BOSTON
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Changing Work Schedules as a Timekeeper via WebGUI-Quick Reference Guide

Managers and Payroll Coordinators have the ability to change work schedule rules through an Employee Position Update form.
However, if work schedules in your department are changed on a frequent basis, Timekeepers can go through the “WebGUI” to

change employee work schedules.

NOTE: Work schedule rule changes cannot be processed by Timekeepers retroactively and can only be changed if they are future
dated. For retro changes, please email the Payroll Department at bupay@bu.edu
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Haoime Employes Self-Service Payroll Coordinator Organizational Chart Reporting Worklist WebGUI I

WebGUI

= Systems

= ECC System

1. Log on to BUworks Central https:/ppo.buw.bu.edu
2. Click on WebGUI
3. Click on ECC System

~ Y Maintain - L2324, NREP Timekeeper - Distributed
ff) TOR Exception Report
) Time Sheet: Maintain Times
) Time Sheet: Display Times
@ Transfer External -= Time Management
@ Time Sheet: Time Leveling
) Approve Working Times
) Approve Working Times
2 Display Working Times
) Personnel Fie
) Display HR Master Data

72 Display Time Data
7 Travel Expense Manager

4. In your User Menu, click on the folder Maintain-L2324,
NREP Timekeeper — Distributed. From the options
displayed, click on Maintain Time Data
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Maintain Time Data 5. Enter the BUID# for the employee whose schedule you
Deealil < [Esl(Ea]comenlSymen,] [ Cooste [ Crange Jigopy f osere [ ovenven [_eoteny [ wese v [ ve=r] | yyjsh to change. Highlight Planned Working Time by
=2 BEE ” s sl B8 clicking on it. Click on the “copy” button
Find by EE group 8 | Staff-NonExem... Pars.area 1000 Charles River Campus
~ @@ Person subgrou 15 ClerTech/Svo... it Cantar 1170120000 ic2 .
T e peEeSe G e NOTE: Please do not click on the “Change” button!
{Hfi Search Term Time
{Hl Eree search Infotype text s. Period
| Planned Working Time fla Period
" | substitutions ! From |OL/01/1800 T 12/31 /9999
Hit list Time Quota Compansaton Today Curr.wesk
= E| | 2] - Time Shest Defaults @Al Current month
¢~ From cur. date ¢ Last wesk
(Bersoansl cumbec Horme To Current Date Last month
‘Current Period Current Year

Direct selection

Infotype L Isw[ ]

Conv Planm—a Workine Ti 6. Click your cursor within the Work Schedule Rule box.
opy Flanne orximng rnme . . .
= « [52ve] (Eak [ st el [ Sysiem | | [Overvien | Work schede Click on it the Match Code icon next to the WSR box to
Person |0 U03025280 Pars., n | 50043853 Active 00106503 Main A +
=B BEE, S —— ] penten_ 0wt e H see a list of available schedules
Find by EE group 8 | Staff-MonExempt ... Perzonnel ar 1000 Charles River Campus
™ @8 Person EE subgroup (13 [Cler/Tech/Svc/RSCler Status Active
{#f Collective search help Start |nz,.-'22,a’zms | To |:12,a’11,-'9999 |
(&l S=arch Term
[ Free search Work schedule rule
'Woﬂcsc‘hedll‘lem'le |Fofwoina ﬂ'hour5d_ax|
Time Mgmt status | 1 - Time evaluation of actual times. - |
i Working wask Working wask Mandsy =
@|E||D| - [ Part-time employes
Personnsl number  Nams Working time
Employment percent
Dty working hours
{| Weskly working hours 40. 00
Monthhy working hrs 173, 34
Annusal working hours 2080. 0B
Weskly workdays
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Copy Planned Working Time

Menu 4 4 [Save || Back || Exit || Cancel || System 4 | || | Overview | Work schedule

Person [D

EE | EEE) » g

03025250 Pers Assgn | 500436853 Active 00108603 Main A v
Personnel No 106603 Name

Miss MEL KURZOK
8 | Staff-MonExempt ... Fersonnel ar iooo
13 |ClerTech/Svc/RSCler Status Active

