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CHAPTER 5.  CTA/PCTS/DTU





    This chapter provides the composition of all end products and counting instructions associated with the Centralized Transcription Activity (CTA), Personal Computer Terminal System (PCTS), and the Data Terminal Unit (DTU). There are also, at the end of the chapter, counting instructions and compositions of end products for all PAID/CALM data entry as well as those that are system generated.





5.01  CENTRALIZED TRANSCRIPTION ACTIVITY.  Counts for material typed in the CTA will be reported on a page basis.  Retypes due to author change will be counted, but retypes due to typist error will not be counted.  Routing slips, diaries, and drafts will not be counted.  Adjudication Division Transcription Activities will NOT report their hours worked to the Administrative Division.





    a.  Other Measured Hours (WID 3006.05)





    (1)  Composition of WID.  This end product WID includes any other measured work performed in the area of the CTA/PCTS/DTU that is not specifically described in any other work action listed.  This WID includes the time spent reviewing the pattern letter library, and does not require authorization from Central Office to report these hours.  This field is an actual hour for hour count.





    (2)  Counting Instructions.  Report one (1) for each hour worked.





    b.  Pages Original Typing (WRS .3038) (WID 3007.25).  This WID includes any work that is completed using a standard or electric typewriter as well as a word processor.  This WID also includes typing original documents and/or using glossaries that provide format only.





    (1)  Composition of WID.  This end product WID includes all original documents completed on standard or electric typewriters and word processors. This includes all actions necessary to complete the document such as assembling and reviewing completed work.





    (2)  Counting Instructions.  Report the total number of pages produced on a standard or electric typewriter or word processor.  A count of one will be taken for each page produced.
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    c.  Pages Pattern Typing (WRS .2301) (WID 3007.26).  This WID includes the production of work using pattern letters or a combination of pattern and original typing.





    (1)  Composition of WID.  This end product WID includes documents that are produced using existing pattern letter items or a combination of pattern and original typing.  This WID includes those pages produced from glossary/pattern letters, a combination of glossary and original typing, and retypes due to author change or author error.  It also includes pages of address labels that are produced using pattern/glossary items as source documents. 





    (2)  Counting Instructions.  A count of one will be taken for each page produced on word processing equipment, including pages of labels produced using word processing equipment.   





    d.  Pages Brokered Typing (WRS .2615) (WID 3007.27).  This WID includes pages of correspondence that are initiated at one station but typed at another.





    (1)  Composition of WID.  This end product WID includes all documents that are typed at a station that did not originate the work.  It also includes any action taken on completed products returned to originating stations.





    (2)  Counting Instructions.  Report the total number of pages typed for another station.





    e.  Pages Printed but Not Typed (WRS .0366) (WID 3007.28).  This WID includes any work that is assembled and printed using equipment located in the activity, but NOT typed in the activity.





    (1)  Composition of WID.  This end product WID includes all documents that are not typed by the CTA, but are assembled and printed using CTA printers.  It also includes the time required to review, print, assemble, etc.





    (2)  Counting Instructions.  Report the number of pages which are printed and assembled BUT not typed by CTA employees.  A count of one will be taken for each page printed but not typed by CTA employees.





    f.  Photocopies Produced By CTA (WRS .0130) (WID 3007.29).  This 


WID consists of the photocopies that are made by CTA employees for completion of packages for items being typed in the CTA.
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    (1)  Composition of WID.  This end product WID includes copies made by CTA personnel ONLY in connection with completing a document or package that has been sent to the CTA for transcription.  





    (2)  Counting Instructions.  Report each page of photocopying that is made in connection with completing a document in the CTA.





    g.  Minutes Pending (WID 3007.30)





    (1)  Composition of WID.  This informational WID includes minutes pending of dictation at the end of the month.  This item is informational only and does not have a work rate standard assigned.





    (2)  Counting Instructions.  Report the number of minutes pending at the end of each month.





    h.  Worksheets Pending (WID 3007.31)





    (1)  Composition of WID.  This informational WID includes the number of worksheets pending transcription at the end of the month.  This item is informational and does not have a work rate standard assigned.





