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Configuring Time Management

Chapter

Introduction

Mercury Time Management budgets time against bodies of work within the
Mercury IT Governance Center. Time Management integrates information
from Requests, Packages, Tasks and Projects, and quickly determines if
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.

About This Document

This guide provides instructions for configuring a Time Management system.
Each chapter covers a particular topic:

Getting Started

Key Concepts

Integrating Users
into the Time
Management System

Maintaining
Resources

Maintaining
Activities

Describes the steps required to complete a Time
Management installation.

Defines the key concepts and definitions used when
configuring Time Management.

Lists how to integrate users into a Time Management
system. This includes information on using Security
Groups and controlling users’ access to actions.

Shows how to define and maintain a Time Management
Resource.

Describes how to configure and maintain Time
Management Activities. An Activity is a type of work
performed against a Work Item.

Introduction 1
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Maintaining Charge
Codes

Maintaining
Override Rules

Creating and
Maintaining
Configurable Filters

Maintaining Time
Management
Validations

Integrating Mercury
Time Management
with Mercury Project
Management

Time Management
Portlets and Reports

Intended Audience

Lists the steps to configure and maintain Charge Codes.
Charge Codes are entities used as links between Work
Items and charge accounts.

Shows how to configure and maintain Override Rules.
Override Rules can be created to supersede Time Sheet
attributes.

Lists the procedures to configure and maintain Time
Management filters.

Shows the step-by-step procedures to create and
maintain Time Management Validations.

Describes the steps required to integrate Time
Management with Mercury Program Management.

Lists the Time Management Portlets and Reports.

The intended audience for this document includes:

e Business or technical users who configure and maintain a Time
Management system

e Users responsible for Time Management configuration

Document Conventions

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

2 Introduction
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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 URLs, filenames, and cross references | www.merc-int.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 Cauti
. aution
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 configure the 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 Workbench This document explains how to navigate
through the Workbench interface.

Tracking Your Time (Time This document provides instructions for using
Management) Time Management.

Managing Your Resources This document provides information and
(Resource Management) instruction on managing Resources.

Security Model Guide and This document details how security works.
Reference

Customer Support

Customer support and downloads for the 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 the Mercury IT 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

Getting Started

This chapter provides the information necessary to complete the installation of
Mercury Time Management. Time Management is included as part of the
standard Mercury ITG Center installation.

This chapter covers the following topics:

e “Time Management License Key” on page 5

e “FEnabling Time Management for the Administrator” on page 5
o “Selecting Period Types” on page 9

e “Creating Time Periods” on page 10

Time Management License Key

A separate license key is required to enable Time Management. Install the
license key in the <KNTA_HOME>/conf/license.conf directory. See Security
Model Guide and Reference for detailed information regarding the installation
of license keys.

Please contact Mercury Interactive Support
(http://support.mercuryinteractive.com) for assistance if the license key is not
available.

Enabling Time Management for the Administrator

At least one user, typically the application administrator, requires access to set
up other users and configure Time Management. The following list shows the

Getting Started 5
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main steps required to enable Time Management for the application
administrator:

1. Add the Time Management license to the application administrator.
2. Create the Time Management administrative Security Group.

3. Add the application administrator to the Time Management administrative
Security Group.

To enable Time Management for the application administrator:
1. Logon to the Mercury ITG Dashboard as the application administrator.
2. Open the Workbench.
3. Add the Time Management license to the application administrator:
a. Click Sys Admin > Users.
The Users Workbench window opens.

b. In the Query tab, enter the search criteria to find the application
administrator.

c. Click List.

The Results tab opens, displaying the results of the search.
d. Select the application administrator.
e. Click Open.

The User window opens.

6 Getting Started
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i
User Information | Security Groups | Access Grants | Gwnership | Accelerator Data | |
Username: |admm_nme_managemem Company. | El
First Mame: [Johin Last Mame: | Srmith
Emall Aduress: [i_smith@vourEnterprise.cam Phane Mumber: | (408) 5431234
[ Authertication
Authertication Mode: [|INTARA = Password: [++ ¥+ ﬂ
Start Date: [January 16, 2004 Hew password on login: { Yes & o
End Date: | Password Exp. Days: |
Last Login | Password Exp. Dete: |
Dormain |
- License
I~ fcministraior  An Administrator has secess to dll the products listed below:
Products
Changs Management [T —" = Prograr Management [T —" =
Demand Management lml Project Managemert:
Portfalic Management [ivo Access = (mme Management [etangard License ]

f. In Time Management, select Time Management Standard License.

g. Click OK to save the changes and close the User window.

4. Create the Time Management administrative Security Group.

a. Click Sys Admin > Security Group.

The Security Group Workbench window opens.

b. In the Query tab, click New Security Group.

The Security Group window opens.

c. Select the Access Grants tab.

d. In Name, enter the name of the new Time Management administrative

Security Group.

e. In Enabled, check Yes.

f. In Description, enter a brief description of the new Security Group.

g. In This Security Group will be used by, check all of the checkboxes.

h. In Available Access Grants, select all of the Time Mgmt entries.

1. Use the right arrow button to move all of the Time Management Access
Grants to the Linked Access Grants list.

Getting Started 7
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Qi Security Group : TM_Admin =loix|
Marne | TM_Admin Enabled: (% Yes o

Descrigtion [Time Management Administration Security Group

This Security Group wil be used by: ¥ Requests ¥ Projects I Packages [ Time Sheets
Change Managemert App Codes | chierge Cote Fues | Ouwnership | Used By
Users Access Grants Change Managemert Warkflows
Available Access Grants Linked Access Grarts
Category Name Category Description

ve Time ...

Sys Admin Server Tools: Execute Admin Tools d

Time Mamt |Clase Time §..
Sys Admin_ |Server Tools: Execute SGL Runner = —
Sys Admin Synchronize Meta Layer Time Marnt |Edit Acthvities me Mg
Sys Admin_ |View Security Groups Time Mgmt Edit Charge C... Time Mgl
ys Admin[View Garver Tols Time Mgmit |Edit Override . e by
Sys Admin  |[View Users Edit Time Mg.. me Mg
Systemn Edit Dependent References Time Marnt |Edit Time She.
System Edit Portlet Definition Time Mgt [Edit Wark Allo.
Systemn Manage Reports [Time Mgmt_Manage Wark ...
Systemn Override Key Fields Segmentation (Tirne Mgt |Subrait Tirme .
Systemn Orwnership Override Time Mgrnt |View Activities
System view Portlet Definition - Time Mgt |View Charge - —
1 — o e T e e i
Ready

j. Click OK to save the changes and close the Access Grants tab.

5. Add the application administrator to the Time Management administrative
Security Group.

a. In the Security Group window, click the Users tab.

i, Security Grou _Admin I ] 4
Iarne | TM_Adrmin Enabled: (% Yes o

Description [Time Management Administration Security Group

This Security Group wil be used by: ¥ Requests ¥ Projects I Packages [ Time Sheets
Change Management App Codes | Charge Code Rules | Ouwnership | |
Users Access Grants Change Managemert Warkflows
Aied New User to this Group IR
Members are:
Fitter Liser % Specified Directly
e Fiter Use this screen to add or remove users
" Determined by Organization Unit
& | Modify the associated org unit to add o remove users.
LJohn Srmith |
Organization Uit Wigwy
@ | Direct Mermiaers Only
Oy direct membisrs of this or unit are memmbers
€ Al Mermisers (Cascading)
Ineludle meriers of this arg unit and it child oro s
Hew: Delete
oK Save Cancel
eady

b. Click Add New User to this Group.

The Users window opens.
c. In Users, enter the name of the application administrator.
d. Click OK to save the changes and close the Users window.

6. Click OK to save the changes and close the Security Group window.

8  Getting Started
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Selecting Period Types

This section details how to select Period Types. A Period Type is the 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. Matching a specific user to
a specific Period Type is done when editing Time Management settings for a
user (see “Editing Time Management Settings for a Resource” on page 37).

Selecting Period Types requires privileges a DBA might not want to grant to
the application administrator. Knowledge of SQL is required.

The supported Period Types are listed in Table 2-1.

Table 2-1. Period Types and Eligible Values

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

The Period Type eligible values are case sensitive when used in an SQL
statement.

To select the Period Type:
1. Logon to the system.
2. Connect to the database schema containing the ITG installation.
3. Run the following query to check the available options:
SQL > SELECT * FROM KTMG_PERIOD_TYPES

4. To select Period Types, set the enabled flag for the Period Types by
executing the following statement:

SQL> UPDATE ktmg_period_types

Getting Started 9
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SQL> SET enabled_flag = 'Y'
SQL> WHERE period_type_name = '<Period Type>'

Where the <period Type> is one of the eligible values listed in Table 2-1.
All Period Type eligible values must be enabled or disabled. For example,
to enable WEEKLY and MONTHLY and disable BI_ WEEKLY and

SEMI-MONTHLY:

SQL>
SQL>
@ SQL>

SQL>
SQL>
SQL>

SQL>
SQL>
SQL>
SQL>
SQL>
SQL>
SQL>

UPDATE ktmg period_types
SET enabled_flag = 'Y'
WHERE period_type_name =

UPDATE ktmg_ period_types
SET enabled_flag = 'N'
WHERE period_type_name =

UPDATE ktmg_ period_types
SET enabled_flag = 'N'
WHERE period_type_name =

UPDATE ktmg period_types
SET enabled_flag = 'Y'
WHERE period_type_name =

'WEEKLY'

'BI_WEEKLY'

'SEMI_MONTHLY'

'MONTHLY '

For the WEEKLY and BI_WEEKLY Period Types, it is also possible to
change the start_day_code. By default, the start day is set to MONDAY, 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>
@ SQL>
SQL>

UPDATE ktmg period_types

SET start_day code = 'SUNDAY'

WHERE period_type_name =

Creating Time Periods

'WEEKLY'

This section details how to create Time Periods. Creating time periods sets the
number of Time Periods available for Time Management. For example, if the
Period Type is set to WEEKLY and 52 Time Periods are created, a year’s
supply of Time Periods is available.

(— Period Types must be set before creating Time Periods.
Note
Additional Time Periods can be added to Time Management at any time.

10 Getting Started



Configuring Time Management

To create Time Periods:

1. Log on to the Time Management system as the application administrator.
2. Go to the <KNTA_HOME>/bin directory.

3. Run the kGenTimeMgmt Periods.sh command as follows:

sh kGenTimeMgmtPeriods.sh <num of periods to be generated>

Where <num of periods to be generateds 1S the number of Time
Periods to create for a specific type of Time Period. A prompt is returned to
choose the Period Type. The kGenTimeMgmtPeriods.sh script must be
run for each enabled Period Type.

C By default, the Time Periods start from the current date.
Note
For more kGenTimeMgmtPeriods.sh options, call the script with no

parameters and choose to see the Help.

