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Overview

The ‘staff credit’ system has been developed mainly to record credits for any member of staff.

In particular, ‘driver credits’ are awarded credits for various reasons and they are party paid according to these credits. Credits from jobs and trips are automatically calculated.

There are two distinct aspects to the staff credit system. 

· A generic staff credit system which can be used for all staff members. 

· A driver credit system which contains credit bonus evaluation which feeds into the generic staff credit system.

This document sets out the details of how the staff credits work. 

Staff Credits Types
A credit can be either…

· Credit – a credit point which is later translated to money

· Money – an actual money value

A credit can be …

· Bonus Qualifying (Points Credit - Awarded as a part of the bonus calculations)

· Awarded (money or credit)

· Deducted (money or credit)

Where credits are mentioned in this document without the prefix ‘money’, points credits are being referred to.

Most credits are credit types and are awarded.

An example of a Bonus Qualifying Credit is for a service or material on a job or for the job collection itself.

An example of an Awarded Credit might be for waiting time or yard work.

An example of a Money Credit might be where someone has to be reimbursed for an expense.

Credits are created either…

· Individually – Typically by a depot manager or HR staff

· Batch -  From job data for any given month

A credit can be cancelled up to the point that it is processed (paid out).

Note : 

· A job which has been cancelled does not pass any further down the workflow stream. 

· A job which does not have weights is ignored (until it has weights). 

· A tripless job will not be considered for credits because it has no driver. A tripless job is created by admin staff and is not related to a driver or trip.

· A job can also be marked to be non qualifying (JOBDriverSuppressCredit)
Driver Credit Workflow

1) Checking Job Data. When job data has been collected (the jobs have been ‘driver returned’) we will know enough about the job to award credits. 

The drivers and depot managers will be able to list their jobs from the recent month to see what credits might potentially be generated. At this stage, any anomalies might be investigated and any incomplete jobs can be chased up. 

2) Creation. When depot managers are happy with the pending credit report, they will create a batch of credits from the jobs and trips. When this happens, the job and trip are marked as being ‘credited’. This means that if there are any straggling jobs from a previous month (maybe the weights had not yet been entered when the previous credit batch was run) then these can be picked up during the following month’s staff credit creation.

2) Approval. When the area managers are happy to approve staff credits, they mark the credits as being ‘approved’. If the user who creates a credit also has approval rights then the credit will automatically be marked as approved.

3) Manual Additions. A depot manager can add any credits manually which are not auto-generated from the jobs. This might include petty cash (money credit) claims or credit for washing vehicles etc.  Also, outside of the depot manager / driver world, other managers in the business might also be able to create credits for their staff members.

4) Bonus Evaluation. A payroll person will run the bonus evaluation for a working month. This works out the credits earned from the driver’s jobs and also works out the credit bonus threshold and the top gun threshold. These job credits do not have further place in the workflow and from the results a single bonus (money) credit is created for each driver and also a top gun credit where applicable.

5) Payroll Tweaking. The HR/payroll department will run a report to list approved credits for any given staff member for the pending payroll month. The HR personnel should also have permissions to create or cancel a credit.

5) Payroll Processing. When the payroll person is happy with the credits for the pending month, they will run a routine to mark all credits for that month as ‘processed’. Once a credit has been marked as ‘processed’ it can no longer be cancelled. Certain users can go back in time and list credits for any given payroll month. 

6) Freezing. The payroll month is then ‘frozen’ by the payroll person. No more credits can be ‘processed’ for this payroll month.

Credit Weighting & Calculations

There are existing fields in the materials and services tables which give a credit weighting for each material/service for the creation of credit batches. Each collection has a weight = 1.

	Credit Source
	Weighting Field
	Calculation

	A Job
	n/a
	1

	Job Material
	MATCreditFactor
	Qty x NMF x Weighting x 0.00142857

	Job Service
	SERCreditFactor
	Qty x NMF x Weighting x 0.00142857


* 0.00142857 = 1/700

Working Out - Bonus & Top Gun

Bonus Qualifying Credits are not translated directly to money. Instead they are evaluated. A driver must reach the bonus threshold for the working month to be paid anything from their qualifying credits and they might also be paid a top gun credit.

Note: The following terms should be understood.

· Working month : The month in which a job is done

· Payroll month : The month in which a credit is paid as money

The bonus evaluation loops through the driver’s jobs for a working month and for each vehicle used in a day, a bonus threshold is retrieved for that vehicle. Each vehicle has a vehicle type…

(tb_VEHVehicle.VEHType = tb_VHTVehicleType. VHTIDNumber)

Each driver has a driver plan…

(tb_ACTActor. ACTDriverPlan = tb_DVPDriverPLan.DVPIDNumber)

From the above links, we can work out the DVPTopGunCredit and DVPTopGunThreshold for each driver from their driver plan.