    (2)  Counting instructions.  Report the total number of worksheets pending at the end of the month.  





    i.  Sample Size for SQC (WID 3007.17)





    (1)  Composition of WID.  This WID includes the number of documents that are reviewed during the statistical quality control (SQC).  Refer to M23-1, part I, chapter 17 for instructions concerning the number of documents that should be reviewed.   





    (2)  Counting Instructions.  A count of one will be taken for each document.  





    j.  Number of Errors (WID 3007.18)





    (1)  Composition of WID.  This WID is the total number of timeliness errors identified in the documents reviewed during the SQC.





    (2)  Counting Instructions.  A count of one will be taken for each timeliness error found.
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    k.  Code 01 Error (WID 3007.19)





    (1)  Composition of WID.  This WID is the total number of code 01 errors identified in the SQC sample.





    (2)  Counting Instructions.  A count of one will be taken for each


code 01 error identified.





    l.  Code 02 Error (WID 3007.20)





    (1)  Composition of WID.  This WID is the total number of code 02 errors identified in the SQC sample.





    (2)  Counting Instructions.  A count of one will be taken for each


code 02 error identified.





    m.  Code 03 Error (WID 3007.21)





    (1)  Composition of WID.  This WID is the total number of code 03 errors identified in the SQC sample.





    (2)  Counting Instructions.  A count of one will be taken for each


code 03 error identified.





    n.  Code 04 Error (WID 3007.22)





    (1)  Composition of WID.  This WID is the total number of code 04 errors identified in the SQC sample.





    (2)  Counting Instructions.  A count of one will be taken for each


code 04 error identified.





    o.  Early Mail Release (WRS .0261) (WID 3007.23).  This WID consists of letters that are released directly from the CTA upon completion.  These documents are not returned to the originator prior to their release.





    (1)  Composition of WID.  This WID is the number of letters that are released immediately from the CTA and are not returned to the originator prior to placement in the mail.





    (2)  Counting Instructions.  A count of one will be taken for each letter that is released directly from the CTA.  The letter is not returned to the originator for review prior to leaving the station.





    p.  CTA Training Hours (WID 3007.24).  This WID consists of the number of training hours that CTA employees receive who have been on duty less than 90 days. 
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    (1)  Composition of WID.  This consists of the number of hours of formal and informal training received by CTA employees.  These employees must have been on duty less than 90 days.  There is no work rate standard since this WID is an hour for hour count.





    (2)  Counting Instructions.  An hour for hour count will be taken for each hour of training received by CTA employees who have been in their present position for 90 days or less.





5.02  PERSONAL COMPUTER TERMINAL SYSTEM (PCTS)





    a.  Admin Messages Sent (WRS .1393) (WID 3006.00).  This WID consists of administrative messages sent from regional offices to various recipients concerning various issues .





    (1)  Composition of WID.  This end product WID includes any action performed related to reviewing, preparing, and transmitting an outgoing administrative message.  It includes time-and-date stamping, reviewing messages for conformance with directives, determining precedence and routing, proofreading, and filing.





    (2)  Counting Instructions.  Report a count of one for each outgoing administrative message processed.





    b.  PCTS Messages Received (WRS .0746) (WID 3006.02).  This WID consists of Administrative messages received by regional offices.





    (1)  Composition of WID.  This end product WID includes any action related to processing incoming messages, including time-and-date stamping, routing, proofreading, filing, etc.





    (2)  Counting Instructions.  Take a count of one for each incoming administrative message processed.





    c.  FAX Transmissions Sent/Received (WRS .0530) (WID 3006.03).  This WID consists of all messages sent or received using the Administrative Division/Administrative Section facsimile machine.





    (1)  Composition of WID.  This end product WID includes any receipt of material, placing telephone calls, machine preparation, transmitting material and routing received material.





    (2)  Counting Instructions.  Take a count of one for each transmission 


sent or received.
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5.03  DATA TERMINAL UNIT (DTU)





    a.  CEST (Claims Establishment) or BADD (BIRLS Addition)(WRS .0626)(WID 3006.06).  A CEST is any application received in the DTU without a file number for which a CEST is accomplished on Target.  A BADD allows entry of a new veteran's record into BIRLS when a CEST is not appropriate.  





    (1)  Composition of WID.





    (a)  Time spent waiting for a screen.





