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Scheduling Requirements

• Sites – the locations where training occurs; not only hospital, can be 

clinics, or non-standard locations like athletic fields, EMT, prisons, 

coroners, etc.

• Activities – unique clinics or services by program required to sit for board 

certification or program completion; can be clinical, research, 

administrative, or even a combination

• Trainees – Scheduling is also tied to evaluations that are completed by & 

for the trainee for every desired activity or site

• Time Frames – from 7/1 to 6/30 can be unique for each program 

dependent on evaluations, staffing, & department requirements
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Site Setup (GME Office Function)

Sites can be linked to 1 program, 
multiple, or all programs

Programs can request new sites 
when/if needed: Site Management > 
Sites/Funding > Request New Site
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Activity Setup

Whether 
Block Service 
or Clinic, the 
required Site 

is the key!
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Activity Types

• Services – generally used for larger increments of time, minimum 1-day entry (no half-day entries)  

maximum is 365-day entry, most services are 2-to-4-week entries

▪ Pathway: Schedule Management > Service/Shift Management   

• Shifts – On-site Shift/Call – generally used for half- or full-day activities occurring at locations 

different from the block service, allows for tracking overnight/weekend call

▪ Non-reimbursable Activities - Shifts – Home Call & Work Hours

▪ Pathway: Schedule Management > Service/Shift Management   

• Continuity Clinics - generally used for half- or full-day activities that occur at different locations 

from the block service, easier to set up periodic activities (every Tuesday morning all year) 

▪ Pathway: Schedule Management > Continuity Clinics/Alternate Activities

• Absence Requests – vacation, sick, away conferences & leave of absences

▪ Pathway: Schedule Management > Resident Absences
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Activities

Key Reimbursement Elements

•  Services

▪ Pathway: Schedule Management > 
Service/Shift Management   

▪ Unique names & abbreviations

▪ Site(s) – strongly recommend only 1 
site per service

o If multiple are required, click the set 
multiple link 

o If multiple link is not available, submit 
support ticket/finance
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Activities

Key Reimbursement Elements

• Shifts 

▪ Pathway: Schedule Management > Service/Shift Management 

▪ Added with the correct type – On-site Shift/Call or Home Call

▪ Unique names & abbreviations

▪ Should only have 1 site for each shift

▪ This feature does allow for specific days or times to be defined, however the 

half & full day calculations still apply 

Note: Using the Standard Service Hours link within service setup in the Shifts/Call section, utilizes that 

service’s site, it is not creating a shift to a different location, mainly used for work hours 
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Activities

Key Reimbursement Elements
• Continuity Clinics/Alternate Activities

▪ Pathway: Schedule Management > Continuity 
Clinics/Alternate Activities

▪ Unique names & abbreviations

▪ Correct site, only 1 is allowed

▪ Defined Clinic Work Periods meet desired half or 
full day elements
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Activities

Key Reimbursement Elements

• Continuity Clinics/Alternate Activities

▪ Scheduling can be created within MedHub 3 different ways

o View by Resident

o View by Clinic

o Set up within services



CONFIDENTIAL | NOT FOR DISCLOSURE OUTSIDE OF MEDHUB

Program Training

Activities

Key Reimbursement Elements

• Continuity Clinics/Alternate Activities
▪ Set up within services 
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Activities

Key Reimbursement Elements

• Scheduling can be added in through Amion or Qgenda (helpful tools that feed to IRIS 
reporting) but MedHub is the Master Schedule for IRIS validation!

▪ Setup created within each program > Program Settings > Schedules tab

▪ Linking of trainees & activities completed through Task Wizards

▪ Please refer to Help (tab located in upper right corner of MedHub screen)

o Scheduling using the AMION Interface (14 backdays)

o Task Wizards: Amion Interface Setup  

o Task Wizards: Qgenda Schedule Interface for detailed instructions (14 backdays)

Note: Amion/Qgenda update several times a day back 14 days & going forward, can impact changes you 
make to the schedule if within the last 2 weeks. Amion/Qgenda schedule is a 1-way street, changes in 
MedHub scheduling do not flow back to Amion/Qgenda.
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Activities

