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DEFINITIONS

Apply Filter: an icon  
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  located in the work schedule look-up tool.  Clicking on this icon takes the schedule information entered using the Filter by Form icon and applies it to the entire database.  The results returned are those schedules that match the criteria entered.

AWS Schedule: a period work schedule that has different work hours each workday and one additional day off during the period.  This type of schedule repeats every 7 days (4 out of 5), every 14 days (8 or 9 out of 10), or every 28 days (19 out of 20).  An AWS schedule, as defined by Imagine PA, must be used by full-time, salary employees with a time management status 9.

Basic Schedule: a period work schedule that has the same work hours each workday, and the same days off.  

Daily Work Schedule Code (DWS): a code assigned to a single day, which is defined by the Work Start and End Time and the Meal Start and End Time.

Day Starting Point: the day that represents March 30, 2002 in the period work schedule.  Refer to the spreadsheet on the HR Work Schedule website to determine relative dates closer to the present.      

Filter by Form: an icon 
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 located in the work schedule look-up tool.  Clicking on this icon reduces the form to a blank set of data fields in which specific schedule criteria can be entered to narrow down possible schedule choices.

Look-Up Tool:  designed to navigate and sort the work schedules that are in the Work Schedule Look-Up tool.

Period Work Schedule Code (PWS): a code that represents a series of daily work schedule codes in a specific pattern.

Rotating Schedule: a period work schedule that has the same work hours each workday but the days off rotate within the period.  

Variable Schedule: a period work schedule that could have different work hours everyday and different days off each week.  

Work Schedule Rule: includes four components (day indicator, period work schedule code, starting point, and 5 or 7 indicator) that are used in time evaluation to determine an employee’s pay.

OUTLINE OF STEPS

Step

Action

1. Review the Work Schedule Collection Tools and decide how to collect data for each new employee hired and for any employee whose work schedule changes (i.e. AWS selection period, transfer, lateral or promotion which results in a change in work hours for the employee, etc.).

2. Use the Work Schedule Look-up Tool to determine the PWS Code and Starting Point.

3. If a Period Work Schedule is not available, complete a New Work Schedule Request Form.  (The HR Director must submit the New Work Schedule Request form to the Office of Administration.  Agencies should develop a process for requesting new work schedules.)

4. Identify the Work Schedule Rule.

5. Use transaction, PA61-0007 Copy Planned Working Time, to permanently change an employee’s Work Schedule Rule.

6. Use transaction, PA61-2003 Substitutions, to temporarily change an employee’s work schedule.

7. Use transactions, PA61-2001, PA61-2002, and PA61-2003, to view and update any future-dated absences, attendances, and substitutions.  

(E-mail the employee with any changes made to future-dated transactions.)

REGISTERING AS A USER

Launch Internet Explorer [image: image3.bmp] and go to www.imaginepa.state.pa.us/hrworkschedule.  This will direct you to the main page of the HR Work Schedule website.  
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*  Hint:  you may want to add this page to your Favorites.  To do this, click on Favorites from the menu bar and then click on Add to Favorites.
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On the Site Access screen, as seen above, a user may login to the website, register for access, or request his or her user ID or password if forgotten.  To register, click on the Register icon.  


[image: image6.png]Registar for accass to
HR Wark Schaduls
Mapping




The hrworkschedule Subscription Registration screen will appear.  
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Please complete all fields on the screen.  Here is an explanation of the fields.

· Company:  enter agency name

· Address:  enter work address

· Phone:  enter work phone number

· User Category: select “Guest” from the drop down list 

· User ID:  create a user ID

· Password:  create a password

· Confirm Password:  re-enter the password you created

Once the form is complete; click on the Submit icon located at the bottom of the form.  
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After clicking the Submit icon, a screen will appear asking if you want to subscribe to 
e-alerts (electronic messages notifying you of changes to the website).  Please place a check in the Document Library box and click on the Subscribe icon.  This will finish the registration process.

After clicking the Subscribe icon, the following email will be sent to your Outlook inbox.
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Within 24 hours of receiving this confirmation, a second email should be sent listing the roles that have been assigned to you.  This list will include “Intranet” and your agency name.  Once you receive this second confirmation, you are then able to login to the HR Work Schedule website.

LOGGING IN TO THE WEBSITE

Launch Internet Explorer [image: image11.bmp] and go to www.imaginepa.state.pa.us/hrworkschedule.  This will direct you to the main page of the HR Work Schedule website.  
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To login to the HR Work Schedule website, enter the user ID and password that you created, and click on the Login button.  The main page will appear.
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Links to the different areas of the HR Work Schedule website are located on the left hand side of the screen.  

TOOLKIT LINK OVERVIEW

The Tool Kit link gives access to the various tools designed to assist the Work Schedule Assigner in identifying work schedules.
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Here is an explanation of the elements in the Tool Kit link:

· Agency Specific Work Schedule Information: this is a secure web page with agency-specific work schedule information.

· Work Schedule Look-Up Tool: a database used to identify an employee’s PWS and Starting Point.  

· Military Time Conversion Chart: a chart provided to convert standard time to military time.  In SAP, time is recorded in military time.  

· Work Schedule Request Form:  a form used to request a new Period Work Schedule be added to the Work Schedule Look-Up Tool and to SAP.  Further instructions on the process for requesting a new work schedule are provided later in the manual.

· Individual Employee Work Schedule Collection Tools: a tool available for use in collecting an employee’s work schedule information (both an electronic version and a paper version).