Getting Started 11
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Chapter

Key Concepts

This chapter discusses the key topics and concepts relating to Mercury 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 13

“Work Allocations” on page 14
“Resources” on page 15

“Time Sheets” on page 16

“Activities” on page 17

“Charge Codes” on page 18

“Period Types and Periods” on page 18
“Delegations” on page 19

“Override Rules” on page 20

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 13
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Work Allocations

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 3-1 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 Histos

Approval Details| 5 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 3-1 Time Sheet Details page

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 3-2 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.
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Resources

& Created Work Allocations

|
Showing 1 to 5 of 5

work | work Work Item | Description Original | Current  Actuals Standard Billing Delete Close Details

Item Item Set Bd, Bdgt To Discount Discount

Type (Hrs) | (Hrs) date % %

(hrs)

o Mis Mestings Misc. Items  Mestings 200.0 200.0 4.0 muse [ oj & $i
[ Packags 30010 Deploy Sof...  Mewfils.zip needs ta b... 20.0 20.0 0.0 5.0 50 m oj & $i
[ Project  Softwars .. Software R..  Softwsrs Relssse 55 18000 1800.0 0.0 5.0 500 - o & $i
[ Requsst 30040 Enhancement  Upgrads to Sales Appli... 100.0 100.0 0.0 5.0 50 m oj & $i
o Task Post-Writ... Sales Syst.. Sales Systsm 2.3 Docum... 200.0 200.0 0.0 5.0 500 - o & $i
Check All Create Allocations

Showing 1 to 5 of 5

[ Export Data to Excel

Done

Figure 3-2 Created Work Allocations page

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 3-3 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.
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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 /haur
*Last Name: Smith
Title: Developer = capacity: 100 % for workload assignments
Email: lismith@carmpany .carm Department: |15 -
Phone Number: |[(408)543-1234 Location: The Marina hd
Direct Manager: |Admin User 2l Category: Full Tirne Employes =

Org Unit Name Type Manager skill Primary  Proficiency Level
This Resource does not to belong to any Organization

Thers are currently no Skills specified.
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 3-3 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 3-4 displays a Time Sheet.

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

O Notes | Transaction History | Approval Details |

Status: Active

& Printable version Reactivate 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 3-4 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 3-5.

Activity Details
John Smith
Request

Resource: Period: 01/01/04 - D1/15/04
Work Item Type: 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 1/3 1/4 1j5 1f6 1/7 18 1j9 1710
g\fpriatgFunctiunal 2 l—lz—l—l—l—l—l—l—l—l—r
Famdoansl Spez o T T I I I I I
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 3-5 Activity Details page
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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 3-6 shows a Charge Code for the OneRing 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 3-6 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:
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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 3-7 shows a Period on a Time Sheet.

exempt employees could be assigned a Weekly Period Type but exempt

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

¢ Enter Time

Resource:  John Smith Period: 01/01/04 - 01/15/04 Time Sheet #: 2
Description: IJUhn_Sm\th - 01/01/04 - 01/15/04 Status: Active
O Notes |  Transaction History | | Approval Details| = printable Yersion 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 171 1/2 173 174 1/5
" [Request =] [3u035 ] DEM - Applic..  Boromir application miss... o e s g [ [ [ [&
™ [Package =] [30015 (B DEV = TEST »... LotR2.2 softwars package... O | T I 1
™ [Task =] [cetring | El onering OneRing > Get Ring o z [ [ [ [ [
™ [Froject =] [onering | ] onering OneRing o < F T T F [
[ [mise =] [Mectings | Mise. tems  Mestings # o « " [
O [request LI & H o o [
Resett Saved New Lines: [ Totals: 32 | ° 8 N N 8 8

|
save Release Cancel |

Figure 3-7 Enter Time page

Delegations

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 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 3-8 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 3-8 Time Sheet Approval Details page

Override Rules

Override Rules are designed to “override” default cost rates and other default
cost and approval related attributes. All Override Rules consist of two parts:
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e Dependencies
The attributes required to initiate an Override Rule.

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 ITG Workbench, as shown in Figure 3-9.

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
wiork ltem Set: IDEM-Applmatmn Enhancement
Waork ltern: [ 30038
Cepartment {of Resource) IMamufamurmg
Title: |Deve|uper j
rResult
Time Sheet Approver: IResnurne L“.Jnhm Smith (&0
Billing Approver. IResnurne LI I.Jnhm Smith (&0
CostRate g [7s
Charge Codes are updateable lm Owemide Resource Charge Codes lm
Charge Codes are required lm Cwemide Work Allocation Charge Codes lm

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 3-9 Override Rule window
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Chapter

Integrating Users into the Time
anagement System

This chapter provides an overview on how to integrate users into a Mercury
Time Management system. This chapter also includes information on setting
up Security Groups and controlling users’ access to actions.

This chapter covers the following topics:

e “User Actions and Security Groups” on page 23
o “Adding Time Management Licenses” on page 29
e “Establishing Security Groups” on page 30

o “Time Management Access Grants” on page 34

It does not, however, provide detailed instructions on implementing each
configuration. See Security Model Guide and Reference for a comprehensive
resource for configuring user access to the Mercury IT Governance screens
and features.

C This chapter presents a number of Time Management configuration options.
Note

User Actions and Security Groups

A great deal of control can be exercised over the Time Management process,
including who can perform the following tasks:

e Approve Time Sheets
e (Create and delete Work Allocations

e Maintain Time Management systems
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This section covers the following topics:

e “User Actions and Security Group Overview” on page 24
e  “FEnabling Users to Create Time Sheets” on page 25

e  “FEnabling Users to Approve Time Sheets” on page 27

e “FEnabling Users to Create Work Allocations” on page 27

e  “FEnabling Users to Maintain a Time Management System” on page 28

User Actions and Security Group Overview

Time Management is designed to follow a standard process. Figure 4-1
illustrates the Time Management process. For a detailed view of the Time
Management process, see Tracking Your Time (Time Management).

Reject
Entering Work Entering Release : Approve .
Allocations Time Sheet Tﬁrﬁ’gr&‘]’g‘gs Tirirgeszr;re‘zgets
(Optional) Information
Freeze
Billing or
Cancelling Charging with
Time Sheets 3rd Party
Application
(Optional)

Closing
Time Sheets

Figure 4-1 Time Management Process Overview

Configuring Access Grants and Security Groups can restrict a user’s actions.
Table 4-1 lists the standard Time Management user actions and where these
actions fit in the Time Management process.
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Table 4-1. User Actions and the Time Management Process

User Actions Time Management Process

Creating Time Sheets e Entering Time Sheet Information
e Who can create and edit Time Sheets | e« Cancelling Time Sheets

e Who can release Time Sheets
e Who can cancel Time Sheets

Processing Time Sheets e Approving Time Sheets
e Who can approve Time Sheets e Freezing Time Sheets
e Who can reject Time Sheets e Closing Time Sheets

Who can freeze Time Sheets

Who can close Time Sheets

Creating Work Allocations e Entering Work Allocations

¢ Who can view and edit their own
Work Allocations

¢ Who can view, edit, delete and close
any Work Allocation

Management step. After a Time Sheet is frozen, costs can be generated to bill
an internal or external customer. Time Management does not perform this
billing function. Instead, Time Management creates the links to allow the
cost information to be extracted.

(‘ Billing or charging with 3rd Party Application is an optional Time
Note

Enabling Users to Create Time Sheets

To enable a user to create, release and cancel a Time Sheet, establish the
settings listed in Table 4-2.
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Table 4-2. Settings to enable Time Sheet creation

Setting

Value

Description

License

Time Management: Standard
License

The Standard License provides a user with
access to Time Management.

This is set in the User window on the
Workbench. See “Adding Time
Management Licenses” on page 29.

Access Grants linked
to the Security Group

Time Mgmt: Edit Time Sheets

View, create, edit, cancel and release Time
Sheets for the Resource. Edit Time Sheets
when the Resource is a direct report or
when the Time Sheet has been "Delegated
To" the user.

Access Grants are set in the Security
Group window. See “Establishing
Security Groups” on page 30.

Time Management
Settings

Set the Time Sheet settings,
Time Sheet Approver and Billing
Approver.

This is set in the Time Management
Settings window on the Workbench. See
“Editing Time Management Settings for
a Resource” on page 37.

Settings for the
Security Group

Set Charge Code visibility.

This is set in the Security Group window on
the Workbench. See “Establishing
Security Groups” on page 30.

Screen and function access provided through Access Grants are cumulative.
@j If a user belongs to three different Security Groups, they will have all of the
accesses provided to each of the groups. To restrict certain screen and feature
access:

Remove the user from the Security Group (using the Security Group tab

on the User window)

Remove the Access Grants from the Security Group (in the Security

Group window). Do this only if no one in that Security Group needs the
access provided in that Access Grant.
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Enabling Users to Approve Time Sheets

To enable a user to approve and close a Time Sheet, establish the settings listed
Table 4-3.

Table 4-3. Settings to enable Time Sheet approval

Sefting Value Description
License Time Management: Standard The Standard License provides a user with
License access to Time Management.

This is set in the User window on the
Workbench. See “Adding Time
Management Licenses” on page 29.

Access Grants linked | Time Mgmt: Approve Time Approve or reject Time Sheets.
to the Security Group | Sheets
Access Grants are set in the Security
Group window. See “Establishing
Security Groups” on page 30.

Time Mgmt: Close Time Sheets | Freeze or close Time Sheets.

Access Grants are set in the Security
Group window. See “Establishing
Security Groups” on page 30.

TIme Mgmt: View Time Sheets View a user’s Time Sheet information.

Access Grants are set in the Security
Group window. See “Establishing
Security Groups” on page 30.

Settings for the Set Charge Code visibility. This is set in the Security Group window on
Security Group the Workbench. See “Establishing
Security Groups” on page 30.

Enabling Users to Create Work Allocations

To enable a user to create and delete a Work Allocation, establish the settings
listed in Table 4-4.
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Table 4-4. Settings to enable Work Allocation creation

Sefting Value Description
License Time Management: Standard The Standard License provides a user with
License access to Time Management.

This is set in the User window on the
Workbench. See “Adding Time
Management Licenses” on page 29.

Access Grants linked | Time Mgmt: Edit Work View and edit Work Allocations. The user
to the Security Group | Allocations can also close or delete Allocations they
created.

Access Grants are set in the Security
Group window. See “Establishing
Security Groups” on page 30.

Time Mgmt: Manage Work View, edit, delete and close any Work
Allocations Allocation.

Access Grants are set in the Security
Group window. See “Establishing
Security Groups” on page 30.

Settings for the Set Charge Code visibility. This is set in the Security Group window on
Security Group the Workbench. See “Establishing
Security Groups” on page 30.

Enabling Users to Maintain a Time Management System

To enable a user to maintain some or all of the Time Management system,
establish the settings listed in Table 4-5.

Table 4-5. Settings to enable Time Management maintenance

Sefting Value Description
License Time Management: Standard The Standard License provides a user with
License access to Time Management.

This is set in the User window on the
Workbench. See “Enabling Time
Management for the Administrator” on
page 5.
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Table 4-5. Settings to enable Time Management maintenance [continued]

Sefting Value Description
Access Grants linked | All Time Management Access Allows the user to access any part of Time
to the Security Group | Grants Management.

This is set in the Security Group window on
the Workbench. See “Enabling Time
Management for the Administrator” on
page 5.

Adding Time Management Licenses

This section details how to assign Time Management licenses. Every user must
have an assigned Time Management license to access the Time Management
functionality.

Assigning licenses can be done with one of the following methods:
e Assigning licenses in the User window

e Assigning licenses to multiple users in the License Workbench
e Assigning licenses using the open interface

This section details how to assign licenses in the User window. See Security
Model Guide and Reference for complete instruction on how to assign licenses
using the License Workbench and the Open Interface.

To assign licenses in the User window:
1. Open the Workbench.
2. Click Sys Admin > Users.
The Users Workbench window opens.
3. In the Query tab, enter the search criteria.
4. Click List.

