MMS in a Nutshell
What is MMS?

MMS is a DoDEA-wide FTE management and maintenance tool utilized by the Area offices to manage,
track and report on all aspects of FTE usage and placement for all organization units within DoDDS-E.
MMS is used by the Area office to determine staffing allocations, issue * MPVs, make Manpower FTE
adjustments, generate manpower reports (including multiyear), ensure FTE are not overexecuted, and
ensure FTE are used properly.

How has MMS Improved Manpower FTE Management?

While we are just at the tip of iceberg in exploiting the potential of MMS, the current capabilities it brings
are unprecedented and provide direct and indirect benefits to schools, DSOs and the Area Office.
Increased capabilities include features such as the ability to match employee names to specific FTE, the
ability to communicate with other DoDDS-E systems, access to multi-year data and archived MPV
actions, an auto-calculator that converts paraprofessional hrs PPP into FTE., and enhanced reporting
capabilities.

How does MMS impact my school/DSO?

MMS gives schools and DSOs an unprecedented direct view™* of the Manpower system that manages FTE
resources. This will require some initial effort establishing a connection with MMS and in designating and
training staff to access, understand and utilize the system to its full potential. Once your school or DSO
has the basics down, MMS will be a low maintenance resource available to you 24/7 to generate needed
reports and your latest MPV. The only ongoing requirement for the DSOs and schools will be to input
and keep current the roster data which matches each of your employees to a specific FTE slot. *The only
data a school/DSO will be able to actually change/adjust will be the roster data.

How does MMS access benefit my school/DSO?
Schools and DSO will be able to derive the following benefits from being able to directly view MMS:
Access to current MPV and accompanying notes entered by the DoDDS-E Manpower Office
e Access to all previously issued MPVs: a running audit trail of all FTE and MPV note changes.
e Access to past year MPVs
e Ability to generate a host of reports for your specific school or DSO including:

o0 Breakouts of FTE by pay plan,

o0 Program specific reports (ex. Report listing all SPED FTE, all Para FTE etc.)

o MPV staffing comparisons to previous school years,

o0 Various roster and roster vs FTE reports

o Cumulative and/or school specific reports (DSO only)
e Ability to maintain and update your roster information solely in MMS
e Instant access to your information 24 hours a day/7 days a week.
e Enhanced ability to manage and utilized your allotted FTE to the fullest.

* Please keep in mind that access to MMS does not allow you to make any Manpower MPV changes to FTE or
notes. Such requests still must be submitted through the appropriate DSO contact to the DoDDS-E Manpower office.

Who do I contact if | have questions not answered in this Guide?
e Technical Questions (Connection and password issues): Reference the “CITRIX Support
Manual”. If questions remain, contact the IT Support Help Desk at DSN 338-7934
e General User Issues (Navigation, reports, roster population questions):
o0 DSO: Contact Manpower Office at DSN 338-7349 or 338-7726
0 Schools: Contact Your DSO MMS contact.
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WELCOME TO MMS

1.0 Purpose of this Guide: To provide DSOs and schools with a basic understanding of MMS and the
benefits, capabilities, limitations and responsibilities it brings to the DSO and School level. The MMS
screens are provided for easier understanding and navigation between them so the desired MMS
information can be readily and easily accessed. In addition, the importance of the roster population and
maintenance effort is discussed in detail with their benefits and system responsibilities clearly defined.

2.0 Getting Familiar with MMS: This section will give you an overview of the process of connecting to
MMS and walk you through the MMS screens that you will encounter. Citrix and all connection topics
are discussed in detail in the “Citrix User Manual” on the intranet at https://www.intranet. XXXX.

3.0 Connecting to MMS: Schools and DSOs will access MMS via Citrix (which is the same process
many of you currently use to access the MODERN Personnel system). Citrix is a separate software
program that enables a user to access a program (in this case MMS) without having to actually install that
program on your desktop. Rather, Citrix creates a “window” or gateway interface whereby you will be
able to view MMS data which resides on a server in DoDDS-E HQ in Wiesbaden, Germany.

Please refer to the Citrix Users Guide for step by step procedures on how to install Citrix on your
desktop to acces MMS.


https://www.intranet.xxxx/

STEP ONE: Once you are connected to Citrix, you will be presented with a new selection of icons from
which to choose. Select the MMS Icon and enter your MMS username and password (provided by RMO
Manpower) at the dialogue box which appears.

2 MetaFrame XP - Microsoft Internet Explorer
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STEP TWO: Once you have successfully connected into MMS, the home screen for MMS will appear as
shown below:
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3.1 MMS Data Restricted to Your Specific Organization: The MMS data that you view will be
restricted to that of your specific organization. School users will only be able to access MMS data for
their school. DSO users will be able to access MMS data for all the schools in the district, including the
DSO itself. Features which are available only to DSO users will be specifically noted throughout this
guide.



4.0 Basic MMS Overview: Upon successful log on, the MMS homepage will appear and provide 3
selection options. For purposes of this guide, the discussion focus will be on the capabilities and
information with in the MPV Maintenance screens and the Reports screens.

4.1 MMS ROSTER MAINTENANCE SCREEN: The MMS Roster Maintenance Screen is the
primary MMS screen for DSO’s and Schools and contains an unofficial “dashboard” view of a particular
school/DSO FTE profile. This screen also serves as a gateway to other MMS capabilities. For DSO
users, this screen allows you to view any and all Schools within the DSO and all DSO FTE data. Given
the quantity of data within this screen, the MMS Roster Maintenance Screen is broken into several
sections.

4.2 HOW TO FIND ROSTER INFORMATION: Drop Down Menus for Choose School Year,
Choose Location, and Choose VG + Job menus MUST be selected to access roster information..

Choose School Yr Choose Location
Indicates which SY Name of school whose FTE Choose VG + Job
FTE data is being data is being displayed Lists Jobs by

Voucher Group
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4.2.1 CHOOSE SCHOOL YEAR MENU: Located under the How to Find Roster Information box,

this drop down menu provides access to multi-year MMS data.
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4.2.2 CHOOSE LOCATION MENU: Located under the How to Find Roster Information area, this
drop down menu provides FTE information at a glance of the organization to be reviewed and includes
total Authorized FTE’s, total filled FTE, total vacant FTE, and all Over Executions of FTE. In the below
example, the DSO is authorized access only to all schools within that District. For a Division/School,
access would be limited strictly to that Division/School.

AUTH
The total authorized FTE
assigned to that particular
organization as set by
DoDEA.

FILLED
The total FTE actually
filled by employee
roster names.

VACANT
The # of vacant FTE not
filled by employee roster
data

OVER
The # of FTE shown as
exceeding authorized the FTE
also known as Over Executions
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4.2.3 CHOOSE VG + JOB MENU: Located under the How to Find Roster Information area, VVoucher
Groups are the broad job category headings under which all of the various Voucher Groups and
Manpower Job types are placed. The total FTE for the DSO/School is displayed along with a break out of
how many FTE fall within each of the job categories. In addition, there is information on total authorized
FTE, number of filled FTE, number of current vacant FTE, and any Over Executions that exceed the
authorized FTE for that Voucher Group and Job Type.

In this example, the Transportation Section Voucher Group job category has been selected which
displays all applicable Transportation Assistant job types

NOTE: Manpower Job Types DO NOT always correspond with the Classified Job Title provided

by Personnel.

Voucher Group and Job Type

CHOOSE VG + Job

Categories under which are
placed the FTE for all

AUTH
Total Authorized FTE
for this organization -
including an FTE

FILLED
# of FTE slots
currently filled — by
job category and

VACANT
# of FTE currently listed
as vacant by job category
and totaled (per roster

applicable job types break out by job totaled. data: see Sec 4.0)
MMS - [Position] =[=] %]
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DSO Managed Positions, School Level - Undistributed {(Kindergarten Aides) 0.56 0.56
DSO Managed Positions, School Level - Undistributed {Professional) 6.50 6.50
FTE  Hrs/PP DSO Managed Positions, School Level - Um:llstrlhutecl {SPED Paraprofessiol 0.30 0.30
- [wo[[ 8]  |DSO Managed Positions, School Level - Undist I (SPED Professionals) 0.50 0.50 s
Record: 14 q H of 1 (Filtered)
Form Yiew FLTR

dAstart|| [ @ @ © *| ©RedPlayer: B...