    (b)  Time spent accessing, annotating, or stamping documents received in the Unit.





    (c)  Time spent researching invalid transactions as well as those unable to be processed.





    (d)  All other actions necessary to process a CEST or BADD, such as building and labeling folders, preparing charge cards (VA Form 3025, File Charge Card), etc.  





    (2)  Counting Instructions.  A count of one will be taken for each CEST or BADD transaction completed via Target.





    b.  FNODs Processed (WRS .0685) (WID 3006.07).  A First Notice of Death (FNOD) is an application or piece of correspondence that notifies the regional office that a veteran has died and that death benefits may be available to eligible claimants.  Either an existing BIRLS record will be XC'd, or a new BIRLS record will be created for the deceased veteran.  The FNOD is processed using Target.





    (1)  Composition of WID. 





    (a)  Time spent waiting for a screen.





    (b)  Time spent accessing, annotating, or stamping documents received in the Unit. 





    (c)  Time spent researching invalid transactions as well as those unable to be processed.





    (d)  All other actions necessary to process an FNOD, such as building and labeling folders, preparing charge cards (VA Forms 3025), etc.
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    (2)  Counting Instructions.  A count of one will be taken for each FNOD transaction completed via Target.





NOTE:  When processing an original claim for burial or death benefits, the application should be processed under the CEST command and counted as a CEST.  The FNOD command should be used to process all other reports of death of a veteran.  Caution should be exercised when establishing a death claim by the use of the CEST command in that it should not be preceded by the FNOD command since death information can be properly entered under CEST.





    c.  Record Inquiries (WRS .0583) (WID 3006.08).  Count and report all record inquiry transactions (BUPD, BFLD, BINQ, MINQ, PINQ, SINQ) processed via Target.





    (1)  Composition of WID (BUPD, BFLD, BINQ, MINQ, PINQ, SINQ).





    (a)  Includes time analyzing material.





    (b)  Includes time spent waiting for a screen.





    (c)  Includes accessing, annotating, or stamping documents upon receipt in the Unit.





    (d)  Includes time spent on invalid transactions as well as those unable to be completely processed.





    (e)  Includes all other actions necessary to process the specific commands listed above in subparagraph a.  





    (2)  Counting Instructions.  A count of one will be taken for each completed BUPD, BFLD, BINQ, MINQ, PINQ, and SINQ transaction, whether or not it was necessary to use more than one screen.  





    d.  Change of Address (CADD TRANSACTION) (WRS .0368) (WID 3006.10).  A change of address is a completed CADD transaction processed via Target.





    (1)  Composition of WID.  





    (a)  Includes time spent analyzing material received in the Unit.





    (b)  Includes time spent waiting for a screen.





    (c)  Includes accessing, annotating, or stamping documents upon receipt in the Unit.
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    (d)  Includes time spent on invalid transactions as well as those unable to be completely processed.





    (2)  Counting Instructions.  A count of one will be taken for each completed CADD transaction.  Transactions which cannot be fully processed will not be counted.  The transaction must be completed in order for a count to be taken.





    e.  Processing VA Forms 10-7131 and 21-3101 (WRS .0170) (WID 3006.11)





    (1)  Composition of WID.  This end product WID includes performing any action necessary to process VA Forms 21-3101, Request for Information, and 10-7131, Exchange of Beneficiary Information and Request for Administrative and Adjudicative Action.





    (2)  Counting Instructions.  A count of one will be taken for each VA Form 10-7131 and 21-3101 processed.





5.04  CTA/PCTS/DTU - ADMINISTRATIVE DIVISION STAFF-HOUR





    a.  Borrowed Time (WID 3007.BT)





    (1)  Composition of WID.  This manually input transfer WID includes the General Operating Expenses (GOE) hours borrowed from another activity, section, division, or station by the CTA/PCTS/DTU, Administrative Division. 





    (2)  Counting Instructions.  Count and report the total number of hours described above.





    b.  Loaned Time (WID 3007.LT)





    (1)  Composition of WID.  This manually input transfer WID includes the GOE hours loaned to another activity, section, division, or station by the CTA/PCTS/DTU, Administrative Division.  





