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Chapter 1: Introduction

About This Document

Mercury Time Management™ isaMercury IT Governance Center™ product
that budgets time against bodies of work within the Mercury IT Governance
Center. Time Management integrates information from requests, packages,
tasks, and projects, and quickly determinesif estimated time and costs
associated with these entities relate to the actual time and costs. Actual time
spent is entered on time sheets, which are reviewed, approved, frozen, and
closed.

This document contains the following chapters:

Chapter 1, Introduction, on page 11

This chapter provides an overview of this document and of the Mercury
Time Management process.

Chapter 2, Configuring Time Management Periods, on page 19

This chapter details how to configure Mercury Time Management period
types and time periods. Period types specify the different types of intervals
for which time sheets record information.

Chapter 3, Configuring Time Sheet Policies, on page 25

This chapter details how to configure time sheet policies. Time sheet
policies are rules designed to oversee the creation of time sheets. Time
sheet policies are written for groups of resources, not for individual users.

Chapter 4, Maintaining Resour ces, on page 41

This chapter details how to configure aresource for Time Management. A
resourceis an individua user who performs work and can log time against
that work. Resources are assigned to specific work items and have
attributes, such as manager, and have a cost rate.

Chapter 5, Maintaining Activities, on page 49

This chapter details how to configure an activity. An activity isa
categorization of the type of work performed against awork item, such as
design work or documentation. Activities can aso be used to classify the
work as depreciable for financial accounting.

12
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Chapter 1: Introduction

Chapter 6, Maintaining Charge Codes, on page 55

This chapter details procedures to configure and maintain charge codes.
Charge codes are entities used as links between work items and charge
accounts.

Chapter 7, Maintaining Override Rules, on page 61

This chapter details procedures to configure override rules. Override rules
are designed to override default cost rates and other attributes. To initiate
an override rule, the attributes of atime sheet line or the attributes of the
user, must equal an override rule’s dependencies.

Chapter 8, Creating and Maintaining Time Management Filters,
on page 75

This chapter details how to configure Mercury Time Management filters.
The Time Management filters [imit the work item auto-complete list on
work alocations or time sheets.

Chapter 9, Maintaining Time Management Validations, on page 89

This chapter details how to configure Mercury Time Management
validations. Validations determine the acceptable input values for fields,
such as the acceptable work items to include on a time sheet.

Chapter 10, Integrating Mercury Time Management with
Mercury Project Management, on page 95

This chapter details how to integrate Mercury Time Management and
Mercury Project Management™. Integrating Time Management and
Project Management allows actual time (and associated costs) entered on
time sheets to automatically update actual effort and actual costs of
projects.

About This Document 13



Chapter 1: Introduction

Who Should Read This Document

This document is for the following audience types:
e Application administrators
e Application developers/configurators

For More Information

For information about audience types, see the Guide to Documentation.

Prerequisite Documents

Prerequisite documents for this guide are:
e Guide to Documentation

e Key Concepts

o (Getting Started

For More Information

For information about these documents and how to access them, see the Guide
to Documentation.

Related Documents

Related documents for this guide are:

e Mercury Time Management User’s Guide

e Mercury Demand Management: Configuring a Request Resolution System
e Mercury Project Management User’s Guide

e Mercury Financial Management User’s Guide

e Commands, Tokens, and Validations Guide and Reference

e Security Model Guide and Reference

For More Information

For information about these documents and how to access them, see the Guide
to Documentation.

14 Mercury Time Management™ Configuration Guide



Chapter 1: Introduction

Overview of Configuring Time Management

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

Approving Freazing
Time Sheets Approved Time Sheets

Frozen

Cancelled
Billing or
Charging
Cancalling with 3™ Party
Time Sheets Application

{Optional)

Closad

Claosing
Time Sheets

Figure 1-1. 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 awork item. Managers or planners also
specify which resources can allocate time on a work item and where to charge

the time worked.

Overview of Configuring Time Management 15
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Entering Time Sheet Information

Individual resources create and update time sheets. These resources specify
which work items were worked on in agiven period, how much time was spent
on the work item, and (optionally) what types of activities were performed.

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.

Approving Time Sheets

Once aresource has entered and released atime sheet, other individuals need
to review and approve the time sheet. If approved, time sheets move forward to
thefinal stepsin the process. If relected, the time sheet goes back to the
original resource for updating or additional justification.

Freezing Time Sheets

Even after atime sheet is approved, a period of time can be allowed for
additional updates and re-approvals. However, at some point, the time sheet
will freeze. This allows actual reporting on the time sheet’ s information or
extracting the information for a billing or financial system.

Billing or Charging with Third-Party Applications

After atime sheet is frozen, costs can be generated to bill an interna or
externa 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 financia
applications.

Closing Time Sheets

Once atime 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.

16 Mercury Time Management™ Configuration Guide



Chapter 1: Introduction

Accessing Mercury IT Governance Center

Businesses often need to control access to certain information and business
processes. This can be done to protect sensitive information, such as employee
salaries or to smplify business processes by hiding datathat isirrelevant to the
user. Mercury IT Governance Center includes a set of featuresto help control
data and process security on the following levels:

Limiting who can access certain windows or pages
Limiting who can view or edit certain fields
Limiting the data displayed in sensitive fields or screens

Limiting which users can view, create, edit, or process Mercury I T
Governance Center entities, such as requests, packages, projects,
portfolios, and programs

Limiting which users can view, create, or edit Mercury IT Governance
Center configuration entities, such as workflows, request types, object
types, and security groups

Limiting which users can alter the security settings

The following features control the data and process security in Mercury IT
Governance Center. These features can be combined in a number of ways to
provide a secure system:

Licenses. Each user is assigned a license that provides the user with the
potential to accessto aset of Mercury IT Governance Center
product-related screens and functions. Licenses dictate available behavior
but need to be used in conjunction with access grants to enable specific
fields and functions.

Access Grants. Linked to users through security groups, access grants
define which windows and functions users can view, edit, or perform
actionsin. Access grants also provide varying levels of control over certain
entities and fields.

Entity-level restrictions. Settings on the entity that specify who can
create, edit, process, and delete Mercury IT Governance Center entities,
such as requests, packages, and projects. Y ou can also control which
request types and object types can be used with certain workflows. These
restrictions are often configured in the configuration entities, such as
workflows, request types, and object types.

Accessing Mercury IT Governance Center 17
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e Field-leve restrictions. For each custom field that you define in Mercury
IT Governance Center, you can configure when it is visible or editable. For
some fields, you can additionally specify which users can view or edit the
field.

e Configuration-level restrictions. Y ou can specify, using ownership
groups settings, which users can modify configuration entitiesin the
system. For example, you can control who is allowed to edit an existing
workflow. This allows you to guarantee that only appropriate users are
altering your Mercury IT Governance Center-controlled processes.

For More Information

For more information concerning accessing the Mercury IT Governance
Center as well asinformation on security groups and access grants, see the
Security Model Guide and Reference.

18 Mercury Time Management™ Configuration Guide
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Chapter 2: Configuring Time Management Periods

Overview of Time Management Periods

This section details how to configure Mercury Time Management period types
and time periods. Period types specify the different types of intervals for which
time sheets record information, including:

o Weekly

o Bi-Weekly

e Semi-Monthly
e Monthly

A time period (period) isthe actua dates of a period type. For example, a
semi-monthly period would be 05/01/02 — 05/15/02.

Selecting Period Types

A period type isthe duration of the time period used by Time Management,
such as weekly or monthly. One or more period types can be enabled.
Selecting the period types makes those period types available to Time
Management.

Selecting period types requires knowledge of SQL and DBA privileges. See
your application administrator concerning the selection of period types. The
supported period types are listed in Table 2-1. Eligible values are case
sensitive.

Table 2-1. Period types and eligible values

Period Type Eligible Value
Weekly WEEKLY
Bi-Weekly BI_WEEKLY
Semi-Monthly SEMI_MONTHLY
Monthly MONTHLY

20
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Chapter 2: Configuring Time Management Periods

To select a period type:
1. Log on to the system.

2. Connect to the database schema containing the Mercury IT Governance
Center installation.

3. Run the following query to check the available options.

For example:
SQL > SELECT * FROM KTMG PERIOD TYPES

This query should return the four period types.

4. To select a period type, set the enabled flag to Y for the period types.

For example:
SQL> UPDATE ktmg period types
SQL> SET enabled flag = 'Y'
SQL> WHERE period type name = '<Period Type>'

where<period Type> iSone of the eligible valueslisted in Table 2-1.

All eligible period type values must be enabled or disabled. For example,
to enable WEEKLY and MONTHLY and disable BI_WEEKLY and
SEMI-MONTHLY::

SQL> UPDATE ktmg period types

SQL> SET enabled flag = 'Y'

SQL> WHERE period type name = 'WEEKLY'
SQL> UPDATE ktmg period types

SQL> SET enabled flag = 'N'

SQL> WHERE period type name = 'BI_WEEKLY'
SQL> UPDATE ktmg period types

SQL> SET enabled flag = 'N'

SQL> WHERE period type name = 'SEMI MONTHLY'
SQL>

SQL> UPDATE ktmg period types

SQL> SET enabled flag = 'Y'

SQL> WHERE period type name = 'MONTHLY'

Selecting Period Types 21



Chapter 2: Configuring Time Management Periods

For the WEEKLY and BI_WEEKLY period types, it isaso possible to
changethe start day code. By default, the start day is set to monpay, but
the start day can be any day of the week. Manually set start day code
using SQL. For example, to set start _day_ code to Sunday:

SQL> UPDATE ktmg period types
SQL> SET start day code = 'SUNDAY'
SQL> WHERE period type name = 'WEEKLY'

Thefollowing liststhe start _day_code values:
e SUNDAY

e MONDAY

e TUESDAY

e WEDNESDAY

e THURSDAY

e FRIDAY

e SATURDAY

e SUNDAY

22
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Creating Time Periods

This section details how to create time periods. Creating time periods sets the
number of time periods available. For example, if the period typeis set to
weEKLY and 52 time periods are created, ayear’s supply of time periods are
available. Period Types must be set before creating time periods. Additional
time periods can be added at any time.