M8 User Gu...| BFMMS User Gu...| EEloonea vvs || position SANHAGEQUBPE 1105 am



5.0 ROSTER DETAIL SCREEN SELECTION: Once a Voucher Group and Job have been selected
from the menu, MMS then shows detailed roster information for that VVoucher Group and Job Title by
displaying the individual employee names and FTE assigned.

Notice that within the Transportation Section - Transportation Assistant categories there are a total of
10.0 FTE with 8.0 filled and 2.0 vacant. The Days/Yr box will contain data only for paraprofessional and
seasonal clerical jobs.

At the bottom of the screen, the authorized FTE is again restated along with the Hrs/PPP. Positions
managed in part by hours per pay period (hrs PPP) or annual days (paraprofessionals/aides, substitutes,
SY season School Clerical) have these factors specified as appropriate.

Voucher Group — Job Title
Lists Total FTE authorized within a Voucher Group by Manpower Job Title — including
filled and vacant FTE data and Over Executed Positions
Voucher Groups using Paraprofessional and Seasonal Employees will also include
Hours Per Pay Period and Days/Year Summary

MMS - [Position]
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5.1 ROSTER DETAIL SCREEN OVERVIEW: There are some additional buttons on MMS DSO
Roster Maintenance Screen that are discussed here.

Job Detail
Provides information for specific
employee job duties

Comments Box
Used to identify departed employees
(vice) or unique information for the
employee or posion

RPA # Box
Contains the current RPA
tracking number for any
current recruitment action

']
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on Employee Roster population
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5.2 ROSTER DETAIL SCREEN REPORTS ACCESS: One of the primary benefits of MMS is the
immediate access of the current official MPV and Employee Roster by Job Report directly from your
own desktop.

MMS - [Position] e
© File  Edit Miew Ineett Format  Fecords  Took  window  Help Type a question for help  [S11¢
M- EHO SRV smRlo @ 4 ITET MK Ba- 0.
4 R R e LTy D P e e e ot o T B TR T
How to Find Roster Information
1 Step 1 - Choose School Yr M|
{ Step 2 - Choose Location |Isles DSO M|
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[ Auth| [ Filled| [VacantUnfilled| [ Over| Daysi¥r
FTEs| 1000 500 200 e [ 4
HrsPP HrsPP
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5.2.1 ACCESSING CURRENT MPV AND STAFF AUTHORIZATION DOCUMENT (SAD)
To quickly access your official MPV, click on Issued MPV’s button to see an audit trail of all previously
issued MPV and to print the most current Staff Authorization Document (SAD).

Issued MPVs
Provides access to the most recent MPV and
all previously issued MPV for a selected
School Year.
MMS - [Position]

File Edit “iew Inzeit Fomat Becords  Tools  Wwindow

Type a question for help  [=|/@ 22

M- H8 SRV FBR - - 2,
Step 1 - Choose School Yr|2004-2005 ;l
Step 2 - Choose Location |lsles DSO
Step 3 - Choose VG + Job
MMS Roster Maintenance 2% | N comen oser | [
Isles District Office |
[Transportation Section - Transportation Assistant | ||| !ssued MPVs
[ Auth| [ Filled| [Vacantnfilled| [ over Days/¥r I
FTEs| 10.00 .00 2.00 FTEs 0|
Hr=/PP Hrs/PP
APPLY CHANGES |
FTE Hrs/PP Vacant Employee Hame Job Detail Comments RPA # H O L Location Chg
100/ oo W - | @ < ALLEMVILLEE | 1600158246 T [skespso | &
100 00 | & - T Clsesoss =T
100/ 00 [ [cOTECYNTHA | @ - [ [Cisespso ] &
100/ 00| [ |EDWweRDS THERESA & ~| @ - [ [Csespso |
100/ | 00| T |HOLLOWAY HENRY M | & - [ Ciskespso A&
100/ 00 [ |PATTON HAYLEY AN | @ v [ [Cisespso <&
100/ | 0o [ |eoEvy cHERRY M | @ - I [Csespso |
1.00 j [ |SEESE PATRICIA SiM | @ - [ [Cisespso A
100) | 00 T [TATE STEPHEN MICHAEL | (@) - [ [Cisesose <]
100 j [~ |waTERS JEMMIFER | & ||| "ice: Clark 1600158247 T T sespso =] W
FTE  Hrs/PP
Record: 14| |[T 1 _rLwir#] of 1(Filtered)

Form Yiew FLTR
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5.2.2 MPV HISTORY SCREEN: Selecting the Issued MPV’s button brings the user to the MPV
History Screen. To select the official and most current MPV, click on the MPV button for the latest

“issuance” (with most recent “effective date”). In the sample below, the official MPV would be issuance

#19. The number of issued MPV’s that appear on this list will depend on the number of Manpower

changes that have occurred on the voucher during the selected School Year.

ISSUANCE AND MPV 2YrCompare Roster Issuance &
Displays chronological Compares A quick link to Effective Date
MPV history in report current MPV the Employee Sequences by

form (can be converted to totals to Roster by Job date all MPVs
a Word Doc) known as a previous SY FTE Report. that have been
Staff Authorization MPV totals. issued.
Document (SAD)
K 0
Fi Edif “iew |nzert Fomat  Fecols  Tool:  Window  Hel
%4 =1 Y| éa SCE

FTEs
Track FTE
changes
between MPVs
at a glance.

Tvpe,

stion for help

Remarks &
By
Notated
Summary of
MPV changes
made by
Manpower

= s
-8 X

—

skued MPY's

Isles DSO 4/

| 5l

20042005

L0, B

=

Eff.Date FTEs Renfarks

2YrCompare

Roster | |03-Sep-04]|

95, 39||CORRECTED +35PPP FROM SHHS :|| spryd

-

2YrCompare

Roster | |03-Sep-04]|

9533 |+36PPP from SEDA @ SHES @ab=d98). || spyd |

-
-l

2YrCompare

Roster | | 20-8ug-04]|

8606/ |-130FFP FROM RESD TO SEDA @ SHES. | spryd

-
=

2YrCompare

Roster | | 13-8ug-04]|

g7 28] |—2DPPP from RESD to SEDA& @ BRUS. || spryd

-
o

2YrCompare

Roster | | 03-Ju-04]|

| e |

87.47|1.0t0 RRLD @ FWES.

2YrCompare

Roster | | 18~Jun-04]|

9847|315 ALLOCATION

e |

-
w

2YrCompare

Roster | | 04~Jun-04]|

94.74|| CORRECTED: -5 fram UDUD to LIMM @ LKES and -1 || spryd

-
ha

2YrCompare

Roster | | 04-Jun-04]|

94?4|| & from RESPto LIMM @ LKES and -10PPP from RES | =pryd

-
=y

2YrCompare

Roster | |J5-hay-04]|

95 34| -1.0 AACT to AACT @ DoDDS-E RMO (Accounting Te glovag

-
=]

2YrCompare

Roster | | 30-2pr-0d]|

JLDDDBLDLQD

9534| -140PPP from RESR (-F0to SEAI 2 LEIS and 7010 5 | =pryd
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-

Issue New MPV

Form Yigw

Eﬂstart”J aao >
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5.2.3 OFFICIAL MANPOWER VOUCHER (MPV) AND STAFF AUTHORIZATION
DOCUMENT (SAD): When Manpower issues an approved Manpower VVoucher (MPV) it is distributed
as a Staff Authorization Document (SAD). The SAD becomes your official manning and staffing

document for other necessary actions such as RPA.

&l r_Mpyv.rtf - Microsod
© File  Edit Miew  Ined
SN = = ES]

2 MNormal + &nial [+ A

Manpower Voucher/Staff Authorization Document
This report provides effective date of action, issuance number,
location, total FTE by organization, FTE by Voucher Group, FTE
by Job Code, and historical voucher notes

Final Showing Markup

- [=]x]

Type a question for help [+ 13

]

: SY 2004-2005 StRff uthorizatioN Docume
; Isley Disgrict Office

Voucher Humhagrg Effective September 03, 2004
FTE ote

FTE Total 95.39

oh Code Job Title

ffice of the Superintendent
DssU Education Program Administrator 1.0

- Education Program Administrator 20
(Asst Supt)

° SC Secretary (Office Automation) 20

° AT School Support Assistant 1.0

™ Office of the Supedntendent Total B0

Classroom Teachers
ESLP ESL Professionals 05

1A7 +18.0 from ESLP @ Dir Reserve. 1/23 4180 {0 510 ESLP
@ ALES (IT to ALHSY; 0.5 to ESLP @ FWES (1T to LKMS); -0.5to
ESLP @ LJES (1T to LJHSY, -0.5 to ESLP @ LBIS (1T to LKHSY, -
0.5t0 ESLP @ LCHS (IT to WRES and CROUY, -0.5t0 ESLP @
MERW: -1 0to ESLP @ ICES (1T to ICHS), -1 0to ESLP @ LKES;
1 510 ESLP @ BAHR; -1.5t0 ESLP @ BRUS; -1 5t0 ESLP @
LKES; -7 0ta ESLP @ SHES; -30ta ESLP @ SHHS. 35 - 510
ESLP @ LKES.

