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Chapter

Introduction

Mercury Time Management budgets time against bodies of work within
Mercury IT Governance Center. Actual time spent on these bodies of work can
be entered, reviewed, approved and reported on. Time Management integrates
information from Requests, Packages, Tasks and Projects to quickly determine
how estimated time and costs relate to the actual time and costs.

Use Time Management to:

e (Create Work Allocations.

e C(Create, update and release Time Sheets.
e Review and approve Time Sheets.

o Freeze and close Time Sheets.

About This Document

This guide describes how to navigate and use Time Management. Each chapter
covers a specific topic on navigation or usage:

Key Concepts Defines key terms and concepts concerning Time
Management.

Process Overview  Shows the basic steps of the Time Management
process.

Configuring the Time Details how to add the Time Management Dashboard
Management page to a Dashboard.
Dashboard Page

Introduction 1
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Entering and Gives step-by-step procedures on how to create and
Updating Work update Work Allocations.

Allocations

Entering and Provides the step-by-step procedures to create and
Releasing Time release Time Sheets.

Sheets

Reviewing and Details the review and approval processes for Time
Approving Time Sheets.

Sheets

Freezing and Shows how to freeze and close a Time Sheet.

Closing Time Sheets

Time Management  Lists the Time Management Portlets.
Portlets

Time Management  Defines the Time Management reports.
Reports

Intended Audience

The intended audience for this document includes:
e Users of Time Management
e Managers who create and manage Time Sheets

e Business users responsible for reporting on Time Sheets

Document Conventions

Table 1-1 lists the types of conventions used in this document.

2
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Table 1-1. Document conventions

Convention

Description

Example

Button, menu, tabs

Names of interface components that can be
clicked (such as buttons, menus, and tabs)
are shown in bold.

Apply button

Fields, Windows, Pages

Names of windows, fields, and pages are
shown as displayed.

New Request window

examples of related procedure.

Code Code input and output are shown as CauchoConfigFile
displayed. C:/ITG_Home/conf/
resin.conf
Link Linked URLSs, filenames, and cross references | www.mercury.com
are shown as blue italicized text.
Variable Variables are shown as italicized text. ITG_Home/bin directory
Note Used to identify note boxes that contain
additional information.
Caution Used to identify caution boxes that contain
important information. Follow the instructions
in all caution boxes, failure to do so may result .
: Caution
in loss of data.
Example Used to identify example boxes that contain

Excmple

Additional Resources

Mercury Interactive provides the following additional resources to help you
successfully use Mercury ITG Center:

e Related Documentation

e  Customer Support

o FEducation Services

Introduction 3
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Related Documentation

The Library includes additional documents related to the topics discussed in
this guide. Access the Library through the Mercury ITG Center online help.

Using the Dashboard This document provides details on using and
configuring the Dashboard.

Configuring Time Management  This document provides administrative information
and processes for Time Management.

Customer Support

Customer support and downloads for Mercury ITG Center and additional
product information can be accessed from the Mercury Interactive Support
Web site at http.://support.mercuryinteractive.com.

Education Services

Mercury Interactive provides a complete training curriculum to help you
achieve optimal results using Mercury I'T Governance Center. For more
information, visit the Education Services Web site at http://www.merc-
training.com/main/ITG.

4 Introduction
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Chapter

Key Concepts

This chapter discusses the key topics and concepts relating to Time
Management. Understanding these concepts and terms is necessary when using
Time Management.

This chapter covers the following topics:

Work ltems

“Work Items” on page 5

“Work Allocations” on page 6
“Resources” on page 7

“Time Sheets” on page 8

“Activities” on page 9

“Charge Codes” on page 10

“Period Types and Periods” on page 10
“Delegations” on page 11

“Override Rules” on page 12

A Work Item is the entity that time is entered against, such as a specific Project
or Task. Whether budgeting time or entering time, an entity is required to
budget the time against or enter the time against. A Work Item can be any of
the following:

A Request in Demand Management.

A Package in Change Management.

Key Concepts 5
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e A Project or Subproject in Project Management.

e A Task in Project Management.

e A Miscellaneous item from the Time Management Validation list, such as
meetings and vacations.

Work Items typically require significant time and effort, involve one or more
Resources and usually span multiple process steps. Time Management allows
an individual Project Task, Project or Subproject to be Work Items. By
allowing Project Tasks, Projects and Subprojects to be Work Items, time spent
at a granular Task level can be tracked as well as at the Project level.

Figure 2-1 displays the Time Sheet Details page with Work Items and Work

Item Types.

¢ Enter Time

Resource:  John Smith

Period: 01/01/04 - 01/15/04

Description: [john_smith - 01/01/04 - 01/15/04

O Notes | Transaction History | Approval Details |

& printable Version

Time Sheet #: 2
Status: Active

Cancel Time Sheet

all Times are in Hours
Work Item Work Item  Work Item Set Work Item Description  Current Actuals Details Period | Thu  Fri  Sat  Sun  Mon
Type Budget To Date Total UL 12 1/3 1f4 148
I~ [request =] [30036  [iE] DEM - Applic...  Boromir application miss... H O wi(le [ [ [ [
™ [Package =] [s0015 | [EE] DEv » TEST »... LotRz.2 software package... # o o I I 'k T
I [Task =] [Getring | [EE] onering OneRing > Get Ring H O 2| 1 I I I 1
™ [Project =] [onering | ] onering oneRing # @ o I I 'k T
I [misc =] [Meetings | ] misc. 1tems Meetings H O | I 1 I F 1
© [Request =] [ # o o [
Resetin Saved New Lines: | | Totals: a2 | ° 8 ° 0 8 8
T ——|
save Release ctancel |

Figure 2-1 Time Sheet Details page

Work Allocations

A Work Allocation is the amount of time budgeted to a Work Item. Work
Allocations allow Managers and Planners to assign a specific amount of time
to any given Task. Work Allocations also allow the Resources to see the time
assigned to Task. Figure 2-2 displays the Created Work Allocation page.

Work Allocations can also be assigned Charge Codes, allowing time worked
on a Work Item to be charged back.

6
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Resources

& Created Work Allocations

|
Work Work
Item Item
Type
o Mis Mestings
[ Packags 30010
[ Project  Softwsrs ...
[ Requsst 30040
o Task Eost-Writ...
Check All

[ Export Data to Excel

Work Item Description
Set

Misc. Itens  Mestings

Deploy Sof...  Newfils.2ip needs to b...
Software R.. Software Release 5.5
Enhancement Uparade to Sales Appli...

Sales Syst..  Salss Systsm 2.3 Docum...

Create Allocations

Original | Current
Bd, Bdgt
(Hrs) (Hrs)
200.0 200.0

20.0 20.0
18000 1800.0
100.0 100.0

200.0 200.0

Done

Figure 2-2 Created Work Allocations page

Actuals
To

date
(hrs)
4.0

0.0

0.0

0.0

0.0

Standard
Discount
%o

5.0
5.0
5.0
5.0

Billing
Discount
%

5.0
5.0
5.0
5.0

Showing 1 to 5 of 5

Delete Close Details

In use i 8 &

o &l $l

r
r

- ol &l $l
r ol &l $i
r

aamon

ol & $l

Showing 1 to 5 of 5

A Resource is an individual user who performs work on a Task. Resources are
assigned to specific Work Items and have attributes, such as Manager, and
have a Cost Rate.

Managers and Planners enter Work Allocations for a Task. Resources enter the
actual time spent on a Task using Time Sheets. Figure 2-3 displays the Modify
Resources page.

A Resource must be a valid User.

Resources used in Time Management are defined by the Resource

Management and Project Costing functionality.

Time Management-specific features of Resources are configured in the Time
Management Settings window in the Workbench.

Key Concepts 7
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<& Modify Resource: John Smith

¥iew Resource
Resource Information Save Cancel
Full Name John Smith Start Date: 1/7/04 End Date: 3/31/04

“First Name: Dohn

Cost Rate: $ 75 /hour
*Last Name: Smith

Title: [Developer =] Capacity:  [100 % for workload assignments

Email: [ismith@corpany .com | Department: [15 <]

Phene Number: [(4087543-1234 Location: [The Marina =]

Direct Manager: [admin User @l category:  |Full Time Emplayes =]

Org Unit Name Type Manager skill Primary  Proficiency Level
This Resource does not to belong to any Organization T 70 G w8 Sl SRt

currently.

Add skill: [Developer E [Level 5 | [ Ada

Modify Calendar for this Resource (Workbenchi

Maodify User Information for this Resource (Warkbench)

Wiew Organization Model
Modify Time Settings (Workbench

Save Cancel
Figure 2-3 Modify Resources page

Time Sheets

A Time Sheet is a basic entity in Time Management systems. Time Sheets are
an aggregation of the time worked by a specific Resource for a specific period
of time on one or many Work Items. A Resource enters time details at a
granular level, such as for a Work Item, Activity, and Day. Review and
approval processes are also performed at the Time Sheet level.

Figure 2-4 displays a Time Sheet.

C The Enter Time page is the Time Management Time Sheet.
Note

8  Key Concepts
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Activities

¢ Enter Time

Resource:  John Smith Period: 01/01/04 - 01/15/04 Time Sheet #: 2
Description: [john_smith - 01/01/04 - 01/15/04 Status: Active
O Notes | Transaction History | Approval Details| 5 printahble version Fesctivate Time Sheet| | Cancel Time Sheet |

Time Sheet Details

All Times are in Hours

Work Item Work Item  Work Item Set Work Item Description  Current Actuals Details Period | Thu  Fri  Sat  Sun  Mon

Type Budget To Date Total UL 12 1/3 1f4 148
I~ [request =] [30036  [iE] DEM - Applic...  Boromir application miss... #oEms w|lf [ [ [ [
™ [Package =] [s0015 | [EE] DEv » TEST »... LotRz.2 software package... # o o I I 'k T
I [Task =] [Getring | [EE] onering OneRing > Get Ring HOs 2| 1 I I I 1
™ [Project =] [onering | ] onering OneRing # o | [ Ik O
I [misc =] [Meetings | ] misc. 1tems Meetings HOs | I 1 I F 1
© [Request ] [ sos o [ [ [ [ [ [
Remove Lines| [Restwswsdl  NewLines:| | (4]  Totalss 32| ° ° ° ® % B

T ——|
save Release ctancel |

Figure 2-4 Enter Time page

An Activity is a categorization of the type of work performed against a Work
Item, such as design work or documentation. In addition to tracking the total
time spent on a given Work Item, Time Management also tracks how much of
the time was spent performing different Activities. When using Time
Management, the application administrator sets up a list of Activities an
organization uses to categorize actual time. An Activity Details page is illustrated
in Figure 2-5.

Activity Details

Resource: John Smith  Period: 01/01/04 - D1/15/04

Work Item Type: Request Work Item Set: DEM - Application Enhancerment
Work Item - Description: 30036 - Boromir application missing GUI

Time Sheet #: z

All Times are in Hours

Activity Name  Period| Thu Fri Sat Sun Mon Tue Wed Thu Fri Sat
Total| 171 1/2 173 1f4 1/s 16 17 1f8 1/9 1[10

gvpriatcwunctiunal P | | | | | | | | | ! |
0P | ] ] e | e )
Write Software 4 rl—l—l—l—l—l—l—l_l_l_
o e e o e

Write Test Plan

]

Run Tests zlz—l—l—l—l—l—l—l_l_l_l_
Bug Fixes zlz—l—l—l—l—l—l—l_l_l_l_
Total: 10 8 2 ] 0 0 o o o o @

4 | »

Done Cancel
Figure 2-5 Activity Details page

Key Concepts 9
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Charge Codes

A Charge Code is the representation of the internal or external customer who is
billed for the cost of a Work Item. In some organizations, actual time is used as
information for billings or charge backs. After a Work Item is entered, actual
time is entered against the Work Item. This generates a cost which is billed to
the internal or external customer.

While Time Management does not explicitly perform this charge back or
billing function, it can specify the internal or external customer as a Charge
Code. This enables the creation of links between Work Items and charge
accounts, allowing time information to be extracted for billing systems.
Figure 2-6 shows a Charge Code for the Project.

Work Item Type: Project
Work Item Set:  OneRing
Work Item: OneRing

Description: OneRing

¥ allow User to Update Charge Codes

[” tharge Codes are Required on Time Sheet

Charge Code: [22345 |

Charge Code Name Description Charge Percent

o Wark Allacation Chargs Codes

Figure 2-6 Work Allocation Charge Code Information page

Period Types and Periods

Period Types specify the different types of intervals for which Time Sheets
record information. Supported Period Types include:

e Weekly
A seven day period. A start date must be specified for this Period Type.
The default is Monday.

e Bi-Weekly
A fourteen day period. A start date must be specified for this Period Type.
The Default is Monday.

e Semi-Monthly
Breaks the month into two halves:

10 Key Concepts
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o 1st-15th
o 16th-end
e Monthly

From the 1st to the end of the month.

A Period (Time Period) is the actual dates of a Period Type, such as “05/01/02
- 05/15/02” for a semi-monthly Period Type. Time Sheets display each day in
the Time Period. Figure 2-7 shows a Period on a Time Sheet.

Time Management supports one or more Period Types. For example, non-
exempt employees could be assigned a Weekly Period Type but exempt
employees could be assigned a Semi-Monthly Period Type.

¢ Enter Time

Resource:  John Smith

Period: 01/01/04 - 01/15/04

Description: [john_smith - 01/01/04 - 01/15/04

O Notes | Transaction History | Approval Details |

& printable Version

Time Sheet Details

Time Sheet #: 2
Status: Active

Cancel Time Sheet

All Times are in Hours

Work Item Work Item  Work Item Set Work Item Description  Current Actuals Details Period | Thu  Fri  Sat  Sun  Mon

Type Budget To Date Total UL 12 1/3 1f4 148
I~ [request =] [30036  [iE] DEM - Applic...  Boromir application miss... H O wi(le [ [ [ [
™ [Package =] [s0015 | [EE] DEv » TEST »... LotRz.2 software package... o o I I 'k T
I [Task =] [Getring | [EE] onering OneRing > Get Ring H O 2| 1 I I I 1
™ [Project =] [onering | ] onering OneRing o o I I 'k T
I [misc =] [Meetings | ] misc. 1tems Meetings H O | I 1 I F 1
© [Request ] [ | o [
Resetin Saved New Lines: | | Totals: a2 | ° 8 ° 0 8 8

T ——|
save Release ctancel |

Figure 2-7 Enter Time page

Delegations

A Delegation is where one Resource (delegatee) is assigned the functionality
of another Resource (delegator). Delegations have specific start dates and end
dates and are intended to be temporary re-assignments.
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A manager who normally approves Time Sheets is going on vacation for a
week. That manager can delegate to a subordinate the task of approving and
rejecting Time Sheets while the manager is on vacation.

A delegatee can perform the following actions on behalf of the delegator:
e Approving and rejecting Time Sheets

e Freezing and closing Time Sheets

e Editing and submitting Time Sheets

To perform these operations, the delegatee must have the proper Access
Grants. The Access Grants are not inherited when the delegation is made.
Additionally, Charge Codes access is not transferred from the delegator to the
delegatee.

A Resource designated as a Manager can also perform implicit delegations.
Managers are able to edit Time Sheets of their direct reports, provided they
have the Edit Time Sheet Access Grant.

Figure 2-8 illustrates a delegation on the Time Sheet Approval Details page.

Resource: John Smith Time Period: 01/01/04 - 01/15/04
Time Sheet #: z Status: Active
Description: john_smith - 01/01/04 - 01/15/04

Time Sheet Approver: Resource: Admin User

Billing Approver: Resource: Admin User

Resource Relationship

Admin User

Resource Relationship

Admin User

Figure 2-8 Time Sheet Approval Details page

Override Rules

Override Rules are designed to “override” default cost rates and other default
cost related attributes. All Override Rules consist of two parts:

e Dependencies
The attributes required to initiate an Override Rule.

12 Key Concepts
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e Results
The resulting action when an Override Rule’s dependencies are met.

For example, all time worked on a specific Project (the dependency) sets that
time worked to a specific cost rate (the result). Override Rules are set in the

Override Rule window of the Mercury IT Governance Workbench, as shown in
Figure 2-9.

Override Rules are applied to the individual lines of a Time Sheet. When the
line of a Time Sheet meets the dependencies of an Override Rule, the Override
Rule’s results are initiated for that line item.

