Lab Checkbook Operating Manual

DESC WorkForce Development Group


LABORATORY CHECKBOOK APPLICATION

QSR/END USER VERSION

Summary

Purpose:

LABS CHECKBOOK is DESC-BQ's management tool for tracking all funding on our Commercial Laboratory testing contracts.  Once data is entered into the system, the database tracks the amount of money obligated and spent and provides a running total of the dollars remaining on the contracts.  The system also tracks the amount spent by location, product and service (Sampling and Transportation).  This is accomplished via the Contract Number, Item Number (CLIN), Sub CLIN and Sub Sub CLIN.  The LABS CHECKBOOK provides management with reports and charts to monitor spending and assists in formulating budget and fund obligations.  Calculations are based on the QAS entering the expenditure information based upon the number of samples submitted for testing, reviewing laboratory invoices and making corrections as required.

The Labs2000v5A Web Application’s main functions are:

END USER OR QSR LEVEL
· 'New Expenditures' 

Inserts new expenditure records into the Labs Usage Information.

· 'Edit Expenditures'

Displays and modifies expenditures and related information.

· 'Warning! Add Money'
Alerts users which contracts are out of or running low on funds.

· 'Lab Usage'


Displays lab usage information for all supervised contracts.

· 'View Contract Information'
Displays basic information for a specific contract.

MANAGER LEVEL
· 'Warning! Add Money'
Alerts users which contracts are out of or running low on funds.

· 'Lab Usage'


Displays lab usage information for all supervised contracts.

· 'View Contract Information'
Displays basic information for a specific contract.

ADMINISTRATOR LEVEL

· 'New Contract'

Creates new Contract information into the Lab Info table.

· 'Update/Create User'
Creates a new user or updates existing user information.

· 'Edit Manager'

Add or remove QSRs that are supervised by managers.

· 'User Information Report'
Lists name, PIN, administrator and manager information for all users.

Logging In:

Users have to provide valid User Name and PIN to access the LABS CHECKBOOK system.  After the login process, the users can access all functionality from the Main Menu.  If user cannot provide a valid User Name and PIN combination, they will be taken to a page with the following error message "You have enter bad Name/PIN Number combination, please re-enter your data."  After 3 seconds the user will be taken back to the Login page.  Additionally, the user’s active session will expire after 20 minutes of non-activity.  If this occurs, a page explaining that the user must login again will be displayed and the user will be taken back to the Login page.

Figure 1
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The Main Menu:

The Checkbook Labs Web Application has three user types: the End User or QSR, the QSR Manager and the Administrator.  The End Users includes all of the QSRs assigned to contracts listed in the Lab Info table.  The Administrator Level only includes those users with administrator privilege.  The Manager Level includes all users who have been flagged as a manager.  Managers have read-only access to the system and can view any data on any contract for QSRs under their supervision.  The Main Menu reflects these different user types by only displaying options that should be available for that type of user.  Blue buttons are used for all functionality available to End Users and QSR Managers.  Red buttons are used for functionality available only to administrators. 

Figure 2
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The End User and Manager Functionality

The Main Menu breaks up the available functionality into different sections.  These sections are Expenditures, Reports and Contract Information.  The End User has access to all three sections while the Manager User only has access to Reports and Contract Information.  When a user must select a specific contract, the available selections are restricted.  If the user is a QSR, only those contracts that he/she is solely responsible for are available.  If the user is a manager, contracts for all QSRs under the his/her supervision are available.  Similarly, reports only contain information on contracts based upon which user is logged into the system.

The Expenditures section allows QSRs to enter new expenditure information or modify previously entered data.  The Reports section provides reports designed to help QSRs and managers to better manage their contracts.  The Contract Information section allows the user to view the basic details for a specific contract under their control.

The user must identify a specific contract for the functionality provided in the Expenditures and Contract Information sections.  In order to specify a contract, users must enter the correct combination of the following fields: Contract Number, Item Number, Sub CLIN and Sub sub CLIN.  Figure 3 gives an example of the identifying a specific contract using these fields.  For Sub CLINs and Sub sub CLINs that follow the correct CLIN format, the product being tested is appended to the Sub CLIN and Sub sub CLIN fields.

