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Administrator's guide to Tempo Timesheets

Administrator's guide

® |nstalling and upgrading Tempo Timesheets
® Setting up Tempo Timesheets

Managing Tempo Timesheets

Other useful links

Release notes
Administrator and user videos
Webinars

L[]
L[]
L[]
® Frequently asked questions

Activating JIRA time tracking

For JIRA users to be able to log work in Tempo Timesheets, you must activate JIRA time tracking.

Required permission

JIRA Administrators permission

Procedure

1. On the main menu bar, click the Administration cogwheel E > [ssues.
2. On the Administration page, in the left column, in the ISSUE FEATURES section, click Time Tracking.
3. On the Time Tracking page, fill in the correct hours and days information for your organization, and activate time tracking.

Tip
You can define different types of working week in Tempo for employees who, for example, work part time or who are in different regions or
countries. See the related Tempo topic below.

Related topics

® Configuring time tracking (Atlassian documentation)
® Defining a working week (Tempo documentation)

Global configuration

For users to be able to use Tempo Timesheets, you must activate JIRA time tracking. You can also configure other Tempo global
configuration settings, as described in the following topics.

In this chapter

Related topic

Activating JIRA time tracking

Configuring worklog options
To open the Global Configuration:


https://tempoplugin.jira.com/wiki/display/TEMPO/Installing+and+upgrading+Tempo+Timesheets
https://tempoplugin.jira.com/wiki/display/TEMPO/Setting+up+Tempo+Timesheets
https://tempoplugin.jira.com/wiki/display/TEMPO/Release+notes+for+Tempo+Timesheets
http://tempo.io/training/
http://tempo.io/trainingcategories/timesheets-webinars/
https://tempo.zendesk.com/hc/en-us/sections/201270858-Tempo-Timesheets-FAQ
https://confluence.atlassian.com/adminjiraserver071/configuring-time-tracking-802593086.html

1. Login as a user with the JIRA Administrators Global Permission.

2. Select Add-ons from the Administration menu (cog icon: E) at the top right of your
screen. Then scroll down to Tempo administration left tabs and choose the Global

Configuration option.

Table: Worklog options explained

Option

Users cannot log work on
parent issues

Users can specify a start time
when they log work

Remaining estimate is
optional

Worklog description is

optional

Users can log work for closed
and archived accounts

Default

Check box is not selected
(users can log work)

Check box is not selected

Check box is not selected

Check box is not selected

Check box is selected

Description

If the check box is selected,
users cannot log work on
JIRA issues that have
sub-tasks.

If the check box is selected, a
Time field is added to the
form that users fill out every
time that they log work. Users
can specify a start time for
their logged work in this field.

If the check box is cleared and
users want to specify a start
time for logged work, they
must log work on the time
view of the worklog calendar.

See also 'Time difference
between JIRA worklogs and
Tempo worklogs.'

If the check box is selected
and an issue has no Original
estimate, the Remaining
estimate is not calculated in
the time-tracking entry. Again
if the check box is selected
and an issue has Original
estimate, the Remaining
estimate is reduced by the
time spent until the value 0 is
reached. The Remaining
estimate cannot be a negative
number, but if it has reached
0, the user can add a new
one.

If the check box is selected
and no text is written in the Lo
g Work Description field, a
default text Working on Issue
$key is added. As with any
text in the Log Work
Description, the default text
can still be edited.

If the check box is cleared, it
is not possible to log work on
an issue that has an account
in closed status.

In this chapter
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Users can log work on
non-editable issues

Maximum hours per day per
user

Users can log work up to X
days into the future

Related topic

Configuring work attributes

Log work with start time

Check box is selected

Unlimited

90 Days

If the check box is cleared and
thejira.issue.editable
property is set to false in the
JIRA workflow status, a
Tempo Timesheets user
cannot log work.

oA few notes:

® This property is false by
default in the JIRA
workflow for issues in Clo
sed status.

® |f the check box is
selected, the workflow
status must have a
transition to Reopened st
atus as in the JIRA
default workflow. The
user must also have a
permission to execute the
reopen transition.

® The workflow transitions
can be hidden, by using
the Hide Transition optio
nin the JIRA Misc
Workflow Extensions
plugin, if you don’t want
users to reopen issues.

® There is also an option to
use the jira.permission.w
ork.denied property as
documented on this page

Unlimited is max 99 hours. If a
limited value is selected from
the drop-down list, the lowest
value is set as the Hours per
day in JIRA Time Tracking set
tings and the highest value
ends in 24 Hours. The values
increment by one hour from
the lowest to the highest.

Other options, range from 0
Days to 360 Days. 0 Days me
ans the user cannot log work
for Tomorrow. 360 Days mean
s that the user cannot log
work on a date that is over a
year from current date.

This option is disabled by default, but if enabled any Tempo Timesheets user can set start

time when logging work. This means that the Date field in the Log Work window changes to

a date/time field in the enabled case. The current time is used as the default time for the current
date, before the user logs the start time.

o Enabling the option is not valid for the Plan Time window.

The Log Work window showing the Time field (click to enlarge)

In this chapter
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Log Work

Issue

user [ John Stee H
ntemal
Assigned ssue [ AKA-29 - Create new product page for AKA -
Watched 5 |

Date  07Mar'16 -_

Time 1:04 pm

Worked ogged 40h
Rema ate Oh nginal esimate U

g Work  Cancel

|—
o
4

Leg ancther

Following are a few facts about this option:

® The time can be changed by writing directly into the field
® The time can also be changed by opening the calendar icon next to the field
® All dates from start date to end date in Period worklog shows the same time as selected in

the Time field.
Jser n John Steel >
ssue | L] AKA-29 - Create new product page for AKA -
Period M

Date |07Mar/16 4

End date | 16/Mar/16 [
Time | 1:04 pm

Work per day Logged 40h

® The default time for dates other than the current date is 00:00

If the option is enabled, the time is also displayed in all reports and the inline editing windows.

o A useful reading on the difference between my JIRA worklog and my Tempo worklog.

Configuring the timesheet approval process

To open the Global Configuration:
1. Log in as a user with the JIRA Administrators Global Permission.

2. Select Add-ons from the Administration menu (cog icon: ) at the top right of your screen. Then scroll down to Tempo administratio
n left tabs and choose the Global Configuration option.

Configure timesheet approval process Default: Disabled

This setting can be enabled as Monthly (Period) or Weekly, or it can be Disabled. When enabled, a workflow status with a button next to it, called
Get Approval, appears to the left, below the User Timesheet header. If enabled as Weekly, the view has be set on Week and the same goes for
if enabled as Monthly (Period), the view has to be set on Period. Team members can send their timesheets to be approved by their Team Lead
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(the user(s) with the Approve Timesheet permission), if the workflow status is Ready to submit.

Configuring global accounting options
To open the Global Configuration:

1. Login as a user with the JIRA Administrators Global Permission.

2. Select Add-ons from the Administration menu (cog icon: E) at the top right of your
screen. Then scroll down to Tempo administration left tabs and choose the Global
Configuration option.

Users with Approve Timesheet permission can set Default: Check box is not selected
billed hours.

If the check box is selected, a field called Billed hours is added to the Log Work window, which is
visible for users with the Approve Timesheet permission (or a Team Lead). A column called Billing
is also added to the report view. The default value in the Billed hours field is the same as

in Hours, but it can be edited to a different value including 0. Team Leads can select if

the Hours and/or Billed hours are displayed in the report.

Other users can set billed hours. Default: Check box is not selected

If the check box is selected, a field called Billed hours is added in the Log Work window, which is
visible to team members. A column called Billing is also added to the report view The default value
in the Billed hours field is the same as in Hours, but it can be edited to a different value including 0.

In this chapter

Team members can select if the Hours and/or Billed hours are displayed in the report.

Configuring time-planning options
To open the Global Configuration:

1. Login as a user with the JIRA Administrators Global Permission.

2. Select Add-ons from the Administration menu (cog icon: E) at the top right of your

In this chapter

screen. Then scroll down to Tempo administration left tabs and choose the Global

Configuration option.

Time-planning options

Option Default
Users with Plan Time permission for a Check box is
team can plan time for team members in selected

Tempo Timesheets

All users can also plan time for themselves Check box is

in Tempo Timesheets. selected

Enable planned-time approval process. Check box is not
selected

Enabling agile timesheets

To open the Global Configuration:

Description

If the check box is selected, team leads and other users with Plan Time pe
for team members to work on specific JIRA projects, project versions, or p
If this check box and the previous check box are both selected, all users c

on specific JIRA projects, project versions, or project components. A Plan

If the check box is selected, users can send an approval request for plann

1. Log in as a user with the JIRA Administrators Global Permission.

2. Select Add-ons from the Administration menu (cog icon: E) at the top right of your screen. Then scroll down to Tempo administratio

n left tabs and choose the Global Configuration option.

Setting Default = Description
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Users who have JIRA Check
Software or JIRA Agile  boxis
installed can view agile = selected

timesheets

This setting adds a Time Tracking option to the View in Tempo menu, in the header of each JIRA
Software or JIRA Agile board. It allows the user to see all worklogs associated with JIRA Software or
JIRA Agile epics and/or sprints in the Agile Timesheet. This feature is currently available only for users
with JIRA Software or JIRA Agile installed.

Changing date and time formats

You can change the date and time formats that are used on some pages of Tempo Timesheets; for example, you can change the following

formats:

® The time format that is used in the Time view of the worklog calender
®* The date format that is used in the Calendar view of user, project, team, and issue timesheets

Required permission

JIRA Administrators permission

Procedure

R WN PR

Examples
Time Format

Description

. On the top menu bar, click the Administration cogwheel E} > System.

On the Administration page, in the left column, in the USER INTERFACE section, click Look and Feel.
. Scroll down to the Date/Time Formats section.

. Click the field that you want to edit.

. Type the format that you want (see the examples below), and click Update.

Results Format

24-hour clock, with times from 00:00 to 23:59 00:24 HH:mm

12-hour clock, with 'am' and 'pm’

05:45
12:36
17:19

12:24am h:mma
5:45 am

Note: 12 midnight is written as 12:00 am, and 12:00 noon is written as 12:00 pm. 12:36 pm

5:19 pm

Troubleshooting: If the 'am' and ‘pm' are not displayed on your times, the ‘a’ might be missing after 'h:mm'.

Day/Month/Year Format

Example used: 1 September 2016

Starting with the day

Result
01/09/2016
01.09.2016
1/9/2016
01/09/16
1/9/16

01 Sep 2016

1 Sep 2016

Format
dd/MMlyyyy
dd.MM.yyyy
d/Mlyyyy
dd/MM/yy
diMlyy

dd MMM yyyy

d MMM yyyy


https://tempoplugin.jira.com/wiki/display/TEMPO/Agile+Timesheet

01/Sep/16 dd/MMM/yy

1/Sep/16 d/MMM/yy
01 September dd MMMM
2016 yyyy

1 September d MMMM
2016 yyyy

Starting with the month

Result Format
09/01/2016 MM/dd/yyyy
09.01.2016 MM.dd.yyyy
9/1/2016 M/dlyyyy
09/01/16 MM/ddlyy
9/1/16 M/dlyy
Sep 01, 2016 MMM dd,
yyyy
Sep 1, 2016 MMM d, yyyy
Sep/01/16 MMM/dd/yy
Sep/1/16 MMM/dlyy
September 01, MMMM dd,
2016 yyyy
September 1, MMMM d,
2016 yyyy

Starting with the year

Result Format
2016-09-01  yyyy-MM-dd
2016.09.01  yyyy.MM.dd
20160901 yyyyMMdd

2016 Sep 01 | yyyy MMM dd

Tip
Atlassian's documentation provides more detailed information about date and time formats.

Granting permission to users

The tables below list the following types of permissions and roles:

® Some important JIRA permissions that Tempo Timesheets relies upon

® Tempo administrative and user permissions

® Tempo roles, such as Team Lead and Account Lead, which already include certain
permissions

Important
® For JIRA users to be able to access and use Tempo Timesheets, they must have
Work On Issues permission for at least one JIRA project. This permission is listed


https://confluence.atlassian.com/adminjiraserver071/configuring-the-look-and-feel-of-your-jira-applications-802592278.html

below, in the 'Project permissions and roles' table.
® For JIRA users to be able to log work in Tempo Timesheets, Time tracking must be
ON in JIRA.