The Results tab opens, displaying the results of the search. To display all
users, click List without entering search criteria.
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5. Select the user.
6. Click Open.

The User window opens.

=10l
User Information | Security Groups | Access Grants | Gwnership | Accelerator Data | |
Username: |admm_nme_managemem Company. | El
First Mame: [Johin Last Mame: | Srmith
Emall Aduress: [i_smith@vourEnterprise.cam Phane Mumber: | (408) 5431234
[ Authertication
Authertication Mode: [|INTARA = Password: [++ ¥+ ﬂ
Start Date: [January 16, 2004 Hew password on login: { Yes & o
End Date: | Password Exp. Days: |
Last Login | Password Exp. Dete: |
Dormain |
- License
I~ fcministraior  An Administrator has secess to dll the products listed below:
Products
e e — A ) e —
Demand Management lml Project Managemert:
Portfalio Management [Ne Access L( Titne Management [tandard License |

Edit Resource: Time Menegement Settings

oK Save Cancel

Ready

7. In Time Management, select Time Management Standard License.

8. Click OK to save the changes and close the User window.

Establishing Security Groups

Security Groups are used to control who can access certain screens and
functionality. The following lists the different ways to define a Security Group:

e C(Create a Security Group by specifying a list of users.

e C(Create a Security Group using Resource Management.

This section details how to create a Security Group by specifying a list of
Users. See Security Model Guide and Reference for complete instruction on
how to establish Security Groups using Resource Management.

The general process for creating a Time Management Security Group is as

follows:

1. Create the Time Management Security Group.
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2. Add the Users to the Time Management Security Group.

3. Set the Charge Code Rules for the Time Management Security Group.

Create a Security Group using a list of users:

1. Open the Workbench.

2. Create the Time Management Security Group.

a.

Click Sys Admin > Security Groups.

The Security Group Workbench window opens.

In the Query tab, click New Security Group.

The Security Group window opens.

In Name, enter the name of the new Time Management Security Group.

In Enabled, check Yes.

In Description, enter a brief description of the Security Group.

In This Security Group will be used by, check all of the checkboxes.

Make sure Time Sheets is checked.

g. Select the Access Grants tab.

Qi Security Group : TM_Admin
Marne | TM_Admin Enabled: (% Yes o

=gl

Descrigtion [Time Management Administration Security Group

This Security Group wil be used by:

¥ Requests ¥ Projects I Packages [ Time Sheets

Change Managemert App Codes | chierge Cote Fues | Ouwnership | Used By

Users

Access Grants

Available Aocess Grants

Change Managemert Warkflows

Linked Access Grants

Time Mgt |Close Time 5. [Time Mmt: Close
Time Mgmit |Edit Activities e Mgt Edit Acti..

Time Mgt |Edit Charge C... [Time Mymt: Edit Ch...
Time Mgmit |Edit Override . e Mymt Edit Ov...
Time Mgt |Edit Time Ma... e Mgmt Edit Ti...
Time Mgt |Edit Time She.. [Time Mgmt Edit Ti..
Time Mgmt |EditWiork Allo... [Tirme Mgt Edit Wo...
Time Mgmt Manage Work ... [Time Mgt Manage. .
Time Marmt |Submit Time .. e Mymt Submit ...
Time Mgmt |View Activities e Mgmt View Ac...
[Time Marnt [view Charge .. e Mymt View C..
Time Marnt view Override ... [Time Momt: View Ov.. LI

Category Hame Description

gt |Apprave Time ... Tirme Mg ie...
T.

Category Mame

Sys Admin Server Tools: Execute Admin Tools d
Sys Admin Server Tools: Execute SOL Runner

Sys Admin Synchronize Meta Layer

Sys Admin_ |View Security Groups

Sys Admin_ |[View Server Toals

Sys Admin_ [View Users ﬂil
Systemn Edit Dependent References

Systemn Edit Portlet Definition

Systemn Manage Reports

Systemn Override Key Fields Segmentation
Systemn Orwnership Override

Systemn \Wiew Porlet Definition :l
. o

Ready
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h. In the Available Access Grants list, select the required Time Management
Access Grants for the Security Group.

See “User Actions and Security Groups” on page 23 for a list of Time
Management Access Grants and Security Group functionality.

i.  Click the right arrow button pointing to the Linked Access Grants list.
The selected Access Grants are moved into the Linked Access Grants
list.

j. Click Save to save the changes.
3. Add the Users to the Time Management Security Group.

a. Click the Users tab.

Qi Security Group : TM_Admin =loix|
Marne | TM_Admin Enabled: (% Yes o
Descrigtion [Time Management Administration Security Group
This Security Group wil be used by: ¥ Requests ¥ Projects I Packages [ Time Sheets
Change Managemert App Codes | Charge Code Rules | Ouwnership | | Used By
Users Access Grants Change Managemert Warkflows
Adel Meve User ta this Group IR

Members are:

Fitter User {5 Specified Directly

P —

A
John Smith |

users: [TREEE 2

sdd | cancel

Use this screen to add or remove users
" Detarmined by Organization Linit
Modify the associated org unit to add or remove users

|Ready

Organization Unit: E

@ | Direct Mermiaers Only
Oy direct membisrs of this or unit are memmbers
€ Al Mermisers (Cascading)

Include members of this org unit and ts GHild o unts.
Mew Delete
OK Save Cancel

Ready

b. Click Add New User to this Group.
The Users window opens.
c. In Users, add the name of the user or users.
d. Click OK to save the changes and close the Users window.
4. Set the Charge Code Rules for the Time Management Security Group.

a. Click the Charge Codes Rules tab.
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laix

Hame iiﬂmm Enabled: ' Yes o

Description |Time Management Administration Security Group

This Security Group will be used by ¥ Requests ¥ Projects [ Packages ¥ Time Sheets
Users | Access Grants | Changs Management Workilows
Change Management App Codes Charge Code Rules | Ownership User Dels Used By

Access to Charge Codes is contralled by Charge Code Rules. Members of this Security Group can use Charge Codes
that satisfy one or more Charge Code Rules.

[ Restrict Charge Codes to the following rules.

Charge Codles are allowed if they satisty one or more "Type = Valu" condtions

Type Valug Enahlzd

Mew Edit ﬂl

oK Save. Cancel

[Bhowing 107 1 user(s)

b. Check Restrict Charge Codes to the following rules.

This field determines whether Charge Codes for this Security Group

are restricted. If unchecked, this Security Group has access to all

Charge Codes.
c. Click New.

The Charge Code Rule window opens.

t& Charge Code Rule x|

Type:
value: [Billable |
Enabled: % ‘Yes N id|

Ok I Add | Cancel |

|Ready

d. In Type, select a Type of Charge Code. Charge Code types include:

e (Category

The category of the Charge Codes, such as billable and non-

billable.

e (lient

The external client of the Charge Codes, such as an outside vendor

or customer.
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e Department

The internal client of the Charge Codes, such as the Finance
department or Sales department.

e. Select a Value for the Charge Code Rule to satisty.

Values are dynamically updated by the Type field.

f. Check Yes in the Enabled field.

g. Click OK to save the Charge Code Rule and close the Charge Code Rule

window.

5. Click OK to save the changes to the Security Group and close the Security

Group window.

Time Management Access Grants

Table 4-6 lists the Time Management Access Grants that provide access to the
different Time Management actions.

Table 4-6. Time Management Access Grants

Access Grant Name

Description

Time Mgmt: Approve
Time Sheets

Approve or reject Time Sheets.

Time Mgmt: Close Time
Sheets

Close or freeze Time Sheets.

Time Mgmt: Edit
Activities

Create, modify and delete Activities in the Activities
Workbench.

Time Mgmt: Edit Charge
Codes

Create, modify and delete Charge Codes in the Charge
Codes Workbench.

Time Mgmt: Edit
Override Rules

Create, modify and delete Override Rules in the
Override Rules Workbench.

Time Mgmt: Edit Time
Mgmt Settings

Edit Time Management settings for a user in the Time
Mgmt Settings Workbench. Also enables the Time
Management Settings button in the User window.
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Table 4-6. Time Management Access Grants [continued]

Access Grant Name

Description

Time Mgmt: Edit Time
Sheets

View, create, edit, cancel and release Time Sheets. Edit
Time Sheets when the Resource is a direct report or
when the Time Sheet has been "Delegated To" the user.

Time Mgmt: Edit Work
Allocations

View and edit Work Allocations. The user can also close
or delete Allocations he created.

Time Mgmt: Manage
Work Allocations

View, edit, delete and close any Work Allocation.

Time Mgmt: View
Activities

View Activities in the Activities Workbench.

Time Mgmt: View
Charge Codes

View Charge Code definitions in the Charge Code
Workbench.

Time Mgmt: View
Override Rules

View Override Rules in the Override Rules Workbench.

Time Mgmt: View Time
Mgmt Settings

View Time Management settings for a user in the Time
Mgmt Settings Workbench. Also enables the Time
Management Settings button in the User window.

Time Mgmt: View Time
Sheets

View a user's Time Sheet information.

Time Mgmt: View Work
Allocations

View Work Allocations in Mercury IT Governance.
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Chapter

Maintaining Resources

This chapter details procedures to configure and maintain Mercury Time
Management Resources. Resources are Users with additional attributes
applicable to Resource Management and Time Management.

This chapter covers the following topics:
e “FEditing Time Management Settings for a Resource” on page 37
o “Setting Delegations for a Resource” on page 39

o “Setting Charge Codes for a Resource” on page 41

Editing Time Management Settings for a Resource
To edit a Resource for Time Management settings:
1. Open the Workbench.
2. Click Time Mgmt > Time Mgmt Settings.
The Time Management Settings Workbench window opens.
3. In the Query tab, enter the search criteria.
4. Click List.

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

5. Select the Resource.
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il
z Usernare First Name Last Mame Departmert
& |EResmith AELE] il 7|
<] janasmith Jana Smith
£ |janesmith Jane Smith
§ iennysmith Jenny Smith
e |i Jerry Smith
li Jim Smith
li Joe Smith
0 nith
iohn_smith1 John Smith
iohnsmith John Smith
ljior 1 \Jonathan Smith
Jjosesmith Jose Srith
Jsmith Jahn Smith =

28 Time: Managemert Settings Records are loaded

6. Click Open.

The Time Management Settings window opens.

@i Time Management Settings : John Smith

Resource Information | De\egatmnal Charge Cudeal

Username: john_smith Start Date: Jan 7, 2004
First Name: John End Date: Mar 31, 2004
Last Mame: Smith Cost Rate: §75.00Mhour

=gl

Title: Deweloper

Email: dellswarth@merc-int.com Deparment: IS

Phone Mumber: (408)543-1234
Cirect Manager: Admin User

Capacity. 100% for workload assignments

Location: The Marina
Category. Full Time Employee

[ Titne Shest Setting

Period Type: |Semi-Monthly *

Hours in a period calculated by,

Enter Time by |Day | in [Hours  ~

& Murnber ofWWorkdays hours in & day

€ Fized number of hours

rDefautt Approval Inforration

Time Sheet Approver. IResnurne

L“admm

Billing Approver: IResnurne

12
L“admm 2

Edit Resource | Edit User |

QK Save Cancel

Reacdy

7. Fill in all required fields and any optional fields as listed in Table 5-1.

Table 5-1. Time Management Settings - Resource Information fields

Field

Description

Period Type

Chooses the type of period a Resource enters their time by.