Find by EE zubgroup
Start
G Person L

[oz/22/2008 | 7 |12/3i/9999 | |

{Hl Collective search hel

Work schedule rule

(& Search Term
{ Free search

Time Mgmt status

Wiork schedule rule

FOTMOINL | T hour 5 day

Charles River Campus

|1 - Time evaluation of actusl times

Wiorking week Working week Monday

Restrict Value Range (1) B

r Restictions |
(&0 TRl ]
riD PS: grouping WS rule & Work schedule rule text P.. Start Date End Date
15 EDBMOINT | 8 he/5 dy - 11 months POBA | 11/01/2014 1pansEss (=
15 FOTFRINT | 7 hour 5 day POTY /0172014 1213179959
15 FOBFRINT | 8 hour & day PS8 170172014 12/31/9839
5 FOBMOTNT "8 hour 5 day TPOEA 012014 123179999 |
15 FOBSAINT | & hour 5 day FOBG | 11/01/2014 12/31/9859
15 FOBSUINT | & hour & day POED | 11/01/2014 12/31/9939
15 FTSSAINT | 7.5 hr 5 day PTS6 | 1101/2014 1213179959
15 FTESUINT | 7.5 b 5 day PTSD | 11/01/2014 1z3izses [
[ [ ] &
HFE

7. To select the work schedule that you would like the
employee to be on, click on it to highlight it. Click on the
green check mark at the bottom of the screen

8. Click on the start date field to change it to when you want
the new work schedule to be effective

Display Work Schedule

Menu, | | [ | 4l Back)[ Exit | Cancel |[ System . | = [Choose |[ Frevious month || Next month
ES grouping L D'W5S grouping is Monthhy hours 160. 00
Holiday Calendar D BU Peried work schedule PO A
FS grouping 15 Wark schedule rule F OBMOINL
Walid February 2018 Chngd 08/24/2017  DWVSANTOS
Work Schedule

p—
D SU HC D MO HCD TU HC D WE HCD TH HC D FR HC D [5A || HC

o4 (113 06

OFF DosA COEA
1 1z 13

OFF Dosa DOEA
18 19 1| |20

OFF 2 |DOBA DOEA
ZE 26 27

E DosA DOEA
Restart: Montn | |

o
ol az 03
DOsSA DOSA OFF
o7 08 L] 10
DO8A DOsA CosA OFF
14 15 16 17
DO8A DOsA CosA OFF
21 22 23 24
DO3A DOsSA DOSA OFF
S
28
DO8A

9. Click on the Work Schedule button to confirm the days
and the times the employee will be “off” or “on”

10. Click on Back button to take you to the previous screen
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Copy Planned Working Time

EHE | EEE,
Find by
~ @@ Person
[t Collective search help
& S=arch Term
{4 Free search

Hit list

&l BlIFEL)| E

Menu 4 A} [ Save || Back || Exit || Cancel || System 4 | | | Owerview || Work schedule

Pars.Assgn | 50043853 Active 00108603 Main h2|

Charles River Campus
Active

Person |0 U03025280

Personnel No 106603 Name Miss MEL KURZOK
» EE group 3| Staff-NonExempt ... Personnel ar 1000

EE subgroup 13 |ClerTech/Svo/RSCler Status.

Start 02,/22/2018 | To 12/31/9999

Werk schedule rule
Work schedule rule

’FDM‘OTD‘hourbday

Time Mgmt status
Working wesk

Working time
Employment percent
Daily working hours
Weekly working hours
Monthly werking hrs
Annual working hours
Weekly workdays

1 - Time evaluation of actual times
Working wesk Monday

o

40, 00
173.34
2080. 08

11. Keep hitting your enter key through a series of yellow

. . Save your entries
“soft” warnings until v v

appears at the bottom left of your screen

12. Click on Save button to save your changed work
schedule
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Below is a breakdown of how work schedule rules are created and what each part means:
Code Breakdown:
A WSR code is composed of eight digits.

