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Resource Management Definition

* Resource Managementis the efficient and effective use of organization resources
when they are needed.

* Clarity PPM Resource Management is the practice of managing resourcesin
order to have the right resources working on the right projects, at the right time
based on real time project timelines as the project is further defined.

e Resource Management functionality in its totality includes forecasting capacity
and demand, understanding over and under allocated resources and
understanding how much time it has taken to deliver a specific project, or task.
This functionality enables you to control and predict resource utilization
throughout the Project lifecycle and across the organization.
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Why is Resource Management Important?

* Reduces risk by enabling management to easily identify resourcing constraints.
* Enables alighment of resources to the highest priority projects.

* Reduces the amount of manual efforts required to develop and maintain
resource plans.

* Improves ability to be more proactive and efficientin resourcing.
* Createstransparency of resource information.

* Provides consistent resource capacity vs. demand functionality and reporting at
the resource, project, program and portfolio levels.
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Keys to Success — Data Quality

Resources are tracking all their worked hoursin a timely manner as “accurately” as possible.

Project Resource Allocations remain current based on the needs of the project.

e Resource datawithin Clarity PPM is highly visible - If not maintained, incorrect business
decisions will be made. For example:

* Hiring additional contractresources when not necessary.
e Delaying or starting a project based on incorrectresource availability.
* Over/ Under utilization of resources.

Projecttimelines/schedules are keep current.

* Theyrepresentthe overall commitment of resources to the project — If the timeline
changes, without an update within Clarity PPM, the resource's commitmentis
over/understated.

Resources profiles are maintained (primary role, availability, calendars).
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Resource Management Definitions

Availability

Allocation
Assignments
Capacity
Demand

ETC

Actuals

Primary Function

The number of hours a resource is available to work on any given day. By default, resources in
Clarity PPM are available 8 hours per day.

The hours, or % of time, a resource is designated to perform work on a specific project.
The amount of work designated for a resource on a specific task.

Is the aggregated availability value of all resources that carry the same primary role.

Is the aggregated value of all allocationsfor a primary role.

Estimateto Complete. The number of hours it will take the resource to complete their work
on the task. As actual time is tracked against the assignment, the ETC will decrement.

Completed work (in hours) that the resource has booked on a specific task via timesheets.

Name of role the resource performs for the organization. This does not have to align to an HR
title, but in some cases may.
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Resource Management in Clarity PPM

e @ mkeen@ e @

e Complete Resource records e EstablishProjects e Track actual hours
e Team e Allocate Team to projects to highlight e Develop detailed task level WBS
e Primary Function (Role) unfilled demand e Createtaskdependencies
e Availability (if different than e Replace Team with specificresources e Createresource task assignments
default) e Allocate resources to projects e Define estimate to complete (ETCs)
e Calendar e Confirmallocations for each task assignment

e Schedule WBS to evaluate and
optimize dependencies/assignments

e Re-scheduleto ensureaccurate
forecastingof uncompleted work

Key Outputs to be Expected

How many resources do we have? What projects resources are allocated to? Whatis the actual amount of time

What function do the resources have? What % of time they are supportingthe spent?

When are they available for work? projects? Whatis the forecasted amount of
work effort remainingata project
level?
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Resource Management Roles & Responsibilities

Resource Manager (RM) Project Manager (PM)
* Approve timesheets * Ensure Resource Allocations are sufficient

* Ensuretimesheetsare submitted on time tco meet Project Demand )
. - - * Communicate resource issues to the
Eggg[]erggscoalfécéedsaarre updating their Resource Manager & Leadership

e Monitor Resource Allocations as needed * Add resource / team member to project

and set agreed upon allocation
 Communicate resource risks and issues to
PMs & Leadership
 Work with Project Manager to resolve Team Member (TM)
resource work conflicts « Entertimesheets weekly
» Update ETCs via timesheets as necessary

* Maintain non-working days in personal
calendar
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Part 2: Accessing the New User Experience
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Differences - New Ul vs Phoenix View

Some key differences between the New Ul vs. Phoenix view

clarity

PROJECT MANAGER
PPM PRIMGROS

* New Ul

High Priority Operational Work 2020
PROD0274

97.9%

* Home screen automatically opens to the Project
Tiles view

e Severalicons will appear in the left navigation
panel - Ilcons

* Home - e Staffing

. Projects—TiIes. e Timesheets

g 4 &

* Projects— List . * Menu Links

e Tasks - e C(Classic CAPPM
(Phoenix View)

There is one additional icon on the top left corner of
the page: When you click on this icon, it will expand
the left navigation. It will show the icon plus a word
description of the correspondingicon
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Differences - New Ul vs Phoenix View

Some key differences between the New Ul vs. Phoenix view

Clarity PPM O 4 Q PeHi, PRM PRIMGROS

* Phoenixview

GENERAL  PMAND BOOK MGRDASHBOARD MY ISSUES/RISKS ~ MYTIME ~ MYWORK MY CALENDAR

* Looks much like the Classic view as currently used Ot Gorea )

» Project Summary Data &  MyProjects 8

° On|y 3 icons on the left n avigatign pane| = - M e k| e e s o

1 iSeries Rehostg Ipleneat- MA9 MBI 900K BFD 1TET Wiese Debbie  Desai,bary  Nicholas,John  Schalz, Kevin

=]
=]
s

Build
. . . . . 2 Scheduling Too! Project (CREW Time) ﬁ':’”“"' M6 B0/ GL00% 181975 234550 Meyers, Sandm Stine, el Looney, Mike  Salt, Moel My Reports 8
+ Several I the left t |- = it | o
eve ra ICO n S WI a ea r l n e e n avl a lo n a n e 3 Point of Senvice Study WM Si3f2 1500% 1142680 BI0BS0 Wells, Brent W\Hlarns1om King, Andy Tejada, Lisa repert,
3 Appointments Study ke AL W% I LG Wey Tifary gﬂ‘”“ oo Tsha Tejada, Lisa
I CO n S 4 Store Mobility Program: Visit the Vehicle :;Dwnl:lmw &2 0I5/ 80.00% 3566446 6TIRET Cohen, Paul Williams, Tom King, Andy Archer, Darren Notifications @
. . " Implement - F " - " (Change Requests 0
Extended Assortment 2.0 he  TIH T000% 224632 620750 Lalonde, Karen Majors, Don  Hasper,kurt  Reddy,Varm
[ ] E d t | 2 B ! Comperss
Xpand navigation pane - e !
6 Order Management Research S SN BMK 12730 19108 Schamel, Kirk e st (A spargpal  Dssions 0
- Documents 0
7 Customer 360 Pan e H3H S00% G000 97TB Taglorlennifr  Elod B Foumier Kevin ;:;E‘“““' Escalations 0
. finance ]
° H O m e 8 Articl Frameork Resaarth SfE TR0/ 100% 192200 8340 Carter,Cherd  Baldwin,John E:"'”"g“‘"‘ Ry Vo prcidens i
g 008110 Corporteand Regoel mplement- S Sl SN 7003 G0 St St Nl o Ve Bty b aren !
Deployment Deplay ! = b i ' ' Projects 1
P L Adams, LaChapelle, Requisitions []
i i
9 Fleet20 sHI0 21N 000% 3BT 156010 Cohen, aul Foe, Chistan (o mobet e )
. e . Implement - o el Timeshests. 0
° M L k 99 High Priiity Operstional Work 2020 e USRI ODU% MANSM 22005 PRIMGRDS, PPM
enu Links - »
%9 Planned Operational Work 2020 Depln\‘ S0 M0 000% WBI 8800 Franklin, Victor Processes 0
. L —— Reports and jobs 0
% Operational Tasks - PMO 13020 23020 000% 146680 0.0 Franklin, Victor Viewal
. . ! L
° St ” A P tI t b h H % Nor-Productve - PHO M VWD 0% I 000 Frankln,Victor
| ccess rortiets overing over nome 5 el -39 T W W 5 Tyl e
9 Nor-Productve-LED TN NN 0N% LGRS 000 Ter, Raven 2 My Missing Time @
- Do o o gl o s st —
* Using the Tabs at the top of th t : el R
SIN e 1abSa etop o e page 1O access: e R, PR P
Speed of Trust Suney ) 2fe 220 000% 15530 170.00 VanDing, Lisa Mugliz, Dean  Wetl, Monique P
Degloy  Missing Time by Resource Manager 8
L A t h P M B IVI D h b d KC Fatform Study WOE AD 000% 145 146875 McLaren, Austin Eg:i!male. Donaldson, Keith Tovie et cickShs Al o e st it and ek i
ccess the asnpoar o T —
DTU Courses 2he M0 000% 4641398 1979829 VanDine Lisa . " Derickson, Chris
Build Keith % Missina Time by Project M &
— issing Time by Project Manager

