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Overview

Trigger(s):

The shift plan for an organizational unit shift needs reviewed for staffing to cover requirements of the operation. 

	Business Process Description Overview

	Employees are matched up with staffing requirements set forth at the different organizational units.  Shift Planning is used to indicate any deficit to be filled because of pre-scheduled absences or last minute call offs.  It also shows surplus, which may in turn fulfill other organizational units’ deficits.


	Input (Long term planning – Target Plan)
	Comments

	Organizational unit(s), Planning Period
	Target plan is for basic long term planning e.g. a month or a quarter.

	Steps
	Details

	1.  Display the shift plan.
	Multiple users may display a shift plan at a time.  Display capability is based on security.


	Output
	Comments

	The shift plan is displayed for review only.
	

	Steps
	Details

	N/A
	


	Input (Short term planning – Actual Plan)
	Comments

	Organizational unit(s), Planning Period
	Actual plan is for short term planning e.g. day to day or a week’s worth.  Note that an Actual plan for an org. unit under a specific period of time can ONLY be accessed when the corresponding Target plan has been Completed.

	Steps
	Details

	2.  Display:  to view the shift plan.
	Multiple users may display a shift plan at a time.  Display capability is based on security.  


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 sort column contents click either the sort in ascending order icon [image: image2.bmp] or Ctrl + F1 or sort in descending order icon [image: image3.bmp] or Ctrl+F2.

· Enlarge a cell by clicking on the enlarge cells icon [image: image4.bmp] or Shift + F1, or decrease a cell by clicking on the reduce cells icon [image: image5.bmp] or Shift + F2.

· To change/customize the informational columns available for the shift plan, click Views ( Edit information columns from the top line.  Select from various options including Bargaining Unit Group Seniority, Personnel number, Planned Working Time, Job and Preferences.

· The definitions of the shift abbreviations are accessible by clicking in the shift cell and then clicking the dropdown in that field.

Procedure Steps

1.1 Access transaction by:

	Via Menus
	Human Resources ( Time Management ( Shift Planning( Shift Planning ( Display Shift Plan

	Via Transaction Code
	PP60


1.2 On screen “Shift Plan: Entry Screen” enter information in the fields as specified in the below table to display the Target plan or Actual plan.  After entering the selections, click the display icon [image: image6.png]& Display



.
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	Field Name
	Description
	R/O/D/N
	User Action and Values
	Comments

	Organizational unit
	Name of Organization.
	R
	Select from drop down list or enter organizational name or number.
	

	Shift Plan Status
	Type of plan to display.
	R
	Choose target or actual plan.
	The target plan is used for long term planning, while the actual plan is used for day-to-day schedule changes.  An actual plan can only be displayed after the target plan has been created.

	Planning Period
	Period of time.
	R
	Choose period.
	


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

1.2.1 On screen “Display Actual Plan: Overview” or “Display Target Plan:  Overview”.

Important Note:  The first time you view the Shift Plan you may not see requirements on the bottom portion of the screen.  To view the requirements, position your cursor on the gray line under the scroll bar as shown below until you see two small parallel lines with a double-sided arrow in the middle.  Click, hold and drag the screen up until you see the shift requirements.
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Top Section of Screen:

	Field Name
	Description
	R/O/D/N
	User Action and Values
	Comments

	Name
	Employee’s name.
	D
	
	

	Personnel Number
	Employees Personnel Number.
	O/D
	
	See tips and tricks for other informational columns that can be displayed.

	Job
	The job class code that the employee holds for the planning period.
	O/D
	
	See tips and tricks for other informational columns that can be displayed.

	Ex. SA 01
	Day and date of the week.
	D
	
	The first two characters are the Day of the week.  The second two characters are the date. 


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

Bottom Section of Screen:  The bottom section of the screen will only appear if the agency is using staffing requirements.  Staffing requirements are optional, but necessary to utilize shift planning to its full potential.

	Field Name
	Description
	R/O/D/N
	User Action and Values
	Comments

	Abb.
	Abbreviations of shift.
	D
	
	Two-digit shift code to allow more space on the Shift Planning Screen.

	From and To
	Shift start and end times.
	D
	
	

	Job
	Job required in shift.
	D
	
	

	Tgt/act.
	Target/actual: Target level of staffing versus needed assignments.
	D
	
	

	Ex. SA 01 
	Shows Target and Actual assignments for each requirement cell.
	D
	
	The first two characters are the Day of the week.  The second two characters are the date.


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

Right Section of Screen:

	Field Name
	Description
	R/O/D/N
	User Action and Values
	Comments

	Abb.
	List of shift abbreviations for work time, absences and attendances.
	D
	The abbreviations are set in a Shift Group.  To modify a Shift Group, contact staff at Imagine PA.
	


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

1.3 On screen “Display Actual Plan: Overview” review scheduled shifts, absences, attendances and call offs (XX).  The Display Actual Plan: Overview displays each employee and their shift per day.  (Green, Bold, Italics, Underlined indicates that the employee is assigned to the shift.  Plain Black font indicates the employee is not assigned to the shift.)  The lower section displays each shift in the organization with the target requirements and Actual number assigned for a shift.  Click on the Expand icon [image: image10.png]


 to view the job associated with each shift.
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1.4 Information about the employee including qualifications, dislikes, preferences and other information can be accessed by the following path: Edit->Employee->Display Qualifications Profile.  This function will not be used until later in the development of the project.
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1.4.1 Select person and employee number and execute.
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1.5 Reports - Personal shift plan: Overview:  This report can be run from the Shift plan overview or via transaction PP6A.  Use the BPP for transaction PP6A for information on customizing this report.  

1.5.1 On the “Overview” Screen, highlight an employee by clicking in the gray cell to the left of the employee name.  From the menu bar at the top of the page, select Reporting-Personal shift plan.  The following screen appears:
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1.6 Reports – Attendance List: Overview:  This report can be run from the Shift plan overview or via transaction PP6B.  Use the BPP for transaction PP6B for information on customizing this report.  

1.6.1 On the “Overview” Screen, from the menu bar at the top of the page, select Reporting>Attendance List.  The following screen appears:
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	Field Name
	Description
	R/O/D/N
	User Action and Values
	Comments

	Day
	Day of the week
	D
	
	

	Date
	Date
	D
	
	

	Name
	Employee name
	D
	
	

	Organizational unit
	Organization the shift plan is for
	D
	
	

	Abbr.
	Abbreviation set in the shift plan
	D
	
	

	Shift name
	Shift name
	D
	
	

	Shift time
	Time shift is scheduled
	D
	
	

	Substitution
	Shift not worked at original schedule
	O
	
	

	Absence
	Absence name
	O
	
	

	Attendance
	Attendance name
	O
	
	

	Original Shift
	Original shift
	D
	
	


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

Cross Functional Dependencies:

	Team
	Dependent tasks

	Personal Development
	The correct organizational structure breakdown needs to be established.

	Personal Development
	The positions need to be moved to the appropriate “sub” organizational unit(s).

	
	

	
	


Workflow Requirements:

	Trigger
	Approval
	Response

	N/A
	
	


























	Last changed on:
	Last changed by:
	Version: 1.0
	Page:

	7/28/2003
	Cindy Kozel


	
	1 of 10