Global permissions

Permission

JIRA
Administrators
permission

Browse Users
permission

Tempo
Administrators
permission

Tempo Team
Administrators
permission

What you get by default

® Permission to:
® Perform most JIRA
administrative tasks
® Perform most Tempo
administrative tasks
® Tempo Administrators permission
(see below)
® Tempo Team Administrators
permission (see below)
® Tempo Account Administrators
permission (see below)

Permission to view lists of JIRA user
names and group names and to select
users or groups from the lists.

Permission to:

Manage internal Issues

Open and close worklog periods
Test who can edit worklogs
Define the working week
Specify public holidays

® Permission to create, configure,
browse, and delete teams and to
manage team permissions

® Browse Team permission (see
below) for all teams

® Global
permissions

® Project
permissions
and roles

® Team
permissions
and roles

® Customer and
account
permissions
and roles

® Related topics

Who can
Notes give Configuration
permission location
by default
By default, JIRA Administrators are not JIRA Administration

granted Tempo Rate Administrators
permission (see below). However, JIRA

Administrators

cogwheel E

Administrators can grant themselves any > System >
type of Tempo administrative or user SECURITY Glo
permission that they do not already have. bal

Permissions

Many users might require this permission.

Examples

Tempo Team Administrators (see
below) require Browse Users
permission so that they can add
members to teams.

Many users might require Browse
Users permission so that they can
reassign issues to other users.

By default, JIRA Administrators receive
Tempo Administrators permission.

Only JIRA Administrators can do some

other Tempo Timesheets administrative
tasks.

Tempo Team Administrators can grant
themselves Approve Timesheet
permission and Plan Time permission
(see below).

Tempo Team Administrators
permission is not sufficient for moving
employees between different types of
working week or sets of public holidays.
By default, JIRA Administrators receive
Tempo Team Administrators
permission
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Tempo Permission to:
Account
Administrators = ® Create, configure, import, export,
permission and delete accounts
® Change the target revenue in
account revenue reports
Tempo Rate Permission to:
Administrators
permission ® Set price rates for team roles in

different teams
® Change the target revenue on
account revenue reports

Project permissions and roles

Permission What you get by default
or role

Administer = Within the context of a project,
Projects permission to edit:
permission

® Project role membership

® Project components

® Project versions

® Some project details
Browse Within the context of a project,
Projects permission to:
permission

® Browse the project

® Use the issue navigator

® View individual issues
Work On ® Permission to access and use
Issues Tempo Timesheets

permission ® Within the context of a project,
permission to log work on issues

View All Within the context of a project,
Worklogs permission to view all worklogs
permission

Log Work Within the context of a project,

for Others permission to log work on behalf of
permission  other JIRA users who have permission

to log work for the project

® Only users with Approve Timesheet
permission (see below) can approve
accounts.
® Only JIRA Administrators can configure
the following account settings:
® Whether the account value is
cleared when issues are moved
between projects
® An alternative name for the
account field
® Whether an account value is
required or optional in a field
configuration
® By default, JIRA Administrators receive
Tempo Account Administrators
permission

Price rates are used for revenue reports and
billing.

Who can give
permission or
role by default

Notes

JIRA
Administrators

Troubleshooting tips

® JIRA users cannot access or use
Tempo Timesheets if they do not have
Work On Issues permission for at least
one JIRA project.

® JIRA users cannot log work if Time
tracking is turned OFF in JIRA.

Troubleshooting tip

A possible reason why worklogs are not
viewable is that users do not also have
Browse Projects permission (see above).

Configuration
location

Projects > Vie
w All Projects
> project name
> Project
Administration
> Permissions



Tempo
Project
Managers
role

See notes >

Team permissions and roles

Permission
or role

What you get by default

Tempo Team = See the 'Global permissions' table
Administrators | above.

permission
Team Lead d
role
[ ]
[ ]
[ ]
[ ]
Team b
Member role

Browse Team permission (see
below) for the team that you
lead

Approve Timesheet permission
(see below) for the team that
you lead

Plan Time permission (see
below) for the team that you
lead

Permission to configure your
team

Team Member role

Browse Team permission for
your team (see below)
Permission to plan time for
yourself to work on projects,
versions, components, and
issues

® This is a legacy role and might not be
available in your Tempo Timesheets.

® |f this role is available, users in this
role no longer automatically have
permission to view all worklogs of a
project. However, you might have
granted users in this role other
permissions, which are still valid.

Notes

The Team Lead role is not sufficient for
moving employees between workload or
holiday schemes or for changing the
Team Lead.

® For you to be able to plan time for
yourself to work on an issue, you
must also have Browse Projects
and 'Work on Issues' permission
(see above) for the issue's project.

® Team Leads (see above) are also
Team Members.

® Project

Administrators

* JIRA

Administrators

Who can give
permission or
role by default

Tempo Team
Administrators

® Team Leads
® Tempo Team
Administrators

Projects > Vie
w All Projects
> project name
> Project
Administration
> Roles

Configuration
location

You can specify a
Team Lead when
you create a team:

Tempo > TEAMS m
ore > Create New
Team

or by configuring
basic team
information:

Tempo > TEAMS m
ore > team name >
Configuration > Co
nfigure > Team
Lead

Tempo > TEAMS m
ore > team name >
Configuration > Me
mbers



Customized
roles, such as
Developer,
Tester, or
Scrum Master

Browse Team
permission

See notes > By default, Team Members are given
the role name Member. However, you
can give customized role names, such
as Developer, Tester, or Scrum Master,
to Team Members.

When you customize role names, the
permission that the Team Members
have does not change.

Permission to: All Team Members automatically
receive Browse Team permission for
® See the team's information, their own teams.
including the team utilization
report

® Select this team on forms that
contain a Team field (for
example, the Team field in an
issue)

* JIRA
Administrators
can create
customized role
names:

Administration

cogwheel E

> Add-ons >
TEMPO
TEAMS Tempo
Roles

® Team Leads
and Tempo
Team
Administrators
can assign role
names to Team
Members when
they add or
configure Team
Members:

Tempo >
TEAMS more >
team name > C
onfiguration >
Members

Tempo > TEAMS m
ore > team name >
Configuration > Pe
rmissions



Approve ® Permission to:
Timesheet

permission ® Review timesheets of

Team Members.

® Grant grace periods to
Team Members to
complete their timesheets
after a scheduled closing
date.

® View the team timesheet
and reports.

® View Tempo team and
account gadgets.

® Approve accounts.

® |f the setting 'Configure
timesheet approval process' is
set to Monthly (Period) or Week
ly, permission to:

® Approve and reject
timesheets of Team
Members

® View the approval logs of
Team Members

® Permission to set billed hours if
the following check box is
selected in Tempo Global
Configuration: Users with
Approve Timesheet Permission
can set billed hours

Plan Time
permission

Permission to plan time for team
members to work on projects,
versions, components, and issues.

® Team Leads (see above)

automatically receive Approve
Timesheet permission for their own
teams.

Tempo Team Administrators (see
above) can grant themselves
Approve Timesheet permission

To view other team members'
worklogs on a timesheet, you must
have View All Worklogs permission
(see above) for the team's projects

Team Members can plan time for
themselves without the Plan Time
permission.
Team Leads (see above)
automatically receive Plan Time
permission for their own teams.
Tempo Team Administrators (see
above) can grant themselves Plan
Time permission
Plan Time permission works in
Tempo Timesheets only if the
following check box is selected in
Tempo Global Configuration:
‘Users with Plan Time permission
for a team can plan time for team
members in Tempo Timesheets.'
For you to be able to plan time on
an issue, the following permissions
must also be granted:
® You and the user that you are
planning time for must have
Browse Projects permission
(see above) for the issue's
project
® The user that you are planning
time for must have 'Work on
Issues' permission (see above)
for the issue's project

Customer and account permissions and roles

Permission
orrole

What you get by default

Who can give

Notes permission or

role by default

Configuration
location


https://tempoplugin.jira.com/wiki/display/TP/Tempo+Planner+Support+Home

Tempo See the 'Global permissions' table
Account above.

Administrators

permission

Tempo Rate See the 'Global permissions' table
Administrators = above.

permission

Account Lead ® Responsibility for the account

role ® Browse Customer Revenue
permission (see below) if you are
a user of JIRA and Tempo
Timesheets

Account Leads are not required to be
users of JIRA and Tempo Timesheets.

Browse Permission to view the account Account Leads automatically receive
Customer revenue report and the time and Browse Customer Revenue permission
Revenue expenses report for accounts that are | for all customers.

permission associated with a customer.

Related topics

® Tempo
Account
Administrators

* JIRA
Administrators

You can specify
an Account
Lead when you
create an
account:

Tempo >
ACCOUNTS m
ore > Create
Account

or by
configuring
basic account
information:

Tempo >
ACCOUNTS m
ore > account
name > Config
uration > Gene
ral > Lead

Tempo >
ACCOUNTS m
ore > Manage
> Customers >
View
Customer >C
onfiguration

® Global configuration (Settings that affect the permissions of general users and of users with Approve Timesheet permission)

® Troubleshooting a No Access message
® Troubleshooting worklog editing

Troubleshooting a No Access message

When users get the No Access notification in Tempo Timesheets it means the current user doesn't
have JIRA Browse Projects permission for the particular project in question. Users without this
permission can't view any project issues or worklogs.

Why is No Access displayed

No Access is displayed in Team Timesheet if the user who is viewing has Approve Timesheet
permission. The reason for this is to inform this user that members in the team have logged work
on issues that you can not browse in JIRA. The users who are Approving User Timesheets for the
members need to know that there are more hours logged by the selected user so you need to keep
that in mind before approving the timesheet.

This is also displayed in the User Timesheet for the selected user if viewed by the Timesheet
Reviewer.

More information on how to Manage Project Permission in JIRA can be found here:

® Managing Project Permissions

In this chapter
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Troubleshooting worklog editing
Below you find the reasons for the fact if you can’t edit own or all worklogs in Tempo Timesheets

Issue not Editable

JIRA allows administrators to define workflow states where issues can not be edited. All Issues and
associated worklogs in this state can not be edited. In order to edit worklogs not editable for this
reason:

®* As aJIRA user
® Try transitioning the issue to an editable status in the workflow (e.g. from Closed
to Reopened).
® As a JIRA Administrator
® Edit the JIRA workflow status and set the 'Issue.editable’ property as true.
® See information about the Users can log work on non-editable issues setting.

You lack permission to "Work On Issues"

If you have this permission for at least one project, you can access Tempo Timesheets. However,
you cannot create worklogs for issues in other projects for which you do not have this permission.

® To grant this permission to users, as a JIRA Administrator, open the Project Permission
Scheme for the project.
® Grant the users permission to "Work On Issues" by following the steps under the
title 'Adding Users, Groups or Roles to a Permission Scheme' on the following
page: Managing JIRA Project Permissions.