Figure 3
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Enter New Expenditures

In order to enter new expenditures, the user must provide a valid contract number, item number, sub CLIN, Sub sub CLIN combination and then click on the "Submit" button.  The expenditures form will then be displayed on the bottom half of the page.  This form will automatically calculate different fields as the user enters the necessary information.  The Expenditure Form is displayed in Figure 4.  After that, depending on whether or not QSRs paid for Expediting a test or Overtime per test, they can click on the Expedite or Overtime checkbox and begin the calculation process.   At this point, let's take a look at the calculation form to understand more about the fields on the form.  

The Calculation form contains the following fields:

1. Number of Samples Submitted (# Samples Submitted)

2. Test Cost

3. Computed Charge

4. Overtime

5. Overtime Rules (OT Rules)

6. Number of Overtime Hours (# OT Hours)

7. Overtime Rate

8. Expedite

9. Expedite Rules (EX Rules)

10. Number of Expedited Samples (# EX Samples)

11. Expedite Rate

12. Computed Overtime Charge (Computed OT Charge)

13. Computed Expedite Charge (Computed EX Charge)

14. Date of Services (MM/DD/YYYY)

15. Current Balance

16. Total Cost

17. New Balance

Number of Samples Submitted: The number of samples submitted for testing.  This value is multiplied by the Total Cost to get the Computed Charge value.

Test Cost: The cost to test each sample submitted during regular business hours.  This value is used to get the Computed Charge value.  It is also used to generate the Expedite Rate and Overtime Rate depending on the Expedite and Overtime Rules, respectively.

Overtime: Flags whether overtime is authorized for the samples submitted for testing.

The OT Rules: The rules each contract agreed to pay per hour of overtime.  There are different rules that apply to each contract.  Some contracts agree to pay a fixed amount of money for an overtime hour (ex. $25.00 per hour), while other contracts agree to pay for an overtime hour based upon Test Cost (ex. 1.5 times the Base Rate.)  The OT Rules is a read-only field on the form. 

The OT Hours: The number of overtime hours that was needed to complete testing all of the samples submitted.  This value is used to generate the Computed Overtime Charge.  If overtime was authorized, the number of overtime hours is multiplied by the overtime rate to get the Computed Overtime Charge.

Overtime Rate: The amount of money this contract pays for an hour of overtime.  This field is generated based upon the overtime rules of the contract and the value entered by the user into the Total Cost field.  However, the user can override this value.

Expedite: Flags whether the lab is authorized to expedite the testing of the submitted samples.

Expedite Rules: The rules each contract agreed to pay to expedite each sample.  There are different rules that apply to each contract.  Some contracts agree to pay a fixed amount of money for expediting a sample test (ex. $75.00 per hour).  While other contracts agree to pay for expediting a sampled based upon the Total Cost (ex. 2 times the Base Rate). The Expedite Rules is a read-only field on the form.

# EX Samples: The number of samples expedited.  This value is used to generate the Computed Ex Charge by being multiplied by the value in the Expedite Rate field.

Expedite Rate: An amount of money this contract pays for expediting a sample. This field is generated based upon the Expedite Rules of the contract and the value entered by the user into the Total Cost field.  However, the user can override this value.

Computed OT Charge: A formatted field, it automatically computes the total overtime charge for this expenditure.  If the Overtime checkbox is checked, the # OT Hours field is multiplied by the Overtime Rate field.  The user should not edit the value for this field.

Computed EX Charge: A formatted field, it automatically computes the total expedite charge for this expenditure.  If the Expedite checkbox is checked, the # EX Samples is multiplied by the Expedite Rate.  The user should not edit the value for this field.

Date of Services: The date the samples were tested by the lab in the format of MM/DD/YYYY.  This field defaults to the current date.  However the user can modify this field to any valid date.

Current Balance: The balance of money available before the expenditure.  The user should not edit the value for this field.