To create time periods:

1. Log on to the Mercury IT Governance Center system as the application
administrator.

2. Gotothe<rre Home>/vbin directory.

Where <171¢_nome> isthe location where the Mercury IT Governance
Center was installed.

3. Run the kGenTimeMgmt Periods . sh command as follows:
sh kGenTimeMgmtPeriods.sh <number of periods generated>

where<number of periods generated>iSthenumber of time periodsto
create for a specific type of time period. A prompt isreturned for you to
choose the period type. The kGenTimeMgmt Periods . sh SCript must be run
for each enabled period type. By default, time periods start from the current
date. For additional xGenTimeMgmtPeriods.sh Options, execute the script
with no parameters and choose Help.

Creating Time Periods 23



Chapter 2: Configuring Time Management Periods

24 Mercury Time Management™ Configuration Guide



Chapter

Configuring Time Sheet Policies

In This Chapter:

e Overview of Time Management Time Sheet Policies
e Configuring Time Sheet Policies
»  Configuring General Information
Configuring Policies
Configuring Notifications
Configuring Min/Max Hours
Configuring Charge Codes
e Configuring Global Time Sheet Policies
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Overview of Time Management Time Sheet Policies

Time sheet policies are rules designed to oversee the creation of time sheets.
Time sheet policies are written for groups of resources, not for individual
users. Once created a time sheet policy can then be applied to an individual
resource. This allows one time sheet policy to govern multiple resources, or
even be the default (global) time sheet policy.

The following isalist of the rules you can specify for atime sheet policy:

Period types

How time is entered (days or periods)

Minimum and maximum hours to appear on time sheets
Enforcement levels

Notifications

Charge codes

26
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Configuring Time Sheet Policies

This section details how to create atime sheet policy. Once atime sheet policy
is created, it can then be applied to aresource. The Time Sheet Policy window
consists of the following sections and tabs:

General information section. This section appears above the Time Sheet
Policy window tabs and lists the name of the time sheet policy and the
period type.

Time Sheet Policy tab. Thisis the default tab displayed when opening the
Time Sheet Policy window. The Time Sheet Policy tab sets how timeis
entered on the time sheet, such as day in hours, period in hours, period in
percent. Y ou can also allow aresource to create multiple time sheets (the
defaultis no). You can also set alate flag for resources who fail to release a
time sheet for approval.

Notificationstab. The Notifications tab configures when notifications
should be sent and what the notification should state. Notifications can be
used to inform user when time sheets are due or past due.

Min/Max Hourstab. The Min/Max Hours tab sets the minimum and
maximum hours atime sheet can have for aday, and the maximum number
of hours a time sheet can have for aweek. Y ou can also set the level of
enforcement when the minimum and maximum values are violated.

Charge Codestab. The Charge Codes tab sets a default charge code for
the time sheet policy.

Configuring General Information

To complete the general information section of atime sheet policy:

1. Open the Mercury IT Governance Workbench.

For information on how to open the Workbench, see the Getting Sarted
guide. The Workbench opens.

2. From the shortcut bar, select Time Mgmt > Time Mgmt Settings.

The Time Sheet Policy Workbench and Resource: Time Management Settings
Workbench open.

Configuring Time Sheet Policies 27
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File Edit Tools MNawigate Window Product Information

EEGENCLNIY]  Resource Time Management Settings Workbenc

Project Momt

Usernate: | Guery: [None =1

Change Mgmt

e

=
&
3
<]

First Harne: | Last Marne: |

Titme Shest Policy: o Location o

Time Sheet Policy Workbench

Time Mgmt
Configuration
Dashboarid

o

Environments E' Mame: | Query: |Nane LI
B S
Sys Admin S | perioa Type: | Global Paiicy: [ALL B2
& :
o0 =
Time Mgmt _l:l%_
Setings'

Ir

Override Rules

@E

Charge Codes

Meser Tirne Sheet Policy Set Global Time Sheet Policy | Max Rows | 200 Save Guery | Clear | List |

Feacly

3. Inthe Time Sheet Policy Workbench, click New Time Sheet Policy.
The Time Sheet Policy window opens.

4. At the top of the Time Sheet Policy window, in the Name field, enter the
name of the time sheet policy.

5. At the top of the Time Sheet Policy window, in the Period Type field, select
the period type from the drop-down list.

Time Sheet Policy :

xempt Employee 1M [=]

Period Type: |Semi-M0ntth LI

Time Sheet Policy I Motifications | Minitax Hours | Charge Codes

Enter Time by: IDayin Hours 'l

Hours in a period
= Mumber ofWorkdays X Hours in a day |

= Fixed number of hours: I

I Resources are allowed to create multiple Time Sheats for the same pariod.

|~ Resources are expected to fill outa Time Sheetfor each period and appear in the Delinguent Time Sheet
portietif they have not released a Time Sheet. Resources with delinguent Tirme Shests are sent
notifications.

ks | Save | Cancel |

\Ready

6. At the bottom of the Time Sheet Policy window, click OK.

The time sheet policy is created.
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Configuring Policies
To configure the time sheet policy tab:
1. Open the Workbench.

For information on how to open the Workbench, see the Getting Started
guide. The Workbench opens.

2. From the shortcut bar, select Time Mgmt > Time Mgmt Settings.

The Time Sheet Policy Workbench and Resource: Time Management Settings

File Edit Tools MNawigate Window Product Information
Demand Mot Resource Time Management Settings Workbenc 8 [=]|
Project Mamt |
=l
Ghange Mamt é Usernate: | Guery: [None =1
ITMQWI First Name: | Last Name: |
Titne: Sheet Policy: Location

Configuration

Dashboard Time Sheet Policy Workbench

o

Environments E‘ Narme: | Guery: |Nane LI
; S
Sys Admin S | perioa Type: | Global Paiicy: [ALL B2
E]
Spoe :
TR ==

Ir

Override Rules
Charge Codes

Meser Tirne Sheet Policy Set Global Time Sheet Policy | Max Rows | 200 Save Guery | Clear | List |

Feacly

3. In the Time Sheet Policy Workbench, open an existing time sheet policy or
create anew time sheet policy.

The Time Sheet Policy window opens.
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Time Sheet Policy : Exempt Employee 1M [=] E3
Period Type: |Semi-M0ntth j
Time Sheet Palicy ] I Minitax Hours | Charge Codes

Enter Time by: |Day in Hours hd

Hours in a period
=
3 —

[” Resources are allowed to create multiple Time Sheets for the same period.

[~ Resources are expected to fill out a Time Sheetfor each period and appear in the Delinguent Time Sheet
portietif they have not released a Time Sheet. Resources with delinguent Tirme Shests are sent
notifications.

ks | | Cancel

Ready

4. Verify that you are in the Time Sheet Policy tab.

The Time Sheet Policy tab is the default tab displayed in the Time Sheet
Policy window.

5. In the Time Sheet Policy tab, complete the fields and click OK.

The changes to the time sheet policy are saved.

Configuring Notifications
To configure atime sheet policy notification:
1. Open the Workbench.

For information on how to open the Workbench, see the Getting Started
guide. The Workbench opens.

2. From the shortcut bar, select Time Mgmt > Time Mgmt Settings.

The Time Sheet Policy Workbench and Resource: Time Management Settings
Workbench open.
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File Edit Tools MNawigate Window Product Information
Demand Mgmt

Resource Time Management Settings Workbench

Project Momt

Change Mgmt

Time Mgmt

Configuration

Usernate: | Guery: [None =1

First Harne: | Last Marne: |
Time Sheet Policy:

E= Locatior E=

T— Time Sheet Policy Workbench
Environments E‘ Narme: | Guery: |Nane LI
Sys Admin G | eriod Type | Global Paiicy: [ALL B2
=
6:'300 E
Time Mgmt _I:E_
Seftings

=

Override Rules

o =

Charge Codes

f

Meser Tirne Sheet Policy Set Global Time Sheet Policy | Max Rows | 200 Save Guery | Clear | List |

Feacly

3. In the Time Sheet Policy Workbench, select the Notifications tab.

The Notifications tab opens.

Time Sheet Policy : Exempt Employee 1M [=] E3
Marme: |Exempt Ermployes
Period Type: |Semi-Munthw LI
Time Sheet Policy Motifications I il ax Huursl Charge Codes
Send Description I
2 days beiore the end of the Time Period. |Time Sheet Reminder Two \
1 days befare the end of the Time Period. [Time Sheet Reminder One |

ew | Et | copy | pee |

0K | Save | Cancel

Ready
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4. In the Notifications tab, click New.

The Add Notifications window opens. The Add Notifications window has two
tabs:

e Setup. The Setup tab configures when to send reminders. Thisisthe
default tab displayed.

e Message. The Message tab configures the content of the notification.
5. Complete the Setup tab and Message tab.
a. Make sure you are in the Setup tab.

b. In the Setup tab, in the Description field, enter a description of the
notification.

c. In the Setup tab, in the Send the reminder section, select when to send
the notification.

Only one option can be selected.

£ Add Notification for Exempt Employee

Setup ] Message ]
~COption:

Description: |
Send the reminder:
& The |last day of the Time Period.

- days before the end ofthe Time Periad.
I days after the end ofthe Time Period

rRecipiet:

The notification applies to all Resources that are associated with this
Tire Sheet Policy.

Motifications will be sentto Resources who have notvet released a
Tirne Sheetfor the period

Tokens Ok Cancel
\Ready

d. Select the Message tab.