You lack permission to "Edit Own Worklogs"

JIRA defines this project permission in order to allow JIRA administrators to manage if users can
edit their own worklogs or not. In order to allow users to edit their own worklogs:

® As a JIRA Administrator open the Project Permission Scheme for the project in question
® Grant the user in question permission to "Edit Own Worklogs" by following the
steps under the title 'Adding Users, Groups or Roles to a Permission Scheme' on
the following page
® Managing JIRA Project Permissions

You lack permission to "Edit All Worklogs"

JIRA defines this project permission in order to allow JIRA administrators to manage which users
can edit all worklogs within a particular project. In order to allow users to edit all worklogs within a
project:

® As a JIRA Administrator open the Project Permission Scheme for the project in question
® Grant the user in question permission to “"Edit All Worklogs" by following the steps
under the title 'Adding Users, Groups or Roles to a Permission Scheme' on the
following page
® Managing JIRA Project Permissions

You lack permission to "Log Work for Others"

JIRA defines this project permission in order to allow JIRA administrators to manage which users
can log work for other users within a particular project. You might be able to edit your own
worklogs, but you need this permission to edit worklogs from other users. In order to allow users to
edit all worklogs within a project:

® As a JIRA Administrator open the Project Permission Scheme for the project in question
® Grant the user in question permission to "Log Work for Others" by following the
steps under the title 'Adding Users, Groups or Roles to a Permission Scheme' on
the following page
® Managing JIRA Project Permissions

Week is closed

Tempo enables Tempo administrators to automatically schedule week closure within an Open
Period using the Tempo Scheduler. In order to edit worklogs currently not editable for this reason:

® As an user with Approve Timesheet permission
® Give the user in question a Grace Period

In this chapter
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User Timesheet is not Open

In the Timesheet Approval process if the Timesheet has already been approved or is pending
approval underlying worklogs can not be edited. In order to edit worklogs currently not editable for
this reason:

® As an user with the Approve Timesheet permission
® |n case of Approved Timesheets - Reopen the timesheet
® |n case of Timesheets Pending Approval - Reject the Timesheet

Period is closed

Tempo enables Tempo Administrators to control when users can Log Work on issues, e.g. is the
period still open. This is configured using Period management. In order to edit worklogs currently
not editable for this reason:

® As a Tempo Administrator
® Open the period in question from the Period management page

Account has been closed

Tempo account administrators might close accounts that users may no longer log work to. To edit
worklogs that are associated with closed accounts, do one of the following tasks:

® As a Tempo account administrator, re-open the account
® As a JIRA administrator, select the check box for the following setting on the Tempo
Global configuration page: Users can log work for closed and archived accounts

Approve Timesheet permission

Who can give

Permission What you get by default Notes permission or role
or role by default
Approve ® Permission to: ® Team Leads automatically ® Team Leads
Timesheet ] ) receive Approve Timesheet ® Tempo Team
permission * Review timesheets of Team permission for their own teams. Administrators

Members ¢ Tempo Team Administrators can

¢ Grant grace periods to Team grant themselves Approve
Members to complete their Timesheet permission

timesheets after a scheduled closing e To view other team members'

date
® View the team timesheet and reports
® View Tempo team and account
gadgets
® Approve accounts

® |f the setting 'Configure timesheet
approval process' is set to Monthly
(Period) or Weekly, permission to:

® Approve and reject timesheets of
Team Members

® View the approval logs of Team
Members

® Permission to set billed hours if the
following check box is selected in Tempo
Global Configuration: Users with Approve
Timesheet Permission can set billed
hours

Defining a working week

Extract from Tempo Core (plug-in) version:
4.X.X

worklogs on a timesheet, you
must have View All Worklogs
permission for the team's
projects

Configuration
location

Tempo >
TEAMS more >t
eam name > Co
nfiguration > Pe
rmissions

For more
information, see
Team
permissions.

Employee work requirements depend on the definition of a working week. Employees that are geographically dispersed might have different
working weeks. Also, some employees in your organization might work part-time. You can change the days and number of hours that
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comprise a working week.

Each type of working week is defined in a workload scheme.

Related topic

Specifying public holidays

Creating types of working weeks

Extract from Tempo Core (plug-in) version:
4.X.X

You might want to create multiple workload schemes (that is, types of working weeks) if different employees have different weekend days or
work different numbers of hours.

Required permission

One of the following permission types:

® JIRA Administrators (if Tempo Timesheets, Tempo Planner, or Tempo Budgets is installed)
® Tempo Administrators (if Tempo Timesheets is installed)

Tutorial

The following Tempo Planner video tutorial is valid also for other Tempo products.
The tutorial covers two topics:

® Creating a workload scheme (video time point 0:00)
® Moving an employee to a workload scheme (video time point 2:01)

Procedure

To create a workload scheme, complete the following steps:

1. Do one of the following tasks:

® [f you are a JIRA Administrator, on the top menu bar, click the Administration cogwheel E’] > Add-ons.
® |f you are a Tempo Administrator, and Tempo Timesheets is installed, on the top menu bar, click Tempo > Administration.

2. In the left column, in the Tempo section, click Workload Schemes.

Tip

Workload schemes contain information about the days and hours in different types of working weeks. The Tempo Default
Workload Scheme is created when the Tempo Core system plugin is first installed. This scheme is initially set to contain five
8-hour working days, from Monday to Friday, with the weekend on Saturday and Sunday. If you change this scheme, your
changes are not lost whenever you update the Tempo Core system plugin.

3. Click Add Scheme.

4. In the Add Scheme window, fill in the information that is requested, and click Save. The new workload scheme, with information
about the new type of working week, is added to the list.

Tip
You can set any scheme as the default scheme by clicking Set Default in the scheme row. New users of Tempo products are
associated with the default scheme.
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What to do next

Move employees to the new workload scheme.

Related topic

Creating sets of public holidays

Editing types of working weeks

Extract from Tempo Core (plug-in) version:
4.X.X

Required permission

One of the following permission types:

® JIRA Administrators (if Tempo Timesheets, Tempo Planner, or Tempo Budgets is installed)
® Tempo Administrators (if Tempo Timesheets is installed)

Procedure
To edit a workload scheme (that is, type of working week), complete the following steps:

1. Do one of the following tasks:

® |f you are a JIRA Administrator, on the top menu bar, click the Administration cogwheel [‘] > Add-ons.
® [f you are a Tempo Administrator, and Tempo Timesheets is installed, on the top menu bar, click Tempo > Administration.

2. In the left column, in the Tempo section, click Workload Schemes.

3. In the row of the workload scheme, click Edit.

4. In the Edit Scheme window, fill in the information about the working week, and click Save.
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Edit Scheme

Name | GreenCloud Default Workload Scheme

Description | GreenCloud Default Workload Scheme

Mon | Bh
Tue | 8h
Wed |8h
Thu |8h

Fri |Bh
Sat | Om
Sun | Om

Save Cancel

Related topics

® Switching types of working weeks
® Setting the default type of working week

Switching types of working weeks

Extract from Tempo Core (plug-in) version:
4.X.X

If employees move to a different country, with different weekend days, or if employees change between part-time work and full-time work, you can
move the employees to a different workload scheme (that is, type of working week).

Required permission

One of the following permission types:

® JIRA Administrators (if Tempo Timesheets, Tempo Planner, or Tempo Budgets is installed)
® Tempo Administrators (if Tempo Timesheets is installed)

Tutorial
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The following Tempo Planner video tutorial is valid also for other Tempo products.
The tutorial covers two topics:

® Creating a workload scheme (video time point 0:00)
® Moving an employee to a workload scheme (video time point 2:01)

Procedure

To move an employee to a workload scheme, complete the following steps:

1. Do one of the following tasks:

® If you are a JIRA Administrator, on the top menu bar, click the Administration cogwheel E‘] > Add-ons.
® If you are a Tempo Administrator, and Tempo Timesheets is installed, on the top menu bar, click Tempo > Administration.

2. In the left column, in the Tempo section, click Workload Schemes.

3. In the row of the employee's current scheme, in the Operations column, click Members.
4. In the employee row, click Move.

5. Select the new scheme, and click Move.

6. Click View Schemes.

7. In the new-scheme row, click Members. Here you see that the employee is now associated with the new scheme.

Related topics

® Switching sets of public holidays
® Switching type of working week (alternative method)

Setting the default type of working week

Extract from Tempo Core (plug-in) version:
4.X.X

Required permission

One of the following permission types:

* JIRA Administrators (if Tempo Timesheets, Tempo Planner, or Tempo Budgets is installed)
® Tempo Administrators (if Tempo Timesheets is installed)

Procedure

To set the default workload scheme (that is, type of working week) for new Tempo users, complete the following steps:

1. Do one of the following tasks:

® If you are a JIRA Administrator, on the top menu bar, click the Administration cogwheel E > Add-ons.
® |f you are a Tempo Administrator, and Tempo Timesheets is installed, on the top menu bar, click Tempo > Administration.

2. In the left column, in the Tempo section, click Workload Schemes.

3. In the row of the workload scheme that you want to set as the default scheme, click Set Default, and then click Save. The default
scheme moves to the top of the list.

Tips
® The scheme that has the name "Tempo Default Workload Scheme" is created when the Tempo Core system plugin is
installed for the first time. This scheme is initially set to contain five 8-hour working days, from Monday to Friday, with
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the weekend on Saturday and Sunday. Although this scheme might keep the name "Tempo Default Workload Scheme,"
it is no longer the default scheme if it is not at the top of the list.

® |f you change the "Tempo Default Workload Scheme", your changes are not lost whenever you update the Tempo Core
system plugin.

Related Topic

Setting the default set of public holidays

Deleting types of working weeks

Extract from Tempo Core (plug-in) version:
4.X.X

Required permission

One of the following permission types:

* JIRA Administrators (if Tempo Timesheets, Tempo Planner, or Tempo Budgets is installed)
® Tempo Administrators (if Tempo Timesheets is installed)

Procedure

To delete a workload scheme (that is, type of working week), complete the following steps:

1. Do one of the following tasks:

® If you are a JIRA Administrator, on the top menu bar, click the Administration cogwheel E‘] > Add-ons.
® If you are a Tempo Administrator, and Tempo Timesheets is installed, on the top menu bar, click Tempo > Administration.

2. In the left column, in the Tempo section, click Workload Schemes.
3. If the workload scheme has members, move the members to another scheme.
4. If the workload scheme is the first scheme in the list, set a different scheme as the default scheme for new Tempo users.

5. In the row of the workload scheme, click Delete.

Related topics

® Switching types of working weeks
® Setting the default type of working week
® Deleting sets of public holidays

Specifying public holidays

Extract from Tempo Core (plug-in) version:
4.X.X

Employee work requirements depend on which days are public holidays. You can create different sets of public holidays for your company's
employees who are based, for example, in different countries, states, or regions.

A holiday scheme is a set of public holidays. Holiday schemes do not contain information about personal vacation days.
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Related topic

Defining a working week

Creating sets of public holidays

Extract from Tempo Core (plug-in) version:
4.X.X

You might want to create multiple holiday schemes (that is, sets of public holidays) if your company's employees are based in, for example,
different countries, states, or regions, each with its own public holidays.

Required permission

One of the following permission types:

® JIRA Administrators (if Tempo Timesheets, Tempo Planner, or Tempo Budgets is installed)
® Tempo Administrators (if Tempo Timesheets is installed)

Procedure
To create a holiday scheme, complete the following steps:

1. Do one of the following tasks:

® |f you are a JIRA Administrator, on the top menu bar, click the Administration cogwheel [‘] > Add-ons.
® [f you are a Tempo Administrator, and Tempo Timesheets is installed, on the top menu bar, click Tempo > Administration.

2. In the left column, in the Tempo section, click Holiday Schemes.

3. On the first line of the table, fill in the fields for a new holiday scheme.

Example
The name of the scheme might be "Kuala Lumpur Office," and the description might be "Malaysian national holidays."

4. Click Add. The new holiday scheme is added to the list.

What to do next

® Add public holidays to the scheme
® Move employees to the scheme

Related topic

Creating types of working weeks

Adding days to sets of public holidays

Extract from Tempo Core (plug-in) version:
4.X.X

Holiday schemes are sets of public holidays. You can add new public holidays to holiday schemes.

Required permission

One of the following permission types:
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® JIRA Administrators (if Tempo Timesheets, Tempo Planner, or Tempo Budgets is installed)
® Tempo Administrators (if Tempo Timesheets is installed)

Tutorial

The following Tempo Planner video tutorial is valid also for other Tempo products.

The tutorial covers two topics:

® Adding a public holiday to a holiday scheme (video time point 0:00)
® Moving an employee to a holiday scheme (video time point 1:33)

Procedure

To add a public holiday to a holiday scheme, complete the following steps:

1. Do one of the following tasks:

® |f you are a JIRA Administrator, on the top menu bar, click the Administration cogwheel E’] > Add-ons.
® [f you are a Tempo Administrator, and Tempo Timesheets is installed, on the top menu bar, click Tempo > Administration.

2. In the left column, in the Tempo section, click Holiday Schemes.
3. In the row of the holiday scheme, click Configure.

4. On the first line of the table, fill in the fields for a new public holiday.

Tips
® You can specify a one-day holiday by entering "1d" in the duration field. You can specify a half-day holiday by entering,

for example, "4h" (that is, 4 hours) in the duration field.