• Reviewing Activity Set-up for Accuracy

▪ Pathway: Reports > GME/HF Reports section > Activity Definition Report

▪ By academic year 

▪ Ability to select programs & reimbursable activity types

▪ Activities created/on list do not necessarily mean they are scheduled

▪ Can use the Site-based Activity Report to review scheduled activities

o Pathway: Reports > Scheduling Reports > Site-based Activity Report

▪ Recommend pulling ACGME Participating Sites & review against program activity 

list to ensure all time listed in ACGME (or other accrediting body) is accounted for 

in MedHub



CONFIDENTIAL | NOT FOR DISCLOSURE OUTSIDE OF MEDHUB

Program Training

Activities

• Activity Set-up Recommendations

▪ Activity Naming Conventions

o Using site abbreviations in activity names is helpful

o Clarifying if Research is Bench (lab, library, non-patient related) or 
Clinical (patient care related) – see institutional form

o Clarifying Elective locations

▪ Avoid creating services for absences (vacation, sick time, etc)

▪ Review activities every year (Admins, PDs, GME, Finance)
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Activities

• Research/Elective – see 
institutional form

▪ The more information, the easier it is 
to determine how to set it up, site to 
use, & reimbursement 

▪ Setting it up correctly means less 
audit issues & overlaps with other 
hospitals

▪ Usually, Clinical Research = a patient 
or patient group & Bench Research = 
Lab or Library
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Absences

• Setup options -  Resident Absences

▪ Absence Approval Process

o Recommend watching the tutorials

➢ Pathway: Help > Help Resources > enter 
Absence Approval Process 

o Programs can allow Resident Requests

o Approvals can be set up as Admins, Chiefs, 
etc.

▪ Block Dates 

o Setting up prior to entries can save time & 
eliminate some issues/errors
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Absence Requests

• Pathway: Schedule Management > 
Resident Absences

• View/Record Absences

▪ Vacation & Sick

▪ Away Conferences

▪ Leave of Absence
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Absence Requests

• View/Record Absences

▪ Vacation & Sick

o Time applied to the site of the 
activity it overlaps

o In the example, vacation for 
trainee Vang goes to EM activity 
set up to Main site so Main 
hospital can claim the time

▪ Away Conferences

o Days removed (0% IME & 0% 
DGME) regardless of the 
provider that is claiming that 
day or time period 
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Absence Requests

• View/Record Absences
▪ Leave of Absence

o Reasons – options
➢ ACGME 7/1/22 new mandates

➢ Minimum 6 weeks on day 1 plus 
an additional 1 week

➢ See ACGME Institutional 
Requirements IV.H.1 a-f for 
complete details

o Paid or unpaid

o Training extension days
➢ MedHub adjusts end date in 

training history

➢ If setup incorrectly, residents 
can be weighted early
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Absence Requests

• Resident Absence Summary Report
▪ Pathway: Reports > Scheduling Reports > Resident Absence Summary

▪ Can remove weekends & holidays for vacations or all absences

▪ Option to include the LOA (leave of absence) types or summary
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Absence Requests

• Requested Absence Report
▪ Pathway: Reports > Scheduling Reports > Requested Absence Report

▪ Can select all absence types desired, and all status (approved, rejected, etc.)

▪ Comments section allows for added granular detail



Scheduling
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Scheduling Options

Simplistic, Complex, or any variation between; education is continually 
evolving to more detail & CMS is following the daily entries closely
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Scheduling

• Recommended order of entry

▪ Block services 

o Covering all days

▪ Absences should be added second, if/when known

▪ Clinics and/or shifts should be added last 

o If absences added prior to clinics, you are notified when adding the clinic time that certain 
clinics were not added due to absence entry

• Recommend running Resident Scheduling Errors report monthly and 
after scheduling information is entered to ensure it is complete & accurate

▪ Pathway: Reports > Scheduling Reports section > Resident Scheduling Errors
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Scheduling

Scheduling is like painting a picture

•  Start with the background (services)

•  Add scenery (absences)

•  Complete with details (clinics/shifts)



