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Function 1 
Worksheet for Scheduling
This workbook was developed to help union locals put together various Desirable Duty Assignments (37.3.A.1) in an effort to compare to the Postal Service’s Matrixes prior to the posting of duty assignments.  It uses the Excel computer program, which is available on computers that have Microsoft Word or other Microsoft Office products.  If you haven’t used Excel before, don’t be intimidated.  The step-by-step instructions below should make it easy.

STEP-1: Before you get started, you will need the daily and weekly hours for Automated Letters, Automated Flats, Manual Letters, Manual Flats and Other operations. This information can be obtained from the USPS with Information Request Form that is provided on this CD. 

What is Other Operation? -  This refers to any operation that is not in Automated Letters, Automated Flats, Manual Letters and Manual Flats in Function-1 that a Non Traditional Schedule might be considered. 
STEP-2: Once you have the daily and weekly hours from USPS we now can begin establishing folders for each tour and required files that will be obtain from CD.
1. You will need to create three folders in my documents section of your computer.  Do not make the folders on your desktop. 

2. The first folder will be label as Office Name Function-1 tour 1 with the month and year.  Example:  if you are creating a schedule in October 2011 you would label the folder –Buffalo NY Function-1 Tour 1 Oct 2011

3. The second folder will be label as Function-1 Tour 2 with the month and year.  Example:  if you are creating a schedule in October 2011 you would label the folder – Buffalo NY Function-1 Tour 2 Oct 2011

4. The third folder will be label as Function-1 Tour 3 with the month and year.  Example:  if you are creating a schedule in October 2011 you would label the folder – Buffalo NY Function-1 Tour 3 Oct 2011

5. There are three folders and word document in this CD:

· Tour 1 Scheduler- with three files named:
Data Collection, Shift Schedule and Weekly Schedule

· Tour 2 Scheduler

Data Collection, Shift Schedule and Weekly Schedule

· Tour 3 Scheduler

Data Collection, Shift Schedule and Weekly Schedule

· Information Request for Function 1

6. Never change name of the files - If you do the workbooks will not work.
7. Copy the following three files that are in Tour 1 Scheduler folder: Data Collection Tour 1, Shift Schedule Tour 1 and Weekly Schedule Tour 1 and paste the files in folder that you named in Step 2 number 2.  Do not change the name of the files!
8. Copy the following three files that are in Tour 2 Scheduler folder: Data Collection Tour 2, Shift Schedule Tour 2 and Weekly Schedule Tour 2 and paste the files in folder that you named in Step 2 number 3.  Do not change the name of the files!
9. Copy the following three files that are in Tour 3 Scheduler folder: Data Collection Tour 3, Shift Schedule Tour 3 and Weekly Schedule Tour 2 and paste the files in folder that you named in Step 2 number 4.  Do not change the name of the files!
STEP-3: Once you have the folders completed with the require files we can now begin establishing a schedule for Function-1 
10. Start with Tour 1 - locate the folder named __________Function-1 tour 1 Oct 2011.
11. Open the workbooks named Data Collection Tour 1, Shift Schedule Tour 1 and Weekly Schedule Tour 1.
12. Locate the excel file that is now open named Data Collection Tour 1.
13. Select the tab named “Enter Data Here”

14. Click on “Enter the date”

15. Entered the date you started the scheduler
16. Hit the tab key on your keyboard - Enter the Office Name

17. Hit the Tab key - Enter Finance Number

18. Hit the tab key on your keyboard
19. In the “Automation Letters” enter the required work hours that was obtain from USPS for each day of the week.  Enter Saturday hours, hit the tab key enter Sunday hours, hit the tab key enter Monday hours, hit the tab key enter Tuesday hours, hit the tab key enter Wednesday hours, hit the tab key enter Thursday hours, and hit the tab key enter Friday hours.
20. Hit the tab key on your keyboard
21. In the “Automation Flats” enter the required work hours that was obtain from USPS for each day of the week.  Enter Saturday hours, hit the tab key enter Sunday hours, hit the tab key enter Monday hours, hit the tab key enter Tuesday hours, hit the tab key enter Wednesday hours, hit the tab key enter Thursday hours, and hit the tab key enter Friday hours.

22. Hit the tab key on your keyboard
23. In the “Manual Letters” enter the required work hours that was obtain from USPS for each day of the week.  Enter Saturday hours, hit the tab key enter Sunday hours, hit the tab key enter Monday hours, hit the tab key enter Tuesday hours, hit the tab key enter Wednesday hours, hit the tab key enter Thursday hours, and hit the tab key enter Friday hours.

24. Hit the tab key on your keyboard

25. In the “Manual Flats” enter the required work hours that was obtain from USPS for each day of the week.  Enter Saturday hours, hit the tab key enter Sunday hours, hit the tab key enter Monday hours, hit the tab key enter Tuesday hours, hit the tab key enter Wednesday hours, hit the tab key enter Thursday hours, and hit the tab key enter Friday hours.

26. Hit the tab key on your keyboard
27. In the “Other” enter the required work hours that was obtain from USPS for each day of the week.  Enter Saturday hours, hit the tab key enter Sunday hours, hit the tab key enter Monday hours, hit the tab key enter Tuesday hours, hit the tab key enter Wednesday hours, hit the tab key enter Thursday hours, and hit the tab key enter Friday hours.

28. Hit the tab key on your keyboard
29. Enter date beginning with the first Saturday of the week.  Example:  If you are working on the schedule during the month of October enter any date that starts with a Saturday.  In the month of October 2011 Saturday are on 10/1/2011, 10/8/2011, 10/15/2011, 10/22/2011 and 10/29/2011.
30. In the Review Time/Review Hours Section Monday thru Friday enter the start time for each role.  Makes sure the time is entered in hours and units.  Example if the starting time for automation letter is 8:15pm you will enter the time as 20.25
31. In the Review Time/Review Hours Section Saturday and Sunday enter the start time for each role.  Makes sure the time is entered in hours and units.  Example if the starting time for automation letter is 8:15pm you will enter the time as 20.25
32. Click on the tab “Schedule Worksheet” 

33. Click on Employee Name hit the tab key on your keyboard.
34. In “Job” there is pull down tab select the role:  example: Automation Letters, Automation Flats, Manual Letters, Manual Flats and “Other”
35. Select the desire non schedule day(s) for employee 1.  There is pull down tab on each day of the week if this is the desire day off select the word “off” for each day the employee will be non scheduled for that week.   
36. Hit the tab key unit you reached the Hours per Week Choose.  Type in hours per week or pulled down tab and then select the hours per week.
37. Hit the tab key on your keyboard
38. Select the length of lunch breaks in the pull down tab or enter .50 if the lunch schedule is ½ hour.

39. This will be repeated (number 33 thru 38) until all available work hours are used per role (Automation Letters, Automation Flats, Manual Letters, Manual Flats and “Other”. Work on one roll at time.  
40. In worksheet tab “Employee Breakdown Graph” this will show the number of employees scheduled per role.
41. The “Shift Schedule” file will break down each employee per day if they are scheduled with starting time or if they are non-scheduled.
42. The “Weekly Schedule” file will break down each employee per week if they are scheduled along with starting time or if they are non-scheduled.