. .
Store Talks ThOKE 1200 000%  7TH60 263045 PRIMGROS, PPM Kaminski, B0 Cusenza, Tony
o IVI I R k Degly i ' T esis,cickShw Al r e serch e e e
ssues/ RISKS by - i e
Video Projects TAORE 12300 000% sA1800 338850 VanDing, Lisa " Donaldson, Keith
.
* My Tim
ime

Euild Lori

°
My Work GEMERAL PM AND BOOK MGRE DASHBOARD MY ISSUES/RISKS MY TIME MY WORK MY CALENDAR

My Calendar
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Differences - New Ul vs Phoenix View

Some key differences between the New Ul vs. Phoenix view

Ll Ll
[ ] Phoenlx VI ew €3 File or Directory Folder Per: X | € Discount Tire - Prod - Sign | X | ) Discount Tire - Prod - Sign = X | [@ CA PPM = Timesheet X | © Discount Tire - Preview - M x| [@ Clarity PPM %X [@ Clarity PPM = Overview: Ge' X @) Key Decisionsin Project Mz X | =+ = X
C (Y & cppmI259-dev.ondemand.cacom/niku/nutaction-homeActionld a +« » @ :

H 1 StartPage Search En.. ) Prod CAPPM-Prod... () ServiceNow DTC () Dev-CAPPM DTC.. B Sharepoint OTC @ MYKC - CorporateP.. % regoXchange:Do.. (O goimpact Bullom. .. Other bookmarks

1. Expand the left navigation (|8~ B —

I 't h t h t H I I Dashboards Work Management Reso Admin/Settings Not Used by DT
p a n e WI e 0 p I c O n V4 2 sonal Projects Res Organizer Resource Requisitions
. o4 Proj ews Timesheet Overview Res P, g Account Settings DynsaL List BEE X
same as in the New Ul
&

2. Hover over the home icon .
and it will show you the

@
available portlets based on :
your security rights §

&

©

i

'SET AS HOME. RESET HOME REFRESH
i od m
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Accessing Resources

* The first step of resource managementis validating resource properties.
* From the left navigation bar, select the Links icon.-

clarity 0 HI, PPM

M
ON TRACK ONTRACK ON TRACK ONTRACK ON TRACK
Appointments Article Remediation
PRO00281 PRO0D124

0OCT 18, 20. MAR 31, 202, JUL 30, 202

AUG 19, 2020 JUN 18, 2021

30..5% 0% 16 45.@ 0% 31 28.@ 0% 30 o8.0%)  (99.0% 0% 0% 11
EFFORT SPENT % COMBLETE NEWT EFFORT SPENT % COMBLETE nET EFFORT SPENT % COMBLETE NERT EFFORT SPENT % COMPLETE NEXT

MILESTONE MILESTONE MILESTONE MILESTONE
ﬂ

MOV 30, 2020

2.4% | 0% 31 0% 100% 63. 0%) 51 @ 56.1 %) 0% 19 54.0%) 0% 31
EFFORT SPENT % COMBLETE NERT EFFORT SBENT % COMPLETE e EFFORT SPENT % COMPLETE NERT
MILESTONE MILESTONE
v v : v g
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Resource List

* Underthe “General” drop-down arrow, click on © Resource List . This will bring you into the Resource
List in classic Clarity PPM.

clarity Menu Links n Hi, PPM
v =
v GENERAL

© PM and BM Dashboard

v PROJECT MANAGEMENT

@ Project Management Training Deck

© Time Views

N RESOURCE MANAGEMENT

() Resource Management Training Deck

~ TIME TRACKING

(@ Timesheet Adjustments QRG

© Resource List

© Reports and Jobs

© Project Views

() Timesheet Approval QRG

(@] Updating Calendar for Time Trackers QRG

regoconsulting

© My Calendar

© Finance Views

() Review Resource Allocations QRG

@ Time Entry for Time Trackers QRG

A




Resource List

* Click the Expand Filter button ( v ) to open the filter section of the page if it is collapsed.

* The top portion of the screenis a set of filters giving the ability to search for resources meeting

specific criteria.

* The bottom portion of the screen is a list displaying the results of the filter criteria.

Resource List

Filter: System Default =

RESOURCE/TEAM NAME
RESOURCE/ROLE ID
OBS UNIT

OBS UNIT - FILTER MODE
Unit and descendants

EMPLOYMENT TYPE
All

TEAM

FILTER MODE
Selected only

FILTER SHOW ALL SAVE FILTER
=]

Resource/Team & Resource/Role 1D

Resource

Man.

ager

Booking Manager

Clarity Start Date

RESOURCE MANAGER

L
BOOKING MANAGER

L
PRIMARY FUNCTION

L
ACTIVE
Yes

OPEN FOR TIME ENTRY
All

IS TEAM
All

POWER FILTER
[Build Power Filter]

Clarity End Date Employment Type Team Primary Function Email Address

[ TEST, Resource Manager 16827534

23

Employee rmtest@email.com

1-10f1

[
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Filters and How They Work

 Browse fields =~ # have auto-suggest functionality.

— In this example the text “Va” has been entered in the Booking Manager field. Matches are available in
the list. Select the correct name and click Filter.

— Usethe  toremovean item from the selection.

e Use a filter or a combination of filters to find resources.

* Depending on your level of access you may see more or less resources when you access the

% | © Discount Tire - Preview -Signin X | (@ Clarity PPM X [@ Clarity PPM :: Resource List x +

res O u rce I ist ©Q Discount Tire - Prod - My Applic: X \ [ caPPM : Timesheets
. a x »@ :

{t & cppm9259-dev.ondemand.ca.com/niku/nu¥action:projmgr.getResources&reload=true

= =

#! Apps BB StartPage SearchEn.. () CAPPM-Prod DTC-.. BB Sharepoint DTC @Y MYKC - CorporateP.. () ServiceNow DTC @) Dev-CAPPMODTC.. X regoXchange:Do.. (O goimpact Bullhom_.. Other bookmarks

oo@a Q PR Hi, PPM RSMGROS ~

B Clarity PPM

Mg Resource List

. Filter: System Default + &
RESOURCE/TEAM NAME RESOURCE MANAGER
H
RESOURCE/ROLE ID BOOKING MANAGER
Va| H
Valencia, Patrick | 259221
oBs T Van Brunt, Eric | 193938
H Van H
Va
OBS UNIT - FILTER MODE Vai
Unit and descendants v Vanderl Michele | 382327 ~
Vander mie | 593259
EMPLO! VanDine, Lisa
All - Vanity, Dakota | 596361 -
Varadarajan, Ranganathan | 529541
TEAM [Displaying 10 of 12 results]
H All ~
FILTER MODE POVIER FILTER
- [Build Power Filter]

Selected only
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Saving a Filter

e To Save the filter for future use, click the m

Save Filter button.