_ COED Compensatory Education Teacher oo 123 +7 0 from COED @ Dir Resy. 213 -7 010 COED as followes:
[-1.0to FWES; -1.0t0 ICES; -1.0t0 LJES; -2.0to LKES; -1 0to
: LBIS; -1.0t0 SHES).
. Classtoom Teachers Total [183]
+ Information Technology Section
) SPCE Supervisory Computer Specialist 1.0
(AT
_ ASCD Computer Specialist (Admin Tech) 5.0

Information Technology Section Total a.0
Transportation Section

=== 4

S Drawe [ AutoShapes= ™ \DO.‘%:: &vﬁv&vfzﬁ.e,

r_Mpy.rkf: 6,413 characters (an approximate value),
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5.3 ACCESSING CURRENT ROSTER DATA: By clicking on the CURRENT ROSTER button, the
user can access the Employee Roster By Job Report to view the total authorized FTE for the selected
organization and authorized FTE for each voucher group and job. This report also matches employee
names to their approve Manpower job title and the authorized/filled FTE for each employee. See the
detailed Employee Roster By Report under the REPORTS section.

Current Roster
Provides access to the most
current Employee Roster
By Job Report

MMS - [Position]

File  Edit “iew Inset Fomat Becords  Tool:  ‘Window  Help

E- W ey R o|@8:% a7

How to Find Roster Information
Step 1 - Choose School Yr ;I
Step 2 - Choose Location |lsles DSO ;l
Step 3 - Choose VG + Job |Transportation Section - Transportation Askistant
MMS Roster Maintenance 222" curron e
Isles District Office
|Transpurtatiun Section - Transportation Assistant lened LIt
[ Auth| [ Filled| [VacantUnfilled| [ over Days/¥r
FTEs[ 1000 50 200 S [ 1
Hrs/PP HrePP
APPLY CHANGES |
FTE Hrs/PP Wacant Employee Hame Job Detail Comments RPA H © L Location Chg
] ﬂ E v | @& || ALLENWILLIE B 1600158246 [T T islesse. |
100/ | ool W - | @ - T ekesoso «| W
100 ﬁ [T |coTE CATHERIME b | & - T T sespso =] W
1.00 j [ |EDWARDS THERESA & -| @ - I [Csespso <]
100 [ 00[ [HoLLowey HEMRY M - | @ - I [Cskespso |
100 ﬁ [T |PATTON HAYLEY ARN | & - I sesose =T
100/ | 00| [ |QUEwY CHERRY M | @ - I [Csespso <]
100/ [ 00| [ |sEesE PaTrice M -| & - [ sespso |
100/ 00| [ |TATESTEPHENMICHAEL = @ - I Csespso <]
1.00 j [~ |WATERS JEMMIFER ~| @ = vice: Clark 1600155247 I [sespso | &
FTE HrsPP
o]
Record: | |[ 1 _lwilr#] of 1Filterad)
Farm Wiew FLTR
Eﬂstart”J € QO© > Eooee.. | Elosfs-.| Sreapla.. | Sms ... | Buus u.., |[E position EIN#Y POQUBYE 4samm




5.3.1 Employee Roster By Job Report: Provides quick access in MPV format to view roster population by
voucher group for each current employee, by FTE, and includes historical MPV Notes.

iall r_PosDetail_Now.rtf - Micros Employee ROSter By JOb Report

“he em vew met ramaf  INCludes Current Date, School, School Year, Voucher Group, Total FTE, Total FTE
e Ean & el by Voucher Group, Total FTE by Job, associated by Employee Name and their FTE.
B Nomal +Aral | Al Also includes historical MPV Notes.

Final Showing Markup = Show~

Employee Roster By Job 1 PosDetail Now
School Year 2004-2005
As Of 10-Sep-04

Isles District Office

FTE AUTH FTE: 954
Office of the Superintendent 6.0

Education Program Administrator (DSSU) 1.0
1.0 - CURTIS LINDA L

Educatlon Program Administrator (Asst Supt) (DSAD) 2.0
GERSTMER GARY W
‘1 U SIMMONS LYD&,
Secretany (Office Automation) (DSSC) 2.0
1.0 - Secretary DAVIDSON WICKIL
1.0 - Secretary RICHARDSON

Sehool Support Assictant (SSAT) 1.0
10 - SupplyTech  BLISS MICHAILA

Classroom Teachers 05

ESL Professionals (ESLP) 0.5
05 - wacant

Information Technology Section 9.0

Supervisory Computer Specialist (AT) (SPCS) 1.0
10 - vacant Wice: Yergnani

Cun'pl.lﬂr Specialist (Admin Tech) (ASCD) 8.0
1. vacant Filled by Contract AT

vacant WICE: WATSOM
BATEY, JR THOMAS O
CRAWFORD FRAMH L.
FLANMELLY PETER W

PAEK HARRY S
CEESE AL LK |

r_PosDekail_Mowe.rtf: 3,601 characters {an approximate value),
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6.0 ROSTER MAINTENANCE PROCEDURES: MMS provides the ability to manually update and
change Employee Rosters for any organization as frequently as any change is required. The following
procedures provides the user with an easy 1-2-3-4-5 in making roster changes and providing additional
employee or position detailed information useful in identifying that employee or position.

Accurate and timely roster population is the key to MMS. This activity provides the structural basis for
all reporting information that comes from within the MMS applications package. Once completed by
each school and DSO, roster population data can then be extracted through a variety of manpower specific
reports as outlined below:

Using the Transportation Section — Transportation Assistant VVoucher/Job Title at DSO Isles for SY

2004-05, the following screen examples are provided:

Note: Position Detail Info for School Year,
School Location, and Voucher Group. Each
Menu MUST be selected before roster

population can occur.

MMS - [Position]

File Edit “iew Inzet Fomat Hecords Tools  ‘Window  Help

E-dy gk il

T e e R S R T P
How to FindRos =
Step 1 - Choose School Yr|2004-2005 ;l
Step 2 - Choose Location |lsles DSO
Step 3 - Choose VG + Job |Transportation Section - Transportation Assistant
MMS Roster Maintenance ;"7 Current Roster
Isles District Office
[Transportation Section - Transportation Assistant i Issued MPVs;
[ Auth| [ Filled| [Vacantnfilled| [ over Days/¥r
FTEs[ 1000 B0 200 FTEs [ 1
Hr=/PP Hrs/PP
APPLY CHANGES |
FTE Hrs/PP Vacant Employee Hame Job Detail Comments RPA # H O L Location Chg
P 100 0o W - | @ < ALLEMVILLEE | 1600158246 T [skespso | &
100 00 | & - T Clsesoss =T
To0| | 00| T [cote cvntha J ~| - [ lskespso =T
100/ 00| [ |EDWweRDS THERESA & ~| @ - [ [Csespso |
100 00 T [HOLLwey HENRY M -| & - sz =T
T00]| 00| [ [PATTONHAYLEY ANN - | @ - [ lsesoso =T
100/ | 0o [ |eoEvy cHERRY M | @ - I [Csespso |
1.00 j [~ |SEESE PATRICIS SIM -| - I lieespse =T
100) | 00 T [TATE STEPHEN MICHAEL | (@) - O lsesose =T
100 j [~ |waTERS JEMMIFER | & ||| "ice: Clark 1600158247 T T sespso =] W
Hrs/PP
Record: 14| |[T 1 _rLwir#] of 1(Filtered)

Form Yiew FLTR
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6.1 MAKING ROSTER CHANGES: Detailed employee names and other unique employee
information can be obtained by selecting the drop down menus shown below. Employee information is
manually updated regularly from Modern on a regular basis. The ORC Drop Down Menu directory lists
employees that should be assigned to the particular ORC (Organization Code) along with their Job Title
and other pertinent employee identifier data. Usually, the ORC assignment in Modern is correct and the
Employee name is found easily in the ORC drop down menu.

