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• In this session we will walk through the delivered PeopleSoft work 
schedule functionality and discuss how it impacted the 
implementation of Time and Labour (TL) and to a lesser extent 
Absence Management (AM) at the Region of Peel. 
 

1. Work Schedules and the function they perform at the Region of Peel 
2. Configuring Work Schedules and Schedule Definitions at the Region 

of Peel 
3. Managing Schedules through the delivered core scheduling tools at the 

Region of Peel 
4. Enhanced Scheduling at the Region of Peel 
5. Lessons Learned regarding Schedule Training at the Region of Peel 
6. Review the impact of schedule data on Time and Labour processing 
7. Questions/Comments 

 
 



Review the three main types of schedules PeopleSoft delivers (i.e. Elapsed, 
Punch and Flex) and discuss how the  Region of Peel utilizes them for 
their many different work arrangements. 



Punch Type Schedules 
 Punch schedules allow you to include punch detail such as 

In, Out, Meal, Break, and Transfer into a person work 
schedule. 
 Used for Hourly type of employee’s that need to punch in and out to 

be paid. 



Elapsed Type Schedules 
 Elapsed schedules show the duration of time to be 

worked—for example, eight hours on Monday.  
 Used for Salary type employees who only need to report exceptions 

i.e. Overtime, Shift Premiums etc… 
 



Flex Type Schedules 
 Flex Type schedules are practical when a time reporter has 

some flexibility to begin and end the workday.  
 Commonly used for Hourly type of employee’s that need to punch 

in and out to be paid but as the title suggests can be flexible with 
when they start and stop. 



Work schedules have several 
functions: 
1. To provide a facility to create, view, and manage a time reporter's 

schedule. 
2. To communicate and manage work expectations. 
3. To enable estimates of labor costs. 
4. To provide data that Time Administration can use to evaluate 

reported time. 
5. To provide schedule information that Time Administration can use 

to create payable time for exception reporters 
6. To provide schedule information that Absence Management can use 

to create positive input  
7. To accept time reporters' schedules from external systems. 
8. To provide punch schedule information that can be sent to time 

collection devices. 
 



Region of Peel schedule requirements 
 Elapsed Schedules to handle their Salary staff who only 

report exception's 
 

 
 

 



Region of Peel schedule requirements 
 Punch Schedules to handle their Hourly staff who need 

to punch in and out to be paid 
 



Region of Peel schedule requirements 

 Flex Schedules were not looked at for the Region of Peel 
as their employee’s base does not use this type of work 
arrangement 

 



Walkthrough the configuration of Elapsed and Punch Schedules with a 
discussion on how some of the optional configuration steps impacted 
the Region of Peel’s payable time. 



Configuring schedules… 
1. Create shifts 

 You can create elapsed, flex, and punch shifts. Shifts are either 
created on the Shift component or as part of the Schedule 
Definition….at the Region of Peel the Shift Component was used. 

 

 



Configuring schedules continued… 
2. Create workdays 

 You can create workdays as labels for the type of day to be associated in 
the schedule definition. At the Region of Peel this configuration was not 
used. 

 



Configuring schedules continued… 
3. Create schedule definitions 

 Schedule definitions are the basic building blocks of work schedules and 
are used to create a series of short term or long term work arrangements. 

 



Configuring Schedules – Region of Peel 
experience… 
1. Keep Shift ID names unique 

 Even if you use SetID’s (Schedule Groups) to separate out your 
configuration be sure to keep the name of your shifts ID unique. We have 
seen situations where absence management ignores the setid and uses only 
the shift name to pull in the hours worked. 
 In one scenario there was a Shift ID that was used across 6 different Set 

ID’s… 



Region of Peel Experience Configuring 
Work Schedules continued… 

 If all 6 Shift Ids used the same scheduled hours we would be 
ok, but these shifts differ on what they provided in the way of 
a lunch break…. 
 



Region of Peel Experience Configuring 
Work Schedules continued… 
 When the employee is processed through Absence 

Management on their own or with other employees using 
the same Set ID/Shift ID the correct shift id is picked up 
and processed…. 
 



Region of Peel Experience Configuring 
Work Schedules continued… 
 When the employee is processed as part of a Calendar 

group that contains employees that use the other Shift Ids, 
you run the risk of having the AM process populating the 
System Element “SCHED HRS” with the wrong Shift ID 
information …  



Region of Peel Experience Configuring 
Work Schedules… 
2. Task group for Time reporting  

 This configuration allows you to enter default values for those fields you have 
configured on the task template and the time reporting template. 
 



