Graduate Medical Education and Residents

1) Business Manager Responsibilities

2) Individual Facility Resident/Fellow Rotation Process and Contact Information
a) Our Lady of the Lake (OLOL)
b) Ochsner
c) East and West Jefferson
d) Children’s Hospital

e) Touro

f) Medical Center of Louisiana at New Orleans
g) Earl K Long Medical Center (EKL)
h) University Medical Center (UMC)

3) Certification Statement

e Business Managers’ Responsibilities for Resident and Medical Student

Education
Assist program director/coordinator in ensuring that ACGME
requirements are met or exceeded.

Assist in recruitment of residents and fellows

Assist in coordination of medical students rotating through program
Resident Services

(0]

(0]
o

Set up accounts for resident rotations by facility

Review and comply with all contract requirements

Review and certify Resident Tracking activity

Ensure compliance with individual hospital procedures
Review invoices for accuracy

Ensure that all expenditures are appropriately charged to the
correct accounts

Ensure compliance with the Resident/Fellow management process

Program directors will develop monthly schedules by the 15" of
the previous month for the current month

Program directors and/or resident coordinators will be responsible
to provide a monthly copy of this schedule before the beginning of
the month’s rotation to each facility

Certification Reports will be required twice a month. The first
Certification Report will not include the Signature page that is
required for the end of the month Certification. It will require
the Program Coordinator’s signature.

The residency coordinators will be responsible to accurately
input all rotations (including all time taken) into Resident
Tracking by the end of the current month (for example August
schedules must be entered by July 31). Coordinators will print
the schedule entered for the month, review the entries, make
any required corrections, sign the report and return the report
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to the GME Office by the requested deadline. If the report can
not be hand delivered, it must be scanned and emailed and
documented in the subject line that it is the certification report,
or faxed to the GME Coordinator by the requested deadline.
This process must be completed in a short period of time due to
the lock out and payroll schedules. A Calendar has been
provided with the deadlines under a previous email.

END Of The Month Certification Report - Coordinators will
continue to print this report by the date it is available (must be after
Payroll processes the last payroll for the month), review the data,
make corrections, and get the required signatures. In addition to
the required signatures, all House Officers must initial next to
their name on the report or confirm by Email or Outlook
Voting option, that the Hospital rotation information, and any
corrections made by the Coordinator are correct. The report
with Email or Outlook voting responses is then submitted to the
GME Coordinator by the requested deadline. Remember, if there
are Account number changes made to this report a PER 3 must be
attached to the report when submitted to the GME Coordinator. A
Calendar is provided with these dates under a previous email.
Coordinators are locked out only for a pay period at a time.
Therefore, Coordinators can make changes only for the dates
included in the next payroll, usually the 16™ — 30™ or 31% of the
month, before the lockout date for that payroll.

Program director and/or resident coordinator will be responsible to
ensure that all residents/fellows have followed the individual
facility monthly sign in process

Program director and/or resident coordinators and/or business
managers will be responsible for verification of residents/fellows
signing in monthly at the beginning of their individual rotations at
each individual facility

Program director and/or resident coordinator will be responsible to
provide a corrected copy of the month end rotation schedule to the
facility

Business manager is responsible to review all data for accuracy
and that all data is accurately displayed in Resident Tracking with
the appropriate legacy account number within 7 working days from
the last payroll

Program director, residency coordinator, and business manager are
required to sign a month end certification letter verifying this
process and this letter must be attached to the month end final
Resident Tracking rotation report

Business manager, program director, and residency coordinator are
responsible to ensure that the all residents are signed in timely, all
LSU and Facility resident verification forms are certified timely,
and all data on the final rotation schedule, sign in sheets,
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verification forms, certification forms, Resident Tracking, and
invoices are completely accurate and are identical

Any discrepancies with any of the data discusses on any form or
software system will be the responsibility of the department to
resolve with the facility to ensure proper compensation