Enter Time by

These two fields dictate the increments by which the Resource
enters time. If time is entered by Day, then Hours is the default
choice. If time is entered by Period, then it can be entered in
Hours or by Percent.
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Table 5-1. Time Management Settings - Resource Information fields [continued]

Field Description
Hours in a If time is entered by Period in Percentages, the hours in a Period
Period must be calculated using one of two methods: Number of

Calculated By workdays multiplied by the number of hours in a day
(configurable), or a fixed number of hours (configurable).

Default Sets the default approver.

Approval o Time Sheet Approver

Information These two fields indicate the default approvers of Released
Time Sheets for this Resource.

e Billing Approver
These two fields indicate the users who can freeze and close
Time Sheets for this Resource.

8. Click OK to save the changes to the Resource and close the Time
Management Settings window.

To edit the Resource, click Edit Resource. The Edit Resource button opens
@e— the Modify Resource page on the Dashboard.

To edit the User, click Edit User. The Edit User button opens the User's
window of the System Admin screen group.

Setting Delegations for a Resource
To assign delegated users for the Resource:
1. Open the Workbench.
2. Click Time Mgmt > Time Mgmt Settings.
The Time Management Settings Workbench window opens.
3. In the Query tab, enter the search criteria.
4. Click List.

The Results tab opens, displaying the results of the search. To display all of
the Resources, click List without entering search criteria.
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ime Management Settings Workbench =10l
z Usernare First Name Last Mame Departmert
S [akesmith Jake ] 7|
€ [janasmith Jana Smith
£ |janesmith Jane Smith
§ iennysmith Jenny Smith
_fe |ierrysmith Jerry Smith
jiimsmith Jim Smith
joesmith Joe Smith
o h
iohn_smith1 John Smith
iohnsmith John Smith
ljior 1 \Jonathan Smith
Jjosesmith Jose Srith
Jsmith Jahn Smith =

28 Time: Managemert Settings Records are loaded

5. Select a Resource.
6. Click Open.
The Time Management Settings window opens.

7. Click the Delegations tab.

Qi Time Management Settings : John Smith

Resource Information DE‘|E‘BENUHS| Charge Codes |
The "Delegated To" user can perform the following actions on hehalf ofthe delegatar:
EditiRelease Time Sheets
Approve/Reject Time Sheets
Freeze/Close Time Sheets
Ta perfarm these operations, the delgatee must have the proper Access Grants.
Delegated To

=1olx|

End Date

New Edit Delete

Edit Resource Edit User |

0K Save Cancel

Ready

8. Click New.

The Delegation window opens.
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& Delegation

x

Sl baoging
Start Date: |January 12, 2004 i
End Dete: [January 14, 2004 i

agd | cancel

El B

‘

\Ready

9. Fill in all required fields and any optional fields to select a Resource as

specified in Table 5-2.

Table 5-2. Delegation fields

Field Description
Resource The Resource assigned as the delegate. Only one
Resource can be entered.
Start Date The start date for the period of delegation.
End Date The end date for the period of delegation.

10. Click OK to save the changes and close the Delegation window.

11. Click OK to save the changes to the Resource and close the Time
Management Settings window.

Setting Charge Codes for

a Resource

To set the default Charge Code for a Resource:

1. Open the Workbench.

2. Click Time Mgmt > Time Mgmt Settings.

The Time Management Settings Workbench window opens.

3. In the Query tab, enter the search criteria.

4. Click List.

The Results tab opens, displaying the results of the search. To display all of
the Resources, click List without entering search criteria.
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il
z Usernare First Name Last Mame Departmert
& |EResmith AELE] il 7|
<] janasmith Jana Smith
£ |janesmith Jane Smith
3 iennysmith Jenny Smith
_E_ ierrysmith Jerry Smith
jiimsmith Jim Smith
joesmith Joe Smith
john_srith
iohn_smith1 John Smith
iohnsmith John Smith
ljior 1 \Jonathan Smith
Jjosesmith Jose Srith
Jsmith Jahn Smith =

28 Time: Managemert Settings Records are loaded

5. Select the Resource.

6. Click Open.

The Time Management Settings window opens.

7. Click the Charge Codes tab.

The Charge Code tab has the following fields:

Table 5-3.

Field

Description

Charge Code

The name of the Charge Code.

Percent The percent of time for each associated Charge Code.
This column can be updated and must total 100 for the
enabled Charge Codes.

Description A description of the Charge Code.

Charge Code Category

The category of the Charge Code.

Enables

Shows if the Charge Code is enabled.
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@i Time Management Settings : John Smith =10l x|

Resource Imfnrmalmml Delegations  Charge Codes |

Charge Code | Percent Deseription | Charge Code Categary | Enablea |

PMew [Defete,

Override Wiork Allocation Charge Codes: © ¥es % No

Edit Resource Edit User | QK Save Cancel

Ready

To override an existing Work Allocation Charge Code with the Resource
@ Charge Code, select Override Work Allocation Charge Code.

8. Click New.

The Charge Code Selection window opens.

& Charge Cade Selection

wepone Search Criteria Area
Charge Code Name | Enahled: |[/es
Description: |
Charge Code Category: |ALL
Deparment. |
Client: |

Max Rows | 200 Clear

Query Results Area

Charge Code Descrigtion Charge Code Categary Department | Packege Stetus | Enabled |

0Ok Add Cancel

Ready
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9. Enter search criteria for Charge Codes in the Search Criteria area as listed in
Table 5-4.

Table 5-4. Charge Code Selection fields

Field Description

Query Use a saved query.

Charge Code | Search for a Charge Code with the listed Charge Code Name.
Name

Description Search for a Charge Code with the listed description.

Charge Code | Search for a Charge Code with the listed Charge Code Category.
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.

10. Click List.

The results of the query are listed in the Charge Code Selection window.

£ Charge Code Sel x|
. 2
Query Results
Charge Code Description Charge Cods Categary Department Package Status
344 OneRing Charge Code Billable Finance Client 1 hs
22346 Boromir Charge Code Number  [Billahle i
22376 TwoTower Program Billable 1S Client 1 i
22565 Fellowship Project Billable Manufacturing Client 2 i
22978 Returnking Project Billable Order Entry Client 2 i
1| | |
Add Cancel
Reacdy

11. Select a Charge Code.
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12. Click OK to add the Charge Code to the user and close the Charge Code
Selection window.

13. Click OK to save the Charge Code information and close the Time
Management Settings window.

Charge Codes are created and maintained from the Charge Code Workbench.
@: See “Maintaining Charge Codes” on page 53 for more detailed information
concerning Charge Codes.
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Chapter

Maintaining Activities

This chapter details procedures to configure and maintain Mercury Time
Management Activities. An Activity is a type of work performed against a
Work Item, such as documentation or testing.

This chapter covers the following topics:
e “Creating an Activity” on page 47

e “FEditing an Activity” on page 49

® “Deleting an Activity” on page 50

Creating an Activity
To create a new Activity:
1. Open the Workbench.
2. Click Time Mgmt > Activities.
The Activity Workbench window opens.
3. Click New Activity.

The Activity window opens.
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o

Activity Mame: | Unit Test Docurmentation

Description: |Write Unit Test Procedures

Enabled: & Yes

Mo

Use For
’VRequests: ¥ Packages:

¥ Tasks: M Projectss W Mise: [

0Ok Save Cancel

Reacdy

4. Fill in all required fields and any optional fields as listed in Table 6-1.

Table 6-1. Activity fields

Field

Description

Activity
Name

The unique name of the Activity.

Description

The displayed description of the Activity.

Enabled

Determines whether the Activity can be used in new Time Sheets.

Use For

Some categories are appropriate for only specific types of Work
Items. Use this list of check boxes to indicate where the Activity can

be used.

5. Click OK to save the Activity and close the Activity window.
The Results tab of the Activity Workbench returns.
6. Click Refresh to verify the new Activity.

The Results tab reloads and the new Activity is listed.

Qi Activity Workbench =l
z Activiy Mame | Description | Enabled |
2 Bug Fixes |Bug Fixes |
2 Review Functional Spec |Revlew Functional Spec |Y
5 |RunTests
[l Unit Test Docurmentation

—&__lwirite Functional Spec il
Wirite Sofware [\irite Sofware I
wirite Test Plan J\wirite Test Plan I
o [+
HNew | Open I Copy | Delete | Refresh
7 Activity Records are loaced!
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Editing an Activity
To edit an existing Activity:
1. Open the Workbench.
2. Click Time Mgmt > Activities.
The Activity Workbench window opens.
3. In the Query tab, enter the search criteria.
4. Click List.

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

5. Select the Activity.

@i Activity Workbench =l
z Activiy Mame | Description | Enabled |
2 Bug Fixes |Bug Fixes |
2 Review Functional Spec |Revlew Functional Spec |Y
5 |RunTests Run Tests [

[l Unit Test Documentation es il
—&__|wirite Functional Spec [Write Functional Spec i
Wirite Software [wirite Software I
wirite Test Plan [wirite Test Plan I
4 12
New | Open I Copy | Delete | Refresh
7 Activity Records are loaced!

6. Click Open.

The Activity window opens.

loix
Activity Mame: | Unit Test Docurmentation

Description: |Write Unit Test Procedures

Enabled: & Yes Mo

Use For
’VRequests: ¥ Packages: M Tasks: M Projectss I Mise: [

0Ok Save Cancel

Reacdy

7. Edit all required fields and any optional fields as listed in Table 6-1.
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8. Click OK to save the changes to the Activity and close the Activity window.

Deleting an Activity
To delete an Activity:
1. Open the Workbench.
2. Click Time Mgmt > Activities.
The Activity Workbench window opens.
3. In the Query tab, enter the search criteria.
4. Click List.

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

5. Select the Activity.

@i Activity Workbench =l
z Activiy Mame | Description | Enabled |
2 Bug Fixes |Bug Fixes |
2 Review Functional Spec |Revlew Functional Spec |Y
5 |RunTests Run Tests [

[l Unit Test Documentation Write Unit Test Procedures 7
—&__|wirite Functional Spec [Write Functional Spec i
Wirite Software [wirite Software I
wirite Test Plan [wirite Test Plan I
4 12
New | Open I Copy | Delete | Refresh
7 Activity Records are loaced!

6. Click Delete.

A Question Dialog opens.

x

@ Delete 1 Activity]s]?
-
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7. Click Yes to delete the Activity.
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Chapter

Maintaining 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 time is used as information for charge backs to
an internal or 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 allows 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 a list of values. The Charge Code window creates,
views and updates Charge Codes.

This chapter covers the following topics:
® “Charge Code Behavior” on page 54
e “Creating a Charge Code” on page 54
e “FEditing a Charge Code” on page 55
e “Deleting a Charge Code” on page 56

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 unchecked in the Charge Codes tab or that user must have the
appropriate rules configured to allow access.
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Charge Code Behavior

Default Charge Codes can be set for a Time Sheet line according to the
following order of precedence:

1.

Setting the Charge Codes according 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 a user
adds a Work Item to a Time 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.

Setting the Charge Codes according to the Resource defaults.

The Charge Codes tab in the Time Management Settings window allows a
user to set default Charge Codes for a Resource. In the absence of Work
Allocation Charge Codes, the default Charge Codes for a Resource are set
for every Time Sheet line added to a Time Sheet. However, if Work
Allocation Charges Codes exist, the Override Work Allocation Charge Codes
flag in the Resource’s Time Management Settings determines which Charge
Codes are applied.

Setting the Charge Codes according to the Override Rules.