DOWNLOADING THE WORK SCHEDULE LOOK-UP TOOL

In order to assign an employee a Work Schedule Rule in SAP, the Work Schedule Assigner must first locate the PWS and the Starting Point, both of which are identified using the Work Schedule Look-Up Tool.  The Work Schedule Look-Up Tool is a Microsoft Access Database that is downloaded from the HR Work Schedule website.  

From the main page of the HR Work Schedule website, click on the Tool Kit link.
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Click on the Work Schedule Look-Up Tool link.
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The following screen will appear.  Select the radio button beside Save this file to disk.
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Click on the OK icon.  The Save As screen will appear.  Click on the Desktop icon to save the Work Schedule Look-Up Tool to the desktop of your computer.
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Click on the Save icon.

The file transfer will begin.  Once complete, the following dialog box will appear.  Click on the Close icon to close the dialog box.  
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The Work Schedule Look-Up Tool (lookup.mdb) has been saved to the desktop.  
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MILITARY TIME CONVERSION CHART

In SAP, all time is recorded in military time.  The Work Schedule Look-Up Tool also uses military time to identify the PWS code.  The following chart can be used to convert standard time into military time.  
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This document is found on the HR Work Schedule website.  Click on the Tool Kit link, and then click on the Military Time Conversion Chart link.  The file will open in Adobe Acrobat.  To print, click on the Print icon from the Adobe Acrobat menu bar.  


[image: image23.png]| Fie t vew ravotss ook b

| Ehack v > - @ B Q| Qearch [lFavorkes
| adress [&] https/juwnmw.magiep. state pa.usfhriorkscheduet
Be@-m - -8 sbobm|e <





WORK SCHEDULE COLLECTION FORMS

Forms have been developed for use in collecting individual employee work schedule information.  Work schedule information needs to be collected for each new employee hired and for any employee whose work schedule changes (i.e. AWS selection period, transfer, lateral or promotion which results in a change in work hours for the employee).  The schedule information collected is used in the Work Schedule Look-Up Tool to determine the employee’s PWS code and Starting Point.  

There are two versions of the work schedule collection form, an electronic version and a paper version.  

Work Schedule Collection Process

1. Work Schedule Assigner determines which version of the form to use to collect the employee’s work schedule information.

2. If using the electronic version:

a. Work Schedule Assigner accesses the HR Work Schedule website and saves the electronic work schedule form to the desktop of the computer (instructions follow).

b. Work Schedule Assigner opens the file and inserts the appropriate dates that are relative to March 30, 2002 (instructions follow).

c. Work Schedule Assigner emails the form to the employee to complete the work schedule information (instructions follow).

3. If using the paper version:

a. Work Schedule Assigner accesses the HR Work Schedule website and prints the appropriate work schedule form (instructions follow).

b. Work Schedule Assigner fills in the appropriate dates that are relative to March 30, 2002 (instructions follow).

c. Work Schedule Assigner forwards the form to the employee to complete the work schedule information.

4. Once the employee completes his or her work schedule information using the electronic or paper version, he or she forwards the form to the supervisor.

5. The supervisor reviews the work schedule information and approves or rejects the change.

6. If approved, the supervisor forwards the work schedule form to the Work Schedule Assigner.

7. The Work Schedule Assigner makes the work schedule change in SAP and reviews other Infotypes affected.  

Saving Electronic Version to Desktop
The electronic version of the work schedule collection form is located on the HR Work Schedule website under the Tool Kit link and then the Individual Employee Work Schedule Collection Form link.  
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The Employee Schedule Collection Tools page will appear.  To access the electronic version, click on the Electronic Version link to open the form.


[image: image25.png]~ Mappin

» Frequently asked
Questionz

b Contacts

* | ——

b View a5 Text-Only
» Home

Employee Schedule Collection Tools

We have created two different employee level tools to assist you and your
employees in ensuring that they are mapped to the correct work

schedule. These forms are a tool to help identify an employees' work schedule
These forms should NOT be used to request new Work Schedules,

1. Electronic Version - is an electronic form that the employee downloads to
their desktop, completes the required fields, and can mail to their supervisor for
approval or directly to their Agency Mapping Coordinator.
2. Paper Version - is a form that must be printed in order to complete the
necessary information. There are four (4) different versions of this form for
work schedules:

Basic - same work hours each workday, and the same days off.

Rotating - same work hours each workday, but days off rotate,

AWS - different work hours each workday, and one additional day
off during the rotation.

Variable - different work hours each workday, and days off may vary
from week to week




* Hint:  Throughout this process you may get a message asking if you want to enable macros in the file.  If this message appears, click on the Yes icon to continue.
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When the file opens, the Basic Work Schedule collection form will appear.  At the bottom of the screen are four tabs that correspond to each type of work schedule (i.e. Basic, AWS, Rotating, and Variable).  To access a form, click on the name of the tab.  

In order to use the electronic version, the file must first be saved to the desktop of your computer.  Click on File – Save As from the menu bar.  
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The Save As screen will appear.  Save the file to your desktop by clicking on the Desktop icon.  Click on the Save icon.  
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The file (electronicversion.xls) is now saved to the desktop of the computer.  
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Identifying Appropriate Relative Dates

A spreadsheet is located on the HR Work Schedule website that provides dates relative to Saturday, March 30, 2002.  The purpose of this spreadsheet is to assist you in identifying a date closer to the present to make it easier to determine the Starting Point of an employee’s work schedule.  It is important that the correct Starting Point is identified so that the employee’s pay is correct.    