MBB provides partial funding to support program directors,
residency coordinators, and business managers to provide the
above services. The Chairs, Dean, and Chancellor agree that these
functions are critical to GME and continued MBB financial
support of these functions will be based on the individual
departments’ performance of the above services in support of the
residency/fellow programs.

e Individual Facility Resident/Fellow Rotation Process and Contact

Information

0 OLOL (Baton Rouge, Louisiana)

Pre month resident schedules to know what residents/fellow are
expected for the month
Residents are to sign in within the first 5 business days of the
month with the Medical Staff Office
Residents/Fellows beginning a rotation at OLOL for the first time
are required to attend OLOL resident orientation process which is
typically held on the first day of the month
Residents/Fellows that have already rotated at OLOL but have not
rotated at OLOL for at least three months will be required to attend
the computer system training portion of the orientation
OLOL will provide information on any disputed invoices and the
department will have the responsibility to resolve all invoice issues
with the facility in a timely manner
Contact Individual — Erin Wheeler

e Email — erin.wheeler@ololrmc.com

e Phone - (225)-765-6415

0 Ochsner Jefferson Hwy & Ochsner — Kenner

Pre month resident schedules to know what residents/fellows are
expected for the month

Residents are to sign in within the first 5 business days of the
month with the Medical Staff Office between 8:30 am and 5:00 pm
Ochsner will provide a list to the SOM fiscal office of all resident
not signed in by the 5™ day of month according to the provided
rotation schedule

SOM fiscal office will inform each program with the individual
resident/fellow name that has not signed in according to Ochsner
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Ochsner will provide information on any disputed invoices and the
department will have the responsibility to resolve all invoice issues
with the facility in a timely manner
Contact Individual — Mark Eckert (Ochsner — Kenner)

e Email - [MaEckert@ochsner.org]

e Phone - (504)-464-8059
Contact Individual — Anne Fleming(Ochsner Jefferson Hwy)

e Email - [Afleming@ochsner.org]

e Phone - (504)-842-3207

0 West Jefferson & East Jefferson

Pre month resident schedules to know what residents/fellows are
expected for the month
Residents are to sign in within the first 5 business days of the
month with the Medical Staff Office between 8:30 am and 5:00 pm
W.J and EJ will provide information on any disputed invoices and
the department will have the responsibility to resolve all invoice
issues with the facility in a timely manner
Contact Individual — Kacy Petit (West Jefferson)

e Email - Kacy.Petit@WIJMC.ORG

e Phone - (504)-349-1897
Contact Individual — Frannie Kronenberg (East Jefferson)

e Email - [fkronenb@ejgh.org]

e Phone — (504)-454-4005

o Children’s Hospital

o Touro

Pre month resident schedules to know what residents/fellows are
expected for the month
Residents are to sign in within the first 5 business days of the
month with the Medical Staff Office between 8:30 am and 5:00 pm
Children will provide information on any disputed invoices and the
department will have the responsibility to resolve all invoice issues
with the facility in a timely manner
Contact Individual — Ms. Lulu Ceramie

e Email — Lucherami@chnola.org

e Phone - (504)-896-9431

Pre month resident schedules to know what residents/fellows are
expected for the month

Residents are to sign in within the first 5 business days of the
month with the Medical Staff Office between 8:30 am and 5:00 pm
Post month resident schedules are require

Post month Touro’s verification form is required listing the
individual residents/fellows b%/ program and signed by the
attending physicians by the 5 day after the last day of the month
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Post month Touro’s verification form for department residents
doing rotations on other department’s services will require a
separate Touro verification form for those residents outside of the
department signed by the attending physicians
Touro will provide information on any disputed invoices based on
matching the resident rotation schedule, the sign in sheet, the
resident verification forms and the invoice within 30 days of
receiving LSU’s invoice
LSUSOM department will have 20 days once notified of any
dispute to resolve the issue
If the issue is not resolved within 20 days the invoice will be paid
according to the information that Touro has received and
confirmed
Contact Individual — Ms. Margaret Horvath (Meg)