* The Save Filter dialogue box appears. Content: Resource Filter - Save Filter

* Name the filter. It is required and must be R
un |q ue. Patrick's Team

* If you would like this filter to be applied by ]
default each time you visit this page, check
Default. 8 -required  # - Urique

e Click Save and Return.

* The filter is now available from the Filter v Fitter Patickes Team =
drop_down. System Default

Patrick's Team

Manage Filters
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Exercise - Review Resource Profile

* Navigateto Home - Menu Links = Resource
List > Resources.

* Expandthe filter (if needed).

* Entervyourfiltercriteria.
* Clear the filter (using the Clear button).

e Searchforyourselfin the Resource Manager search
field.

* Click Filter.

* Click SavefFilter.
* Enter the Filter Name (e.g. My Resources).
* Click Default.
* Click Save and Return.

* Clickaname to access a Resource Profile.

** Note — if there are no resources who report to
you, filter for yourself, and view your own resource

profile.
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Part 4: Resource Profile & Properties
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The Resource Profile

* In order for Resource Management to function appropriately, it is necessary for the fundamental
resource data within Clarity PPM to be current and accurate at all times.

— Properties Tab — Provides the detail that feeds into the overall functional capabilities of the
resource (Primary Function & Team) and the amount of time the resource is able to work
(Availability).

— Skills Tab — Identifies the abilities of a resource to perform tasks within a project. (We are not
using the list but you can use it if desired.)

— Allocations Tab — The commitment of the resource to work a set amount of time on a project.

— Calendar Tab — Aligned to the organization's holidays and planned days off. Determines days the
resource is available to work on projects.

Clarity PPM - DEV

‘PROPERTIESv SKILLS IALLOCATIONS DOCUMENT MANAGER CALENDAR ] AUDIT
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Resource Properties: Main — General

Last Name — Resource Last Name

First Name — Resource First Name

Resource ID — Unique ID used foridentifying the
resource in Clarity PPM T —

Email Address — Address to which Clarity PPM
will send notifications

PROPERTIES ~  SKILLS ALLOCATIONS DOCUMENT MANAGER CALENDAR

Resource-Labor: Raven Terry - Main - General

AUDIT

v T~ © Q RT Hi, Resource Manager TEST ~

General
Resource Manager — Can approvetimesheets = oo )
Booking Manager - Individualwho is responsible |... wcphrson o ‘
for the resource's timesheet approval (if oo .
resourceis on yourteam but has a different e )
reso u rce ma n age r th a n yo u ) CLARITY START DATE B EMPLOYMENT TYPE

10/28/2018 Employee v
Team — Name of Agile or Functional Team

Organizational Breakdown Structures

Primary Function - Classification for thetypeof
WO rk t h e reso u rce p e rfo rm S o n a p roj ect (e . g.’ ’7D‘S(f]ujt Tirle'\s(ount Tire/Strategic Business Services/PMO/McPhersan, John
Developer, Project Manager) '

m SRR m

0 - Requied % = Unique

Employment Type — Indicates whether the
resource is an Employee or Contractor

Availability — Number of hoursthat the resource
is planned to work on a full business day

“»  Tip: Dependingon yourlevel of access — you may have Read-Only access to Resource information.

regoconsulting
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Resource Properties: Main — General

Organizational Breakdown Structure (OBS) Discount Tire utilizes two OBS’s for Projects and Resources:

The OBS is a hierarchical structure that outlines the * Department OBS — defaulted to “Discount Tire”
framework of the organization. Projects and Resources are — This then gets updated based off of the booking
‘attached'to levels within the OBS. manager name.

* Organization OBS— Based on Manager/Direct reports

Clarity PPM - DEV [ T O = RT Hi, Resource Manager TEST

PROPERTIES ~ SKILLS ALLOCATIONS DOCUMENT MANAGER CALENDAR AUDIT

Resource-Labor: Raven Terry - Main - General

General
BILAST NAME RESOURCE MANAGER
Terry McPherson, John W
DIFIRST NAME BOOKING MANAGER
Raven McPherson, John B
® RESQURCE ID TEAM
558510 PMO i
DIEMAIL ADDRESS PRIMARY FUNCTION
raven.terry@discounttire.com Administrator - Application W
CLARITY START DATE I EMPLOYMENT TYPE
10/25/2018 Employee
CLARITY END DATE DAVAILABILITY
8.00

Organizational Breakdown Structures

DEPARTMENT 0BS
/Discount Tire/Discount Tire/Strategic Business Services/PMO/McPherson, John [

DT ORGANIZATIONAL 085S
/Zuieback, Michael-259134/Muglia, Dean-101754/Ginsberg, David-529737/Elrod, Ben-558523/McPherson, John-422886 H

[Notes]
SAVE AND RETURN

O =Required % = Unique
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Resource Properties: Main — General

 Clarity Start Date — the first day the
user is available for work in Clarity. This
may not align to the first day you
started at Discount Tire.

Clarity PPM - DEV

PROPERTIES ~ SKILLS ALLOCATIONS DOCUMENT MANAGER CALENDAR AUDIT

Resource-Labor: Raven Terry - Main - General

General

555555

Organizational Breakdown Structures

/Discount Tire/Discount Tire/Strategic Business Services/PMO/McPherson, John

)T ORGANIZATIONAL 085
[Zuieback, Michael-259134/Muglia, Dean-101754/ Ginsberg, David-529737/Elrod, Ben-558523/McPherson, John-422886

BOOKING M&

'''''''

B EMPLOYME|

Clarity End Date — the last day the
resource is available for work in Clarity.
This may not align to the last day you
are at Discount Tire.

[ I T (VI = RT Hi, Resource Manager TEST

£R
John i
NAGER
John L
L]
pplic H
TTTT
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Part 5: Resource Calendar
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Resource Calendar

* The Resource Calendar is used to determine the days the resourceis
available to perform project-related work. It takes into account:
— Weekends
— Corporate Holidays
— Vacation and long-term leave
— Non-Planned time off does not need to be retroactively entered

 Resources are associated with a “Base” calendar within the system. The
base calendar typicallyidentifies corporate holidays as non-working days
for a particularlocation or department in an organization.

* The resource then maintainstheir personal calendar by adding additional
personal non-working days, thereby presenting a total picture of the
resource's individual availability.
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Updating Resource Calendar

* To access your resources’ calendars, you will search for them in the Resource List.

* Once they are populated, click the resource’s name to open their properties.

