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Overview

Trigger(s):

Personal Shift Plan for an employee must be displayed.

	Business Process Description Overview

	A Personal Shift Plan is displayed. 


	Input
	Comments

	Personnel Number.
	

	Steps
	Details

	1. View Personal Shift Plan.
	

	
	


	Output
	Comments

	Personal Shift Plan is displayed.
	

	
	Details

	
	


Tips and Tricks

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

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

· To select a custom made report, use the Get Variant [image: image2.bmp] icon, or Shift +F5.

· To sort records ascending, use the sort ascending [image: image3.bmp] icon.

· To sort records descending, use the sort descending [image: image4.bmp] icon.

· To set a filter, use the set filter [image: image5.bmp] icon.

· To print preview, use the print preview [image: image6.bmp] icon.

· To export the report to MS Excel, use the Microsoft Excel [image: image7.bmp] icon, or Ctrl + Shift + F7.

· To export the report to MS Word, use the Word Processing [image: image8.bmp] icon, or Ctrl + Shift + F8.

· To export to a local file, use the Local File [image: image9.bmp] icon, or Ctrl + Shift + F9.

· To send via e-mail, use the Mail recipient [image: image10.bmp] icon, or Ctrl + F7.

· To create a graph, use the Graphic [image: image11.bmp] icon, or Ctrl + Shift + F11.

· To change the report layout, use the Change Layout [image: image12.bmp] icon, or Ctrl + F8.

· To select a custom layout, use the Select Layout [image: image13.bmp] icon, or Ctrl +F9.

· To save a custom layout, use the Save Layout [image: image14.bmp] icon, or Ctrl + F10.

· For an overview of the report, use the Overview [image: image15.png]Overview



 icon, or Shift + F4.

· For a detail view of the report, use the Rotate detail view [image: image16.png]Rotate detail view



 icon, or Shift + F5.

· To view comments, use the Comments [image: image17.png]Comments



 icon, or Shift + F6.

Procedure Steps

1.1 Access transaction by:

	Via Menus
	Human Resources ( Time Management ( Shift Planning(Information System(Display personal shift plan.

	Via Transaction Code
	PP6A


1.2 The following instructions are provided to give an overview of the many options available in creating custom reports.  Users should use these procedures as guidelines and explore additional options on their own.

1.2.1 On screen “Display Personal Shift Plan” enter information in the fields as specified in the table below.  After entering the selections, click the execute icon [image: image18.bmp].
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	Field Name
	Description
	R/O/D/N
	User Action and Values
	Comments

	Personnel number
	
	R
	Select from drop down list if unknown.
	Formerly Employee number.

	Search term
	
	O
	
	

	Reporting Period
	Period of time employee schedule is to be viewed.
	R
	Make appropriate selection.
	


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

1.2.2 The following screen appears:
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1.2.3 Click the Detail View [image: image21.png]Detail view



 Icon.  The “Original Shift” column is displayed.
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1.3 Create Custom Reports:  Select the Change Layout [image: image23.bmp] Icon:  The Change layout dialog box appears.
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1.3.1 Select Fields:  The “Columns” tab will be selected.  Highlight fields from the Column set by clicking on the desired choice and click the left arrow [image: image25.bmp] to move fields to Columns for display.  The fields are described in the table below:

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

	Day
	Day of the Week.
	D
	
	

	Date
	The date the employee is scheduled to work.
	D
	
	

	Shift abbreviation
	The two-digit shift abbreviation.
	D
	
	

	Shift name
	Shift Description.
	D
	
	

	Shift time
	Shift Begin and End times.
	D
	
	

	Original shift
	The Shift on the employees assigned Work Schedule Rule.
	D
	
	

	Temp. assign to
	Organization an employee is temporarily assigned to.
	D
	
	

	Parallel temporary assignment on 
	
	N/A
	
	

	Availability
	
	N/A
	
	

	Substitution
	Temporary schedule change such as shift swap, workload, or training.
	D
	
	

	Comments
	
	D
	
	

	Absence
	An absence is a time period during an employee's planned working time in which the employee does not work.  An absence represents a deviation in an employee's personal work schedule.
	D
	
	

	Attendance
	Time period during the planned work schedule of the employees in which the employee works for the enterprise, however, not at the usual work center performing the usual job tasks. The attendance represents a deviation in the personal work schedule. 
	D
	
	

	Requirements assignment
	
	N/A
	
	


R = Required, O = Optional, D = Display, N = Not Required, N/A = Not Available
1.3.2 Sort Order:  To define the report sort order, click the “Sort Order” tab.  Highlight the fields that require a sort order and move to Sort criteria/Subtotals and click the left arrow [image: image26.bmp].  The field appears in “Sort criteria/Subtotals”.  Select the radio button under the ascending [image: image27.bmp] or descending [image: image28.bmp] icon to determine if records will sort in ascending or descending order. 
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1.3.3 Set Filters: To set filters on the report; click the “Filter” tab.  Highlight the fields that require a filter. To move to Filter criteria, click the left arrow [image: image30.bmp].  From the Filter criteria, highlight the field that requires a Filter and Transfer [image: image31.bmp].
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1.3.4 The “Determine values for filter criteria” dialog box appears.  

[image: image33.png]



1.3.5 For a date range, enter the from and to dates and Transfer [image: image34.bmp].

1.3.6 To enter multiple selections, click the Multiple selection [image: image35.bmp] icon.  The “Multiple Selection for (the field you chose)” dialog box appears:
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1.3.7 Click the tab for Single vals or Ranges and enter data.

1.3.8 Use the selection options [image: image37.bmp] icon
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1.3.9 Click and highlight the appropriate choice, then click continue [image: image39.bmp].

1.3.10 You are back at the multiple selection for day dialog box and can see that the option selected now appears.
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1.3.11 Enter value and click the Copy [image: image41.bmp] Icon.

1.3.12 The selected value is now in the “Determine values for filter” dialog box.  Enter [image: image42.bmp].
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1.3.13 The following report is displayed with Mondays only.
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1.3.14 View:
To select report view (Grid, Excel or Crystal Reports), select the Change Layout [image: image45.bmp] Icon, and then click on the “View” tab.

1.3.15 Click in the radio button for the type of report to view, and transfer [image: image46.bmp].

Important Note:  Excel and Crystal Reports allow users to create custom reports and templates.  Users are encouraged to explore the Excel options.  However, detailed instructions for creating an Excel report is outside the scope of this BPP.  Users should consult with IT personnel or personnel familiar with Excel.
1.3.16 Display:  To customize how data is displayed, click the “Display” tab.  Check the boxes to determine how data should be displayed. 
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1.3.17 Transfer [image: image48.bmp].  The report is displayed without Horizontal Lines as specified above.
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1.3.18 Save:  Be sure to save the report after you have set all of your options.  Click the Save [image: image50.bmp] icon.  The “Save layout” dialog box appears.  Name the layout and continue [image: image51.bmp].
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1.3.19 Open saved report:  From the Personal Shift Plan Overview, select the Select layout [image: image53.bmp] icon.
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1.3.20 Click on the name of the Layout to be run.  The report is displayed.
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Cross Functional Dependencies:

	Team
	Dependent tasks

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


Workflow Requirements:

	Trigger
	Approval
	Response

	N/A
	
	


Highlight a field from the Column set.














Highlight a field from the Column set.














Highlight a field from the Column set.
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