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Overview

Trigger(s): 

Staffing requirements must be changed to reflect changes to an organization’s staffing needs so that shifts can be scheduled/planned.

	Business Process Description Overview

	Requirements for staffing an organizational unit are updated in a Shift Plan. 


	Input
	Comments

	Separate entry must be made for each requirement change.
	

	Steps
	Details

	1. Determine requirement types.
	

	2. Change or add shift requirements.
	


	Output
	Comments

	Shift plan is defined.
	

	
	Details

	1. The shift plan is available for optimal scheduling.
	The employees can now be scheduled.


Tips and Tricks

· To view a field definition Click in any field and select F1.

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

· To switch from maintain to display requirements select the [image: image2.bmp] icon or Control + F1.

· To change to another Organizational unit select the [image: image3.bmp] icon or Shift + F5.

· To copy requirements to a buffer select the [image: image4.bmp] icon or use Control + F12.

· To paste requirements records select the [image: image5.bmp] icon or Control + Shift + F1.

· To see details of requirements records select the specific shift and the details icon [image: image6.bmp].

· To select all shifts, use the select all icon [image: image7.bmp].

· To deselect all shifts, use the deselect all icon [image: image8.bmp].

· To delete a requirement, click in the gray box to the left of the requirement to highlight record and click the delete icon [image: image9.bmp].

· To copy requirements, use the “copy” icon [image: image10.bmp].

· Use the requirements overview icon [image: image11.png]2 Requirements



 to view the current shift plan data.
Procedure Steps

1.1 Access transaction by:

	Via Menus
	Human Resources ( Time Management ( Shift Planning(Requirements(Change

	Via Transaction Code
	PP63


1.2 On screen, “Requirements Change: Entry Screen” enter information in the fields as specified in the table below.  After entering the selections, click the requirements definition icon [image: image12.png]Requirements definition



.  Selection should be from the date the requirement is to change to 12/31/9999 unless a specific time frame has already been pre-determined.

[image: image13.png]Requirements Change: Entry Screen
CeQ CHRBIODOD
Reqﬁrements Change: Entry Screen

Reaquirements definiion |2 Regurements

Organizational unit BYEX1000 GV Gavemars Offce
Selection period 0470172003 |2 04/30/2003




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

	Organizational Unit
	Organizational Unit.
	R
	Select from drop down list or enter organizational name or number.
	

	Selection Period
	Date range where requirements apply.
	R
	Enter date range.  Selection should be begin date to 12/31/9999 unless a specific time frame has already been pre-determined.
	


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

1.3 On screen “Requirements Change: Requirements Definition,” select the appropriate Requirements type.  Click on the drop-down [image: image14.bmp] to view available Requirements types and make the appropriate selection.
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1.3.1 Change information as appropriate in the fields as specified in the table below. 
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	Field Name
	Description
	R/O/D/N
	User Action and Values
	Comments

	Reqmnts type
	Allows the organization to set target requirements for different types of days such as specific days of the week and Holidays.
	R
	Select requirement from the drop down list.  
	The requirements created for the selected requirement type will appear.

	Ab
	The shift abbreviation identifies a shift as a daily work schedule and the corresponding working times based on the employee's work schedule.
	R
	Select abbreviation from the drop down list.
	Change the abbreviation for a shift that has changed or change From and To times to modify a unique shift.

	Shift
	Definition of the shift abbreviation.
	D
	This information will automatically display based on the selected shift abbreviation.
	

	From and To
	Corresponding times based on the work schedule.
	D
	This information will automatically display based on the selected shift abbreviation.
	Enter/Change From and To time to modify/create a unique shift.

	Target
	Describes the number of employees needed to optimally cover the requirements of the shift.
	R
	Change number as appropriate.
	

	Minimum
	Describes the minimum number of employees needed to cover the requirements of the shift.
	O
	Change number as appropriate.
	

	Maximum
	Describes the maximum number of employees needed to cover the requirements of the shift.
	O
	Change number as appropriate.
	

	Job
	The job required on this shift.
	R
	Change job as appropriate by selecting required job from drop down list.
	

	Qualif.
	
	N/A
	
	This field will not be available at go-live.

	ID
	
	N/A
	
	This field is not used.

	Comments
	Explanation or comments.
	O
	Change/Add comments if necessary.
	

	Start date; End date
	Validity period of the shift.
	D
	Enter the validity period for the new requirement.
	


R = Required, O = Optional, D = Display, N = Not Required, N/A = Not Available

1.4 Save all entries by clicking on the Save [image: image17.bmp] icon.

Cross Functional Dependencies:

	Team
	Dependent tasks

	N/A
	


Workflow Requirements:

	Trigger
	Approval
	Response

	N/A
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