For each vehicle used in the working month we get the daily bonus threshold for any [driver plan / vehicle type] combination. This data is stored in a matrix tb_VCMVehicleCreditMatrix.

We add up the bonus threshold to reach a total number of credits that the driver is expected to accumulate. We then add up the actual credits accumulated for the working month. If the driver has achieved the bonus threshold then they are paid for any credits above the threshold.

Additionally, if the top gun threshold is reached then we pay them a top gun credit.

Simple math example…

Driver A worked 10 days in the working month. According to their driver plan and vehicle type, the daily credit threshold is 12. The bonus threshold is 120 (10 x 12)
The total credits accumulated from those 10 days is 200. Therefore, they will earn 80 credits (200 – 120).

Their top gun threshold is 60 which is added to the bonus threshold (120 + 60 = 180) which they have exceeded by 20. Therefore they are paid the top gun credit which is a set value of lets say 10. 

In the above example, the driver will have earned (80 + 10 = 90) 90 credits which will be converted to money for the payroll.

So for the driver’s many Bonus Qualifying Credits which were generated for the working month, only one or two (top gun) money credits will be created for each driver. The bonus credit is always created, even if it is zero. The top gun credit is only created if the driver has earned it.

Note : where a driver used two different vehicles on the same day, the daily threshold used is the higher of the two.

Converting Credits to Money
When the payroll person evaluates the credits, all credits which are ready to go (approved but not on hold or cancelled) will be translated into money. Money credits are already defined as money types and are not affected. All credit types need to be converted to money values.

All members of staff have a credit scale. Typically this is 7 (1 credit = 7 pounds) but this is configurable. Each member of staff has a credit scale.

tb_ACTActor.ACTCreditScale = tb_SCSStaffCreditScale.SCSIDNumber
The credit factor is stored in tb_SCSStaffCreditScale.SCSCreditValue.

Bonus Evaluation is available to users with the ‘Staff Credit Processing’ permission.
Cancelling & Putting On Hold

Depending upon the user’s permissions, a credit can be put on hold. This means that the credit’s movement in workflow is arrested temporarily. A reason is required when putting the credit on hold. When the credit is taken off hold then it is released back into workflow.

Depending upon the user’s permissions, a credit can be cancelled. This means that the credit’s movement in workflow is arrested permanently. A reason is required when cancelling a credit. 

Putting a credit on hold or cancelling a credit is only possible up until the moment when the credit is ‘processed’. After the credit is processed it cannot be altered.

Actor Permissions

The permissions structure in Zeus provides several permissions which will determine what a user can and cannot do in Zeus. These permissions control the user’s rights to…

· Staff Credit Creation    

· Staff Credit Modify      

· Staff Credit Approval    

· Staff Credit Put On Hold     

· Staff Credit Cancel      

· Staff Credit Processing
Credit Types
The table tb_SCTStaffCreditType described the nature of any credit. Every credit has a type tb_SCRStaffCredit.SCRType = tb_SCTStaffCreditType.SCTCode.

Here is an explanation of how some of the type fields work…

· SCTIsNegative : Is this a negative credit (T/F). Most credits are not negative.

· SCTIsMoney : Is it money (T/F). if not it is a credit type.

· SCTForBonusEvaluation : Is this a bonus qualifying credit? (T/F).

· SCTCanBeAwardedManually : Can the credit maintain screen be used to manually credit a credit (T/F).
Freezing the Payroll Month
The payroll month can be ‘frozen’ when there are no more calculations or changes to be made. When this happens, no more credits can be processed for that payroll month.

A simple control screen enables the payroll person to do this. There is also an UnFreeze function just in case a mistake has been made.

The freezing data is stored in tb_SCFStaffCreditFreeze.

Freezing / UnFreezing is available to users with the ‘Staff Credit Processing’ permission.

Payroll Workflow
The payroll person is not interested in raw credits. It is up to the various department administrators to generate and approve the credits.

The payroll person can do the following…

· Evaluate driver credits (convert them to money)

· Turn all raw credits into money

· ‘Process’ all money credits for a payroll month

· Freeze the payroll month

The driver evaluation routine also converts any other raw credits to money so this is a one button operation and is administered from the credit control screen.

When the payroll person is ready to pay money to staff members they will ‘process’ the credits which are waiting to be processed. The ‘process’ process is a way of marking the credit as having been paid.

To make sure that nobody else tries to process any other credits for the payroll month, the payroll month is frozen from the control screen.
Page 1 of 6

[image: image1.jpg][image: image2.jpg]