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Overview

Trigger(s):
A user wants to view a specific work schedule rule to determine hours worked on specific days.  

	Business Process Description Overview

	There could be several reasons why a user would want to review a period work schedule, especially since the period work schedule code and description do not provide many details about hours worked and days off.


	Input
	Comments

	A need arises to view a work schedule rule.
	

	Steps
	Details

	1.  The report selection criteria is entered.
	

	2.  The data is reviewed/audited and completed.
	


	Output
	Comments

	N/A
	

	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 view other periods you can click on the Previous month icon [image: image2.png]Previous month



 or the Next month icon [image: image3.png]Next month



 at the top of the screen.

· To review another time period, use the Restart feature at the bottom of the screen. [image: image4.png]Restart
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Procedure Steps

1.1 Access transaction by:

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

	Via Transaction Code
	PT03


1.2 On screen “Display Work Schedule” enter information in the fields as specified in the below table.  After entering the selections, click the Display icon [image: image5.png]Display



 or F7 to process the request.
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	Field Name
	Description
	R/O/D/N
	User Action and Values
	Comments

	Employee subgroup grouping
	Category of employee.
	R
	Select the grouping from the drop down list.
	

	Holiday Calendar
	Identifies the public holiday calendar to which the employee is entitled.
	R
	Select the calendar from the drop down list.
	

	Personnel subarea grouping
	Personnel subareas with the same work schedule rule.
	R
	Select the grouping from the drop down list.
	

	Work Schedule rule
	Code of the work schedule.
	R
	Enter the work schedule rule.
	

	Calendar month from / to (MMYYYY)
	Period of time to view.
	R
	Enter begin and end period.
	


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

1.3 On screen “Display Work Schedule” review the information.  No data can be entered on this view.
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1.4 On screen “Display Work Schedule” select a day and click the Choose icon [image: image8.png]Choose



 to review the details for the work schedule on that day.  No data can be entered on this view.
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Cross Functional Dependencies:

	Team
	Dependent tasks

	 N/A
	 


Workflow Requirements:

	Trigger
	Approval
	Response

	N/A
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