e Email — — Margaret.horvath@Touro.com

e Phone - (504)-897-8967

o MCLNO

o EKL

Pre month resident schedules to know what residents/fellows are
expected for the month
MCLNO does not have a formal sign in process and relies on the
monthly schedules
MCLNO will provide information on any disputed invoices and
the department will have the responsibility to resolve all invoice
issues with the facility in a timely manner
Contact Individual — Senora Paul

e Email - spaul@Isuhsc.edu

e Phone — (504)-903-0718

Pre month resident schedules to know what residents/fellows are
expected for the month
Residents are to complete a credentialing packet prior to their
rotation. This is accomplished through EKL Medical Staff Office
and LSU Program Coordinators.
Each rotation service has a coordinator located in the LSU
Administration Building, which residents are to report to on
arrival.
EKL will provide information on any disputed invoices and the
department will have the responsibility to resolve all invoice issues
with the facility in a timely manner
Contact Individual — Vickie Bayham

e Email - vbayha@Isuhsc.edu

e Phone - (225)-358-1082
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o UMC

Pre month resident schedules to know what residents/fellows are
expected for the month
Residents are to sign in within the first 5 business days of the
month with the LSU Secretaries office located in the University
Medical Center on the first floor
Each rotation service has a secretary that will handle all the
required paperwork
UMC will provide information on any disputed invoices and the
department will have the responsibility to resolve all invoice issues
with the facility in a timely manner
Contact Individual — Maia Marceaux

e Email - mmarcl@Isuhsc.edu

e Phone — (337)-261-6156
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LSU School of Medicine in New Orleans (LSUSOM-NQO)
Resident/Fellow Month End Education Rotation and Funding Certification

resident/fellow program director for the department

(Print name)

of certify that
(Department Name/Section Name)

e All Residents and Fellows rotating at the facilities listed on the Res Track report for the month of
are accurate and correct. The master schedule provided by Res Track
represents the days Residents and Fellows rotated at the named facility for the named month and
include all time taken. This information has been provided within 3 working days from the last
payroll run/processed for the named month above to the resident coordinator or to other

appropriate individuals within the department to ensure that all information is correct and accurate
and that each listed facility confirms the rotations.

(Program Director)

resident/fellow program coordinator for the department

(Print name)

of certify that
(Department Name/Section Name)

e All Residents and Fellows rotating at the facilities listed on the Res Track report for the month of
are accurate and correct. The master schedule provided by Res Track
represents the days Residents and Fellows rotated at the named facility for the named month and
include all time taken. This information provided by the resident program director has been
reviewed and is accurately displayed in Res Track within 5 working days from the last payroll
run/processed for the named month above and that each listed facility confirms the rotations.

(Program Coordinator)

business manager/assist bus manager for the department
(Print name)

of certify that
(Department Name/Section Name)
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All Residents and Fellows rotating at the facilities listed on the Res Track report for the month of
are accurate and correct. The master schedule provided by Res Track
represents the days Residents and Fellows rotated at the named facility for the named month and
include all time taken. This information provided by the resident program director and coordinator
has been reviewed and is accurately displayed in Res Track with the appropriate PS account
numbers within 7 working days from the last payroll run/processed for the named month above.
This data is being certified to utilize for invoicing, that each facility confirms the rotations, and all
charges will be appropriately captured in people soft.

(Business Manager/Assist Bus Manger)
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INSTRUCTION FOR RUNNING THE FIRST CERTIFICATION REPORT

A PS Desktop - MetaFrame Presentation Server Client

Il Documents - Microsoft Word

i File Edit Wiew Insert Format Tools  Table Window  Help

Type a question for help || %

DEEHRESSRIVIRA LB oo @ HAORSE 4B 1 100«

- @ |fERead (12 - B [E=(O-F-A- L

ELSUHSE PeopleSoft & Launcher
Options  Clear Cache  Training  Help

PeopleSoft System: Human Resources

Databaze;

Application |PeapleSoft

Dperater D [YLEEHA

% Start I Cancel

T N SV 3 GO % W= i [ [
ﬂstartl J I‘_;ﬂ J Inbox - Microsaft O... | b Calendar - Message... I Mew Certification pr... I Calendar of due dat. .. I DocurnentS - Micros. .. I " LSUHSC PeopleSo... ’:

Select PS8 Launcher on your desktop (This process is the same process used to print the
End-of-the-Month report. If these instructions are different than what you use, disregard

and use your method).