Resource List

~ Filter: None » £0%
RESOURCE/TEAM NAME RESOURCE MANAGER
| RSMGROS, PPM i
RESOURCE/ROLE ID BOOKING MANAGER
i

0BS UNIT PRIMARY FUNCTION

T Hh
OBS UNIT - FILTER MODE ACTIVE
Unit and descendants v All ~
EMPLOYMENT TYPE OPEN FOR TIME ENTRY
All ~ All hd
RESOURCE TYPE IS TEAM
All v All v
o |
[] Resource/Team &  Resource/Role ID Resource Manager Booking Manager Clarity Start Date Clarity End Date Employment Type Team Primary Function Email Address
[ PRIMGROS, PPM 900002 235 RSMGROS, PPM 9/14/20 Employee ppmprimgros@discounttire.com
[} STRUSEROS, PPMW 23 RSMGROS, PPM 9/14/20 Employee ppmstruser0s@discounttire.com
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Updating Resource Calendar

e Select the Calendar tab

PROPERTIES ~ SKILLS ALLOCATIONS CALENDAR

Resource-Labor: PPM STRUSEROS - Main - General

General *
EILAST NAME RESOURCE MANAGER
STRUSEROS RSMGROS, PPM H
DIFIRST NAME BOOKING MANAGER
PPM 5
#RESOURCE ID TEAM
900003 i
DIEMAIL ADDRESS PRIMARY FUNCTION
ppmstruserOs@discounttire.com L
CLARITY START DATE EIEMPLOYMENT TYPE
9/14/2020 Employee "

T — Clarity PPM & Q PR Hi, PPM RSMGROS v/

SAVE SAVE AND RETURN RETURN PROPERTIES ~ SKILLS  ALLOCATIONS  CALENDAR

Resource-Labor: PPM STRUSEROS - Edit Resource Calendar

Note: If the calendar does not load, click on the Refresh button | """ ’ =
on the top right of the screen. This should load the calendar. | o mm o v mssriisenen o B
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Updating Resource Calendar

* To navigate within the calendar, use the arrows or the month and year drop downs.

* (1)Click the checkbox(es) and click (2)Make Non-Workday to designate additional days
as non-working day(s).

* Click on the (3)Save button once you have completed marking the resource’s planned
days off.

PROPERTIES SKILLS ~ ALLOCATIONS  CALENDAR

Resource-Labor: PPM STRUSERQOS - Edit Resource Calendar q
7/
Base Calendar Standard W m a
& = -3 September ~ 2020 «
To specify the same week day in the entire calendar, check a day of the week. To specify an individual day, check a date in the month.
sun [ Mon [ ] Tue [ Wed [ | Thu [ 1 O sat [ |
10 2 () 3] «|@] 5]
6] 7] gl 9 (] 10 [ n [J 12 ]
3] 1 [ 15 [ 16 (] 7 [ 1.8 19

[ )
i
+ MAKE WORKDAY ~ MAKE NON-WORKDAY ~ RESET TO BASE ~ SET SHIFTS RESTORE DEFAULTS
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Personal Calendar Maintenance

* On the left-hand side navigation, select the Menu Links icon.

« Under the “General” drop-down arrow, click on © My Calendar = Thjs will bring you

Clarity PPM.

clarity

N GENERAL

© PM and BM Dashboard

~ PROJECT MANAGEMENT

@ Project Management Training Deck

© Time Views
' RESOURCE MANAGEMENT

() Resource Management Training Deck

~ TIME TRACKING

(@ Timesheet Adjustments QRG

Menu Links

© Resource List

© Reports and Jobs

O Project Views

@ Timesheet Approval QRG

@ Updating Calendar for Time Trackers QRG

Q Hi, PPM v

Clarity PPM

PROPERTIES SKILLS ALLOCATIONS CALENDAR
© My Calendar

Resource-Labor: PPM RSMGROS - Edit Resource Calendar

Base Calendar Standard "
© Finance Views

& = -3 September | 2020 v

To specify the same week day in the entire calendar, check a day of the week. To specify an individual day, check a date in the month.

Note: If the calendardoes notload, click onthe Refresh button

on the topright of the screen. Thisshouldload the calendar.

Clarity PPM

GENERAL PM AND BOOK MGR DASHBOARD

Overview: My Calendar

Calendar Redirect

Redirecting. If this takes longer than 10 seconds, please reload page.

MY ISSUES/RISKS MY TIME MY WORK MY CALENDAR

sun [ Mon [ Tue [ wed [
10 20
() Review Resource Allocations QRG
s 70 s 9]
@ Time Entry for Time Trackers QRG
a3l w [J 50 ]
20 ) n0 n0 n]

pr— T BT e

PR Hi, PPM RSMGROS ~/

~ Q
= h

FiNFNC N
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into your Calendar in classic
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Personal Calendar Maintenance

Clarity PPM - DEV @ @ Q RT Hi, Resource Manager TEST -

* To navigate within the calendar, use
the arrows or the month and year
drop downs.

PROPERTIES SKILLS ALLOCATIONS DOCUMENT MANAGER CALENDAR AUDIT

Resource-Labor: Raven Terry - Edit Resource Calendar

Base Calendar Srandard H m
* Corporate holidays and weekends = T

h ave a I re a d y b e e n m a rke d a S n O n - To specify the same week day in the entire calendar, check a day of the week. To specify an individual day, check a date in the month,

Sun [ Mon [ Tue [} Wed [ Thu [ Fri [ Sat |

working days in the base calendar.

s ) 9 [J w0 O no 12 O 130 15 O
s O 16 O 7 18 1w 20 ) 71 O
72 O 73 O 2 O 75 OJ 26 ) 77 [ 28 [
29 1) 30 U 3 J

+ MAKE WORKDAY + MAKE NON-WORKDAY + RESET TO BASE + SET SHIFTS RESTORE DEFAULTS

}; Tip: Legend iSlocated atthe bOttom Of ﬁ = Workday (Base Calendar) = Workday (Exceptiol = Non-Workday (Base Calendar) = Non-Workday (Exception)
the calendar
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Personal Calendar Maintenance

* Click the checkbox(es) and click Make Non-Workday to designate additional days
as non-working day(s).

* Click on the Save button once you have completed marking your planned days off.

To specify the same week day in the entire calendar, check a day of the week. To specify an individual day, check a date in the month.

Sun [ Mon | Tue [ Wed [ Thu [ Fri [ Sat |
10 2 0 30 g O 5 O 6 O 7 0
g [ gl 10 [ 1 12l 10 1% L
15 O 16 O wJ 1B 0 1 0 20 1 O
2 0 7 O 24 O 25 ) 26 L 27 O 28 [J
29 [J 30 U 2 O

« MAKE WORKDAY » MAKE NON-WORKDAY + RESET TO BASE w SET SHIFTS RESTORE DEFAULTS

= Workday (Base Ca = Workday (Exceptio = Non-Workday (Base Calendar) = Non-Workday (Exception)

g Tip: Non—workmg day(s) are also shaded on the resources timesheet
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Resource Calendar Definitions

+ MAKE WORKDAY + MAKE NON-WORKDAY ~ RESET TO BASE « SET SHIFTS RESTORE DEFAULTS

Make Workday — Changes planned days off, weekends and corporate holidays to work days.
Make Non-Workday— Used for identifying planned days off.

Reset to Base — Updates selected items back to base calendar setup.

Set Shifts — Adjust timeframes that the resource is available for project work.

Restore Defaults — Sets entire calendar back to Base Calendar.

= Workday (Base Calendar) = Workday (Exception) = Non-Workday (Base Calendar) = Non-Workday (Exception)

Workday (Base Calendar) — Workday, as set by the base calendar.

Workday (Exception) — Workday that was set by the user, overriding the base calendar
holiday or weekend default setting.

Non-Workday (Base Calendar)— Weekends and holidays designated by the base calendar.

Non-Workday (Exception) — Planned time off entered by the user.
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Exercise

* Go to My Calendar © MyCalendar in Menu
Links. &g

 Mark the first week of the next month
as non-work days.
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Part 6: Teams vs Resources
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Clarity PPM Team

* Team, Primary Function & Resource.
— Team: Placeholder representing the need for a team’s participation on a
project.
— Primary Function: — Represents the specific skill or role a project needs for a
project. For example: Developer - Back End.