Code Key:
First digit: identifies the type of employee.

e F =full time, 12 month employee

P = part time, 12 month employee

C = casual or temporary employee, full or part time

N = full time, nine month employee

T = full time, ten month employee

E = full time, eleven month employee

Z = faculty only: 2, 3, 4, 5 and 8 month schedules (identified by last digit)
Y = faculty only: two-month summer schedules

Second and third digits: identifies planned hours worked per day.
e 04 = four hour per day employee

05 = five hour per day employee

06 = six hour per day employee

07 = seven hour per day employee

75 = seven and a half hour per day employee

08 = eight hour per day employee

85 = eight and a half hour per day employee

09 = nine hour per day employee

10 = ten hour per day employee

Fourth and fifth digits: identifies the day of the week the schedule pattern begins.
e MO = Monday start
e TU = Tuesday start
e WE = Wednesday start
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TH = Thursday start
FR = Friday start
SA = Saturday start
SU = Sunday start

Sixth digit: identifies the shift to be worked.
e 1 =day or first shift, generally starts between 3 a.m. and 1:59 p.m.
e 2 =evening or second shift, generally starts between 2 p.m. and 9:59 p.m.
e 3 =night or third shift, generally starts between 10 p.m. and 2:59 a.m.
e 4 =gplit shifts, employee works a combination of 2 day parts regularly

Seventh digit: identifies if the schedule has a rotating pattern or not.
e R =rotating shift, e.g., four days on and two days off or MO-TH and SU week 1 and MO-WE & SA,SU week 2, applies to less
than 50 University employees
e N =non-rotating, planned work time stays the same each week, applies to over 99.55% of all University employees

Eighth digit: identifies the week of the rotation or a unique non-rotating pattern.

e Rotation sequence “R”: at BU a rotating schedule may be as short as two weeks or as long as six. The number indicates the
week of the rotation sequence. Select the week of the rotation the employee is in at the conversion date. Applies only to BUPD
and one instance at Mugar Library.

e Non-rotation “N”: Identifies work schedules that have similar patterns but deviate enough to require a separate WSR.

o For example: The WSRs below are all ten month day shift positions that start on a Monday, work 7 hour days, 5 days
per week and do not rotate. They are distinguished by the description and identified independently in SAP by the final

digit.
TO7MO1IN1 | 7hr 5d 10m (1Aug-31May) | August 1 — May 31
TO7MO1N2 | 7hr 5d 10m (2MOAug- 2" MO in Aug.-2" SU in
2SUJn) June
TO7MO1N3 | 7hr 5d 10m (3MOAug- 39 MO in Aug.-3" SU in
3SUlJn) June
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TO7MO1N4 | 7hr 5d 10m (4MOAug- 4™ MO in Aug.-4" SU in
4SUJn) June
e Faculty “Y & Z schedules:

Work Schedule Rule WSR Description Effective Period
Z08MOI1N1 8 hrs./5 days/4 months January 1- April 30
Z08MO1N2 8 hrs./5 days/4 months May 1 — August 31
Z08MO1N3 8 hrs./5 days/2months January 1 — February 28
Z08MO1N4 8 hrs./5 days/4 months September 1 - December 31
Z08MO1N5 8 hrs./5 days/5 months January 1 — May 31
Z08MO1NG6 8 hrs./5 days/2 months March 1 — April 30
Z08MOI1N7 8 hrs./5 days/2 months September 1 — October 31
Z08MO1NS8 8 hrs./5 days/4 months September 1 — April 30
Z08MOI1N9 8 hrs./5 days/2 months November 1 - December 31
YO8MO1N1 8 hrs./5 days/2 months May 1 — June 30
YO8MO1N1 8 hrs./5 days/2 months July 1 — August 31

Part Time and Casual Employee Schedules

Employees in either of these classifications work such varied schedules it was not possible to identify individual schedules.

Consequently an open 24 hour flexible schedule has been used. It is necessary to identify if the position is comparable to a full time
eight, seven and one half or seven hour day.

