This chapter was previously M27-1, Part IV, Chapter 10.  It was redesignated as M21-1, Part VIII, Section II, Chapter 10 in April 2000 due to a reorganization.  The content of this chapter was not changed.
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CHAPTER 10.  THE G20 SCREENS:





TIMELINESS OF COMPLETED FIELD EXAMINATIONS





10.01  PURPOSE OF THE G20 TIMELINESS OF FIELD EXAMINATIONS  SCREENS





	The G20 screens provide information on timeliness of field examinations completed during the current and previous months.  To access these screens, enter X in either CURR MONTH or PREV MONTH on the G10 screen.  As explained in Chapter 8, you may use the G10 screen to restrict the terminal digit range of cases included in the G20 screens.





10.02  ILLUSTRATION:  BASIC G20 SCREEN








G20                                          TIMELINESS OF COMPLETED FIELD EXAMS                   4 / 1994


                                                                 REGIONAL OFFICE  317


                                            (A)            (B)           (C)            (D)           (E)            (F)                      (G)


                   TOTAL          00-30      31-45        46-60       61-90        91-120    121-180          OVER 180


WPC      COMPLETED    DAYS    DAYS       DAYS    DAYS      DAYS      DAYS              DAYS


511


512                  1                       1


513                  1                                                                                                                                     1


514


516


517


518


519


IA TOTAL     2                        1                                                                                                            1


521


522


526


527


FB TOTAL


540


545


ALL FE            2                        1                                                                                                          1


PRINT SCREEN *                                 MORE  *                      NEXT SELECTION  ***








	a.  The top two lines contain the screen number and name, the month and year of the report, and the station number.





	b.  The next three lines contain the titles of the columns used in the report.
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	(1)  The left column lists field examination WPCs (excluding 550) and has headings for total initial appointment (IA TOTAL), fiduciary-beneficiary (FB TOTAL), and all field examinations (ALL FE). 





	(2)  The second column totals field examinations completed for each WPC, IA TOTAL, FB TOTAL, and ALL FE.





	(3)  The remaining seven columns display the number of completed field examinations according to completion time.  A column letter identifies each processing period.  Column A, for example, reports total cases completed in 00-30 days next to the WPC.  In the illustration, one WPC 512 was completed in 30 days or less, and it is reported in column A on the 512 line.  One WPC 513 took over 180 days, and it is reported in column G on the 513 line.  IA TOTAL (2) consists of these two WPCs.





	(4)  The total completed for each column appears on the ALL FE line.





	c.  The last line displays additional options available from this screen.





	(1)  PRINT SCREEN.  Enter X here to print a copy of the screen.





	(2)  MORE.  Enter X here to view a different G20 screen and create additional reports.





	(3) NEXT SELECTION.  You may enter END here to return to the G10 screen.





10.03  ILLUSTRATION:  G20 SCREEN FOR DETAILED REPORTS  





	The G20 screen for detailed reports appears when you enter X in the MORE field of the basic G20 screen.  It is illustrated below.





G20                        TIMELINESS OF COMPLETED FIELD EXAMS CONTINUED               09 / 1994


REGIONAL OFFICE   317  





  WORK PROCESS CODE                TERMINAL DIGIT RANGE                EMP  #        COLUMN 


             ***                                                 00       -          99                            ***                     *





PREVIOUS MONTH    *





BY PERCENT     *





                                    


                                                                                                                                  NEXT SCREEN  ***
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	a.  Request additional reports from this screen with the following entries: 





	(1)  WORK PROCESS CODE.  Enter a field examination WPC in this field to produce a detailed listing of completed field examinations with this WPC.





	(2)  EMPL #.  Enter an employee code in this field to produce a detailed listing of field examinations completed by this employee.





	(3)  COLUMN.  Enter one of the column letters (A-G) from the top of the basic G20 screen to produce a detailed listing of field examinations completed in the processing period identified by the letter.





	(4)  BY PERCENT.  Enter X in this field to produce a G20 screen with percentage and average processing time displayed.





	b.  The following options are also available from this G20 screen:





	(1)  The terminal digit range selected on the G10 screen is displayed here.  Redefine this range for the detailed reports by typing new terminal digits over the terminal digits displayed.





	(2)  If you selected PREV MONTH on the G10 screen, X appears in the PREVIOUS MONTH field on this screen.  Deleting this X changes your selection to the current month.  If you selected CURR MONTH on the G10, PREVIOUS MONTH will be blank.  Change your selection to previous month by entering X.





10.04  DETAILED REPORTS ABOUT TIMELINESS OF COMPLETED FIELD EXAMINATIONS





	These reports are illustrated below.  Each screen indicates screen number and name, month and year of the report, and totals.  These reports also display a menu of PF keys available from the screen.  These keys are explained in Chapter 2.
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	a.  WORK PROCESS CODE.  This report is a G20W screen which lists all cases in the terminal digit range with the selected WPC.  Cases appear in descending order according to the number of days they took to complete.  The WPC appears in the left column for the first case only.  DAYS displays the number of days it took to complete this case.  The additional columns display the file number, payee number, veteran stub name (VET STUB), and the employee code for up to five employees assigned the case during its processing period.  The following illustration is a G20W screen for WPC 512.