STEP 1: Simply highlight the employee name from the ORC Drop Down Menu and it is placed
automatically in the Employee Name box. In the case shown below, the employee to be selected was
located within the ORC Drop Down Menu directory.

NOTE: If you accidentally enter the wrong employee name or wish to change the name you have
previously entered, simply hit the escape key to make the new change.

ORC Drop Down Menu |
This directory lists each employee

.

assigned to a particular ORC

elp Type a question for help (=8

B-HH ESRY 4 © %m“i@m >?<E‘J

Howr to Flnd Roster Informatlon
Step 1 - Choose Schilol Yr| 2004 2005 _I

Step 2 - Choose Locafjon |lsles DSO ;l

Step 3 - Choose VG +

Transpurtatmn Section - Transpurtatmn Assistant

MMS Rmterhint‘nm 2004 2005 Current Roster

Isles District Office
|Transportat|on Section - Transpm‘atlon Assistant
[ Auth| [_Filled) [VacantUnified| [ Over Daysi¥r

Issued MPVs

FTEs[ 1000 &0 20 FTEs o
HrsPP HrsPP
_APPLY CHANGES |
FTE HrsPP Wacant Employee Hame Job Detail Comments RPA # H O L Location Chg
100 [ 0o # \ @ ~[aLLENwILLER | [1600155246 [ Cisespse |
100/ [ oo W | - [ Misespse =]
100/ 00 [ |cOTE CATHERINE M - = 0 Nisespz0 R]
100 00 [ |EDweRDS THERESS & [ = M Mlisespzo =] T
| RS R E  m 0Lrvv HENR <&@ - I [Cisespso |
100/ [ a0l T [Employes Name [Plar|Modern System Postion Tile [Ore: Name [MOD Orc]Cpensey ErSrrnsId -
1o W r GERSTNER GARY W TP EDUCATlON PROGRAM MANAGER (ASSETANT SUPE Isles DSO ZBUUUU 5074 532?2 b1 3727
T ] S ol (OA) 262
1.00 oo [ [JACKSOM MICHOLAS E G5 ACCOUMNTANT |S|BS DSO 280000 B187-431 5?' M29E7E
100 o0 Il LEED ELIZABETH 4. G5 BUDGET OFFICER Isles D3O 250000  =9172-49683  M31303
I LEOMARD ALITASH K. G5 HUMAN RESOURCES ASSISTANT (04 lzles DSO 280000 A9164-44007  M30050
L | 1.00 0o I_ AR JEMMIFER PEREZ G SCHOOL SUPPORT ASSISTANT lsles DSO 230000 | AEBO7O-63435  M35955
MARKS WYWILLLAM 5 | Tranzportation Operations Specialist Izles DSO 280000 G6302-46412 | M20375
MATTHES STEPHEM W G5 TRAMSPORTATION QPERATIONS SPECIALIST lzles DS0 250000 HI9059-1249 M11133
MCGEE BRIAN TP IS5 EDUCATIONAL TECHMOLOGIST (MNSCHOOL) Isles DSO 280000 9037-71115 33370
MCGEE BRIAN J TP EDUCATIONAL TECHMOLOGIST lzles DSO 280000  0485-74228 W19395
MCGLASSON LISA M. G5 HUMAM RESOURCES SPECIALIST (LABOR & EMPLOY Isles DSO 280000 | G400-51008 M35610
FTE HrsPP PAEK HARRY S GS INFORMATION TECHMOLOGY SPECIALIST lsles DSO 230000 |EG190-42267 M26411
PATTON HAYLEY ARM G5 TRANSPORTATION ASSISTAMT (OA) lzles DSC 250000 G6292-1267 29045
PROSICJEAN ELIZABETH  GS  CUSTOMER SERVICE REPRESENTATIVE (OFFICE AUT Isles DSO 250000 AS201-73521  M39336
GLEYY CHERRY M G5 TRANSPORTATION ASSISTANT (OFFICE AUTOMATIO Isles DSO 280000  AB291-B2822  M27SO6
Record: 14 I ol I I 4| FICHARDSOM JOMATHAR D G5 HUMAN RESOURCES ASSISTANT (OA) lsles DSO 230000 | AS164-24618  M3IES92
Mame of employes who fils | SEFESE PATRll—ClA S GE TRANSPORTAFTloN ASTISTANT (OA) lsles DSO 280000 | AE291-1254 M29079 -
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STEP 2: If the ORC Drop Down Menu directory does not contain the Employee name, then checking
the DoDEA Global Drop Down Menu directory (identified with Global Icon) may provide the desired
search result:

NOTE: Since MMS is manually updated with Modern data, there is some lag time associated with the
most current available information. Modern and MMS may require up to 2 pay periods to synch-up. If
the employee name is still not available within 2 pay periods, the DSO should contact Manpower to
research the problem. However, as a temporary solution, you can still manually enter the name of the
missing employee and ( ? ) shows next to the employee name on the Employee Roster By Job Report.

ADDITIONAL NOTE: Foreign National employees (FNIDH and FNDH) names are not contained in
the MODERN or MMS database and MUST be manually entered. A ( ?) will show next to the name
of the LN.

MMS - [Position]
File Edit “iew Inzet Fomat Hecords Tools  ‘Window  Help

M-HE SRY LREB o|@ 8T ‘@MThl,&dEeg,orﬁlsforallcurrent

T e

Type a question for help  [=|/@ 22

How to Flnd Roster Informatlon
Step 1 - Choose School Yr|2004-2005 _|

Step 2 - Choose Location |lsles DSO LI

Step 3 - Choose VG + Job Transporlatlon Section - Transportatlcm Assistant

MMS Rmterhhtenm 2002005 Current Roster oo

Isles District Office

Note: These roster names are

: : : : Issued MPVs
|Transportat|on Section - Transportation Assistant updated PPP from DoDEA
Auth Filled| (Vacant/Unfilled Ouer Daysi¥r . =
| [ Fited | | official payroll data extracts. It
FTEs[ 1000 &.00 Z00 FTEe 0 .
Hrs PP iremp may require a PP or more delay
for the employee to show up in
APPLY CHAHGES |
FTE Hrs®P Vacant  Employee Hame JobDetail  Comments RPA # N O L Location cl the MODERN system. If not,
100/ oo M | & = ||| ALLEMWILLIE B 1600153246 [ |sesDs0 = contact your DSO to request an
100/ | ool W -| & - T Clislesbss = updated SearCh
100/ | 00| [ |COTE CATHERIME M ~| @ - T liskesDso = .
100 [ 00| T |EDvwaRDS THERESA, A -| @& B [ [ islesDso =
B[ 100 (FEEs T & Isles DSO
100 o0 [ |Employes Mame Srmzld B
T ] LAY HENR'Y G5 | TRANSPORTATION ASSISTANT (04) sles DI0 2B0000 | GF™
a4 HOLLOWAY JEAMNINE T EDUCATION AIDE Loyd ES 3 Wi24455
100 | 00 T |HoLLChay RODNEY H - TP 0095 TEACHER (KINDERGARTEN) Hainerherg ES g8 GDDQS 5188 M3IGI00
100l o0 [ |HoLLoway Rov AD | CUSTODIAN 442100 JATOD-13118  M20732
— e HOLM CHARLOTTE & TP 0200 TEACHER (MIXED MIDDLE) 333500 PO200-11455  M23657
I "O0 N T HoLm CHARLOTTE &, TP 0200 TEACHER (MIXED MIDDLE) ¢ 333500 PO200-74391  M39ET4
HOLMAN JANICE E G5 EDLICATIONAL AID Diamond ES 441200  XDBEY-13747 W17023
HOLMES AMANDA L. TP 2000 SUBSTITUTE Vicenza ES 243200 200067920 M37IE7
HOLMES ARTHUR AD 0514 TEACHER (ELEMENTARY) Pinckney ES 421200 WOBNX-72590 | 31305
HOLMES ARTHUR AD 0514 TEACHER (ELEMENTARY) Pinckney ES 421200 WODBNK-17451 | W1B032
HOLMES CYNTHIA, & G5 SECRETARY (OFFICE ALTOMATION) Croughton ES JBE000  EQDDM-47848  M29855
FTE  Hrepp HOLMES JACQUETTAB TP 0100 TEACHER (MIXED ELEMENTARY) Kinser ES 332300 POTOO-S6141  M34628
HOLMES JENMIFER L. G5 SECRETARY (OFFICE ALTOMATION) Patch HS J7E300  9001-E7326  MITOST
HOLMES REGINALD G5 BUDGET ANALYST 124200 H1196-90 K123
HOLMES SHAYWH D &S EDLICATIONAL AID (SPECIAL EDUCATION) Patrick HenryES | 221400 | GOO0G-4205  M34531
Record: 14| ][ iHOLMES SUSANM G5 OFFICE AUTOMATION ASSISTANT Rabins ES 443200 | CBM3-6e177  migess |
Name of employss wha fils {HOLMESSMTHDAVIDM TP | 0300 Teacher (Mixed Secondary) EJ King HS 7500 PO3O0-53361  M34341 |+
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STEP 3: The Job Detail Drop Down Menu is an incomplete listing of some of the most common job
duties within MMS. This is especially applicable for Clerical and Teacher job series functions.