Qi Override Rule : Finance Enhancement Request =lolx|
Override Rule Mame: |Finance Enhancerment Regquest

Description: |Overriue Rule far Enhancerments requested by Finance

Enabled: & Yes " ho

D
Wiork ltern Type: |Request j
Wyork ltem Set: IDEM-Applmatmn Enhancement
Waork ltern: [ 30038
Cepartment {of Resource) IMamufamurmg
Title: |Deve|uper j
Resutt
Time Sheet Approver: IResnurne L“.Jnhm Smith (&0
Billing Approver. IResnurne LI I.Jnhm Smith (&0
CostRate g [7s

Charge Codes are updateable: [Ves hd COwerride Resource Charge Codes: |Mo hd
Charge Codes are required: |Ves hd Cwerride Work Allocation Charge Codes: |No hd

Charge Cack

Charge Cotle Percert Daseription Charge Codle Category Enahlzd

100.0 Boromir Charge Code Number Billable

PMew Delete

Ok Save Cancel

I‘Save" Successiul

Figure 2-9 Override Rule window
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Chapter

Process Overview

This chapter details the Time Management process steps. Time Management is
designed to follow a standard process.

This chapter covers the following topics:

Time Management Process Overview

Entering Work Allocations

Entering Time Sheet Information

Approving Time Sheets

Freezing Time Sheets

Billing or Charging with 3rd Party Application
Closing Time Sheets

Time Management Process Overview

Time Management is designed to follow a standard process. Figure 3-1
illustrates the Time Management process.

The Time Management Process:

1.

2.

Entering Work Allocations
Managers or planners budget time for a specific Work Item.

Entering Time Sheet Information
Resources enter and update actual time on a Time Sheet. Time Sheets are
then Released or Cancelled.

Process Overview 15
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e Cancelling Time Sheets
Resources can cancel Time Sheets.

3. Approving Time Sheets
Released Time Sheets are reviewed. A reviewed Time Sheet is then
Rejected (returned to the Resource) or Approved.

4. Freezing Time Sheets
Approved Time Sheets are Frozen. Freezing a Time Sheet allows for data
extraction and reporting to begin.

5. Billing or Charging with 3rd Party Application
Extracted data can be sent to 3rd Party financial applications.

6. Closing Time Sheets
Once a Time Sheet is frozen, data extracted and other external activities
completed, the Time Sheet is closed and final reports can be generated.

Reject
Entering Work Entering Release . Approve .
Allocations Time Sheet T'iar‘rﬁ’grgxg‘egts Tirirgeszr:g%ts
(Optional) Information
Freeze
Billing or
Cancelling Charging with
Time Sheets 3rd Party
Application
(Optional)

Closing
Time Sheets

Figure 3-1 Time Management Process Overview

Entering Work Allocations

Managers or planners can create Work Allocations. Work Allocations specify
the amount of time to be spent on a Work Item. Managers or planners also
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specify which Resources can allocate time on a Work Item and where to
charge the time worked.

Based on system configurations, Work Allocations might or might not be used.
See “Entering and Updating Work Allocations” on page 23 for more
information.

If Work Allocations are not used, Time Management is simply used to track
actual time worked.

Entering Time Sheet Information

Individual Resources create and update Time Sheets. These Resources specify
which Work Items were worked on in a given Period, how much time was
spent on the Work Item, and (optionally) what types of Activities were
performed. See “Entering and Releasing Time Sheets” on page 39 for more
information.

Cancelling Time Sheets

Individual Resources cancel Time Sheets. Only ‘Active’ Time Sheets can be
cancelled. Once a Time Sheet has been cancelled, it cannot be reopened or
updated. See “Cancelling Time Sheets” on page 56 for more information.

Approving Time Sheets

Once a Resource has entered and released a Time Sheet, other individuals need
to review and approve the Time Sheet. If approved, Time Sheets move forward
to the final steps in the process. See “Reviewing and Approving Time Sheets”

on page 63 for more information. If rejected, the Time Sheet goes back to the

original Resource for updating or additional justification.

Freezing Time Sheets

Even after a Time Sheet is approved, a period of time can be allowed for
additional updates and re-approvals. However, at some point, the Time Sheet
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will 'freeze'. This allows actual reporting on the Time Sheet’s information or
extracting the information for a billing or financial system. See “Freezing and
Closing Time Sheets” on page 69 for more information.

Billing or Charging with 3rd Party Application

After a Time Sheet is frozen, costs can be generated to bill an internal or
external customer. While Time Management does not explicitly perform this
billing function, it does create the links between Work Items and Charge
Codes. This allows time information to be extracted for use by third party
financial applications.

Closing Time Sheets

Once a Time Sheet has been frozen, and data extraction or other external
activity performed, the Time Sheet is 'closed' and its status is update for
reporting purposes. See “Freezing and Closing Time Sheets” on page 69 for
more information.

18 Process Overview



Tracking Your Time (Time Management)

Accessing

Chapter

Configuring the
Time Management Dashboard Page

This chapter details common user procedures for Time Management. Once
Time Management is activated on a system, the Time menu is accessible and
the Time Management Dashboard page can be added to the Dashboard.

This chapter covers the following topics:
® Accessing the Time Management Menu Group

e Setting Up the Time Management Dashboard Page

the Time Management Menu Group

Time Management process steps are performed using the menu items of the
Time menu. Once Time Management is activated on a system, the Time menu
automatically appears on a Dashboard’s Menu bar. Figure 4-1 displays the
Time menu.

ElTime

ElTime Sheets
Create a Time Sheet
Approve Time Sheets
Close Time Sheets

Elallocations
Create Allocations

Figure 4-1 Time menu
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If Time Management is activated on a system, and the Time menu is not
Note present, refresh the Dashboard. If the Time menu is still not present, see the
application administrator.

Setting Up the Time Management Dashboard Page

This section details the steps required to add the Time Management Dashboard
page to a Dashboard. The Time Management Dashboard page comes with a
seeded set of Portlets and can be personalized by the owner of the Dashboard.

To add the Time Management Dashboard page to the Dashboard:

1. Logon to the Dashboard.

MERGURY
rd - Front Page

GVErlnal
welcome < ‘
John Smith Front Page
[ ¢, Dashboard - Front Page [Personalize This Page |
El Dashboard
. Package List (Expanded) 2] Ea %
T a— Pkg#  Workflow Priority  Description assigned To I[I:fitated Created By
30023 Design Review 2 Low Design Revisw of 5.5 Jahn Smith 1414704 Jahn Smith
(BRI Release Documentation
30028 Design Review Low Test Design Review of the  John Smith 1414704 Jehn Smith
FResource Beta Test Plans
30025 Dac Warkflow Normal  Mew Dac Warkflaw Rosis Cottan 1/9/04 Jahn Smith
Bl Cost
30025 Doc Warkflaw Mormal  Documentation Review Rosis Cottan 1/9/04 Jahn Smith
El pemand wiorkflow
30022 Review Sequence  Low Review Process Jehn Smith 1/9/04 Jehn Smith

FTeam Manager
Showing 110 5 of 18 1 Maimize

¥l portfolio M
EHprMo Request List (Expanded) i e %
BlTime Req Request Type Description Status Assigned To Priority Created By
ElTime Sheets v
Eronio o T Shos 300 Enhancsment Upgrads to Salss New High johnsmith
. application is neces...
AR M EEE 30039 DEM - Legolas logon too slow New Merry Low john_smith
Close Timns Shests Application... Brandybuck
Elallocations 30038  DEM - Need the Gimli module New Rosis Cotton Low john_smith
Create allocations Applicatian... . .
30036  DEM - Boromir application New Samwise Low john_smith
[ T - Application... missing GUI Gamgee
30035  DEM - Need Elrond moduls New Merry Hormal john_smith
Fl Settings Application... Brandybuck

2. On the Dashboard page, click Personalize This Page.

The Personalize: Dashboard page opens.
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Add a Dashboard page button

¢ Perspnalize: Dashboard

Done

Add a Dashboard Page

Front Page

Page Name: [Front Fage Save

Move Portlet:

|Pa:kage List (Expanded) Edit| m|
|Request List (Expanded) Edit] m|
|My Tasks Edit| m|

Add a Portlet

Move Portlet To Page:

j‘

Done

3. Click Add a Dashboard Page.

The Add Dashboard Page opens.

4. Select the Time Management radio button.

Add Dashboard Page

Add a single blank Dashboard Page, or a pre-defined Dashboard Template which may contain multiple pages.

Dashboard Pages

€ Blank Dashboard Page With » blank dashboard page, you can create a page that has a unique

“Page Name: [ callection of portlets suited to your needs.

Template Name Description

€ Dsmand Manager

This page template contains the default set of portlets for an organization's
Demand Manager.

€ Program Manager This page template contains a list of portlets useful to a Program Manager.

@& Time Management

This page tsmplate contains the default set of partlsts for & manager of &
team's demand,

This page template contains portlets for @ new Time Management user.

Add Cancel

Time Management entry

5. Click Add.

The Personalize: Dashboard page reloads with the Time Management
Dashboard page.
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& Personalize: Dashboard

Time Management
Dashboard page
selected. d 2 Dashboard Page

e E
Front Page Time Management

Done

Page Name: [Time Management Save

Move Portlet:
‘My wiork Items | |
A

‘My Time Shests | -l >
hd
Add a Portlet
Copy Portlet

Move Portlet To Page:

Front Page -
Move

Done

6. Arrange the Time Management Dashboard page.

The Time Management Dashboard page can be moved using the arrow
buttons on the tab.

7. Click Done.

The Time Management Dashboard page is added to the Dashboard.

vard - Time I

welcome © FrontPane | Time Mansgement |

John Smith
oo b 0 &> Dashboard - Time Management Personalize This Page |
Elpashboard
Fersonalize Dashboard
o Item Item Set Work Item Description Period Type Current Current Al
My Pages Type Period Budget Periods
Front Page (Hrs) (Hrs) (Hrs)
Time Management Request  DEM - App... 30034 Aragorn application Semi-Monthly 18 200 18
missing...
[ Create Request  DEM - App... 30035 Meed Elrond module Seri-Manthly 3 220 3
Hsearch Request  DEM - App... 30038 Meed the Gimli madule Semi-Manthly 3 240 3
Request  DEM - App... 30036 Boromir application Semi-Manthly 4 120 4
ElReparts missing...
Request  DEM - App... 30039 Legalas logon too slow Semi-Monthly 2 180 18
* Resource
Showing 1 to 5 of 5 Maximize
Fcost
Demand My Time Sheets TN
*Team Manager Time Sheet # - Period Description Status Create New
& portfolio 1-01/16/04 - 01/31/04 john_srithl - 01/16/04 - 01/31/04 Released Copy
1-01/01/04 - 01/15/04 john_srithl - 01/01/04 - 01/15/04 Active Copy
FHpMO
B Time Showing 1 to 2 of 2 : Manimize

ElTime Sheets
Creste a Time Sheet
Approve Time Shests
Clase Time Sheets

Hallocations

Create allocations

For complete instructions on how to add and personalize Dashboard pages
Note and Portlets, see Using the Dashboard.
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Chapter

Entering and Updating
Work Allocations

This chapter details how to create and update Work Allocations in Time
Management. Individual Managers and Planners can enter budgeted time for
specific Work Items through the Create Allocations page.

This chapter covers the following topics:

e (Creating New Work Allocations

e Searching for Existing Work Allocations
e Updating Existing Work Allocations

e Deleting Existing Work Allocations

e C(Closing Existing Work Allocations

e Using Filters in the Work Allocation Pages

Creating New Work Allocations

This section details how to create a new Work Allocation. Creating Work
Allocations requires the Create Work Allocations page. Work Allocations are
created for specific Work Items. Before creating a Work Allocation, the Work
Item must exist.

To create a new Work Allocation:
1. Logon to the Dashboard.

2. Open the Create Work Allocations page.
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e From the Menu bar, select Create > Allocations
or

e From the Menu bar, select Time > Allocations > Create Allocations

The Create Work Allocations page opens.

< & Create Work Allocations

Work Allocation Details

work Item Type Work Item Work Item Set Description Original Bdgt  Current Bdgt standard Billing Discount
(Hrs) %

(Hrs) Discount %
l— B

New allocations:

i
T
i

Create Cancel
Work Item Filters

=]

Modified in Last 1 Created in Last x
Days: [ Days:

Include Closed? Cves @ no

=

[

Request Type: [

Request
Group:

[

Request Assigned To: |

=

[T

Master Project: [ Master Projects Only? © ves  ho

Project Assigned =
Resource: [ [ ]

[T

Project Manager: [

=]

[T

Package Workflow: |

Package
Group: I

[T

Package Assigned To: | |

Clear Filters

Copyright @ 2004 Mercury

3. Navigate to a blank row in the Work Allocation Details section.

Five rows initially exist in the Work Allocation Details section. If the number
of rows in insufficient, enter the number of additional lines required in the
New Allocations field and click Add. This adds the specified number of new
rows to this section.

4. Select the Work ltem Type.

The set of Work Items depends on the selection in the Work Item Type field.
The possible Work Item Types are:
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® Request
A list of open Requests in Demand Management, identified by the
Request Numbers.

® Package
A list of open Packages in Change Management, identified by the
Package Numbers.

® Task
A list of Project Tasks in Project Management, identified by the Task
Names.

® Project

A list of open Master Projects or Subprojects in Project Management,
identified by the Project Names.

® Misc
A list of miscellaneous Work Items.

5. Select the Work Item from the Work Item auto-complete list.

If the Work Item list is too long, use the Work Item Filters section to shorten
the listed Work Items. This is useful when searching for an exact Work Item.
For more information concerning the Work Item Filters section, see “Using
Filters in the Work Allocation Pages” on page 35.

The following information-only columns are automatically updated based
on selections in the Work Item auto-complete list.

® Work Item Set
Displays the Work Item Set of the Work Items selected.

o For Request Work Items, this column shows the specific Request
Type.

o For Package Work Items, this column shows the Workflow used by
the Package.

o For Project and Task Work Items, this column shows the Master
Project.
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® Description
Displays the value in the Description field for the given Work Item,
truncated to 50 characters.

6. Enter the budgeted time in Original Bdgt (hrs).

Enter the amount of time in hours in Original Bdgt (hrs) field. Enter values up
to one-tenth of an hour.

The following information-only fields are automatically updated based on
selections in the Original Bdgt (hrs) field.

® Current Bdgt (hrs)
Automatically updated based on the value provided in Original Bdgt
(hrs). During the life cycle of this allocation, make any changes to the
budgeted time needed for the Work Item in Current Bdgt (hrs). Changes
to Original Bdgt (hrs), which gives visibility to changes in budget from
initiation, are restricted because it’s an important metric when
examining planning and estimation accuracy.

® Actuals to Date (hrs)
Automatically updated. If work has already been performed and time
entered against the specific Work Item, this non-editable field displays
the total amount entered across all Resources and all time periods for
non-cancelled Time Sheets.

7. Enter the Standard Discount %.

If Time Management is used to gather charge back information, the cost
rate for the Resources might be different than the standard rate. For this
case, a pre-negotiated discount rate can be entered. This discount rate is
used when calculating total costs (actual time worked times the Resource
cost rate).

Normally this field is either 0% (standard cost rate or no billing is
performed) or 100% (no charge for this Work Item).

8. Enter the Billing Discount %.

Cost overruns sometimes require charges to be re-negotiated. The Billing
Discount % field sets a pre-billing discount rate for all work performed for
the Work Item. For example, if the costs of a given Project went over by
20%, an additional billing discount of 10% might be set.
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When calculating the total cost for a Work Item, both the Standard Discount
% as well as the Billing Discount % are used. For example, if both Standard
Discount % and Billing Discount % are 10%, the total discount would be 19%
(100%-[(100%-10%)*(100%-10%)]).

9. Click Create.

The Work Allocation is created and the Created Work Allocations page
opens.

¢ Created Work Allocations

Work | Work | Work Item | Description Original | Current | Actuals Standard Billing o Details

Item Item set Bdgt Bdgt | To date Discount Discount

Type (Hrs) (Hrs) (hrs) % %
o Misc vacation  Misc. Ttems Wacation 0.0 0.0 0.0 0.0 0.0 oj & $i
[ Package 30017  DEW »TEST.. Mew LotR2.2 softwars b.., 120.0 120.0 0.0 5.0 5.0 oj & $i
[ Projsct  OneRing  OneRing OneRing 220.0 220.0 0.0 5.0 5.0 o & $i
[ Request 30034  DEM - Appl..  Aragorn spplication mi... 200.0 200.0 0.0 5.0 5.0 oj & $i
o Task GetRing  OneRing OneRing > Get Ring 240.0 240.0 0.0 5.0 5.0 o & $i
Check All Create Allocations

Showing 1 to 5 of 5

[ Export Data to Excel

Done

10. Enter any additional details in the Details Column.

Enter detailed information regarding the new Work Allocation by clicking
the available icons. The following lists the available icons:

e O (Notes)
The |gj icon opens the Work Allocation Notes page. The Work Allocation
Notes page adds free form notes to the Work Allocation. Enter
information in the text area. Click Add for each new note. Click Done to
close the Work Allocation Notes page.