® You can create fixed and floating public holidays. Fixed holidays occur on the same date every year, while floating
holidays can change date from one year to the next. For fixed holidays, you must specify the date and month. For
floating holidays, you must also specify the year and create a separate entry for each year.

5. Click Add. The new public holiday is added to the list.

Switching sets of public holidays

Extract from Tempo Core (plug-in) version:
4.X.X

If employees move to a different country, state, or region, you might be required to move them to a different holiday scheme (that is, set of public
holidays).

Required permission

One of the following permission types:

* JIRA Administrators (if Tempo Timesheets, Tempo Planner, or Tempo Budgets is installed)
® Tempo Administrators (if Tempo Timesheets is installed)

Tutorial

The following Tempo Planner video tutorial is valid also for other Tempo products.

The tutorial covers two topics:

® Adding a public holiday to a holiday scheme (video time point 0:00)
® Moving an employee to a holiday scheme (video time point 1:33)
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Procedure

To move an employee to a holiday scheme, complete the following steps:

1. Do one of the following tasks:

® |f you are a JIRA Administrator, on the top menu bar, click the Administration cogwheel ['] > Add-ons.

® If you are a Tempo Administrator, and Tempo Timesheets is installed, on the top menu bar, click Tempo > Administration.
2. In the left column, in the Tempo section, click Holiday Schemes.

3. In the row of the holiday scheme that the employee is a member of, click Members.

Tip
If you are moving this employee for the first time, you are likely to find the employee's name among the members of the first scheme
in the list, which is the default scheme.

4. In the employee's row, click Move.

5. Select the destination holiday scheme for the employee, and click Move.

Related topics

® Adding days to sets of public holidays
® Setting the default set of public holidays
® Switching types of working weeks

® Switching set of public holidays (alternative method)

Setting the default set of public holidays

Extract from Tempo Core (plug-in) version:
4.X.X

Required permission

One of the following permission types:

® JIRA Administrators (if Tempo Timesheets, Tempo Planner, or Tempo Budgets is installed)
® Tempo Administrators (if Tempo Timesheets is installed)

Procedure

To set the default holiday scheme (that is, set of public holidays) for new Tempo users, complete the following steps:

1. Do one of the following tasks:

® If you are a JIRA Administrator, on the top menu bar, click the Administration cogwheel E > Add-ons.
® |f you are a Tempo Administrator, and Tempo Timesheets is installed, on the top menu bar, click Tempo > Administration.

2. In the left column, in the Tempo section, click Holiday Schemes.

3. In the row of the holiday scheme that you want to set as the default scheme, click Set Default. The default scheme moves to the top
of the list.

Tips
® The scheme that has the name "Default Holiday Scheme" is created when the Tempo Core system plugin is installed for
the first time. This scheme initially contains no public holidays. Although this scheme might keep the name "Default
Holiday Scheme," it is no longer the default scheme if it is not at the top of the list.

® |f you add public holidays and members to the "Default Holiday Scheme" or to other schemes, your changes are not del
eted whenever you update the Tempo Core system plugin.
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Related topic

Setting the default type of working week

Deleting days from sets of public holidays

Extract from Tempo Core (plug-in) version:
4.X.X

Required permission

One of the following permission types:

® JIRA Administrators (if Tempo Timesheets, Tempo Planner, or Tempo Budgets is installed)
® Tempo Administrators (if Tempo Timesheets is installed)

Procedure

To delete a public holiday from a holiday scheme (that is, set of public holidays), complete the following steps:

1. Do one of the following tasks:

® [f you are a JIRA Administrator, on the top menu bar, click the Administration cogwheel E‘] > Add-ons.
® |f you are a Tempo Administrator, and Tempo Timesheets is installed, on the top menu bar, click Tempo > Administration.

In the left column, in the Tempo section, click Holiday Schemes.
In the row of the holiday scheme, click Configure.

In the row of the public holiday that you want to delete, click Delete.
In the Delete Holiday window, click Delete.

apwbn

Deleting sets of public holidays

Extract from Tempo Core (plug-in) version:
4.X.X

Required permission

One of the following permission types:

* JIRA Administrators (if Tempo Timesheets, Tempo Planner, or Tempo Budgets is installed)
® Tempo Administrators (if Tempo Timesheets is installed)

Procedure
To delete a holiday scheme (that is, set of public holidays), complete the following steps:

1. Do one of the following tasks:

® If you are a JIRA Administrator, on the top menu bar, click the Administration cogwheel [‘] > Add-ons.
® If you are a Tempo Administrator, and Tempo Timesheets is installed, on the top menu bar, click Tempo > Administration.

2. In the left column, in the Tempo section, click Holiday Schemes.

3. If the holiday scheme has members, move the members to another scheme.
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4. If the holiday scheme is the first scheme in the list, set a different scheme as the default scheme for new Tempo users.

5. In the row of the holiday scheme, click Delete.

Related topics

® Switching sets of public holidays
® Setting the default set of public holidays
® Deleting types of working weeks

Configuring internal issues and activities
Internal Issues

Internal Issues are used to log work on common issues like vacations, sickness and staff
meetings. Remaining estimate is not required for issues that are configured as Internal Issues.

Log Work

s User Paul Bergen

Intermal |
Assigned Issue “ 5?
Walched Pariod Showing 3 intemal Issues

B INT-1 Vacation Time
Fiter B ® INT-iVacstonTme |

[ INT=2 Sick Tirme
Worked =[] INT-3 Staff Meetings

Dascription

Internal Activities

Internal Activities are only used in Planning and if configured an option is displayed in the Tempo PI
an Time window.

e User Faul Bergen

Project

Varsion Petivity | INT = Vacation Planning
Componant Period

Ml Date | 21Mayi13 [

Pranned

Configure internal issues
To access Internal Issues take the following steps:

1. Log in as a user with Tempo Administrators permission.
2. Select Administration from the Tempo drop-down menu in the top navigation
bar, choose Internal Issues.

Internal Issues

In this chapter

Video

In this chapter
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Internal issues is intended for logging work against issues that are common to users like vacation
and sickness hours.

An issue can be selected from existing JIRA issues and modified into an Internal Issue.
An internal issue has the following properties:

® No remaining estimate is required.
® The issue can be selected from a list in the Log Work window.
® Depending on where users log work on an internal issue, they require different permission
for the JIRA project that the issue belongs to:
® On any timesheet, they require Work On Issues permission
® On the worklog calendar, they require Browse Projects permission and Work On
Issues permission

o Users that don't have Work On Issues permission in a JIRA project that has issues
selected as internal will not see those issues in their list.

To add an issue to the Internal Issue list, do the following:

1. Click on the Add Issue button.

@

o= Add Issue Ib

2. The Internal Issue window will display.

Add Issue

Issue .Iin| -

Showing 17 matching issues

B INT-1 - Vacation Time Es!

[ INT-3 - Staff Mestings
[8] INT-8 - Meeting with clients and preperation

3. Select the issue from the Issue key field
4. Click the Save button.

) INT-1 Vacation Timea Delete
| ! INT-2 Sick Time Delete
S ST} & Stafl Meetings Delete
i i SUPPORT-S General customer suppon Delete
' ! CLOUD-24 Flanning and Retrospective meetings Delete
] CLOUD-25 Customer Relations Delete

You can change the list order by using the Up and Down icons. This is the display Issue
drop-down order in the Log Work window on the Internal tab.

Configure internal activities
To access Internal Issues take the following steps:
1. Log in as a user with the Tempo Administrators permission.

2. Select Administration from the Tempo drop-down menu in the top navigation
bar, choose Internal Issues.

In this chapter
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Internal Activity

Activity is a Project, Version or a Component.
Internal activity is intended for vacation planning and other ‘out of office’ time allocation.

To add an Internal Activity , do the following:

1. Click on the Add Activity button.

R

2. The Add Activity window is displayed;

< Add Activity

Add Activity

Type | Version E

Project | Please select x|

Please select b-.'
Version | AKA Control System
Internal
Component | paradigm Cloud
Semwice and Support
| Wikkkieea Cloud

Add Activity | Cancel

3. Select Type - Unscheduled, Version or Component

Select Unscheduled of you want to plan on a Project level.
4. Select Project from a list of JIRA projects.
. Select Version or Component according to your select in the Type field.
6. Click the Add Activity to save your select or Cancel to close without saving.

(4]

o In the user timesheet the internal activities are displayed with a different color than other time
allocations for the user.

0iSepdi1 - 30iSepil o 0z 03 04 05 06 OF 08 08 10

& AKA AKAContral System

g T Employee Issues

Click the Help icon on the top right of the page to open the online documentation

>

Get online help about Tempe Configuring Internal Issues
and Activities

Configuring work attributes

Extract from Tempo Core (plug-in) versio
n: 4.x.x

Product: Tempo Timesheets 8.2

Just as you can add custom issue fields to JIRA issues, you can add custom work-log fields (for example, an Account field or an Overtime fi
eld) to Tempo Timesheets work logs. Custom work-log fields are called work attributes and can be of various types (text fields, numeric fields,
drop-down lists, or checkboxes). Users can also display the content of the fields in timesheet reports and lists.
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Log Work

Issue
User ot
nternal
Only users you have parmission to log work for
Assigned
I55Ue -
Watched
Available issues are from projects for which you have permission to

Filter log woark for others
Period [
Date =
Time
Worked Logged
Remaining estimate Original estimate

Lescrnption

custom worklog fields) s | overtime
Account e

franspon Costs

[0 Log another | Log Work Cancel

Types of work attributes

Type Name Notes

Input fields Numeric input field

Input field A text field.
Drop-down Static list A simple drop-down list. You define the list items in Tempo Timesheets when you add or edit the list.
lists

Account A drop-down list of accounts that users can choose from. You can create only one Account drop-dow

n list for work logs.

Tip

JIRA issues can also include an Account drop-down list, which is a JIRA custom field, not a
work attribute. If users select an account on a work log, the hours are logged to that account and
not to any account that is selected on the JIRA issue.

Dynamic An externally sourced drop-down list. You define the list items in an external service that connects to
dropdown Tempo Timesheets.

Checkbox Checkbox



Procedures

Adding custom fields to worklogs

Configuring external drop-down lists for worklogs
Changing the order of custom fields on worklogs
Editing custom fields on worklogs

Deleting custom fields from worklogs

Related topics

® Configuring and managing accounts
® Including an Account drop-down list on JIRA issues: See 'Accounts custom field.'
® Displaying work attributes in timesheet reports and lists: See 'Additional rows and columns.'

Adding custom fields to worklogs

Extract from Tempo Core (plug-in) versio
n: 4.xX.x

You can add custom fields to the form that users fill out when they log work. Custom fields on work logs are called work attributes.

Product

Tempo Timesheets 8.2

Required permission

JIRA Administrators

Before you begin

® |f the type of custom field that you want to add to work logs is a dynamic dropdown (that is, a drop-down list for which list items
are fetched from an external service), complete the steps on the page Configuring external drop-down lists for worklogs.

® |f the type of custom field that you want to add is an account drop-down list, ensure that one or more accounts are linked to
projects.

Procedure
To add a custom field to work logs, complete the following steps:

1. On the top menu bar, click the Administration cogwheel E’] > Add-ons.
2. In the left column, in the TEMPO section, click Work Attributes.
3. On the first line of the table, fill in the requested information.

® Inthe Type field, if you select Static List (that is, a simple drop-down list), add items to the list by completing the
following steps:

a. Inthe URL or list items column, click Configure list values.
b. Add list items and click Save.

® |nthe Type field, if you select Dynamic Dropdown (that is, an externally sourced drop-down list), complete the
following steps:

a. Inthe URL or list items column, click the link.

b. Inthe API URL field, enter the URL for fetching drop-down list items from an external service. For example, you
might want to create a custom field called Operations on the Log Work form and have users choose an
operation from a drop-down list. The URL is used to fetch the list of operations.

URL Example:

http(s)://ww. acne. con j sonp/ oper ati ons

where you have configured the external service (at www.acme.com) to recognize the URL and return a list of
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operations in a standard format (see the 'Before you begin' section above).

Tips
® Do not add ?cal | back=? to the URL. Tempo Timesheets automatically appends ?cal | back=?t
o the URL when the request is sent to the external service.