Job Detail Drop Down Menu
Lists a variety of possible job

2 positic specialties to further identify an _[8]x
File Edit “iew |nzet Fo employee Tupe a question for help = |8 2
M- Hyg &k

TR P A A S s T A P P AT T P e, S T R P T Bt s ™
How to FiRd Roster Information
Step 1 - Choose School Yr|2004-2005 ;l
Step 2 - Choose Location |lsles DSO LI
Step 3 - Choose VG + Job |Transportation ection - Transportation Assistant
2004 905 |
MMS Roster Maintenance . Current Roster
Isles rict Office
[Transportation Section - Transportation Assistant [Eres) [R5
[ Auth| [ Filled| [VacantiUnfilled| Over Daysir
FTEs| 1000 500 200 FTEs i
Hrs/PP Hr=/PP LARS Language Atz
Learnlmpai Learning Impaired
APPLY CHANGES | LibraryTch Library Tech
FTE Hrs/PP Vacant Employee Hame Job D m;:enanc m;:enance cation Chyg
M| oo | 80 M -|@ | MediaSpec  Media Specislist F0s0 | ¥
1.00 oo v - @ - ||| Muisic Music EDSO -l
= Murse Murse
100/ 00| T |coOTE CATHERINE M ~| eetes  |oimm cem EDso | W
1.00 0.0 [ |ECVYARDS THERESA & = @ - || Officeltuto Office Automation B DS |
100 [ 00 T HoLLowiay HENRY M - | & B Eﬁm E:;Sica' Education koso  «|IT
I— 0 0
100) | 00| T [PATTON HAYLEY &NN - | @@ | prysics Physics koso < T
100/ | ool T |auEwy CHERRY M -| @ «|[Plavaround Plavoround koso =T
= PSCD PreSchool Child Development
100[ | 00| T |SEESE PATRICIA SiM -| o ehost Peyahologist Eoso =T
1.00 on0 [ |TATE STEPHEN MICHAEL - @ - || Readimpray Reading Improvernent B DSO |-
100/ [ 00| T [waTERS JENMIFER -| & iy | [Heeng ey e
— — Registrar Registrar
RIS RIS
Science Science
Secretary School Secretary
SIS Supplemental Instruct.
SocStudies Social Studies
FTE  HrsPP Spanizh Spanizh
[0 SPED SPED
SupplyTech Supply Technician
Surestart Sure Start

Record: |<| il || 1k | H |m| of 1 (Filtered) TAG TAG

Pasition Sub-Dezcription [if applicable] T Prod T Production - FLTR CAPS
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STEP 4: The Comments Field is reserved for additional unique data that may pertain to the employee.
These comments generally will include either the name of a departed employee (vice) or the name of an
employee who has been recently hired (as shown below). When an employee has vacated the position,
MMS should be updated to show the slot is vacant with the (vice) employee.

Comments Field |

K M5 - [Position] This field provides unique or special

File Edit ‘“iew |nzet Fomat Becords Tools  Window information regardlng the employee or
E-Hg Sy fBe v @ 2 il

Type aquestion for help [+ @

— e —— the FTE position.
How to Find
Step 1 - Choose School Yr| 2004 2005 LI
Step 2 - Choose Location |lsles DSO ;l /
Step 3 - Choose VG + Job |Transportation Section - Transportation Assi%nt
y A
MMS Roster Maintenance 2% [ e roser
Isles District Office y
|Transpurtatiun Section - Transportation Assistant l ) (LIS
[ Auth| [ Filled| [vacantUnfilled| Over Daysi¥r
FTEs[ 1000 50 200 i |
HrsPP HrsPP
APPLY CHAHGES |
FTE Hrs/PP Vacant Employee Hame Job Detail Comments RPA # H O L Location Chg
M| 100 oo W | ~||ALLEMWAILLIEE | 1600155246 T ekespzo -] W
1.00 j v | @ - T ekesoso =T
100/ [ 00| T [cOTE CATHERME M -| & - T elespse | ¥
1.00 ﬁ [T |ECWwaRDS THERESA, & -| & - T isespso =T
1.00 j [T |HOLLOW&Y HENRY M | @ - | i = T
100 [ 00] T [PaTTOMHAYLEY &NM -| & - | [T Cglespso =
100/ | 00| [ |eUEvY crERRY M ~| - I8 I Eeeenzo <7
= Additional comments related to this position
1.00] | 00] [T |SEESE PATRICIA SIM | @ - T T T Eess0 <[ T
100 [ 00] T [TATESTEPHENMICHAEL  =| (@ - T ekesose |
100 | 00| [ |WaTERS JENNFER ~| @ || wice: Clark 16001 55247 [ ekespso <&
E Hrs/PP
[ 10-00] 0
Record: | <[ 1 o lwilr#] of 1 (Filterzd)
Position Sub-Description [if applicable] FLTR
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STEP 5: The RPA Field is used specifically to track open RPA during the recruitment or other personnel
actions that pertain to a new/current employee or FTE position. The RPA should be deleted as soon as the
action has been completed.

MMS - [Position] ==

File Edit “iew Inzet Fomat Becords  Tool:  'Window  Help Tupe a question for help = |8 2

M- HRESRY e v @ il Y RPA Field
How to Find Rod  USed to specifically identify a
| Step 1 - Choose School Yr[2004-2005 -| current RPA involving the
tep 2 - Choose Location |Isles DSO M 1t
| Ste sles 1 employee or the position
| Step 3 - Choose VG + Job |Transportation Sectiol
AT T g T — o n T TR T f — ....-
20042005 | |
MMS Roster Maintenance — Current Roster Close
Isles District Office
|Transportation Section - Transportation Assistant [l LI ¢
[ Auth| [ Filled| [Vacantnfilled| [ over Days/¥r
FTEs[ 1000 &.00 Z00 FTEe 0
Hrs/PP Hrs/PP
APPLY CHANGES |
FTE Hrs/PP Vacant Employee Hame Job Detail Comments RPA # H O L Location Chg
100/ ool W - | @ | ALLENWLLEE | 1600158248 T I |islesDso =]
100/ | ool W -| & - T Clsesoss =T
100/ | 00] T [COTE CATHERINE M - | @ E [ isespso «| W
100/ | 00| [T |EDWARDS THERESA & ~| @ - [ I isespso =]
100) [ 00 T [HOLLOWAY HENRY M -| & - I isespso <]
100) [ 00 T [PATTON HAYLEY ANN - | @ - I isespso =]
100 | 00| [T |QUEvY CHERRY M | @ - [ I isespso =]
100/ | 00 T |SEESE PATRICIA SM - | @ - I isespso <]
100/ [ 00 [ [TATE STEPHEN MICHAEL | (@ - [ [Cisespse =]
1.00 oo I~ WATERS JEMMIFER = @ =\ vice: Clark 1600153247 rrr Location ORC - Physical location of this pozition if other than this MPY's ORC
FTE HrsPP
o] -
Record: |<| il || 1k | H |m| of 1 (Filtered)

Pasition Sub-Dezcription [if applicable] FLTR
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6.2 APPLY CHANGES BUTTON: When making any changes to the detailed roster screen involving
FTE, employee name, job detail, comments, or RPA the Apply Changes Button MUST be clicked to
make those changes effective.

