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Overview

Trigger(s):

A user wants to view the work schedule of one or more employees for a specific period of time.  This can be accomplished via transaction PT63 or transaction Y_DC1_32000361.
	Business Process Description Overview

	There could be several reasons why a user would want to review the work schedule of one or more employees.  


	Input
	Comments

	A need arises to view the work schedule of one or more employees.
	The transactional input for PT63 and Y_DC1_32000361 will be the same.

	Steps
	Details

	1.  The report selection criteria is entered.
	

	2.  The data is reviewed/audited and completed.
	If errors, missing information, or questionable information is discovered, follow-up will need to occur.


	Output
	Comments

	N/A
	The transactional output will vary between PT63 and Y_DC1_32000361.

	Steps
	Details

	1. N/A
	


Tips and Tricks

· If the number or value is unknown, click on the drop down box [image: image1.bmp] in the field to access the search feature.

· To search on multiple numbers or values, use the multiple selection icon [image: image2.bmp].  Data exists behind each tab if the tab is green [image: image3.bmp], instead of lilac [image: image4.bmp].

· To enter selections other than those shown under the Selection area on the screen, use the Further selections icon [image: image5.png]Further selections



 or use the Search helps icon [image: image6.png]Search helps.



 for a more detailed selection.

· To have the report sorted in a specific manner, use the Sort icon [image: image7.png]Sort




· After the report has been run, a user has an option to change the report layout, export the data to Excel, Word, or another file, or send it by e-mail or graph it.  This is done by clicking on the appropriate icons at the top of the screen. [image: image8.png]G ER AFE B Q. BHTHT®I B




· After the report has been executed, the icons at the top of the screen [image: image9.png]Daily W



, [image: image10.png]Planned working time



, and [image: image11.png]Time infotypes



 can be used to view details about each record.  

Procedure Steps

1.1 Access transaction by:

	Via Menus
	Human Resources ( Time Management ( Administration ( Information System ( Report Selection ( Work Schedule ( Personal Work Schedule

	Via Transaction Code
	PT63


1.2 On screen “Personal Work Schedule” enter information in the fields as specified in the below table.  After entering the selections, click the Execute icon [image: image12.bmp] or F8 to process the request.
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	Field Name
	Description
	R/O/D/N
	User Action and Values
	Comments

	Period
	Period for which the review is performed.
	R
	Click the payroll period icon, then enter the payroll area (pay group), unless data to be reviewed is for other time periods.
	

	Personnel number
	Employee’s unique personnel number.
	O
	Do not enter personnel number, unless reviewing data related to only one or a few employees.
	

	Time recording administrator
	Code identifying administrator of time records (timekeeper code).
	O
	Enter time administrator (timekeeper) code.
	

	Read from cluster
	Indicates that work schedule information is obtained from time evaluation.
	O
	Check the box if the work schedule should be taken from time evaluation.
	

	Pension/active
	Planned specifications on the working time are only displayed for the days on which the employee was on pension or active.
	R
	Radio button will default to this option.
	

	Inactive, pens., active
	Planned specifications on the working time are only displayed for the days on which the employee was inactive, on pension, or active.
	N
	Do not use.
	

	Left, inactive, pensioned, active
	Planned specifications on the working time are only displayed for the days on which the employee had left the company, was inactive, on pension, or active.
	N
	Do not use.
	


R = Required, O = Optional, D = Display, N = Not Required

1.3 PT63 Output Results - On screen “Personal work schedule” review the information.  No data can be entered on this view. 
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Personal work schedule

Evaluation period: 0412612003 To 0509/2003

Pers.no.[Name. Date Day{DWS DV Daily WS text |Va [Text| Grp|Start |End [Tohrs|Holiday cal /DT [DTtext _|Personal WS|Description|Holiday cal, Te
00000358] Test K Test_388|04/26/2003 |3A [OFF | |Off Day 99 000 [0 Worldpaid 154 75-HR 018[ZC c
0412772003 |SU [OFF | |0 Day 9 000 [0 Workdpaid 154 75-HR 018[ZC E