® You can set up the external service to return different items for the drop-down list depending on
the following parameters:

® The JIRA username of the user for whom work is logged. In this case, add / { aut hor} to
the end of the URL. For example:

http(s)://ww. acre. coni j sonp/ oper ati ons/ {aut hor}

® The issue that users log work to. In this case, add / { | ssueKey} to the end of the URL.
For example:

http(s)://ww. acre. coni j sonp/ operati ons/ {1 ssueKey}

® The item that is selected in a custom field on the issue. In this case, add the name of the
custom field between curly brackets to the end of the URL. For example, for the Account
custom field, add / { Account } to the end of the URL. For example:

http(s)://ww. acrre. coni j sonp/ oper ati ons/ { Account }

® The name of the custom field can contain spaces; for example { Epi ¢ Nane}.
® The name of the custom field is case sensitive. You must type the name of the
custom field with the same capitalization that the custom field has on issues.

® The account that the user selects in the Account custom field (work attribute) on the Log

Work form. In this case, add / { _Account _} to the end of the URL. There is one
underscore on either side of the word Account. For example:

http(s)://ww. acre. coni j sonp/ operations/{_Account _}

c. Click Save.
4. Click Add.

Configuring external drop-down lists for worklogs

Extract from Tempo Core (plug-in) versio
n: 4.x.x

When users log work, they fill out a Log Work form. You can add custom work-log fields (work attributes) to the form. One type of custom
work-log field is a drop-down list that retrieves list items from an external service. These externally sourced drop-down lists are called dynami
c dropdowns. You define the list items in the external service, which connects to Tempo Timesheets.

Product

Tempo Timesheets 8.2

Required permission

JIRA Administrators
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Before you begin

Learn about how JSONP works on the following IBM page: http://www.ibm.com/developerworks/library/wa-aj-jsonp1/

About this task

In the procedure below, the following example is used:

You want to add a custom work-log field called Operations to Log Work forms so that users can choose an operation from a
drop-down list. Tempo Timesheets sends a request to an external service to fetch the list of operations. A URL is included in the
request. In Tempo Timesheets, in the Administration section, on the Work Attributes page, the URL that is specified for the external
service is in the following form:

http(s)://ww. acrme. coni j sonp/ operati ons
Tempo Timesheets automatically appends ?cal | back=? to the URL when the request is sent to the external service. For example:
http(s)://ww. acre. coni j sonp/ oper ati ons?cal | back=?

At run-time, a callback parameter is generated (for example, f n), and the JSONP library replaces the second question mark in the URL
with the callback parameter.

Procedure

To configure an externally sourced drop-down list, set up the external service so that, when Tempo Timesheets sends the request, the
external service returns a list of operations as a simple key-value list in the following JSONP (not JSON) code format:

Example: JSONP JavaScript with callback named "fn"

fn(
{"val ues":

[

n key"_ ,
"value":"Pl ease select..."

n keyll : n 0100" ,
"value":"This is option ONE"

"key":"0200",
"val ue":"And here is option TWD'

Function and variables

fn In this example, the callback function name is 'fn'. The external service must use the callback parameter (see 'About this task'
above) as the callback function name.

val ues Variables that Tempo Timesheets understands. An array that is called 'values' must be returned and must contain objects with
'key'-'value' pairs.


http://www.ibm.com/developerworks/library/wa-aj-jsonp1/

key

val ue

Making the returned values depend on another selected value
You can set up the external service to return different items for the drop-down list depending on the following parameters:

® The JIRA username of the user for whom work is logged. In this case, the URL in the request that Tempo Timesheets sends to the
external service contains the JIRA username. For example:

http(s)://ww. acre. coni j sonp/ oper ati ons/tayl or ?cal | back=?

where t ayl or is the JIRA username of the person for whom work is logged.

® The issue that users log work to. In this case, the URL in the request that Tempo Timesheets sends to the external service contains
the issue key. For example:

http(s)://ww. acne. cont j sonp/ operati ons/ TO 21?cal | back=?

where TO- 21 is the key of the issue that the user logs work to.

® The item that is selected in a custom field on the issue. In this case, the URL in the request that Tempo Timesheets sends to the
external service contains the key of the item that is selected in the custom field on the issue. For example, for the Account custom
field on the issue, the URL contains the key of the selected account. For example:

http(s)://ww. acre. coni j sonp/ oper ati ons/ 201500?cal | back="?

where 201500 is the key of the selected account.

® The account that the user selects in the Account custom field (work attribute) on the Log Work form. In this case, the URL in the
request that Tempo Timesheets sends to the external service contains the key of the selected account. For example:

http(s)://ww. acre. coni j sonp/ oper ati ons/ 201501?cal | back="?

where 201501 is the key of the selected account.

What to do next

Add the custom field (work attribute) to worklogs.

Changing the order of custom fields on worklogs

Extract from Tempo Core (plug-in) versio
n: 4.x.x

Product

Tempo Timesheets 8.2

Required permission

JIRA Administrators
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Procedure
To change the order of custom work-log fields (work attributes), complete the following steps:

1. On the top menu bar, click the Administration cogwheel E} > Add-ons.
2. In the left column, in the Tempo section, click Work Attributes.
3. Re-order the fields by dragging and droping rows in the table.

Editing custom fields on worklogs

Extract from Tempo Core (plug-in) versio
n: 4.xX.x

Product

Tempo Timesheets 8.2

Required permission

JIRA Administrators

Procedure
To edit a custom work-log field (work attribute), complete the following steps:

1. On the top menu bar, click the Administration cogwheel E} > Add-ons.
2. In the left column, in the Tempo section, click Work Attributes.
3. In the table of work attributes, click an item, and edit the item.

Restriction
You cannot edit the type of a work attribute.

Deleting custom fields from worklogs

Extract from Tempo Core (plug-in) versio
n: 4.xX.X

Product

Tempo Timesheets 8.2

Required permission

JIRA Administrators

Procedure

To delete a custom work-log field (work attribute), complete the following steps:


https://tempoplugin.jira.com/wiki/pages/viewpage.action?title=Documentation+by+product+version&spaceKey=TD&spacesSelectedTab=category&spacesSelectedTeam=core
https://tempoplugin.jira.com/wiki/pages/viewpage.action?title=Documentation+by+product+version&spaceKey=TD&spacesSelectedTab=category&spacesSelectedTeam=core
https://tempoplugin.jira.com/wiki/pages/viewpage.action?title=Documentation+by+product+version&spaceKey=TD&spacesSelectedTab=category&spacesSelectedTeam=core
https://tempoplugin.jira.com/wiki/pages/viewpage.action?title=Documentation+by+product+version&spaceKey=TD&spacesSelectedTab=category&spacesSelectedTeam=core

1. On the top menu bar, click the Administration cogwheel ['] > Add-ons.
2. In the left column, in the Tempo section, click Work Attributes.
3. In the row of the field that you want to delete, click Delete.

Periods in Tempo Timesheets

Periods are used in Tempo Timesheets to display data in all the available Timesheet views except
Agile Timesheet.

The Date navigation defaults on current period and users can navigate to other periods that
defaults to a calendar month. This can be configured in Tempo Administration if preferred.

You can prevent new worklogs in older periods by closing periods in Period management. The Acc
ount Approval Process is also depending on the period statuses in Period Management.

In addition Timesheet Approval Process and Tempo Scheduler can be configured to use Tempo
Periods along with other options.

Configuring periods and week start day

In order to select the dates for the two periods that are used, access Tempo Period with the
following steps:

1. Log in as a user with the JIRA Administrators Global Permission.

2. Select Add-ons from the Administration menu (cog icon: E]) at the top right of your
screen. Then scroll down to Tempo administration left tabs and choose the Period option.

Period

The default selection for period is 1. January and can be changed by taking the following steps:

1. Select the Start date.

The End date is equal to (Start date — 1).
2. Select the Start month: December or January.

The selected period is now period number 0111, (First period of 2011). The period is displayed in
the Timesheet period view by default.

Default period
The default period defines the monthly peried in the organisation and is used for closing peniods, workflows, and billing
Stat [1 [=]
Start month | January T]
2nd period

The default selection for period is 1. January and if the selection is the same as for Period the 2nd
Period is not activated

To activate the 2nd Period do the following:

1. Select the 2nd period start date that is different from the Period start date.
o The end date is equal to (Start date — 1).
2. Select the 2nd period start month: December or January.

The reason for the 2nd period option is that some users choose to have pay period different than a
period used for billing customers.

In this chapter
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2nd Period
An option is to have a second period. If second peniod is configured you can switch between the two different pericds in all views.
2nd panod stard | 4 ZI

Znd period start month | January =]

If both periods are used, Tempo Users can select what period is rendered on Timesheets,
Reports and Worklog pages in Tempo.

Week Start Day

The first day of week in the date picker and Timesheets week display is either Sunday or Monday
according to your settings in JIRA Look and Feel - - > Date/Time formats.

Use 1SO8601 standard in Date Picker No

Turning it on will cause Monday to be the first day of week in the Date Picker, as specified by
the 1508601 standard

Period management

Period Management in Tempo is used to control when users can Log Work on issues, e.g. is the
period still open.

To Open or Close a period, you will need to access the Period Management:

1. Log in as JIRA or Tempo Administrator.
2. Select Administration from the Tempo drop-down menu in the top navigation
bar, choose Period Management.

The Period Management page in Tempo Administration (click to enlarge)

WHRA Dmedcarss - Progcss - isees - Agie - Tompo - | G

Administration 4 E A L

Patody e oaed i Temps b contrl B aneny can TLog Work™ 50 50 mnus o0 8 carlse date aed i the. “Rpprowsl Processss™  Galsci yesr [ 200 [

Parod Humber  Penod Faterh b Taarm Wdmtesr BRNIUS TOr USeTs wai Approve Tirrsshaw! Pem

o AFBEE1 S - HBepiE Cpin * Opes @

pn i
pin s
5 a1 CRLURME - 3OUURE Open T Open *

The current period is displayed in bold text and periods in the past are Closed by default.
You can change the Status for each Tempo Role according to your needs.

Closed for Tempo Team members:

Users as team members can not add or edit work-logs within the specific period. Users with the A
pprove Timesheet permission can edit, split, and move work-logs in this Closed — Open state if
they have the corresponding project permissions. If the Timesheet Approval Process is enabled,
users with the Approve Timesheet permission can Approve or Reject timesheets for team
members.

Closed for Tempo users with Approve Timesheet permisson:

The period is usually closed for users with the Approve Timesheet permission, a few days later tha
n for team members. This allows the users with the Approve Timesheet permission to review their
team members' timesheets. When all timesheets have been approved, the period is closed. The Ti
mesheets Status is changed to Closed and work-logs cannot be changed in the Closed — Closed
state.

I, The period management does not affect the 2"d period if one has been selected in the Period

In this chapter
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Configuration.

Click the Help icon on the top right of the page to open the online documentation:
M
[ Get online help about Tempeo Period Managéﬁient ]

Configuring Tempo scheduler

The Tempo Scheduler can both be used to schedule closure and reminders to add and edit workl
ogs within an Open Period.

To access the Tempo Scheduler do the following:
1. Login as a user with the JIRA Administrators Global Permission.

2. Select Add-ons from the Administration menu (cog icon: E) at the top right of your
screen. Then scroll down to Tempo Timesheets administration left tabs and choose the S
cheduler option.

Tip: Use Keyboard Shortcut instead: g then g and start typing Scheduler.

Scheduled closing dates

The scheduler can be used to schedule intermediate closing dates within an Open Period. After a
scheduled closing date, users who do not have Approve Timesheet permission for their team are
blocked from adding and editing worklogs for dates that are before the closing date. To add or edit
such worklogs, users must ask a user with Approve Timesheet permission for their team to grant a
short Grace Period, during which the worklogs are accessible. An overview of a scheduler
configured with weekly closing dates is shown in the image below.

Example of a scheduler configured with weekly closing dates (click to enlarge)

Scheduler @

The table below shows the name and type of the scheduler along with scheduling statuses of email reminders and the next closure date

Current Scheduler Settings

Name: Weekly Reminder

Type: Weekly

Status Reminder: @ 25/Aug/13 23:59 GMT o
Late Reminder: & 27/Aug/3 11:58 GMT @
Active: @

Last Close: 11/AgM 3 23:50 GMT

Next Close: 2TiAugi13 23:59 GMT

Operations: Edit

Disable Tempo Scheduler
Test Scheduler Email
List Users that Recelve Emall from Scheduler

Agrace period can be granted to certain users in the Team Timesheel. All open grace periods can be viewed here below
o The green ticked icon shows active items, but inactive items would be shown with a red minus
icon.