CONFIDENTIAL | NOT FOR DISCLOSURE OUTSIDE OF MEDHUB

Program Training

Scheduling

• Schedule View Variables
▪ Pathway: Schedules tab > Rotations

▪ Academic Year Selection

▪ Programs can have 1 or more schedules

▪ View Types

o Resident view shows basic block service information with absences by trainee

o Resident (Details) shows basic block services, absences, & clinic/alternate activity by trainee

o Service shows basic block information with absences by services

o Services (All) shows basic block services, absences, & clinic/alternate activity by services
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Trainee Types

• MedHub default is black – changes flow to all programs

• Changing the color for trainee types can assist in schedule review
▪ Pathway: GME Office role > Institutional Functions > List Management > Trainee 

Types
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Frequently Asked Questions about Scheduling

• When & how are didactics & away conferences claimed?

▪ Curriculum-Based Didactics

o Not required to enter for reimbursement if less than half a day

o If half or full day, try to schedule within hospital complex DGME 100% & IME 100%

o NHL/NPS primarily engaged in providing patient care DGME 100% & IME 0%

o University owned conference centers or non-clinical locations DGME 0% & IME 0%

▪ Away Conferences

o A hotel, convention center, or community facility that is not primarily engaged in 
furnishing patient care DGME 0% & IME 0%
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Frequently Asked Questions about Scheduling

• Can we claim Orientation time?

▪ YES!

o Within hospital complex and/or provider-based outpatient 
department

o Paid by the hospital

• Can the hospital claim non-patient care activities on IRIS?

▪ For DGME only if paid by the hospital 

▪ Ex: Administrative Rotation, Study Rotation, etc.
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Scheduling – High-level View

Look at the 
whole 

picture to 
see if any 
pieces are 
missing.



Scheduling & Demographic Errors
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IRIS Errors – Audit Issues

Top CMS (Centers for Medicare & Medicaid Services) audit issues 
discovered by MACs (Medicare Administrative Contractors) such as 

Noridian, NGS (National Government Services), Palmetto, etc.

•  Overclaiming

▪ Activities set up to incorrect sites or incorrect days scheduled

▪ Not scheduling non-reimbursable activities (away conferences, 
time at other locations)

▪ Overlaps with other hospitals due to excluding clinics or absences 
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IRIS – Extensive Auditing

Demographic Checks:

DEMO-E01 Demographics Resident Error Missing/invalid required field(s)

DEMO-E02 Demographics Resident Error Residency specialty code missing or invalid

DEMO-E03 Demographics Resident Error Visitor training history issue

DEMO-E04 Demographics Resident Error Initial Residency Period (IRP) issue

DEMO-E05 Demographics Resident Error Simultaneous match code issue

DEMO-E06 Demographics Resident Error Training history issue

DEMO-E07 Demographics Resident Error Medical/Dental school issue

DEMO-E08 Demographics Resident Error ECFMG issue

Code: Type: Scope: Severity: Message:

DEMO-W01 Demographics Resident Warning Potentially invalid required field(s)

DEMO-W02 Demographics Resident Warning Training history warning

DEMO-W03 Demographics Resident Warning Medical/Dental school warning

DEMO-W04 Demographics Resident Warning ECFMG warning

DEMO-W05 Demographics Resident Warning Partial appointment warning

DEMO-W06 Demographics Resident Warning Deprecated specialty/school code

DEMO-W07 Demographics Resident Warning School/training gap warning

DEMO-W08 Demographics Resident Warning Multiple Medical School

Scheduling Checks:

SCHED-E01 Scheduling Program Error Activity definitions with undefined site

SCHED-E02 Scheduling Resident Error Service schedule issue

SCHED-E03 Scheduling Resident Error Incomplete schedule issue

SCHED-W01 Scheduling Resident Warning Activities scheduled before/after training

SCHED-W02 Scheduling Resident Warning Clinic schedule warning

SCHED-W03 Scheduling Resident Warning Absence schedule warning

SCHED-W04 Scheduling Resident Warning Multiple clinics scheduled for over a full day

The following errors will completely remove a trainee from the 
IRIS XML and supporting FTE reports:

- Missing or invalid social security number.

