Updating Working Patterns (WP’s) and Absence Calendars in HR Classic

The following instructions have been designed to assist HR Classic System Administrators update their absence calendars and working patterns in preparation for the forthcoming year.

(These instructions are not for creating new or altering the working pattern, for assistance with this please refer to your manuals)

What to prepare

Before commencing it is important to ensure that there is a backup of your database available for restoration if required.

Take copies of any working pattern documents (xxx.wp) and absence documents (abscal.ini) you are about to update.

All of the following can be carried out whilst there are other users working within the system.  For them to be able to see your changes they will have to log into the system after the changes have been made.

Check within your reports you have the report named ‘Perform’.  If this is not in place contact the support desk on 01462 441902.

Have ready a copy of the forthcoming bank holidays.  A list of these can be found at http://www.dti.gov.uk/er/bankhol.htm
How to apply the changes.

Adding another year to your Absence Calendar.

NOTE: these changes can be carried out at any time however if your absence reports are reporting on the current year then these need to be applied as of the 1st of January.

Open your document called ABSCAL.INI this will be found in the root directory of HRC.

Find the months, quarters, years for 2004 (it is not necessarily the case that you will have all three).  

· Highlight and copy them 

· Paste them into a NEW document

· Carry out a find and replace of FIND 2004 and REPACE with 2005

· Highlight and copy them 

· Paste them into your ABSCAL.INI after the 2004 entries.

Example of Months, Quarters and Years.

NOTE: the following example is for a year start of 1st of January to year end of 31st December if your year starts part way through then it will need to be dealt with accordingly.

Month12004Start=2004/01/01

Month12004End=2004/01/31

Month22004Start=2004/02/01

Month22004End=2004/02/29

Month32004Start=2004/03/01

Month32004End=2004/03/31

Month42004Start=2004/04/01

Month42004End=2004/04/30

Month52004Start=2004/05/01

Month52004End=2004/05/31

Month62004Start=2004/06/01

Month62004End=2004/06/30

Month72004Start=2004/07/01

Month72004End=2004/07/31

Month82004Start=2004/08/01

Month82004End=2004/08/31

Month92004Start=2004/09/01

Month92004End=2004/09/30

Month102004Start=2004/10/01

Month102004End=2004/10/31

Month112004Start=2004/11/01

Month112004End=2004/11/30

Month122004Start=2004/12/01

Month122004End=2004/12/31

Quarter12004Start=2004/01/01

Quarter12004End=2004/03/31

Quarter22004Start=2004/04/01

Quarter22004End=2004/06/30

Quarter32004Start=2004/07/01

Quarter32004End=2004/09/30

Quarter42004Start=2004/10/01

Quarter42004End=2004/12/31

Year12004Start=2004/01/01

Year12004End=2004/12/31

Updating Yearly Totals

The yearly totals need to be updated to ensure you have them available for the current year.

To update the yearly totals you need to run the ‘Perform’ report.

· On your Menu Bar go to Reports

In the code field type in Perform or select it from the list.

Click on the Run button.

Running this report will produce a file, which once produced needs to be imported.

· On your Menu Bar go to File – Import Standard Text File

· Using the drop down arrow at the end of the File Name browse to the file perform.stf (or it may be called perform.txt) this should be in HRC\perform.stf

· For full instructions on carrying out an import of an .stf file see file import.

Adding another year to your Working Pattern

In this working example a 5 day Monday to Friday pattern has been used.

· On your Menu Bar go to Set Up – Employee Classifications – Working Patterns (some Working patterns will be directly in Set Up)

· Choose from the list the WP you require to edit

· On your Tool Bar click on Modify

· On the Working Pattern Screen click on Work Pattern Editor  (this will open a document with a list of your working pattern for the chosen pattern)

The top line will look something similar to:

REPEAT ----------WWWW FROM 1998/12/28 TO 2004/01/04

This line needs the 2004 date to be altered to 2005
REPEAT ----------WWWW FROM 1998/12/28 TO 2005/01/04

The next section is to apply the forthcoming bank holidays.

The following are for 2005 for England and Wales.  If they are suitable they can be used.

· Highlight and copy

· Paste at the end of your current pattern (do not leave a empty line)

PATTERN PP FROM 2005/01/03

PATTERN PP FROM 2005/03/25

PATTERN PP FROM 2005/03/28

PATTERN PP FROM 2005/05/02

PATTERN PP FROM 2005/05/30

PATTERN PP FROM 2005/08/29

PATTERN PPPP FROM 2005/12/26

If they are not suitable type in the required new bank holidays using the same format with differing dates.

NOTE:  For those colleges who are Term Time please contact the helpdesk directly.

For further information and support please contact the Software for People support desk on 01462 441902 or e-mail on support@hrsystems.net