Work Ttem Type: Request Work Item Set: DEM - Application Enhancement
Work Ttem: 30036 Description:  Baramir application missing...
Eoromir application missing shutdown GUL, Added GUI to gracefully shutdown =]
Borornir,

Add

Done Cancel

o @] (Resource Access)
The @] icon opens the Work Allocation Resource Access Information page.
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Using this page assigns specific Resources to a Work Allocation. To set
specific Resources to a Work Allocation:

1. Click the [@] icon to open the Work Allocation Resource Access
Information page.

1i. Select Restrict Access to Resources and Groups listed below.

iii. Select the Resources from the Resource auto-complete list.

iv. Select the Resource Groups from the Group auto-complete list.
v. Click Add.

The Resources and Resource Groups are added to the Existing and
New Allowed Resources and Groups section.

vi. Click Done to save the selection and close the window.

Work Allocation Resource Access Information

Work Item Type: Request

Work Item
Work Item:

Description

Set: Enhancement
30040

: Upgrade to Sales Application is necessary

[T Restrict Access to Resources and Groups listed below:

Resource:

Group:

Froda Baggins A
ITG Time Management El
Add

Resource Type: Name

Mo Allowed Resource and Groups.

Done Cancel

g% (Charge Codes)

The [gj icon opens the Work Allocation Charge Code Information page.
This page is used to specify the Charge Codes to use for time billed
against a Work Item. This page also sets the percentage breakdown to
use to distribute the total calculated cost to the various Charge Codes.

To add a Charge Code, select the code from the Charge Code auto-
complete list and click Add. This adds the Charge Code to the list in the
Charge Codes section. Within this section, specify the percentage
allocations for each code. Percentages can be specified to a tenth of a
percent but the values must total 100%. Click OK to save the selection
and close the window.
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Work Allocation Charge Code Information

Work Item Type: Request
Work Item Set:  DEM - Application Enhancerment
Work Item: 30038

Description: Boromir application missing GUI

[¥ Allow User to Update Charge Codes

[ charge Codes are Required on Time Sheet

Charge Code: [22345 [ ]

Charge Code Name Description Charge Percent

Mo Work Allocation Chargs Codes

Done Cancel

11. Click Done.

The additional information is added to the Work Allocation.

Searching for Existing Work Allocations

This section details how to search for existing Work Allocations. Searching for

Work Allocations requires the Search Work Allocations page.

To search for an existing Work Allocation:
1. Logon to the Dashboard.
2. From the Menu bar, select Search > Allocations.

The Search Work Allocations page opens.

¢ Search Work Allocations

Search Information Search Cancel

Work Item Type: Request -
work Item Set: DEM - applicat (]

Work Item: [30039 =i
Restricted To: Frado Baggins @l
Charge Code: [22345 =i

Creation Date From: [January 1, 2004 To: [lanuary 5, 2004 =
Actual/Budget Over: [5 %

Include Closed? “yes Cho
Clear Fislds
Sort By: [Work ltem Typs =] (" Ascending

@ Descending
*Maximum Lines Displayed: [50

Search Cancel
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3. Enter search criteria in the Search Information fields using the parameters
listed in Table 5-1.

Table 5-1. Search Work Allocations Search Information Parameters

Parameter

Description

Work Item Type

Limits the search to Work Allocations for a single type of Work
Item (Requests, Packages, Projects, or Tasks).

Work Item Set

Limits the search to Work Allocations for a specific Request
Type, a specific Master Project, or a specific Package Workflow.

Work ltem

Limits the search to Work Allocations for a specific Work Item.
This will at most return a single Work Allocation.

Restricted To

Limits the search to Work Allocations that have been restricted
to a specific Resource.

Charge Code

Limits the search to Work Allocations that have been linked to a
specific Charge Code.

Creation Date
From/To

Limits the search to Work Allocations created within a specific
date range.

Actual/Budget
Over

Limits the search to Work Allocations where the Actual Hours
divided by the Current Budgeted Hours is greater than a
specified percentage.

Include Closed

Include Closed Work Allocations in the search.

4. Enter display criteria in the Results Display Options fields using the
parameters listed in Table 5-2.

Table 5-2. Search Allocations Results Display Options Parameters

Parameter

Description

Sort By

The parameter to sort the returned items. The sort parameters
are:

e Work Item Type
Work Item Set

Work Item

Original Budget (Hrs)
Current Budget (Hrs)
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Table 5-2. Search Allocations Results Display Options Parameters [continued]

Parameter Description
Ascending/ Display the results in Ascending or Descending order.
Descending

Maximum Lines | Set the maximum number of results to display in the Portlet. The
Displayed default is 50.

5. Click Search to start the search.

Work Allocations matching the search criteria are displayed on the Work
Allocation Search Results page.

¢ Work Allocation Search Results

|
showing L to 2 of 2
work work | Work Item | Description Original | Current  Actuals Standard Billing Delete Close Details
Item Item | Set Bdgt Bdgt To date Discount Discount
Type {Hrs) (Hrs) (hrs) % %o
[T Package 30017 DEY > TEST.. Hew LotR2.Z software b... 120.0 120.0 0.0 5.0 50 r ol @ sl
[ Package 30010 Deploy Sof...  Newfile.zip needs to b... 20.0 20.0 0.0 5.0 50 r ol @ sl
Check all Create Allocations

showing L to 2 of 2

[ Export Data to Excel

Done

6. Once an existing Work Allocation is located, the Work Allocation can be:

e Updated
See “Updating Existing Work Allocations” on page 31.

e Deleted
See “Deleting Existing Work Allocations” on page 33.

e C(Closed
See “Closing Existing Work Allocations” on page 34.

Updating Existing Work Allocations

This section details how to update existing Work Allocations. Updating Work
Allocations requires the Edit Work Allocations page.
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To update an existing Work Allocation:
1. Logon to the Dashboard.
2. Search for existing Work Allocation.

See “Searching for Existing Work Allocations” on page 29 for detailed
instructions on how to search for existing Work Allocation. Any Work
Allocations matching the search criteria are displayed on the Work Allocation
Search Results page.

¢ Work Allocation Search Results

Work Allocation Details
showing 1 to Z of 2
work work |Work Item  Description Original | Current | Actuals Standard Billing Delete Close Details
Item Item | Set Bdgt Bdgt Todate Discount Discount
Type {Hrs) (Hrs) (hrs) % %o
[© Package 30017 DEV > TEST.. Hew LotR2.Z software b... 120.0 1200 0.0 5.0 50 O - ol @l sl
[~ Package 30010 Deploy Sof..  Newfile.zip needs ta b... 20.0 200 0.0 5.0 50 O m] ol @ sl
Check All Create Allocations
showing 1 to Z of 2
[l g Export Data to Excel
Done

3. Select the Work Item’s checkbox.

To update all of the displayed Work Allocations, click Check All. All of the
listed Work Allocations are selected.

4. Click Edit.

The Edit Work Allocations page opens.
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SIGN OUT

& Edit Work Allocations

Work Allocation Details

showing Lto 1 0f 1

Work Item | Work | Work Item | Description Original Current | Actuals To Standard Billing Details

Type ¥ Item set Bdgt (Hrs)  Bdgt({Hrs) @ date (hrs)  Discount % Discount %

Request 30034 DEM- Appl..  Aragorn application mi... 200.0 [zoaa 96.0 Eo | B =
Create Allocations

Showing Lta 1 of 1

Done Cancel
Work Item Filters

E

Madified in Last % Created in Last %

Days: [ Days:

Include Closed? Cves @ no

=1

Request Type: [ |

Request Assigned To: | [} Eig::ft Aesigned =l
=1

Master Project: [ [} Master Projects Only? ¢ ves @ fio

Project Manager: [ [} :;us]:u(rtte: [ =l
=1

Package Workflow: | [}

Pﬁi;h::ge [ [} Package Assigned To: =l

Clear Filters

[Ele Export Data to Excel

Copyright @ 2004 Mercury

<I—

5. Update the Work Allocations.

For information concerning the Edit Work Allocations fields, see “Creating
New Work Allocations” on page 23.

6. Click Done.

The updates to the Work Allocation are saved.

Deleting Existing Work Allocations

This section details how to delete an existing Work Allocation. Deleting Work
Allocations is done from the Work Allocation Search Results page.

To delete an existing Work Allocation:

1. Logon to the Dashboard.
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2.

3.

4.

Search for existing Work Allocations.

See “Searching for Existing Work Allocations” on page 29 for detailed
instructions on how to search for existing Work Allocation. Any Work
Allocations matching the search criteria are displayed on the Work Allocation
Search Results page.

¢ Work Allocation Search Results

showing L to 2 of 2

Standard
Discount
O

Billing Delete Close Details
Discount
%o

Current | Actuals
Bdgt To date
(Hrs) (hrs)

Work Item
Set

Work
Item

Original
Bdgt
{Hrs)

Work
Item
Type

Description

[T Package 30017 DEY > TEST.. Hew LotR2.Z software b... 120.0 120.0 0.0 5.0 50 r ol @ sl
[ Package 30010 Deploy Sof...  Newfile.zip needs to b... 20.0 20.0 0.0 5.0 50 r ol @ sl
Check all Create Allocations

showing L to 2 of 2

[ Export Dats to Excel

Done

Select the Work Allocation in the Delete column checkbox.
Click Delete.

The Work Allocation is deleted.

Work Allocations that have time logged against them can not be deleted.

Users can only delete work allocations they created (unless they have the

Time Mgmt: Manage Work Allocations Access Grant).

Closing Existing Work Allocations

This section details how to close an existing Work Allocation. Closing Work
Allocations requires the Work Allocation Search Results page.

To close an existing Work Allocation:

1.

2.

Logon to the Dashboard.
Search for existing Work Allocations.

See “Searching for Existing Work Allocations” on page 29 for detailed
instructions on how to search for existing Work Allocation. Any Work
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Allocations matching the search criteria are displayed on the Work Allocation

Search Results page.

¢ Work Allocation Search Results

work  Work | Work Item
Item Item | Set
Type

Description

r Package 30017 DEV = TEST...

[ Package 30010  Deploy Sof..

Check All

[ Export Dats to Excel

Original

Mew LotR2.2 software b...

Newfile.zip nesds to b...

Create Allocations

showing L to 2 of 2

Standard
Discount
o

Current | Actuals
Bdgt Bdgt  To date
(Hrs) (Hrs) (hrs)

Billing Delete Close Details
Discount
%o

120.0 1z0.0 0.0 5.0 5.0 r r ol &l sl

20.0 20.0 0.0 5.0 5.0 r r o &l sl

showing L to 2 of 2

Done

Select the Work Allocation in the Close column checkbox.

Click Close.

The Work Allocation is closed. After the Work Allocation is closed, the
Work Item can no longer be entered on new Time Sheets.

Users can close a Work Allocation if they:

e (Created the work allocation, or

e Have the Time Management: Manage Work Allocations Access Grant

Using Filters in the Work Allocation Pages

When selecting a value for the Work Item field, it is important to shorten the list
to a manageable number. The Work Item Filters section provides additional
parameters to narrow the search for Work Items. The following sections list the
filters in the Work Item Filters section:

“General Filters” on page 36

“Request

Filters” on page 37

“Package Filters” on page 37

“Project Filters” on page 38
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The filters described in this section might be different for different
@ installations.

SIGN OUT

< & Create Work Allocations

Work Allocation Details

work Item Type Work Item Work Item Set Description Original Bdgt  Current Bdgt standard Billing Discount
Hrs %

(Hrs) (Hrs) Discount %
[reauesiz] [ — — —
Fequest - — — = =
Fequest - — — = =
[Reawestz] [ E — — —
New allocations: [ | | Add

Work Item Filters
=

Modified in Last % Created in Last x
Days: [ Days:
Include Closed? yes @ no
=
Request Type: [ [ ]
- Request =
Request Assigned To: | [ ] Group: E
=
Master Project: [ [ ] Master Projects Only? © Yes @ ho
Project Manager: [ [ ] ;;?;leu(:c:: foned [ [ ]
=
Package Workflow: | =]
E:::?e [ [ ] Package Assigned To: | [ ]

Clear Filters ‘

Copyright @ 2004 Mercury

Figure 5-1 Create Work Allocations Work Item Filters

General Filters

General filters are non-task specific filters. Table 5-3 lists the General filters.

Table 5-3. General Filters

Parameter Description

Modified in Last x days Limit the list of Work Items to those having been
modified in the specified number of days.

Created in Last x days Limit the list of Work Items to those having been created
in the specified number of days.
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Table 5-3. General Filters [continued]

Parameter

Description

Include Closed?

Determines whether to include closed Work Iltems in the
list of returned Work Items.

Request Filters

Request filters are Request Work Item Type specific filters. Table 5-4 lists the

Request filters.

Table 5-4. Request Filters

Parameter

Description

Request Type

Limit the list of Requests to those with a specified set of
Request Types.

Request Assigned To

Limit the list of Requests to those assigned to a
specified set of Users.

Request Assigned Group

Limit the list of Requests to those with the Assigned
Group field value in a specified set of Security Groups.

Package Filters

Package filters are Package Work Item Type specific filters. Table 5-5 lists the

Package filters.

Table 5-5. Package Filters

Parameter

Description

Package Workflows

Limit the list of Packages to those with a specified set of
Workflows.

Package Assigned
Group

Limit the list of Packages to those with the Assigned
Group field value in a specified set of Security Groups.

Package Assigned To

Limit the list of Packages to those assigned to a
specified set of Users.
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Project Filters

Project filters are Project Work Item Type specific filters. Table 5-6 lists the
Project filters.

Table 5-6. Project Filters

Parameter Description
Master Project Limit the list of Tasks or Subprojects to a specified set of
Master Projects.
Project Assigned Limit the list of Tasks to those with an Assigned
Resource Resource in a specified list of Users.
Master Projects Only? Determines whether or not to query Subprojects.
Project Manager Limit the list of Tasks to those with a Project Manager

identified in a specific list of Project Managers. Limit the
list of Projects/Subprojects with a Project Manager in the
specified list of Project Managers.
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Chapter

Entering and Releasing Time Sheets

This chapter details common procedures for creating and releasing Time
Sheets. Individuals can create or update their Time Sheets in the Enter Time

page.

This chapter covers the following topics:

Creating a New Time Sheet

Viewing and Updating the Time Sheet Header Information
Searching for Existing Time Sheets

Updating Existing Time Sheet Lines

Deleting Existing Time Sheet Lines

Releasing Time Sheets

Printing Time Sheets

Cancelling Time Sheets

Using Filters in the Time Sheet Pages

Creating a New Time Sheet

This section details how to create a new Time Sheet. Creating a Time Sheet is
done in the Create Time Sheet page.

To create a new Time Sheet:

1.

Logon to the Dashboard.

2. Open the Create Time Sheet page.
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e From the Menu bar, select Create > Time Sheet.
or
e From the Menu bar, select Time > Time Sheets > Create a Time Sheet.

The Create Time Sheet page opens.

Create Time Sheet
*Time Period: [01/01/04 - 01/15/04 x

*Resource: [jchn_smith 2l

*Description: [iohn_smith - 01/01/04 - 01/15/04

Create Cancel

3. Edit the Create Time Sheet page as follows:

® Time Period
The Time Period for the new Time Sheet.

® Resource
Usually the user, unless the user has Delegation authority to create
another user’s Time Sheets.

® Description
A description of the Time Sheet.

( Time Periods vary depending on individual Time Management setting.
Note

4. Click Create to create the Time Sheet.

The Time Sheet is created and the Enter Time page opens.
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< Enter Time

Resource:  John Smith Period: 01/01/04 - 01/15/04

Description: [john_smith - 01/01/04 - 01/15/04

O Notes |  Transaction History | | Approval Details| S printable Yersion

Time Sheet #: 3
Status: Active

Feactivate Time Sheet|  Cancel Time Sheet |

Time Sheet Details

All Times are in Hours

Copyright @ 2004 M

Work Item Work Ttem  Work Item Set Work Item Current Actuals Details Period Thu Fri  Sat Sun Mon Tue Wed
Type Description Budget To Date Total 11 1/2 /3 14 15 1/6 1)7
I~ [request = = M Ol s 0
7 |request = [ o 0
I~ [request = = M Ol s 0
o o o o o o o
Remove Lines Reset o Saved New Lines: l_ Add Totals: 0
JET i
Save Release | cancel |
Work Item Filters
E
Madified in Last % Created in Last %
Days: [ Days
Include Closed? Cves ®nop
=1
Request Type: [ =l
- Request Assigned -
Request Assigned To: | =l Group: [}
E
Master Project: [ =l Master Projects Only? O ves @ No
- Project -
Project Manager: [ =l Resource: [ [ ]
E
package Workflow: | =
Package - =
Group: [ =l Package Assigned To: | [ ]
Clear Filters

<I—

5. Create a Work Item line to log worked time against.

Hours worked are logged against Work Items. Each line on the Time Sheet

represents a unique Work Item. To

create a line for a Work Item:

a. Navigate to a blank row at the top of the Time Sheet Details section.

