does occur, email the IMETS Helpdesk for a correction.
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FAQ #4: | noticed that the Standard NAFI assigned to a position that has already been
converted is wrong, but the field it grayed out — how do | change it?

Once a position has been converted it is locked from editing. However, if something needs to be
changed such as a Standard NAFI or an MDEP please email the IMETS Helpdesk. Include the position
grade, series, title and paragraph and line as well as which data needs to be corrected.

FAQ #5: | have a record that | am unable to resolve. As soon as | resolve the DCPDS
record, the MinMER record is conflicting. How do | fix this?

This occurred when there is a discrepancy between a MinMER data field and a DCPDS data field. For
example, MinMER lists the occ series of a record as 0189 and DCPDS lists the occ series as 0188. The
Manning Document Position Record is always going to conflict with ONE of these records. If the position
data is resolved to match DCPDS as 0188 then it will conflict against MIinMER and vice versa.

To correct this problem, it is necessary to look at the data and make a determination which is correct. In
our example it would be necessary to determine if the occ series 0189 or 0188 is correct. This may mean
checking with the appropriate people locally, such as FM or CPO. Once the correct data is determined
it is then necessary to make the correction in the system that is incorrect using normal personnel
channels. If the data in MinMER is incorrect, then a correction must be faxed to Texarkana. If the data in
DCPDS is incorrect then a correction must be made by the local CPO office. Remember it may take a
pay period or two for the correction to be made and then imported into IMETS.

FAQ #6: | am missing one or more DCPDS (or MinMER) Records, they don’t appear in
the DCPDS view!

First check and see if the records are set to ignored. To do this, go to the DCPDS (or MinMER) view and
click the Define Filter button. Set the filter to Conformance Equals Ignored and click apply. If the record
you are looking for appears, double click the record and uncheck the Ignored check mark on the
Manning Document Reference Tab. If the record does not appear email the IMETS Helpdesk so the
Administrator can determine what is causing the problem.

FAQ #7: 1 am seeing a name discrepancy between the DCPDS record and the MinMER
Record and can’t connect the records.

If you notice this, email the IMETS Helpdesk with the persons name(s) so this can be resolved. The
Administrator can make the name correction for you and merge any records associated with different
names together.

FAQ #8: How do | change the subline for a position?

IMETS Automatically creates the sublines on positions that are created on the same para/line. The first
position is always 01, the second 02 and so one. It will not allow for any numbers to be skipped and it will
not allow for that field to be edited directly. Itis possible to rotate positions subline order within the
same para and line grouping. Open the position properties and click the details tab. Click the subline
link and a window wiill display listing all the positions on the same para and line. Use the up and down
arrows to rotate the subline assignments.
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FAQ #9: | am seeing DCPDS records that are not part MWR and they are bringing down
my conformance rate, how can | get rid of these records?

Occasionally records that are not part of MWR get imported into the system inadvertently. If you
happen to notice any of these records they can simply be set to ignored so that they no longer count
towards conformance rate. To do this, double click on the DCPDS record to launch the DCPDS
properties and click on the Manning Document Reference Tab. Place a check mark in the box to
Ignore DCPDS record. Then click OK. When returned to the DCPDS view the record is grayed out.

FAQ #10: | need a new Standard NAFI added to the system.
If you do not have access to add location codes to the system, or if the program code itself is not

available, email the IMETS Helpdesk. Include the entire Standard NAFI that is needed as well a
description of the location code.

FAQ #11: | am trying to add a new Standard NAFI and getting the message that the
Standard NAFI already exists, but | don’t see it anyplace.

If this occurs, first check the Location Code View and Standard NAFI view to see if the Standard NAFI

exists but is inactive. If the Standard NAFI is inactive, double click the record and place a check mark in
the box to activate the record. Otherwise, email the IMETS Helpdesk.

FAQ #12: | tried to log in and IMETS is telling me my account is inactive. How to | get
my account reactivated?

IMETS Accounts inactivate after 60 days of inactivity. Email the IMETS Helpdesk to have your account
reactivated.

FAQ #13: | accidentally duplicated an employee in the same position, how do | get rid
of the duplicate record?

Email the IMETS Helpdesk to delete any duplicate records from the system.

FAQ #14: 1 converted a GS position to NAF and used select existing. Now that I finished
| realize | converted to the wrong position — how do | fix this?

Email the IMETS Helpdesk to delete any duplicate records from the system.
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FAQ #15: Our organization has decided to convert a regular full time GS position in to
TWO separate part time positions — how do | complete the conversion so that the
funding is tracked to the two new positions?

First, perform a regular UFM conversion from the APF position to one of the NAF RPT positions. Once the
conversion is complete, open the position properties for the NAF position and click on the UFM Tab.
Double click on the APF position to launch the ‘Fund Distribution” Window. Change the ‘Allocation of
Fund Support’ form 100 to 50. Click Ok to close. Now create the second NAF RPT position if it doesn’t
already exist. On the UFM Tab, check the appropriate UFM related boxes in the upper half of the
window and select the MDEP. In the lower half of the window click the Add button. Click the top
‘Browse For’ button to select your APF position that has already been converted. Once selected,
change the ‘Allocation of Fund Support’ from 100 to 50 then click Ok to close.
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Section 8
Glossary of Terms
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A

Activity View: lists Activities within the current context and
is primarily managed at the garrison level

Activity Record: Contains detailed data representing an
organizational activity within a facility.
APF: Appropriated Fund

Appointment Category: full time, part time, summer hire or
flex.

Attribute Flags: used to mark position or employee record
to be used in association with a filter.