    (2)  Counting Instructions.  Count and report the total number of hours described above.





    b.  Non-GOE Hours (WID 3007.02)





    (1)  Composition of WID.  This manually input staff-hour WID includes 
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non-GOE hours of special employment program enrollees in the CTA/PCTS/DTU, Administrative Division, whose wages or salaries are not paid from Agency appropriations.  This includes Public Law 92-540 veteran-students and other special employment personnel assigned to VA regional office activities.  Excluded from this description are GOE hours borrowed from another department, office, or facility which should be reported as borrowed time.





    (2)  Counting Instructions.  Count and report the total number of hours described above.





    c.  Unmeasured Hours (WID 3007.03)





    (1)  Composition of WID.  This manually input staff-hour WID includes the unmeasured GOE hours spent by the CTA/PCTS/DTU employees, Administrative Division, on activities which detract from a station's ability to perform its primary function of serving veterans.  This includes hours spent on fire drills, Equal Employment Opportunity (EEO) Representative activities, participating in work sampling studies, physical movement of office location, etc.  





    (2)  Counting Instructions.  Count and report the total number of hours described above.





    d.  Paid GOE Hours (WID 3007.04)





    (1)  Composition of WID.  This PAID/DOOR linkage WID is the PAID GOE hours charged to the CTA/PCTS/DTU, Administrative Division.  It is linked to DOOR from the PAID system.





    (2)  Counting Instructions.  This information is calculated by the PAID system and no input from field stations is necessary.





    e.  Overtime (WID 3007.05)





    (1)  Composition of WID.  This PAID/DOOR linkage WID includes the authorized overtime GOE hours of work paid in excess of 40 hours in an administrative work week or in excess of 8 hours in a day (whichever is greater), and hours worked by part-time and intermittent employees paid at the overtime rate, charged to the CTA/PCTS/DTU, Administrative Division.  It excludes compensatory time earned.  It is linked to the DOOR from the PAID system.
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    (2)  Counting Instructions.  This information is calculated by the PAID system and no input from field stations is necessary.





    f.  Annual Leave (WID 3007.07)





    (1)  Composition of WID.  This PAID/DOOR linkage WID includes the GOE hours of paid annual leave taken, charged to the CTA/PCTS/DTU, Administrative Division.  This excludes compensatory time.  It is linked to DOOR from the PAID system.





    (2)  Counting Instructions.  This information is calculated by the PAID system and no input from field stations is necessary.





    g.  Sick Leave (WID 3007.08)





    (1)  Composition of WID.  This PAID/DOOR linkage WID includes the GOE hours of paid sick leave taken, charged to the CTA/PCTS/DTU, Administrative Division.  This excludes compensatory time.  It is linked to DOOR from the PAID system.





    (2)  Counting Instructions.  This information is calculated by the PAID system and no input from field stations is necessary.





    h.  Without Pay (WID 3007.09)





    (1)  Composition of WID.  This PAID/DOOR linkage WID includes the GOE hours of leave without pay (LWOP) and absent without leave (AWOL), charge to the CTA/PCTS/DTU, Administrative Division.  It is linked to the DOOR from the PAID system.





    (2)  Counting Instructions.  This information is calculated by the PAID system and no input from field stations is necessary.





    i.  Authorized Absence (WID 3007.10)





    (1)  Composition of WID.  This PAID/DOOR linkage WID includes the GOE hours represented by absences administratively authorized or approved, which do not involve annual or sick leave or loss of basic salary, and are charge to the CTA/PCTS/DTU, Administrative Division.  Examples of excused absences are:  military leave, court leave, job injuries, voting and registration, civil defense and disaster activities, blood donor programs, conference or conventions, weather and emergency situations.  It is linked to DOOR from the PAID system.
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    (2)  Counting Instructions.  This information is calculated by the PAID system and no input from field stations is necessary.





5.05  CTA/PCTS/DTU - ADMINISTRATIVE SECTION STAFF-HOUR





    a.  Borrowed Time (WID 3507.BT)





    (1)  Composition of WID.  This manually input transfer WID includes the GOE hours borrowed from another activity, section, division, or station by the CTA/PCTS/DTU, Administrative Section, Support Services Division.  