The last way to set Charge Codes is with Override Rules. If a Rule matches
the criteria of the Time Sheet and Charge Codes are present as outputs of
the Rule, those Charge Codes are applied (if none have been applied yet).
The Rule takes precendence over Resource Charge Codes and Work
Allocation Charge Codes if the appropriate Override flags are set.

Creating a Charge Code

To create a new Charge Code:

1.

Open the Workbench.

2. Click Time Mgmt > Charge Code.
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The Charge Code Workbench window opens.

3. Click New Charge Code.

The Charge Code window opens.

Qi Charge Code : 22565 =l0lx|
Charge Code Mame. Eﬁ

Description: |Fe|\owship Project

Charge Code Category: |B\Hab|e j
Cepartment. IManufaclurmg
Client [Client 2
Enabled: ¥ Yes " No
oK Save Carncel

Ready

4. Fill in all required fields and any optional fields as listed in Table 7-1.

Table 7-1. Charge Code fields

Field

Description

Name

Charge Code | The name of the Charge Code.

Description The description of the Charge Code.

Charge Code | The category of the Charge Code.

Category

Department | The department of the Charge Code.

Client The client associated with the Charge Code.

Enabled Determines whether or not the Charge Code is enabled.

5. Click OK to save the Charge Code and close the Charge Code window.

Editing a Charge Code

To edit an existing Charge Code:

1. Open the Workbench.

2. Click Time Mgmt > Charge Code.
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The Charge Code Workbench window opens.
3. In the Query tab, enter the search criteria.

4. Click List.

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

Qi Charge Code Workbench =}
z Charge Cods | Deseription | chargsCode Cateqory | Department [ client
5 [z2305 |OneRing Charge Code |Billable [Finance [Client1
P EZEL |Boramir Charge Code Mumber |Billable
=
F4
=

4

Mew | Open | Copy | Delete | Refresh |

5 Charge Codls Records are Inaded

5. Select a Charge Code.

6. Click Open.

The Charge Code window opens.

=loix
Charge Code Mame. Eﬁ

Description: |Fe|\owship Project

Charge Code Category: |B\Hab|e j
Cepartment. IManufaclurmg
Client [Client 2
Enabled: ¥ Yes " No
oK Save Carncel

Ready

7. Edit the fields as listed in Table 7-1.

8. Click OK to save the changes to the Charge Code and close the Charge Code
window.

Deleting a Charge Code

To delete a Charge Code:
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Open the Workbench.

Click Time Mgmt > Charge Code.

The Charge Code Workbench window opens.

In the Query tab, enter the search criteria.

Click List.

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

il
> Charge Cods | Deseription | chargsCode Cateqory | Department [ client
S [2z3a5 |OneRing Charge Code |Billable [Finance [Client1
O 5348 |Boramir Charge Code Mumber |Billable |
% 22378 TwoTower Program Billable 15 Client 1
2 Fell Project Billahle
& 37978 RetumKing Project Billable Order Entry Client 2

4 |

Delete | Refresh |

T e e

5 Charge Codls Records are Inaded

5. Select the Charge Code.
6. Click Delete.

A Question Dialog opens.

@ Delete 1 Charge Code(s]?
Ves Mo

7. Click Yes to delete the Charge Code.
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Chapter

Maintaining Override Rules

This chapter details procedures to configure and maintain Override Rules.
Override Rules are defined rules that can supersede default Time Sheet rules or
attributes. For example, an Override Rule can set a specific billable Cost Rate
for anyone working on a specific Work Item.

This chapter covers the following topics:

® “Override Rule Behavior” on page 59

®  “Override Rule Precedence” on page 61
e “Creating Override Rules” on page 64
e “FEditing Override Rules” on page 68

e “Deleting Override Rules” on page 70

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 a Time
Sheet line, or the attributes of the User, must equal an Override Rule’s
dependencies.

For example, Figure 8-1 shows a Time Sheet line’s Work Item Type, Work
Item Set and Work Item meet the dependencies of the Override Rule. The
result is that 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:
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e Dependencies

The attributes required to initiate an Override Rule.

e Results

The resulting 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 a Time Sheet’s line, the Override

Rule with the highest precedence takes effect. See “Override Rule

Precedence” on page 61 for detailed information concerning Override Rule

precedence.

Time Sheet Details

Type

Work Item Work Item

Work Item Set

vk Ttem
scription

Current Actuals Details Period

Budget To Date

Total

Request =| [30061 | Bug eRing not responding H o 0
7 |request = [] M o 0
I |Request - B Y 0
Resetio Saved New Lines: Totals: o
=
Owverride Rule Name: IOmeng Re-Installation and Configuration
Cescription: IRE-Imsta\l and Re-Configure the CneRing application module for Ord Entry
Enabled: * Yes Mo
D e
Waork ltem Type: |Reguest LI
ark term Set: [Buy
wiatk ltern: [30061
Departmen
Title |Deve\oper LI
Time Sheet Approver. IReauurEe LI IFmdn Baggins [
Billing Approver, IReauurEe L“Samwwse Gamgee [
Cost Rate (/Hr): |75

Charge Codes are updateahle: [Yes hd Owverride Resource Charge Codes: [Yes hd
Charge Codes are required: |No hd Orverride Work Allocation Charge Codes: (Mo hd

Charge Codk

Charge Code Percent Description

New Delete

100.0 OneRing Charge Code Billable

Charge Code Category

Enahled

QK Save Cancel

|Ready

Figure 8-1 Override Rule and Time Sheet

All Override Rule results do not take effect at the same time. Result attributes
take effect at difference times of the Time Management process. Table 8-1 lists
attributes and when the Override Rule result takes effect.
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Table 8-1. 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 Precedence

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 §8-2 displays the order of Override Rule
precedence and the required Override Rule dependencies.

Table 8-2. Override Rule Precedence

Precedence | Work ltem | Work ltem | Work Item | Department Title
Type Set
1 X X X X X
2 X X X X
3 X X X X
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Table 8-2. Override Rule Precedence [continued]

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

4 X X X
5 X X X X
6 X X X
7 X X X
8 X X

9 X X X
10 X X

11 X X
12 X

13 X X
14 X

15 X
16

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 the following cases and the
dependencies listed in Table 8-3.

Table 8-3. Precedence Example One - Dependencies

Precedence Overlride Dependencies Results
Rule
Work ltem | Work ltem | Department
Type

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

6 Rule 2 Project Development | Cost 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 Item) and
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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
dependencies for 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 Development is working on the Project Doc Test 2. The
dependencies for Override Rule 1 are not met (Work Item). The dependencies
for 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 dependencies
for Override Rule 2 are not met (Department). The accountant’s Cost Rate is
their default Cost Rate.

Override Rule Precedence - Results

If a results field of a Override Rule is not 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 8-4.

Table 8-4. 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
attributes in Override Rule 1. The engineers’ Charge Code is set 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.
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The accountant’s default Charge Code is used. The accountant’s Cost Rate is set
to $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’ Cost Rate is set
to $75.00.

Case Four

The accountant from Finance did not met the dependencies for Override Rule 1
or Override Rule 2. The accountant’s default Charge Code is used. The
accountant’s default Cost Rate is used.

Creating Override Rules
To create a new Override Rule:
1. Open the Workbench.
2. Click Time Mgmt > Override Rules.
The Override Rule Workbench window opens.
3. Click New Override Rule.

The Override Rule window opens.
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Qi Override Rule : OneRing Re-Installation and Configuratio: I ] 4
Owerride Rule Narme: lmiun
Description: |Rerlnsta\l and Re-Configure the OneRing application module for Order Entry
Enabled: & Yes ¢ No
rDependencie:
Wark Itern Type! |Reuuest LI
Work Item Set: [Bug
wiork ltern: [30081
Deparment (of Resource): IIS
Title |Deve\oper LI
rResults
Time Sheet Approver: IReauurEe L“Lbaggms [
Billing Approver, IReauurEe L“sigamgee [
costRate i [F5
Charge Codes are updateable lm Override Resource Charge Codes: lm
Charge Codes are required lm Override Work Allacation Charge Codes lm
Charge Codl
Charge Code | Percent | Descrigtion | Charge Code Categary | Enabled |
|

Save Cancel

Ready

4. Fill in all required fields and any optional fields as listed in Table 8-5.

Table 8-5. Override Rule fields

Field Description

Override Rule
Name

The name of the Override Rule.

Description The description of the Override Rule.
Enabled Determines whether the Override Rule is enabled or not.
Dependencies

Work Item Type

Override Rule checks the Time Sheet lines for a specific Work
ltem Type (Request, Package, Project, Task or Miscellaneous).

Work Item 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 ltem Type value.

Work Item

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.
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Table 8-5. Override Rule fields [continued]

Field

Description

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
(i.e. 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 Rule.

Override
Resource
Charge Codes

Sets whether to override Charge Codes that have been
defaulted by the Charge Codes tab in the Resource’s Time
Management Settings window.

Charge Codes
are required

Sets whether the Charge Codes are required after the 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.

5. In the Charge Codes field, click New.

The Charge Code Selection window opens.
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6. Enter any search criteria in the appropriate fields in the Query section.

Gy |Nune

Charge Code Mame: |33245 Enahled: [/es

Cescription |

Query
harge Code Category: |ALL
Department: [Manufacturing q Sect’on

Client: | Sfi{1%

Max Rows | 200 Clear

Charge Cade Descrigtion Charge Code Categary Department | Packege Stetus | Enabled |

0Ok Add Cancel

Ready

7. Click List.

The Results section opens, displaying the results of the search. To display
all Charge Codes, click List without entering search criteria.

8. Select the Charge Code.

£ Charge Code Selection x|
. 2
Query Resut
r
Charge Code Description Charge Code Category Departrent Package Status
OneRing Chal Code Billable ~ Finance Client 1 7
22346 Boromir Charge Code Number  [Billahle |
22376 |TwwoTower Program Billable 5] Client 1 |
22565 Fellowship Project Billable Manufacturing Client 2 |
22978 Returnking Project Billable Crder Entry Client 2 il
o | »
Add Cancel
Reacdy
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9. Click OK to add the Charge Code to the Override Rule and close the Charge
Code Selection window.

=10l

Owverride Rule Name: IOmeng Re-Installation and Configuration

Cescription: IRE-Imsta\l and Re-Configure the OneRing application module for Order Entry
Enabled: * Yes Mo

D

Work ltem Type IRequest LI
ark term Set: [Buy
wiatk ltern: [30061
Departrment (of Resource): IIB
Title |Deve\oper LI
Resutt

Time Sheet Approver: IReauurEe LI IFmdn Baggins [
Billing Approver, IReauurEe L“Samwwse Gamgee [

costRate i [F5

Charge Codes are updateahle: [Yes hd Owverride Resource Charge Codes: [Yes hd
Charge Codes are required: |No hd Orverride Work Allocation Charge Codes: (Mo hd

Charge Cach

Charge Code Percent Description Charge Code Category Enzhled

100.0 OneRing Ch de Billable

New Delete

QK Save Cancel

Reacdy

10. Click OK to save the changes and close the Override Rule window.

Editing Override Rules
To edit an Override Rule:
1. Open the Workbench.
2. Click Time Mgmt > Override Rules.
The Override Rule Workbench window opens.
3. In the Query tab, enter the search criteria.
4. Click List.