Example 1: Employee COTE has been changed froma 1.0 FTE to a.5 FTE. MMS automatically will
adjust the FTE calculator to provide an additional .5 vacant FTE. The Apply Changes Button is then
clicked and the change is effective.

Apply Changes Button
This button MUST be clicked to make
effective any changes within the roster
detail screen

MMS - [Position]

File  Edit “iew Inset Fomat Becords Tools  Window  Help

M-Hyg SRy i2Rlo @ 83l YaP R Ba- .

Type a question for help - £

How to Find Rghter Information
Step 1 - Choose School Yr| 2004 2005 vI
Step 2 - Choose Location |lsles DSO ;l
Step 3 - Choose VG + Joh ation Section - Transportation Assistant
20042005 q
MMS Roster Maintep@nce ' msm.l Office /I A change in FTE from 1.0 to .5 has been
|Transportation Section yjnation Assistant / effeCted fOI‘ employee COTE MMS
IR e 51 ROV | Day At automatically recalculates any FTE
FTEs[ 10.00 7 250 FTEs 0 .
D dremp changes to equal the authorized balance
APPLY CHANGES |
Job BEtail Comments RPA # H O L Location Chg
- M| os0| 00 ~| ~ [ [ |isespso  ~|W
G 1o o0 W -| g +||ALLENWILLEE | 1600158245 [ [Msgespso <[
1.00 j I | & - T eesbso =] &
ns0/ | 00] [ |cOTE CATHERINE M ~| i@ - [ sespso |
100) | 00| [ |EDwaRDS THERESS A - Q - [ [Csespso <[
TOOT [ DOl T [HOLLOWAY HENRY M ~| - [ [Misgesbso <[ T
100/ | 00 [ [PATTONHAYLEY AN ~| i - I [CsesDso |0
100 | 00 [ |eUEvY cHERRY M -| g - [ [Msespso <[
1.00 ﬁ [T |SEESE PATRICIS Sih | i@ - T isespso =T
100 j [T |[TATE STEPHEM MICHAEL =] (& - [ [Meesbso <[ [0
1.00 E [ |wATERS JEMNIFER ~| & ~||vice: Clark 1600158247 T [ sespso <[
FTE  HrsPP
o] |
Record: | <[ 1 _|w|r#] of 1 (Filtered)

Pasition Sub-Dezscription [if applicable] FLTR
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6.3 Paraprofessional/Seasonal Roster Changes: Handling roster updates and change in hours of all
Paraprofessional, Clerical, and Seasonal/School Year employees is similar to FTE changes for GS and
Teachers. This is also when mistakes are most common because of the frequency of input in HRS/PPP
due to changes work schedule and employee turnover.

Simply change the number of hours to be assigned to the employee in the HRS/PPP field and click the
Apply Changes Button. MMS will automatically calculate the FTE and reassign any leftover FTE as
vacant. We will use the Support Staff - Kindergarten Aide voucher group/job title at Lakenheath ES for
the following examples with paraprofessionals.

EXAMPLE 1: Employee CHELEN at Lakenheath ES has been approved to work 30.0 additional hours
and an overhire request with RPA has already been made and identified in the Comments/RPA Fields.
The HRS/PPP authorized for Support Staff - Kindergarten Aide is 420.0, 300.0 are currently filled, and
120.0 are Vacant/Unfilled.

MMS - [Pos
File  Edit

54

FTE and hours per pay period for paraprofessionals are set
by the Manpower Office

FALLEAL L e |
Lakenheath ES |
Step 3 - Choose VG + Job |Support Staff - Kindergarten Aide
VS RS (T W T (T eiies Current Raster
Lakenheath E
Ssued MPVS
[ Auth| [ Filled| [VacantUnfilled| [ over Daysfr
FTEs[ 384 ZE 113 S [ 1
Hrs/PP| 4200 3000 1200 Hre/PP
T
m;m Employee Hame Job Detail Comments RPA H © L Location Chg
v ~| @] |Windergart ~|DAME LORRIE | T T |Lakenhesth E =|
v -| @@ |Kindergart = TROJANCAASII [~ I " |Lakenheath E =] W
[ |DaUGHERTY SHARON F - | @@ Windergart - I~ I [T |Lakenhesth E =]
[/ |Davis ASHLE A - | @@ Wincergart - 1653 49350 [T [T [ |Lakenhesth E |
[ |D&vis EILEEM G. -| @ |Kindergart = [~ I T |Lakenhesth E ~| ¥
[T |DENTOM MaMCyY L - | @@ wincergart - I~ I T |Lakenhesth E =]
[ |RAFFEL TAMARS CHEL. @ Kindergart =] COverhire Reques 1663163544 [~ I " |Lakenhesth E =] ¥
Record: | |[ 1 _lwilr#] of 1Filterad)
Woucher Group Description FLTR
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EXAMPLE 2: The user has manually increased CHELEN’s HRS/PPP from 60 to 90 and decreased the
vacant hours from 60 to 30, then clicked the Apply Changes Button. MMS has automatically recalculated
the FTE increments for each employee, and the Filled, Vacant/Unfilled HRS/PPP balances.

STEP 1: Hours for Chelan are adjusted from 60 to 90 HRS/PPP

STEP 2: Hours for Vacant are adjusted from 60 to 30 HRS/PPP

STEP 3: Click the Apply Changes Button and the changes are effective

MMS - [Position] ==
File Edit “iew Inzet Fomat Becords  Tool:  'Window  Help Tupe a question for help -3 X

-y éﬁi ééhtﬂ © @@AlZl |7 ¢4 e WK

T T e i

T

How to Flnd Roster Informatlon
Step 1 - Choose School Yr|2004-2005 _|

Step 2 - Choose Location |Lakenheath ES LI

Step 3 - Choose VG + Job |Support Staff - Kindergarten Aide

2004 -2005
-mmm—i-'— current Roster | [ iose |
A Lakenheath E
| |Support Staff - Kindergarten Aide | [Eres) [R5

[ Auth| [ Filled| [Vacantnfilled| [ over | Days/¥r
FTEs|  ag4| [ 840 044 FTEs [ 1
Hrs®PP| 4200 3300 an.a HrsPP
APPLY CHAHGES |
FTE Hrs/PP Wacant Employee Hame Job Detail Comments RPA # H O L Location Chg
0s6 | eool - | @ || AME LORRIE [T " [T |Lakenhesth E <]
023 ﬁ I - || |Kindergart =] TROJANCWSII | I~ I T |Lakenhesth E =]
058| | 600| [ |DALUGHERTY SHERONF = @] |Windergant = [T [T [T |LakenhesthE «| W
056| | 600 [ |DAvIS ASHLE A | @| |Kindergart ~ 16631 49353 [T [T [ |Lakenhesth E | &
056 | 600 [ |DAVIS ELEEN G, | @@ Windergart = [T [T [T |Lakenhesth E |
056 | 600] [ [DENTONMANCY L - | @@ kindergart - [T [T [T |LakenheathE ~| W
0.84 E [T |RAFFEL TAMARS CHELAMN = @ Windergart =/ Overhire Reques 1663 63544 I [T I |Lakenhesth E =] ¥
Record: 14| |[T 1 _rLwir#] of 1(Filtered)

Pasition Sub-Dezcription [if applicable] FLTR
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Example 2 Continued:

NOTE: When reducing HRS/PPP for employee within the Voucher Group, MMS will automatically
balance the remaining HRS/PPP and FTE by adding a new Vacant position. It is necessary to make
the HRS/PPP change and DELETE the Vacant slot. This is done by selecting the appropriate Vacant

FTE, right clicking the mouse, and choosing CUT. The MMS created balance will be deleted and

along with the automatically generated Vacant slot. This may take a little getting used to by the user.

