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. SECURITY STAFFING UNIT .
TRANSACTION CODES AND REQUIRED MENU FIELDS
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TRAN TRANSACTION NITIT
CODE NAME E|E
RESOURCE POOL GRID ENTRY
111 RESOURCE POOL ADDITION X X
114, RESOURCE POOL INGUIRY X1~ X *
(* FOR OPTIONAL STARTING POINT, ENTER RESOURCE NUMBER) .
115 RESOURCE POOL DAILY GRID INQUIRY X X C
(* FOR OPTIONAL STARTING POINT, ENTER RESOURCE NUMBER)
PLANNED ABSENCES AND POST CHANGES
210 DAILY ABSENCES 7ADDITIONAL SERVIGES : X X
250 CHECK TOUR FOR POST COVERAGE < 8 HOURS X X .
309 CHECK TOUR FOR RESOURCE POOL ASSIGNMENTS <8 HOURS [ X |- X
STAFF PLANNING GRIDS PRINT (GRID L1L )
305 PRINT - OVERTIME SUMMARY REPORT - PRELIMINARY X X
310 PRINT - DAILY GRID (* TOUR OFTIONAL) | * X
311 PRINT - DAILY GRID - POSTS ONLY (* TOUR OPTIONAL Y | * X
312 PRINT - DAILY GRID - RESOURCE FOOL ONLY - * X
. . : : ___{*TOUR OPTIONAL )
313 PRINT - DAILY TRACKING GRID - BLANK WORKSHEET ONLY w X
- : __{*TOUR OPTIONAL ) ‘
325 PRINT - DAILY ABS & ADDL SERVICE NEEDS ONLY * X
. : (* TOUR OPTIONAL ) .
(340 PRINT - CLOSED POSTS - BY DAILY DATE OR PAYROLL PERIOD XTX
375 PRINT - OVERTIME SUMMARY REPORT - FINAL ‘ X
380 PRINT - SENIORITY REPORT REQUEST ‘
381 DISPLAY - SISUABSENCES AND ADDL SERVICE CODES
382 PRINT - SISU ABSENCES AND ADDL SERVICE CODES
3863 DISPLAY -"ACTIVITY CODES
384 - IPRINT - ACTIVITY CODES
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SECURITY STAFFING UNIT

TRANSACTION CODES AND REQUIRED MENU FIELDS

Last Updated 06/27/05, 09:5;
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TRAN TRANSACTION N{T|T
CODE NAME E|lE
PRELIMINARY SISU REPORT
369 [PRELIMINARY SISU REPORT X] . X
OVERTIME UPDATE
400 [OVERTIME UPDATE _ X
DAILY ABSENCES / ADDL SERVICES TOTALS
501 ABSENCES INQUIRY X
502 CONTROL + HEALTH INQUIRY X
303 PROGRAMS + ENHANCEMENT ~ INQUIRY X
S04 INCIDENTS + OVERTINE INQUIRY X
BLANK SISU
550 [BLANK SISU
SISU REPORT RERUN
505 — |STSUREPORT RERUN X
SWAPS
716 MODIFY/CANCEL SWAP
715, UNFULFILLED SWAP
20f2
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2. Atthe 'signon‘ screen!

| SYSTEM Type FSSU ' e
PASSWORJ) 'I'ype YOUR PERSONAL PASSWORD

USERID ) Type YOUR USER, ID -

3. Depress the ENTER ke;;r'.

" FACIITY Type your FACILITY CODE and depress ENTER key, -




. TRANSACTION PROCEDURE 1
, TO RECORD AN ABSENCE (VAC,, ¥L, EXC)

Step i . . .

Record 210 Transaction Code
Record Date of Absence
Record Resource # assigned to C.O. or the C.0.'s Bid Post #.

. Step2

When the above information has been recotded on the screen, initiate information.
input by depressing the ENTER key on the terminal keyboard. The following screen

will &
appear. SECURXITY STAI‘FING SYSTEM

mu:m: masmcas m anm:riom SERVICES NEEDS. R ol
m'm oa/u/a:z : .
POST / RESOURCE NUMBER: 0004 POST NAME: KITCHEN/DINING ROOM
NAME: . :
EQUAD 04" TDUR 2 SHIFT: 06 6o TO 14100 ]
O Lt MEALS
TOUR START . END .REASON POST CLOSED IF OVERTIME ) ALLOWED

 TIME TIME . . {f IF YES) ENTER TOUR (¥ IE YES] {1 OR 2) -

. ENTER=CONTINUE TRANSACTION EEFL=MENU
Step3.

Record the C. 0 s Start Timhe
Record the C.0.'s End Time
Record the C.0.'s appropnate Absence Code (APS - AVC, )

LY

When the above information has been recorded,_ initiate mfcrmauon mput by
deprcssmg the ENTER key on the tennmal keyboard. . .