— Resource: Named resource placed on a project to perform a function. For
example: Beth Smith is assigned as the Project Manager, Jeff Taylor as the
Developer and Jim Adams as the QA.

* Teams and Primary Function are used for planning purposes when a named
resource is not readily known or a soon to-be-hired resource has not been
designated. Once the named resource is determined, the Team is replaced on the
project.
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Utilizing Team

* Team is used when:
— A named resource is not known.
— Primary Function is added so more detail is known.

* Clarity PPM views Team on the project team as demand .

— The team, by definition, does not represent an actual person that will perform
the activities on the project.

— Clarity PPM designates this as Unfilled Demand
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Allocation of the Resource

* Once the Resource has been added to the project team - allocation needs to be
updated by the Project Manager based on discussion with the Resource Manager.

 Allocation of a resource occurs at the project level. Allocation represents the
resource manager’s overall level of commitment of the resource to the project.

* Assignment of a resource occurs at the task level. The project manager assigns
resources to particular tasks on the project.

— Assignments can only occur AFTER the resource has been added to the team
tab.
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ldentifying a Resource to Replace the Team

 The team is allocated to the project as a generic placeholder on the project team.

— The PM will replace the team, and each of its assignments, with the named
resource.

— The named resource inherits the Start-Finish dates and % Allocation that were
associated with the role.

* The unfilled demand established by allocating the team will become “filled ’ by
the commitment of the named resource to the project.

* |f the named resource has a different primary function than the role that is being

filled on the project, leave the resource’s primary function that is assigned on the
resource record.
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Part 7: Resource and Team Allocation
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Allocating Resources to Projects

* Resources will be allocated to one or more projects on which they will perform
work.

1. Project Managers and Resource Managers will coordinate to identify the
team member(s) that will work on that project and agree upon an allocation
for the identified resource(s).

2. Project Managers will then add the identified resource(s) to their project
team in Clarity PPM and enter in the agreed upon allocation percent.

3. The Resource Manager is responsible to enter operational allocations on
the Staffing page.

4. The below instructions will guide you to review your team’s project
allocations and set operational allocations as a Resource Manager.
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Accessing Team Member Allocations

* Select the Staffingicon to access the ‘:’“" | a @ e
list of resources’ allocations.

ON TRACK
Appointments
PROD0281
e *
DEC 11,2019 27,202 4,202 DEC 18,2018 MAR 31,2022
65.9%, 85.0%, 16 0% 0% 2'4 &79 34@ 31
= & 4 & = a8 4 & = & 4 &
clarity ja Hi, PPM
Current Time Period | ﬁ FTE
Resources .
Search or filter...
Investments O\
Sep 2020 Oct 2020 Nov 2020 Dec 2020 Jan 2021 Feb 2021 Mar 2021 Apr 2021 N TOTALS E
FTE FTE FTE FTE FTE FTE FTE FTE F FTE
X PINNED (0) ALL 360.14 360.53 353.50 346.45 135.22 106.83 100.40 8292 169.40 -
> Aaron Gresko O [ E 1.04 e[ ea2 o2l o2l o0 [ 06 -
. . > Abhay Joshi ) 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
[ ] Y I I I d t h > Abraham Janne 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
ou Will 1and on IS Screen. — o)
> Adalicia Aleman 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 :
> Adam Johnson non nnn nonn nnn nnn nnn non nnn 0.00
4 » -

1 - 200 of 1,304 FIRST PREVIOUS NEXT LAST

INVESTMENT MANAGER

Requests Cheryl Carter Search or filter... x | f
Sep 2020 Oct 2020 Nov 2020 Dec 2020 Jan 2021 Feb 2021 Mar 2021 Apr 2021 N TOTALS 4
FTE FTE FTE FTE FTE FTE FTE FTE F| FTE
0.25 1.50 2.08 2,65 3.37 3.45 345 345 245 J
> Business Systems Analysts 0.00 0.00 0.25 0.50 0.50 0.50 0.50 0.50 032 =
> Integration Engineering 0.00 1.00 1.00 1.00 1.00 1.00 1.00 1.00 0.83
> Merch/PM&D 0.00 0.00 0.33 0.65 0.65 0.65 0.65 0.65 0.41
> Organizational Change Manage... 0.00 0.00 0.00 n.00 0.00 0.00 0.00 0.00 R 0.00 J
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Team Member Allocations

FTE or Hours View Settings: arty
Time Period ﬁ
1. If you would like to see allocations with (R, Qoo
the Full Time Equivalent or the Hours SRl L on | S | T o o) o s
view, select the drop down arrow / T S
next to your user name in the upper T e 1 S S T 14

right hand corner.

2. Select Settings. EEEEN

3. Inthe Unit of Measure section, select
the radio dial button for the measure

you would like displayed in the Staffing
view.

4. Press the < icon to close the window
and return to the Staffing view

STAFFING
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Team Member Allocations

clarity
Curnent Tirme Penod

Filter for your Resources:

# Resources
* Investments

1. Click into the Search or Filter . .. field to

show the different options to filter by. e T mm o S M
2. Select the Resource Manager Tee § 5 Z E B B S E B3

option. - —

Requests Q sea

Sep 2020 Ot 2020 Nov 2020 Diec 2020 Jam 2021 Feb 2021 Mar 2021 Apr 2020 May 2021 | TOTALS
HErUfS Ho MO U s o aURs ok ou o
1.785.12 A1,07584 1.792.40 101264 1,367.07 136707 144537 1,307.30 &I6.00 1642930
> APPIERION ENGINeerig B0 1500 om 000 ooo oo 0.00 oo o E5.00 *
> Asset Management 000 000 [ETi i) 000 000 oo 000 .00 [ale i} .00
> BICOE s 2464 x40 2408 0.00 0o 000 0.00 000 G464
2 Bursiness Retananship Owner 0000 000 (K] 0.00 0.00 00 000 0.00 0.0 0.00
546 () 6000 000 E45 00 280,00 28000 1400 172.00 BOO0 3,741.00
vl an i i) v L T 1 ) b i i am a0 |

3. Start to type your last name until you see
your full name appear.

Current Time Period | ﬁ

(Resources 3 RESOURCE MANAGER = ; | )
[|Search or filter...
> Investments _

4. Select the check box next to your name.

Nov 2020 C
John McPherson HOURS k
X PINNED (0) ALL 50,567.19 52,128.94 46,999.19
> Aaron Gresko ) 117.60 123.20 112.00
> Adalicia Aleman 0.00 0.00 0.00
> Adam Johnson 0.00 0.00 0.00
> Adam Kay 0.00 0.00 0.00
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Team Member Project Allocations

Review your Team’s Allocations:

1. Select the drop down arrow in the front of each person’s name to view each resource’s projects to
which they are assigned and their allocations.

