	SDM-1886 PRODUCTION SCHEDULE 

Instructions


A. WHEN USED

Part II, Section 2.0 of Operations Guide.

B. GENERAL

This form summarizes for ICSD Production Services Computer Operations the production schedule for the system.  The form is designed to be completed online, downloaded, then emailed to DAGS ICSD PSB, Scheduling and Control Section, Kalanimoku B-30:  icsd.forms.psb.ctl1@hawaii.gov.  It may also be printed, signed, and sent by fax to PSB, Scheduling and Control at 586-1882 or sent via interoffice mail.  If the form is emailed, it must be emailed from an email account that is clearly recognizable as belonging to the authorized APPROVED BY USER person identified in Item #8.

C. FORM USAGE

1. HOST —  the host system that the job is to run on.   Select A, B, E, F, G or Server from the drop down menu.

2. PAGE __ of __ :  Include current page number and last page number.

3. DATE RECEIVED — Reserved for PSB.  The date the Computer Operations Scheduler received the schedule. 

4. DESIRED EFFECTIVE DATE — Reserved for PSB.  The date Production Services Branch will begin to use this schedule.   (Fifteen (15) working days from 'Date Received').

5. DEPARTMENT/DIVISION — Department/Division requesting scheduling services.

6. SYSTEM OR PROJECT NAME — Descriptive name of the system.

7. PMS CODE — The Program Management System (PMS) code assigned to this system.  In the event multiple PMS codes are assigned to a system, refer to Departmental Standards tab in the Implementation Phase for examples on how to enter PMS codes and OS Job Names that have multiple PMS codes.

8. APPROVED BY USER (NAME AND DATE) — Signature of person approving the schedule and date approval is given.

9. APPROVED BY DATA PREPARATION (NAME AND DATE) — Signature of the Data Preparation Section Supervisor and date approval is given.

10. APPROVED BY ICSD SCHEDULER (NAME AND DATE) — Signature of the Computer Operations Scheduler approving the schedule and date approval is given.

11. OS JOB NAME/HOST — The job name, following ICSD's OS Naming Conventions, that will be executed.  List the jobs by frequency and within frequency by priority.  Refer to Implementation Phase Departmental Standards for frequency codes to enter in item 11, below.  HOST- optional, if different from above schedule Host.

12. DESCRIPTIVE JOB NAME — The description of a single computer run.    Example:    Vendor Update

13. RUN FREQ — How frequently the processing is performed.  Select the code from the dropdown menu.  

DLY
Daily
Runs daily.

S-W
Semi‑Weekly
Runs twice a week.

WKLY
Weekly
Runs once a week.

W+LWM
W and on LWM
Runs once a week AND on the last workday of the month.

W+EOM
W and on EOM
Runs once a week AND on the last day of the month.

S-M
SEMI‑MONTHLY
Runs twice a month.

MTHLY
MONTHLY
Runs once a month.

LWM
Last Workday of M
Runs on the last workday of the month.

B-M
BI‑MONTHLY
Runs every two (2) months.

QTR
QUARTERLY
Runs once every three (3) months.

S-A
SEMI‑ANNUALLY
Runs twice a year, every six (6) months.

ANNLY
ANNUALLY 
Runs once a year.

On Req
On Request
Option is used whenever the DUE‑IN day and time are unknown.  These jobs will be  processed on a time‑available basis.  The PSB will try to have processing completed within three (3) workdays of submission, but PSB cannot guarantee this time frame.

SPECIAL
Special Run  
If this code is selected, comments must be made in item #20 RUN FREQ COMMENTS.  The line number of the input in Column 11 must be included and the comment must document exactly when the job to be run.  Jobs must run as soon as possible after submission but their submission times may not be known in advance.  These jobs require the approval of ICSD PSB Computer Operations Scheduler when the job is being submitted for production scheduling.  
Mon-Fri
Monday thru Friday
Runs every Monday, Tuesday, Wednesday, Thursday, and Friday.

Sun
Sunday
Runs every Sunday.

Mon
Monday
Runs every Monday.

Tue
Tuesday
Runs every Tuesday.

Wed
Wednesday
Runs every Wednesday.

Thur
Thursday
Runs every Thursday.

Fri
Friday
Runs every Friday.

Sat
Saturday
Runs every Saturday.

14. JOB SEQ — Assign each job an ascending number that indicates the sequence in which multiple jobs must execute within the run.  The sequence numbers must begin with one (1).  Jobs within the run that can execute concurrently are indicated by using the same sequence number.  Jobs that are not related to one another do not need a sequence number.  Enter "-" in the sequence column.  IMPORTANT:  Jobs that are independent of each other which access the same data sets but cannot share these data sets should not be scheduled at the same time.

Example:

JOB NAME  SEQ


EFFA1
1


EFFA2
2     Jobs EFFA2 and EFFA3 can execute concurrently after completion of job EFFA1.


EFFA3
2


EFFA4
3     Job EFFA4 cannot execute until jobs EFFA2 and EFFA3 have completed executions.


EFFA5
-      Job EFFA5 is not related to the others.  It can execute any time.

15. DUE-IN-ICSD — The day and time that input for this run is due at the Computer Center.  Refer to Implementation Phase Departmental Standards for format.  IMPORTANT:    Enter N/A if the job is being initiated by the Production Services Branch based on the results of a previous job.  However, if the initiated job does require key processing, the due-in ICSD and due-out Data Preparation sections must be completed.

16. DUE-OUT DATA PREP — The day and the time that output is due out from the Data Preparation Section.  Refer to Implementation Phase Departmental Standards for format.

17. DUE-OUT ICSD — The day and the time that output from this run is to be completed by the Production Services Branch.  Refer to Implementation Phase Departmental Standards for format.   

18. ELAPSED TIME — The clock time, measured in hours and minutes, that this job is expected to use during execution.

19. EST. NO. OF PRINT LINES — The estimated number of print lines indicated in thousands.


STANDARD FORM — The estimated number of lines to be printed on standard forms (11 x 14 1/4, one part).  


SPECIAL FORM — The estimated number of lines to be printed on special forms in each job.  Print lines are indicated in thousands.

20.
RUN FREQ COMMENTS — Comments are required if the Run Freq in item #13 is SPECIAL.  Enter the input line number in column 11 and any notes, remarks, or comments that clarify exactly when the job is to be processed.  If more space is required than provided in this area, include a note such as “Continued on next page” to indicating there are comments on the next page.
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