. This transaction should now be accepted by the terminal ar:d acceptance will be
indicated on the temnnal screén - L '
. 6




TRANSACTION PRO CEDU',RE I

'I'O RECORD ASSIGNMENT FROM: RESO'URCE POOL TO. POST
COVERAGE

Step 1

Record 210 Transaction Code .
Record Date of Ass1gnment ,
"Record Resource # of C.0. who will be prcmdmg post coverage

" Step 2
. When the above mfonnauon has been recorded on the : screen, mmate information
mput by depressing the ENTER kcy on the termmal keyboard, The foﬂowmg screen
. wﬂl appear: ' ) - . .
.- N SECURITY STAFFING SYSTEM
) DAILY ABSENCES aND- mnfr:m SERVICES NEEDS.

DATE: 08/14/072

‘PosY f RESOURCE NUMBER: 0004 POST NAME: KITCHEN/DINING ROGM
NAME:

thmn 04" TOUR 2 . SHIFT: 0&: 00 TO 14:00 .. '
MEALS

TOUR 'START  END: REASON POST CLOSED IF QVERTIME  pPSp - ALLOWED

| TIME TIME ' (Y IF YES) ENTER'TOUR (Y IF ¥YES) (1 OR 2)

>
a

ENTER=CONTINUE TRANSACTION PF1aMENU
,Steg3

Record the ass:gned C 0 s Start Tnno
Record the assigned C.0.'s End Time
Record the number ofithe post the assigned C.O. wﬂl cover.

thn the above mformauon has been recordéd, initiate mpu_t by dcpressiné the
EN‘I'ER key o the tezmma.l keyboard. . X . . ‘

This transaction shm:ld now be accepted by the términal and acceptance will be
indicated on the terminal screen, - S : .

‘-




TRANSACTION PROCEDURE I

TO RECORDA POST CLOSING (8 HOURS)

Step 1

Record 210 T&'ansac.ﬁon Code
Record Date Post is to be Closed
Record Number of Post to be Cloged

" Step 2

) When the z;bovc'infonnatibn has beenrecorded on thé screen, initiate informatjon
. . input by depressing the ENTER key on the terminal keyboard. The following scresn:
will appear: CL. T T | "

* SECURITY STAFFING SYSTEM )
DAILY, ABSENCES AND ADDITICNAL SERVICES NEEDS.

- - DATE: 08/14/02 T :
POST / RESOURCE NUMBER: 0004 POST NAME: KITCHEN/DINING ROOM
NAME . . L

BQUAD: 04° TOUR: 2 SHIFT: 06:00 ToO 14:00 -

Lo MEALS

TOUR START END REASON POST“CLOSED IF OVERTIME PSB ALLOWED

. TIME TIME "' (¥ IF YB§) =ENTER Tour (¥ IF YES) (1 ORr g)

L]
: ]

-

N
;

:
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TRANSACTION PROCEDURE III (Con't)

Step3 .
NOTE:

.
T

If the C.O. normally covering this postwﬂl be absent this date, you
must cnter

1, StartTlme

2. Bnd Time - .
3. Reason for Absence
4, Record thc letier Y under the Post Closed Column

If the C.0. normally covenng this post is bemg asmgned to another post
addittona.l sechc coverage, you must enter:

1. Start Time

2, Bnd Time

3. Type of Assignment (Post # coverage or appropnate additional service
_ code CDP, HPT.)

. 4. Record the Jettes Y vader the Post Closed Cofumn.

thn the above mformat:on has been recorded, initiate mput by depressing the
ENTER key on the terminal keyboard.

. Thm transaction should now be accepted by the terminal and acccptance will be
_ indicated unthetmmmal screen. )




TRANSACTION PROCEDURE IV

TO RECORD C.0.'S ASSIGNMENT TO MULTIPLE ADDITIONAL
SERVICE OR BYD ASSIGNMENTS., )

.Step1

K Record: ‘210 Transaction Code
Record Date of Assignment |
Record Resource. # of C.0. who will be prowdzng coverage

) Sten 2

. 'When the dbove information has been recorded on the screen, initiate information
input by depressing: the ENTER key on the terminal key’ooard. The following will,
" appear: * ' -
- " SECURITY STAFFING- SYSTEM '
DAYLY ABSENCES AND ADDITIONAL SERVICES NEEDS. -

DATE: 08/14/02 .

POST / RESCURCE NUMBER: 0004 ° POST NAME- mmm/nmms ROOM
‘NAME: ' )
SQUAD D4° TOUR: 2 SHIE‘I‘ os 00 TO '14: oo

'mmi START END REASCN POST CLOSED IF OVERTIME PSR ALLOWED

" TIME .TIME . . {¥ IF YEB) ENTER TOUR (Y IF ¥BS) (1 OR 3)

ENTER=CONTINUE TRANSACTION PF1l=MENU

-

Step 3
Note: For each addmonal service or post coverage asmgnment, the following
entry is netessary:
Start Time
End Time

T}rpc of Ass1énment (CDP I-IE’T Post #.