PS System is Human Resources
Database is PS Higher Ed Report (PS8HRPT).

Select Start
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A PS Desktop - MetaFrame Presentation Server Client
&l Document5 - Microsoft Word
i File Edit Miew Insert Format  Took  Table  Window  Help Type a question for help |+ | X

DEHRAERIYRA L EBI o - QBAOEESET 0% - oW, (12 - B[S S| [-7-A-
[e] - 23 s S

H 1 1 -4

SUHSC PeopleSoft & Launcher
Options  Clear Cache  Training  Help

PeopleSoft System: IHuman Resources

Database: IF'S 8 Higher Ed Report (PSEBHERPT)

dirmlie skicn

Starting PS 8 Higher Ed Report (PSBHERPT)

. & WARNING! This is not the production database, and any transactions entered will be lost, Do yaou want ko
continue?

Mo |
i T P

g

et et o Jmwes ez et e frgentos] (@ ] I ][]

85tart| J I"‘_;ﬂ {1 Inbox - Microsoft O... | Calendar - Message. .. I @ Mew Certification pr... | @ Calendar of due dat... | @ Documents - Micras... I ' LSUHSC PeopleSo... ’:
I e

Get a warning “is not the production database. Do you want to Continue?

Check Yes
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PS Desktop - MetaFrame Presentation Server Clie
_ O]

| &

File Edit view Favorites Tools Help

S Back » = - 0 ﬁ|@5&arch [3] Favorites 5'%‘ & = = B
d & o |L\r|k5 ﬂ

Address I@ https:fipsthe.lsuhsc.edufservistsficientservist fherpt [ Fomd=starte:

DPS
PeopleSofts.22
REPORTS DATABASE

£ Home

Home = LEUHSC Processes = R

D lUse

<3 Administer Warkfarce L Human Resources
O te Empl

nmpensa.e mployees (d Resident Scheduler & Selup
« Define Business Rules 1 & Inguire
<3 Develop Workforce QReport

(a LSUHSC Processes

opleTools

[&] ’_’_’_’_ré_ &) Trusted sites V.
T T
[ T | e i ]

T
|Page 2 Sec 1 2f2
85tart| J I"‘_;ﬂ J {) Inboxx - Microsaft O... | Calendar - Message. .. I @ Mews Certification pr... | @ Calendar of due dat. .. | @ Documents - Micras. .. I @ https://psBhe.lsu... ’:
e —_—

Select: LSUHSC Processes
Resident Scheduler
Report
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PS Desktop - MetaFrame Presentation Server Clie
_ O]

| &

File Edit view Favorites Tools Help
S Back » = - 0 ﬁ|@5&arch [3] Favorites 5'%‘ & = = B
d & o |L\r|k5 ﬂ

Address I@ https:fipsthe.lsuhsc.edufservistsficientservist fherpt [ Fomd=starte:

DPS
PeopleSofts.22
REPORTS DATABASE

Home = LSUHSC Processes = Resident Scheduler = Report

& Human Resources @ Use Resident Schedule Signature
(a Resident Scheduler & Setup
1 @ Inguire
(0 Report
|

I - e E =

3]

T

T

Fs =t Jar b o Jen] Fror s (@ L L1
85tart| J I"‘_;ﬂ {) Inboxx - Microsaft O... | Calendar - Message. .. I @ Mews Certification pr... | @ Calendar of due dat. .. | @ Documents - Micras. .. I @ https://psBhe.lsu... ’:
e —_—

Select: Resident Schedule Signature
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eside edule fo 050 Erne plore _|Of =
File Edit view Favorites Tools Help | l',“
S Back » = - 0 ﬁ|@5&arch [3] Favorites 5'%‘ & = = B
Address I@ https: iipshe.lsuhsc.edujserviets ficientservigt fherpt/?crnd=startf: j @GU |L‘”k5 m
PeopIeSofts.znzn
REPORTS DATABASE

