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	Version Number
	Change Description

	1.0
	Original Documentation

	2.0
	Updated step 1.1 with Note paragraph

	3.0
	Updated ‘User Action and Values’ column for ‘Original Shift’ Field Name on step 1.3, page 4.  01/12/04.


Overview

Trigger(s):

An employee wants to view their work schedule for a selected period of time.

	Business Process Description Overview

	There could be several reasons why an employee would want to view their work schedule. The schedule can be verified and absences can be reviewed.  


	Input
	Comments

	An employee wants to view his/her work schedule for a specific period of time.   
	

	Steps
	Details

	1.  Employee signs into ESS.
	Using Internet Explorer, employee accesses Employee Self Service.

	2.  Employee selects “Time Management” and “Display Work Schedule” from the menu.
	

	3.  Employee can then choose the period of time to view. 
	


	Output
	Comments

	Work Schedule is available to view.
	

	Steps
	Details

	1.  N/A
	


Tips and Tricks

Procedure Steps

1.1 Access transaction by:

	Via Menus
	Employee Self Service ( Employee Self Service User ( Time Management ( Display Work Schedule

	Via Transaction Code
	N/A
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1.2 On screen “Report Options”, select the period of time to view, then click the “Display report” icon [image: image2.png]Display report
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	Field Name
	Description
	R/O/D/N
	User Action and Values
	Comments

	Current week
	Display work schedule for current week.
	O
	Select the radio button to view the current week’s schedule.
	Defaults to Current week

	Current and next week
	Display schedules for current and next week.
	O
	Select the radio button to view two week’s schedules.
	

	Period from
	Display work schedule for the requested period of time.
	O
	Select the radio button and enter the from and to dates.
	


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

1.3 View the selected work schedule.  No data can be entered on this view.

Note:  The only information that is valid on this display is the "Original shift" information unless the employee is working in an organization using Shift Planning. If the employee is working in an organization where shifts are planned/scheduled in SAP, all data on this view will be applicable.
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	Field Name
	Description
	R/O/D/N
	User Action and Values
	Comments

	Date
	Date.
	D
	
	

	Shift abbr.
	Abbreviation schedule for the day.
	D
	
	

	Shift name
	Describes Shift abbr.  
	D
	
	

	Shift time
	Start and end times of the schedule.
	D
	
	

	Temp. assign to
	Organizational unit borrowing employee for Shift Planning.
	D
	
	

	Parallel temporary assignment on
	Organizational unit(s) that the employee has been shared with for Shift Planning.
	D
	
	

	Availability
	Not used.
	N
	
	

	Substitution
	Temporary change in working times.
	D
	
	

	Comments
	Comments pertaining to changes made to the shift.
	D
	
	

	Absence
	Type of absence.
	D
	
	

	Attendance
	Type of attendance.
	D
	
	

	Original Shift
	Planned working times as defined in the employee’s SAP work schedule.  
	D
	The 1st digit represents the length of the meal period:  “5” (indicates ½ hour), “1” (indicates 1 hour),” X” (indicates something other than ½ hour or an hour).

The 2nd character indicates whether the meal period is paid or unpaid.

The last four digits represent the meal period time.
	

	Reqmnts assgnmnt
	Assignment according to staffing requirement.
	D
	
	


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

Cross Functional Dependencies:

	Team
	Dependent tasks

	N/A
	


Workflow Requirements:

	Trigger
	Approval
	Response

	N/A
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