This spreadsheet is located under the Tool Kit link and then the Valid Starting Point Dates link.  
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The Valid Starting Point Dates spreadsheet will open.  
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To identify the appropriate relative dates use the following steps:

1. Determine the number of weeks that occur in the employee’s work schedule until the schedule repeats (i.e. Monday through Friday employee has a 1 week rotation, an employee on a 9 out of 10 AWS schedule has a 2 week rotation, etc).

2. Use the Weeks column to find the number of weeks in the employee’s work schedule pattern.  For an example, we will look up a schedule with a two-week rotation.
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3. Going from left to right, find the date closest to the day the employee started with the agency (i.e. hire, transfer) or started a new work schedule (i.e. AWS selection, work load, promotion).  This will be the date inserted into the electronic version of the work schedule collection form.  In this example, the employee was hired on Monday, October 13, 2003; therefore Saturday, October 11, 2003 will be used.  Note:  all of the dates in this spreadsheet represent a working week starting Saturday.  
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4. Once a valid starting date has been identified, record this date for future use.

5. Open the electronic version of the work schedule collection form.  

6. Enter the date you identified in step three into the electronic version of the collection form.  To do this, click in the cell to the right of Saturday field in Week 1.  Type in the date in the following format:  10/11/03.  See the example on the following page.

7. After typing in “10/11/03”, hit the Enter key on the keyboard, and the full date will be filled into the field.  Continue this process until the dates for the two weeks have been inserted.  
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8. Note: the employee’s organizational information can also be completed at the top of the form before it is emailed to the employee.

9. Click on the Save icon to retain the changes.

10. Click on File – Exit from the menu bar to close the electronic form.

11. The form is ready to be emailed to the employee for completion (instructions follow on the next page).

Emailing Electronic Version as Attachment

To send the electronic version via email, double click on the file to open it from the desktop of your computer. Click on File – Send To – Mail Recipient (as attachment) from the menu bar, as seen below.
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This will attach the file to an email.  The email can then be addressed and sent to the employee.
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Printing the Paper Versions from the HR Work Schedule Website

For employees without e-mail access or when e-mail would not be practical, a paper version of the same work schedule collection forms can be printed off the HR Work Schedule website and distributed to employees to be completed by hand.  

Access the paper versions of the work schedule collection forms by clicking on the Tool Kit link and then on the Individual Employee Work Schedule Collection Form link.  
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The Employee Schedule Collection Tools screen will appear.
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Click on the link of the form you wish to print (i.e. Basic, Rotating, AWS, or Variable).
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The form will open in Adobe Acrobat.  To print the form, click on the Print icon from the Adobe Acrobat menu bar.  
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Inserting Appropriate Relative Dates in Paper Version

1. Follow steps 1 through 4, as outlined in the Identifying Appropriate Relative Dates section.  

2. Write in the date obtained from the Valid Starting Point Dates spreadsheet into the Saturday field located in Week 1.  

3. Continue filling in the dates for the period of time until the employee’s schedule repeats.  

4. The form is ready to be given to the employee for completion by hand.

USING THE WORK SCHEDULE LOOK-UP TOOL

Find the Lookup.mdb icon on the desktop of your computer, and double click on it to open the file.  Below is the main page for the Work Schedule Look-Up Tool.
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There are seven separate tools, and the tool used will depend upon the type of schedule the employee works.  Each tool is defined in the yellow block to the right of each icon.  

Basic Work Schedules

Basic schedules have the same work hours each workday and the same days off each week.  To use this tool to look-up a Basic schedule, click on the Look-Up Basic icon.  

The following screen will appear.  
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To identify a PWS code, the filter icons located at the top of the screen will be used.  Here is an explanation of the filter icons:
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  Filter By Form:  this icon provides blank fields in which employee work schedule information can be entered.  Think of this as entering the work schedule selection criteria.
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  Apply Filter:  this icon takes the information entered, filters out the selections that do not match, and returns the user with a list of possible schedules that fit the selection criteria.
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  Remove Filter/Sort: this icon removes the filter applied earlier.
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Example #1:  Basic Schedule:

Here is a Basic work schedule collection form for an employee who works Tuesday through Saturday with Sunday and Monday off, as seen on the next page.  The individual works 7.5-hours each day, 9:00 am to 5:00 pm with a half hour lunch from 1:00 pm to 1:30 pm.  This work schedule fits the definition of a basic schedule because the employee works the same hours each day and has the same days off each week.  
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To identify the PWS and Starting Point, click on the Filter by Form icon.  
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The Filter by Form icon reduces the screen to one set of data fields that are used to enter the employee’s work schedule information.
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Here is an explanation of the fields:

· Daily Hours: the number of hours the employee is paid each day (i.e. 7.5, 8, 6). 

· Weeks: the number of weeks before the schedule repeats (i.e. 1, 2, 4, 12).

· Work Start and End Times: the start and end time of the work day (in military time).  

· Meal Start and End Times: the start and end time of the meal period (in military time).  To enter a flexible meal period, enter 0000 in the Meal Start and Meal End fields.  

· Meal Paid/Unpaid: the length of the meal period.  Enter length of meal period in the appropriate field, either Paid or Unpaid (i.e. for a half an hour lunch enter .5, and for an hour lunch enter 1).  

Make sure all the fields are blank before entering data.  If a field is not blank, delete the information that appears.  Once all the fields are blank, enter the employee’s work schedule data in the fields provided.  

* Hint: When entering data into these fields, the work schedule information can be typed into the field or selected using the drop down boxes.  Once the data is entered in the fields, click on the Apply Filter icon.
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After clicking on the Apply Filter icon, PWS codes matching the criteria entered are returned.  If no results are returned, check to make sure the schedule information was entered correctly.  