The Message tab opens.
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£ Add Notification for Exempt Employee

Setup Meaaage]

Motification Termplate: |HTML Message for Time Sheets (HTML) j

Motification Format  [HTML |
From: \ \ Choose.. Clear
Repty To| \ choose Clear
Subject [Time Sheetfar Period [TMG.TIME_PERIOD] is due

Endy:

<td class="notificationtext” colspan="2" j
nowrap>Tou need to release a Time Sheet for the
Time Period [THG.TIME_FERIOD].</td>

L/t
<trx

<td class="notificationtext"><a
href="[THG. CREATE_TIME 3HEET URL]">0pen or Create
Time Sheet</tds

</Trx
</table>
</rdx
<td class="notificationspace™s<{/todx
L
<trx
<td height="20" colspan="2">{/td>
LA

</table>

</bodyr

</html> -

Tokens Ok Cancel
\Ready

e. Inthe Message tab, in the Notification Template field, select the
notification template from the drop-down list.

f. Inthe Message tab, in the Notification Format field, select the notification
format from the drop-down list.

Notifications can bein plain text and HTML.
g. Inthe Message tab, in the From and Reply To fields, complete the fields.

Click Choose to open the Email Header Field window. The following
lists the options in the Email Header Field window:

e Enter a Username. Select a specific user to receive the notification.
The user must have an email address.

e Enter an Email Address. Enter any email address of the notification.

e Enter a Standard Token. Select from alist of system tokens that
corresponds to a user, security group, or email address.

e Enter a User Defined Token. Enter any field token that corresponds to
auser, security group, or email address.
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Selecting avalue will automatically update the Recipient Type field. For
example, selecting Enter a Security Group Will change the Recipient
Type field to Security Group.

h. Inthe Message tab, in the Subject field, complete the Subject field of the
notification.

The Subject field includes an entry with the token [TS.TIME_PERIOD].
This token displays the current time period. Y ou can use the default
Subject field entry or enter your own subject line.

i. In the Message tab, in the Body field, complete the body of the
notification.

The Body field includes two entries. Select one of the entries or enter
your own message.

j. Inthe Message tab, click OK.
The changes are added to the Notifications tab.
6. In the Notifications tab, click OK.

The changes to the time sheet policy are saved.

Configuring Min/Max Hours

Set the minimum and maximum hours a user can work using the Min/Max
Hours tab. The following lists the acceptable hours:

e Maximum number of hours per day must be between 1 and 24. Partial
hours are permitted, such as 10.5 hours.

e Maximum hours allowed per Time Sheet. The Hours per day X Number of
Workdays per Time Period must be between 1 and 24. Partial hours are
permitted, such as 10.5 hours.

e Minimum hours allowed per Time Sheet. The Hours per day x Number of
Workdays per Time Period must be between 1 and 24. Partial hours are
permitted, such as 10.5 hours.
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To configure atime sheet policy hours:

1. Open the Workbench.

For information on how to open the Workbench, see the Getting Started
guide. The Workbench opens.

2. From the shortcut bar, select Time Mgmt > Time Mgmt Settings.

The Time Sheet Policy Workbench and Resource: Time Management Settings
Workbench open.

File Edit Tools MNawigate Window Product Information

EEGENCLNIY]  Resource Time Management Settings Workbenc

Project Momt >
Ghange Mgt || $ Username: | cuery: [Mone =]
Time Mgt g First Hame: | Last Name: |
Tine Sheet Policy: Location

Configuration

Dashboard Time Sheet Policy Workbench

o

Environments E' Mame: | Query: |Nane LI
B S
Sys Admin S | perioa Type: | Global Paiicy: [ALL B2
£
Spoe :
TR ==

Override Rules

e

Charge Codes

Meser Tirne Sheet Policy Set Global Time Sheet Policy | Max Rows | 200 Save Guery | Clear | List |

Feacly

3. In the Time Sheet Policy Workbench, select the Min/Max Hours tab.

The Min/Max Hours tab opens.
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Time Sheet Policy : Exempt Employee 1 [=] F3
Marmie: [Exermpt Ermplovee

Period Type: |Semi-M0ntth j

Time SheetF’UI\cy] Motifications Min/ax Hours ] Charge Codes
Enforce the Following Policies
¥ maximum hours allowed per day |1E|—
[ Maximum hours allowed per Time Sheet
l— Hours per day x Number of WWorkdays in Time Period
I Minimum hours allowed per Time Sheet
l— Hours per dayx Number of Warkdays in Time Petiod
Choose the Level of Enfarcement
¢~ Warn the Resource and Approver thatthe minimum is not met or the maximum is exceeded.

v Preventthe Resource from Releasing the Time Sheet until the minimum is met and the maximum is nat
exceeded.

ak | Save | Cancel

Ready

4. In the Min/Max Hours tab, in the Enforce the Following Policies Section, select
the options and complete the hours as required.

Select one or more options and compl ete the text fields.

5. In the Min/Max Hours tab, in the Choose the Level of Enforcement Section,
select one of the options.

6. At the bottom of the Min/Max Hours tab, click OK.

The changes to the time sheet policy are saved.

Configuring Charge Codes

Charge codes are created and maintained from the Charge Code Workbench. See
Maintaining Charge Codes on page 55 for more detailed information
concerning how charge codes are created and maintained.

To set adefault charge code time sheet policy:
1. Open the Workbench.

For information on how to open the Workbench, see the Getting Started
guide. The Workbench opens.
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2. From the shortcut bar, select Time Mgmt > Time Mgmt Settings.

The Time Sheet Policy Workbench and Resource: Time Management Settings
Workbench open.

File Edit Tools MNawigate Window Product Information

EEGENCLNIY]  Resource Time Management Settings Workbenc

Project Momt

Query |Nnne LI
Last Marne: |

Location

Usarname: |

=
&
3
<]

Change Mgmt

e

First Harne: |

Titne: Sheet Policy:

Time Sheet Policy Workbench

Time Mgmt

Configuration

Dashboarid

[}
Query: |Nane

Environments
Global Paiicy: [ALL

Hame: |

Ll

Period Type: |

Sys Admin

F(nultﬂl Query

@E

Meser Tirne Sheet Policy Set Global Time Sheet Policy | Max Rows | 200 Save Guery | Clear | List |

Feacly

3. In the Time Sheet Policy Workbench, select Charge Codes tab.
The Charge Codes tab opens.
4. In the Charge Codes tab, add a charge code.
To add a charge code to the Charge Codes tab:
a. In the Charge Codes tab, click New.

The Charge Code Selection window opens.

Time Sheet Policy : Exempt Employee 1 [=] F3
Marne: [Exempt Employee
Period Type: |Semi-M0ntth j

Time Sheet Policy| Motifications | MinMaxHours Charge Codes |

Charge Code | Percent | Descrigtion | Charge Cace Category Enabled
[Delete |
Override Work Allocation Charge Codes: € Yes & Mo
ak | Save | Cancel

Ready
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b. Search for an existing charge code.

To search for an existing charge code, complete the fields in the Charge
Code Selection window as specified in the following table and click List.

Field Description

Query Use a saved query.

Charge Code

Name Search for a charge code with the listed charge code name.

Description Search for a charge code with the listed description.

Charge Code

Category Search for a charge code with the listed charge code category.

Department | Search for a charge code for the listed department.

Client Search for a charge code for the listed client name.

Enabled Search for an enabled charge code.

The results of the query arelisted in the Charge Code Selection window.

c. Inthe Charge Code Selection window, select a charge code and click OK.

hey x|
—
Queny ‘ J
Charge Code Marme: | Enabled: J
Description \
Charge Code Category: ‘ALL ﬂ
Department | El
Client | El

Il
Max Rows | 200 Clear

AV
Guery Results

Charge Code | Description | Charge Codategary | Departinent | Cliernt | Erabled |

oK | | Cancel

Ready

The charge code is added to the Charge Codes tab. The Charge Code
Selection window closes.

5. In the Charge Codes tab, click OK.

The changes to the time sheet policy are saved.
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Configuring Global Time Sheet Policies

If aspecific time sheet policy is not assigned to aresource, the resource is
assigned the global time sheet policy. Updates to the global time sheet policy
will propagate to the users assigned to the policy.

To configure atime sheet policy hours:

1. Open the Workbench.

For information on how to open the Workbench, see the Getting Started
guide. The Workbench opens.

2. From the shortcut bar, select Time Mgmt > Time Mgmt Settings.

The Time Sheet Policy Workbench and Resource: Time Management Settings
Workbench open.

File Edit Tools MNawigate Window Product Information

EEGENCLNIY]  Resource Time Management Settings Workbenc

Project Momt

Query |Nnne LI
Last Marne: |

Location

Usarname: |

=
&
3
<]

Change Mgmt

Time Mgmt

Configuration
Dashboarid

First Harne: |

Titne: Sheet Policy:

Time Sheet Policy Workbench

o

Query: |Nane

Environments
Global Paiicy: [ALL

Ll

Hame: |

Bys Admin Period Type: |

@‘wo

Time Mgmt
Settings

=

Override Rules

F(nultﬂl Query

e

Charge Codes

Meser Tirne Sheet Policy Set Global Time Sheet Policy | Max Rows | 200 Save Guery | Clear | List |

Feacly

3. In the Time Sheet Policy Workbench, click Set Global Time Sheet Policy.

The Change Global Time Sheet Policy window opens.

- Change Global Time Sheet Policy

Al Resource must have an associated Time Sheet Policy.
Resources who do hot specify a policy will use the value chosen here

R | S 2 - M anthily - Diay - Hours|

Ready

Configuring Global Time Sheet Policies
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4. In the Change Global Time Sheet Policy window, select the time sheet policy
from the drop-down list.

5. In the Change Global Time Sheet Policy window, click OK.

The selected time sheet becomes the global (default) time sheet policy.
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Maintaining Resources

In This Chapter:

e Overview of Time Management Resour ces
e Editing Time Management Settings for Resources
e Setting Delegations for Resources
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Overview of Time Management Resources

A resourceisan individua user who performs work. 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 atask using time sheets. The following lists the attributes
of aresource:

e A resource must beavalid user.

e Resourcesused in Mercury Time Management are defined by the resource
management and project costing functionality.

e Time Management—specific features of resources are configured in the
Time Management Settings window in the Workbench.