2. If you see any concerns or have any questions with allocations or missing projects for your team, please
reach out to the project manager to remediate.

m"ty O Hi, PPM
Current Time Perloe) ﬁ M Hours

# Resources PEACUIRLE MAN _ 0 w |7]
* Investments sl ' .
Sep 2020 Oct 2000 Nev 2000 Dwc 2020 Jam 2021 Fets 2021 Mar 2021 Apr 2021 May 2021 I TOTALS
MOLIRS HOURS HOURS HOURS SRS HOURS WOURS OB WO B | HOuURS
A PINMED (64 ALL plr) 2,785.54 2,560.31 263260 1,043.04 &77.60 21800 B17 .00 Ti3.02 16,565 84
| - Inariana velasquer @ | 4200 00 184.00 191.00 144.00 144.00 165,60 154.80 1758 e
DEV - 1Series Rehasting - ., () 0.0 2500 144,00 | 54. B 144,00 . 0 165 .60 154,80 1754 1.045.78
High Pricrty Operationa, ., X A 40 &0 .00 0G0 ILED
Planned Oiperaciona Wo gy} 16 80 760 16.00 172,20 6760
P e thod clogy 16.80 1760 16.00 10,40 G0&0
» Andiew Ratzin SR.A0 B1.60 55,00 58,00 000 0.00 0,00 0.00 000 23540
) Annette Polean i {5, B0 19360 176.00 189, 20 800 4800 55.20 AR ago0 110000
> Beatriz Senft b 108.00 N34 10285 11057 4000 400 4600 43.00 4000 17555
> Ben Renmasch ' » 00 »
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Team Member Operational Allocations

As you are reviewing each resource’s project allocations, you can set their operational allocations
directly in the Staffing page.

1. Select the drop down arrow next to the resource name for whom you want to review projects.
2. Alist of projects will display underneath that resource’s name.

Current Time Period —| ﬁ

FTE
RESOURCE MANAGER
i?ezgrrr:zits Kent Peter<on Search or filter... X e
Sep 2020 Oct 2020 Nov 2020 Dec 2020 Jan 2021 Feb 2021 Mar 2021 TOTALS
FTE FTE FTE FTE FTE FTE FTE FTE
X PINNED (0) ALL 1.98 2.02 2.02 2.02 0.76 0.67 0.67 1.12
1it\loel Narang ) 0.95 0.95 0.95 0.95 0.65 0.65 0.65 0.75 ©
_-Higﬂ Priority Operati... () {® 0.10 0.10 0.10 0.10 0.00 0.03
IT Projects 0.65 0.65 0.65 0.65 0.65 0.65 0.65 0.65
Planned Operational Wo... | 0.20 0.20 0.20 0.20 0.07
Scheduling Tool Project (... { 4 0.00 ~
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Team Member Operational Allocations

* Click on the field for the month you need to set the allocation and update using an
in-line edit.

* Only edit operational projects for your team.

* Forany project allocation updates, please reach out to the project manager.

Current Time Period | ﬁ

FTE
Resou rces RESOURCE MANAGER .
e PPM RSMGROS Search or filter... X /
Sep 2020 Oct 2020 Nov 2020 Dec 2020 Jan 2021 Feb 2021 Mar 2021 Apr 2021 May TOTALS
FTE FTE FTE FTE FTE FTE FTE FTE FTE | FTE
X PINNED (0) ALL 0.00 0.00 0.00 0.80 0.90 0.00 0.00 0.00 0.14
v PPM PRJMGROS ® 0.00 0.00 0.00 0.80 0.90 0.00 0.00 0.00 0.14
High Priority Operationa... X 0.00 0.00 0.00 0.80 .9 0.14
> PPM STRUSEROS 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
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Part 8: Time Tracking and Approval
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imesheet Overview

* Clarity PPM'’s timesheet function is used to record actual hours spent on a task in a
Project; as well as, non-project time (Other Work) such as operational, vacation, jury

duty or medical leave.

* Time tracking provides data that drives project and portfolio reporting. It provides
visibility into a project’s progress and helps proactively identify risks.

* Timesheets are generated weekly, with the work week set for Sunday to Saturday.

 Once atime period is closed for time entry, it can only be reopened by the Clarity PPM
Administrator.
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Project vs. Non-Project Time

* Report all project time including hours worked in excess of your “regularly scheduled
time” (typically 40 hours per week). Correctly reporting hours to the appropriate project
tasks ensures that capital and expense are accurate on the company’s financial
statements.

* Report all non-project time: Non-project hours include all ‘whirlwind’ non-project
activities. Examples include time spentin non-project related department or staff
meetings, Break-fix, PTO (Paid time-off) etc.
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ime Entry Guidelines

* Create your timesheet at the beginning of each work week.

* Enter time each day to the correct project and task ensuring to also enter non-
project time.

* Talk with the appropriate Project Manager(s) if tasks are not available on your
timesheet. Also talk to your Manager regarding non-project work items.

e Keytime in increments of 15 minutes (.25 hour). 30 minutes is entered as .5
hour.

* Save your time each day and submit for approval at the end of the work week.
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ime Entry Guidelines

* Timesheets submissions are due on Friday at 5 PM.

* Timesheet approvals are due Monday at 4 PM.

* Timesheets must be in Approved status in order to post to the appropriate projects
and Other Work categories in Clarity PPM.
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ime Entry Guidelines

* Timesheets are posted on Monday evenings.
* Timesheets are closed two weeks following the initial posting.

* Closed timesheets cannot be changed or edited in any way.

Sun | Mon | Tue | Wed | Thu Sat

Time
Trackers
Submit
Timesheets

RM Approve
Timesheets

Time Period
Closed

No Editing After Time Periods Close
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ime Entry Reminders

* Resource Reminders:
* 5 PM Friday if the timesheet has not been submitted.
* 9 AM Monday if the timesheet has not been submitted.
* Manager Reminders:
* 9 AM Monday Summary of resources that have not submitted timesheets.
* 4 PM Monday if timesheets have not been approved.

e Optional: Everytime one of your resources submits a timesheet.
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ime Entry Reminders

Reminders for timesheets up to two weeks past due:

e Resource Reminders:

* 1 week pastdue

e 1stReminder—9 AM Monday: Sent to Resource (copy Booking Manager and Portfolio Manager)
e 2"d Reminder—9 AM Wednesday: Sent to Resource (copy Booking Manager and Portfolio Manager)
e 3"9Reminder—9 AM Friday: Sent to Booking Manager (copy Booking Manager’s Director, Portfolio Manager and Resource)

* 2 weeks pastdue
* Final Reminder—9 AM Monday: Sent to Booking Manager’s Director (copy Booking Manager, Portfolio Manager)

* Manager Reminders:

* 1 week pastdue

e 1stReminder—9 AM Monday: Sent to Booking Manager (copy Portfolio Manager)
e 2" Reminder—9 AM Wednesday: Sent to Booking Manager (copy Portfolio Manager)
* 3r9Reminder—9 AM Friday: Sent to Booking Manager (copy Booking Manager’s Director, Portfolio Manager)

* Optional: Every time one of your resources submits a timesheet.

* 2 weeks pastdue
* Final Reminder—9 AM Monday: Sent to Booking Manager’s Director (Copy Booking Manager, Portfolio Manager)
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Accessing and Creating
Timesheets
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Creating Timesheets

1. Click the timesheet icon® on the left —_— S

Q
. .
l l av I gat I O l l p a I l e I ONTRACK ONTRACK ONTRACK ONTRACK ONTRACK
L]
1 Adode Experience Manager Appolntments Artice Framework Article Remediation
. P000292  PRODDBY PRO00126. PROOCTZ4
> e ®©

EIE) B TS 45@ W) 3 284) w3 @ @ 30 Wl m

= & ¢ & E &8 ¢ & E & ¢ & E &8 ¢ & E &8 v &

. . d.a Hi, PPV

2. The Current Timesheet page will open. . B° :
3. Click on[crenjunder the week of the s /o

timesheet you want to create/update. ”
4. You will be given an option: =t =

a. Click on the radio button to “Copy Previous e e ——

timesheet (mmm dd — mmm dd)” then click on the ’

i “ : ”

check boxes, then click on “Create Timesheet”. o o |

b. Click the radio button “Work in timesheet” then click P ® o

on “Create Timesheet”. 4b.