* Hint:  Clock time entries are four characters (i.e. 0700 NOT 700 for 7 am).
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Review the results to identify the correct PWS code.  In this example, only 1 work schedule was returned.  Had there been other Period Work Schedules matching the criteria entered, all PWS’s would be displayed on the screen.  Also, at the bottom of the screen, the Record field will show the total number of records returned.  

Even though only one PWS was returned, it is good practice to verify that the PWS truly matches the employee’s work schedule.  Note that both the Work Schedule Look-Up tool and the work schedule collection form have two off days followed by five workdays.  Plus, the work start and end times and the meal start and end times match the information on the work schedule collection form.  
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The PWS for this employee is B505.  Since the PWS code is needed to create the Work Schedule Rule, it is recommended that the code be recorded on the employee’s work schedule collection form.  

After identifying the PWS, the second step is to determine the Starting Point.  Fields 1 through 7 represent the seven days of the employee’s work schedule.  These fields could represent any day of the week.  The Starting Point is determined by matching the employee’s pattern of work days and off days to the pattern shown in the Look-Up tool.    

In the Look-Up tool, the employee’s two off days correspond to fields one and two.  So, on the employee’s work schedule collection form, find the employee’s first off day and place a 1 beside this date.  Continue numbering, as seen on the next page.  
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In this example, the field that matches up with Saturday, October 11, 2003 is field 7 so the Starting Point is 7.  

Example #2:  Basic Schedule:

Here is another example of a Basic work schedule collection form for an employee who has off Saturday, works Sunday and Monday, has off Tuesday, and works Wednesday through Friday.  The individual works 7.5-hours each day, 11:00 am to 7:00 pm with a half hour lunch from 3:00 pm to 3:30 pm.  
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Enter the employee’s work schedule information into the Look-Up Basic tool. Click on the Apply Filter icon.
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The following screen appears.  Since no results were returned, either the work schedule information was entered incorrectly or the schedule does not exist in the Look-up tool.  To return to data entry screen, click on the Filter by Form icon.  
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The employee’s meal period, as indicated on the work schedule collection sheet, is a half hour in length (3:00 pm to 3:30 pm).  However, in the Look-Up tool, a 1 was entered in the “Meal Unpaid” field.  It cannot be stressed enough to double check the criteria entered.  The wrong criteria could mean assigning an incorrect Work Schedule Rule to an employee, which could affect the employee’s pay, benefits or leave.
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Correcting the meal period to a half hour (.5) and click on the Apply Filter icon, 
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The following results are returned.  
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Of the four PWS’s above, three are Basic, full-time schedules, as the PWS codes all begin with the letter B.  The first PWS is a part-time schedule, since the code begins with the letter P.  Because the employee in our example works 5 days, the first PWS code, P082 can be eliminated.  

Three records are left.  Again, it is important to match the information on the employee’s work schedule collection form (both the hours and the pattern of off days and workdays) to the information seen in the Look-Up tool.  The remaining three PWS codes all have the same work start and end times and the same meal start and end times.  The only difference between these three records is the pattern of off days and workdays.  In our example, the employee’s pattern is 1-2-1-3.  The only PWS code that matches this pattern is the third one, B223.  Write the PWS code down on the employee’s work schedule collection form.     
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The second step is to identify the Starting Point of the employee’s work schedule.  In the Look-Up tool, the first off day is located in field one.  So, on the employee’s work schedule collection form, find the off day that is followed by two workdays and place a 1 beside this date.  Continue numbering as seen below.
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In this example, the field that matches up with Saturday, October 11, 2003 is field 1, so the Starting Point is 1.  

AWS Work Schedules

When looking-up an AWS schedule, two steps are needed to identify the PWS code.  The first step is to use the Look-up Daily Work Schedule tool to identify the DWS code for each unique day of an employee’s schedule.  A unique day would be one with different work start and end times or different meal start and end times.   The second step is to use the DWS codes in the Look-up AWS tool to identify the PWS code.

Example #1:  9/10 AWS Schedule:

The first example is a 9 out of 10 AWS, a two-week schedule.
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The first step is to look-up the DWS code for each unique day in the employee’s schedule.  To do this, click on the Look-Up Daily Work Schedule icon.  
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This tool functions in the same manner as the Look-Up Basic tool did.  Click on the Filter by Form icon to enter the work schedule criteria.
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A screen with a blank set of data fields appears. 
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Enter the work schedule information in the data fields provided.  In this example, the employee has two unique workdays.  The criteria for the first workday are:  start time 7:00 AM, end time 4:15 PM, and a meal period from 11:30 AM to 12:00 PM.  Click on the Apply Filter icon.  
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The DWS code, 8248, is returned.
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Record the DWS code on the employee’s work schedule collection form beside each day with these hours.  Click on the Filter by Form icon to enter the criteria for the second unique workday.  The criteria for the second workday are: start time 7:30 AM, end time 4:00 PM, and a meal period from 11:30 AM to 12:00 PM.  

Once the data is entered, click on the Apply Filter icon.
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The DWS code, 8008, is returned.
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Record this DWS code on the employee’s work schedule collection form beside each day with these hours.  Since the DWS codes for each unique day in the employee’s schedule have been captured, click on the Close Look-Up icon to return to the main screen of the Look-Up tool.    