WS rule”™ Wﬂl‘k schedule rule
F'24FLE]-iﬂ« 7 Hour Flex Schedule

. WS rule”™ Wurk schedule rule . PWS ¢
CE4FLEI-:£~ 7 Hour Flex Schedule PFLA

P24FLEXE F S Hour Flex Schedule C24FLEXE Tf' 5 Hour Flex Schedule PFLE T

P24FLEXC 2 Hour Flex Schedule

Temporary (casual — ¢) employees:

C24FLEXC 2 Hour Flex Schedule PFLC
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w5 rule”” Work schedule rule  PWS ¢
_C24FLE}-U-‘~3? Hour Flex Schedule  PFLA C
C24FLEXE 7.5 Hour Flex Schedule PFLE €
C24FLEXC 8 Howr Flex Schedule PRLC €
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[ Restrict Value Range (1) 70 Entries found x
" Restrictions

| E[&]E&]%] 2]
ES grouping: 2

Holiday Calendar ID: BU

PS grouping: 15

WS rule “ Work schedule rule text |PWS |Start Date End Date
FOBSA1IN1 8 hour 5 day Sat. - Wed. PO8G 11/01/2014 12/31/9999 —
FO8SU1N1 8 hour 5 day Sun.-Thurs. POSD 01/01/1900 12/31/9999 -
FO8TUIN1 8 Hour 5 Day Tues.-Sat. PO8S 01/01/1900 12/31/9999
| FOBWE1N1 8 Hour 5 Day Wed - Sun POSP 01/01/1900 12/31/9999
FOBWEZ2N1 8 hour 5 day 2nd shift PO8SQ 01/01/1900 12/31/9999
F1OMO1N1 10 hr 4 day Mon.-Thurs. P10A 01/01/1900 12/31/9999
] F1OMO1M2 10 hr4 day M, T, Th, F P10B 01/01/1900 12/31/9999
F1OMO1N3 10 hr 4 day M, W, Th, F P10C 01/01/1900 12/31/9999

| F85MO1R1 8.5 hr 5 day PESA 01/01/1900 12/31/9999
4 F8SMO1RZ 8.5 hr 5 day PESA 01/01/1900 12/31/9999
{F85MO1R3 8.5 hr 5 day PESA 01/01/1900 12/31/9999
FB5MO1R4 8.5 hr 5 day PESA 01/01/1900 12/31/9999
|F85MO1RS 8.5 hr 5 day PESA 01/01/1900 12/31/9999
|| F85MO1R6 8.5 hr 5 day PESA 01/01/1900 12/31/9999
FB5MO2R1 8.5 hr 5 day 2nd shift PESB 01/01/1900 12/31/9999
FB5MO2R2 8.5 hr 5 day 2nd shift P8SB 01/01/1900 12/31/9999
FB5MO2R3 8.5 hr 5 day 2nd shift P8SB 01/01/1900 12/31/9999
FB5MO2R4 8.5 hr 5 day 2nd shift P8SB 01/01/1900 12/31/9999
FB5MO2RS 8.5 hr 5 day 2nd shift P8SB 01/01/1900 12/31/9999
FB5MO2R6 8.5 hr 5 day 2nd shift P8SB 01/01/1900 12/31/9999
FB5MO3R1 8.5 hr 5 day 3rd shift PESC 01/01/1900 12/31/9999
| F85M0O3R2 8.5 hr 5 day 3rd shift PESC 01/01/1900 12/31/9999
FB5MO3R3 8.5 hr 5 day 3rd shift PESC 01/01/1900 12/31/9999
FB5MO3R4 8.5 hr 5 day 3rd shift PESC 01/01/1900 12/31/9999
FB5MO3R5 8.5 hr 5 day 3rd shift PESC 01/01/1900 12/31/9999
FB5MO3R6 8.5 hr 5 day 3rd shift PESC 01/01/1900 12/31/9999
NO7MO1N1 7hr 5d Sep to May PO7A 09/01/2016 05/31/2017
NOBMO1N1 8hr 5d 9m Sept-May POSA 09/01/2016 05/31/2017
NOBMO1NZ 8hr 5d 9m Aug-April POSA 08/01/2016 04/30/2017

N1OMO1N1 9 mon.10hr.4dy.-M, T,W,Th P10A 09/01/2016 05/31/2017
N24FLEX1 9m Sept-May 24hr. Flex 1 PFLC 09/01/2016 05/31/2017
N24FLEX2  9m Aug.-April 24hr.Flex 2 PFLC 08/01/2016 04/30/2017