New Lines field and click Add.

b. Select the Work ltem Type.

To add additional blank rows, enter the number of blank lines wanted in the
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The following lists the Work Item Types:

® Request
A list of open Requests in Demand Management, identified by the
Request Numbers.

® Package
A list of open Packages in Change Management, identified by the
Package Numbers.

® Task
A list of Project Tasks in Project Management, identified by the
Task Names.

® Project

A list of open Master Projects or Subprojects in Project
Management, identified by the Project Names.

® Misc
A list of miscellaneous Work Items, such as vacation or meeting.

c. Select a Work Item from the Work Item auto-complete list.
If the Work Item list is too long, use the Work Item Filters section to narrow
@e‘ the listed Work Items. This is useful when searching for an exact Work Item.

For more information concerning the Work Item Filters section, see “Using
Filters in the Time Sheet Pages” on page 58.

The following information-only columns are automatically updated
based on selections in the Work Item auto-complete list.

e Work Item Set
Displays the context of the Work Item selected.

o For Request Work Items, this column shows the specific
Request Type

o For Package Work Items, this column shows the Workflow
used by the Package

o For Project and Task Work Items, this column shows the
Master Project
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® Work Item Description
Displays the value in the Description field for the given Work Item,
truncated to 50 characters. Holding the cursor over the text displays
the full Description.

® Current Budget
Displays the current total budgeted hours for all Resources for this
Work Item as specified on the Work Allocation for this item, if the
Work Allocation exists.

® Actuals to Date
If work has already been performed and time entered against the
specific Work Item, this non-updateable field displays the total
amount of time entered across all Resources and all time periods.

6. For each Work Item, enter the time worked on a day-by-day basis.

The Period Total field is automatically calculated. This field shows the total
time for all the daily entries for the Time Sheet line.

The values entered into the Time Sheet might be different depending on
Resource settings. Time Management can be configured to accept time
values in:

e hours per day
e hours per period
e percent per period

In this example, time is specified in hours per day. For the given period, the
Enter Time page has a column for every day. For each day, enter the time
worked in hours, to the tenth of an hour. Navigate to different days in the
period using the navigation arrows at the bottom of the period section. If a
field is blank in this section, it is assumed to be 0. Negative numbers can be
entered.

Contact your application administrator for more information on Resource
Time Sheet settings.

9. Enter any additional details in the Details column.

Detailed information regarding the new Work Allocation can be entered by
clicking the available icons. The following lists the available icons:

Entering and Releasing Time Sheets 43



Tracking Your Time (Time Management)

¢ Enter Time

Resource:  John Smith Period: 01/01/04 - 01/15/04 Time Sheet #: 2
Description: [john_smith - 01/01/04 - 01/15/04 Status: Active
O Notes | Transaction History | Approval Details| 5 printahble version Fesctivate Time Sheet| | Cancel Time Sheet |

Time Sheet Details

All Times are in Hours

Work Item Work Item Work Item Set Work Item Description Current Actuals Details Period Thu Fri  Sat  Sun  Mon Tue
Type Budget To Date Total /1 /2 /3 1f4 1fS 1)6
[~ Request 30036 2'5;’:‘&%0 a?;gm;”éaf"cat‘°” 12000 102.0 M @S 18 | [0 20 20 [s0
I Packsge  a00is DEV > TEST >  LotR2.2 softwars package 00 4.0 B @ 4 2.0 2.0
PROD migration : :
2.0
T Task Get Ring OneRing GneRing = Get Ring 240.0 2.0 H O Sl 2
2.0 2.0
I Project OneRing  OneRing OneRing 220.0 4.0 4 (o] 8 4
20 [zo
I Misc Meetings Misc., Ttems Meetings 200.0 4.0 H Of$ 4
8 8 0 0 8 8
Remove Lines Reset o Saved New Lines: [ | Al Totals: 32 | g
Save Release cancel

Work Item Filters

=]

e |3 (Activity Details)
The # icon opens the Activity Details page. Daily time worked can be
entered into pre-defined Activities, such as “Writing Test Plans” and
“Test Execution”. This can be useful for activity reporting and future
estimation of work.

To enter activity detailed time information, enter the appropriate time
worked for each activity for each day. Navigate to different days using
the navigation arrows at the bottom of the screen. Click Done to save
the edits to the Activities Detail page. Click Close Window to close the
Activities Detail page.

Activity Details

Resource: John Smith  Period: 01/18/04 - D1/31/04
Work Item Type: Request Work Item Set: DEM - Application Bug
Work Item - Description: 30035 - Nsed Elrond module

Time Sheet #: 1

All Times are in Hours

Activity Name  Period Fri Sat Sun Mon Tue Wed Thu Fri Sat Sun
Total | 1716 1717 1718 1719 1720 1/21 1722 1723 1/24 1/25

;u;;ts Funetionsl ol el et |
Fonchanal Spec (EY | Y N Y B I B—_—"1
Wirite Software 2 T F B B T T I T

(Y | —

~

w

wirite Test Plan

]

Run Tests o T I
Bug Fixes nl—l—l—l—l—l—l—l_l_l_l_
Total: 32 8 ] ] 8 8 8 o o o @

4| | »
Done Cancel
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If entering values in the daily fields of the Enter Time page, any existing
@: activity detail information is erased for the specific day for that specific line.

e |O (Notes)
The |gj icon opens the Time Sheet Line Notes page. The Time Sheet Line
Notes page adds free form notes to the Time Sheet line. Enter
information in the text area. Click Add for each new note. Click Done to
close the Time Sheet Line Notes page.
[ Done Cancel
Work Item Type: Request Work Item Set: DEM - Application Enhancernent
Work [tem: 30036 Description:  Baromir application missing...
Completed Beta Test, =]
o
Add
John Smith (john_smith) Created Test Plan to test addition/return of king raoduls to
January 14, 2004 11:24:07 AM PST Boromir application.
Done Cancel
e g (Charge Codes)

The % icon opens the Time Sheet Line Charge Code Information page.
Use this page to specify the Charge Codes to use when charging back
work done for this Work Item. This page also sets the percentage
breakdown when distributing the total calculated cost to the various
Charge Codes.

To add to the list of Charge Codes for the given Time Sheet line, select
the code from the Charge Code auto-complete list and click Add. This
adds the Charge Code to the list in the Charge Codes section. Within
this section, specify the percentage allocations for each code.
Percentages can be specified to a tenth of a percent but the values must
total 100%. Click Done to save the selection. Click the Close Window
icon to close the Time Sheet Line Charge Code Information page.
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|
Work Item Type: Reguest
Work Item Set:  DEM - Application Enhancsment
Work Item: 30036
Description: Boromir application missing GUI
Charge Code: [zzzas | &

Charge Code Name Description Charge Percent
No Time Sheet Line Charge Codes

Done Cancel

10. Click Save.

The new Time Sheet is saved.

Viewing and Updating the Time Sheet Header
Information

After creating a Time Sheet, various details of the Time Sheet can be viewed
and updated using the Time Sheet Page Header Information buttons at the top of
the Enter Time page. The following lists the Time Sheet Page Header Information
buttons:
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< & Enter Time

Resource:  John Smith Period: 01/01/04 - 01/15/04 Time Sheet #: 3
Description: IJUhn_Sm\th - 01/01/04 - 01/15/04 Status: Active
O Notes |  Transaction History | | Approval Details| S printable Yersion Peactivate Time Sheet | Cancel Time Sheet |

Time Sheet Details

All Times are in Hours

Work Item Work Item  Work Item Set Work Item Current Actuals Details Period Thu Fri  Sat  Sun  Mon Tue Wed
Type Description Budget To Date Total /1 /2 /3 1f4 1fS 1f6 1)7

SETEI— s@s o[
S ey | — aus o ———————
S ey | — e e e o

. o o o o o o o
Remove Lines Resetto Saved New Lines: Add Totals: 0
A i
Save Release | ctancel |

Work Item Filters
=1
Modified in Last » Created in Last »
Days: [ Days:
Include Closed? Ces @ o
E
Request Type: [ E

- Request Assigned -
Request Assigned To: | =l Group: [ ]
E
Master Project: [ i Master Projects Only? © ves @ No

_ Project d -
Project Manager: [ =l Resource: [ [ ]
E
package Workflow: | i
Package d - -
Group: [ =l Package Assigned To: | [ ]

Clear Filters

Copyright @ 2004 Mercury

J —
Figure 6-1 Enter Time page

® Notes
The Notes button opens the Time Sheet Notes page. View existing notes and
enter free form notes for the Time Sheet. Click Add to add the note to the
Notes page. Click Close Window to close the page.
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Work Item Type: Request  Work Item Set: DEM - Application Enhancement

work Item: 30038 Description:  Boromir application missing...
Completed Beta Test. =]
Add
John Smith (john_smith) Crested Test Plan to test addition/return of king moduls to
January 14, 2004 11:24:07 AM PST Boromir application.

Done Cancel

Figure 6-2 Time Sheet Notes page

Transaction History

The Transaction History button open the Time Sheet Status Transactions
page. This page shows the status history of the Time Sheet, such as when it
was released, approved or rejected, frozen, and closed. For each status
change, the status history also lists who performed the action. This page
cannot be edited.

Time Sheet Status Transactions

Date Resource Full Name Original Status Resulting Status
January 13, 2004 04:38:38 PM PST john_smith John Smith Active

January 14, 2004 11:29:24 AM PST john_smith John Srith Active Releasad

January 14, 2004 11:30:46 AM PST adrnin Adrnin User Released Appraved

Figure 6-3 Time Sheet Status Transactions page

Approval Details

The Approval Details button opens the Time Sheet Approval Details page.
View the approver or approval group for the specific Time Sheet. This
value controls who can approve the Time Sheet once the Time Sheet is
released. This page cannot be edited.

Time Sheet Approval Details

Resource: John Smith Time Period: 01/01/04 - 01/15/04
Time Sheet #: z Status: approved
Description: john_smith - 01/01/04 - 01/15/04

Time Sheet Approver: Resource: Admin User

Billing Approver: Resource: Admin User

Resource Relationship

Admin User

Resource Relationship

Admin User

Figure 6-4 Time Sheet Approval Details page
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Searching for Existing Time Sheets

This section details how to search for an existing Time Sheet. Searching for an
existing Time Sheet requires the Search Time Sheets page.

To locate and open an existing Time Sheet:
1. Logon to the Dashboard.
2. From the Menu bar, select Search > Time Sheets.

The Search Time Sheets page opens.

& Search Time Sheets

B Search Cancel
Period Type: [Semi-Monthly <]
Time Period: [01/01/04 - 01/15/04 =
Resource:  [1ohn smith | |@)
Status: [adive =]

Description: [

Include Frozen and Closed? ' ves @ no

Clear Fields

Sort By: [Resource -] ascending

@ Descending

*Maximum Results Per Page: |50

Search Cancel

3. Enter search criteria in the Search Information fields using the parameters
listed in Table 6-1.

Table 6-1. Search Time Sheets Search Information Parameters

Parameter Description

Period Type Limit Time Sheets to those of a specific period type.

Time Period Limit Time Sheets to those of a specific time period.

Resource Limit Time Sheets for a specific user.

Status Limit Time Sheets to those of a specific status. To Release a
Time Sheet, the Time Sheet must have an Active or Rejected
status.

Description Limit to Time Sheets that contain a specific text string in its
description.

Include Frozen Include Frozen/Closed Time Sheets as well as active Time

and Closed? Sheets.
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4. Enter display criteria in the Result Display Options fields using the
parameters listed in Table 6-2.

Table 6-2. Search Time Sheets Results Display Options Parameters

Parameter Description

Sort By The parameter to sort the returned items. The sort parameters
are:

e Resource Work ltem Set
e Time Period

e Status

e Timesheet No

Ascending/ Display the results in Ascending or Descending order.
Descending

Maximum Lines | Setthe maximum number of results to display in the Portlet. The
Displayed default is 50.

5. Click Search to start the search.

The results are displayed on the Time Sheet Search Results page.

Showing 1 to 1 of 1

Resource Time Sheet & - Time Status  Description
Period

¢ John Smith 3 - 01/01/04 - 01/15/04 Active john_smith - 01/01/04 - 01/15/04

Showing1to 1 of 1

[ Export Data to Excel

6. Click Time Sheet # - Time Period to open the Time Sheet.

The Enter Time page opens.
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< Enter Time

Resource:  John Smith Period: 01/01/04 - 01/15/04 Time Sheet #: 3
Description: |Jnhn,srmth - 01/01/04 - 01/15/04 Status: Active
O Notes | Transaction History | Approval Details| 5 printshle Version Cancel Time Sheet

Time Sheet Details

All Times are in Hours

work Ttem Work Ttem Work Ttem Set Work Ttem Current Actuals Details Period Thu Fri  Sat Sun Mon Tue Wed
Type Description Budget To Date Total 11 1/2 /3 14 15 1/6 1)7
[~ Request 30038 2'5;’:‘&%0 Meed the Gimli module 2400 131.0 [ @S gg | [s0  [so o [so [so
8 8 [ [ 8 8 g |
New Lines: Totals: 88
ew Lines otals . ol
Save Release | ctancel |

Work Item Filters

=

Updating Existing Time Sheet Lines

This section details how to update an existing Time Sheet. Updating an
existing Time Sheet requires the Enter Time page.

To update an existing Time Sheet line:
1. Logon to the Dashboard.
2. Search for the existing Time Sheet.

See “Searching for Existing Time Sheets” on page 49 for instructions. The
Enter Time page opens.

¢ Enter Time

Resource:  John Smith Period: 01/01/04 - 01/15/04 Time Sheet #: 3
Description: [john_smith - 01/01/04 - 01/15/04 Status: Active
O Notes | Transaction History | Approval Details| 5 printahble version Cancel Time Sheet

Time Sheet Details

All Tirnes are in Hours

Work Item Work Item  Work Item Set Work Item Current Actuals Details Period Thu  Fri  Sat  Sun Mon Tue
Type Description Budget To Date Total 171 172 173 1f4  1/5  1/6
DEM -

Applicatio... Need the Gimli module 240.0 1310 O S 88 | |5.0 5.0 5.0 5.0 \
¥ |Request = =] o = 0 ‘

[~ Request 30038

8 8 0 0 8 8
Remove Lines Resetin Saved New Lines: |1 Add Totals: 88 7i
save Release ctancel |

Work I[tem Filters

=
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3. Update the Time Sheet. For information concerning the Enter Time page
fields, see “Creating a New Time Sheet” on page 39.

4. Click Save.

The changes to the Time Sheet are saved.

Deleting Existing Time Sheet Lines

This section details how to delete an existing Time Sheet. Deleting an Existing
Time Sheet requires the Enter Time page.

To delete an existing Time Sheet line:
1. Logon to the Dashboard.
2. Search for the existing Time Sheet.

See “Searching for Existing Time Sheets” on page 49 for instructions. The
Enter Time page opens.

¢ Enter Time

Resource:  John Smith Period: 01/01/04 - 01/15/04 Time Sheet #: 3
Description: [john_smith - 01/01/04 - 01/15/04 Status: Active
O Notes | Transaction History | Approval Details| 5 printahble version Cancel Time Sheet

Time Sheet Details

All Tirnes are in Hours

Work Item Work Item  Work Item Set Work Item Current Actuals Details Period Thu  Fri  Sat  Sun Mon Tue

Type Description Budget To Date Total 171 172 143 1/4 15 1/6
[~ Reguest 30038 Epp“éam Need the Gimli module 2400 1310 # @8 88 | [5.0  [s.0 50 [s0 ||
¥ |Request = [= e 0 ‘

8 8 0 0 8 8
Remove Lines Resetto Saved ines: Add +
esetin Save: New Lines: [1 Totals 88 |
save Release ctancel |

Work I[tem Filters
=

3. Select the Work Item’s checkbox.
4. Click Remove Lines to remove the line.
The line on the Time Sheet is deleted.

5. Click Save to save the changes.
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The changes to the Time Sheet are saved.

Releasing Time Sheets

Once a Time Sheet is complete, it is ready to be released. Releasing the Time
Sheet starts the review and approval process.

To release a Time Sheet:
1. Logon to the Dashboard.