Time sheet policies are applied to resources. If you are using time sheet policies,
Note create the time sheet policies before configuring your resources.
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Editing Time Management Settings for Resources

To edit aresource for time management settings:

1. Open the Workbench.

For information on how to open the Workbench, see the Getting Started
guide. The Workbench opens.

2. From the shortcut bar, select Time Mgmt > Time Mgmt Settings.

The Time Sheet Policy Workbench and Resource: Time Management Settings
Workbench open.

File Edit Tools MNawigate Window Product Information

EEGENCLNIY]  Resource Time Management Settings Workbenc

Project Momt

Usernate: | Guery: [None =1

First Harne: | Last Marne: |
Titne: Sheet Policy: Location

Time Sheet Policy Workbench

Change Mgmt

Time Mgmt

Configuration
Dashboarid

=
&
3
<]

o

Environments g Mame: | Query: |Nane LI
Sys Admin S | perod Type | Giobal Polioy: [ALL =]
£
Cypoo :
>

Time Mgmt
Settings

Override Rules

e

Charge Codes

Meser Tirne Sheet Policy Set Global Time Sheet Policy | Max Rows | 200 Save Guery | Clear | List |

Feacly

3. In the Resource Time Management Settings Workbench, create a new
resource or open an existing resource.

The Resource Time Management Settings window opens.
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Resource Time Management Settings : Jason Camper M [=] E3
Resource Information l Dgleganong]
Username: jcamper Start Date: Mov 5, 2004
First Mame: Jason End Diate:
Last Wame: Camper Cost Rate:
Title Capacity:
Ernail: jcamper@imercury . com Department:
Phone Number. Location:
Direct Manager: Category:
Region: Enterprise
rTime Sheet Settings
& Use the Global Time Sheet Policy.  Semi-Manthly - Day - Hours
" Use the Time Sheet Policy: E=
I Mever send this Resource Time Sheet Notifications
rDefault Approval Information
Time Sheet Approver: |Resuurce leenise Mewell 2§
Billing Approver: |F{esuurce ﬂ|Fredrick Schmic] 12§
Edit Resaurce | Edit User | Ok | Save | Cancel
Ready

4. Make sure you are in the Resource Information tab.

The Resource Information tab is the default tab displayed in the Time

Management Settings Window.

5. In the Resource Information tab, complete the fields in the Time Sheet

Settings Section.

Select one of the three options:

e Use the Global Time Sheet Policy. Selecting this option assigns the global

time sheet policy to the resource.

e Use the Time Sheet Policy. Selecting this option assigns the selected time
sheet policy to the resource. Select the time sheet policy from the

drop-down list.

e Never send this Resource Time Sheet Notifications. Selecting this option
makes the resource exempt from time sheet notifications.

6. In the Resource Information tab, complete the fields in the Default Approver

Information section.

Complete the following fields:
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e Time Sheet Approver. These two fields indicate the default approvers of
released time sheets for thisresource.

e Billing Approver. These two fields indicate the users who can freeze and
close time sheets for this resource.

7. In the Resource Information tab, click OK.

The changes to the Time Management settings are saved.
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Setting Delegations for Resources

A delegation is where one resource (delegatee) is assigned the functions of
another resource (delegator). Delegations have specific start dates and end
dates, and are intended to be temporary reassignments.

For example, manager who normally approves time sheetsis going on vacation
for aweek. That manager can delegate to a subordinate the task of approving
and rejecting time sheets while their are 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 del egatee must have the proper access grants.
The access grants are not inherited when the delegation is made. Additionally,
charge code accessis not transferred from the delegator to the delegatee.

To assign delegations for a resource:
1. Open the Workbench.

For information on how to open the Workbench, see the Getting Sarted
guide. The Workbench opens.

2. From the shortcut bar, select Time Mgmt > Time Mgmt Settings.

The Time Sheet Policy Workbench and Resource: Time Management Settings
Workbench open.
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File Edit Tools MNawigate Window Product Information

Demand Mgmt

Resource Time Management Settings Workbenc!

Project Momt
Ghange Mgt Username: | cuery: [Mone =]
Time Mgt First Hame: | Last Name: |
Titne: Sheet Policy: Location

Configuration

Dashboard Time Sheet P

icy Workbench

Query: |Nane

Environments g‘ Naime: |
Sys Admin O | Period Type. |
& :

oG 3
Time Mgmt _l:l%_
Seftings

e

Rena

Meser Tirne Sheet Policy

Set Global Time Sheet Policy |

Ll

Global Paiicy: [ALL

Max Rows | 200

Save Guery | Clesr | List |

Feacly

3. In the Resource Time Management Settings Workbench, create a new
resource or open an existing resource.

The Resource Time Management Settings window opens.

Resource Time Management Settings : Jason Camper
Resource Information | Delegatmnsl

Usetname: jcarper

First Mame: Jason End Date:
Last Mame: Camper Cost Rate:
Title Capacity:

Email: jcamper@mercuryl.com Department:

Phone Mumber. Location:
Direct Manager: Category:

Region: Enterprise

Start Date: Nov 5, 2004

~Time Sheet Setting:

@ Usge the Global Time Sheet Policy:  Semi-Manthly - Day - Hours

" Usge the Time Sheet Policy: I 1

™ Mever send this Resource Time Sheet Notifications.

~Default Approval Information

Time Sheet Approver: |Resuurce

L”Denise Mewell

Billing Approver: |Resuurce

L”Fredric

Edit Resaurce | Edit User |

i =] B3
128
k Schrnic] [
Ok | Save | Cancel

Ready

4. In the Time Management Settings window, select the Delegations tab.

The Delegations tab opens.

Setting Delegations for Resources
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Resource Time Management Settings : Jason Camper 1 [=]

Resource Information  Delegations }

The "Delegated To" user can perform the following actions on behalf of the delegator.

EditRelease Time Shests

ApprovelReject Time Sheets

Freeze/Close Time Sheets
To perform these operations, the delgatee must have the proper Access Grants.

Delegated To | Full harme [ Start Date | End Diste

Fred Bieko [faigka 15 | Mevermiber 1, 2004| Mevermiber 30, 2004

Jose Ortega [iantega [ December 1, 2004] December 31, 2004]
New | ot |
Edit Resaurce Edit User Ok | Save | Cancel

Ready

5. In the Delegations tab, click New.

The Delegation window opens.

—

Resource: I [2f
Stert Date: |
End Date: |

Ok | Add | Cancel

[Reauy

6. In the Delegation window, complete the fields and click OK.
The Delegation window closes. The Delegation tab is displayed.
7. In the Delegation tab, click OK.

The changes to the Time Management settings are saved.
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In This Chapter:

Overview of Activities
Creating Activities
Editing Activities
Deleting Activities
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Overview of Activities

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 alist of activities an
organization uses to categorize actual time. Activities can also be used when
SOP 98-1 functionality is not enabled, but they cannot be marked as
capitalized, nor will projects or tasks associated with any activities track
capitalization data. The following lists common activities:

e Design

e Design Review
e Coding

e AlphaTesting
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Creating Activities
To create anew activity:
1. Open the Workbench.

For information on how to open the Workbench, see the Getting Started
guide. The Workbench opens.

2. From the shortcut bar, select Configuration > Activities.
The Activities Workbench opens.

3. In the Activity Workbench, click New Activity.
The Activity window opens.

Activity : Write Code 1 [=] E3

Description: |Write Code

Enahled: * Yes " Mo
Can Be Capitalized?  Yes & Mo
SOP 86-1 Category: |Coding |
U=ze Far
[~ Reguests ¥ Projects and Task
[~ Packages [ Misc

Ok | | Cancel

Ready

4. In the Activity window, complete the fields and click OK.

The changes to the activity are saved. The Activity window closes. The
Results tab of the Activity Workbench window returns.

5. In the Results tab of the Activity Workbench window, click Refresh.

Check to verify the new activity is listed.
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Editing Activities
To edit an existing activity:
1. Open the Workbench.

For information on how to open the Workbench, see the Getting Started
guide. The Workbench opens.

2. From the shortcut bar, select Configuration > Activities.
The Activities Workbench opens.

3. In the Activities Workbench, open an existing activity.
The Activity window opens.

Activity : Write Code 1 [=] E3

Description: |Write Code

Enahled: * Yes " Mo
Can Be Capitalized?  Yes & Mo
SOP 86-1 Category: |Coding |
U=ze Far
[~ Reguests ¥ Projects and Task
[~ Packages [ Misc

Ok | | Cancel

Ready

4. In the Activity window, edit the fields and click OK.

The changesto the activity are saved.
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Deleting Activities
To delete an activity:
1. Open the Workbench.

For information on how to open the Workbench, see the Getting Sarted
guide. The Workbench opens.

2. From the shortcut bar, select Configuration > Activities.
The Activities Workbench opens.

3. In the Query tab, enter the search criteriafor the activity and click List.
The results are listed in the Results tab.

4. In the Results tab, select the activity and click Delete.
A Question Dialog opens.

5. In the Question Dialog, click Yes.

The activity is deleted.
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Maintaining Charge Codes

In This Chapter:

e Overview of Charge Codes
= Charge Code Behavior

e Creating Charge Codes

e Editing Charge Codes

e Deleting Charge Codes
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Overview of Charge Codes

This chapter details procedures to configure and maintain charge codes.
Charge codes are entities used as links between work items and charge
accounts.

In some organizations, actual timeis used as information for charge backs to
aninterna customer, external customer, or requestor. Mercury Time
Management does not explicitly perform this charge back or billing function.
Time Management can specify charge codes, so links can be created between
work items and charge accounts. This alows the time information to be easily
extracted for a billing system.