The second step is to click on the Look-Up AWS icon.  
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The following screen appears.  Click on the Filter by Form icon.
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A blank set of data fields appears.
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To use the AWS look-up, enter one or both of the DWS codes in the DWS field.  To enter more than one DWS code, use the operator “Or” to separate the codes in the DWS field (i.e. 8248 “Or” 8008).  Click on the Apply Filter icon.
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Records are returned that meet the search criteria entered.  
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All PWS codes returned will include one of the two DWS codes entered, 8008 or 8248.  In addition, look for a pattern of 4 workdays followed by an AWS day off.  

* Hint: For the AWS look-up tool ONLY, columns 1 and 2 represent Saturday and Sunday, and the AWS off day should always be in the last week of the period.  Since column 1 represents Saturday, the Starting Point of an AWS schedule will always be 1, 8, 15 or 22.  

The last week of the schedules shown should match the week on the employee’s work schedule collection form that includes the AWS off day.  In this example, the DWS codes during the week of the employee’s AWS off day are 8248 followed by the AWS off day.  
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The PWS’s above do not include both DWS codes, 8248 and 8008.
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The PWS’s above do not include both DWS codes, 8248 and 8008. 
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The PWS’s above do not include both DWS codes, 8248 and 8008.  
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The PWS above has one week with DWS codes of 8008 and a second week with four DWS codes of 8248 followed by the AWS off day.  This looks like a match; however, it is a good practice to review the remaining records just to be sure.  To save time, the other records were reviewed and A402 was the one that matched.  

After determining the PWS code, the last step is to identify the Starting Point of the employee’s work schedule.  To do this you will need to match the dates of the work schedule to a field in the Look-Up Tool.  One way to do this is to find the field in the AWS Look-Up tool that represents the AWS off day.  Then, find AWS off day on the employee’s work schedule collection form and record the field number beside it. Continue numbering forward to the date relative to March 30, 2002.  The number assigned to this date will be the Starting Point of the employee’s work schedule.  See the example on the next page. 
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In this example, the field that matches up with Saturday, October 11, 2003 is field 8, so the Starting Point is 8. 

Example #2:  9/10 AWS Schedule:

The second example is a 9 out of 10 AWS a two-week schedule.
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The first step is to look-up the DWS code for each unique day in the employee’s schedule.  Click on the Look-Up Daily Work Schedule icon.  
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To enter the criteria for the first unique workday, click on the Filter by Form icon.
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A screen with a blank set of data fields appears. 
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Enter the work schedule information in the data fields provided.  In this example, the employee has two unique workdays within the schedule.  The criteria for the first workday are:  start time 7:00 AM, end time 4:30 PM, and a meal period from 12:00 PM to 12:30 PM.  Click on the Apply Filter icon.
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The DWS code, 9015, is returned.  
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Record the DWS code on the employee’s work schedule collection form beside each day with these hours.  

Click on the Filter by Form icon to return to the blank data entry screen.
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Enter the criteria for the second unique workday.  The criteria for the second workday are:  start time 8:00 AM, end time 4:30 PM, and a meal period from 12:00 PM to 12:30 PM.  Click on the Apply Filter icon.
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The DWS code, 8016, is returned. 
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Record this DWS code on the employee’s work schedule collection form beside each day with these hours.  Click on the Close Look-Up icon to return to the main screen of the Work Schedule Look-Up Tool.

The second step in obtaining an AWS PWS Code is to click on the Look-Up AWS icon, as seen on the next page.  


[image: image90.png]mm Work Schedule Look-Up

Instructions: Using the buttons below, choose the type of schedule to look-
up. Definitions for each schedule are included in the yellow boxes.

ine the work schedule start and end fimes f
i Dai Helpful with AWS and Variable schedules,





The following screen appears.  Click on the Filter by Form icon.
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A blank set of data fields will appear.
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To use the AWS look-up, enter one or both of the DWS codes.  To enter more than one code, use the operator “Or” to separate the codes in the DWS field (i.e. 9015 “Or” 8016). Click on the Apply Filter icon.
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The following PWS codes are returned.  
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Begin reviewing each PWS record to find the one that matches the employee’s work schedule collection form (work start and end times, meal start and end times, and pattern of off days and workdays).
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The PWS’s above do not include both DWS codes, 8016 and 9015.
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The PWS’s above do not include both DWS codes, 8016 and 9015.
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The PWS’s above do not include both DWS codes, 8016 and 9015.


[image: image98.png][DalyHows]  [Weeks | [WorkStatt andEnd Time] [ MealStart andEnd Time | [MealPaid 7 Unpaid [ DWS |

s ¢ [wo [mw [ [0 [0 Jos [a&m
[ewe] [k T _JF _1F _JE [T [The search feature S
Iz il o e G G ] S T
| 0B [T ] oased on thowork
Hous | [orF [0 [ooie  [sors  [ooie  [aos 71z oW
[ B JF Jf ] @ ] f ] pehedde of DAYS, Enor
JoFF JorF  [eote  [eoie  [eoie  [eots  [7izs  [which occurs after — |
Z JE JE ) E_JE ] F_ ] [to consecutive days
[orF— [ [eoie  [eor  [eote  [r1%5  [awed [off
[DalyHows] [Weske ] [WokStatandEndTie] [ MealStatandEnd Tine] [VealPad/Urpard]  [LOWS ]
s ¢ [wo [mw [ [0 [0 Jos [a&m
[ewe] [k _JF _JF _1F _JF 1] [The search feature S
[as Jor—Jor  Jas Jas Jas Jes Jams  |oricfohnie
| 0B [T 00 ] oased on tho work
Hous | [orF [0 [ooie  [aors  [ooie  [aoe  [ooie oS
[ I [ Jf ] @ ] p ] peheddle of DAYS Enor
[oFF— [oFF  [eoie  [soie  [aoie  [aoe  Jsme  |which occurs after — |
[ E JFE JE _JE ] ] |two consecutive days

[orr  [orr  [awsa [z [ios  [7i0s  [7ioa . of.





