MEDICAL SURVEILLANCE EXAM COMPLETION REPORT INSTRUCTIONS

Please read instructions in their entirety before beginning work on the Medical Surveillance Completion Report Spreadsheet (link to the spreadsheet location).

General Information
1. Do not use previous versions of the spreadsheet.  Only use the version of the spreadsheet which you have downloaded from the link above. 

2. Commands may obtain the data to populate the Completion Report using whatever electronic or manual tracking methods they currently use to manage their Medical Surveillance program, including ESAMS*, SAMS*, MRRS*, OSHYS*, MES* Excel spreadsheets, Access databases, etc.  

3. The Medical Surveillance Exam Completion Report spreadsheet will take about 10 seconds to open.

4. Not all of the medical surveillance exams listed in the Completion Report spreadsheet are applicable to every command.  Most commands may only have between 1 and 10 applicable exams.  Industrial commands (maintenance depots, shipyards, etc.) will have a greater number of exams applicable to their personnel.

5. Military and Federal civilian personnel should be included in the data input.

6. Do not alter the spreadsheet format.  Do not move, reorganize, or delete rows or columns.

7. Be careful to not accidentally delete the formulas contained in columns D and E in the green “Master” worksheet tab.

8. The “PASTE SPECIAL” function must always be used (instead of the usual “Paste” function) when entering direct report subordinate command inputs when building a Consolidated Completion Report
a. See the Building Consolidated Completion Reports section below for more info on the “PASTE SPECIAL” function)

9. The Completion Report spreadsheet will automatically calculate the following:
a. Total number of command personnel in medical surveillance programs
b. Total number of command personnel within exam periodicity
c. Medical surveillance exam completion rate (compliance) for each individual program
d. Overall medical surveillance completion rate for all subordinate commands (in the ISIC’s consolidated report)

*See glossary on last page




SECTION 1- COMPLETING THE MEDICAL SURVEILLANCE EXAM COMPLETION REPORT
1. Save a blank version of the Medical Surveillance Exam Completion Report spreadsheet.  Use your command name in the file name.
a. Ex. USS Neversail- Medical Surveillance Completion Report.xls

2. Populate the completion report in the following manner:
a. Go to the spreadsheet’s yellow “Command 1” tab.
b. Place the total number of command personnel in each program in the appropriate row in Column D (denominator)
c. [bookmark: _GoBack]In column E (numerator), place the number of command personnel in each program who are within the required periodicity (not overdue) for that exam.  See the “Medical Matrix” (NMCPHC-TM OM 6260) for exam periodicities.
d. Email the completed report to your administrative Immediate Superior in Command (ISIC)

3. Each ISIC will consolidate their subordinate command inputs into a Consolidated Medical Surveillance Exam Completion Report (see Section 2). 

SECTION 2- BUILDING CONSOLIDATED COMPLETION REPORTS
Each ISIC must build a Consolidated Completion Report using the inputs from their direct subordinate commands.  Guidance to do this is as follows:
  
1. Save a blank version of the Medical Surveillance Exam Completion Report to use as your consolidated report.  Use your command name in the file name.
a. Ex. COMNAVPACTYCOM- Medical Surveillance Completion Report.xls

2. Enter your own command’s medical surveillance completion data into the yellow “Command 1” worksheet as described in Section 1.

3. Copy the data contained in columns D and E (rows 3 to 130) from each direct report subordinate command’s “Master” (green) worksheet and paste (see below) into your consolidated report.  Each direct report subordinate command input should be placed in a separate “Command” worksheet.
a. There are enough “Command” tabs for 30 direct subordinate command inputs.  Please contact edward.benchoff@navy.mil if you require more.
b. You must use the PASTE SPECIAL function to paste the values from each subordinate command’s Master sheet into your consolidated report.
i. PASTE SPECIAL will allow you to copy only the actual values (numbers) from each subordinate command’s Master worksheet and not the formulas.  THIS IS IMPORTANT!!   If you DO NOT use the PASTE SPECIAL function the results will not be accurate.
c. How to use the PASTE SPECIAL function:
i. Highlight columns D & E (rows 3 to 130) in an empty “Command” worksheet (ex. Command 2, Command 3, Command 4, etc.)
ii. Right click the mouse and click on “PASTE SPECIAL” (located underneath “Paste”)
iii. Choose “Values ”
d. Repeat this process for each subordinate command‘s input
i. Make sure you use the PASTE SPECIAL function to enter each subordinate command’s data into its own separate “Command” worksheet
ii. Recommend renaming each worksheet tab with the applicable subordinate command name (right click on tab and choose “rename”)

SECTION 3- EXAMPLE OF A CONSOLIDATED COMPLETION REPORT
Suppose you are an Echelon 3 (ex. COMNAVPACTYCOM) medical surveillance POC and need to create a consolidated report using Completion Reports from 3 direct report subordinate commands, “USS Neversail”, “Type Wing X”, and “Maintenance Center”.

Step 1: Save a blank completion report spreadsheet.  The file name would be COMNAVPACTYCOM- Medical Surveillance Report in this example.

Step 2: Enter your own COMNAVPACTYCOM data (if applicable) into the “Command 1” (yellow) worksheet.

Step 3: Copy the data in “USS Neversail’s” “Master” (green) worksheet  (columns D and E, rows 3 to 130) and use the PASTE SPECIAL to paste into your consolidated report’s “Command 2” tab.  Rename the tab “USS Neversail”.

Step 4: Copy the data in “Type Wing X” “Master” (green) worksheet (columns D and E, rows 3 to 130) and use the PASTE SPECIAL function to paste into your consolidated report’s “Command 3” tab.  Rename the tab “Type Wing X”.

Step 5: Copy the data in “Maintenance Center” “Master” (green) worksheet (columns D and E, rows 3 to 130) and use the PASTE SPECIAL function to paste into your consolidated report’s “Command 4” tab.  Rename the tab “Maintenance Center”.

NOTE: In this example, we only have 3 direct report Echelon 4s.  If you had inputs from more Echelon 4 (15 for example), the process would be very similar.  You would fill tab 1 with your COMNAVPACTYCOM staff completion data (again, if applicable) and the rest of the tabs with the “Master” worksheet data from each Echelon 4 (each Echelon 4 data entered into its own tab). 

Step 6: Check your consolidated report’s “Master” (green) worksheet to make sure the data from all three direct subordinate commands automatically calculated.

Step 7: Email your consolidated report to your administrative ISIC.

Step 8: The next higher administrative ISIC will repeat the process starting with Step 1.

SECTION 4- TIMELINES (Review NAVADMIN)
1. Commands complete completion reports and forward to their administrative Immediate Superior in Command (ISIC).
2. ISICs forward Consolidated Completion Reports through chain of command to Echelon 3 level NLT 15 SEPT.
3. Echelon 3s forward their Consolidated Reports to Echelon 2 NLT 30 SEPT.
4. Echelon 2s forward their Consolidated Reports to the message POC (edward.benchoff@navy.mil) NLT 15 OCT.

SECTION 5- ASSISTANCE WITH QUESTIONS
For questions pertaining to your command Medical Surveillance Program, contact your local Industrial Hygiene, Safety, or Occupational Health support.

*Glossary
ESAMS- Enterprise Safety Applications Management System
SAMS- SNAP Automated Medical System
MRRS- Medical Readiness Reporting System
OSHSYS- Occupational Safety and Health System
MES- Medical Events Scheduling
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