	(1) Menu              (3) Position                                                                            (8) Find


	(10) R Margin                    (12) Right 15                 (14) Right 1           (15) Print          (16) Exit  





	Column     1                                                                                                                 Column       80


	G20W                                     TIMELINESS OF COMPLETED WORK                  PAGE   1


	04/1994                                                      317  ST. PETERSBURG





	WPC	DAYS	FILE NUMBER	PAYEE #	VET STUB	EMP1	EMP2	EMP3	EMP4	EMP5 


	------	---------	-------------------	------------	--------------	-------	--------	-------	--------	--------





	512	0029	24-607-993	00	M  C LEODI	100


		0041	22-497 007	10	R  D NIRO	300	100





                                                                                                            TOTAL COMPLETED              2








	b.  EMPL #.  This report is a G20E that lists all cases in the specified terminal digit range completed by this employee.  Cases are listed by WPC, then in descending order according to days required for completion (DAYS).  The report displays the file number, payee number, and veteran stub name (VET STUB).  X appears in MULTI EMP if more than one employee was assigned the case, but the case appears on the detailed report only for the final employee assigned the case.  The following G20E is for employee 100.






































10-4


�
M21-1, Part VIII	August 21, 1995


Section II





	(1) Menu               (3) Position                                                                          (8) Find


                                                                                                                              (15) Print  (16) Exit





	Column      1                                                                                                                    Column   80


	G20E                               TIMELINESS OF COMPLETED WORK                                     PAGE   1


	04/1994                                         317 ST. PETERSBURG





	EMP #      WPC           DAYS        MULTI EMP       FILE NUMBER    PAYEE  #     VET STUB 


	------          -------          ---------       ------------------       -------------------      ------------      -------------


	100            511             0019                     X                   24-309-336             00               C E GRAVE





                                                                                                               TOTAL COMPLETED            1





                         512              0024                                            30-288-022            00               I M EVILS





                                                                                                               TOTAL COMPLETED            1





                                                                                                                GRAND TOTAL                    2








	c.  COLUMN.  This report is a G20D screen listing all cases in the specified terminal digit range completed in the processing period identified by the column letter selected.  Cases appear in descending order according to the number of days required to complete.  The number of days required to complete each case appears in the left column (DAYS).  The report also displays the file number, payee number, veteran stub name (VET STUB), WPC, and up to five employee numbers for employees assigned the case during its processing period.  The illustration is a G20D screen for column A (00-30 days).


  


	(1) Menu           (3) Position                 (5) Next                   (7) Up        (8) Find


	(10) R Margin                    (12) Right 15                          (14) Right 1      (15) Print              (16) Exit





	G20D                     TIMELINESS OF COMPLETED  WORK                            PAGE  1


	04/1994                                    200 AUSTIN





	DAYS	FILE  NUMBER	PAYEE #	VET STUB	WPC	EMP 1	EMP 2	EMP 3	EMP 4	EMP 5


	--------	--------------------	-------	---------------	-----	---------	--------	---------	---------	--------





	0012	06-284-768	00	A J FOYT	540	200	700 


	0009	29-476-290	00	B J THOMA	512	100





                                                                                                       TOTAL COMPLETED     2
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	d.  BY PERCENT.  This report is not a detailed listing.  Instead the G20P screen totals field exams completed and computes percentage and average processing time for each WPC and type of field examination.  It is illustrated below:








	G20P                                    TIMELINESS STATUS BY PERCENT


	04 /1994                                      REGIONAL OFFICE    317


    	                                         NUMBER OF DAYS AND PERCENTAGES


                                                                                                                                                      


	000-	031-	046-	061-	091-	121-	OVER		# 


WPC	030 % 	045 %	060 %	 090 %	120 %	180 %	180 %		DAYS


511		3     43	2     29	1     14		1    14			62


512	1   100								25


513			2     100						52


514


516


517


518


519


IA TOT	1  100	3      30	4      40	1     10		1   10			46


521	2     3	13    18			53     72	6   12			91


522			1     33		 2      67				83


526


527


FB TOT	2     3	13     17	1    1		55     71	6    8			84


540


545


ALL FE	3    4	16    18	5    6	1      1	55     63	7    8			65


PRINT SCREEN   *                                                                                     NEXT SELECTION    ***








	(1)  The left column lists field examination WPCs and has headings for totals:  IA TOT (initial appointment cases), FB TOT (fiduciary-beneficiary cases), and all ALL FE (field examinations).


	


	(2)  The next seven columns list the same processing periods as the basic G20 with the percentage of each WPC completed in the processing period displayed next to the number completed.  In the illustration, seven 511s were completed:  three in 31-45 days, which represents 43 percent of the total;  two in 46-90 days, 29 percent; one in 61-90 days, 14 percent; and one in 121-180 days, 14 percent.  Percentages are also computed in each processing period for initial appointment cases (IA TOT), fiduciary-beneficiary cases (FB TOT), and total field examinations (ALL FE).





	(3)  The right column reports the average number of days (AVG # DAYS) required for completing each WPC, for initial appointment cases (IA TOT), for fiduciary/beneficiary cases (FB TOT), and total field examinations (ALL FE).
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	(4)  The last line displays the additional options (PRINT SCREEN and NEXT SELECTION), which are the same as for the basic G20 screen.





10.05  USING REPORTS TO MONITOR TIMELINESS





	Timeliness of Completed Field Examinations Reports provide management accurate information to analyze out of line situations with respect to timeliness.  These reports specify which field examinations were untimely, what type of field examinations they were, and who was responsible for completing them.  These reports may also be used in evaluating employee performance.
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