The PWS’s above do not include both DWS codes, 8016 and 9015.


[image: image99.png]Close Lok Up

[DalpHows]  [Wesks ] [WokStatsndEnd Tine] | MeslStat and Evd Time ] [MealPad/Urpsid] [ DWS

s 7 [ [ @ [ @0 [ 20 [0 [o5 [ &0

) T OF JE JEF JF I fffe searchfoature S

I I I I I I I I lon this look-up is — |

w] B JE I M JE I I |oooon ook

Hous | [oFF  [orF  [soi  [soie  Jeots [0t  [euie e

[ [ 5 [ir—] 5 [i5—] pn——] pr_—] |Schedule of DAY'3, Enor
[oFF— [oFF  [eoie  [soie  [aoie  [aoe  Jsme  |which occurs after — |
EOE O IFE IE JF ) E ] [two consecutive days
[oFF — [orF  jaweo  [izs [z |7z [miz  |off

[DlpHows| [Wesks ] [WokStatsndEnd Tine] | MeslStatand End Time ] [MealPaid/Urpsid] [ DWS

s 7 [ [ @ [ @0 [ 20 [0 [o5 [ &0

] [ JF JF JF JF _JF _JF ] [fhe searchfeature B

| A051 [OFF [OFF | S ES EIE U CO

lon this look-up is

EWKy [E 1B Jio [T ]z ]z ] ]
Yows | [orF [0 [ooie  [sors  [ooie  [sors  Jooie  |[0ased onthe work

|

WS

[ 5 [i5— i [l [l§ ] pr_—] ] |Schedule of DAY'S, Enor
[oFF— [oFF  [eoie  [soie  [aoie  [aoe  Jsme  |which occurs after — |
[ JE JE _JFE _JFE_ @ _J [woconsecutive days

[orr  [orr  [ris  Jawso [0z [7i03  [7ioa . off.





The PWS’s above do not include both DWS codes, 8016 and 9015.


[image: image100.png]Close Lok Up

[Daiy Hours]

[Work Stat and End Tme]

[HealStat snd End Tme | [WealPaid/ Ungal [ DWS ]

g

[0~ Jos [eo6

[ ]

[053

By
Hous

7

[The search feature ms.

lon this look-up is —
based on the work

lschedule of DAY 3, DY
fwhich accurs after
ltwo consecutive days

|

[Daiy Hous]

[Work Stan and End Time] [MealStat and Evd Tne ] [MealPad/Unga| [ DWS ]

g

[ ]

05

By
Hous

[

oft
0 o5 |[a6
[The search feature Fror

lon this look-up is
based on the work

lschedule of DAY 3, DY
fwhich accurs after
ltwo consecutive days
ot

|

|





The PWS’s above do not include both DWS codes, 8016 and 9015.
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The PWS’s above do not include both DWS codes, 8016 and 9015.  
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The PWS’s above do not include both DWS codes, 8016 and 9015.  
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The PWS’s above do not include both DWS codes, 8016 and 9015.  
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The PWS’s above do not include both DWS codes, 8016 and 9015.  
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The PWS above includes DWS codes, 8016 and 9015.  Verify that the pattern of DWS codes matches that of the employee’s work schedule.  This record looks like a match, however, it is a good practice to review the remaining records just to be sure.  To save time, the other records were reviewed and A623 was the one that matched.  

After determining the PWS code, the last step is to identify the Starting Point of the employee’s work schedule.  To do this you will need to match the dates of the work schedule to a field in the Look-Up Tool.  One way to do this is to find the field in the AWS Look-Up tool that represents the AWS off day.  Then, find AWS off day on the employee’s work schedule collection form and record the field number beside it. Continue numbering forward to the date relative to March 30, 2002.  The number assigned to this date will be the Starting Point of the employee’s work schedule.  See the example on the next page. 
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In this example, the field that matches up with Saturday, October 11, 2003, is field 8, so the Starting Point is 8.

Rotating Work Schedules

With a Rotating schedule, the employee works the same hours each day, but has different days off each week.  The Rotating work schedule collection form was designed for use with work schedules that have up to a 12-week rotation.  On the form, the employee will indicate his or her work hours each day and which days are off days.  The process used to determine the PWS code for this type of schedule is the similar to the process for finding a Basic work schedule.  

Example #1:  4-Week Rotating Schedule:

The following employee is a part-time and works 37.5 hours biweekly.  The hours worked are 8:00 AM until 4:30 PM with lunch from 11:45 AM to 12:45 PM.  The days the employee has off are different each week, and the schedule repeats every four weeks.  The employee’s pattern is 2-5-16-5.
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To look-up a Rotating schedule, click on the Look-Up Rotating icon.  


[image: image108.png]mm Work Schedule Look-Up

Instructions: Using the buttons below, choose the type of schedule to look-
up. Definitions for each schedule are included in the yellow boxes.

ine the work schedule start and end fimes f
i Dai Helpful with AWS and Variable schedules,





The following screen appears.  Click on the Filter by Form icon.
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A screen with a blank set of data fields appears. 
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After entering the work schedule criteria, click the Apply Filter icon.  
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The following PWS code was returned.
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Review the PWS to ensure that the work schedule information (work start and end times, meal start and end times, and pattern of workdays and off days) matches the information on the employee’s work schedule collection from.  Since it does match the employee’s work schedule information, the PWS code is RE93.  Record this code on the employee’s work schedule collection form.