Total Cost: The sum of Computed Charge, Computed OT Charge and Computed EX Charge.  The Computed OT Charge and Computed EX Charge are only added if the Overtime and Expedite fields have been checked, respectively. The user should not edit the value for this field.

New Balance: The remaining dollars after the test.  This amount will become the Current Balance if users save data. The user should not edit the value for this field.

 The information on the Calculation form will be saved into the database.

Figure 4
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Edit Expenditures

The "Edit Expenditures" allows the user to view all of the expenditures on a specific contract and select one to be modified. As illustrated in figure 5, the Date of Service, Number of Samples Submitted (# Samples), Test Cost (Cost), OT Hours, OT Rate, # EX Samples and EX Rate are displayed for each expenditure.
Once the use selects the expenditure and clicks on the Edit Expenditure button, the user will be taken to the same form used for new expenditures.  The calculation on the form behaves the same as for new expenditures.  The user should modify the fields to be changed and click on the Update Data button to update the database.

Figure 5
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Warning! Add More Money

The "Warning! Add More Money to Contract" report lists all contracts, under the current user's authority, which are running out of or running low on funds.   QSRs should add more money to their contracts if they get the Warning list.

Lab Usage

The Lab Usage report displays all complete Lab Usage information for all contracts under the current user's supervision.  Users can view the following fields: Contract #, Item #, Sub CILN, Sub sub CLIN, Location, Service Date, Invoice Amount, QSR Assigned to CLIN Location, # of Samples Submitted, Test Cost, Overtime/Expedite flags, Overtime Rate, Expedite Rate, and # Samples Expedited.  The Invoice Amount is displayed in red to make is stand out on the report.

Figure 7
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Contract Information

The View Contract Information Page provides a general information of a contract.  The following fields are displayed: Contractor Name, Purchase Request Number, Contract Begin Date, Contract End Date, Date Contract Issued, Item Number, $ On Line Item, QSR Assigned to CLIN Location, Location, Product tested and Contract Extension Date.  Figure 8 displays the screen as viewed by the user.

Figure 8 

[image: image10.png]boratory Checkbook System - Warning Report
Fie Edt View Go Communicstor Help

Netscape MEIE

| Bookmarks 4 Locaton: /7160 147 203 62/Labs_new/ptwaring asn =] @ WhatsRelted [
e
A > |
Welcome to the Laboratory Checkbook System
WARNING!!! ADD MORE MONEY TO CONTRACT
Contract Item Number Sub CLIN $ On Line ltem $ Left On Contract Contract Ends
(DDIMMIYYYY)
SP0600-97-D-5731 0006 370600 $500.00 ($550.00) 01/31/2001
SP0600-97-D-5732 0028 372800 $800.00 $215.00 01/31/2001
SP0600-96-D-5623 0055 4D5506 $750.00 $250.00 01/31/2000
SP0600-96-D-5623 0053 4B5306 $250.00 $50.00 01/31/2000
e

== |Document: Done.





The Administrator Functionality

Administrators can access all of the functionality listed above for the QSRs.  Additionally, they can perform tasks reserved only for administrators. The red buttons on the main menu represents this functionality.  This functionality includes adding new Contract information, updating or creating a user, editing QSRs reporting to managers, and displaying the user information report.

New Contract Information

Administrators can create new contracts by selecting the New Contract button on the Main Menu.  The New Contract form contains all of the information needed for a new contract.   Administrators can then save the new contract information into the Lab Info table by clicking the "Save Data" button or they can clear the values they have entered in the form by clicking on the "Clear Form" button.  The Extension to Date field on this form is not required.  However, if the user does not enter a date, this field will default to the Contract End date value.

(For the definition of the fields above, please see the Data Dictionary section.)