2. Search for a Time Sheet.

See “Searching for Existing Time Sheets” on page 49 for instructions. The

Enter Time page opens.

¢ Enter Time

Resource:  John Smith
Description: [john_smith - 01/01/04 - 01/15/04

O Notes | Transaction History | Approval Details| 5 printahble version

Period: 01/01/04 - 01/15/04

Time Sheet Details

Work Item Work Item  Work Item Set Work Item
Type Description

[~ Request 30038

¥ |Request = =]

DEM -
Applicatio...

Need the Gimli module

Time Sheet #: 3
Status: Active

Cancel Time Sheet

All Tirnes are in Hours

Current Actuals Details Period Thu  Fri  Sat  Sun Mon Tue
Budget To Date Total 171 172 173 1f4  1/5  1/6

00 o#EE®  es 50 ([so [ [ [0 [sa ||
# o o I

Remove Lines

Work I[tem Filters

=

Save Release Cancel

8 8 o o 8 8

Resetin Saved New Lines: |1 Add Totals: 88 a

3. Click Release to release the Time Sheet.

The Time Sheet’s status is set to Released.
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< Enter Time

Resource:  John Smith Period: 01/01/04 - 01/15/04

Description: john_smith - 01/01/04 - 01/15/04
O Notes |  Transaction History | | Approval Details| = printable Yersion Reactivate Tim e Shee!

Time Sheet Details

All Times are in Hours

Work Ttem Work Ttem Work Ttem Set Work Ttem Current Actuals Details Period | Thu Fri Sat Sun Mon Tue Wed Thu Fri Sat §
Type Description Budget To Date Total | 1/1 1/2 1/3 1/4 1/5 1/6 1/7 1/8 1/9 1/10 1/

Request 30038 [e&L] > Meed the Gimli module  240.0 1310 @8  8s | 8.0 8.0 B0 &0 80 8.0 8.0

applicatio...
§ 8 0 0 8 8 & 8 & 0 |
Totals: 88
4 | i
Done
Work Item Filters

=

Printing Time Sheets

The printable Time Sheet page is the printable version of the Time Sheet.
Printable Time Sheet pages are divided into the following sections:

® Header
General information concerning the Time Sheet, including the:

0 Resource

o Time Period

0 Time Sheet Number
o Status

0 Description

® Work Item Information
General information concerning the Work Items worked on during the
Period. Work Item information includes the:

o Work Item Type and designation
o Work Item Set of the Work Item
o Description of the Work Item

o Charge Codes for the Work Item

0 Current Budget in Hours for the Work Item
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o Actuals Hours to Date Charged to the Work Item

o Total Hours Worked during the Time Period for the Work Item

® Time Details

A day-by-day view of the hours worked and the Work Items charged for
the work.

one for the first 15 days of the month and one for the remainder of days for

If the Period Type is set to Monthly, two Time Details sections are displayed,
the month.

To print a printable Time Sheet page:
1. Logon to the Dashboard.
2. Search for an existing Time Sheet.

See “Searching for Existing Time Sheets” on page 49 for instructions. The
Enter Time page opens.

< Enter Time

Resource:  John Smith Period: 01/01/04 - 01/15/04 Time Sheet #: 3

Description: john_smith - 01/01/04 - 01/15/04 Status: Released
O Notes | Transaction History | Approval Detai Reactivate Time Sheet |

Time Sheet Details

All Times are in Hours

Work Item Work Item Work Item Set Work Item Current Actuals Details Period | Thu Fri Sat Sun Mon Tue Wed Thu Fri Sat 5
Type Description Budget To Date Total | 1/1 1/2 173 1/4 1/51/6 177 1/8 1/9 1/10 1/

DEM -

Request 30038 Applicatio...

Meed the Gimli madule 240.0 131.0 [ O S asa 8.0 &0 80 80 80 80 8.0

B 8 o o B 8 B 8 B o
Totals: as
otals Bl | ]

Done
Work Item Filters

=

3. Click ( & erintsble version ) Printable Version.

The printable Time Sheet page opens.
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Print
vigreary Time Sheet
John Smith: 01/01/04 - 01/15/04 Tatal Hours reported in this Timesheat: 88 Hours
Header
Resource: John Smith Status: Released Number: 3
Time Period: 01/01/04 - 01/15/04 Description: john_srith - 01/01/04 - 01/15/04
Work Item Information Mote: All Time shown in Hours
Work Ttem Work Item Set Work Ttem Description Current Budget Actuals to Date Period Totals
Request 830038 DEM - Application Bug Meed the Gimli moduls 240 131 ()
Totals: 88
Time Details
u Fri a un  Mon u wed Thu Fri Sat  Sun  Mon Tue  Wed Thu
Work Item 01/01  01/02  01/03 01/04 01/05 01/06 0L/07 01/08 01/09 01/10 01/11  01/12 01713 01/14 01715
Request 830038 B B B 8 B 8 B 8 B 8 )
Total Hours: g g g ] g ] g ] g ] 8

4. On the printable Time Sheet page, click Print.

The printable Time Sheet page is sent to the default printer and the printable
Time Sheet page is closed.

Cancelling Time Sheets

Only Active Time Sheets can be cancelled or released. Cancelled Time Sheets
are moved to Cancelled status and cannot be reopened or updated. Actuals to
Date hours are returned to the Current Budget.

To cancel a Time Sheet:
1. Logon to the Dashboard.
2. Search for the existing Time Sheet.

See “Searching for Existing Time Sheets” on page 49 for instructions. The
Enter Time page opens.
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< Enter Time

Resource:  John Smith Period: 01/01/04 - 01/15/04 Time Sheet #: 4
Description: [john_smith - 01/01/04 - 01/15/04 Status: Active
O Notes | Transaction History |  Approval Details| 5 printshle version Fesctivate Time Sheet| | Cancel Time Sheet |

Time Sheet Details

All Times are in Hours

Work Item Work Item  Work Item Set Work Item Current Actuals Details Period Thu Fri  Sat  Sun  Mon Tue
Type Description Budget To Date Total /1 /2 /3 1f4 1fS 1)6
I |request ~| [3003%9 EE| DEm - appl... Legalas logon too slow H O S 32 | |aa 24.0
= 8 24 0 0 0 0
Remove Lines Resetto Saved New Lines: Add Totals: 32
T [ |
Save Release ctancel |

Work Item Filters

=

3. Click Cancel Time Sheet to cancel the Time Sheet.
A Question Dialog opens.
4. Click Cancel.

The Time Sheet’s status is set to Cancelled.

Clicking OK stops the Time Sheet cancellation process.
Note

¢ Enter Time

Resource:  John Smith Period: 01/01/04 - 01/15/04
Description: john_smith - 01/01/04 - 01/15/04

Status: Cancelled

O Notes | Transaction History | Approval Details| 5 printshle Version

Time Sheet Details

Cancel Time Sheet |

All Times are in Hours

Work Item Work Item Work Item Set Work Item Current Actuals Details Period | Thu Fri Sat Sun Mon Tue Wed Thu Fri Sat §
Type Description Budget To Date Total | 1/1 1/2 173 174 1/5 176 1/7 1/8 1/9 1/10 1

DEM -

Reguest 30039 Applicatio...

Legolas logon too slow 180.0 5.0 H O S 32 8.0 24.0

Totals: 32
4 |

Done
Work Item Filters

=
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Using Filters in the Time Sheet Pages

When selecting a value for the Work Item field, it is important to shorten the list
to a manageable number. The Work Item Filters section provides additional
parameters to narrow the search for Work Items. The following sections list the
filters of the Work Item Filters section:

This section covers the following topics:
® “General Filters” on page 59
® “Request Filters” on page 60
®  “Package Filters” on page 60

® “Project Filters” on page 60

(— The Work Item Filters can be configured to meet specific site requirements.
Note
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< & Enter Time

Resource:  John Smith Period: 01/01/04 - 01/15/04 Time Sheet #: 3
Description: IJUhn_Sm\th - 01/01/04 - 01/15/04 Status: Active
O Notes |  Transaction History | | Approval Details| S printable Yersion Peactivate Time Sheet | Cancel Time Sheet |

Time Sheet Details

All Times are in Hours

Work Item Work Item  Work Item Set Work Item Current Actuals Details Period Thu Fri  Sat  Sun  Mon Tue Wed
Type Description Budget To Date Total /1 /2 /3 1f4 1fS 1f6 1)7

SETEI— s@s o[
S ey | — aus o ———————
S ey | — e e e o

. o o o o o o o
Remove Lines Resetto Saved New Lines: Add Totals: 0
A i

Work Item Filters
=1
Modified in Last » Created in Last »
Days: [ Days:
Include Closed? Ces @ o
E
Request Type: [ E

- Request Assigned -
Request Assigned To: | =l Group: [ ]
E
Master Project: [ i Master Projects Only? © ves @ No

_ Project d -
Project Manager: [ =l Resource: [ [ ]
E
package Workflow: | i
Package d _ =
Group: [ =l Package Assigned To: | E

Copyright @ 2004 Mercury

J —
Figure 6-5 Enter Time Work ltem Filters

General Filters

General filters are non-task specific filters. Table 6-3 lists the General filters.

Table 6-3. General Filters

Parameter Description

Modified in Last x days Limit the list of Work Items to those that have been
modified in the specified number of days.

Created in Last x days Limit the list of Work Items to those that have been
created in the specified number of days.
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Table 6-3. General Filters [continued]

Parameter Description

Include Closed? Determines whether to include closed Work Items in the
list of returned Work Items.

Request Filters

Request filters are Request Work Item Type specific filters. Table 6-4 lists the
Request filters.

Table 6-4. Request Filters

Parameter Description
Request Type Limit the list of Requests to those with a specified set of
Request Types.
Request Assigned To Limit the list of Requests to those assigned to a

specified set of Users.

Request Assigned Group | Limit the list of Requests to those with the Assigned
Group field value in a specified set of Security Groups.

Package Filters

Package filters are Package Work Item Type specific filters. Table 6-5 lists the
Package filters.

Table 6-5. Package Filters

Parameter Description
Package Workflows Limit the list of Packages to those with a specified set of
Workflows.
Package Assigned Limit the list of Packages to those with the Assigned
Group Group field value in a specified set of Security Groups.
Package Assigned To Limit the list of Packages to those assigned to a
specified set of Users.

Project Filters

Project filters are Project Work Item Type specific filters. Table 6-6 lists the
Project filters.
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Table 6-6. Project Filters

Parameter

Description

Master Project

Limit the list of Tasks or Subprojects to a specified set of
Master Projects.

Project Assigned
Resource

Limit the list of Tasks to those with an Assigned
Resource in a specified list of Users.

Master Projects Only?

Determines whether or not to query Subprojects.

Project Manager

Limit the list of Tasks to those with a Project Manager
identified in a specific list of Project Managers. Limit the
list of Projects/Subprojects with a Project Manager in the
specified list of Project Managers.
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Chapter

Reviewing and Approving
Time Sheets

This chapter details common user procedures for reviewing, approving and
rejecting Time Sheets. Managers and Auditors can review Released Time
Sheets and either Approve or Reject the Time Sheet.

This chapter covers the following topics:
e Searching for Time Sheets to Approve
e Approving Time Sheets

® Rejecting Time Sheets

Searching for Time Sheets to Approve

This section details how to search for and review Time Sheets. Once a Time
Sheet has been released, the Time Sheet can be approved or rejected.

To find a Time Sheet:
1. Logon to the Dashboard.
2. From the Menu bar, select Time > Time Sheets > Approve Time Sheets.

The Approve Time page opens.
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& Approve Time

u Search cancel

*Period Type:

e orEn s I
[01/01/04 - 01715704 =]
|
| —
Time Sheet Status: [Released =]

Include Frozen and Closed? ' ves @ No

*Time Period:
Resource:
Manager:

Resource Group:

Clear Fields

Sort By: [Resource x| ¢ Ascending

@ Descending
*Maximum Lines Displayed: [50

Search Cancel

3. Enter search criteria in the Search Information fields using the parameters
listed in Table 7-1.

Table 7-1. Approve Time Search Information Parameters

Parameter Description
Period Type Search for Time Sheets of a specific period type.
Time Period Search for Time Sheets of a specific time period.
Resource Search for Time Sheets for a specific user.
MANAGER Search for Time Sheets of a user with a specific manager.
RESOURCE Search for Time Sheets of a particular Security Group with Time
GRouP Management enabled.
Time Sheet Search for Time Sheets of a specific status. To Approve or
Status Reject a Time Sheet, a Time Sheet must have an Released
status.
Include Frozen Include Frozen and Closed Time Sheets in the search.
and Closed?

4. Enter the display criteria in the Results Display Options fields using the
parameters listed in Table 7-2.
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Table 7-2. Approve Time Results Display Options Parameters

Parameter Description
Sort By The parameter to sort the returned items. The sort parameters
are:
e Resource
e Total Hrs
e Total Cost
Ascending/ Display the results in Ascending or Descending order.
Descending
Maximum Lines | Set the maximum number of results to display in the Portlet. The
Displayed default is 50.

5. Click Search to start the Time Sheet search.

The Time Sheet Approval Details page opens.

|
Resource Time Sheet # Manager

[~ Samwiss Gamges 1 - Samwise Gamaes - 01/01/04 -, Admin User
[~ Rosie Cotton 1- Rosie Cottan - 01/01/04 - 0... Admin User
[~ Fippin Taok 1 - Pippin Took - 01/01/04 - 01... Admin User
- Merry Brandybuck 1 - Merry Brandybuck - 01/01/04... Admin User
r John Smith 1-john smith - 01/01/04 - 01/... Admin User
r John Smith 3 - john smith - 01/01/04 - 01/... Admin User
r Frodo Baggins 1 - Frodo Bagqgins - 01/01/04 - .., Admin User
Check All

Status

Released

Released

Released

Released

Released

Released

Released

Totals:

Total
Charge ($)

6,600

6,600

Done

Period
Totals

All Tirnes are in Hours

Thu Fri  Sat Sun
/1 172 1/3 174

8.0 8.0
&.0 8.0
8.0 8.0

&.0 8.0

&.0 8.0

8.0 8.0

Mon
1/5

8.0

Tue
1/6

8.0
8.0
8.0

8.0

8.0
8.0

48

Each row in the Time Sheet Approval Details section is a unique Time Sheet
ready for approval. Note that there can be multiple Time Sheets per Resource
for a given time period.

6. Review the Time Sheets.

Time Sheets are reviewed using the criteria listed in Table 7-3.
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Table 7-3. Time Sheet Approval Details Fields

Field Description
Resource The Resource or User assigned to the Time Sheet.
Time Sheet # A sequence number for the Time Sheet, the username and the

time period of the Time Sheet. The sequence number is usually
1" unless there are multiple Time Sheets for the Resource for
the same time period. Click the hyperlink to get a view-only
picture of the Time Sheet details.

Manager The Manager for the Resource as defined in the system.

Status The current status of the Time Sheet, usually Released or
Rejected. Open Time Sheets are not shown.

Total Charge ($) The total time entered on the Time Sheet multiplied by the
adjusted hourly rates (based on source rates, defined
discounts, and any override rate rules).

Period Totals The total hours entered on the Time Sheet.

All Times are in The total hours entered for every day in the given time period.
Hours Navigate to different days in the period using the scroll bar at
(Daily Information) | the bottom of the section.

Notes ol View detailed information regarding the Time Sheet. Only Time
Sheet Notes are shown here, as opposed to Notes for Work
Allocations.

7. Approve or Reject the Time Sheet.
e To approve the Time Sheet, see “Approving Time Sheets” on page 66.

e To reject the Time Sheet, see “Rejecting Time Sheets” on page 67.

Approving Time Sheets

Once a released Time Sheet is reviewed, it can be approved or rejected.

To approve a Time Sheet:
1. Logon to the Dashboard.

2. Search for and review the Time Sheet.
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See “Searching for Time Sheets to Approve” on page 63 for details on how
to search for and review a Time Sheet. The Time Sheet Approval Detail page
opens.