Region of Peel Experience Configuring 
Work Schedules continued… 
 We had to remove this configuration from the Schedule ID because it was 

causing issues with one of our rules.  
 When the No Punch rule ran it pulled in missing punch information from the 

schedule  work table … this missing punch information contained the default TRC 
found on the Shift ID…  

 Problem is this group had a default rule to use a different TRC to payout punch time …. So what 
happened was employee were being paid multiple TRC for their regular hours. 

 
 



Region of Peel Experience Configuring Work 
Schedules… 
3. Daylight Savings Rule 

 We had issues in the spring where employees working the night of a time 
change were being deducted 1 hour for their pay….issue had to do with 
some Schedules being configured with “FIXED TIME” as the Daylight 
Savings Rule . 

 Unless you have employees that travel between time zones you should have this 
value set to “FIXED DURATION” as this will ensure employees working the 
night of a time change are paid correctly. 

 



Review the Assign Schedules page and Manage Schedule page and 
discuss the different options managers have when dealing with 
employee schedules on individual days (e.g. shift swaps).  

 



Core Scheduling - Region of Peel 
Experience 
 At the Region of Peel we took the following 

approach when rolling out the new scheduling 
functionality … 
 Through Integration Broker a new employee is assigned 

a default schedule upon hire or transfer, generally: 
 A full-time employee will be assigned to the “Mon-Fri 7 hrs” 

schedule 
 A part-time, casual, student or temporary employee will be 

assigned to the “All Off Days” schedule 
 

 



Core Scheduling - Region of Peel 
Experience continued… 
 If the default schedule is not applicable, Administrators must re-

assign the correct schedule to the employee based on workgroup, 
program needs, etc… 
 To handle this the administrators were given a link on their home 

page that gave them access to the Schedule Definition page. 
 Since schedules can be used by multiple employees their first step in the 

process was to search and see if there are any existing schedules that match 
their requirements and assign that schedule to the employee. 

 

 



Core Scheduling - Region of Peel 
Experience continued… 
 If their were no existing schedules then the administrators were 

directed to create a new schedule for the employee. 
 To do this, the administrators used the link on their home page that gave 

them access to the Schedule Definition page and they used detailed 
instructions given to them by our change management team. 

 

 



Core Scheduling - Region of Peel 
Experience continued… 
 Once a schedule was found or created for the employee the 

administrators were then expected to Assign the schedule. 
 To handle this the administrators used the Manage Schedules link on their 

home page which brought them to the Assign Schedule page. 
 From their the administrators followed detailed instructions given by the change 

management team to enter in a predefine schedule. 
 

 
 

 

 



Core Scheduling - Region of Peel 
Experience continued… 
 After the schedule was assigned, if there was a need to make a change 

to a schedule the administrators were instructed to use the delivered 
Manage Schedules page. 
 To handle this the administrators used the Manage Schedules link on their 

home page which brought them to the Manage Schedules page. 
 From their the administrators followed detailed instructions given by the change 

management team to make changes. 

 
 

 
 

 

 



Review the customizations done to the Manage Schedule page. 

 



Enhanced Scheduling 
 Several groups within the Region of Peel have significant 

scheduling requirements that include recording coverage 
plans, identifying open shifts and identifying the appropriate 
candidate to fill a vacant shift.  

 
 PeopleSoft’s delivered scheduling functionality does establish 

work patterns etc… but it does not have the facility to record a 
coverage plan and identify open shifts. 

 
 To handle this the Manage Schedules page was customized 

to provide the necessary functionality for these groups to 
do their work. 



Enhanced Scheduling continued… 
 Delivered Manage Schedule Page 
 



Enhanced Scheduling continued… 
 Enhanced Manage Schedule Page 
 



Enhanced Scheduling continued… 

 To accomplish this enhancement tables were built and 
added to the Manage Schedule Page. 

 
1. Coverage Plan / Master Schedule 

 Purpose of this table is to identify operational requirements, i.e. 
qualifications required, location work to be performed, hours to be 
worked, any special requirements. 
 

 The Region required multiple coverage plans / master schedules. For 
example paramedics may define one coverage plan / master schedule 
whereas each long term residence may define one per residence. 
 

 The Coverage Plan / Master Schedule is effective dated, to allow for 
future changes. 

 



Enhanced Scheduling continued… 
 Coverage Plan / Master Schedule  

 



Enhanced Scheduling continued… 
2. Schedule Section Table 

 The custom Schedule Section table defines the sections within 
a Master Schedule / Coverage Plan.  
 This table maintains Paramedic stations and LTC Floor 

locations.  
 Maintenance of the table is performed by schedulers within 

the organization.  
 By entering a Job code at the section level it will be applied to 

all employees with in the section, or alternatively it can be 
assigned at the employee level.  