STEP 1:

STEP 2:

STEP 3:

STEP 4:

Click the Apply Changes Button

Reduce HRS/PPP for Chelan from 90 to 60 HRS/PPP

Highlight the MMS Auto-Generated Vacant Slot for 30 HRS/PPP

Delete the Vacant Slot by clicking on right side of mouse and selecting CUT

MMS - [Position] ==
File  Edit “iew Inset Fomat Becords  Tool:  ‘Window  Help Type a question for belp = (@ X
44 HERY 2@ b=Ind il

How to Find Roster Information
Step 1 - Choose School Yr|2004-2005 ;I
Step 2 - Choose Location |Lakenheath ES ;l
Step 3 - Choose VG + Job |Support Staff - Kindergarten Aide
MMS Roster Maintenance 202 curront roster | [Giose ]|
Lakenheath ES
|Suppurt Staff - Kindergarten Aide lened LIt
[ Auth| [ Filled| [VacantUnfilled| [ over Days/¥r
FTEs[ 384 ZE 113 S [ 1
Hrs/PP| 4200 3000 1200 Hre/PP
FTE Hrs/PP Wacant Employeeflame Job Detail Comments RPA H © L Location Chg
v | ~| @] |Windergart ~|DAME LORRIE | T T |Lakenhesth E =|
& Cut v i -| @@ |Kindergart = TROJANCAASII [~ I " |Lakenheath E =] W
Copy [ |paucHERTY sHERONF | @B [kindergart = [~ I I |LakenhesthE <] &
[Z Paste | DavIS ASHLE A - | @@ Wincergart - 1653 49350 [T [T [ |Lakenhesth E |
[ |D&vis EILEEN G) -| @ |Kindergart = [~ I T |Lakenhesth E ~| ¥
056 | M [ |DENTOM MMy - | @@ wincergart - I~ I T |Lakenhesth E =]
06| | 600 [ |RAFFEL TAMARMCHELAN +| (@] |Windergart =||Cverhire Reques 1663163544 [~ I " |Lakenhesth E =] ¥
FTE HrsPP
Record: 4] 4| |—1 Pl vir#] of A iFilterad)

Form Yigw

Eﬂstart”J aao >

FLTR
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6.4 Identifying Over-Executions: MMS also automatically alerts the user of any Over-Executions in
FTE by highlighting the Over-Execution Box in RED with a WARNING dialog box. .

Example: In the example shown, CHELEN has been authorized 90 HRS/PPP but no changes to reduce
the HRS/PPP in any Vacant slot has been made, resulting in an Over-Execution of HRS/PPP for the
Voucher group. When the Apply Changes Button has been clicked MMS provides the WARNING dialog
box and the user MUST OK the Over-Execution to continue with the action.

To correct the Over-Execution simply change the HRS/PPP to an amount within the authorized FTE for
the Voucher Group — Job.

| ; 1
~ Over-Execution Box a1
File Edit “iew Inset Fomat Becords  Tools  “Window  Help nghllghted In RED When an Over- Type a question for help |+ (5 2€
M-Hy SRY © | v| #executian of FTE has occurred

Step 1 - Choose School Yr|2004-2005 ;l
Step 2 - Choose Location |Lakenheath ES LI /

MMS Roster Maintenance Current Roster

Iszued MPVs

|Support Staff - Kindergarten Aide

[ Auth| [ Filled| [VacantiUnfilled|
FTEs 394 282 113 WARNING BOX
HrsPP[ 4200][ 3000 1200 A WARNING will also
APPLY CHANGES | appear and the user
FTE Hrs/PP Vacant  Employes Hame  [SBSSS U g (0T .

oo B — o MUST c_Ilck OK to
056 ﬁ v ° WARNING! Too many hours are assigned. Only a total of 420 hours are authornizied w proceed W|th the Over-
056) | 600 [ |DAUGHERTY SHARCON F I Execution.

058 | 600 [T |DavIS ASHLE A ~
056 | 600 [ |DavIS EILEEN G. T T [V
056| | 600 [ |DENTOR MANCY L | | |Kindergart |~ [T T [ |Lakenheath E| <] &
0.84| | 900 [ |RaFFEL TamaRA CHELAN = |@| [Kindergart =] overhire Reques | 1663163544 [~ T [ |Lakenhesth E|+] &
FTE  Hrs/PP

[

Record: |<| il || 1k | H |m| of 1 (Filtered)
Calculating . . . FLTR
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7.0 MMS Reports: To access MMS reports for your school or DSO, select the “Reports” button from
the MMS introduction screen. You are only able to view those reports pertaining to your school or DSO.

MMS - [DoDEA MMS] =&l x|
J File Edit View Insert Format Records Tools Window Help ;lillﬂ

[Form View: o
|J b - wier...| Bwindows M., | &M user G...| [ DopEA MMS MicrosoFtE...l EENHE BORY 240




7.1 Accessing MMS Reports

Schools can access their specific school level reports by selecting the “School/Division” Tab. DSOs can
utilize this tab to access school level reports for those schools in their district or DSO-wide reports by
selecting the “District” tab. Report access is limited to your specific authorization level, thus the “Area”,
“Component” and “DoDEA” tab will be inoperable.

School Level Reports District Level Reports
Available only to (Available only to DSOs)
Principals and approved
clerical staff.

MMS - [MMS Reports] == x|
J File Edit Wiew Insert ForghBt Records Tools Window Help _I_I- & ll|
¥ " Eny
j_;PV Maintenance
SCHOOLDMISION | pisTricT B AREA| COMPONENT| DoDEA |
SchoolfDivision Level Reports
Viewiprint MPVY History
School Level MP¥ Change Audit
Trail (Excel pivot table)

|[Farm View (O o
Hstart||| 7] @ (O] || Dnbox...| Bwindo... | @vms ... | EEoooea...| [Ewicros... | E vouch... [ MMs . (B BENHE 20U 2ssm




7.2 School Level MMS Reports: School level reports are under construction at this time. Reports
envisioned for this are include: Multiple School Year FTE comparison reports; Reports by Position and
Position Type (Special Education FTE); FTE Summary by Job Code; and School Roster reports. In
addition, we are soliciting requests from schools and DSOs in regard to your reporting needs. User ideas
on future reports can be submitted to Gregory Glova and/or Don Spry.

MMS - [MMS Reports]
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7.3 DSO Level MMS Reports:

DSO Level Reports will provide DSO managers with current manpower information from the following
reports:

School Level MPVs By District

District FTE Summary By Job Code (single school year)
District FTE Summayr By Job Code (multiple school year)
District Commercial Activities Report

FTE Count By Pay Play (currently not available)

FTE Count By Organization

SPED FTE Count By District

MMS - [MMS Reports]




7.3.1 DSO School Level MPV Report

School Level MPVs
Shows approved and current Staff Authorization Document (SAD) by
Job Code and Job Title with FTE for each school within the DSO

MMS - [r_Mp¥-200 : Report]
Jﬂ File Edit W¥iew Tools ‘Window Help

X8| oom@|

Authorization Ifocument
Bchool Year 2003-2004 Siaff Afthorization

Amberg E,

Effective: August01, 2003 FTE Total 0.00
Job Code JohTitle FTE
Administration
PRIM Principal 0.0

Administration Total
Classroom Teachers

KGMT Kindergarten Teacher 0.0
ELMT Elementary Clazsroom Teacher 0.0
ELMP Elementary Clazstoom Teacher, Grades 1-3 0.0
ELMI Elementary Classroom Teacher, Grades 4.5 oo

ESLT
TAGT

ESL Teacher
Gifted Education Teacher
Classroom Teachers Total

QOther Professionals

EHIF Elementary Host Mation Teacher (FRIDH) 0.0
EHMF Elementary Host Mation Teacher (FNDH) oo
ISET Infarmation Specialist 0.0
MURS School Murse oo
Cher Professionals Total o0
Small School Support
SEAL Small Schoal Allowance oo
Srall Sohoal Supeait Total o0
Support Staff
SCCL School Clerical on
KA Kindergarten Lide 0.0
SE&) Special E ducation Lide oo
HLA Health &ide 0.0
Page: 1| | 1 v n| 4 |
Ready A |
:ﬁstart”J ] & @ © || [Binbox- Microsoft ou...| FEDDEA MMs | B s Reports || Br_Mpv-200:Report | REIGEG BEONAADIS L 10040




7.3.2 DSO District FTE Summary By Job Code (Single SY)

District FTE Summary By Job Code
(Single School Year)
Provides Total District FTE by Job Code and Job
Title in a Voucher Group for a selected school year.