£ Home

Horne = LSUHSC Processes = Resident Scheduler = Report = Resident Schedule Signature Mew Window

Resident Schedule Signature

Find an Existing Value

Run Contral ID ||

I Case Sensitive

Advanced Search ||I

Add a Mew Value

&7 Dore ’_’_’_’_ré_ &) Trusted sites V.
=T T —
|Page 5 Sec 1 57 | [at 1" In1 colt \ECHM [FT | [k | |English (0.5 || (D L

85tart| J I"‘_;ﬂ J Inbeoe - Microsaft Outlook | @ Instructions Far running t... II@ Resident schedule for... ’:
e —

Select: Add a New Value, unless you already have a report saved (for example the report
you run at the end of the month)
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de edule fo 050 erne plore _ O X
File Edit view Favorites Tools Help | l',“
(= Back v =+ e ﬁ|@5&arch [3] Favorites 5'%‘ = = ]g 2
Address I@ https: iipshe.lsuhsc.edujserviets ficientservigt fherpt/?crnd=startf: j @GU |L‘”k5 m
DPS
PeopleSofts.22
REPORTS DATABASE
£ Home

Home = LSUHSC Processes = Resident Scheduler = Repod = Resident Schedule Signature Mew WWindow =

Resident Schedule Signature

Find an Existing Value

Run Contral ID |

I Case Sensitive

Advanced Search

Add 2 New Value ||I

Search Results

1-40 of 40

1st Manth Report English

BASTIAMMCLREPORT Enalish

Child English

Childrens Hospital Accts English

Contractinfo English

DisabiltyReport English ]|

Eact Jeff FTE Engli

e o =
& ’_’_’_’_ré_ &) Trusted sites V.

—I T. T

T

Fmes =t JEr i e [ pr pr s (WL I 1]

J Inbeoe - Microsaft Outlook | @ Instructions Far running t... II@ Resident schedule for... ’:
—

If you are using a report you already have saved, Select Search, find the report name and
select that name.
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Reside edule fo 050 Erne plore _|Of =
File Edit view Favorites Tools Help | l',“
S Back » = - 0 ﬁ|@5&arch [3] Favorites 5'%‘ & = = B
Address I@ https: iipshe.lsuhsc.edujserviets ficientservigt fherpt/?crnd=startf: j @GU |L‘”k5 ﬂl
PeopIeSofts.znzn
REPORTS DATABASE

£ Home

Horne = LSUHSC Processes = Resident Scheduler = Report = Resident Schedule Signature Mew Window

Resident Schedule Signature

Add a New Value

Run Control ID |1 st_onth_Repor]
Add

Find an Existing Value

J [ [ B @

T

T

Faxs et W JEr G et ] pr pn s (L I 1

85tart| J I"‘_;ﬂ J {1 Inbox - Microsoft O... | Calendar - Message. .. I @ Mew Certification pr... | @ Calendar of due dat. .. | @ Documents - Micros. .. I @ Resident schedul... ’:
e —_—

If adding a new “Value” or report name. Name the report in the “Run Control ID” box.
For example this one is named 1**_month_Report.
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File Edit view Favorites Tools Help | 1'," I
S Back » = - 0 ﬁ|@5&arch [3] Favorites 5'%‘ & = = B
Address I@ https:/ipsahe.lsuhsc.edu/serviets icentservlstfherpt/?crmd=starte: d s | Links ﬂl
DPS
PeopleSofts.22
REPORTS DATABASE
S Sign Out
Home = LSUHSC Processes = Resident Scheduler = Repod = Resident Schedule Signature Mew WWindow
{ Resident Schedule Form %
Run ControlID;  1st_Month_Report Report Manager Process Monitok Run
Select Locations Report Parameters

i ?
[ Al Locations? ™ Include Signature line?