Charge codes do not have hierarchical information or any dependencies.
Charge codes are simply alist of values. The Charge Code window creates,
views, and updates charge codes.

In order for newly created charge codes to be visible to a user, that user must be a
member of a security group with Restrict Charge Codes to the following rules
deselected in the Charge Codes tab or that user must have the appropriate rules
configured to allow access.

Charge Code Behavior

Default charge codes can be set for atime sheet line according to the following
order of precedence:

1. Setting the Char ge Codes accor ding to the work allocation. A work
allocation can have associated charge codes and settings to determine if
charge codes are required and/or updateable. When auser adds awork item
to atime sheet for the first time, the work allocation charge codes become
assigned to the time sheet line if any have been specified. If the charge
codes are updateable, the user may change them. If the charge codes are
required, the user must have charge codes for the line. If no charge codes
are entered (and charge codes are required), the time sheet shows an error
message upon submission. Further changes to the work allocation charge
codes after the time sheet line has been created are not reflected.
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2. Setting the Char ge Codes accor ding to the time sheet policy. The
charge codes tab in the Time Sheet Policy window allows a user to set
default charge codes for atime sheet policy. In the absence of work
allocation charge codes, the default charge codes for aresource (viatheir
time sheet policy) are set for every time sheet line added to atime sheet.
However, if work allocation charge codes exist, the Override Work Allocation
Charge Codes flag in the time sheet policy determines which charge codes
are applied.

3. Setting the Char ge Codes accor ding to the Override Rules. The last
way to set charge codes is with override rules. If an override rule matches
the criteria of the time sheet and charge codes are present as outputs of the
override rule, those charge codes are applied (if none have been applied
yet). The override rule takes precendence over time sheet policy and work
allocation charge codesif the appropriate override rule flags are set.

Creating Charge Codes
To create anew charge code:
1. Open the Workbench.

For information on how to open the Workbench, see the Getting Sarted
guide. The Workbench opens.

2. From the shortcut bar, select Time Mgmt > Charge Code.
The Charge Code Workbench opens.
3. Inthe Charge Code Workbench Query tab, click New Charge Code.

The Charge Code window opens.
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Charge Code ; 00123 =l F3
Charge Code Name: |[IREE
Descnpﬂun:hs Charge Code
Charge Code Categary: |Billahle x|
Department: |IS EE}
Cligrt: | El
Enabled:  Yes " Mo
Ok ‘ | Cancel ‘

|Read3r

4. In the Charge Code window, complete the fields as specified in the
following table and click OK.

Field

Description

Charge Code
Name

The name of the charge code.

Description

The description of the charge code.

Charge Code
Category

The category of the charge code.

Department

The department of the charge code.

Client

The client associated with the charge code.

Enabled

Indicates whether or not the charge code is enabled.

The charge code is added to the system.
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Editing Charge Codes
To edit an existing charge code:
1. Open the Workbench.

For information on how to open the Workbench, see the Getting Started
guide. The Workbench opens.

2. From the shortcut bar, select Time Mgmt > Charge Code.
The Charge Code Workbench opens.
3. Open an existing charge code.

The Charge Code window opens.

Charge Code ; 00123 =l F3

Charge Code Name: |[IREE

Cescription: |IS Charge Code

Charge Code Categary: |Billahle x|
Department: |IS EE}
Cligrt: | El
Enabled:  Yes " Mo
Ok ‘ | Cancel ‘
|Read3r

4. Complete the fields as specified in the following table and click OK.

Field Description

Charge Code

The name of the charge code.
Name

Description The description of the charge code.

Charge Code

Category The category of the charge code.

Department | The department of the charge code.

Client The client associated with the charge code.

Enabled Indicates whether or not the charge code is enabled.

The changes to the charge code are saved.
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Deleting Charge Codes
To delete a charge code:
1. Open the Workbench.

For information on how to open the Workbench, see the Getting Sarted
guide. The Workbench opens.

2. From the shortcut bar, select Time Mgmt > Charge Code.
The Charge Code Workbench opens.

3. In the Query tab, enter the search criteriaand click List.
The results are listed in the Resuits tab.

4. In the Results tab of the Charge Code Workbench, select an existing charge
code and click Delete.

A Question Dialog opens.
5. In the Question Dialog, click Yes.

The charge code is deleted.
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In This Chapter:

e Override Rule Behavior
= Override Rule Precedences
e Creating Override Rules
e Editing Override Rules
e Deleting Override Rules
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Override Rule Behavior

Override rules are designed to override default cost rates and other default
cost-related attributes. To initiate an override rule, the attributes of atime sheet
line or the attributes of the user, must equal an override rule’ s dependencies.
For example, Figure 7-1 shows a time sheet line’s work item type, work item
set and work item meet the dependencies of the overriderule. The result isthat
the override rule cost rate ($75 an hour) and charge code (4455) are used for
the hours recorded on that time sheet line.

All override rules have two parts:
e Dependencies. The attributes required to initiate an override rule.

e Results. Theresulting action when an override rule’ s dependencies are
met.

All of an override rule’ s dependencies must be met to invoke the override rule.
If two or more override rules apply to atime sheet’sline, the override rule with
the highest precedence takes effect. See Override Rule Precedences for
detailed information concerning override rule precedence.
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Time Sheet Details (All Times are in Hours)

Work tem Work ltem Work Rem Set Work ltem Description Current
Type Budget
O Request 20330 g lic . ERP Patch v4.5.4.7 Migra..
Fl Request + =]

Override Rule

Override Rule Mame:

Softws e Upgrade Override Rulgl

Description: |
Enabled: & Yol ¢ Mo

rDependencies I
Work ltern T\me:l?equest j
W Enhancemeant
Department o
Title: |Develnper =]

rResuts
Titme Sheat Approver: [Resource | [Fred Bieko 28
Billing Approver [Resource | [oenise Mewen 120
Regional Cost Data ‘Enterprise j | MHr

Charge Codes are updateable hd Override Resource Charge Codes hd
Charge Codes are required hd Override Wark Allocation Charge Codes >

rCharge Code:

Charge Code Percert Description Charge Code Category Enahbled

100.0 15 Charge Code Billable

W= Delete

Ok | Save | Cancel

\Ready
Figure 7-1. Override rule and time sheet

All override rule results do not take effect at the same time. Result attributes
take effect at different times of the Time Management process. Table 7-1 lists
attributes and when the override rule result takes effect.
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Table 7-1. Attributes set by override rules

Attribute Rule Sets Attribute When
Time Sheet Approver Time sheet is saved.
Billing Approver Time sheet is saved.
Cost Rate Time sheet is saved.
Charge Codes are Updateable Time sheet is saved.
Charge Codes are Required Time sheet is saved.
Override Resource Charge Codes Time sheet line is first created.
Override Work Allocation Charge Codes Time sheet line is first created.
Charge Codes Time sheet line is first created.

Since time sheets are not approved line-by-line, approval overrides only take effect
when all work items have the save approver. Approvals for all lines must match to
change the approval defaults.

Override Rule Precedences

All of an override rule’s dependencies must be met to invoke an override rule.
If two or more override rules are met, the override rule with the highest
precedence takes effect.

Override rule precedence is based on which dependencies, and how many
dependencies, are included in the override rule. For example, an override rule
with five dependencies has a higher precedence value than an override rule
with only one dependency. Table 7-2 displays the order of overriderule
precedence and the required override rule dependencies.
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Table 7-2. Override rule precedence

Precedence | Work Item Work Work Department Title
Type Iltem Set ltem

1 X X

2 X X X X

3 X X X X

4 X X X

5 X X X X

6 X X

7 X X X

8 X X

9 X X

10 X

11 X X

12 X

13 X X

14 X

15 X

16
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Override Rule Precedence - Dependencies

Override rule dependencies are met by the attributes of the time sheet line and
by the attributes of the user. Consider thefollowing cases and the dependencies
listed in Table 7-3.

Table 7-3. Precedence example one - dependencies

Precedence | Override Dependencies Results
Rule
Work Iltem Work Department
Type ltem

Cost

4 Rule 1 Project Doc Test 1 Rate =
$95.00
Cost

6 Rule 2 Project Development | Rate =
75.00

Case One. An engineer from Development is working on the Project Doc Test
1. The dependencies for both Override Rule 1 (Work Item Type and Work ltem)
and Override Rule 2 (Work Item Type and Department) are met. Since Override
Rule 1 has a higher Precendence, the engineer’s Cost Rate is set to $95.00.

Case Two. An accountant from Finance is working on the Project Doc Test 1.
The dependenciesfor Override Rule 1 are met (Work Item Type and Work Item).
The dependencies for Override Rule 2 are not met (Department). The
accountant’ s Cost Rate iS Set to $95.00 an hour.

Case Three. An engineer from Devel opment isworking on the Project Doc Test
2. The dependencies for Override Rule 1 are not met (Work Item). The
dependenciesfor Override Rule 2 are met (Work Item Type and Department). In
fact, any Project the engineer from Development works on matches the
dependencies of Override Rule 2. The engineer’ s Cost Rate iS Set to $75.00 an
hour.

Case Four. An accountant from Finance is working on the Project Doc Test 2.
The dependencies for Override Rule 1 are not met (Work Item). The
dependenciesfor Override Rule 2 are not met (Department). The accountant’s
Cost Rate istheir default Cost Rate.
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Override Rule Precedence - Results

If aresultsfield of a override ruleisnot set (left blank), other matching
override rules with less precedence can fill-in the blank result fields. Consider
the previous cases and the override rule results listed in Table 7-4.

Table 7-4. Precedence example two - results

Override Precedence Cost Rate Charge Code
Rule
Rule 1 4 $95.00
Rule 2 6 $75.00 5555

Case One. The engineer from Development met the dependencies for both
Override Rule 1 and Override Rule 2. The attributes from Override Rule 2 “fill
in” the blank attributesin Override Rule 1. The engineers’ Charge Code iSSet to
5555. The engineers’ Cost Rate is set to $95.00.