- Missing medical school code and date.

- Visiting resident with no training history for the rotation period.

- Invalid or missing IRP code.

IRIS Pre-test audits demographics and schedule info, ensuring it’s ready for IRIS submission. 

     Current list of pre-test checks are:
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Demographics

• Required Trainee Demographics
▪ SSN (US) or SIN (Canadian number)

▪ Medical School & graduation date

▪ ECFMG information (if applicable)

▪ Training History 

o Initial Residency Training

o Current Residency Training

o All training & non-training time since graduation

• Documentation for Finance
▪ ERAS Application/CV

▪ Diplomas/ECFMG & Completion Certificates

▪ Other training information or non-reimbursable time entered
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Demographics

Demographic Checks:

DEMO-E01 Demographics Resident Error Missing/invalid required field(s)

DEMO-E02 Demographics Resident Error Residency specialty code missing or invalid

DEMO-E03 Demographics Resident Error Visitor training history issue

DEMO-E04 Demographics Resident Error Initial Residency Period (IRP) issue

DEMO-E05 Demographics Resident Error Simultaneous match code issue

DEMO-E06 Demographics Resident Error Training history issue

DEMO-E07 Demographics Resident Error Medical/Dental school issue

DEMO-E08 Demographics Resident Error ECFMG issue

• Demographic Errors & Warnings – All Important

▪ Pathway: Reports > Demographics section >  Demographics – Required Fields

Most errors will 
eliminate the 
trainee from 

finance reports 
or create IRIS 
submission 

failures
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Demographics

• Visiting Rotators

▪ Same documentation for sponsored trainees is needed for rotators

▪ Specific days at your institution, including days back to their home institution during that 
time (usually entered as clinic/service time set up to site of other)

• Selecting the correct program codes

▪ Pathway: Resources/Documents > IRIS Resources for Program Managers > IRIS 
Residency Types Ref Table

▪ Needs to be the program that the rotator is coming from

o One example is Hematology code 1409 is a 2-year program, but Hematology & Oncology 1419 is a 3-
year program, resulting in overclaiming or underclaiming if incorrect code selected

o Codes can be confusing, for example Sleep Medicine under Anesthesiology (1107), Family Medicine 
(1354), Internal Medicine (1425), Neurology (1659), Otolaryngology (1906), Pediatrics (2022), & 
Psychiatry (2208). Need to use the code per the program they are coming from listed in ACGME

o Not sure, contact our team or put in a support ticket in MedHub for finance ☺
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Scheduling Errors and Warnings

• MedHub Scheduling Checks
▪ Pathway: Reports > Scheduling Reports > Resident Scheduling Errors

Error Code: Type: Scope: Severity: Error Message:

SCHED-E01 Scheduling Program Error Activity definitions with undefined site

SCHED-E02 Scheduling Resident Error Service schedule issue

SCHED-E03 Scheduling Resident Error Incomplete schedule issue

SCHED-W01 Scheduling Resident Warning Activities scheduled before/after training

SCHED-W02 Scheduling Resident Warning Clinic schedule warning

SCHED-W03 Scheduling Resident Warning Absence schedule warning
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Scheduling Errors and Warnings

• MedHub Scheduling Clean-Up

▪ Activity definitions with undefined site 

o Missing a site, usually these are set up to site unknown or AAA site

o Could be a loss of reimbursement & will cause an IRIS error if not corrected

▪ Service schedule issue

o Exactly one primary service not designated for overlap starting MM/DD/YYYY

o Primary service required during overlaps, overwrites other activity information

▪ The activity entry marked as Primary flows 
through to the finance reports

o For 9/23 time frame the ITE activity will flow 
through for 10/8 & FM-In for all other days 

o For 10/21 time frame the ITE activity will NOT 
flow through & only the OBN for the entire time 
period 
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Scheduling Errors and Warnings