Location Description
[fagea000T INTERMAL r
pabI000) MEDICINEIREEIDENT EI

=1 From Date: [07/01/2008 & select Year vy I
TaDate: [0773172008 6] Select Month: | | |||

B save III
& ’_’_’_’_ré_ &) Trusted sites : ./

T
Faes et W JEr i e )] pr bl s (WL I 1]

85tart| J I"‘_;ﬂ J Inbax - Micrasaft O, .. | Calendar - Message. .. I @ Mew Certification pr... | @ Calendar of due dat. .. | @ Documents - Micros. .. I @ Resident schedul... ’:
e —_—

Enter the Location number for the Program, this number is the same as the “D-Code” and
the “PS Location Code” if have to run more than one location, select the “+” button for
another box t appear and enter the location number.

For now, DO NOT select “Include Signature Line”. Department Signature form is only
used for the END-OF-THE-MONTH report.

Enter the dates: From date mmddyy — PS will enter the / and 4 digit year then move to
the To date box and enter the date mmddyy.

Click Save

Click Run
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| &

File Edit view Favorites Tools Help

d & o |L\r|k5

S Back » = - 0 ﬁ|@5&arch [3] Favorites 5“%‘ & = = B

Address I@ https:fipsthe.lsuhsc.edufservistsficientservist fherpt [ Fomd=starte:

PeopleSoft 822

REPORTS DATABASE
£ Home

Mew \Wind ow

Horne = LSUHSC Processes = Resident Scheduler = Report = Resident Schedule Signature

Process Scheduler Request

¥LEEHA Run Control ID; 15t_Month_Report

Server Name: PoNT Run Date: |n?103fznns (0]
*] RunTime:  [10:0853AM

Recurrence:
Time Zone: h Resetto Current Date/Time |
Select Description Process Name Process Type *Type *Format
¥  Resident Signature Form TZRTO SQR Repaort Wieh hd PDF hd Eﬁ

User ID:

I - e E =

1
=T T
Fms et @ JEr i e [ prprEwes] (WL I 1]
J Inbeoe - Microsaft Outlook | @ Instructions Far running t... II@ Resident schedule for...
—

[«

{35tart| | & 3

Select “Server Name” in drop down box select “PSNT”

Then Click OK
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de edule fo 050 erne plore iy ] b9
File Edit view Favorites Tools Help | |',"
S Back » = - 0 ﬁ|@5&arch [3] Favorites 5'%‘ & = = B
Address I@ https: iipshe.lsuhsc.edujserviets ficientservigt fherpt/?crnd=startf: d 6>Gu |L\nk5 m
DPS
PeopleSofts.22
REPORTS DATABASE
Home = LSUHSC Processes = Resident Scheduler = Repod = Resident Schedule Signature Mew WWindow
{ Resident Schedule Form %
Run Control ID:  1st_Manth_Report EeportManager Process Monitor Run

Process Instance:751150

Select Locations Repart Parameters

i ?
[ Al Locations? ™ Include Signature line?

Location Description

-
INTERMAL
HSBA00T e NERESIDENT =] From Date: [070172008 ] Select vear (rrvv: |

ToDate: [073172008 B Select bonth: | |

W

B save
|@ Process Instance: 751150 ’_’_’_’_ré_ &) Trusted sites v
T =T

.
Faes St b BT i e | Froenos] (G L I
{35tart|j|ﬁ

=L — = — —

Inbeoe - Microsaft Outlook | @ Instructions Far running t... II@ Resident schedule for... ’:
—

Above the Report Parameters box a Process Instance humber appears.