POBMO1N1 8 Hour 5 Day Part-time POBA 01/01/1900 12/31/9999
POBTUIN1 8 Hour 4 Day Tue-Fri POBW 01/01/1900 12/31/9999 -
P24FLEXA 7 Hour Flex Schedule PFLA 01/01/1900 12/31/9999 ~

70 Entries found
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[= Restrict Value Range (1) 41 Entries found x

2 ] i 3 Y ) =1

ES grouping: 1
Holiday Calendar ID: BU
PS grouping: 25

WS rule “ Work schedule rule text PWS Start Date End Date

'FO7MOLN1 |7 hour 5 day PO7A 11/01/2014 12/31/9999 -
FOBFRIN1 8 hour 5 day POB] 11/01/2014 12/31/9999 -
FOBFR2N1 8 hour 5 day 2nd shift ~ POBK 11/01/2014 12/31/9999
FOBMOLN1 8 hour 5 day POBA 11/01/2014 12/31/9999

FOBMO1NZ 8 hr M-W, 7 hr TH, @ hr F POSZ 11/01/2014 12/31/9999
FOBMO1N3 8 hr MOTBW7.5tTHBF7.5 PO8Y 11/01/2014 12/31/9999
FOBMO1N4 8 hr MOTB5WS55THB5F85 PO8X 11/01/2014 12/31/9999

FOBSAINI 8 hour 5 day POBG 11/01/2014 12/31/9999
FOBSUINI 8 hour 5 day POBD 11/01/2014 12/31/9999
FOBTHINL 8 hour 5 day POBM 11/01/2014 12/31/9999
FOBTUINL 8 hour 5 day POBS 11/01/2014 12/31/9999
FOBWELNI 8 hour 5 day POBP 11/01/2014 12/31/9999
FOOMO1NZ @ hr/4 dy-<4 hr Fri POSD 11/01/2014 12/31/9999

FOOMOLN3 7.5 MoFr 8 TuTh 9We  POSE 01/01/1900 12/31/9999
FOOMO1N4 OM, 8 TTH, 10W, 5F  POOF 11/01/2014 12/31/9999
FIOMOLN1 10 hr./4 day Mon-Thurs ~ P10A 11/01/2014 12/31/9999

FIOMO1M2 10/8-3/6 DHC DAL P10E 11/01/2014 12/31/9999
FIOMO1M3 10 hr./4 day Mon-Thurs ~ P10B 11/01/2014 12/31/9999
FIOMO1N4 10 MV, 8TTH, 4FR P10G 11/01/2014 12/31/9999
FLOMO1NS 10 hr./3 day MWF P10H 11/01/2014 12/31/9999
FIOTUINL 10 hr./4 day Tues.-Fri.  P10F 11/01/2014 12/31/9999
F11MO1M1 11 hr Mo-We 7 hr Fr P11A 01/01/1200 12/31/9999

F11MO1N2 9Mo 8Tu 11We 4Th 8Fr  P11B 01/01/1900 12/31/9999
F11IMO1M3 11 hr Mo-We 7 hr THr P11C 01/01/1900 12/31/9999

F125U4N1  12hr/4d- split shift P12B 11/01/2014 12/31/9999
F125U4N2  12hr/4d- split shift P12A 11/01/2014 12/31/9999
F12TU4N1 12hr/4d- split shift P12D 11/01/2014 12/31/9999
FI2WE4N1 12hr/4d- split shift P12E 11/01/2014 12/31/9999

FS5MO1N1 8MoTh 5.5Tu 10We 8.5 PS5A 01/01/1900 12/31/9999
F6SMOLN1 8/8.5/6.5/8.75/8.25 PESA 01/01/1900 12/31/9000

F7SMO1N1 7.5 hr 5 day P75A 11/01/2014 12/31/9999
F7SMOLNZ 7.5MF,8TTH,OW P75V 11/01/2014 12/31/9999
F77MOLNZ 7.75-3d varied DHC H2 ~ P77D 11/01/2014 12/31/9999
FBSMOIN1 8 MoWe 8.5 TuTh 7 Fr  PBSD 01/01/1900 12/31/9999 a
FBSMO1N2 8.5/8-3/7.5 DHC DA2 PESE 11/01/2014 12/31/9999 -

41 Entries found
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