Time Sheet Approval Details

all Times are in Hours

Resource Time Sheet # Manager  Status Total Period |Thu Fri Sat Sun Mon Tue
Charge ($) Totals |1/1 1/2 1/3 1f4 1/5 1/6
[ Samwise Gamgee 1 - Samwise Gamgee - 01/01/04 -... Admin User Released [ 80 | 80 8.0 80 80
v Rosie Cotton 1- Rosie Cotton - 01,/01/04 - 0., Admin User  Released [ 80 | 80 8.0 80 8.0
[~ Pippin Took 1 - Pippin Took - 01/01,/04 - 01... Admin User  Released [ 80 | 80 8.0 80 80
[~ Merry Brandybuck 1 - Merry Brandybuck - 01/01/04...  Admin User Released [ 80 | 80 8.0 80 8.0

[~ John Smith 1-john smith - 01/01/04 - 01/... Admin User  Released [ 0
[~ John Smith 3 - john smith - 01/01/04 - 01/... Admin User  Released 6,600 88 | 80 8.0 80 8.0
[~ Frodo Baggins 1- Frodo Baggins - 01/01/04 - .. Admin User  Released [ 80 | 80 8.0 80 80
Totals: 6,600 488 | 48 48 0 0 48 48

1 |
Check All | _Clear Al | _Approve |  Reject |
Done

3. Select the Time Sheet checkbox.

(Click Check All to select all the Time Sheets. )
4. Click Approve to approve the Time Sheet.

The selected Time Sheets are approved.

5. Click Done to close the Time Sheet Approval Details page.

Rejecting Time Sheets

Once a released Time Sheet is reviewed, it can be approved or rejected.
To reject a Time Sheet:
1. Logon to the Dashboard.
2. Search for and review Time Sheets.
See “Searching for Time Sheets to Approve” on page 63 for details on how

to search for and review a Time Sheet. The Time Sheet Approval Detail page
opens.
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Time Sheet Approval Details

all Times are in Hours

Resource Time Sheet # Manager  Status Total Period |Thu Fri Sat Sun Mon Tue
Charge ($) Totals |1/1 1/2 1/3 1f4 1/5 1/6
[ Samwise Gamgee 1 - Samwise Gamgee - 01/01/04 -... Admin User Released [ 80 | 80 8.0 80 80
v Rosie Cotton 1- Rosie Cotton - 01,/01/04 - 0., Admin User  Released [ 80 | 80 8.0 80 8.0
[~ Pippin Took 1 - Pippin Took - 01/01,/04 - 01... Admin User  Released [ 80 | 80 8.0 80 80
[~ Merry Brandybuck 1 - Merry Brandybuck - 01/01/04...  Admin User Released [ 80 | 80 8.0 80 8.0
[~ John Smith 1-john smith - 01/01/04 - 01/... Admin User  Released [ 0
[~ John Smith 3 - john smith - 01/01/04 - 01/... Admin User  Released 6,600 88 | 80 8.0 80 8.0
[~ Frodo Baggins 1- Frodo Baggins - 01/01/04 - .. Admin User  Released [ 80 | 80 8.0 80 80
Totals: 6,600 488 | 48 48 0 0 48 48
1 |
Check All | _Clear Al | _Approve |  Reject |

Done

3. Click the Time Sheet Notes button.

The Time Sheet Notes page opens.
4. In the text area, enter the reason the Time Sheet was rejected.
5. Click Add.

The note is added to the Time Sheet.
6. Click Close Window.

The Time Sheet Notes page closes.
7. Select the Time Sheet checkbox.

(Click Check All to select all the Time Sheets. )
8. Click Reject to reject the Time Sheet.

The selected Time Sheets are rejected.

9. Click Done to close the Time Sheet Approval Details page.

When a Time Sheet is rejected, the Time Sheet is automatically routed back
@: to the Resource for review and re-submission.
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Chapter

Freezing and Closing Time Sheets

This chapter details the procedures to freeze and close Time Sheets. After a
Time Sheet is approved, it can still be updated by the original Resource and go
through a re-approval cycle. This happens if the Resource submitted the Time
Sheet prematurely and needs to include additional time. At some point, the
Time Sheet needs to be frozen so that no additional changes can be made.
Freezing a Time Sheet is required for billing processes and other similar
actions.

This chapter covers the following topics:
e Searching for Time Sheets to Close
e Freezing Time Sheets

® C(Closing Time Sheets

Searching for Time Sheets to Close

This section details how to search for and review Time Sheets. Once a Time
Sheet is approved, it must be frozen.

To find a Time Sheet to freeze:
1. Logon to the Dashboard.
2. From the Menu bar, select Time > Time Sheets > Close Time Sheets.

The Close Time Sheets page opens.
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¢ Close Time Sheets

[ search Cancel

*Period Type:

TG -
+Time Period: [01/01704 - 01715704 =]
Resource: &l
Manager: &
Resource Group: | &
Time Sheet Status: [Approved =]

Include Closed? C'ves @ ho

Clear Fields

Sort By: [Resource =] (" Ascending

* Descending

*Maximum Lines Displayed: [50

Search Cancel

3. Enter search criteria in the Search Information fields using the parameters
listed in Table 8-1.

Table 8-1. Close Time Sheet Search Information Parameters

Parameter Description
Period Type Search for Time Sheets of a specific period type.
Time Period Search for Time Sheets of a specific time period.
Resource Limit Time Sheets for a specific user.
MANAGER Search for Time Sheets of a user with a specific manager.
RESOURCE Search for Time Sheets of a particular Security Group with Time
GRouP Management enabled.
Time Sheet Search for Time Sheets of a specific status. To freeze or close a
Status Time Sheet, the status must be Approved.
Include Closed? | Include Closed Time Sheets in the search.

4. Enter display criteria in the Results Display Options fields using the
parameters listed in Table 8-2.
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Table 8-2. Close Time Sheet Results Display Options Parameters

Parameter Description
Sort By The parameter to sort the returned items. The sort parameters
are:
e Resource
e Total Hrs
e Total Cost
Ascending/ Display the results in Ascending or Descending order.
Descending
Maximum Lines | Set the maximum number of results to display in the Portlet. The
Displayed default is 50.

5. Click Search to start the search.

The Time Sheets Closure Details page opens.

all Times are in Hours

Resource Time Sheet # Manager Status Total Period Thu Fri Sat Sun Mon Tue
Charge ($) Totals 11 172 13 174 15 1/6
|— Samwise Gamgee 1 - Samwise Gamgee - 01/01/04 -... Admin User Approved o 80 8.0 8.0 8.0 8.0
|— Rosie Cotton 1 - Posie Cotton - 01/01/04 - 0., Admin User  Approved o 80 8.0 8.0 8.0 8.0
|— Pippin Took 1 - Pippin Took - 01/01/04 - 01... Admin User Approved o 80 8.0 8.0 8.0 8.0
[ Merry Brandybuck 1 - Merry Brandybuck - 01/01/04..  Admin User  Approved 0 80 | 80 80 50 8.0
|— John Smith 1 - john smith - 01/01/04 - 01/, Admin User Approved o o
|— John Smith 2 - john_smith - 01/01/04 - 01/, Admin User  Approved 2,400 32 8.0 8.0 8.0 8.0
|— John Smith 3 - john_smith - 01/01/04 - 01/, Admin User Approved B,600 88 8.0 8.0 8.0 8.0
[ Frodo Bagains 1 - Frodo Baggins - 01/01/04 - ... admin User  Approved 0 80 | 80 80 50 8.0
Totals: 9,000 520 56 56 Li} Li} 56 56
1] —
LCheck Al |
_ oone |

A search only locates Time Sheets the user has the authority to freeze or
close.

Each row in the Time Sheet Closure Details section is a unique Time Sheet
ready for freezing or closure. Note that there can be multiple Time Sheets per
Resource for a given time period.
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6. Review the Time Sheets.

Time Sheets are reviewed using the parameters listed in Table §-3.

Table 8-3. Time Sheet Closure Details Fields

Field Description
Resource The Resource or User assigned to the Time Sheet.
Time Sheet # A sequence number for the Time Sheet, the username and the

time period of the Time Sheet. The sequence number is usually
1" unless there are multiple Time Sheets for the Resource for
the same time period. Click the hyperlink to get a view-only
picture of the Time Sheet details.

Manager The Manager for the Resource as defined in the system.

Status The current status of the Time Sheet, usually Approved. Any
Time Sheets in the Open state are not be shown.

Total Charge ($) | A field which adds up all time entered on the Time Sheet
multiplied by the adjusted hourly rates (based on source rates,
defined discounts, and any override rate rules).

Period Totals The total hours entered on the Time Sheet.

All Times are in The total hours entered for every day in the given time period.
Hours Navigate to different days in the period using the scroll bar at
(Daily Information) | the bottom of the section.

Notes o View detailed information regarding the Time Sheet and the
individual lines on the Time Sheet. Only Time Sheet Notes are
shown here, as opposed to Notes for Work Allocations.

7. Freeze or Close the Time Sheet.
e To freeze the Time Sheet, see “Freezing Time Sheets” on page 72.

e To close the Time Sheet, see “Closing Time Sheets” on page 73.

Freezing Time Sheets

Once a Time Sheet is approved, it can be frozen or closed.
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To freeze a Time Sheet:
1. Logon to the Dashboard.
2. Search for and review a Time Sheet.

See “Searching for Time Sheets to Close” on page 69 for details on how to
search for and review Time Sheets. The Time Sheet Closure Details page
opens.

3. Select the Time Sheet checkbox.

(Click Check All to select all the Time Sheets. )

Time Sheet Closure Details

All Times are in Hours

Resource Time Sheet # Manager  Status Total |Period |Thu Fri  Sat Sun Mon Tue
Charge ($) | Totals |1/1 1/2 1/3 1/4 1/5 1/6
[T Ssmwise Gamges 1 - Samwiss Gamaoee - 01/01/04 -.. Admin User  Frozen 0 80 | B0 8.0 8.0 8.0
[~ Rosis Cottan 1 - Rosie Cottan - 01/01/04 - 0... Adrnin User  Frozen 0 80 | 8.0 8.0 8.0 8.0
¥ Pippin Took 1 - Pippin Took - 01/01,/04 - 01... admin User  Approved 0 g0 | 80 8.0 g0 8.0
¥ Merry Brandybuck 1 - Merry Brandybuck - 01/01/04...  Admin User Approved 0 g0 | 80 8.0 80 8.0

[~ John Smith 1-john smith - 01/01/04 - 01/... admin User  Approved 0 [
[~ John Smith 2- john smith - 01/01/04 - 01/.., Admin User  Approved z,400 3z | 80 8.0 80 8.0
[~ John Smith 2 - john smith - 01/01/04 - 01/... admin User  Approved 6,600 88 | 8.0 8.0 g0 8.0
v Frodo Baggins 1- Frodo Baggins - 01/01/04 - .. Admin User  Approved 0 g0 | 80 8.0 80 8.0
Totals: 9,000 520 | 56 56 0 0 56 56

T E—
Check All | _Clear All | _ Freeze | Close |

Done

4. Click Freeze to freeze the Time Sheet.
The Time Sheet is frozen.

5. Click Done to close the Time Sheet Closure Details page.

Closing Time Sheets

Once a Time Sheet is approved, it can be frozen or closed.

To close a Time Sheet:

1. Logon to the Dashboard.
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2. Search for and review a Time Sheet.

See “Searching for Time Sheets to Close” on page 69 for details on how to
search for and review Time Sheets. The Time Sheet Closure Details page
opens.

3. Select the Time Sheet checkbox.

(Click Check All to select all of the Time Sheets. )

Time Sheet Closure Details

all Times are in Hours

Resource Time Sheet # Manager  Status Total Period [Thu Fri Sat Sun Mon Tue
Charge ($) Totals |1/1 1/2 1/3 174 1/5 1/6
[F Samwise Gamgee 1 - Samwise Gamaee - 01/01/04 -... Admin User Frozen [ 80 | 80 80 80 8.0
v Rosie Cotton 1- Rosie Cotton - 02/01/04 - 0... Admin User  Frozen i 80 | 80 80 80 8.0
[~ Pippin Took 1 - Pippin Took - 01/01/04 - 01, Admin User  Approved 0 80 | 80 80 80 8.0
[ Merry Brandybuck 1 - Merry Brandvbuck - 01/01/04...  Admin User Approved i 80 | 80 80 80 8.0
[~ John Smith 1-iohn smith - 01/01/04 - 01/... Admin User  Approved 0 0
[~ John Smith 2-fohn smith - 01/01,/04 - 01/... Admin User  Approved 2,400 32 | 80 80 80 8.0
[~ John Smith 3 - fohn smith - 01/01,/04 - 01/... Admin User  Approved 6,600 88 | 80 80 80 8.0
[~ Frodo Baggins 1 - Frodo Baggins - 01/01,/04 - ... Admin User  Approved i 80 | 80 80 80 8.0
Totals: 9,000 520 | 56 56 0 0 56 56
1 —
_Check All | _Clear All | __tlose |

Done

4. Click Close to close the Time Sheet.
The Time Sheet is closed.

5. Click Done to close the Time Sheet Closure Details page.
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Chapter

Time Management Portlets

This chapter details the Time Management Portlets. The Time Management
Portlets are role-based visual displays providing relevant summary information
concerning Time Management data.

This chapter covers the following topics:

The Dashboard and Time Management Portlets
My Time Sheets Portlet

My Work Items Portlet

TMG - Actuals for Direct Reports Portlet

TMG - Resource Group Total by Work Item Portlet
TMG - Resource Group Totals Portlet

TMG - Resource Totals Portlet

TMG - Total Hrs by Work Item Portlet

TMG - Work Allocation Details Portlet

TMG - Work Item Set Budgets and Actuals Portlet

The Dashboard and Time Management Portlets

Time Management provides information in real-time through the Dashboard.
A Dashboard can be personalized with Time Management-specific Portlets to
see actions needed to take as well as actual versus budgeted time information.
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These Portlets can be filtered to see time information for specific Resources or
Work Items and can aggregate information in a variety of combinations. Drill
down from these Portlets to find specific Work Allocations and Time Sheets.

Time Management Portlets are available with a Time Management license and
a Dashboard license. Figure 9-1 illustrates the Time Management Dashboard

page. Table 9-1 lists and describes Time Management Portlets.

MEAGURY

Front Page > Dashboard - Time Management

Welcome
John Smith

_Expand All | Collapse All |
Epashboard
Ecreate
Esearch
FReports
FResource
Frost
Epemand
#Team Manager
# partfolio Management
FpMO

ETime
ETime Sheets

¢ Dashboard - Time Management

M vyworkitems T

Item Item Set
Type

Misc Misc. Items
Package DEY = TES...
Project  OneRing
Request  DEM - App...
Request  DEM - App...
Task OneRing

" FrontPane | Demsnd Menager | Time Mansgement |

Personalize This Page

Work Item Description Period Type  Current Current all

Period Budget Periods

(Hrs)  (Hrs)  (Hrs)

Mastings Mastings Semi-Manthly 4 200 4

30015 LotR2.2 software Semi-Manthly 4 4
package mi...

OneRing OneRing Semi-Manthly 4 220 4

30038 Need the Gimli module Semi-Manthly 38 240 38

300386 Boromir application Semi-Manthly 18 120 18

missing...
Get Ring OneRing > Get Ring Semi-Manthly z 240 z
Showing 1t 6 of 6 : Manimize

My Time Sheets 21 Edit]- H- X

Time Sheet # - Period Description Status Create New
Create a Time Shest
1-01/16/04 - 01/31/04 john_smith - 01/16/04 - 01/31/04 Active Copy
Approve Time Shests
Closs Time Shests 30 01/01/04 - 01/15/04 john_smith - 01/01/04 - 01/15/04 Approved Copy
Eallocations 2 -01/01/04 - 01/15/04 john_smith - 01/01/04 - 01/15/04 Approved Copy
Create Allocations 1-01/01/04 - 01/15/04 jehn_smith - 01/01/04 - 01/15/04 Approved Copy
[ Administration Shawing Lto 4 of 4 Maximize
[ Settings
FHelp
Figure 9-1 Time Management Dashboard page
Table 9-1. Time Management Portlets
.
Portlet Description

My Time Sheets

Lists all the Time Sheets (except cancelled Time
Sheets) for the owner of the Dashboard. This Portlet is
similar to the My Requests and My Packages Portlets
but does not have parameters.

My Work Items

Lists all the Work Items on open Time Sheets for the
owner of the Dashboard. This Portlet gives a quick
snapshot of what has been worked on and where time
is charged. This Portlet is similar to the My Requests
and My Packages Portlets but does not have
parameters.

Reports

TMG - Actuals for Direct

Shows a Manager the time charged by their direct
reports, allowing the manager to see what their team
has been working on.
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Table 9-1. Time Management Portlets [continued]

Portlet Description

TMG - Resource Group Shows the time charged by the selected Resource
Total by Work Item Groups. This Portlet summarizes the totals of all the
Resources in those Resource Groups, but segments
this information by specific Work Item.

TMG - Resource Group Shows the time charged by the selected Resource
Totals Groups. This Portlet summarizes the totals of all the
Resources in those Resource Groups, and sees the
level of activity (by time) in the current and previous
periods for these Resource Groups.

TMG - Resource Totals Shows the time charged by the selected Resources,
showing the level of activity (by time) in the current and
previous period for these users.