In the Operations line, click the Edit link to adjust settings for the Scheduler. The edit mode for the
Scheduler is opened and looks like in the screenshot below. The items from both screenshots are
explained in the table below.

The Edit Scheduler screen (click to enlarge)

On this page

® Scheduled
closing dates

® Scheduled
reminders

In this chapter
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Edit Scheduler @
HEMD | weekly Remindar
Type | Weekly

Monday () Tuesday () Wednesday () Thursday () Friday () Satunday @& Sunday

Clase 3 working days after end date

Emad Settings & Status reminder for all users - Tempo usors will recoive reminder on end date
& Status reminder for lats users - Tempo usors with uncompleted timesheets will recahve mminder hours: (sot below) belon close
tima

[F] hours bafor closune

Save Cancal

Table: ltems from the screenshots above explained

Scheduler Iltem Description

Name The name of the scheduled closure
configuration.

Type Three types can be chosen from a drop-down,

e.g. Weekly, Biweekly or Period.

Status Reminder In the edit mode you choose which day of the
week to repeat the scheduled closure on. The
Status Reminder will show the next scheduled
end date, given the type and repeat date
chosen. This becomes the date when an email
is sent about Status reminder for all users.

o The reminder emails can be edited by
clicking the icon at the end of the line, that
opens the Configuring the email template in
Tempo scheduler screen.

Late Reminder The Late Reminder is calculated from two
items in the edit mode, Close [ ] working
days after end date and Send email to late
users [ ] hours before closure. The box for
sending Status reminder for later users need
s to be ticked to activate the Late Reminder.

o If the closing should happen 2 days after
end date, but the email is sent 12 hours before
closure, the Later Reminder happens 1.5 days
after the end date (as in the screenshots
above). If the closing and end dates are the
same (0 working days after end date) and the
email will be sent 12 hours before closure, e.g.
it will be sent 12 hours before the closing/end
date.

Active If a green ticked icon is shown in the
Scheduler Settings overview, the Activate
This Scheduler box has been ticked in the
edit mode.

Last Close Gives the last closing date, based on the
number given in Close [ ] working days after
end date and the Type chosen.

Next Close Gives the next closing date, based on the
number given in Close [ ] working days after
end date and the Type chosen.

Operations Edit link to open the edit mode.

o A different Time Zone setting for the current user in her/his JIRA User Profile, will be displayed
additionally in the Scheduler Settings.
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A different Time Zone in the JIRA User Profile

41k

Time Lone Australia

(GMT+10:30) Lord Howe v

The time zone used when showing date time information.

Current Scheduler Settings, displaying also the different Time Zone in the brackets
Current Scheduler Settings

Name: Weekly Reminder

Type: Weekly

Status Reminder: & 25/Aug/13 23:59 GMT (26/Aug/13 10:29 LHST) 2
Late Reminder: & 27/Aug/13 11:59 GMT (27/Augi13 22:29 LHST) (2

Active: ]

Last Close: 11/Aug/13 23:59 GMT (12/Aug/13 10:29 LHET)
Next Close: 27/Augi13 23:59 GMT (28/Augf13 10:28 LHST)
Operations: Edit

In the first screenshot above, three links are shown:

1. Disable Tempo Scheduler - displays the following screen:

Scheduler
Tempo Scheduler is curmantly disabled.
Tempo Scheduler activates automatic closure of timesheet hours registration. Two different email reminders can be enabled.

Enable Tempo Scheduler

2. Sending test email from Tempo scheduler

3. List Users that Receive Email from Scheduler - displays a list of users receiving emails
from the scheduler. The users listed must have 'Work on Issues' permission for at least
one project, and in order to receive email, they need to either have logged some time or be
in a workload scheme with required workload.

Scheduled reminders

Scheduled Reminders differ from Scheduled Closures, in that they are just reminders and there is
no closing date. This means that when editing the Scheduler, the box Make Scheduler Close stay
s unchecked - see screenshots below.

Current Scheduler Settings for Scheduled Reminders - Last and Next Close are not listed

Current Scheduler Settings

Name: Weekly Reminder

Type: Weekly

Status Reminder: @ 25/Augl13 23:59 GMT =
Late Reminder: & 26/Aug/13 11:59 GMT 2
Active: @

Operations: Edit

Edit Scheduler page with Make Scheduler Close is unchecked (click to enlarge)
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Edit Scheduler @
Mame  [weekly Reminder
Type | weekly
Repeat on (Weakly) () Monday () Tuesday () Wednesday () Thursday () Friday () Saturday (3) Sunday
Make Scheduler Close

Email Settings & Status reminder for all users - Tempo users will receve reminder on end date
& Status reminder for late users - Tempo users with uncompisted tmesheots will recoive mmindor hours (50t bolow) after end date

I Send email 1o late users. [z hoiars aMer end date

Activate This Scheduler &

Save Cancal

o Note that Send email to late users [ ], changes from hours before closure to hours after
end date.

Configuring the email template in Tempo scheduler

This is a child page of Configuring Tempo scheduler, explaining the Reminder email templates.
They can be edited according to your needs and an edit icon is displayed for active Reminders to
the end of each line.

The edit icons for active Reminders - Status and Late Reminder
Current Scheduler Settings

Name: Weekly Reminder

Type: Weekly

Status Reminder: ] 25/Aug/13 23:59 GMT
Late Reminder: & 27/Aug/13 11:59 GMT
Active: @

The snapshots below focus on Status Reminder, but the Late Reminder functions similar. To edit
a Reminder, start by clicking the edit icon as in the screenshot above - this opens the Edit
Template For Status Reminder page.

The Edit Template For Status Reminder page (click to enlarge)

Edit Termpilate For Status Reminder
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o Note that in order to show the whole Template text, the lower part has been fused into the
screenshot - the strange scrollbars short of show this.

To the right of the Template text window is a list of Available parameters, to use in changing the
HTML. Use the Show Preview button at the bottom to view the changes you have done. Once
done click the Save button or the Cancel button to close without saving.

An example of the Template text above shown by clicking the Show Preview button

In this chapter




Hi $userFirstName
This is just a friendly reminder that Tempo will close for time registration for the current period soon.
Your SreminderType timeshest status as of Snow
Period: | SdateFrom to SdateTo
Registration closing time: | SclosingDate
Your required hours for this period: | ShoursRequired
Your logged hours for this period: | ShoursLogged
Status: ShoursDifference

Status for period $period-dateFrom - Speriod-dateTo

Through $dateTo: Speriad-
Whole period: hoursLogged-

teday / Speriod-
Speriod- 2
hoursLogged ?[;L;rsﬁequlred-
Speriod- ¥
hoursRequired

Status for 2nd period $period2-dateFrom - Speriod2-
dateTo

Through $SdateTo: Sperod2-
Whole period: NoursLogged-

4 today / Speriod2-
Speriod2- H
hoursLogged / r;juersﬂeumred-
Speriod2- ¥
hoursRequired

Please be sure to complete your timesheet in a timely manner :)
Cheers,
The Tempo Email Robot

P.5. You are receiving this e-maill because you are in & Tempo group in this JIRA instance; $basalRL
Close

Below are a few tables listing the Available parameters and what they all mean.

o All changes can be tested by sending a Sending test email from Tempo scheduler from the

scheduler.

Table: General Available parameters

Parameter Name

userFirstName
userFullName
reminderType
dateFrom
dateTo

closingDate

hoursRequired

hoursLogged

hoursDifference

now

baseURL

statusClass

Description

User first name used in the greeting

User full name used in the greeting

The types can be Period, Weekly or Biweekly
Start date of the period being closed

End date of the period being closed

Closing date/time of the period being closed,
e.g. when the close scheduler runs

Users required hours for the period being
closed

Users logged hours for the period being closed

The difference between required and logged
hours for the period being closed

Date and time of the user timesheet status,
e.g. when the status is sent

The JIRA URL used in the P.S. section info

Used to highlight hour difference with red if
hours are missing

The following parameters are only available in for the Weekly or Biweekly status
emails. These parameters add information about the status of current Tempo period.



Table: Available parameters for the Period

Parameter Name
period-dateFrom
period-dateTo
period-hoursRequired
period-hoursLogged

period-hoursRequired-today

period-hoursLogged-today

period-hoursDifference

period-statusClass

Description

Start date of the period

End date of the period

Users required hours for the period
Users logged hours for the period

Users required hours for the period from period
start through scheduler close date

Users logged hours for the period from period
start through scheduler close date

Difference between required and logged hours
in the period

Used to highlight hour difference with red if
hours are missing

The following parameters are only available in for the Weekly or Biweekly status emails
when the 2nd period is enabled in Tempo. These parameters add information about the

status of current Tempo 2nd period.

Table: Available parameters for the 2nd Period

Parameter Name
period2-dateFrom
period2-dateTo
period2-hoursRequired
period2-hoursLogged

period2-hoursRequired-today

period2-hoursLogged-today

period2-hoursDifference

period2-statusClass

Granting a grace period

Description

Start date of the period

End date of the period

Users required hours for the period
Users logged hours for the period

Users required hours for the period from period
start through scheduler close date

Users logged hours for the period from period
start through scheduler close date

Difference between required and logged hours
in the period

Used to highlight hour difference with red if
hours are missing.

This is a child page of Configuring Tempo scheduler, explaining what a Grace Period is. When
the Scheduler is used to schedule a closure, users are blocked to add and edit worklogs within an
Open Period after the closing date. In order to be able to add and edit to those worklogs after the
closing date, they will have to ask the user with the Approve Timesheet permission to grant them a
short Grace Period to reopen the access. Users with the Approve Timesheet permission can grant
users a Grace Period of any length from the Actions list in the Team Timesheet and Project

Timesheet.

Granting a Grace Period in the Team Timesheet for Bob Johnson

In this chapter
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This opens the Grace Period window, where you fill in the following:

1. Grace Hours - The number of hours the user has to complete the timesheet.

2. Select Period from and Period to dates for the Grace Period that needs to be opened.
3

. Click the Add Grace Period button if you are done or the Cancel link to close without
saving.

The Grace Period window

Grace Period

User Bob Johnson

Grace Hours 2
Period from | 14/Jul13 | [§

Periodto | 21/JulM13  |[H

Add Grace Period Cancel
Open Grace Periods are listed at the bottom of the Scheduler page, in the Tempo Timesheets
Administration - see screenshot on the parent page and below.
A list of Open Grace Periods in the Scheduler (click to enlarge)

List Users that Recelve Email from Scheduler

A grace period can be granted to certain users in the Team Timesheet. All open grace periods can be viewed here below

Open Grace Periods

User From To Open until
paul 07iJuln3 200ulf3 21/AugM3 16:21
bab 14/Julf3 21/ JulM3

21/AugM3 16:21

o The list shows that Bob Johnson has an open grace period until July 30th 2013 at 17:52 and
can add or edit worklogs from July 14th to 21st.

»



Sending test email from Tempo scheduler

This is a child page of the Configuring Tempo scheduler, explaining the Test Scheduler Email feat
ure. The JIRA Administrator can send an email for testing from the Scheduler, by clicking the Test
Scheduler Email link on the Scheduler screen.

The Test Scheduler Email link on the Scheduler screen (click to enlarge)
Scheduler ®
The tabbe below shows the name and lyDODf the schaduler along with scheduling statuses of email reminders and the next closure date
Current Scheduler Settings

Name: Weakly Reminder

Type: Weaakly

Status Reminder: @ 25/Aug/13 23:59 GMT
Late Reminder: @ 27/Augi13 11:59 GMT 3

Active: -]

Last Close: 11/Aug/13 23:59 GMT
Naxt Closa: 27IAugM3 23:59 GMT
Operations: Edit

Disable Tempeo Scheduler

Test Scheduler Emall L3

The Send Test Email screen is opened, as in the screenshot below.

