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Supervisor Workload Credit (SWC)

About Contact

The Supervisory Wordoad Credit system is used to determine the numiber of Supervisors, Custamer Service EAS-17 that aré to be autharized in post offices and carrler stations, For questions and comments regarding methadology, please, contact
SWCs are workload driven. It identifles and measures the workload of supervisors, The primary measure used Is the number and type of employees supenvised. Qrasnizational Deslon.

To report technical Issues in spreadsheel, please, contact Seunglask

These reports are not supported by the Help Desk,

[:3 Resources

1f you are experlencing Excel VBA/debug errors please follow steps in Aulo SWCs Excel lasues (1]

SWE Auto Worksheel Seplember 2020 - updated 09/02/2020

‘Note: Current file works with ACE 2 and ACE 3. Save the flie to your computer first then open [1. SWC criterin changes are now finalized and incorporated inta the new SWC workload madels,

instruction Decumentation:

* SWC Auto Workshieet Instructions ()
Updates included:

+ Adminlstrative Pest Office (APO) - For 8 SWC of APO, Remotely Managed Post Offices (RMPOS) appear In he green box outside the Form, 50 that users may selecl RMPOs as iemutely supervised Finance Unlts. If RMPOS have an F8 Postel Support Emiployee
(PSE) or clecks or rural carrlers, the counts are automatically populated, and added to APC's staffing In the appropriate items such as Rural Carriers or Window Clerks or Distribution Clerks. PMRs in RMPOs are not counted, only bargaining emplayess are
ceunted.

- Window Clerk Count- Window clerks of the selected SWC office are counted from HCES data tab, which has the most recent data of the date dovloading. Window clerks, city carriers, rural carrlers and other clerks of remotely supervised finance units and
RMPO5 are counted from MCES dats tab, also. They both were given factars of 1-1/3.

* Zone of Tolerance - 20T cell has been added next 1o the cell of number of eamed Supervisor Gustomer Service [SES), and displays YES If the office has credits within Uie Zone of tolerance range and has excessive SCS on rolls,

+ Extra SCS Positions - Right beneath the farm, if a Post Office has 35 o more eamed SCS, the number of aamed exira SCS positions at the Lead Finance level Is displayed.

Instructions for obtaining the data:

+ Open (Web Complement Information System) webCOINS al hiipi/webeolng After logon, users must manually navigate to the "HR Woiksheets Data" report, From the webCDINS homepage select "Reports’ from the 10p menu or "Summary Reports and Charts”
from the webCOINS homepage, From the Reports page select cro32 "HR Worksheets Data”

+ Select the desired Cluster, multiple Offices (hold clil key) o Office (depending on users Tevel of webCOINS access) ahd press the "Execute” button If you selecl a Cluster, pracessing ime may take several minutes,

* Click "Open” file when prompled. The report will open In Internet Explorer’s Excel HTML format.

* Retum o this Exce! spreadshzet

+ Click "Copy ¢1032 data” button in the Instruction tab or SWC Worksheet 1ab,

The remalning steps have not changed and are the same as the old version.

S All Seplember 2020 -updated 09/03/2020 v