Case Two. The accountant from Finance met the dependencies for Override
Rule 1 only. The accountant’s default Charge Code is used. The accountant’s
Cost Rate iS Set t0 $95.00.

Case Three. The engineer from Development met the dependencies for
Override Rule 2 only. The engineers' Charge Code is set to 5555. The
engineer’s Cost Rate iS Set t0 $75.00.

Case Four. The accountant from Finance did not met the dependenciesfor
Override Rule 1 or Override Rule 2. The accountant’ s default Charge Code IS
used. The accountant’ s default Cost Rate is used.
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Creating Override Rules

To create anew overriderule:
1. Open the Workbench.

For information on how to open the Workbench, see the Getting Started
guide. The Workbench opens.

2. From the shortcut bar, select Time Mgmt > Override Rule.
The Override Rule Workbench opens.

3. In the Override Rule Workbench, click New Override Rule.
The Override Rule window opens.

Override Rule 19 =1 E3

Override Rule Name: \Mktg Dermo Override

Description: \Mmg Dermo Override Rule

Enabled: & Yes  No

rDependencie:
Wark [tern Type: |Task j
Work Item Set: |Mkig Demo Beta Test Phase
Work ltem |Hun Test Script
Department (of Resource) |I5
Title: |QATester j
[Result:
Time Sheet Approver: |Resuurne lerennnk Schmidt &R
Billing Approver: |Resuurne leemae MNewell &R
Regional Cost Data. |Emerpnse j ‘ MHr
Charge Codes are updateahle ’h Override Resource Charge Codes m
Charge Codes are required ’m Override Work Allocation Charge Codes m
Charge Cod
Charge Cade Percent Descrigtion Charge Code Category Enabled
100.0 Manufacturing Charge Code Billable 7
Mew Delete

Ok Save Cancel

Ready

4. In the Override Rule window, complete the fields as specified in the
following table.
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Field

Description

Override Rule
Name

The name of the override rule.

Description

The description of the override rule.

Enabled

Indicates whether the override rule is enabled or not.

Dependencies

Work Item Type

Override rule checks the time sheet lines for a specific work
item type (request, package, project, task, or miscellaneous).

Work ltem Set

Override rule checks the time sheet lines for a specific work
item set, which can be a specific request type, a specific master
project, or a specific package workflow. This field is dependent
on the work item type value.

Work ltem

Override rule checks the time sheet lines for a specific work
item, which can be a specific request, a specific package, a
specific project, miscellaneous item, or a specific task. This field
is dependent on the work item set value.

Department (of

Override rule checks the time sheet lines for a specific

Resource) department.

Title Override rule checks the time sheets for resources with a given
title.

Results

Time Sheet These two fields set the override time sheet approval

Approver information.

Billing Approver

These two fields set the override billing approval information (for
example, who can freeze and close a time sheet).

Cost Rate

Sets the cost rate (in dollars per hour) to use when calculating
cost against a work item.

Charge Codes
are updateable

Sets whether the charge codes are updateable after they have
been entered by the override rule.

Override
Resource
Charge Codes

Sets whether to override charge codes that have been
defaulted by the Charge Codes tab in the Time Sheet Policies
window.

Charge Codes
are required

Sets whether the charge codes are required after the override
rule is executed.

Override Work
Allocation
Charge Codes

Sets whether to override charge codes that have been
defaulted by the work allocation.
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Field

Description

Charge Codes

Charge Code

The charge code or codes assigned to the override rule.

Percent

The percentage of charge code or codes assigned to the
override rule. The total percentage must equal 100 percent.

Description

The description of the charge code or codes assigned to the
override rule.

Category

Charge Code

The category of the charge code or codes assigned to the
override rule.

Enabled

Displays whether or not the charge code or codes assigned to
the override rule are enabled.

5. In the Charge Codes section, click New.

The Charge Code Selection window opens.

6. In the Charge Code Selection window, enter any search criteriain the
appropriate fields in the Query section and click List.

= Charge Code Selection

-

Glueny: |

Charge Code Mame: |
Cescription: |

Charge Code Category: [ALL
Department:l

client: [

|
hax Rows | 200 Clear

=

Enahled

i | K [ K

Guery Results

Chatge Code |

Description

‘ Charge Cde Category | Departmerit | Cliert | Enabled ‘

OK | | Cancel

Ready

The Results section opens, displaying the results of the search. To display
all charge codes, click List without entering search criteria.
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7. In the Query Results section, select the charge code and click OK.

The charge code is added to the override rule and the Charge Code Selection
window closes.

8. In the Override Rule window, click OK.

The changesto the override rule are saved.

Editing Override Rules
To edit an override rule:
1. Open the Workbench.

For information on how to open the Workbench, see the Getting Sarted
guide. The Workbench opens.

2. From the shortcut bar, select Time Mgmt > Override Rule.
The Override Rule Workbench opens.
3. Open an existing override rule.

The Override Rule window opens.
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Override Rule 1 =] B3
Cwerride Rule MName: |ru1k1g Dema Override
Description: |ru1k1g Dema Override Rule
Enabled: & Yes © No
rDependencies
Wiark lterm Type: |Task j
Wiark ltem Set: |ru1k1g Demo Beta Test Phase
Wiark [term: |Run Test Script
Department {of Resource): |IS
Title: |A Tester |
rResuts
Time Sheet Approver: |Resource j |Fredrick Schmidt &4
Billing Approver: |Resource j |Denise Mewell [&f
Regional Cost Data: |Enterprise j | iHr
Charge Codes are updateable: |Yes j Cwerride Resource Charge Codes: ’m
Charge Codes are required: |N0 j Cwerride Waork Allocation Charge Codes: ’m
riCharge Code:
Charge Code Percent Description Charge Code Categary Enabled
100.0 Manufacturing Charge Code Billable
New Delete

Ok | Save | Cancel

|Ready

4. In the Override Rule window, complete the fields as specified in the

following table

and click oK.

Field

Description

Override Rule

The name of the override rule.

Name

Description The description of the override rule.

Enabled Indicates whether the override rule is enabled or not.
Dependencies

Work Item Type

Override rule checks the time sheet lines for a specific work
item type (request, package, project, task, or miscellaneous).

Work ltem Set

Override rule checks the time sheet lines for a specific work
item set, which can be a specific request type, a specific master
project, or a specific package workflow. This field is dependent
on the work item type value.
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Field Description
Override rule checks the time sheet lines for a specific work
Work ltem item, which can be a specific request, a specific package, a

specific project, miscellaneous item, or a specific task. This field
is dependent on the work item set value.

Department (of

Override rule checks the time sheet lines for a specific

Resource) department.

Title Override rule checks the time sheets for resources with a given
title.

Results

Time Sheet These two fields set the override time sheet approval

Approver information.

Billing Approver

These two fields set the override billing approval information (for
example, who can freeze and close a time sheet).

Cost Rate

Sets the cost rate (in dollars per hour) to use when calculating
cost against a work item.

Charge Codes
are updateable

Sets whether the charge codes are updateable after they have
been entered by the override rule.

Override
Resource
Charge Codes

Sets whether to override charge codes that have been
defaulted by the Charge Codes tab in the Time Sheet Policies
window.

Charge Codes
are required

Sets whether the charge codes are required after the override
rule is executed.

Override Work
Allocation
Charge Codes

Sets whether to override charge codes that have been
defaulted by the work allocation.

Charge Codes

Charge Code

The charge code or codes assigned to the override rule.

Percent

The percentage of charge code or codes assigned to the
override rule. The total percentage must equal 100 percent.

Description

The description of the charge code or codes assigned to the
override rule.

Charge Code
Category

The category of the charge code or codes assigned to the
override rule.

Enabled

Displays whether or not the charge code or codes assigned to
the override rule are enabled.

The changesto the override rule are saved.
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Deleting Override Rules
To delete an overriderule:
1. Open the Workbench.

For information on how to open the Workbench, see the Getting Sarted
guide. The Workbench opens.

2. From the shortcut bar, select Time Mgmt > Override Rule.
The Override Rule Workbench opens.

3. In the Query tab, enter the search criteriaand click List.
The results are listed in the Resuilts tab.

4. In the Results tab, select an override rule and click Delete.
A Question Dialog opens.

5. In the Question Dialog, click Yes.

The overrideruleis deleted.
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Filter Behavior

The work item filters limit the work item auto-complete list on work
allocations or time sheets. Figure 8-1 shows atypical time sheet with the Work
ltem auto-complete list and the work item filters.

MERCURY SIGH OUT

IT Governance Center

& Prirt Time Sheet
Enter Time
Reactivate Time Sheet Cancel Time Sheet Save Release
Resource:  JaneSmith  Period: 1116/04 - 11/30/04 Time Sheet = 1
Time Sheet Policies
Description: | Jans Smith - 114504 - 11,3004 | status: Active The it Tins Shest ot is 13200 oL
Hote: The Time Sheet Approver will e warne
ONotes |  Transaction History | Approval Details | are violated

Time Sheet Detail

N Hours)

Work ftem ‘Work tem Work tem Set  Work Rem Description Current  Actuals Details Period Tue 1116 Wed 1147 Thu 1148

Type Budget  To Date Total
0 0330 5] [ DEM- Appic. ERP Palch v4.5.4.7 Migra... # ol ol | | |
0 = R ] W Y E—
o = “a bl I A I B B
Remove Lines Reset to Saved llew Lines: l:l Add Totals: 0 0 0 0

Save Release

|-

Work Item Filters

# General Filters

(£

Request Filters

(£

Project Filters

3

Package Filters

< |

&

Figure 8-1. Time sheet
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General Filters

General filters are non-task specific filters. Table 8-1 lists the general filters.

Table 8-1. General filters

Filter

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.

Include Closed?

Indicates 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 8-2 lists the

request filters.

Table 8-2. Request filters

Filter

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.
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Package Filters

Project Filters

Package filters are package work item type-specific filters. Table 8-3 liststhe
package filters.