———p (O @ Worktotimesheet
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Adding Project Tasks to Timesheets

4a. Copy Previous timesheet — This will copy the previous
week’s timesheet with the same tasks that were entered
last week and you can adjust as needed.

4b. Work in timesheet — This will create a new timesheet.
The top section are filters you can use to find your
assigned tasks. Click on the check box for the task(s) you
want to add to the timesheet.

* Click on the checkbox next to the task that you ® won R e
want to add to the timesheet. Showing 13 Tasks SHOWALL
e Click on[IZ28 to add the task to your new timesheet | Ao 2 | e e | B
and a”OW you to add more or sea rch for additional Qwork Name / ID Q Task Name /1D Q phase £ Finish Date
taSkS. OR TASK STATUS: All v OPEN FOR TIME ENTRY: Yes v
e Click on[ZZE12 to add the task(s) to your new N I i o
timesheet and close the window. y e

0 i v e —
NOTE: If there are tasks missing from this list, reach out the PM to -

add you to the project/tasks.
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Add more Tasks Individually

clarity 0 Hi, PPM v
To add more tasks to the Timesheet,
. . (O MYTIMESHEET ~ F§ TIMESHEETS
click @+ to open the task/filter page
(see slide 75: 4b. “Work in timesheet”) ¢ Mar22-Marls Mar29-Aprd  AprS-April s 00000 e Ox  Nots
1. Select the task by clicking in the qu
next to the taSk ) SALE| Shiii Input Type Code Charge Code Sin29  Mon30 | Tuedt  Wed!  Thw2 | Fi3 | Satd  Total ETC
™ High Priority Operational Work 2020 (PRO00274)

2. Click Add, or Add and Close if you @ wore > ey e
have multiple pages.
Q Manager TYPE: All ~ SHOWING: Assigned Tasks ~ ] Start Date

3. The task is added to the Timesheet. & ork Narme 10

Showing 1/3 Tasks SHOW ALL

Q, Task Name / ID Q Phase ﬁ Finish Date
TASK STATUS: All ~ OPEN FOR TIME ENTRY: Yes ~
Work Name / ID Task Name / ID Phase Start - Finish Date
2. [ High Priority Operational Break-Fix, Customer Support ... :
ork 2020 / PRO00274 Maintenance / TSK0O00358 Jan 052020 - Dec 31 2020
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Add more Tasks Individually

NOTE:

& WORK m Add And Close Cancel

If a task has not been assigned to you, N
you can search for it, but may see a Q anager vees v sowe: AlTask N — |
message with the Task name & task P R P o

number followed by “is not available for W P ———— =

time entry. Notify Manager to gain
access'”' Ifyou See this CIiCk On the Work Name / 1D Task Name / ID Phase start - Finish Date
provided button to request access.

‘Compliance, Regulatory, &amp; Legal / TSK0O00359' is not available for time entry. Notify Manager to gain access. | [} Notify Manager

High Priority Operational PTC / TSK000360

Work 2020 / PR000274 Jan 06 2020 - Dec 31 2020

regoconsulting




View All Available

imesheets

1. Fromthe Home page, click the timesheet
(clock) icon -pon the left navigation
panel.

2. Click the Timesheets tab at the top of the
page to view timesheets from all open
time periods.

2.

clarity

MY TIMESHEET =% REVIEW & APPROVE | B TIMESHEETS

Y,

( By
Notes Reso.. 11 Resource 1D Time ... 2T Status Is Adjust... Total

RSMGROS, .. 900001 Sep 132020 Open 0
STRUSERO... 900003 Sep 132020 Returned 32

clarity fal Hi, PPM
Q Search or filte My Tasks
v
Adobe Experience Manager Appointments Article Framework Article Remediation
1 PRO00292 PRO00281 PRO0D126 PROD0T24
*e o L %
DEC 18,2019 OCT 16, 2020 NOV 26,2018 MAR31,2022 | | JUN1,2018 JuL 30, 202 DEC3,2018 0CT 30,2020 AUG 19, 2020 JUN 18, 202
3075% %) 1 45.@ o ) 39 28:1% 30 98.0%) (9.0%) 30 o Low ) 1
= & < & = & %% & = & & = & 2 & = & & it
0 Hi, PPM
.\‘I EI\'\lI
Y oht Search.. hd
Resource ...
Terry, Raven o

RSMGROS, ..
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imesheet Statuses

* Open: Timesheet has been created or entered but not yet submitted by the
resource. Open status also includes Returned timesheets. Until the timesheet is
approved, the time entry resource can edit the timesheet.

* Submitted: Timesheet submitted and ready for approval.
* Approved: Timesheet approved and ready to be posted.

* Posted: Timesheet posted via financial posting process and hours become actual
effort on projects.

* Returned: Timesheet posted but rejected by approver and returned back to
Resource for revisions (also considered to be “Open”).
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Entering and Submitting Time

v’ Entering Time

v’ Deleting a Task
v Using Timesheet Notes
v Submit for Approval
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Entering Time

1. The timesheet has a cell for each task under each day of the week. Enter hours under
each day for all of the projects you worked on that day.

2. Click Submit to record the hours to your timesheet.

3. Click Cancel to exit.

clarity Al Hi, PPM v
(© MY TIMESHEET B TIMESHEETS - Tip: You can update
the Estimate to
¢ Mar22-Mar28 Mar29-Aprd Apr5-April HOURS 0.00m000  projecrrme O 2. ¢ Notes Complete (ETC) field
OPEN OPEN OPEN if needed.
@® work = (O Work
Input Type Code Charge Code Sun. 29 Mon. 30 Tue. 31 Wed. 1 Thu. 2 Fri. 3 Sat. 4 Total ETC
V' High Priority Operational Work 2020 (PRO00274)
1.

Break-Flx, Customer Support & Critical
Malntenance (TSK000358) Regular Work 0.0
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Add Hours to Tasks

1. When the new timesheet is opened, it will include all the tasks that you added to the timesheet in 4b above.

2. From here add the hours worked on each task for each day.
3. When you have added all your hours, click on EEZS to submit the timesheet for auto-approval.

clarity o Hi, PPM v
(O MY TIMESHEET B TIMESHEETS
¢ Mar22-Mar28 Mar29-Apr4  Apr5-April HOURS 0.00u000 |PROJECT TIME Os ¢ Notes
OPEN OPEN OPEN
@ work | O Work
Input Type Code Charge Code Sun. 29 Mon. 30 Tue. 31 Wed. 1 Thu. 2 Fri. 3 Sat. 4 Total ETC
 High Priority Operational Work 2020 (PRO00274)
0.00

Break-FIx, Customer Support & Critical

Regular Work
Malntenance (TSK000358) g
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Deleting a Task

* When you delete a task from your timesheet, you are
not deleting it from the project, you are simply
removing it from your timesheet.

* To delete a task from the timesheet:
1. Click on the “Delete work” icon. © wer

2. Click on the Select All icon EIE=N to delete all
tasks on the timesheet and close the “Delete
work” box.

3. Oryou can click delete an individual task by
clicking on the checkbox next to each task that
you want to delete, then click IS which
will delete the selected tasks from the time sheet
and close the “Delete work” box.
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Using Timesheet Notes

¢ TimeSheEt NOtes are generatEd by (® MYTIMESHEET <, REVIEW&APPROVE 8 TIMESHEETS
clickingon the Notesiconinthe .. .. . . e 000w e 100, o
top right corner of the timesheet. | |

Input Type Code Charge Code Sun. 13 Mon. 14 Tue 15 Wed. 16 Thu. 17 Fri. 18 Sat. 19 Total ETC

. ' 800 £.00 8.00 8.00 3.00 ' 40.00
* Enterthe textof thenoteinthe . . . ..