• MedHub Scheduling Clean-Up

▪ Incomplete schedule issue

o Missing scheduling, gaps, potential loss of reimbursement

o Will look to the Default site, which is not supported by a schedule entry

▪ Activities scheduled before/after training

o Usually occurs after scheduling entered, then a trainee has a delayed start, early finish, or leave that 
extends training

o Pathway: GME Office role > Institutional Functions > Task Wizards > Lost Activities Wizard

➢ Select sponsored program(s) & trainee(s) with issues to remove easily

➢ Visiting trainees require manually adjusting visiting days, removing the scheduling, then returning 
the visiting period back to the correct dates



CONFIDENTIAL | NOT FOR DISCLOSURE OUTSIDE OF MEDHUB

Program Training

Scheduling Errors and Warnings

• MedHub Scheduling Clean-Up

▪ Clinic schedule warning

o At least three (3) clinics scheduled on MM/DD/YYYY, 3 or more clinics scheduled on a single day for 
resident

o IRIS 2.0 expanded to check for any combination over 1 day (1 full day & 1 half day, 2 full days, 3 
half days)

o Potential duplicate clinic recorded on MM/DD/YYYY

➢ Same clinic entered for the same time (AM, PM, etc)

o Absence recorded for the same day as an active clinic on MM/DD/YYYY

➢ If absence occurred, clinic(s) should be cancelled or deleted

➢ If absences are entered prior to clinics, clinic time automatically not added
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Scheduling Errors and Warnings

• MedHub Scheduling Clean-Up

▪ Absence schedule warning

o At least one vacation or sick day does not overlap a recorded service between MM/DD/YYYY 
and MM/DD/YYYY (x days)

o If not addressed, time looks to Default site to apply time, depending on Default site setup, could 
be overclaiming or underclaiming time 

▪ CMS § 413.79 Effective for cost reporting periods beginning on or after January 1, 1983, the 
time spent by a resident in an approved medical residency program on vacation, sick leave, or 
other approved leave that does not prolong the total time the resident is participating in the 
approved program beyond the normal duration of the program is countable. 

▪ Reimbursable to the site of the overlapping block service
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Scheduling Errors and Warnings

• Reports > Scheduling Report > Resident Scheduling Errors
▪ Can be run by Program Administrators for their programs, GME Offices or Hospital 

Finance roles for all programs

▪ Recommend programs running monthly prior to schedule locks



Finance Reporting
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IRIS & Billing

Both components utilize the same/similar features in MedHub:

• Program list

• Sites lists 

• Cost Reports (IRIS) or Funding Sources (Billing)

• Same scheduling components (Block, Clinic, Shifts, Absences) 

• Same calculation methodologies 

▪ Annualized (denominator is 365/366 days)

▪ Reporting period (denominator is the length of time running, if November it is 30 days, if 
October-December it is 92 days)
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IRIS – Detailed Download

    

Data Set 
Name

Trainee 
Legal Last 
Name

Trainee 
Legal First 
Name

Trainee 
Legal 
Middle 
Name

SSN or SIN 
Indicator

SSN or SIN 
Number

Medical/D
ental 
School 
Name

Medical/D
ental 
School 
Code

Medical/D
ental 
School 
Degree

Medical/D
ental 
School 
Graduation 
Date

ECFMG 
License # 
(if 
applicable
)

ECFMG 
Issue Date 
(if 
applicable
)