-10-




- TRANSACTION PROCEDURE IV (Con't.)

All assignment entries should be miade iri consecutive order.

_Bxample: 7:00 - 10:00 CDP
10:00 - 13:00 HTR
13:00 - 15:00 0027 (Post # Assignment) -

_ When the sbove information has been recorded, initiate input by depressing the
ENTER key on. the terminal keyboard. ’ : '

This transaction should now be accepted by the terminal and acoeptance will be '

_ indicated on the terminal screen. .

<11-




TRANSACTION PROCEDURE V

TO RECORD AC.O.. WORK]N G OVERTM ONA I’OS’I‘ OR ADDITIONAL

- SERVICE ASSIGNMENT.

Step 1

Record 210 Transaction Cods
Record Date of Assignment .
Reocord Resource # of C.0. who will be working overtime.

Step 2

. ‘When the abeve information has been recorded on the screen, initiate .mfo:mahén ’
input by depressing the ENTER keyon tht: tGImmal keyboard The following screen.

will appcar

*
A

S ' SEC‘U‘RI‘I‘Y S'J.‘AFFING- SYSTEM
DAII:‘!' ABSENC‘ES AND ADDITIONAL SERVICES NEEDS.

DATE: 08/14/02 : . .

POST / RESOURCE NUMBER: 0004 POST NAME: KITCHEN/DINING ROOM
m; ) * - » " . * ’ ) .
SQUAD: 04 TOUR:.2 SHIFT: 06:00 TO 14:00, - e et

.

TOUR START  END' REASON .POST CLOSED TIF OVERTIME  PSB

- TIME TIME . ...(¥ IF ¥ES) ENTER TOUR (¥ IF YES)

.
-

ENTERwCONTINUE TRANSACTION PF1=MENU

12 - >

"MEALS
ALLOWED
(1 OR 2}
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'TRANSACTION PROCEDURE V (Con't.

Step 3

Recoid the assigned C.0,'s Start Overtime Time
Record the assigned C.0.'s End Overtime Time
Record appropriate function assignment (Additional Service Code or Post #)
Record under the If Overtime' column the tour on which overtime is to be
. worked. | ' '

Example: Tour I Code 1
: Tour I Cods 2
';'ourIIE * +«Code3

o,
-~

. When the above information has been recorded, initiate input by dei-aressing the -
ENTER key on the terthinal keyboard. : :

This transaction should now be accepted by the terminal and acceptance will be
indicated on the terminal screen, ' )

-13.
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CLOSING THE SHIFT
‘Step 1 |

At or near the end of your shift, print the bre]jmina:y SISU (transaction code
399) for the appropriate date and tour.

Check that deﬁciencies and overtime balance.
(Deficiencies = overtime divided by 8) -

" . Ifincomect, make appropriate checks outlined in the attachment, titled "If
Consolidated SISU is wrong" located on the back page of this manual,

If correct proceed to Step 2.
. Step2 . | I -

Print transaction code 305 (overtime summary) which will show you C.O.
overtime as it appears on the chart. You must mannally add secuyity
supervisors and/or security civilians. Print 325 (daily absence-and
additional service needs) for the appropriate date and four,

_ Review both documents for accuracy. : a "
Step 3
- Sign the chart in the appropriate area,
Prepare entire packet to be presented to the Waich Commander CI‘he manually
worked chart, the 399 prehmmary SISU, the 305 overtime summary and the 325
absence and additional service needs.) .

The 599 (consohdated SISU) will print automauca.lly on tour 1 for the previons
days activities. This must be attached to'the packct of the previous day charts,

.....

. 142003
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IF CONSOLIDATED SISU IS WRONG:

Look at draft SISU from each shift to determine which shift is wrong,
Check OT against overtime summaries to determine if correct.

If OT is correct and deficiency is too high, usually they forgot to close a
post.

If deficiency is low, they did not account for 8 hours for someone.

Check 250 screen. If wrong, correct.
Check 299 screen. If wrong, correct. -~

If they are okay and show no errors, print 310 chart for the shift. Ava:ﬂab!e
resources will print out on tracking sheet. -

If no available resources, check 325 print (daily absence and service needs)
for 8 hours for each officer. If you ﬁnd C.O. entry that is not 8 hours, use
210 code to correct and re-run SISU (599¢code).

If all €lse fails, call Security Information Staffing Unit. Someone will help you

When you find mistakes, tell the shift what it was so they will know for future -
reference.

SISU Telephone Number: (518) 485-5407

If Comoliduted 222008