The Results tab opens, displaying the results of the search. To display all
Override Rules, click List without entering search criteria.
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Qi Override Rule Workbench =}
z Overtide Rule Nare | Description | wr
é Boromir Module Re-Installation and Configuration |Re-\nalal\ Boromir Module for Order Entry |Reques
" Fellowship module Er |A|1d Crder Entry functionality o Fellowship Module |
S [Finance Enhancement Reguest Owerride Rule for Enhancements requested by Fi
8
& _|Boromir onfiguration Re-Configure Boromir Madule for Order Entry

OneRing Re-Conflguration

|Re—cunﬂgure the OneRing application module fo.. .|Reuues

4 |

Mew | Open | Copy | Delete | Refresh

[ Override Ruls Records are loaded

5. Select the Override Rule.
6. Click Open.

The Override Rule window opens.

& Override Rule

=101x]

Owverride Rule Name: IOmeng Re-Installation and Configuration

Cescription: IRE-Imsta\l and Re-Configure the OneRing application module for Order Entry

Enabled: * Yes Mo

Work ltem Type IRequest

Wark Itern et |Eug

wiark ter: [20061

Departrment (of Resource): IIB

Title |Deve\oper

Time Sheet Approver: IReauurEe LI IFmdn Baggins

Billing Approver, IReauurEe L“Samwwse Gamgee

Cost Rate (/Hr): |75

Charge Codes are updateahle: [Yes hd Owverride Resource Charge Codes: [Yes hd
Charge Codes are required: |No hd Orverride Work Allocation Charge Codes: (Mo hd

£

Charge Cod

Charge Code Percent Description Charge Code Category

1000 Billahle

New Delete

Enahled

QK Save Cancel

Reacdy

7. Edit the required fields and any optional fields as listed in Table §-5.

8. Click OK to save the changes and close the Override Rule window.

Maintaining Override Rules 69



Configuring Time Management

Deleting Override Rules
To delete an Override Rule:
1. Open the Workbench.
2. Click Time Mgmt > Override Rules.
The Override Rule Workbench window opens.
3. In the Query tab, enter the search criteria.

4. Click List.

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

@i Override Rule Workbench =l

> Override Ruls Harme | Descrigtion | wor
g Boromir Module Re-Installation and Configuration \Re-lmstaHEumm\r Module for Order Entry \Requea
g Fellowship module Enhancement \Add Order Entry functionality to Fellowship Module \
% Finance Enhancement Reguest Override Rule for Enhancements requested by Fi... [Reques
lliOneRing R on a a and Re-Configure the OneRing applic.. Regues
—&_|Boromir Re-Configuration Re-Configure Boromir Module far Order Entry Reqgues
OneRing Re-Configuration Re-Configure the OneRing application module fo... |[Reques

4 | |

Hew: | Open | Copy | Delete | Refresh

s Overrids Rule Records ar loadled

5. Select the Override Rule.
6. Click Delete.

A Question Dialog opens.

x

@ Delete 1 Override Rule[s]?
Yes i

7. Click Yes to delete the Override Rule.

70 Maintaining Override Rules



Configuring Time Management

Chapter

Creating and Maintaining
Configurable Filters

This chapter details the information and procedures required to configure and
maintain the Mercury Time Management configurable Work Item filters.
When creating a Work Allocation or Time Sheet, the Work Item filters help
control the number of displayed Work Items (Requests, Projects, Tasks, and
Packages).

This chapter covers the following topics:
e “Filter Behavior” on page 71

e “Adding a New Filter Field to the Request Type” on page 78

Filter Behavior

The Work Item filters limit the Work Item auto-complete list on Work
Allocations or Time Sheets. Figure 9-1 illustrates a typical Time Sheet with
the Work Item auto-complete list and the Work Item filters.

The following sections list the filters of the Work Item Filters section:
® “General Filters” on page 72
® “Request Filters” on page 73
® “Package Filters” on page 73

® “Project Filters” on page 74

Creating and Maintaining Configurable Filters 7’1



Configuring Time Management

< & Enter Time

Resource:  John Smith

Period: 01/16/04 - 01/31/04

Time Shest #: 4

O Notes | Transaction History

Deseription: [john_smith - 01/16/04 - 01/31/04

Approval Details| 5 printable version

Status: Active

Feactivate Time Sheet|  Cancel Time Sheet |

Time Sheet Details

all Times are in Hours

Work Itgfh Work Item ork Item Set Work Item Current Actuals Details Period Fri Sat Sun Mon Tue Wed
Description Budget To Date Total | 116 1717 1/18 1719 1j20 1f21
I |Rreque 30061 = g oneRing not responding H O 0
T [reguest = H O 1]
I [request = [ ] O 0
Remove Lines | Resetin Saved New Lines: Add Totals: ol ° o o o 0
T —
save Release Cancel |
Work Item Filters
=
Madified in Last x Days: | Created in Last x Days:
Work Item Include Closed? Cves @ Ho
Filters

=]

Request Type: [

Request Assigned To: [

=

Master Project: [

Project Manager: [

=

Package Workflow: [

=] Request Assigned Group:

| Master Projects Only? Coves g
- Project d

[} Resource: [

Package Assigned Group: |

Copyright @ 2004 Mercury

Package Assigned To:

Clear

<I—

Figure 9-1 Time Sheet

General Filters

General filters are non-task specific filters. Table 9-1 lists the general filters.

Table 9-1. 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.
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Table 9-1. General Filters [continued]

Filter

Description

Include Closed?

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

Request Filters

Request filters are Request Work Item Type-specific filters. Table 9-2 lists the

Request filters.

Table 9-2. 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.

Package Filters

Package filters are Package Work Item Type-specific filters. Table 9-3 lists the

Package filters.

Table 9-3. 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.
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Project Filters

Project filters are Project Work Item Type-specific filters. Table 9-4 lists the
Project filters.

Table 9-4. Project Filters

Filter 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.

Adding a Filter Field

This section details how to add a filter to the Work Item filters. The Work Item
filters appear on the Create Allocations page and Time Sheet page. See

Figure 9-1 for an example of a typical Time Sheet page with the Work Item
filters.

This section covers the following topics:

e “Adding a Filter Field Overview” on page 75

® “Before You Begin” on page 75

e  “Modifying the SQL Validation” on page 76

e “Adding a New Filter Field to the Request Type” on page 78
e “Updating the Database Tables” on page 81

e  “Verifying the New Filter Field” on page 83
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Modifications to the Time Management Work Item filters should be done
@: with the help of Mercury ITG Professional Services.

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

Adding a Filter Field Overview

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

e (reate a new SQL Validation to include the SQL for the new Work Item
filter. The Time Management SQL Validations are seeded data and can not
be edited. Creating a new SQL Validation requires the following steps:

o Copy an existing Validation.
o Edit the copied Validation to include SQL for the new filter field.

See “Modifying the SQL Validation” on page 76 for complete instructions
on how to change the SQL Validation for the Work Item filters.

e Add the 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 a New Filter Field to the Request Type” on
page 78.

e Update the database. See “Updating the Database Tables” on page 81.
e Verify the new filter. See “Verifying the New Filter Field” on page 83.

Before You Begin

Before adding a filter 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. For example:

® TMG - Work Allocation Work Bench - Work ltem
might become
TMG - Work Allocation Work Bench - Work Item New
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® TMG - Time Sheet Details - Work Item
might become
TMG - Time Sheet Details - Work Item New

The SQL to support the new filter field. Knowledge of SQL and system
internals is required to write the SQL for the new filter field.

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

The Token for the new filter field, such as MY_CREATION_DATE.
When editing the SQL code in the SQL Validation, add the FLTR prefix to
the Token name, such as FLTR.MY_CREATION_DATE.

For complete information concerning SQL Validations, see the
“Validations” appendix in Configuring a Request Resolution System or
Configuring a Deployment System (Change Management) for more detailed
information.

Modifying the SQL Validation

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 the filter SQL Validation:

1.

2.

Open the Workbench.

Click Configuration > Validation.

The Validation Workbench window opens.
In Validation Name, enter “TMG”.

Click List.

The Results tab opens. All entries with the TMG initials are included in the
results.
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Qi Validation Workbench

=10l

TG -

Wyork Allocation Wide Sort By

enc

z “alidation Mame Description
2 WW?
C  [TMG - Time Sheet Detail Report Order By |TMG - Time Sheet Detail Report Order By

£ [TMG - Time Sheet Details - Work Item [TMG - Time Shest Details - Waork Itermn &
§ [TMG - Time Sheet Search Order [TMG - Time Sheet Search Order C
_fc  |[TMG - Time Sheet Statuses [TMG - Time Sheet Statuses C
'TMG - Time Sheet Summary Report Columns |Walidation allowing dynamic selection oftimeshe.. |A
[TMG - Work Allocation Search - Wiork ltems [TMG - Work Allocation Search - Wiork ltems &
TMG - Work Allocation Search Order [TMG - Work Allocation Search Order C
(TMG - Work Allocation Sets - Allocation Search [TMG - Work Allocation Sets - Allocation Search &
[TMG - Work Allocation Statuses [TMG - Work Allocation Statuses C
C

- Work Allocation Wide Sort By

[

Delete | Refresh |

[B41 Validation Records are loacied!

5. 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 Allocat

Click Copy to copy th

ion Work Bench - Work ltem

TMG - Time Sheet Details - Work Item

e Validation.

The Copy Validation window opens.

il
z “alidation Mame Description
& [TWG - Time Feriods (For Hepors, W - Time Penods (For Heports, ?éd
€ [TMG - Time Sheet Detail Report Order By [TMG - Time Sheet Detail Report Order By
£ [TMG - Time Sheet Details - Work Item [TMG - Time Shest Details - Waork Itermn
§ [TMG - Time Sheet Search Order [TMG - Time Sheet Search Order
_fc  |[TMG - Time Sheet Statuses [TMG - Time Sheet Statuses

'TMG - Time Sheet Summary Report Columns |Walidation allowing dynamic selection of timeshe,
[TMG - Work Allocation Search - Wiork ltems [TMG - Work Allocation Search - Wiork ltems

TMG - Work Allocation Search Order [TMG - Work Allocation Search Order

(TMG - Work Allocation Sets - Allocation Search [TMG - Work Allocation Sets - Allocation Search
[TMG - Work Allocation Statuses [TMG

ST o = T T e

- Work Allocation Statuses

- Work Allocation Wide Sort By

- wark Allocalign id
atl

Flease enterthe information for the copy of

Mew | Open | Copy |

“alidation, TMG - Wark Allocation Search - Wark
Delete |

[B41 Validation Records are loacied!

Walication Narme

The following lists th

Cancel
\Ready

In the Validation Name field, enter the name of the new Validation.

e possible names for the new Validation:

TMG - Work Allocation Work Bench - Work Item New

Creating and Maintaining Configurable Filters /7



Configuring Time Management

® TMG - Time Sheet Details - Work Item New
8. Click Copy.

A Question Dialog opens.
9. Click Yes to open the Validation window.

The Validation window opens.