TMG - Total Hrs by Work | Provides detailed information on the time allocated to,
ltem and the time charged for, specific Work Items, such as
Requests, Projects, Tasks or Packages.

TMG - Work Allocation Provides summary information on the Work Allocations
Details defined in the system. This Portlet lists which Work
Allocations are close to being used up or actually are
over budget.

TMG - Work ltem Set Lists summary information at the Work Item Set level,
Budgets and Actuals such as a Request Type, Master Project or Package
Workflow. This Portlet is useful for getting a snapshot of
which Projects or types of activities are spending the
most time, as well as which Projects or types of
activities have the most time budgeted.

My Time Sheets Portlet

The My Time Sheets Portlet lists all the open Time Sheets for the owner of the
Dashboard, and can list frozen or closed Time Sheets. The owner of the
Dashboard can create a new Time Sheet or copy an existing listed Time Sheet
from the My Time Sheets Portlet. The My Time Sheets Portlet is similar to the My
Requests and My Packages Portlets but does not have parameters.

This Portlet shows the following information:

e The Time Sheet number and Period the time was logged against.
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The name of the user and the Period the time was logged against.

The status of the Time Sheet.

My Time Sheets

Time Sheet # - Period
1-01/16/04 - 01/31/04
3-01/01/04 - 01/15/04
2-01/01/04 - 01/15/04
1-01/01/04 - 01/15/04

Description
john_smith -
john_smith -
john_smith -

Jjohn_smith -

01/16/04 -
01/01/04 -
01/01/04 -
01/01/04 -

01/31/04
01/15/04
01/15/04
01/15/04

Status
Active
Approved
Approved
Approved

2| Editl %]

Create New

Showing 1 to & of 4 : Maximize

Figure 9-2 My Time Sheets Portlet

My Work Items Portlet

The My Work Items Portlet lists all the Work Items on open Time Sheets for the
owner of the Dashboard. The My Work Items Portlet is similar to the My
Requests and My Packages Portlets but does not have any parameters.

This Portlet gives a quick snapshot of what the owner of the Dashboard has
been working on and where time is currently being charged. This Portlet shows

the following information:

The Period Type.

The total time charged to this Work Item.

The time budgeted for the Work Item (if a Work Allocation exists).

The time the owner of the Dashboard has charged to date.

M vy vorkciems T

Item
Type

Misc
Package

Project
Request
Request

Task

Item Set

Misc. Tterns

DEV = TES...

OneRing

DEM - App...
DEM - App...

Oneking

Work Item Description

Mastings Mastings

30015 LotR2.2 software
package mi...

OneRing OneRing

30038 Need the Gimli module

300386 Boromir application
missing...

Get Ring OneRing > Get Ring

period Type
Semi-Manthly
Semi-Manthly

Semi-Manthly
Semi-Manthly
Semi-Manthly

Semi-Manthly

Current
Period
{Hrs)

4

4

4
88
18

2

sh

Current
Budget
{Hrs)

200

2z0
240
iz0

240

owing 1to 6 of b : Magimize

all
Periods
{Hrs)

4

4

4
88
18

2

Figure 9-3 My Work Items Portlet
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TMG - Actuals for Direct Reports Portlet

The TMG - Actuals for Direct Reports Portlet shows the time charged by the
Resources of a Manager. This Portlet gives visibility to Managers to see what
their team has been working on. The TMG - Actuals for Direct Reports Portlet can
be personalized by selecting the Manager(s).

This Portlet shows the following information:

The names of the Resources of the selected Manager(s).
The Period Type for each Resource under the Manager(s).

The time charged by each Resource’s Time Sheet in the current Time
Period.

The un-released Time Sheet totals for each Resource.

The time charged by each Resource’s Time Sheet in the previous Time
Period.

Name Period Current UnReleased | Previous
ri i i

John Smith sM 120
Fippin Took sM 80
Rosie Cotton sM 80
Frado Baggins sM &0
Samwise Gamgee sM 80

Figure 9-4 TMG - Actuals for Direct Reports Portlet

TMG - Resource Group Total by Work ltem Portlet

The TMG - Resource Group Total by Work Item Portlet shows the time charged by
a Resource Group(s). This Portlet summarizes the totals of all the Resources in
the selected Resource Group(s), but segments this information by Work Item.

This Portlet shows the following information:

The total time entered by the Resources in the Resource Group for a Work
Item.

The current budget for the Work Item.
This is the allocated budget for all Work Items the Resource Group(s) have
on their Time Sheets for the current and previous time periods.
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e The total actuals to date for the Work Item.
This includes all items for the Resources in the Resource Group(s) in the
current and previous time periods.

This Portlet is useful when looking at the work being done by a specific
Resource Group. Table 9-2 lists the parameters available when personalizing

this Portlet.

Resource Group Item Work Item
Type

ITG Time Management Misc Meetings
ITG Time Management Package 30012

ITG Time Management Package 30014
ITG Time Management Package 30015

ITG Time Management Projsct  OneRing

RIS TERE SR

Description period Type | Current | Current | Total

Period | Budget | Actuals
{Hrs) {Hrs) (Hrs)

Meetings Semi-Manthly 4 200 4
LOTR software Semi-Manthly 0 &0
bundle migration

LotR2 software Semi-Manthly a0 80
bundle migra...

LotR2.2 software  Semi-Monthly 4 4
packags mi...

Oneking Semi-Manthly 4 220 4

Showing 1to5 of 11 1 Masimize

Figure 9-5 TMG - Resource Group Total by Work Item Portlet

Table 9-2. TMG - Resource Group Total by Work Item Portlet Parameters

Parameter

Description

Resource Group

Displays the selected Resource Groups.

Work Item Type

Displays Work Items of a specific Work Item Type
(Package, Request, Project or Task).

Work ltem Set

Displays Work Items of a specific Work Item Set
(Request Type, Master Project or Package
Workflow). The Work Item Type parameter must be
filled in for this parameter to be active.

Work Item Displays a specific Work ltem (Request, Project,
Task or Package). The Work Item Set parameter
must be filled in for this parameter to be active.

Actual/Budget Over Displays Work ltems where the Actuals to

Date/Current Budget ratio is over the specific
percentage. This parameter is useful to see items
that are over budget.

Current Time Over (Hrs)

Displays Work Items with time charged in the
current period over a specific number of hours. Use
this parameter to see the items with the most
current activity.

Budget Over (Hrs)

Displays Work Items with Current Budgets over a
specific number of hours.
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Table 9-2. TMG - Resource Group Total by Work Item Portlet Parameters

Actuals to Date Over (Hrs)

Displays Work Items with Actuals to Date over a
specific number of hours.

Period Type

Displays Work Items of the specified Period Type.

TMG - Resource Group Totals Portlet

The TMG - Resource Group Totals Portlet shows the time charged by Resource
Groups. This Portlet summarizes the totals of all the Resources in those
Resource Groups and sees the level of activity (by time) in the current and
previous periods for these Resource Groups.

This Portlet shows the following information:

e The Resource Group(s).

e The total time entered by the Resources in the Resource Group(s) for the
current and previous period.

e The current budget for the Work Items used by Resources in the Resource

Group(s).

This is the allocated budget for the current and previous time periods.

e The total actuals to date for the Work Items used by Resources in the

Resource Group(s).

This includes all items in the current and previous time periods.

Table 9-3 lists the parameters available when personalizing this Portlet.

21 el 3 i

Resource Group Period Type Current | Previous | Current Total

Period Period Budget Actuals
(Hrs) (Hrs) (Hrs) (Hrs)

ITG Tirne Managerent Semi-Monthly 548 0 1620 548

Showing 1to 1 of 11 Masimize

Figure 9-6 TMG - Resource Group Totals Portlet

Table 9-3. TMG- Resource Group Totals Portlet Parameters

Parameter

Description
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Table 9-3. TMG- Resource Group Totals Portlet Parameters [continued]

Resource Groups Displays the specified Resource Group(s).

Period Type Displays Resource Groups logging time against the
specified Period Types.

TMG - Resource Totals Portlet

The TMG - Resource Totals Portlet shows the time charged by a set of
Resources, sees the level of activity (by time) in the current and previous
period for these Resources.

This Portlet shows the following information:

The Resource name.
The Period Type.
The total time entered by the Resource in the current and previous period.

The total budget for the Work Items used by the Resource.
This is the allocated budget for the current and previous time periods.

The total actuals to date for the Work Items used by the Resource.
This includes all items in the current and previous time periods.

Table 9-4 lists the parameters available when personalizing this Portlet.

2] e
Resource Name Period Type Current | Previous | Current Total
Period Period Budget  Actuals
(Hrs) (Hrs) (Hrs) (Hrs)
John Smith Semi-Monthly 120 0 1020 247

Showing 110 1 of 1: Maximize

Figure 9-7 TMG - Resource Totals Portlet

Table 9-4. TMG - Resource Total Portlet Parameters

Parameters Description

Resource Groups Displays the Resources of the selected Resource
Group(s). This parameter is useful to show the time
activity for a specific team of users.

Resource Displays only the specified Resources.

82 Time Management Portlets




Tracking Your Time (Time Management)

Table 9-4. TMG - Resource Total Portlet Parameters [continued]

Period Type

Displays the Resources of those logging time against one

or more Period Types.

TMG - Total Hrs by Work ltem Portlet

The TMG - Total Hrs by Work Item Portlet gives detail information on the time
allocated to and the time charged for specific Work Items (Requests, Projects,
Tasks or Packages).

This Portlet shows the following information:

The Work Item Type.

The Item name.

The Item description.

The Period Type.

The Current budget (if a Work Allocation exists).

This is the allocated budget for the current and previous time periods.

The total time charged to this Work Item in the current period by all users.
This includes all items in the current and previous time periods.

The total time charged to date for this item

This Portlet should not be used to display time information for all Work Items,
but for a specific set of Work Items based on the type of Work Item, amount of
time, or Actuals versus budget. Table 9-5 lists the parameters available when

personalizing this Portlet.

Item Item Set
Type

Request  DEM - Applic...
Request  DEM - Applic...
Request  DEM - Applic...
Package DEV > TEST »...
Mise Misc. Ttems

Work Item

30033
30036
30039
30015
Meetings

Description

Need the Gim...
Boromir appl...
Legolas logo...
LotR2.2 soft...

Meetings

Period Type

Semi-Monthly
Semi-Monthly
Semi-Monthly
Semi-Monthly
Semi-Monthly

2| e -

Current Current Total
Period Budget Actuals

(Hrs)
131
10z
4z

4

4

(Hrs) (Hrs)
z40 131
1zo 10z
1s0 58

4
zoo 4

Showing 1to 5 of 7 ; Masimize

Figure 9-8 TMG - Total Hours By Work ltem Portlet
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Table 9-5. TMG - Total Hours By Work Item Portlet Parameters

Parameters

Description

Resource

Display Work Items used on Time Sheets of one or
more Resources. This parameter is useful to see the
Work Items being worked on by a specific team of
Resources.

Work Item Type

Displays Work Items of a specific Work Item Type
(Package, Request, Project or Task).

Work Item Set

Displays Work Items of a specific Work Item Set
(Request Type, Master Project or Package Workflow).
The Work Item Type parameter must be filled in for this
parameter to be active.

Work Item Displays a specific Work ltem (Request, Project, Task
or Package). A maximum of one row is returned when
this parameter is used. The Work Item Set parameter
must be filled in for this parameter to be active.

Actual/Budget Over Displays Work ltems where the Actuals to

Date/Current Budget ratio is over the specific
percentage. This parameter is useful to see items that
are over budget.

Current Time Over (Hrs)

Displays Work Items with time charged in the current
period over a specific number of hours. Use this
parameter to see the items with the most current
activity.

Budget Over (Hrs)

Displays Work Items with Current Budgets over a
specific number of hours.

Actuals to Date Over (Hrs)

Displays Work Items with Actuals to Date over a
specific number of hours.

Period Type

Displays Work Items of a specific Period Type.

TMG - Work Allocation Details Portlet

The TMG - Work Allocation Details Portlet lists summary information on the
Work Allocations defined in the system. This Portlet sees which allocations are
close to being used up or actually are over budget.
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This Portlet shows the following information:

The Work Item Type.

The Work Item Set.

The specific Work Item.

The Work Item description for the Allocation.

The current allocation budget.

The total actuals against this Work Item.

The real-time percentage of Actuals to budget.

A hyperlink on the Work Item Type navigates directly to the specific Work
Allocation in the Work Allocation Details page. This Portlet does not show
Closed Allocations. Table 9-6 lists the parameters available when
personalizing this Portlet.

Item Item Set Work Item
Type

Misc Mise. L., Meetings
Project oneRing oneRing
Request DEM - A... 30038
Request DEM - A... 30036
Request DEM - A... 30039

Description

Meetings

oneRing

Need the Gimli mo,
Boromir applicati...
Legolas logon too..,

2l Ean 3

Current Total Actual /
Budget Actuals | Budget %
(Hrs) (Hrs)

200 4 z
2z0 4 z

" 240 131 5%

iz0 io0z 8%
180 58 3z

Showing 1105 of 6 : Maximize

Figure 9-9 TMG - Work Allocation Details Portlet

Table 9-6. TMG - Work Allocation Details Portlet Parameters

Parameters

Description

Resource Group

Displays Work Allocations used by one or more of
the selected Resource Groups.

Resource

Displays Work Allocations used by one or more of
the selected Resources.

Work Item Type

Displays Work Allocations of a specific Work Item
Type (Package, Request, Project or Task).

Work Item Set

Displays Work Allocations of a specific Work Item
Set (Request Type, Master Project or Package
Workflow). The Work Item Type parameter must be
filled in for this parameter to be active.
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Table 9-6. TMG - Work Allocation Details Portlet Parameters [continued]

Work ltem Displays Work Allocations of a specific Work Item
(Request, Project, Task or Package). The
maximum number of allocations returned is one
when this parameter is used. The Work Item Set
parameter must be filled in for this parameter to be
active.

Actual/Budget Over Displays Work Allocations where the Actuals to
Date/Current Budget ratio is over the specific
percentage. This parameter is useful to see
Allocations that are close to being fully used or are
over budget. When this parameter is used,
Allocations with O Current Budget are ignored.

Budget Over (Hrs) Displays Work Allocations with Current Budgets
over a specific number of hours. Use this
parameter to see just the larger items.

TMG - Work ltem Set Budgets and Actuals Portlet

The TMG - Work Item Set Budgets and Actuals Portlet lists summary information
at the Work Item Set level (such as a Request Type, Master Project or Package
Workflow.) A Work Item Set can be a Request Type, a Master Project, or a
Package Workflow.

This Portlet is useful for getting a snapshot of which Projects or types of
activities (such as Enhancement Requests or Bug Fixes) are spending the most
time, as well as where most of the time is budgeted.

This Portlet shows the following information:

e All Work Item Sets meeting the selection criteria and that have time
charged against them in the current period or the previous period.

e The Work Item Type.
e The Work Item Set.
e The Period Type.

e The Number of specific Work Items that are in the Work Item Set and have
had time charged to them in the current or previous periods.

e The Total budget (from the Work Allocation) for those Work Items.
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e The Total Actuals to Date for those Work Items.
This lists only the Work Items included in the current and previous time
periods.

e The time charged against those Work Items in the current period.
e The amount charged against those Work Items in the previous period.

Table 9-7 lists the parameters available when personalizing this Portlet.

RIS TERE SR

Item Item Set period Type #of | Current | Total |Current | Previous
Type Items Budget Actuals | Period | Period
(Hrs) {Hrs) {Hrs) {Hrs)

Misc Misc. Items Semi-Manthly 1 200 4 4 0
Fackage DEV » TEST = PROD Semi-Manthly 120 164 164
Froject  OneRing Semi-Manthly z20 4 4
660 238 230
300 160 144

Request  DEM - Application Bug Semi-Manthly

0
0
0
Request  DEM - Application Enhancement Semi-Manthly 0

MW R

Showing 1105 of 6 : Maximize

Figure 9-10 TMG - Work ltem Set Budgets and Actuals Portlet

Table 9-7. TMG - Work Item Set Budgets and Actuals Portlet Parameters

Parameters Description

Work Item Type Displays Work Item Sets of a specific Work Item Type
(Package, Request, Project or Task).

Work Item Set Displays Work Item Sets of a specific Work ltem Set
(Request Type, Master Project or Package Workflow).
The maximum number of rows returned is one when
this parameter is used. The Work Item Type parameter
must be filled in for this parameter to be active.

Count Over Displays Work Item Sets with more than the specific
Work Items that have time charged against them in the
current or previous period. Use this Portlet to filter for
high volume Work ltem Sets (in terms of individual
items).