The Send Test Email screen

Send Test Email @
Email type | status Reminder
Rarmindes ypd | weekly
Week ends on Monday Tuesday Wednesday Thursday Friday (=) Saturday Sunday
Calculate status for user oy

Send emall 1o Tiohnatis

To send an email do the following:

. Select an Email type, either Status Reminder or Late Reminder.

. Then select a Reminder type, one of three - Period, Weekly or Biweekly.

. Choose the day the Week ends on.

. Select a user in the user picker field - Calculate status for user. If the field is left empty
the current user will be used, which is also the default value.

The test email message will include the calculated period status for the selected user.
5. Write the email address you want to use for the test in the Send email to field.

The default email address is for the current user.
6. Click the Send button to finish and you check the users inbox for an email.

A OWN PR

Configuring fields and properties

The Fields screen in the Tempo administrative section gives options to configure certain fields and
properties to make a worklog valid for Account Reports. This is also the screen to select JIRA
custom fields to include in a Tempo XML export. Take the following steps to open the Fields
screen:

1. Log in as a user with the JIRA Administrators Global Permission.

2. Select Add-ons from the Administration menu (cog icon: E:) at the top right of your
screen. Then scroll down to Tempo administration left tabs and choose the Fields option.

Tip: Use Keyboard Shortcut instead: g then g and start typing Fields.

The Fields screen in the Tempo administrative section (click to enlarge)

In this chapter

In this chapter



https://tempoplugin.jira.com/wiki/display/TEMPO/Reports
http://confluence.atlassian.com/display/JIRA063/Managing+Global+Permissions
https://confluence.atlassian.com/display/JIRA063/Using+Keyboard+Shortcuts#UsingKeyboardShortcuts-administrationsearchdialogbox

Administration < S =a seme L]
Proects  Hhiued Ui PAARGETSS  Sylle  Add-tad

Fislda

0 o e i e deinc o i e trocioms Il e Socuried K0 ke & woriog visd o ioounieg

ATLABSAN WARRETFLACE

S D Udar Proparty
B SO Lt Pty 5 o i Wit s AT o i) s i, i T ety il il P i i i s e i . i

S [

Expressian

o o craale a0 spression 4 sk mor Bekde 4o b reguined b 8

——
A amampi of an exprecn b e folowng feks regures Account and & Fia Venion or o Gomponent i faVensien || compenesta) &8 Account

Exprminsn o wagmainm

Euntom Floids
Al chch WUA Cuntom Fiakte 378 rciuied e XML suport of Tarmen data a2 Bated 1 our Temp Serwiet Macus! page

Actourn i 16T i)
e e [, i i i o oroe Do ot G 1088)

JIRA Agle L
Classa) igganc
Licaras Detads

SLE COLLECTORS

o Expor piled by

Save

Configuring staff ID property
Staff ID user property

If Tempo Accounts is being used and connected to an external accounting system, a unique Staff
ID is often required. A User Property can be created for this purpose and set here.

ﬁj]m Dashboards ~ Projects - Is5ues Tempo ~ Boards - Create

Administration & search JiRA admin
Applications  Projects  Issues  Add-ons  User managemen! System

Fields
ATLASSIAN MARKETPLACE

On this page you can select the fields and prapenties that are required to make a worklog valid for accounting

Find new add-ons

KManage add-ons

Stafff IDr User Property
Purchased add-ons

Select a JIRA User Property to be used in Tempo as staff id. If nothing is selected user's login is used Note:

TEMPO Staff id property [SSN v

The user property to be used for all users, needs to be set on the JIRA Administrator performing
this action, in order to be displayed in the list.

Worklogs created by users that don't have the set property, are shown as Invalid worklogs in
timesheets.

All user properties are included in the XML export as documented in the Tempo servlet manual. If
no Staff ID User Property is selected the user's login name is used in the XML export.

Configuring expression for valid worklogs validation
Tempo Expression

Setting an Expression enforces validation of the work attributes used in it. An example for the
required field Account along with a Fix Version or a Component would be: "(fixVersions ||
components) && Account".

In this chapter
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Filglds

JIRA Issues that are not valid according to the expression, are shown with red Invalid worklogs lab
el in timesheets.

This means that the expression is used exclusively for validation and the Tempo Accounts custom
field is ignored if it is not in the expression. All JIRA Projects that do not have Accounts Linked, are
not included in the validation for Invalid worklogs.

For best results when using custom fields in the expression, copy and paste the field name to avoid
problems resulting from case sensitivity.

Including custom fields in APl export

Custom Fields in Tempo export

Check the fields in this section to be included in the XML, which can be generated with Tempo
servlet manual. Several JIRA custom fields types have been tested for exports:

Free Text Fields
Select List
Cascading Select
Multi Checkboxes
Radio Buttons
Number Field

Other fields to export as shown in the screenshot are Export billed hours.

Custom fields section on Fields page - click to enlarge

Flelds

VWorkiog Atributes Custom Fialds

Al checked JIRA Custom Flalds arg inchuded in the XML seport of Temps data as Bsted inoour Tempo Serviet Manual page
Account id 10611)

Account |depracated, ihis fiskd is no longes baing usad] (. 10005)
(- 10004)

id 1021Z)

10002y
0010y
ey (id 10310)

TEMPO ACCOUNTS

Speint (i 10110)
Story Points (id 10003)
Team (id 10410]
& Testinglabal (4 10710)
Export ather flelds

& Expon billed hours
The Export billed hours option is selected by default. However, for billed hours to be exported,
the first or both of the following options in Global Configuration must also be checked:

® User with Approve Timesheet Permission can set billed hours
® Other users can set billed hours

Configuring and managing teams

Extract from Tempo Teams (plug-in) versio
n: 3.xX.X

In this chapter
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This page and its child pages explain what a user with Tempo Team Administrators permission can
do, consisting of managing programs and teams, along with configuring each team.

Manage teams overview

® A user needs to be configured through JIRA Global Permissions section, to get the Tempo
Team Administrators permission.

® This permission gives access to manage/browse all teams, e.g. to create and configure
teams, along with managing team programs.

® Having this permission, does not automatically include Approve Timesheets and Plan Time
permissions - this user can though give her/himself these permissions.

® When creating or configuring a team, a Team Lead can be added, which is not really a
permission, but rather a role that automatically gains permissions for each team.

Adding a Team field to JIRA screens

Extract from Tempo Teams (plug-in) versio
n: 3.xX.x

The Tempo Team Custom Field is installed automatically with Tempo Teams, but needs to be
associated to screens. The custom field makes it possible to give JIRA Issues to a Tempo team,
and the team can then be used in the JIRA Issue search, like when creating filters for JIRA Agile
boards.

o Giving Epics to a team will also give all the associated JIRA Issues to the team. Same goes for
sub-tasks of an Issue that is given to a team.

In Tempo Planner, this custom field is also used behind the scenes in Program Planning, when
giving backlog items to teams.

Required permission

JIRA Administrators permission

Procedure

1. The Custom Field is Automatically Installed

® Login as a user with the JIRA Administrators Global Permission.

® Choose the cog icon E at top right of the screen, then choose Issues, a
nd select Fields > Custom Fields (left tabs).

Tip: Use Keyboard Shortcut instead: g then g and start typing Custom
Fields.
® Scroll down to the Team Custom Field, which by default it is not associated
to any screens.
® The field is automatically installed with Tempo Teams and locked.

o In case the field needs to be renamed it can be done in Tempo's
administrative section.
® |tis available globally for all issue types.

2. Associating to Screens

s . ]

® To associate the field to screens, click on the cog-wheel menu to the right
and select the Screens option.

In this chapter
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®* The Associate field Team to screens page is displayed.
® Select how you want to associate the field to screen(s) (Default Screen,
Resolve Issue Screen or Workflow Screen) and click the Update button.

Tutorial

Adding the Team field to JIRA screens

The following Tempo Planner video tutorial is valid also for other Tempo
products.

3. Giving an issue to a team

® Edit an Issue, and give it to a team.

Note, the team list displayed in the drop-down, is associated with
having the Browse Team permission for each team.
® When creating an issue, the teams linked with the project, are suggested at
the top of teams in the drop-down list.
® |n Tempo Planner, the custom field is also used behind the scenes in
Program Planning, when giving backlog items to teams.

o Note, this doesn't require any configuration of the field out of the box.

Changing the name of the Team field

Extract from Tempo Teams (plug-in) versio
n: 3.xX.X

If the default name for the Teams Custom Field needs to be changed, due to having a previous
custom field with the same name, it can be done in the administrative section of Tempo. This page
explains how to edit the field name:

Required permission

JIRA Administrators permission

Procedure

1. Log in as a user with the JIRA Administrators Global Permission.

2. Select Add-ons from the Administration menu (cog icon: E]) at the top right of your

screen. Then scroll down to Tempo Teams administration left tabs and choose the Team
Field option.

o Tip: Use Keyboard Shortcut instead: g then g and start typing Team Field.

3. This opens the Team Field screen, where you click on the pencil icon next to the Field
Name to open the Change Field Name dialog - see screenshot below.

4. Edit the name and click the Change button to finish or the Cancel link to opt out.

The Team Field administrative screen (click to enlarge)

In this chapter
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Naming team roles

Extract from Tempo Teams (plug-in) versio
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Tutorial

How to create teams and to name team roles

When adding/editing a new team member, a new role may sometimes be needed. This page

explains how to add/edit a role: On this page
® Add Team
. . Role
Required permission e Edit Team Role

JIRA Administrators permission

In this chapter

Add Team Role

Procedure

To add a new Team Role do the following:
1. Login as a user with the JIRA Administrators Global Permission.

2. Select Add-ons from the Administration menu (cog icon: E) at the top right of your
screen. Then scroll down to Tempo Teams administration left tabs and choose the Team
Roles option.

o Tip: Use Keyboard Shortcut instead: g then g and start typing Team Roles.
3. Type a Name for the new role into the field as shown in the screenshot below and click
the Add button next to it.

The Team Roles administrative screen (click to enlarge)
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Edit Team Role

® Click in the Name field to Update an existing role.

Name
Member Default
Business Analyst Delete - Set Default
Designer | Update | Cancel
&
Developer Delete - Set Default

® Click the Delete button next to role you want to delete and a confirmation window is
displayed.

® Click the Set Default button at the end of it's line to set a default role and a confirmation
window is displayed.

Related topic

Changing the roles of team members

Tempo team navigator

Extract from Tempo Teams (plug-in) versio
n: 3.xX.x

In the teams navigator, you can search and filter all Tempo Teams that you have permission to view.

Accessing the teams navigator

Click Tempo > TEAMS more.
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The teams navigator (click to enlarge)
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Filtering the list of teams

Above the list of teams, the filter menu bar contains filter attributes, such as Member, Lead, and (for Tempo Planner) Program.

Filtering by searching

On the filter menu bar, in the search field, type text that you want to search for, and press Enter. Teams that contain the text in one or more of
the fields of the team are listed.

Filtering by selecting attribute values

Complete the following steps:

1. On the filter menu bar, click a filter attribute.
2. From the list that is displayed, select one or more values of the attribute.
3. On the filter menu bar, click Search.

Filter example - by Member
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Service & Support

Related topic

Creating teams

Browsing a team

Extract from Tempo Teams (plug-in) versio
n: 3.X.x

Required permission

Browse Team permission for the team

Procedure

To open the overview page for a team, click on the team link in the Tempo teams navigator.

The overview page for the Azome Web Dev team (click to enlarge)

On this page

Team tabs
Header menus
The team's
Mission

Team Links
Planning
Agenda
People in the
team
Navigation

Related pages

Granting
permission to
users

Team Reports
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The numbers on the screenshot, are explained in the table below.

Table: Explaining the numbered items from the screenshot above

Item Number

1.

Description

Overview, Reports and Configuration tabs for
the team.

o The Configuration tab is displayed in all
teams for users with Tempo Team
Administrators permission. The tab is
displayed for Team Leads in their own teams.

There are two header menus. The first menu
has three options; To go back to the Teams
Browser, to open the Accounts Browser and to
open JIRA Agile Boards browser (given JIRA
Agile is installed).

o Note that JIRA Agile needs to be set-up
for the Boards option to be available.

The second menu shows all the teams that the
current user has access to and by selecting a
new team the page below the header displays
the new team.