The second step is to determine the Starting Point for the employee’s work schedule.  The easiest way to match Rotating schedules is to start with the largest number of days worked or off in a row and to look for that pattern first.  Then, verify that the remaining pattern matches with the employee’s schedule.  

On the employee’s work schedule collection form, weeks two and three are off days.  In the Look-Up tool, find the field number that corresponds with the first off day of the two-week period and record that number on the employee’s work schedule collection form.  In this case the first off day in the Look-Up tool is in field one.  Place a number 1 beside this date and continue to number forward to the date relative to March 30, 2002.  See the example below.
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In this example, the field that matches up with Saturday, October 11, 2003 is field 22, so the Starting Point is 22.

Variable Work Schedules

A work schedule is considered to be Variable if it has more than one DWS, but is not an AWS Schedule.  The Variable work schedule collection form was designed for use with work schedules that have up to a 12-week rotation.  On the form, the employee will indicate his or her work hours each day of the schedule rotation.  

Much like looking up an AWS schedule, there are two steps needed to determine the PWS code.  The first step is to identify the DWS codes for each unique day in the rotation using the Look-up Daily Work Schedule tool.  The second step is to use the Look-up Variable tool to identify the PWS code.

Example #1:  2-Week Variable Schedule:

The example variable schedule being used has a 2-week rotation.
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The first step is to click on the Look-Up Daily Work Schedule icon.  
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Click on the Filter by Form icon.
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A screen with a blank set of data fields appears.  
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Enter the work schedule information in the data fields provided.  The criteria for the first workday are: start time 8:30 AM, end time 5:00 PM, and a meal period from 12:00 PM to 1:00 PM. Click on the Apply Filter icon.



[image: image118.png]Fvﬁ(

Elo window Help

Look-Up -- Daily Work Schedule

D o)

[k St srd End Tie |

el St and End T ]

eslPaid /e

75

T [0

R T

T





The DWS code, 7128, is returned. Record this DWS code on the employee’s work schedule collection form beside each day with these hours.  Click on the Filter by Form icon to return to the blank screen and enter the criteria for the second unique workday.
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The criteria for the second workday are:  start time 9:00 AM, end time 5:00 PM, and a meal period from 12:00 PM to 1:00 PM. Once the criteria are entered, click on the Apply Filter icon.
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The following DWS code, 7510, is returned.  Record this code on the employee’s work schedule collection form beside each day with these hours.  Since the DWS codes for each unique day in the employee’s schedule have been captured, click on the Close Look-Up icon to return to the main screen of the Look-Up tool.    
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The second step is to click on the Look-Up Variable icon.  
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The following screen appears.  Click on the Filter by Form icon to enter the Variable schedule criteria.
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A screen with a blank set of data fields appears.
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To use the Variable look-up, enter one or both of the DWS codes.  To enter more than one code, use the operator “Or” to separate the codes in the DWS field (7128 “Or” 7510).  Click on the Apply Filter icon.
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The PWS codes matching the criteria entered are returned.
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Review each record to find the PWS that matches the employee’s schedule as recorded on the work schedule collection form.
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The PWS above includes DWS codes 7510 and 7128; however, the pattern does not match the employee’s schedule.  On the employee’s work schedule collection form, the DWS code 7510 is followed by two DWS codes of 7128.  
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The PWS above does not include both DWS codes, 7128 and 7510.
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The PWS above includes DWS codes 7510 and 7128; however, the pattern does not match the employee’s schedule.  On the employee’s work schedule collection form, the DWS code 7510 is followed by two DWS codes of 7128.  
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The PWS above does not include both DWS codes, 7128 and 7510.
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The PWS above includes both DWS codes, 7128 and 7510, verify that the pattern of DWS codes matches that of the employee’s work schedule.  This looks like a match; however, it is a good practice to review the remaining records just to be sure.  To save time, the other PWS’s were reviewed.  So, the PWS code is VE36.  

Once the PWS code is determined, the last step is to identify the Starting Point of the employee’s work schedule.  To do this, find a unique point in the employee’s work schedule that will be easy to identify in the Variable Look-Up tool.  In this case, the schedule begins with four off days.  

Find the four off days on the employee’s work schedule collection form and record the field numbers beside them.  By doing this, you immediately know that 1 is your starting point.  See the example below. 
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REQUESTING NEW WORK SCHEDULES

Work schedules are the foundation of Time Management in SAP and they directly impact an employee’s pay.  Going forward, the Office of Administration will be actively involved in the maintenance of work schedules throughout the Commonwealth.  Mr. Gregg Matthews of the Salary Administration Division in the Office of Administration currently serves as the Commonwealth’s Work Schedule Coordinator, and he will work with Imagine PA to ensure that work schedules are properly configured in SAP.  

The guidelines that follow have been developed for requesting new work schedules be added to the Work Schedule Look-Up Tool and to SAP.  All requests for new work schedules will be documented on the New Work Schedule Request form, which will flow from the Work Schedule Assigner, to the HR Director, to the Office of Administration.  Agencies will need to develop a process for communicating new work schedule requests to the HR Director

Guidelines for Requesting New Work Schedules

1. Use the Work Schedule Look-Up Tool to find an existing work schedule.  If at all possible, adapt employee schedules to those that already exist in the database.