Select Process Monitor
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oCe onito 050 erne plore =101
File Edit view Favorites Tools Help | l',“

S Back » = - 0 fal | & Search 3] Favarites €24 | BE-& = EH K

Address I@ https: iipshe.lsuhsc.edujserviets ficientservigt fherpt/?crnd=startf: j @ Go | Links ﬂl

DPS
PeopleSofts.22
REPORTS DATABASE

Horne = PeopleTools = Process Monitar = [nguite = Process Requests

Frocess List

Mew \Wind ow

useriD: [FLEEHA Al process ] Last: |_|N0ne__[. Refresh |

Type:
Server I j' Process | ﬂ Instance:l to |
Name: Run Status:

I View Job ltems

¥ Save On Refresh

Instance Seq. Process Type Process Name User Run Date/Time Run Status  Details

751152 SOR Report ZZRTON YLEEHA gg”fﬂ””gwjz:zgm Queued Details

751150 SGR Repart ZZRTON YLEEHA 3?5?3;2”0810105153*‘” Success  Defails

655785 SOR Report ZZRTON YLEEHA 29[;1 S200T103G08AM o oss Details

655378 SOR Report ZZRTON YLEEHA 3951 2O0TVTIIIBAM  ocess  Details _

638253 SGR Report ZZRTON YLEEHA (I]:ESI]?J‘ZIJD?H'U'MAM Success  Defalls Ijl

Go hackto Resident Schedule Signature ;l
|@ Process Instance: 751152 ’_’_’_’_ré_ &) Trusted sites v

— r —

[Page 15 Sec 1 55 J[A1" i1 coz ][REC][fRE] I | | I
85tart| J I"‘_;ﬂ Inbax - Microsaft Outlack: | @ Instructions Far running t... II@ Process Monitor - Mic... ’:

Continue to click the Refresh Button until the Run Status states Success.
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oCe onito 050 erne plore ] 3
File Edit view Favorites Tools Help | l',“
S Back » = - @3 [1 ﬁ|@5&arch [3] Favorites 5'%‘ & = = B
Address I@ https: iipshe.lsuhsc.edujserviets ficientservigt fherpt/?crnd=startf: j @GU |L‘”k5 m
PeopIeSofts.znzn
REPORTS DATABASE

Horne = PeopleTools = Process Monitar = [nguite = Process Requests Mews Window: 2

Frocess List

userniD: [FLEEHA Al process | ] Last: [ [rane ~] Refresh|

Type:
Server I j' Process I ﬂlnsiam:e:l to |

Mame: Run Status:
I View Job tems ¥ Save On Refresh
Instance Seq. Process Type Process Name User Run Date/Time Run Status  Details
751150 SR Reparl ZZRTON YLEEHA, gguTsrzuue TOOBS3AM  giccess  Details
655785 SR Repart ZZRTON YLEEHA ggDmTwnn? TOI0BAM  qicess  Detalls
655378 SQR Report ZZRTON YLEEHA gg” 00T A8 o ess Details
630253 SR Repart ZZRTON YLEEHA, gsmmnn? THAZMAM iocess Details

Go backto Resident Schedule Sighature

— =l
|@ Process Instance: 751150 ’_’_’_’_ré_ &) Trusted sites v
=T T T—T
[Page 10 Sec 1 110 | [t 1" ln1 colz |[m =1
85tart| J I"‘_;ﬂ J Inbax - Microsaft Outlack: | @ Instructions Far running t... II@ Process Monitor - Mic... ’:
I —

When Run Status states “Success” Click on Details
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Proce onito 050 Erne plore iy ] b9
File Edit view Favorites Tools Help | l',“
(= Back v =+ e ﬁ|@5&arch [3] Favorites 5'%‘ = = ]g 2
Address I@ https: iipshe.lsuhsc.edujserviets ficientservigt fherpt/?crnd=startf: j @GU |L‘”k5 m

DPS
PeopleSofts.22
REPORTS DATABASE
£ Home
Home = PeopleToals = Process Maonitor = [niuire = Process Requests Mew WWindow =
Precess Detail

Instance: 781140 Type: S0OR Repaort

Name: ZZRTON Description: Resident Signature Form

Run Control ID: 1 st_Month_Report o

Location: Server &

-
Server: FSNT
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Recurrence: I
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Click on View Log Trace

Report will appear on screen. Save the report. Print the report. Review the Report,
follow new process guidelines.

Submit correct, signed report to GME Coordinator by the Requested Deadline.
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Click on the line that begins with ZZR
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