 



Enhanced Scheduling continued… 
Schedule Section Table 
 



Enhanced Scheduling continued… 
3. Schedule Requirement Table 

 The custom Schedule Requirement table defines the 
particular qualifications needed to complete a Master 
Schedule / Coverage Plan.  
 This table was created at the request of the Paramedic group 

who require Paramedics with specific qualifications to be 
paired together. 

 Maintenance of the table is performed by schedulers within 
the organization.  

 By entering a Schedule Requirement on the Master Schedule / 
Coverage plan will ensure that only employees with that skill 
set are assigned to those shifts.  



Enhanced Scheduling continued… 

Schedule Requirements Table 
 



Enhanced Scheduling continued… 
4. ROP TL UNIT Table 

 The ROP TL Unit defines the location or floor details 
within a Master Schedule or Coverage Plan.   
 It is used in the Region of Peel custom enhanced scheduling 

component to define locations or floors of a facility. 



Enhanced Scheduling continued… 
5. ROP TL Task Table 

 The ROP TL Task defines the work assignment details 
within a Active schedule.   
 Tasks are used by, for example Long Term Care (LTC) Tall 

Pine, to provide schedule assignment details based on floors 
and sections in the residence building.   
 



Enhanced Scheduling continued… 
 Creating a Master schedule  
 Once all of the previous tables have been configured 

the next step in the process is to create the Master 
Schedule. 

 The Master Schedule identifies operational requirements, 
i.e. qualifications required, location work to be performed, 
hours to be worked and any special requirements.   

 Each Master Schedule or Coverage Plan detects required 
coverage by location, job code, schedule definition and 
other special requirements. 
 

 
 



Enhanced Scheduling continued… 
 Sample Master Schedule 
 

 
 



Enhanced Scheduling continued… 
 Creating an Active Schedule 
 Once the Master Schedule is defined administrators 

can now go ahead and create an Active Schedule 
 The Active schedule allows you to take what you did on the 

Master schedule and assign employee’s to the different 
shifts 

 Within the Active schedule you can further define Tasks 
each employee is required to do on the job. 
 

 
 



Enhanced Scheduling continued… 
 Sample Active Schedule 
 

 
 



Enhanced Scheduling continued… 
 Active Schedule Functionality 

 The active schedule is built upon the delivered Manage Schedules page, 
so administrators can make ad hoc shift changes, copy schedules, replace 
schedules and swap schedules just like they do on the Manage Schedules 
page. 

 All information added to the Active schedule will be used to update the delivered 
PeopleSoft schedule tables. 

 

 
 



Enhanced Scheduling continued… 
 Call-In by Shift Functionality  

 When covering for open shifts, the Enhanced Scheduling Administrators 
can identify the suitable candidates through the associated call in list.   

 The call in list is ranked by seniority or rotation, depending on the bargaining unit.   
 Administrators have the ability to make notes and record the candidate employee’s 

response or actions taken including no answer, refuse shift, accept shift or bypassed. 
 

 
 



Enhanced Scheduling continued… 
 Schedule Preferences Functionality  

 The schedule preferences page allows users to indicate their preferences if 
they are eligible for call in shifts.   
 This page is available to individual employees through employee self service and for 

administrators through manager self service.   
 

 
 



Enhanced Scheduling continued… 
 ROP TL Schedule Report  

 The custom ROP TL Schedule Report displays the information 
for: 
 14 days of the active master schedule including absences entered in the 

Absence Management 
 Task and location 
 Updates to existing shift (by ad hoc shift change, swap, copy and replace 

functionality) 
 



Discussion on Training approach and what we learned at the 
Region of Peel when it came to training employees on using the 
Core and Enhance Scheduling functionality. 

 



Training for Go-Live 
 The Core and Enhanced Schedulers (Administrators) were 

identified by their respective management teams as the 
one’s who would be ultimately responsible for maintaining 
the schedules 

 The Region used the Just-In-Time training technique for 
both Core and Enhanced Schedulers 
 We provided a hands-on approach and allowed them to 

practice in a test environment right up to Go-Live 
 The training was split in two; one session for Core 

Scheduling and a separate session for Enhanced 
Scheduling 
 It was mandatory training where we walked them through the 

details of setting up schedules to attaching the final schedule 
to an employee 

 



Training for Go-Live continued… 

Just-in-Time training provided us… 
 The opportunity to train the schedulers so they can 

help with the Go-Live preparations 
 A voice for their group 

 i.e. Schedulers would ask questions that helped us 
identify changes we had to make to the TL rules being 
developed for their areas. 