2. A work schedule may be requested if the new schedule will apply to 5 or more employees.  

a. Over 70% of the schedules in SAP have been configured for 5 or fewer employees.

b. If the new work schedule does not apply to 5 or more employees, map the employee to schedule that has hours close to that of the employee’s work schedule.  

c. A substitution will be required for each day.  

d. The Timekeeper or the Work Schedule Assigner may enter substitutions.

3. New schedules should only be requested to meet an agency’s operational needs and not for the convenience of the employee.

4. Agencies are strongly encouraged to combine similar, existing schedules into one schedule to be used by a larger number of employees.

Using the New Work Schedule Request Form

The New Work Schedule Request form is located on the Work Schedule website by clicking on Tool Kit and then Work Schedule Request Form.
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The Instructions screen will appear.
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The New Work Schedule Request form will need to be saved to the desktop of your computer.  To do this, click on File – Save As from the menu bar.
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The Save As screen will appear.  Select the Desktop icon and click on the Save icon.
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The file (newworkschedulerequest.xls) is saved to the desktop of your computer.
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To access the form, double click on the file from the desktop of your computer.  The Instructions screen will appear.  Click on the appropriate work schedule tab at the bottom of the screen.
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The work schedule request form for the tab selected will appear.


[image: image139.png]BASIC Work Schedule

Use the “Tab" key to move from field to field.

[Agency [Organization

[Contact Name [Contact Telephone Number

[Number of Employees Using Work Schedule [Number of Schedules Replaced

[Operational Need





Complete all the fields in the New Work Schedule Request form.  An explanation of the fields follows:

· Agency:  Enter Department Code/Name
· Organization:  Enter Organization Code/Name where schedule will be used
· Contact Name:  Enter name of individual to contact with questions 
· Contact Number:  Enter phone number of contact
· Number of Employees Using Schedule:  Enter number of employees who will be assigned to this schedule
· Number of Schedules Replaced:  Enter the number of PWS that will be replaced by the creation of the new PWS
· Operational Need:  Enter justification of the operational need to create this new work schedule
· Work Day Begin Time:  Enter employees’ start time
· Work Day End Time:  Enter employees’ end time
· Meal Period Begin Time:  Enter start time of employees’ meal period
· Meal Period End Time:  Enter end time of employees’ meal period
· Days Worked/Days Off:  Indicate which days of the week the employees’ work and have off
· Employee Numbers of Employees Using Schedule (optional):  Enter all employee numbers of the employees who will be assigned this PWS (this is for agency reference only)
· PWS Codes of Schedules to be Consolidated:  Enter all PWS Codes that will be replaced by this new work schedule

Once the form has been completed, click on File – Send to – Mail Recipient (as Attachment).  
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This will attach the file to an email.  To send, click on the Send icon.
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* Hint:  Never use the Send this Sheet icon located in the upper left hand corner of the form.  When this icon is used, the New Work Schedule Request form is not readable by the recipient.  Always use the File – Send to – Mail Recipient (as attachment) option.

HINTS FOR USING WORK SCHEDULE LOOK-UP TOOL

General

· Group employees with like schedules together so the Work Schedule Look-Up tool is used once to identify a schedule that applies to many employees.  

· If no records are returned after clicking on the Apply Filter icon, click on the Filter by Form icon and review the information entered.  Often, the length of the workday or the length of the meal period was entered incorrectly.  

· In cases where a schedule applies to less than five employees, if a PWS is not returned after reviewing criteria, delete fields such as meal period, to find a schedule that is close, and map the employee to that work schedule.

· To prevent errors, leave the field for the length of the meal period blank.  The Work Schedule Look-Up Tool will calculate its length based on the timeframes entered.  The only time it is necessary to input the length of the meal period is for employees with a paid lunch.   

· When entering a flexible meal period, use “0000” for both the Meal Start and Meal End times.

· When entering a Start Time of midnight use “0000.”  

· When entering an End Time of midnight use “2400.”

Basic Work Schedules

· Employees who work Monday to Friday will always have a starting point of 1. 

· Pay attention to the letter in the PWS code (B=Basic Full Time, P=Part-time).  This will help you eliminate schedules.  To eliminate this problem, enter the biweekly hours. 

AWS Work Schedules
· Identify all the unique DWS codes in the employee’s work schedule before using the Look-up AWS tool.  

· For AWS ONLY, fields one and two represent Saturday and Sunday

· Since, the date relative to March 30, 2002 is always a Saturday, the starting points for an AWS schedule will be 1, 8, 15 or 22.

· In the AWS Look-Up tool, the PWS should always have the AWS off day appearing in the last week of the schedule.  

· Since most AWS schedules contain one AWS off day, take the number in the PWS that represents the AWS off day and use that to count forward or backward to find the starting point of the employee’s work schedule.  

Rotating Work Schedules

· Match the most unique or largest pattern in the employee’s work schedule to the Look-Up Tool to determine the correct PWS.  

· Follow the pattern through the entire rotation to ensure the employee’s work schedule matches the PWS pattern.  Some schedules have minor differences, so be careful.

Variable Work Schedules

· Identify all the unique DWS codes in the employee’s work schedule before using the Look-up Variable tool.  

· Match the most unique or the largest pattern in the employee’s work schedule to the Look-Up Tool to determine the correct PWS.

Exiting the Work Schedule Look-Up Tool

· To exit, click on the Close Look-Up icon to return to the main menu.

· Click on the X icon in the upper right hand corner to close the Look-up tool.




Special Thank You:





Patti Miesemer-Forker prepared a version of this reference guide specifically for the Department of Public Welfare.  She provided this guide to us at Imagine PA to share with all agency Work Schedule Assigners. This tool has been modified and can be used by all agencies.
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