Qi Validation : TMG - Work Allocation Work Bench - Wark 1 =10l x|

Mame: ITMG - Wiork Allocation Wark Bench - Waork lterm Mew:
Desctiption: |TMG - Wirk Allacation YWork Bench - Work ltem

Eraablec [ Uss in Workflow? [~

Component Type: |Aum Camplete List LI

Walidated By: ISGL-CUSIDm = Expected list length: © Short & Long

Selection mode; " Startswith ' Cortains Muriber of results per page: 50

Configuration | Fiter Fieids | Fiter Layout |

‘olumn Headers:

Seq | Column Header | Displayed | Column Wicth
1[wiark ltem Id &l
2[wiark ltem [
3[wiark ltem Id &l
4|Description |
4 M
& i

iork ltem Id
ork tem Set

PACKAGE' NYL{[FLTR P PACKAGE_WORKFLOW_PKG]'-1),
NYL{FLTR.P.MASTER_PROJECT_PR.], -1} LI

4| | 1Bl
Mew Edlit Deste | 4| ¥ Tokens | Use Bind Variakles? [

Used By Ownership oK Save Cancel

Ready

10. Edit the SQL.

Include the new prefixed Token, such as FLTR.MY_CREATION_DATE.
The prefixed Token should be added to the WHERE clause of the
Validation SQL.

Modifications to the Time Management Work Item filters should be done
@: with the help of Mercury ITG Professional Services.

11. Click OK to save the changes and close the Validation window.

Adding a New Filter Field to the Request Type

To add a new filter field to the Request Type:

1. Open the Workbench.
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2. Click Demand Mgmt > Request Types.

The Request Type Workbench window opens.
3. In Request Type, enter TMG.
4. Click List.

The Results tab opens with Time Management Request Types loaded.

G Request Type Workbench =lol

E‘ Recuest Typs Description Eriabled
é PMO - Issue |A standard Request Type for logging Issues i ;I
® PMO - Program Reguest Initiative request should be used to request progra... ¥
S |PMO- Resource Request Standard method for submitting resource requests £
3 PMO - Risk Request type for entering risk information s
= PMO - Scope Change Reguest Reguest tvpe for scope changes b
GC Defines thi i Itern i 1e Time Mgm... N
kileDE pplication Enhancernent  |Application Enhancements should be usedto requ... |Y
(REFEREMCE) Bug Bug Reguesttype
(REFEREMCE) DEM - Application Bug |Application bugs should be used to report problem. .
(REFEREMCE) DEM - Application En... |Application Enhancernents should be used to requ...
(REFEREMCE) DEM - Database Reft.. |Database refresh requests can be made for all IT O...
(REFEREMNCE; itiative Initiative request should be used to request key praj...
(REFEREMNCE; [Er Reguesttvpe | _lj
4 »

Hew: | Open I Copy | Delete | Refresh | Setup Reguest Header |

53 Reguest Type Records are loaded

5. Select the TMG Configurable Fields Request Type.
6. Click Open.

The Request Type window opens.

Qi Request Type : TM =10l x|
Request Type Mame.
BRI Request Header Type: [Default S
Crealion Action Neme: | TMG Corfigurable Fiters
Hew | open
category. | =
Accslerstor: | =

Description: |3 the Wark ltern filters used by the Time Mamt Time Sheet and Work Allocation pages. Please do not enable.

Weta Layer View: [MREG_ [TMG_CONFIG_FILTER
M Fielcs: [50 | Ensbies: € wes & o
Commmands | Sub-Types | Wiorkflows | User Access | Notifications | Cwiriership | Help Cantert
Fields: Layout Display Columns Reguest Status Status Dependencies Rules
Prarmpt Token Enabled Companert Typs alidation

Sumrmary
General Filters
ReguestFilters
Project Filters
Package Filters

|

4

|
] Edit Remove

oK Save. Cancel

Ready

7. In the Fields tab, click New.
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The Field: New window opens.

x
Field Promgt: |My Creation Date Token: |MY_CREATION_DATE

Descrigtion: |The Current Date

Enabled: (% Yes o

validgtion [Dats Format Component Type: |Drop Down List _|
Hew | O
ﬂlﬂl Mutt-Select Erabled: ~ 7e3 i

attrioutes | Deraut | storage | Securty |

Section Mame : |General Filters ~ | Display Only:  Yes * ho

Transaction Histary: © Yes Mo Motes History:  Yes Mo

Display on Search and Fiter: & Yas o Display: (* ‘Yes o

Search Yaldation: [[BER
Open

capy Fram... Add Cancel

\Ready

8. Specify the new filter field using the fields listed in Table 9-5.

Table 9-5. Field fields

Field Description

Field Prompt | The name of the new filter field, such as “My Creation Date”. This
field name appears in the Work Item Filters section.

Token The Token for the new field, such as MY_CREATION_DATE. This
Token must be the same as the Token added to the SQL statement
in “Modifying the SQL Validation” on page 76.

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

Validation The Validation for the new filter field. This Validation is for the
Validation for the Work Item Filter field. The section, “Modifying
the SOL Validation” on page 76, 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
enabled by the Validation field.

Multiselect Can multiple entries be selected from this field. This field is enabled
by the Validation field.

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.

C Internally, Tokens are prefixed with “FLTR”. For example, the Token
Note
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9. Click the Attributes tab.

10. Specify the attributes of the new filter field as described in Table 9-6.

Table 9-6. Attributes fields

Field Description

Section Name | The Work lItem Field section the field should reside.

Display Only Sets if the field is only displayed and cannot be updated, even at
initial Request entry.

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

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

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

Filter Pages

Display Sets if the field will be displayed in the HTML interface.

11. Click OK to save the new field and close the Field window.

12. Click OK to save the changes to the Request Type and close the Request
Type window.

Updating the 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 privileges a DBA might not want to
@e— grant to the application administrator.
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To update the database tables:
1. Logon 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 name>’

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

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: TsSWwRsWorkItem

Update the KNTA_VALIDATION_PROFILES table by running the
following SQL:

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
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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> is the new Validation ID.The database tables,
KNTA_VALIDATION_PROFILES and KNTA_FIELD_ FILTERS, now
refer to the new Validations.

The original Validation ID is stored in the column original_validation_id if
@: the changes need to be reverted.

Verifying the New Filter Field

Verify the new filter field:
1. Log onto Time Mgmt.

2. Open a Timesheet.
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< Enter Time

Resource:  John Smith Period: 01/16/04 - 01/31/04 Time Sheet #: 4
Description: IJUhn_Sm\th - 01/16/04 - 01/31/04 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 Fri Sat Sun  Mon Tue Wed Thu
Type Description Budget To Date Total | 1716 1717 1718 1/19 1/20 1/21 1/22

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

o o o o o o o

Remove Lines Resetto Saved MNew Lines: Add Totals: o J
| >

Work Item Filters

=1

Modified in Last % Created in Last %

Days: [ I

Include Closed? Cyes @ g Gy Creation Date ;I)
E

Request Type: [ E

Request Assigned To: | =l Eigss:st hosigned [ ]
E

Master Project: [ i Master Projects Only? © ves @ No

Project Manager: [ =l ::?ue::ce: ! [ [ ]
E

Package Workflow: | =

Package - -
Group: [ =l Package Assigned To: | [ ]

Clear Filters

Copyright @ 2004 Mercury

<I—

Check the results of the Work Item auto-complete list.
Enter a value in the new filter field.
Re-check the results of the Work Item auto-complete list.

The list of Work Items should be shorter.
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Chapter

10

Maintaining
Time Management Vallclahons

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 a Time Sheet.

This chapter covers the following topics:

e “Time Management Validation Overview” on page 85
®  “Opening a Time Management Validation” on page 86
e “Adding a New Validation Value” on page 88

e “FEditing an Existing Validation Value” on page 89

e  “Deleting an Existing Validation Value” on page 90

e  “Copying a Validation Value from a Different Validation” on page 91

Time Management Validation Overview

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

® TMG - Charge Code Categories - Enabled
The categories of available Charge Codes. Charge Code categories can be
used to restrict Charge Code access. The seeded Charge Code category
values are:

o Billable
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o Non-Billable

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:

o Client 1

o Client2

TMG - Misc. Work ltems
A list of possible miscellaneous and un-trackable Work Items such as
Vacation or Meetings. The seeded Miscellaneous Work Item Values are:

o Vacations
o Meetings

o Other

Opening a Time Management Validation

To open a Time Management Validation:

1.

2.

Open the Workbench.

Click Configuration > Validation.

The Validation Workbench window opens.
In Validation Name, enter TMG.

Click List.

The Results tab opens. All entries with the TMG initials are included in the
results.
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Qi validation Workbench =}

2 “alidation Mame Description 3
3 TMG - Clients - All - Clients - All Auto =
o TMG - Clients - Enabled - Clients - Enabled Auto
% TMG - Days of WWeek - Days of Week Crop
2 [TMG- - Managers |Auto
=
- Period Type Id - Enahled - Period Type Id - Enabled \Auta
- Period Type Id - Enahled (for Reporis) - Period Type Id - Enabled (for Reports) Crop
- Regular Report Types - Regular Report Types \Auta
- Resource Group Id - All - Resource Group Id - All \Auta
- Resource Group Id - Enabled - Resource Group |d - Enabled [t
- Resource Id - All - Resource Id- All Aut_olj
4| | b

Mew | Open | Copy | Delete | Refresh |

1842 alidation Records are loaced!

5. Select the Time Management Validation.
The customizable Time Management Validations are:
® TMG - Charge Code Categories - Enabled
® TMG - Clients - Enabled
® TMG - Misc. Work ltems

6. Click Open.

The Validation window opens with the values of the Validation.

@i validation : TMG - Misc. Work Items =loix|
Harme: (I ork ltems|
Description: [TMG - Misc, Wark lters
Enshled: [7 Use inWiorkflow? [~
Componsrt Type: |Dmp Down List LI
Valicated By: |1t =l
walidstion Yalues:
Seg Cotle Mesning Daseription Enshled Dafault |
11 vacation [vacation [ N |
22 Meetings I N |
33 Other Other [ N |

- | Edt | Delete | G |{?4}

Used By Ownership oK Save Cancel

Ready (Read-Crly, Seed Data)

Once the Validation is open, values can be added, edited or deleted. See the
following sections to customize the Validation:

e “Adding a New Validation Value” on page 88
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e “FEditing an Existing Validation Value” on page 89

e  “Deleting an Existing Validation Value” on page 90

e  “Copying a Validation Value from a Different Validation” on page 91

Adding a New Validation Value

To add a new Validation value:

1. Open a Time Management Validation.

See “Opening a Time Management Validation” on page 86. The Validation
window opens.

=0l
Erablec: [ Use inWiorkflow? [~
Componsrt Type: |Dmp Down List LI
Valicated By: |1t =l
walitation Values:
Seq Code Mearing Description Enabled Detaut |
11 vacation [vacation [ N |
22 Meetings I N |
33 Other Other [ N |
- | Edt | Delete | G | 4+
Used By Ovrnership oK Save Cancel
Ready (Read-Crly, Seed Data)

2. Click New to create a new Validation Value.

The Add Validation Value window opens.

{& add validation Yalue x|
Valu Information | ocr 0t |
coce: [l]

Meaning: ISemmar

Desc: ISemmar

Enable? [

Defautt: [

Add Cancel

Ready
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3. Fill in all required fields and any optional fields.

Code field entries must be unique.

4. Click OK to add the new value to the Validation and close the Add Validation
Value window.

5. Click OK to save the changes to the Validation and close the Validation
window.

Editing an Existing Validation Value
To edit an existing Validation Value:

1. Open a Time Management Validation.

See “Opening a Time Management Validation” on page 86. The Validation
window opens.