Table 8-3. Package filters

Filter

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.

Project filters are project work item type-specific filters. Table 8-4 liststhe

project filters.

Table 8-4. Project filters

Filter

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?

Indicates 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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Adding Filter Fields

This section details how to add afilter to the work item filters. The work item
filters appear on the Create Allocations page and Time Sheet page. For an
example of atypical Time Sheet page with the work item filters see Figure 8-1.

Modifications to the Time Management work item filters should be done with the help
@: of Mercury IT Governance Professional Services. Updating the database requires

privileges a DBA might not want to grant to the application administrator.

Overview of Adding Filter Fields

This section provides an overview on how to add afilter field to the work item
filters. The following steps are required to add a filter field:

e Create anew SQL validation to include the SQL for the new work item
filter. The Time Management SQL validations are Mercury-supplied data
and cannot be edited. Creating anew SQL validation requiresthefollowing

steps:
s Copy an existing validation.
= Edit the copied validation to include SQL for the new filter field.

See Modifying SQL Validations for complete instructions on how to
change the SQL validation for the work item filters.

e Addthe new filter field to the work item filters. Adding the new filter field
to the work item filters requires editing the TMG Configurable Filters request
type. See Adding New Filter Fieldsto Request Types.

e Update the database. See Updating Database Tables.
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Before You Begin

Before adding afilter field, the following must be determined:

e The name of the new SQL validation. The name of the new SQL validation
depends on whether the new filter field is being added to the work
allocations page or Time Sheet Details page. See Table 8-5.

Table 8-5. Naming examples

Current Name Proposed Name

TMG - Work Allocation Work Bench - work item

TMG - Work Allocation Work Bench - work item New

TMG - Time Sheet Details - work item TMG - Time Sheet Details - work item New

e The SQL to support the new filter field. Knowledge of SQL and database
schema are required to write the SQL for the new filter field.

e The name of the new filter field, such as My Creation Date.

e Thetokenfor the new filter field, suchasMY_CREATION_DATE. When
editing the SQL codein the SQL validation, add the FLTR prefix to the
token name, suchasFLTR.MY_CREATION_DATE.

Modifying SQOL Validations

This section details how to modify the work item filter's SQL validation. The
SQL validation must be copied from the existing SQL validation and edited
with new SQL code to support the new filter field.

To modify thefilter SQL validation:
1. Open the Workbench.

For information on how to open the Workbench, see the Getting Sarted
guide. The Workbench opens.

2. From the shortcut bar, select Configuration > Validation.

The Validation Workbench window opens.
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3. In validation Name, enter “TMG”" and click List.

The Resuilts tab opens. All entrieswith the TMG initials are included in the
results.

4. In the Results tab, select the proper validation.

The correct validation depends on whether the new filter field is being
added to the Work Allocations page or Time Sheet page. The following lists
the Validation names:

® TMG - Work Allocation Work Bench - Work ltem

® TMG - Time Sheet Details - Work Iltem
5. In the Results tab, click Copy to copy the selected validation.
The Copy Validation window opens.

6. In the Copy Validation window, in the Validation Name field, enter the name
of the new validation.

The following lists the possible names for the new validation:
® TMG - Work Allocation Work Bench - Work ltem New

® TMG - Time Sheet Details - Work ltem New
7. In the Copy Validation window, click Copy.
A question dialog opens.
8. In the question dialog, click Yes.

The Validation window opens.
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Validation : TMG - Misc. Work ltems = =] E3

Mame: | IlERn tk ltems

Descriptior: | TMG - Misc. Work ltems

Enablec: [+ Usze in Workflow? [
Compotent Type: | J
walidated By: | =]
“alication Walues:
Seq Code Meaning Description Enabled Defaultt |
11 Vacation Wacation ' il
2|2 Weetings Meetings u I
33 Gther Other u M
Meswn | | | Copy From | "‘ ‘
Used By | Cwnership | (.4 | | Cancel ‘

Ready (Read-Crly, Seed Data)

9. In the Vvalidation window, edit the SQL.

Include the new prefixed Token, suchas FLTR.MY_CREATION_DATE.
The prefixed Token should be added to the WHERE clause of the
validation SQL.

10. In the Validation window, click OK.

The changesto the validation are saved.

For More Information

For more information concerning Mercury IT Governance Center schema, see
the Technical Reference Manual.
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Adding New Filter Fields to Request Types
To add anew filter field to the request type:
1. Open the Workbench.

For information on how to open the Workbench, see the Getting Started
guide. The Workbench opens.

2. From the shortcut bar, select Demand Mgmt > Request Types.
The Request Type Workbench opens.

3. Inthe Request Type field of the Query tab, enter TMG and click List.
The Results tab opens with Time Management request types |oaded.

4. In the Results tab, select the TMG Configurable Fields request type and click
Open.

The Request Type window opens.

Request Type : TMG Configurable Filters M =1 E3
FELVEEQRTERETERI TG Configurable Filters]
Auest Ty = Request Header Type: |Default
Creation Action Marme: ‘TMG Configurahle Filters
New | Open
Category: \ j
— =
Description: ‘; the Work Itern filters used by the Time Mamt Time Sheet and Work Allocation pages. Please do not enable
Meta Layer Visw: [MREQ_ |TMG_coNFIG_FILTER
Mo Fieles: |50 | Enablest ¢ es & b
Commands 1 Sub-Types I Wiorkflows ] User Access 1 Natifications 1 Ownership ] Help Content
Fields Layout Display Columns Reguest Status Status Dependencies I Rules
Promgt Token Enabled |  Componert Type Walidation
Surmmary
General Filters
Request Filters
Project Filters
Package Filters
| | ]
ol =ai  New
Ok Cancel

Ready

5. In the Request Type window, in the Fields tab, click New.

The Field: New window opens.
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i |
(5% X
Field Prompt: | Token:
Description: |
Enabled: * Yes " Mo
walidation Componert Type: J
ey
Mutti-Select Enabled: o
Attributes ] Defautt 1 Storage] Security ]
Section Matne : |Genera\ Filters j Display Only: © Yes % no
Transaction History: © Yes * Mo Notes History: O Yes % no
Display on Search and Fiter: & Yes " Mo Display: % Yes " ho
Search Validation: E
Copy Fram... 0K | | Cancel |
Sy,

6. In the Field: New window, complete the fields as specified in the following
table and click OK.

Field Description

The name of the new filter field, such as “My Creation Date.” This

Field Prompt field name appears in the Work Item Filters section.

The token for the new field, such as MY_CREATION_DATE. This
Token token must be the same as the token added to the SQL statement in
Modifying SQL Validations on page 80.

Enabled Enable the field for use. Yes enables the field. No disables the field.

The validation for the new filter field. This validation is for the
validation for the work item filter field. The section, Modifying SQL
Validation Validations on page 80, creates the validation for the work item
auto-complete list. Depending on the selection, this field enables the
component and multi-select fields.

Component | The type of field, such as drop-down list or text field. This field is
Type enabled by the validation field.

Multi-Select | Can multiple entries be selected from this field. This field is enabled
Enabled by the validation field.

Internally, tokens are prefixed with “FLTR.” For example, the token MY_CREATION_
@: DATE would become FLTR.MY_CREATION_DATE. When editing the Request Type
field, use a non-prefixed token name, such as MY_CREATION_DATE.
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7. In the Field: New window, click the Attributes tab.
The Attributes tab opens.

8. In the Attributes tab, complete the fields as specified in the following table
and click OK.

Field Description

Section Name | The work item field section the field should reside.

Sets if the field is only displayed and cannot be updated, even at

Display Only initial request entry.

. Turns transaction auditing on or off for this field. If it is set to Yes,
Transaction . g . . .
History whenever this field changes in a request, the change is logged in

a transaction history table.

Turns notes auditing on or off for this field. If it is set to Yes,
Notes History whenever this field changes in a request, the change will be
logged in Notes for the Request.

Display on Sets if the field will be displayed in Search and Filter pages in the
Search and .
: HTML interface.
Filter
Display Sets if the field will be displayed in the HTML interface.

The changesto the new field are saved and the Attributes tab closes. The
Request Type window is displayed.

9. In the Request Type window, click OK.

10. The changes to the request type are saved.
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Updating Database Tables

The database tables KNTA_VALIDATION_PROFILES and KNTA_FIELD _
FILTERS must be updated to reference the new SQL validation. Updating the
database tables requires privilegesa DBA might not want to grant to the
application administrator.

To update the database tables:
1. Log on to the system.
2. Connect to the database containing the database schema.

3. Determine the validation_id for the new SQL validation. Run the
following:

SQL> SELECT validation id
SQL> FROM Knta validations
SQL> WHERE validation name like ‘<validation names’

For example, to find the validation_id for the TMG - Work Allocation Work
Bench - Work Item New SQL validation, run the following:

SQL> SELECT validation id

SQL> FROM Knta validations

SQL> WHERE validation name like ‘TMG - Work Allocation
Work Bench - Work Item New’

4. Update the KNTA_VALIDATION_PROFILES and KNTA_FIELD _
FILTERS tables to refer to the created validations.

The component names for the work item fields on the respective pages are:
e Work Allocation Page: WaDfWorkltem
e Time Sheet Details Page: TsSWwRsWorkltem

Update the KNTA_VALIDATION_PROFILES table by running the
following SQL:
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For updating the work item component on the Work Allocations page:

UPDATE Knta Validation Profiles
SET validation id = <validation id»>
WHERE component name = ‘WaDfWorkItem’

UPDATE KNTA Field Filters
SET validation id = <validation id>
WHERE field filter id = 30001

Where<validation id> iSthe new Validation ID. For updating the work
item component on the Time Sheet Details page:

UPDATE Knta Validation Profiles
SET validation id = <validation id»>
WHERE component name = ‘TsWwRsWorkItem’

UPDATE KNTA Field Filters
SET validation id = <validation id»>
WHERE field filter id = 30000

Where<validation id>isthenew validation ID. The database tables,
KNTA_VALIDATION_PROFILESand KNTA_FIELD FILTERS, now
refer to the new validations.