Figure 9
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Update/Create User

Administrators can also add or update a user's information.  This form is displayed from the Update/Create User button on the Main Menu.  The Administrator should enter the name of the user they are updating or creating.  The PIN is their password to enter the system.  Checking the administrator checkbox allows them access to the administrator functionality of the system.  Checking the manager checkbox indicates that they are responsible for numerous QSRs.  To associate QSRs with a manager, the Edit Manager functionality should be selected from the Main Menu.  When Administrators click on the "Save Data" button, the new or updated information is saved to the table "ztbl Labs Password."

Figure 10
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Edit Manager

Administrators can associate which QSRs each manager is responsible for.  This is done with the Edit Manager form.  Select the manager name from the "Manager Name" dropdown menu and the number of QSRs to be added to this manager and click the "Submit" button.  The bottom half of the page lists the as many QSR fields as was selected by the # QSR value.  The current QSRs associated with that manager are displayed in these fields.  A QSR Manager can have up to 25 QSRs under his/her supervision.  To remove a QSR from a specific manager, select None from that QSR selection list. Figures 11 & 12 shows an example of a manager with a list of his/her five QSRs.

Figures 11 & 12
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User Information Report

The User Information Report page contains a list of all users who can access to the LABS CHECKBOOK system.  The User Information Report displays the User Name, PIN, and whether or not he/she is an Administrator or Manager.  Figure 13 displays the report.  For the User's Manual, all PIN values have XXXX.  In the real system, the Administrator will be shown the PIN values for each user.

Figure 13
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TABLE LAB INFO

Field Name
Field Definition
Data Field

Contract Number
A sign number assigned by DESC. 


Text

Modification Number
A sign number
text

Purchase Request Number
A sign number assigned by Don Huckabee base on a controller office.


text

Contractor
The laboratory location handling the testing.


text

Item Number
A number assigned by contracting officer base on a location


text

Sub CLIN
A number assigned by BQ


text

Sub Sub CLIN
A number assigned by BQ


text

Location
Location from where a sample is submitted
text

Product Tested
What's tested at the lab on this contract?
text

Contract Begins
Begin date of contract.
Date/time

Contract Ends
End date of contract.
Date/time

Extension to Date
Modification date to extend the contract.
Date/time

$ On Line Item
Funds assigned to contract.  The most recent modification number for a contract contains the dollar assigned to this particular Item Number of a contract.
Currency

Dollar Remaining
Dollars available for testing the product of this sub CLIN/Sub sub CLIN.  Only deal with the record with greater than Modification Number.
Currency

Date Issued
Initial date the contract was issued.  This should never change for the Contract Number/Item Number/CLIN.
Date/time

QSR Assigned to CLIN Location
Person with control over the contract or ordering officer.
Text

Overtime
Maximum amount that can be paid for one hour overtime for the contract.
Currency

Overtime Rules
Description of rules for charging overtimes hours on the contract.


Expedite
Maximum amount that can be paid for one sample test for the contract.
Text

Expedite Rules
Descriptions of rules for charging expedite per sample on the contract.
Text

TABLE LAB USAGE FOR CALCULATION
Field Name
Field Definition
Data Field

Key
Number of modifications on contract
Auto Number

Contract Number
A sign number assigned by DESC. 


Text

Item Number
A number assigned by contracting officer base on a location


text

Sub CLIN
A number assigned by BQ


text

Sub Sub CLIN
A number assigned by BQ


text

QSR Assigned to CLIN Location
Person with control over the contract or ordering officer.
Text

Invoice Amount
The total expenditure amount.
Currency

Date of Services
Date that the tests were performed.
Date

Test Report
An outdated field for the test report value.  This field will be removed in the next version of the system.
Text

Overtime Rate
Maximum amount that can be paid for one hour overtime for the contract.
Currency

Expedite Rate
Maximum amount that can be paid to expedite one sample test for the contract.
Text

Overtime
Checkbox
Yes/No

Expedite
Checkbox
Yes/No

# of Samples
The number of samples submitted to be tested.
Number

Location
The location of the lab.
Text

OT Hours
Number of hours overtime performed.
Number

Regular Base Rate
The cost to perform the test on one sample submitted.
Currency

# Expedite Samples
The number of samples expedited.
Number
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