 



What we learned from our training 
approach 
 We found early in go-live that we needed to put some 

restrictions around the schedules i.e. naming 
conventions 

 We needed to spend more time in training explaining 
the logistics of when to create a schedule and when to 
use what is there i.e. avoid duplication 

 We needed to put more emphasis in training about not 
changing existing schedules to meet the area’s needs 

 We needed to restrict the schedulers from deleting 
schedules already attached to employees 
 



Discussion on how schedule data impacts TL rules and payable 
time. 



Schedule Impacts on TL Rules 
1. Red Star - Default Schedule Change 

 
 Biggest reason as to why payable time was not generated during 

testing 
 Changes to the Default Schedule done at the Pay group Level 

in Absence Management prevent schedule data from being 
loaded to the PS_WRK_ADHOC_TAO table in TL. 

 Be sure that when you are in UAT or ready to go-live that the 
Default Schedules does not change.  
 If you need to make a change be sure to analyze the employee’s 

impacted by the change and have a plan in place to update the 
schedule assign table to recognize the new default schedule. 
 



Schedule Impacts on TL Rules 
1. Red Star - Default Schedule Change continued…. 

 In the sample I show how changing the default schedule in 
AM results in a disconnect on the schedule assign page. 



Schedule Impacts on TL Rules 
2. Employee on Leave of Absence will not have the 

schedule work table populated 
 Second biggest reason as to why payable time was not generated 

during testing 
 When an employee is placed on a “Leave of Absence 

WITHOUT pay”, the delivered functionality prevents any 
schedule data being loaded to the PS_WRK_ADHOC_TAO. 

 E.g. Employee put on LOA June 11/15 and returned June 17/15 
 



Schedule Impacts on TL Rules 
3. If you do not update schedules with schedule changes 

then expect BAD results. 
 TL rules require up-to-date schedule information to preform 

calculations 
 If you do not keep schedules up-to-date then expect the 

employees payable time and positive input in AM to be incorrect. 
 In TL without the updated information the schedule work 

table will not be loaded and will not pay employee’s even if 
they punch in/out 

 In AM the system element SCHED_HRS will not be populated 
meaning any takes the employee use that day will not be 
calculated correctly. 

 



Schedule Impacts on TL Rules 
4. Compressed Work Weeks and consecutive overtime 

rules 
 The Region of Peel has work arrangement’s that allow employees to 

work longer hours over the course of two weeks so that they can 
take any one day off over the 14 day pay cycle 
 This caused issues with our consecutive overtime rules because even 

though they are off that one day the day is still to be considered as a day 
worked 
 Our rules when they were originally built relied on the shift ID to determine 

what days are worked and what days were off and since this CWW day had 
zero hours attached to it the rules did not consider it a work day. 
 To get around this we created a schedule ID that started with AWW in the title and 

we referenced that in our rules to consider that day a work day even though it is 
configured to be an off day. 
 

 



Schedule Impacts on TL Rules 
5. Cross-Over Shifts and DUR on IPT 
 

 Cross-over shifts are those shifts that start on one day (e.g. June 
22nd) and end on another day (e.g. June 23rd) 
 If you notice employee’s having incorrect DUR’s set for their reported 

time check the PS_WRK_ADHOC_TAO table and see if the DUR is 
being incorrectly set by time admin. 
 At the Region of Peel we saw this issue … to resolve it I built a SQL 

that analyzed each DUR against the punch begin and punch end 
timestamps …. Depending on the Day Breaker rules attached to the 
employee’s workgroup I reset the DUR to match the Punch Begin or 
Punch END. 

 
 

 



Schedule Impacts on TL Rules 
6. Schedules with Multiple Shifts 
 

 Multiple shifts are those situations where an employee will work 2/3 
shifts in one day… 
 For example they might be scheduled to work from 9am to 5pm but the 

employee who works from 5pm to  10pm calls in sick … to keep coverage 
the employee will stay and cover the evening shift. 
 If you are building TL rules that require the scheduled hours to pay 

the employee be sure to have SUM(Sched Hours) sql included in your 
code. 
 After the administrators were brought in to build schedules they informed 

us of this situation which in turn resulted in us having to fix the TL rule 
SQL to accept the multiple shifts. 

 
 

 





One thing to Remember….. 
 If you don’t update your schedules…. 

 
 
 

 You are going to have Bad Data 
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