. Shut down and restart the Mercury IT Governance Server.

. The Mercury IT Governance Server must be shut down and restarted for
the changes to implemented.
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Maintaining Time Management Validations

In This Chapter:

e Overview of Time Management Validations
e Adding Time Management Validation Values
e Copying Validation Values from Different Validations
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Overview of Time Management Validations

Mercury Time Management includes several Time Management validations
that can be customized to meet specific business requirements. Validations
determine the acceptable input values for fields, such as the acceptable work
items to include on atime sheet.

This section lists the customizable Time Management validations. These
validations are static validations the application administrator can modify.

e TMG - Charge Code Categories- Enabled. The categories of available
charge codes. Charge code categories can be used to restrict charge code
access. The Mercury-supplied charge code category values are:

= Billable

=  Non-Billable

e TMG - Clients- Enabled. A list of available clients, typically internal or
external customers, or both. Client is an attribute of a charge code used to
restrict charge code access. The seeded Client values are:

s Clientl

s Client2

e TMG - Misc. Work Items. A list of possible miscellaneous and
un-trackable work items such as Vacation or Meetings. The
Mercury-supplied Miscellaneous work item values are:

= Vacations
= Meetings

s Other
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Adding Time Management Validation Values
To add values to a Time Management validation:
1. Open the Workbench.

For information on how to open the Workbench, see the Getting Started
guide. The Workbench opens.

2. From the shortcut bar, select Configuration > Validation.
The Validation Workbench window opens.
3. Inthe Query tab, in Validation Name, enter TMG and click List.
The Results tab liststhe entries with the initials, TMG.
4. Select a customizable Time Management validation and click Open.

The customizable Time Management Validations are:
® TMG - Charge Code Categories - Enabled
® TMG - Clients - Enabled

® TMG - Misc. Work Items
The Vvalidation window opens with the values of the validation.

Validation : TMG - Misc. Work ltems = =] E3

Vork ltems

Descriptior: | TMG - Misc. Work ltems

Enablec: [+ Usze in Workflow? [
Commponert Type: | J
walidated By: | =]
“alication Walues:
Seq Code Meaning Description Enabled Defaultt |
11 Vacation Wacation ' il
2|2 Weetings Meetings u I
33 Gther Other u M
Meswn | | | Copy From | "‘ ‘
Used By | Cwnership | (.4 | | Cancel ‘

Ready (Read-Crly, Seed Data)
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5. In the Validation window, click New.

The Add Validation Value window opens.

“alue Information ]

Cude.|4

Meaning: |Seminar

Desc: |Seminar

Enable? [ Defautt. [

Ok | Al | Cancel

Ready

6. In the Add Validation Value window, fill in all required fields and any
optional fields and click OK.

Code field entries must be unique. The new valueis added to the validation.
The Add Validation Value window closes.

7. In the Validation window, click OK.

The changesto the validation are saved.
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Copying Validation Values from Different Valications
To copy avalidation value from a different validation:
1. Open the Workbench.

For information on how to open the Workbench, see the Getting Started
guide. The Workbench opens.

2. From the shortcut bar, select Configurations > Validation.
The Validation Workbench window opens.
3. Inthe Query tab, in Validation Name, enter TMG and click List.
The Results tab lists the entries with the initials, TMG.
4. Select a customizable Time Management validation and click Open.

The customizable Time Management Validations are:
® TMG - Charge Code Categories - Enabled
® TMG - Clients - Enabled

® TMG - Misc. Work Items
The Vvalidation window opens with the values of the validation.

Validation : TMG - Misc. Work ltems = =] E3

(R TG - hisc. Work [tems

Descriptior: | TMG - Misc. Work ltems

Enablec: [+ Usze in Workflow? [
Commponert Type: | J
walidated By: | =]
“alication Walues:
Seq Code Meaning Description Enabled Defaultt |
11 Vacation Wacation ' il
2|2 Weetings Meetings u I
33 Gther Other u M
Meswn | | | Copy From | "‘ ‘
Used By | Cwnership | (.4 | | Cancel ‘

Ready (Read-Crly, Seed Data)
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5. In the Validation window, click Copy From.

The Copy Validation Value window opens.

S Copy Validation Values

validation Mame: [ ‘

Seq | Code | Meaning ‘ Description | Enshled ‘ Default |

Ok | Cancel

Ready

6. In the validation Name field, select the validation containing the validation
value to be copied.

The Copy Validation Value window is populated with the values from the
selected validation.

7. In the Copy Validation Value window, select the value to copy and click OK.

Code field entries must be unique. The selected validation value is copied
to the validation window and the Copy Validation window closes.

8. In the Validation window, click OK.

The changesto the validation are saved.
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10

Integrating Mercury Time Management
with Mercury Project Management

In This Chapter:

e Overview of Integrating Time Management and Project Management
e Integrating Time Management and Project Management
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Overview of Integrating Time Management and
Project Management

This chapter details procedures to integrate Mercury Time Management with
Mercury Project Management. Integrating Time Management and Project
Management allows actual time (and associated costs) entered on time sheets
to automatically update the Actual Effort fields and Task Actual Costs fields of
projects.

For example, if Time Management is not integrated with Project Management,
Actual Effort (time) spent on a project is manually entered on the Task Details
page. The Actual Effort (time) then appears on the Project Details page. However,
when Time Management isintegrated with Project Management, actual timeis
entered on atime sheet, which automatically updates the Project Details page.
Figure 10-1 shows the Project Details page with a Task Details page and the time
sheet.

When integrating Time Management with Project Management, the following
functionality applies:

e Updates to Actual Effort from Time Management overwrite any updates to
Actual Effort made in Project M anagement.

e Updates to Actual Effort and Actual Cost from Project Management do not
update Time Management time sheets.

e Actual Effort and Actual Cost fields are updated every time atime sheet is
saved and a change in the Actual Effort or Actual Cost is detected. If the
Project can't be locked for editing, the time sheet does not save the data
and an error message appears.

e CPI and SPI can automatically berolled up from Project Management.

Integrating Time Management and Mercury Project Management is performed on a
project-by-project basis.
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Time Sheet Details (Al Times are in Hours)

Work tem  Work tem  Work tem Set  Work ltem Current Etail Period
Type Description Budge Total
D Task Fun Test Mty Demao Mty Demo Alpha Test
Script Alpha Test... Phase = Run Test Script
Remwove Lines Reset to Saved Hew Lines: l:l Add Totals:

MERCURY SIGH OUT

IT Governance Center

-
Project Details
Project Hame: WMty Dema Alpha Test Project Manager: Jane Srith Project State: Active
Phase
Budget: Mitg Demo Algha Resource: Jane Smith
Copond 71| [ CollBBREA
Progress

‘%, Complete: 33

Start Date Finish Date Duration

Scheduled: 1360 hours

Scheduled: October 11, 2004 Scheduled: Mowember 1, 2004 Scheduled: 160 days

Actual: 4.0 hours

MERCURY

Task Details

Save Reset

Task Name:  Run Test Script Task State:
Resource: |Jang Smith &l 2

Project Path:  Mily Demo Alpha Test Phase = Run Test Seript

Copond | | conBpagaAn

# Exceptions (1 Exception Exists )

Progress

"% Complete:

Start Date Finish Date Duration
Scheduled: October 18, 2004 Scheduled: Mowember 1, 2004 Scheduled: 110 days Scheduled: G680 hours

Actual: 400 hours

Figure 10-1. A time sheet updating the Project Details page
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Integrating Time Management and Project Management
To integrate Time Management and Project Management:
1. Open the Workbench.

For information on how to open the Workbench, see the Getting Sarted
guide. The Workbench opens.

2. From the shortcut bar, select Project Mgmt > Projects.
The Project Workbench opens.

3. In the Query tab of the Projects Workbench, enter the search criteriaand
click List.

The Results tab opens, displaying the results of the search. To display all
projects, click List without entering search criteria.

4. From the Results tab or the Project Workbench, select a project and click
Open.

The Project window opens.
5. On the toolbar, click Project > Settings.
The Settings window opens.

6. In the Settings window, verify Scheduled Effort and Actual Effort are selected.
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2 ]|

Project Team I MSP Synchronization 1 Costand Effort I Resource Management 1 Baselines
Project Fields I Exception Rules I Indicators } Scheduling } Security
This tak configures the Project fields that can be displayed inthe "Plan® tak of the Project window, and also the Project and Task detail pages and
My Task partlet in the standard Mercury IT Governance interface. Changing the field configuration here does not change the display in the other
tabs of the Project Window:.
rPlanning Fielc rActivity Fielc
Manager Manager
Enabled Use Only  Fields Enablec! Use Only  Figlds

r r Departrent I - % Complete

r r Description r r Actual Duration

r r Last Update Date I r Actual Effort

r r Priority r r Actual Finish Date

r r Project/Task # r r Actual Start Date

r r Resourcs Group r r Confidence

I r Seheduled Effort r r Estimated Finish Date

r r Skill r r Estimated Remaining Duration

r r Activity - r Estimated Remaining Effart

r r Planned Labor I~ r Actual Labor

r r Planned Mon-Labor - r Artual Mon-Labor

r r Planned Total r r Actual Total

Cancel

Ready

7. In the Project window, click the Time Management tab.
8. Select the following fields to be updated automatically by time sheets:
e Actual Effort, if the actual time isto be updated by Time Management.

e Actual Costs, if the actual cost isto be updated by Time Management.
If Cost Management is not enabled for the project, the actual cost option is not
Note selectable.

9. In the Time Management tab, click OK.

The changes to the Time Management tab are saved. The Project window is
displayed.

10. In the Project window, click OK.

The changes to the project are saved.
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