[
N ot e fl e I d [Break-Fix, Customer Support & Critical Maintenance (T5K000358) Regular Wark 500 500 400 14.00 0.00
.

COcompliance, Regulatory, & Legal (T5K000359) Regular Work 3.00 3.00 400 10.00 0.00

e Clarity PPM will show the number e
of notes for the timesheet and .
show all notes below the freeform PPM RSMGROS

text box. NDTE
e Click x to close the notes box

I
]
i
Al
L
1
T
L
!
(]
L
11
I
it
im
i
—t
[
i

i
(R K]

PPM 3fewseconds ago
This is a test note
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Submit for Approval

* Once you have entered time for the week, it is necessary to submit it for auto-
approval.

* |f you would like to view your submitted timesheet, go to that week’s period

clarity 0 Hi, PPM V'

40 : OO:-"J UDI PROJECT TIME 1 OO?:‘
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Timesheet Adjustments

v Overview of Adjustments
v" How to Adjust your Timesheet

v' How to return your team’s timesheets
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imesheet Adjustment Overview

* Once the timesheet is posted, a timesheet adjustment must occur in order to update
the timesheet.

* NO adjustments can be made after the time period is closed, which is two weeks after
initial submission.

* By creating an adjustment timesheet, you are creating a copy of the original timesheet.
Two versions of the timesheet will then exist: the original timesheet (Adjusted) and the
new, modified timesheet (Adjustment).

e Adjustments are approved like regular timesheets for open time periods.
* Adjustment timesheets must be submitted in order to be reviewed and approved.

* Users can perform their own adjustments, or their Timesheet Approver can make the
adjustment.
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Returning a

imesheet for Yourself

If you made a mistake on your timesheet and
would like to return it to yourself:

1. Click onthe appropriate timesheetin the

list to be Returned.
2. Click on the opened Timesheet.

3. Status will change to Returned.

4. Make adjustments to hours/tasksas
needed.

5. Click for auto-approval.

6. Status will change back to Submitted.

clarity

B TIMESHEETS

@ MY TIMESHEET > REVIEW & APPROVE

AO‘OO‘AD Cﬂ‘ PROJECT TIME

100.

¢ Sep6-Sep12  Sep13-Sep19  Sep20-Sep26 HOURS
OPEN SUBMITTED OPEN
B SelectAll  Delete And Close
Input Type Code Charge Code Sun. 13 Mon. 14 Tue 15 Wed. 16 Thu. 17 Fri. 18
8.00 8.00 8.00 8.00 8.00
v OHigh Priority Operational Work 2020 (PRO00274)
OBreak-Fix, Customer Support & Critical Maintenance (TSK000358) Regular Work 5.00 500 400
Ocompliance, Regulatory, & Legal (TSK000359) Regular Wark 300 300 400
OPTO (TSK000360) Regular Werk 8.00 800
clarity
© MY TIMESHEET 5> REVIEW & APPROVE B TIMESHEETS
3.
< Sep6-Sep12 | Sep13-Sep19 | Sep 20-Sep 26 > HOURS 40‘00‘4‘30‘1 PROJECT TIME " OO}I
OPEN RETURNED OPEN 1 1
—_—
Work
@ m Input Type Code Charge Code Sun. 13 Mon. 14 Tue 15 Wed. 16 Thu. 17 Fri.18
v OHigh Priority Operational Work 2020 (PRO00274)
(IBreak-Fix, Customer Support & Critical Maintenance (TSKOD0358) Regular Work 5.00 5.00 400
OCompliance, Regulatory, & Legal (TSK000353) Regular Work 3.00 3.00 400
CIPTO (TSKD00360) Reiu\ar Work 3.00 3.00
clarity
® MY TIMESHEET 4, REVIEW & APPROVE B TIMESHEETS
.
< Sep6-Sep12 | Sep13-Sep 19 | Sep 20-Sep 26 > HOURS 4000 4DC-D‘ PROJECT TIME /‘ OO=t
OPEN SUBMITTED QPEN 1
Input Type Code Charge Code Sun. 13 Mon. 14 Tue 15 Wed. 16 Thu 17 Fri 18
8.00 8.00 8.00 8.00 8.00
v OHigh Priority Operational Work 2020 (PRO00274)
OBreak-Fix, Customer Support & Critical Maintenance (TSK000358) Regular Werk 5.00 6.00 400
CCompliance, Regulatory, & Legal (TSK000359) Regular Werk 3.00 200 400
8.00 8.00

CIPTO (TSK000360)

regoconsulting

Regular

Work

Sat. 19

Sat 19

Sat. 19

Total
40.00

Total
40.00

14.00
10.00

16.00

e £

Total
40.00

Hi, PPM

¢ Notes

ETC

HI, PPM

¢ Notes

ETC

0.00

0.00

Hi, PPM

{ Notes @

ETC



Returning a Timesheet to a Resource

clarity

() MY TIMESHEET %= REVIEW & APPROVE 8 TIMESHEETS

1. Select the Review & Approve tab at the top of
the page. Click on the Time period to be
reviewed. NOTE: You may need to use the

Left/Right arrows to scroll to the Time Period
you want to review.

< Aug30-5ep5 Sepb-Sepl12 Sepl13-5ep19 S
CLOSED CLOSED CLOSED

regoconsulting




Returning a Timesheet to a Resource

2. To Review the Submitted timesheets, click on
the Submitted column header

(© MY TIMESHEET %, REVIEW & APPROVE #E TIMESHEETS

< Sep13-Sep 19 Sep 20 - Sep 26 Sep 27-0ct 3 >
OPEN OPEN |  cLoseD

3. This will give you a list of Resources thathave « .. . o

submitted their timesheets. - B s AT e s | renme

@ oo cpgen o
HRS —| 40.00/40.00

@ st x

Q HRS —| 40.00/40.00

g:gldra Meyers ﬁ

4. From here you can determine to “Return”an . = ...
individual timesheet by clicking on the Thumbs- @ v ron
down (Return)icon  forthat resource. Co e

o 9 99
SN

regoconsulting




Returning a Timesheet to a Resource

5. If you would like to add a Note, click
the resource’s name and a dialog
window will appear on the right-hand
side

6. Click on the Notes tab and enterin
any comments or reasons as to why the
timesheet has been returned and press
the Enter key

CCCCCC

O\ Search or Filter 5
RESOURCE/ 493 OPEN v 3 SUBMITTED v 1 APPROVED
Garrett Gifford
@ IT Systems Engineering & $
RRs =————— 40.00/40.00
Sandra Meyers $

PMO
HRS s 40.00/40.00

Victor Franklin
O &
HRS s 40.00/40.00

regoconsulting

@ Garrett Gifford
T Systems Engineering

HRS | 40.00/40.00 s

TIMESHEET | NOTES
Type a no s Enter key to save)

6




Part 9: Summary
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Resource Management Roles & Responsibilities

Resource Manager (RM) Project Manager (PM)
* Approve timesheets * Ensure Resource Allocations are sufficient

* Ensuretimesheetsare submitted on time tCo meet Project Demand )
. - - * Communicate resource issues to the
Egigﬁigg?a‘fgﬁedsa?re updating their Resource Manager & Leadership

e Monitor Resource Allocations as needed * Add resource /team member to project

and enter allocation
* Communicate resource risks and issues to
PMs & Leadership

» Work with Project Manager to resolve Team Member (TM)
resource work conflicts « Enter timesheets weekly

» Update ETCs via timesheets as necessary

* Maintain non-working days in personal
calendar

regoconsulting