@i validation : TMG - Misc. Work Items =loix|

Mame: | IEICKS ork ltems|

Description: [TMG - Misc, Wark lters

Enshled: [7 Use inWiorkflow? [~
Componsrt Type: |Dmp Down List LI
Valicated By: |1t =l
walidstion Yalues:

Seg Cotle Mesning Daseription Enshled Dafault |
11 vacation [vacation [ N |
22 Meetings I N |
33 Other Other [ N |

- | Edt | Delete | G |{?4}

Used By Ownership oK Save Cancel

Ready (Read-Crly, Seed Data)

2. Select the existing value to edit.

3. Click Edit.
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The Edit Validation Value window opens.

Valug Information |

code: B

Meanin Ie} IMeelmgs

Desc: IMeelmgs

Enable? [ Default: [

ARl Cancel

Reacdy

4. Edit any or all fields.

Code field entries must be unique.

5. Click OK to save the changed Value and close the Edit Validation Value
window.

The Validation window opens with the changed Validation Value.

6. Click OK to save the changes to the Validation and close the Validation
window.

Deleting an Existing Validation Value
To delete an existing Validation value:
1. Open a Time Management Validation.

See “Opening a Time Management Validation” on page 86. The Validation
window opens.

2. Select the value to delete.
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@i validation : TMG - Misc. Work Items

=101x]

name: [TMG - Misc. Work ltems

Description: [TMG - Misc, Wark lterms
Enablect [

Use inWiorkflow? [~

Component Type: |Dmp Dowin List

Validated By: [List

alidation Yalues:

Seq | cote | Meaning

| Description |

Enabled | Defaut |

11 [vacation

[wacation |
1

22 |Meetings

New | Edit | Delste | Copy From |f4}

OK Save Cancel

Used By Ownership
Ready

3. Click Delete.

The selected Value is deleted.

4. Click OK to save the changes to the Validation and close the Validation

window.

Corying a Validation Value from a Different
Valid

ation

To copy a Validation value from a different Validation:

1. Open a Time Management Validation.

See “Opening a Time Management Validation” on page 86. The Validation

window opens.
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i validation : TMG - Misc. Work Items =0l

Mame: | I < ltemns

Description: [TMG - Misc, Wark lters

Enshled: [7 Use inWiorkflow? [~
Componsrt Type: |Dmp Down List LI
Valicated By: |1t =l
walidstion Yalues:

Seg Cotle Mesning Daseription Enshled Dafault |
11 vacation [vacation [ N |
22 Meetings I N |
33 Other Other [ N |

- | Edt | Delete | G |flv

Used By Ownership oK Save Cancel

Ready (Read-Crly, Seed Data)

2. Click Copy From.

The Copy Validation Value window opens.

Ix

& Copy validation Yalues

Validation Marme: [ E

Seq | Code | meaning| pescription | Enabled | Detaut |

Add Cancel

Reacdy

3. 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.

5
S Code Meaning Description Enabled Detautt
QAR EL [Win 95 [Win 95 L N
2)WINgs [iin 98 [iin 98 L N
3|WINNT iin NT iin NT L N
4| UM Unix Unix ks L&
v M

5 LINLX Linux Linux

4 i

agd | cancel

|1 codes selected
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4. Select the Value to copy.

Code field entries must be unique.

5. Click OK.

The selected Validation Value is copied to the Validation window and the
Copy Validation window closes.

i validation : TMG - Misc. Work Items I
name: [TMG - Misc. Work ltems
Description: [TMG - Misc, Wark lterms
Enablect [7 Use inWiorkflow? [~
Component Type: |Dmp Down List LI
Validated By: [List =l
Walidation alues:
Seq Cotle Mearing Description Erablet! Defautt |
m Wacation [Wacation v N
202 Meetings | M
33 Other Other v N
A|LINUK Linusx Linu " N
New | Edlft | Delete | Copy From | +|¥

Used By Ouwnership

OK Save Cancel

Ready

6. Click OK to save the changes to the Validation and close the Validation

window.
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Chapter

11

Integrating Mercu
Time Management wﬂ
Mercury 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 is integrated with Project Management,
actual time is entered on a Time Sheet, which automatically updates the Project
Details page. Figure 11-1 illustrates 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 Management.

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

® Actual Effort and Actual Cost fields are updated every time a Time 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.
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Integrating Time Management and Mercury Project Management is
@: performed on a Project-by-Project basis.

For more detailed information on effort and cost in Project Management, see
Managing Your Projects (Project Management).

¢ Task Details

Task Mame: Get Ring Task State: In Progress
Project Path:  Sauren Project > Get Ring

Expand All | _Cellapse All

T Exceptions Save Reset

*og Complete: [0

Scheduled:  January 19, 2004 Scheduled:  January 23, 2004 Scheduled: 5.0 days Scheduled: 40.0 hours

hours

Actual: 16.0

& Project Details
Project Mame: [J Sauron Project Project Manager: John Smith Project State: Active
Budget:

Expand All Colla; Al

*eg Complete: g

Scheduled:  40.0 hours

Scheduled: January 19,2004  Scheduled: January 23,2004  Scheduled: 5.0 dafls

0.0 hours

Actual:

< Enter Time

Resource:  Pippin Took Period: 01/16/04 - 01/31/04 Time Sheet #: 1
Description: [Fippin Took - 01/16/04 - 01/31/04 Status: Active
O Notes | Transaction History |  Approval Details| 5 printshle version Reactivate Time Sheet ancel Time Sheet |

Time Sheet Details

all Times are in Hours

Work Item Work Item Work Item Set Work Item Descriptiop rrent Actuals Details Period Fri Sat Sun Mon
Type Budget To Da Total

q te o 1/16 1717 1718 1719
‘ ™ Task Get Ring gfﬁ“]';ct" Sauran Project > Get Ring 40,0 15.0 #© O S 16 | |3.0 5.0

Remove Lines Resetn Saved New Lines: Add Totals: 16
eset in Save ew Lines otals; T

Figure 11-1 A Time Sheet Updating the Project Details Page
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To integrate Time Management and Project Management:
1. Open the Workbench.
2. Click Project Mgmt > Projects.
The Project Workbench window opens.
3. In the Query tab, enter the search criteria.
4. Click List.

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

5. Select a Project.

lol
= |t Project Name State Department Sched Start Sof
3 Developer Laptop Upgrade Mew anuary 9, 2004 Wanuary 9,
=] W [FellowShipConfiguration Active January 19, 2004 Wanuary 23,
£ [ W [Fellowship Formation [Active [January 19, 2004 lanuary 23,
E 0 |Gamgee Project Active January 19, 2004 Wanuary 27,
o Girnli Project New January 19, 2004 Wanuary 23,
[ W [Legnlas Project [Active [January 19, 2004 lanuary 28,
[ O [oneRing [Active [January 6, 2004 lanuary 7 -
[ O [sales System 2.3 Documentation  [Active January 13, 2004 IMarch 29, 2
[ OO [zales System Application 2.3 [Active January 13, 2004 [pril 9, 200
re Release 5.5
Sauron Project
4| I

Hew: Impart from MSP Copy | Delete | Refresh |

i Project Records ars oaded

6. Click Open.
The Project window opens.

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

8. Verify Scheduled Effort and Actual Effort are selected.
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{& Settings for Sauron Project x|

MSF Synchronization | Financial Managerment | Resource Management | Time Management | Baselines

Project Fields | Exception Rules | Indicators | Scheduling | Security | Project Team

This tab configures the Project fislds that can b displayed In ths "Flan® tab of the Project window, and also the Project and Task detall pages and
My Task portlet inthe standard Mercury IT Governance interface. Changing the field configuration here does not change the display inthe other
tabs of the Project Window.

rPlanning Field: rActivity Field:
wiorkbench wiorkbench
Enabled Only Figltds. Enabled Oy Fields
r N Departmert I r % Complete

Deseription

Actual Effort

[zst Update Date

Actual Finish Date
Pririty

r d
o o
r d
r o

r | Actual Start Date
ProjectTask #
r I Confidence
r [ Estimated Finish Date
Scheduled Effort
cheduled EHo r e Estiratad Remaining Duration
asi Category r I Estimated Remaining Effort
I [N Flarinz Latior il [N At Latior
[ [ Planmed Kon-Lakor [ | Actual Mon-Lebar
[ I Flarmied Totsl [ I Actus Total
Apply Cancel
Reacdy

9. Click the Time Management tab.
10. Select the fields to be updated by Time Sheets:

e Check Actual Effort, if the actual time is to be updated by Time
Management.

e Check Actual Costs, if the actual cost is to be updated by Time
Management.

If Cost Management is not enabled for the Project, the Actual Cost option is
@: not selectable.
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& Settings for AM-test budget x|
Project Fields | Exception Rules | Indicators | Scheduling | Security | Project Team
MEP Synchronization | CostManagement | Resource Management Time Management Baselines

This tab configures the flelds to be updated by Time Management. The Actual Costs for Projects may be calculated fram the
values in Tasks depending on the Cost Management Settings.

updated by Time Management:
I Actual Efiort

IV Actual Gost

Apply Cancel

Ready

11. Click OK to save the changes and close the Time Management tab.

12. Click OK to save the changes to the Project and close the Project window.
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Chapter

12

Time Management
Portlets and Reports

This chapter details the Portlets and Reports of Mercury Time Management.
Time Management provides information in real-time through the Mercury ITG

Dashboard.

This chapter covers the following topics:

e “Time Management Portlet Overview” on page 101

e “Time Management Report Overview” on page 103

Time Management Portlet Overview

This section details the Time Management Portlets. Time Management
provides information in real-time through the Mercury ITG Dashboard. Time
Management Portlets are available with a Time Management license.

Table 12-1. Time Management Portlets

Time Management Portlets

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.

Time Management Portlets and Reports 101




Configuring Time Management

Table 12-1. Time Management Portlets [continued]

Time Management Portlets

Description

TMG - Actuals for Direct
Reports

Shows a Manager the time charged by their direct
reports, allowing the Manager to see what their
team has been working on.

TMG - Resource Group Total by
Work Item

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

TMG - Resource Group Totals

Shows the time charged by the selected
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.

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 Item

Provides detailed information on the time
allocated to, and the time charged for, specific
Work ltems, such as Requests, Projects, Tasks or
Packages.

TMG - Work Allocation Details

Provides summary information on the Work
Allocations 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 Budgets
and Actuals

Lists summary information at the Work Item Set
level, 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.
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Table 12-1. Time Management Portlets [continued]

Time Management Portlets

Description

and Actuals

TMG - Work ltem Set Budgets

Displays summary information at the Work Item
Set level. This Portlet is useful to get a snapshot
of which projects or types of activities the users
are spending the most time on as well as where
the most time is budgeted. Values are for the
entire project to date (as opposed to period-by-
period). This Portlet is intended to provide
Dashboard-level oversight into the status of a
group of projects. The intended audience is PMO
staff or external stakeholders. For this Portlet, the
budgeted values for cost and hours are drawn
from a Budget, not from a project baseline.
Actuals for costs are gathered from the Budget.

Time Management Report Overview

This section details all of the Time Management Reports. All of these Reports
are database based programs which create textual reports viewed through a

Web browser.

Table 12-2. Time Management Reports

Report

Description

TMG - Time Sheet
Details Report

Reports on multiple Time Sheets at once and views their
details.

TMG - Time Sheet
Summary Report

Summarizes time information entered in non-cancelled
Time Sheets.

TMG - Actual Time
Summary Report

Summarizes actual time information entered in non-
cancelled Time Sheets.

TMG - Actual
Time/Cost Summary
Report

Summarizes actual time information entered in non-
cancelled Time Sheets and displays the calculated
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
Details Parameters

Shows the Budget and Actuals to date, Charge Code
Allocations and Resource restrictions.
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