    (2)  Counting Instructions.  Count and report the total number of hours described above.





    b.  Loaned Time (WID 3507.LT)





    (1)  Composition of WID.  This manually input transfer WID includes the GOE hours loaned to another activity, section, division, or station by the CTA/PCTS/DTU, Administrative Section, Support Services Division.  





    (2)  Counting Instructions.  Count and report the total number of hours described above.





    c.  Non-GOE Hours (WID 3507.02)





    (1)  Composition of WID.  This manually input staff-hour WID includes non-GOE hours of special employment program enrollees in the CTA/PCTS/DTU, Administrative Section, Support Services Division, whose wages or salaries are not paid from agency appropriations.  This includes Public Law 92-540 veteran-students and other special employment personnel assigned to VA regional office activities.  Excluded from this description are GOE hours borrowed from another department, office or facility which should be reported as borrowed time.





    (2)  Counting Instructions.  Count and report the total number of hours described above.





    d.  Unmeasured Hours (WID 3507.03)





    (1)  Composition of WID.  This manually input staff hour WID includes 
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the unmeasured GOE hours spent by the CTA/PCTS/DTU employees, Administrative Section, Support Services Division, on activities which have been specifically authorized by VA Central Office (VACO) program instructions for reporting as unmeasured hours, or which detract from a station's ability to perform its primary function of serving veterans.  This includes hours spent on fire drills, EEO Representative activities, participating in work sampling studies, physical movement of office location, etc.  





    (2)  Counting Instructions.  Count and report the total number of hours described above.





    e.  PAID GOE Hours (WID 3507.04)





    (1)  Composition of WID.  This PAID/DOOR linkage WID is the PAID GOE hours charged to the CTA/PCTS/DTU, Administrative Section, Support Services Division.  It is linked to DOOR from the PAID system.





    (2)  Counting Instructions.  This information is calculated by the PAID system and no input from field stations is necessary.





    f.  Overtime (WID 3507.05)





    (1)  Composition of WID.  This PAID/DOOR linkage WID includes the authorized overtime GOE hours of work paid in excess of 40 hours in an administrative work week or in excess of 8 hours in a day (whichever is greater), and hours worked by part-time and intermittent employees paid at the overtime rate, charged to the CTA/PCTS/DTU, Administrative Section, Support Services Division.  It excludes compensatory time earned.  It is linked to the DOOR from the PAID system.





    (2)  Counting Instructions.  This information is calculated by the PAID system and no input from field stations is necessary.





    g.  Annual Leave (WID 3507.07)





    (1)  Composition of WID.  This PAID/DOOR linkage WID includes the GOE hours of paid annual leave taken, charged to the CTA/PCTS/DTU, Administrative Section, Support Services Division.  This excludes compensatory time.  It is linked to DOOR from the PAID system.





    (2)  Counting Instructions.  This information is calculated by the PAID system and no input from field stations is necessary.
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    h.  Sick Leave (WID 3507.08)





    (1)  Composition of WID.  This PAID/DOOR linkage WID includes the GOE hours of paid sick leave taken, charged to the CTA/PCTS/DTU, Administrative Section, Support Services Division.  This excludes compensatory time.  It is linked to DOOR from the PAID system.





    (2)  Counting Instructions.  This information is calculated by the PAID system and no input from field stations is necessary.





    i.  Without Pay (WID 3507.09)





    (1)  Composition of WID.  This PAID/DOOR linkage WID includes the GOE hours of LWOP and AWOL, charge to the CTA/PCTS/DTU, Administrative Section, Support Services Division.  It is linked to the DOOR from the PAID system.





    (2)  Counting Instructions.  This information is calculated by the PAID system and no input from field stations is necessary.





    j.  Authorized Absence (WID 3507.10)





    (1)  Composition of WID.  This PAID/DOOR linkage WID includes the GOE hours represented by absences administratively authorized or approved, which do not involve annual or sick leave or loss of basic salary, and are charge to the CTA/PCTS/DTU, Administrative Section, Support Services Division.  Examples of excused absences are:  military leave, court leave, job injuries, voting and registration, civil defense and disaster activities, blood donor programs, conference or conventions, weather and emergency situations.  It is linked to DOOR from the PAID system.





    (2)  b.  Counting Instructions.  This information is calculated by the PAID system and no input from field stations is necessary.
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