C

Conflict: occurs when something in the position does not
match one or more of the document types. (For example,
the manning document shows the position as Regular Full
Time (RFT) but DCPDS shows the position as flex.)

Conflict Resolution Tool (CRT): tool available from the
Employee View used for mass changes, will allow users to
resolve multiple conflicts for multiple records
simultaneously.

Conformance: see Manning Document Conformance.

Congruent: occurs when no conflicts or disconnects exist
against a record.

Context Tree: navigational tool that allows a user to drill
into IMETS data by Standard NAFI, UIC, Organization or
Standard Garrison Organization.

CPO: Civilian Personnel Office.

D

Data View - displays the views and data that are available
to the user at the current context.

DCPDS: Defense Civilian Personnel Data System

DCPDS Record: contain detailed data as exists in the
external DCPDS system.

Disconnect: a record is missing a reference to one of more
record types. For example, an employee record could be
missing a reference to a DCPDS record.

E

Employee Record: contain detailed data which represent
an employee on the Manning Document.

Employee View: lists employees within the current context
and is primarily managed at the garrison level.

F

Facility Record: Contains detailed data representing a
physical structure within a Military Community.

Facility View: Lists Facilities within the current context and is
primarily managed at the garrison level.

Fund Code: 1 digit code to represent the fund which
makes up part of the SNN.

G

Grade: represents a pay level within a pay plan.

IMETS Root: the start of the context tree.

Individuals Record: represents a single person that exists in
the database.

Individuals View: Lists active and inactive Individuals

records within the current context. Is auto-populated as
DCPDS and MinMER records are imported into the system.

J

Job Number:
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DCPDS View: lists DCPDS records being imported into IMETS
within the current context.

Department Code:

L

Location Code: two digit alpha-numeric code which is part
of the standard NAFI number. Assigned by the installation
and used to identify an activity.

Location Code Record: Contains detailed data related to
a specific location code.

Location Code View: Lists Location Codes within the
current context and is primarily managed at the garrison
level.

LDP: Leader Development Program.

Line: Used to sequentially number positions within the same
paragraph on the manning document.

LN: local national

M

Manning Document: Document which lists position data for
all authorized positions, vacant or encumbered.

Manning Document Conformance: percentage of
manning document data that matches DCPDS and
MinMER.

Manning Document Module: module which contains the
views, records and tools needed to directly manage and
maintain the MWR Manning document.

Manning Document Wizard (MDW): tool that will associate
a DCPDS record or MinMER record with either an existing
position on the Manning Document, OR if the position
doesn’t’ already exist, the MDW wiill allow a new position
to be created.

MDEP: Management Decision Execution Packages,
represent categories of APF support that support soldiers
MWR (QDPC), child development (QCCS) and youth
development (QYDP).

Military Community View: Lists Military Communities within
the current context and is primarily managed at the
garrison level.

Military Community Record: Contains detailed data
representing a geographical military community.
MinMER: Mini Master Employee Record File maintained by

NAF Financial Services.

MInMER Record: contain detailed data as exists in the
external NAF Payroll system.

N

NAF: Non Appropriated Fund

O

Occupational Series: A numerical code used to identify
positions. A series corresponds to a recognized
occupation in the Federal service and includes all positions
at the various grade levels in that particular kind of work.

Organization Branch: branch of the context tree wiill
display physical location and activity data by garrison.

P

Paragraph: used in combination with the line and subline
to uniquely identify a position on the manning document.

Pay Plan:

Positions View: lists positions within the current context and
is primarily managed at the garrison level.

Position Record: contain detailed data which represent a
position on the Manning Document.

Position Type: APF, NAF or LN

Program Code: a 2-digit code representing a MWR
program area that makes up part of the SNN.

S

Standard Garrison Organization Branch - branch of the
context tree will display data by SGO Grouping.

Standard Garrison Organization Record: contain detailed
data which represent an employee and their position
within the Standard Garrison Organization.

Standard Garrison Organization View: lists Standard
Gaurrison Organization records within the current context
and is primarily managed at the garrison level.

Standard NAFI Number (SNN): A 12-digit SNN is assigned to
each Army NAFI and used for administrative purposes. DA
assigns the first three digits. The remaining digits are
assigned by the installation to reflect the management
and financial structure of the NAFI.

Standard NAFI Branch: branch of the context tree will
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MiInMER View: lists MinMER records being imported into
IMETS within the current context.

MWR Remark Code:

Standard NAFI Number View: Lists Standard NAFI Numbers
(SNNSs) within the current context and is primarily managed
at the garrison level.

Status Panel: displays the current context

Subline: Used to sequentially number positions within the
same paragraph and line on the manning document.

U

Uniform Funding Management: the merging of
appropriated funds (APF) with nonappropriated funds
(NAF) for the purpose of providing MWR services using NAF
rules and procedures.

UFM Conversion Wizard: tool that will convert APF positions
to NAF and reassign affected employee records.

Unit Identification Code (UIC): A six digit alphanumeric
code used by the Department of the Army (DA) to identify
an organization within the MACOM

Unit Identification Code Branch:- The Unit Identification
Code Branch of the context tree will display data by UIC.

W

Welcome Screen:- shown when a user logs into IMETS and
displays Personal Greeting and last login information,
Manning Document, and Last data import date and time.
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display data by Standard NAFI.

Standard NAFI Number Record: Contains detailed data
related to a specific Standard NAFI Number.

All data shown is fictional. Manual best viewed in color.

Please send comments or corrections to: Rachel.s.kennedy.naf@mail.mil