0412872003 WO 7203 08001630 1U1300 99(08:00 | 16:30 | 7.60 |0 Workdpaid 154 75-HR 018[ZC E

04/20/2003 [TU [7203] _[08001630 1U1300 99(08:00 | 16:30 | 7.60 |0 Workdpaid 154 75-HR 018[ZC E

04/30/2003 [WE 7203 [08001630 1U1300 99(08:00 | 16:30 | 7.60 |0 Workdpaid 154 75-HR 018[ZC E

0510172003 [TH [7203] 08001630 1U1300 99(08:00 | 16:30 | 7.60 |0 Workdpaid 154 75-HR 018[ZC E

05/02/2003 FR [7203] [08001630 1U1300 99(08:00 | 16:30 | 7.60 |0 Workdpaid 154 75-HR 018[ZC E

05/03/2003 | A [OFF | | Day 9 000 [0 Workdpaid 154 75-HR 018[ZC E

0510472003 [SU [OFF | | Day 9 000 [0 Workdpaid 154 75-HR 018[ZC E

05/06/2003 WO 7203 [08001630 1U1300 99(08:00 | 16:30 | 7.60 |0 Workdpaid 154 75-HR 018[ZC E

05/06/2003 [TU [7203] _[08001630 1U1300 99(08:00 | 16:30 | 7.60 |0 Workdpaid 154 75-HR 018[ZC E

05/07/2003 [WE 7203 08001630 1U1300 99(08:00 | 16:30 | 7.60 |0 Workdpaid 154 75-HR 018[ZC E

05/08/2003 [TH [7203] 08001630 1U1300 99(08:00 | 16:30 | 7.60 |0 Workdpaid 154 75-HR 018[ZC E

08/09/2003 |FR [7203| 08001630 101300 95(08:00(16:30 | 750 |0 Workipaid | B194 75-HR 018 |2C g





Note:
There is more data than shown on the above screen print, which can be viewed using the scroll bars.  

1.4 Y_DC1_32000361 Output Results - On screen “Personal Work Schedule” review the information.  No data can be entered on this view.  Scroll down on the report to view the results.
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Personnel #

Enployee Nane

n0AAA388 HR K HR_Test_8aase
Date vork Schedule Rule | Day | Start | End | THours | Meal Start | Meal End | Unpaid | Paid
04/26/2003 | BB14815 sa | o:00 | ea:e0 | e.08 | @a:em 00:08 0.0 | 6.0
04/27/2003 | BB194A15 su | ee:en | ea:en | e.ea | ma:em 00:08 0.08 | 6.0
04/28/2003 | BB194815 mo | es:en | 16:30 | 7.50 | 13:08 14:00 1.0 | .08
04/29/2003 | BB194A15 Tu | esien | 16:30 | 7.50 | 13:08 14:0 1.0 | .08
04/30/2003 | BB194815 ve |63 | 16:30 | 7.50 | 13:08 14:00 1.0 | .08
05/01/2003 | BB194A15 Th | esien | 16:30 | 7.50 | 13:08 14:0 1.0 | .08
05/02/2003 | BB194A15 Fr | 6s:en | 16:30 | 7.50 | 13:08 14:00 1.0 | .08
05/03/2003 | BB194A15 5a | e:en | ea:en | e.ea | ea:em 08:08 0.08 | 6.8
05/04/2003 | BB194A15 su | ee:en | ea:en | B.0a | @a:em 00:08 0.08 | 6.0
05/05/2003 | BB194A15 Mo | esien | 16:30 | 7.50 | 13:08 14:08 1.0 | .08
05/06/2003 | BB194815 Tu |63 | 16:30 | 7.50 | 13:08 14:00 1.0 | .08
05/07/2003 | BB194A15 ve |o6sien | 16:30 | 7.50 | 13:08 14:0 1.0 | .08
05/08/2003 | BB194815 Th | 6s:ee | 16:30 | 7.50 | 13:08 14:00 1.0 | .08
05/09/2003 | BB194A15 Fr | 6sien | 16:30 | 7.50 | 13:08 14:0 1.0 | .08





Cross Functional Dependencies:

	Team
	Dependent tasks

	 N/A
	 


Workflow Requirements:

	Trigger
	Approval
	Response

	N/A
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