MMS - [r_201 : Report]

Jﬂ File Edit W¥iew Tools ‘Window Help

Staff Authorizfition D ocument w20t

FTE Total 1,184.40

|

JobCd Job Titde JobCd Job Tite FTE
Office of the Superintendent 11255 IrrfD@atim Specialist o 240 |
. . 11454 Reading Recovery Specialist 1258 =
1142 Education Program Administratar 1.0 11276 Lenguage Arts'Readng Specalist (Elementary 100
mlg Ed‘;::'m Eﬁ?gfﬁr’:’;‘ﬂ“‘;‘_'s‘?mr (Asst Supt) gg 11324 School Murse 250
= ary (==} QSN . -
11125 Distict Support Assistart 10 Other Professionals Tokal 1555
11121 Executive Cfficer 1.0
Office of the Superintendert Totl 70 8Small School Support o
11500 Small School Allowance 1
Administration 11519 Supplemental Small School A lovance 1.0
11400 Principal 240 Small School Support Total &0
10935 Agsigant Principal 180
Administration Toiaf 390 DoDEA. Distance Learning
11103 Digtance Learring Instructor 50 2]
DSO Staff DoDEA Distance Learning Totat 50 J0]
11613 Program 2nalyst 10
D50 S Total 14 Staff Not In PTR, School Level
11543 Urion Fepresentative 0.0
Classroom Teachers 11455 Feading Recovery Leader 1.0 %
SiF Not in PTR, School L evel Totaf 1.0
115801 Sure Start Teacher 100
11189 Full Day Kindergarten Teacher 470 Q
11270 Kindergarten Teacher 0.0 Transportation Section T
m;i E:em:ﬂﬂaw 2:533"30'“ Ieac:er crodins 13 1:2-; 11645 Program Analyst (Transportation) oo
em ary Classmom [eacher, (=23 | E S E
11306 Middle Jassrmoom Teacher a5 Transy Totaf &g
11173 Elementary Classmom Teacher, Grades 45 750
11472 Secondary Classroom Teacher 1550 Support Staff
11304 Migdle Hast hfion Teacher (FNIDH) 20 11462 School Clericdl a0
11480 Secondary Host Maion Teacher (FRDH) oo 11530 School Clericd - Schad Year 10
Page: 1| | T v n| 4 |
Ready e

:ﬁstart”J ] @ G ® »|| mbox-m...| E2oooesnms | Emms Repo...| Cumms user .| Evms User . [[Br_201: k.. |REIEGEONAADID EM 1040 am




7.3.3 DSO District Summary By Job Code (Multiple School Year)

District Summary By Job Code
(Multiple School Year)
Provides Job Code, Job Title, and FTE
by Voucher Group for Multiple SY
and changes in FTE from previous SY

E E

JEiIe Edit Wiew Insert Format Tools Table Window Help

D EQSRAY |t BRS| o o | q o F ).
JNormaI v Avial -1z - B I H”EE_ E |,j A -
R e FIEEEE DR B SRR Y. |

- ]

i)

%

o
. ]

150000 rossane SY 2003-2004 Staff Planning
- Document
: Bavaria rict ce
- Bavarigf0SO Staffing Totals 1306.5 1,354.3 47 .8
School ¥r  School Yr 2003-2004
_ 2002-2003 2003-2004 Change
Off gt of the Superintendent
- LEsU Education Program Administrator 1.0 1.0 oo
- DsAD Education Program Administrator (Ssst Supt) 20 20 oo
N DE=C Secretary (Office Automation)) 25 20 -05
- DsCL District Support Assistant 0.0 1.0 +1.0
CHET Chief of Staff 0.0 0.a 0.a
DEEM Executive Officer 0o 10 +1.0
- Office of the Superintendent Total 5.5 7.0 +1.5
: Administration
- PRIM Principal 24.0 240 0.0
| APRM Agzistant Princips 15.0 150 0.0
Administration Total 39.0 39.0 0.0
- DSO Staff
DoPpA, Program &nalyst 1.0 1.0 0.0
- DSO Staff Total 1.0 1.0 0.0
- Classtoom Teachers
- SETE Sure Start Teacher 100 100 oo
KGMT Kindergarten Teacher 6.0 0.0 6.0
FOKT Full Day Kindergarten Teacher 36.0 47.0 +11.0
- ELMT Elementary Classroom Teacher 96.0 355 -B05
ELMP Elementary Classroom Teacher, Grades 1-3 1155 1530 +3745
) MIDT Middle Classroom Teacher 525 215 -1.0
) SECT Secondary Clazsroom Teacher 149.5 1550 +55
w ELMI Elemertary Classtoom Teacher, Grades 46 53.0 7.0 +230
: MHF il Host Netion Teacher (FNIDH) 20 20 00
S EEKR
JD[awv[}Coj AgtoShapesv\\DO‘|&v£v&vE --E.e,
| Page 1 Sec 1 1j4 |At 05" Im1  Cali REC [|TRE |[EXT | |OWR |English (U.S
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7.3.4 DSO District Commercial Activities Report

District Commercial Activities Report
This report provides a breakout of FTE by Job Code and Job
Title by Voucher Group and by percentile of total FTE
strenath.

izl r_202.rtf - Microsoft Word

E

JEiIe Edit Wiew Insert Format Tools Tabff window o}
PeEa sy sl of «-|a
JNormaI ~  Arial - I - | B u ”EE

.Eﬂ swelbold ﬂ

=

1/

FTE Total 6,024.9

1

JobCd  Job Title

Office of the Superintendent
DssuU Education Program Administrator
DSAD Education Program Administrator (A=t Supt)
- DSEC Secretary (Office Automation])
N DSCL District Support S=zsistant
- DEBM Executive Cfficer
Office of the Superintendent Total

Y

Y

Administration

} PRIM Principal
- APRM Assistant Principal

] o ] ] e

Administration Total

- DS0O Staff
DopA, Program Analyst ]
: D30 Staff Total 32
o+
- Classroom Teachers ©
SETE Sure Statt Teacher @
_ FDKT Full Day Kindergarten Teacher
KGMNT Kindergarten Teacher 1
ELMT Elementary Clazsroom Teacher k .
R ELMP Elementary Clazsroom Teacher, Grades 1-3
i MIDT Middle Clazsroom Teacher
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7.3.5 DSO District FTE Count By Organization

District FTE Count By Organization
Provides FTE total for each school within a
selected DSO for the current SY
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bl Year 2003-2004 Staff Author

Bavaria District Office i

:
- FTE Total 1,184.40
} Ambery ES 0.0
- Anzhach ES 296
Anshach HS 4241 @

r-\‘ Bad Aibling EfHS 298

Bad Kissingen ES 155

Bamberg ES T0.0

Batmbery HS 374
i Bavaria District Office 591
m Boehlingen ESMS 30.2
. Garmisch ES 19.4
Grafenwoehr ES 357
Hohenfels ES 447
Hohenfels HS 35.4
llesheim EiMS 36.0
Kitzingen ES 62.5
- Patch ES 488
Patch HS B0.6
Rainbow ES 3.2
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7.3.6 DSO SPED FTE By School District

SPED FTE By School District

Provides SPED FTE by School,

Job Title, Voucher Group, and
Hours Per Pay Period
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15.0ee 03 2003-2004
Special Education FTE Summary
Bavaria DSO

- School Joh Title Voucher Group
) Ambery ES SEA) Special Education Lide Support Staff

- Anshach ES SE&| Special Education Aide Support Staff
° LIkt Teacher of Learning Impaired (D) Special Education

r Anshach HS SEA) Special Education Aide Support Staff
- LIkt Teacher of Learning lmpaired () Special Education

- Bad Aibling ErH=E SEA) Special Education Aide Support Staff

- SEDA  Supplemental Instruction Support (S15) Support Staff
COMM  Teacher of Communication Impaired Special Education

° EMOT  Teacher of Emationally linpaired Special Education

" LIkt Teacher of Learning lnpaired (M) Special Education

) PSCD  Teacher of Preschool Dizabled Special Education

Bad Kizsingen ES SE&I Special Education Aide Support Staff
LIkt Teacher of Learning Impaired () Special Education

- Bamberg ES SEAI Special Education Aide Support Staff
B SEDA  Supplemental Instruction Support (SIS Support Staff
COMM  Teacher of Communication | mpaired Special Education
LInKA Teacher of Lesrning Impaired (M) Special Education
PSCD  Teacher of Preschool Disabled Special Education

Batmberg HS SEA) Special Education Lide Support Staff
LIMt  Teacher of Lesrning Imeoaired riand Snecial Education
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