Displaced 
Trainee

Medicare 
Reimbursa
ble

Trainee 
Category

Trainee 
Type NPI

AAMC 
Number

Date of 
Birth Gender Race Citizenship

Visa-
Immigratio
n Status 
Type

Visa-
Immigratio
n Expires 
Date

Employee 
ID

Institution 
Start Date

Res Years 
Completed

Initial 
Residency 
Program 
Code

FYE 6-30-
2025 ABBOTT CODY DANTON U removed

University 
of 
Washingto
n School of 
Medicine 5404 MD 6/8/2024 N Y

In-house 
Resident Resident removed 7/9/1991 M WHITE US 406935 ######## 0 2200

FYE 6-30-
2025 ABBOTT CODY DANTON U removed

University 
of 
Washingto
n School of 
Medicine 5404 MD 6/8/2024 N Y

In-house 
Resident Resident removed 7/9/1991 M WHITE US 406935 ######## 0 2200

Initial 
Residency 
Program 
Name

Initial 
Residency 
Program 
Start Date

Current 
Employer

Initial 
Residency 
Program 
Eligibility 
Length

NonIRP Year 
One 
Residency 
Code

NonIRP Year 
One 
Residency 
Name

Current 
Residency 
Code

Current 
Program 
Name

Current 
MedHub 
Program 
Name

Current 
Program 
Abbreviation

Current 
Program 
Care Type

Current 
Program 
Default IRIS 
Code

New 
Program 
Designation

New 
Program IME 
Exceptions Appt. %

Program 
Scheduled

Program 
Schedule 
Name

Psychiatry ########
University of 
Colorado 4 2200 Psychiatry Psychiatry

PSYCH-
PSYCH Specialty 2200 N 100 Psychiatry PSYC-PGY1

Psychiatry ########
University of 
Colorado 4 2200 Psychiatry Psychiatry

PSYCH-
PSYCH Specialty 2200 N 100 Psychiatry PSYC-PGY1

Detailed Demographics

Complete Program Information
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IRIS – Detailed Download
    

Detailed Activity Information

FTE Calculation Options

Program 
Scheduled

Program 
Schedule 
Name Activity Type

Activity 
Name

Activity 
Abbreviation

Activity 
Service Type

Activity 
Service 
Group

Activity Start 
Date

Activity End 
Date

Activity % of 
time

Number of 
Days

Activity Site 
Name

Activity Site 
Abbreviation

Activity Site 
Type

Activity Site 
Cost Report

Activity Site 
DME%

Activity Site 
IME%

Psychiatry PSYC-PGY1 Service

PSYCH-
INPATIENT-
VAMC

INPATIENT-
VAMC

Patient Care 
- 
Mixed/Other

PSYCH-
INPATIENT-
VAMC 7/1/2024 7/1/2024 96 0.96

Veterans 
Administrati
on Medical 
Center VAMC

Offsite - 
Affiliated

Veteran 
Administrati
on Hospital 100 100

Psychiatry PSYC-PGY1 Service

PSYCH-
INPATIENT-
VAMC

INPATIENT-
VAMC

Patient Care 
- 
Mixed/Other

PSYCH-
INPATIENT-
VAMC 7/2/2024 7/2/2024 96 0.96

Veterans 
Administrati
on Medical 
Center VAMC

Offsite - 
Affiliated

Veteran 
Administrati
on Hospital 100 100

Annualized 
Activity Site 
Total FTE

Annualized 
Activity Site 
IRF FTE

Annualized 
Activity Site 
IPF FTE

Annualized 
Activity Site 
NHL/NPS FTE

Annualized 
Activity Site 
DME FTE

Annualized 
Activity Site 
IME FTE

Annualized 
Weighing 
Factor

Annualized 
Weighing 
Factor DME 
Annualized 
FTE

Reporting 
Period 
Activity Site 
Total FTE

Reporting 
Period 
Activity Site 
IRF FTE

Reporting 
Period 
Activity Site 
IPF FTE

Reporting 
Period 
Activity Site 
NHL/NPS FTE

Reporting 
Period 
Activity Site 
DME FTE

Reporting 
Period 
Activity Site 
IME FTE

Reporting 
Period 
Weighing 
Factor

Reporting 
Period 
Weighing 
Factor DME 
FTE

0.00263 0 0 0 0.00263 0.00263 100 0.00263 0.00263 0 0 0 0.00263 0.00263 100 0.00263

0.00263 0 0 0 0.00263 0.00263 100 0.00263 0.00263 0 0 0 0.00263 0.00263 100 0.00263
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IRIS Detailed Download
    

Detailed FTEs by Program, Site, Trainees, & Activities
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IRIS - Putting the Pieces Together in the new XML

Activity start & end date

Site Details

Scheduling Specifics

Generation

• CMS requires IRIS report in XML format

• Note the files contain the creation software 

• Flexibility in dates will allow clients to easily submit 

partial reports if needed

Trainee Info



Q & A (if time allows)
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Any Questions???

Thank You!
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