Budget Over (hrs) Displays Work Item Sets with Work Items whose
budget totals over the specified value.

Actuals Over (hrs) Displays Work Item Sets with Work Items totaling
Actuals to Date over the specified value.

Actual/Budget Over (%) Displays Work Item Sets where the total Actuals to
Date/Total Current Budget is over a given percentage.
This restriction is for the total values and not the
actuals to budget percentages of the individual items.

Period Type Displays Work ltem Sets of a specific Period Type.
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Chaptery

10

Time Management Reports

This chapter details the Time Management reports. The Time Management
reports create textual reports viewed through a Web browser.

This chapter covers the following topics:

Time Management Report Overview

TMG - Actual Time/Cost Summary Report
TMG - Actual Time Summary Report
TMG - Time Sheet Details Report

TMG - Time Sheet Summary Report

TMG - Work Allocation Details

Time Management Report Overview

This section gives an overview of the Time Management reports. Table 10-1
lists all of the standard reports available in Time Management. All of these
reports create textual reports viewed through a Web browser.

Table 10-1. Time Management Reports

Report Description
TMG - Time Sheet Reports on multiple Time Sheets at once and views their
Details Report details.
TMG - Time Sheet Summarizes time information entered in non-cancelled
Summary Report Time Sheets.
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Table 10-1. Time Management Reports [continued]

Report Description
TMG - Actual Time Summarizes actual time information entered in non-
Summary Report cancelled Time Sheets.
TMG - Actual Summarizes actual time information entered in non-
Time/Cost Summary cancelled Time Sheets and displays the calculated
Report charge dollar totals for each grouping. This report is

usually restricted to a smaller group of users than the
Actual Time Summary Report.

TMG - Work Allocation | Shows the budget and Actuals to date, Charge Code
Details Parameters Allocations and Resource restrictions.

TMG - Actual Time/Cost Summary Report

The TMG - Actual Time/Cost Summary Report summarizes actual time
information entered in non-cancelled Time Sheets and the calculated charge
dollar totals for each grouping. Different parameters provide different views
into the data, such as:

e The report displaying the total time entered per Resource.
e The report displaying the total time entered per Project.
e The report displaying the total time entered in each given time period.

This report is usually restricted to a smaller group of users than the Actual Time
Summary Report. Table 10-2 lists the parameters available when setting up this
report.

90 Time Management Reports



Tracking Your Time (Time Management)

Report Parameters
Report Mame: TMG - Actual Time/Cost Summary
Fun Date: January 14, 2004 01:35 PM

Group By: Work fem Starting Time Period: 010104 - 0141504
Resource: Ending Time Period: 011604 - 01,3104
Resource Group: Work fem Type:
Group Total Ahove ¥ Hours: Work fem Set:
Group Total Above X Dollars: Wk fem:
Include Unreleased Time Sheets: Y Activity:
Charge Code: Showe Sub Totals: M
Actual

Wyark Iterm |Hours |Cost($)
30012 | 800 0
30014 | 800 0
30015 4.0 | 300
30034 | 95.0 0
30035 | 110 0
30036 | 102.0 | 1,350
30038 |131.0 | 6,500
30039 | 580 0
Get Ring | 2.0 150

Meetings | 4.0 300
OneRing | 4.0 300

Tatals|572.0 | 9,000

Figure 10-1 TMG - Actual Time/Cost Summary Report

Table 10-2. TMG - Actual Time/Cost Summary Report Parameters

Fields Description

Group By Determines how to group the information, such as by
Resource or Work Item Type.

Starting Time Period Display information entered on or after a specific time

period.

Ending Time Period Display information entered on or before a specific time
period.

Work Item Type Display information for a specific Work Item Type.

Work Item Set Display information for a specific set of Work Iltem Sets,
such as Request Types, Master Projects, Packages or
Workflows.

Work ltem Display information for a specific set of Work ltems, such

as Package, Request, Project or Task.

Activity Display information on a specific activity.
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Table 10-2. TMG - Actual Time/Cost Summary Report Parameters [continued]

Charge Code Display information charged to a specific Charge Code.
Use the Charge Code percentage to calculate the time
against the Charge Code.

Resource Display information for a specific set of Resources.

Resource Group Display information for Resources in a specific set of
Resource Groups.

Group Total Above X | Display information where the total Actual hours are above

Hours the given number. This filters for the areas with large time
charges.

Group Total Above X | Display information where the total Actual hours are above

Dollars the given number. This filters for the areas with large time
charges.

Include Unreleased Display information where active Time Sheets are included

Time Sheets or excluded.

Show Sub Totals If set to Yes, the report shows time totals for the first

column selected in the grouping.

TMG - Actual Time Summary Report

The TMG - Actual Time Summary Report summarizes actual time information
entered in non-cancelled Time Sheets. Different parameters provide different
views into the data, such as:

e The total time entered per Resource for each time period.
e The total time entered per Project.
e The total time entered in each given time period.

This report is similar to the Time Sheet Summary Report except it does not show
Work Allocation budget information. This report is usually run on a larger
group of users than the Actual Time/Cost Summary Report. Table 10-3 lists the
parameters available when setting up this report.
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Report Parameters

Report Mame: TMG - Actual Time Summary

Fun Date: January 14, 2004 01:41 PM

Group By: Resource
Resource:
Resource Group:
Wiark ttem Set:
Wiark tem:
Activity:
Show Sub Totalz: M

Actual
Resource Hours

Frodo Baggins | 80.0
John Srith 172.0
Merry Brandybuck| 80.0
Pippin Took 80.0
Rosie Cotton 80.0
Sarmwise Gamgee| 80.0
Totals|572.0

Starting Time Period: 010104 - 0141504
Ending Time Period: 011604 - 01,3104
Work fem Type:
Group Total Ahove ¥ Hours:
Include Unreleased Time Sheets: v

Charge Code:

Figure 10-2 TMG - Actual Time Summary Report

Table 10-3. TMG - Actual Time Summary Report Parameters

Fields

Description

Group By

Determines how to group the information, such as by
Resource or Work Item Type.

Starting Time Period

Display information entered on or after a specific time
period.

Ending Time Period

Display information entered on or before a specific time
period.

Work Item Type

Display information for a specific Work ltem Type.

Work ltem Set

Display information for a specific set of Work ltem Sets,
such as Request Types, Master Projects, Packages or
Workflows.

Work ltem Display information for a specific set of Work Items, such as
Package, Request, Project or Task.
Activity Display information on a specific activity.

Charge Code

Display information charged to a specific Charge Code. Use
the Charge Code percentage to calculate the time against
the Charge Code.

Resource

Display information for a specific set of Resources.
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Table 10-3. TMG - Actual Time Summary Report Parameters [continued]

Resource Group Display information for Resources in a specific set of
Resource Groups.

Group Total Above X | Display information where the total Actual hours are above

Hours the given number. This filters for the areas with large time
charges.

Include Unreleased Display information where active Time Sheets are included

Time Sheets or excluded.

Show Sub Totals If set to Yes, the report shows time totals for the first column

selected in the grouping.

TMG - Time Sheet Details Report

The TMG - Time Sheet Details Report reports on multiple Time Sheets at once
and views their details. The report displays the following information:

e Header information
e Daily time information

e Line information, such as:
o Work Item
o Actuals to date
o Charge Code
0o Activity information

o Notes details

Table 10-4 lists the parameters available when setting up this report.
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Print

Time Sheet Detail Report

Report Parameters for Report #30023

Mereury : Run by Jehn Smith, On Jan 14, 2004 01:42:44 PM PST

Detailed information for ans or more Time Sheets, Includes work item information and
time reparted against sach wark item,

Filter By: Tirne Period Typs - Semi-Manthly; Time Period - 01/01/04 - 01/15/04; Include Cancelled - Moy Include Frozen and Closed - Yes

Include: Header, Work Item Information

Showing 5 Total Time Sheets: Order By - Time Period, Resource

Frodo Baggins: 01/01/04 - 01/15/04
Header
Resource: Frodo Bagains
Time Period: 01/01/04 - 01/15/04
Number: 1
Status: Approved
Description: Frodo Baggins - 01/01/04 - 01/15(04

Work Item Information

Total Hours reported in this Timeshs et 80 Hours

Approver Type: Resource

Time Sheet Approver: Admin User
Billing Type: Resource

Billing Approver: Admin User

Mote: All Time shown in Hours

Viork Item Work Ttem Set Wrork [tem Description Current Budget Actuals to Date  Period Totals
Request #30036 DEM - Application Enhancement Baromir application missing GUT 1z0 102 80
Totals: 80
Time Details
u Sat Sun  Mon Tue  Wed Thu Fri Sat Sun  Mon Tue  Wed Thu
Work Ttem 01401 01/02 01403 0L/04 01505 0L/06  01/07  0L/08 01409 0L/10 01711 0L/12 01413 0L/14 01415
Request #30036 8 8 8 8 8 8 8 8 8
Total Hours: [ [ [ [ [ [ [ [ [

Figure 10-3 TMG - Time Sheet Details Report

Table 10-4. TMG - Time Sheet Details Report Parameters

Fields

Description

Period Type

Displays the Time Sheets of the specified time period type.
Period Types include Weekly, Bi-Weekly, Semi-Monthly
and Monthly.

Time Period

Displays the Time Sheets for a specific set of time periods.

Resource

Displays the Time Sheets for a specific set of Resources.

Resource Group

Displays the Time Sheets for the Resources of a Resource
Group(s).

Time Sheet #

Displays the Time Sheets with a specific Time Sheet
number. A unique sequence number is assigned when
there are multiple Time Sheets for a Resource in the same
time period.

Time Sheet Status

Displays the Time Sheets currently at a specific status.

Order By

Determines how to order the list of Time Sheets if the
parameters result in more than one Time Sheet.

Include Closed Time
Sheets

Closed Time Sheets are excluded unless this parameter is
setto Yes.

Include Cancelled
Time Sheets

Cancelled Time Sheets are excluded unless this parameter
is setto Yes.
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Table 10-4. TMG - Time Sheet Details Report Parameters [continued]

Show Time Sheet Shows the Header Notes of the queried Time Sheets.
Notes
Show Line Notes Shows the detailed Notes attached to each Time Sheet line.

Show Activity Details | Shows the detailed time entered for the Time Sheet line by
each activity.

Show Charge Codes | Shows the Charge Code Allocations for each Time Sheet
line.

TMG - Time Sheet Summary Report

The TMG - Time Sheet Summary Report summarizes time information entered in
non-cancelled Time Sheets. Different parameters provide different views into
the data, such as:

e The total time entered per Resource for time period.
e The total time entered per Project versus the budget for that Project.
e The total time entered in each give time period.

This report is similar to the Actual Time Summary report except that this report
shows Work Allocation budget information. Table 10-5 lists the parameters
available when setting up this report.

Print

TMG - Time Sheet Summary

Mercury : Run by John Smith, On Jan 14, 2004 01:44:00 PM PST

Shows time sheet information by 3 variety of graupings and filters

Report Parameters for Report #30024

Filter By: Periad From - 01/01/04 - 01/15/04; Period To - 01/16/04 - 01/31/04; Include Clased - ¥; Include Unreleased - ¥
Group By:Resaurce

Showing 6 Total Time Sheets:

Time Sheet Summary

Resource Actual Hours Original Budget Current Budget Actuals To Date % Available Budget
Frodo Bagains 800 1200 1200 1020 15%
John Smith 1480 1620.0 1620.0 412.0
Merry Brandybuck 800 420.0 420,0 189.0 55%
Pippin Took 80.0 200.0 200,0 960 52%
Rosle Cotton 800 0.0 0.0 800 0%
Samwise Gamgee 80.0 0.0 0.0 80.0 0%
Totals: 548.0 1620.0 1620.0 572.0

T4.6%

TMG - Time Sheet Summary

Figure 10-4 TMG - Time Sheet Summary Report
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Table 10-5. TMG - Time Sheet Summary Report Parameters

Fields

Description

Group By

Determines how to group the information, such as by
Resource or Work ltem Type.

Starting Time Period

Display Time Sheets entered on or after a specific time
period.

Ending Time Period

Display Time Sheets entered on or before a specific time
period.

Current Last X
Periods

Displays Time Sheets in the current period and a given
number of previous periods. If O is entered, the report only
shows Time Sheets in the current time period.

Work Item Type

Displays Time Sheets containing the specified Work Item
Type.

Work Item Set

Displays Time Sheets containing the specified Work Item
Sets, such as Request Types, Master Projects or Package
Workflows.

Work ltem Displays Time Sheets for a given set of Work Items
(Package, Request, Project or Task).
Activity Displays Time Sheets entered against a specific activity.

Charge Code

Displays Time Sheets with time charged to a specific Charge
Code. Use the Charge Code percentage to calculate the
time against the Charge Code.

Resource

Displays Time Sheets for a specific set of Resources.

Resource Group

Displays Time Sheets for a specific Resource Group(s).

Time Sheet #

Only show Time Sheets of a specific number. A unique
sequence number is assigned when there are multiple Time
Sheets for a Resource in the same time period.

Include Closed Time
Sheets

Closed Time Sheets are excluded unless this parameter is
set to Yes.

Include Unreleased
Time Sheets

Active Time Sheets are excluded unless this parameter is
set to Yes.
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TMG - Work Allocation Details

The TMG - Work Allocation Details Report shows much of the same information

shown on the Work Allocation definition page. This includes the:

Allocation Work Item information
budget and Actuals to date

Charge Code Allocations

e Resource restrictions.

This report also returns hyperlinks allowing modification of the Work

Allocation (“Edit Work Allocations” Access Grant required). Table 10-6 lists

the parameters available when setting up this report.

Report Parameters

Report Mame: TMG - Work Allocation Details
Run Date: January 14, 2004 01:45 P

Work tem Type
Work tem

Creation Date From: 2004-01-01 00:00:00

ActualsBudget Over K%
Showe Resource Restrictions: N
Shovy Discourts: N

= Allocation Details ™

Wiork tem Set:
Charge Corle:
Crestion Date To: 2004-01-13 00:00:00
Includls Clossd: N

Showe Detailed Actuals: N

Sort By: Work fem Typs

Alloc | Work Item Work Orig Bdgted | Curr Bdgted |Actuals To| Revised | Actuals to | Charge Resources
URL Type Work ltem Set Item Description Time (Hrs) | Time (Hrs) Date Flag Budget (%) | Codes Restricted
u Misc Misc. ltems “acation “acation oo oo 0.0 0 N
DEW » TEST = Mew LotR2.2 software
U Package PROD 30017 bundle migration 1200 1200 0.0 o N
U Project OneRing OneRing OneRing 2200 2200 4.0 2 N
DEM - Application Aragorn application
U Request Bug 30034 | missing logon window, 200.0 200.0 96.0 48 N
DEM - Application
u Reguest Buy 20035 Meed Elrond rmodule 220.0 220.0 1.0 5 M
DEM - Application
u Reguest Buy 20038 |Meed the Girmnli module 240.0 240.0 131.0 ) M
DEM - Application Boromir application
u Reguest Enhancement 20036 rissing GUI 120.0 120.0 1020 [} M
DEM - Application
u Reguest Enhancement 20039 |Legolas logon too slow 180.0 180.0 8.0 32 M
u Task OneRing Get Ring | OneRing > Get Ring 240.0 240.0 20 1 M

Figure 10-5 TMG - Work Allocation Details Report Parameters page

Table 10-6. TMG - Work Allocation Details Report Parameters

Fields

Description

Work Item Type

Displays Work Allocations for a given Work Item Type.

Work ltem Set

Displays Work Allocations for a specific Work ltem Set
(such as a specific Request Type, Master Project or
Package Workflow).

Work ltem

Displays Work Allocations for a specific Work Item.
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Table 10-6. TMG - Work Allocation Details Report Parameters [continued]

Charge Code Displays Work Allocations with a specific Charge Code.
This displays all the time being charged to a specific
department or cost center.

Creation Date From Displays Work Allocations created on or after a specific
date.

Creation Date To Displays Work Allocations created on or before a specific
date.

Actuals/Budget Over Displays Work Allocations where the Actuals to date are

X% over a certain percentage of the current budget. This
parameter reports on the allocations close to or over
budget.

Include Closed Closed allocations are excluded unless this parameter is
setto Yes.

Show Resource For each Work Allocation, show the restricted Resources

Restrictions and Resource Groups.

Show Detailed Actuals | Displays the total Actuals to date for the Work Allocation,
as well as the breakdown of the Actuals entered by each

Resource.
Show Discounts Displays the standard and billing discount numbers.
Sort By Sort the report by the:

e Work Item Type

e Work Item Set

e Work Item Name
¢ Original Budget

e Current Budget.
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