Select a browser

@b Teams z_§ GC Product
AR &
Agcounts
Ovarviow
Boards

Select a new team

Teams = | GC Prosuct Dew Ter

-

" Azome Web Dev 5

L Rv—
Harw Toam
Servios & Support
Team Tangs
Tean Wikcsea

Wiets Dirvoiogenant

o Note the GC Product Devlopment link next
to those menus, which opens the program the
team belongs to.
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The Overview page displays a few items for
the team. The first item is the Mission for the
team, which is defined afterwards on the Confi
gure screen in the Configuration.

This item gives an overview of the Team Links
(Projects or Scrum Boards) linked to the team.
The linking is done on the Links page. By
clicking on either a Project or the linked Scrum
Board, the respective JIRA Project and JIRA
Agile Scrum Board pages are displayed.

The Agenda section is only shown if Tempo
Planner is installed and if it has
active/upcoming iterations or sprints planned
on the team. Some statistics are also shown
for these Agenda items.
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Creating teams

The People section displays all the members
of the team, e.g. their name, Roles and
Availability. The names are sorted
alphabetically from left to right and then down
the page. The lead of the team is displayed,
either just as Team Lead or Team Lead &
other role + xx%, with her/his title shown in
bold letters.

" oT-TOOT3I0Z

T C

® By hovering over the name of a
member, her/his pop-up profile is
displayed, as in the left screenshot.
Clicking on the Activity link in the
member pop-up, opens the activity
stream in the user's Profile.
® More -> Profile, opens the user's

Profile.
® More -> Current Issues, opens
the JIRA Issue Search with the
user's current issues.
® More -> Administer User, opens
the JIRA User Management -
Users - the selected user. (This is
only available for users that are
JIRA Administrators).

Future members are shown in a box below
the current members, and are either existing
JIRA users (or current employees) or new
hires (jane smith will join Azome Web Dev -
Nov 24, 2014).

o When a JIRA user has been created for
the new hire, the names can be mapped
together.

The Tempo Team Timesheet does only show
active memberships at any given date range.
This means for example that user Bob
Johnson, who is joining Team Tango during
April, will only be displayed in the Team
Timesheet during that month.

® The Team tab/button refreshes the
current page.

® |f Tempo Planner is installed a Planning t
ab/button is displayed. Click on the button
to open the Planner Timeline.

® |f Tempo Timesheets is installed, a Time
Tracking tab/button is displayed to open
the Team Timesheet for the team.

® The Reports drop-down has the same
options, as detailed on the Team Reports

page.
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Tutorial

How to create teams and team roles

A team might consist of, for example, the people in one department of your company, or it might be a scrum team if you work in an agile
software development environment.

Required permission

JIRA Administrators or Tempo Team Administrators

Procedure

To create a team, complete the following steps:

1. On the main menu bar, click Tempo > TEAMS more.
2. On the Teams page, in the upper-right corner, click Create New Team.
3. In the Create Team window, fill in the information, and click Create Team.

The new team is automatically added to the list on the Teams page.

What to do next

Configure basic team information.

Configuring basic team information

Extract from Tempo Teams (plug-in) versio
n: 3.xX.X

You can edit the following basic information about a team: team name, summary description, team lead, the program (or group of teams) to
which the team belongs in Tempo Planner, and the team's mission.

Required permission

One of the following permissions or roles:

® JIRA Administrators permission
® Tempo Team Administrators permission
® Team Lead role

Tutorial

The following Tempo Planner video tutorial is valid also for other Tempo products.

Procedure

To configure basic team information, complete the following steps:

1. Go to the team configuration page (Tempo > TEAMS more > name of team > Configuration).


https://tempoplugin.jira.com/wiki/pages/viewpage.action?title=Documentation+by+product+version&spaceKey=TD&spacesSelectedTab=category&spacesSelectedTeam=teams
https://tempoplugin.jira.com/wiki/pages/viewpage.action?title=Documentation+by+product+version&spaceKey=TD&spacesSelectedTab=category&spacesSelectedTeam=teams
https://tempoplugin.jira.com/wiki/display/TEAMS030/Configuring+basic+team+information
https://tempoplugin.jira.com/wiki/pages/viewpage.action?title=Documentation+by+product+version&spaceKey=TD&spacesSelectedTab=category&spacesSelectedTeam=teams
https://tempoplugin.jira.com/wiki/pages/viewpage.action?title=Documentation+by+product+version&spaceKey=TD&spacesSelectedTab=category&spacesSelectedTeam=teams

2. In the Configure Team area, you can edit the team name, summary description, team lead, associated program, and mission.

Tips
® Only users with Tempo Team Administrators or JIRA Administrators permission can change the team lead.
® For Tempo Planner only: For information about programs, see the related topic below.

3. Click Update.

What to do next

Configure team membership

Related topic

For Tempo Planner: Grouping teams together, as a program

Configuring team membership

Extract from Tempo Teams (plug-in) versio
n: 3.xX.x

You can configure team membership by, for example, adding or removing members, planning for new members to join at a later date, giving
a team member different roles for different time periods, or changing the amount of time that a team member dedicates to the team.

Required permission

One of the following permissions or roles:

® JIRA Administrators permission
® Tempo Team Administrators permission
® Team Lead role

Procedures

Adding team members

Extract from Tempo Teams (plug-in) versio
n: 3.X.x

Required permission

One of the following permissions or roles:
® JIRA Administrators permission
® Tempo Team Administrators permission
® Team Lead role

Tutorial

The following Tempo Planner video tutorial is valid also for other Tempo products.
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Procedure

To add members to a team, complete the following steps:

1. Go to the team configuration page (Tempo > TEAMS more > name of team > Configuration).
2. In the left column, click Members.

3. On the Team Members page, do one or both of the following tasks:
® Add individual team members by filling in the fields in the top row of the Users table and clicking Add.
Users

The name of the team member. If the team member is a JIRA user, start typing the user's name and select the
name from the list. If the team member is not yet a JIRA user, type the user's name.

Status
Status is assigned automatically and depends on the joining and leaving dates (see below).

Active: Current team member
Inactive: Past or deactivated team member
Upcoming: Future team member

Roles

You can click the field and select a role (for example, designer, developer, or marketing) from the list. The
default role is 'Member," unless a JIRA Administrator changed the default. Only users with JIRA
Administrators permission can add new roles to the list. (For information about adding roles, see Team roles.)

Availability

The percentage of the team member's work time that will be dedicated to this team. For example, a team
member that works on two teams might have availability of 50% for this team. The default is 100%.

Joining
If the team member plans to join the team at a later date, choose the date on the Joining calendar.

Leaving

If the team member plans to leave the team on a known date, choose the date on the Leaving calendar.

Tip

You can add a member to the team more than once but for different dates. For example a team member can have one
role one month and a different role the following month. The team member is listed only once in the list of all team
members. You can view information about the team member for other dates by clicking Edit on the team member's row.

® Add multiple team members simultaneously by selecting a JIRA group in the top row of the Groups table and clicking Add.

Tip
With this method, you cannot set roles, availability, joining dates, or leaving dates for individual team members. You can
only add or remove the group as a whole.

What to do next

See where team members are displayed by clicking Overview. In the People section, the active team members are first displayed, with their
roles and availability for the team. Upcoming team members are displayed in an information box, with the date on which they plan to join.

Related topic

Team roles

Changing the roles of team members
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Team roles (for example, designer, developer, or marketing) were set when users were individually added to the team. You can change the
roles of these team members. You cannot set roles for members that were added to the team as part of a JIRA group.
Required permission

One of the following permissions or roles:

® JIRA Administrators permission
® Tempo Team Administrators permission
® Team Lead role

Procedure

To change the role of a team member, complete the following steps:
1. Go to the team configuration page (Tempo > TEAMS more > name of team > Configuration).
2. In the left column, click Members.

3. On the Team Members page, in the row of the team member whose role you want to change, click Edit.

4. On the individual team member's page, do not click the top Roles field. Instead, in a row beneath that field, double click the role that
you want to change, and select a new role from the list.

5. Click Update.

Tip
Only users with JIRA Administrators permission can add new roles to the list of roles. For information about adding roles, see the
related topic below.

What to do next

You can return to the list of all team members by clicking Members in the left column.

Related topic

Team roles

Changing the availability of team members

Extract from Tempo Teams (plug-in) versio
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A team member might be available to work for the team for 100% of the working hours. Another team member might be available to work
60% for one team and 40% for another team. The availability percentage of a team member to work on a team was initially set when the team
member was added to the team. You can change the availability percentage.

Required permission

One of the following permissions or roles:

® JIRA Administrators permission
® Tempo Team Administrators permission
® Team Lead role
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Procedure

To change the availability of a team member to work on a team, complete the following steps:
1. Go to the team configuration page (Tempo > TEAMS more > name of team > Configuration).
2. In the left column, click Members.
3. On the Team Members page, in the row of the team member whose availability you want to change, click Edit.

4. On the individual team member's page, do not click the top Availability field. Instead, in a row beneath that field, click the availability
percentage that you want to change, and use the small arrows to increase or decrease the percentage.

5. Click Update.

Tip
Only users with JIRA Administrators permission can add new roles to the list of roles. For information about adding roles, see the
related topic below.

What to do next

You can return to the list of all team members by clicking Members in the left column.

Related topic

Team roles

Changing the dates of team membership

Extract from Tempo Teams (plug-in) versio
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Team membership dates might have been set when users were added to the team. You can change the dates on which users plan to join
and leave a team.
Required permission

One of the following permissions or roles:

® JIRA Administrators permission
® Tempo Team Administrators permission
® Team Lead role

Procedure

To change dates of team membership, complete the following steps:
1. Go to the team configuration page (Tempo > TEAMS more > name of team > Configuration).
2. In the left column, click Members.

3. On the Team Members page, in the row of the user whose membership dates you want to change, click Edit.

4. On the individual team member's page, do not click the top Joining or Leaving fields. Instead, in a row beneath those fields, click
the Joining or Leaving date (or the blank space, if there is no date).

5. Click the calendar icon beside the field, and select a date.

6. Click Update.
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What to do next

You can return to the list of all team members by clicking Members in the left column.

Deactivating membership of a team

Extract from Tempo Teams (plug-in) versio
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You can temporarily deactivate a user's team membership without deleting the member's name from the Team Members page. In this way,
you can easily reactivate membership at a later date.
Required permission

One of the following permissions or roles:
® JIRA Administrators permission

® Tempo Team Administrators permission
® Team Lead role

Procedure
To deactivate a user's team membership, complete the following steps:
1. Go to the team configuration page (Tempo > TEAMS more > name of team > Configuration).

2. In the left column, click Members.

3. On the Team Members page, hover over the row of the user whose membership you want to deactivate. A cogwheel icon o is

displayed at the end of the row.
4. Click the cogwheel icon, and then click Deactivate.
5. In the Deactivate Member window, click Deactivate.

Users whose membership is deactivated are listed at the bottom of the Team Members page, with a status of INACTIVE.

Reactivating membership of a team
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If a user's team membership status is INACTIVE, you can reactivate the membership.

Required permission

One of the following permissions or roles:

® JIRA Administrators permission
® Tempo Team Administrators permission
® Team Lead role

Procedure

To reactivate a user's team membership, complete the following steps:

1. Go to the team configuration page (Tempo > TEAMS more > name of team > Configuration).
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2. In the left column, click Members.
3. On the Team Members page, in the row of the user whose membership you want to reactivate, click Edit.

4. On the individual team member's page, the Leaving column displays the date on which the user's membership was deactivated. Click
that date.

5. Delete the leaving date, or replace it with a future leaving date.

6. Click Update. The user's team membership status changes to ACTIVE.

What to do next

You can return to the list of all team members by clicking Members in the left column.

Removing members from a team

Extract from Tempo Teams (plug-in) versio
n: 3.x.X

You can remove members from a team and delete their names from the Team Members page.

Tip

If a user is likely to rejoin the team at a later date, you can instead deactivate the users' team membership; the user's name remains on
the Team Members page, with a status of INACTIVE. However, if you want to completely remove the user from the Team Members
page, complete the procedure below.

Required permission

One of the following permissions or roles:

® JIRA Administrators permission
® Tempo Team Administrators permission
® Team Lead role

Procedure

1. Go to the team configuration page (Tempo > TEAMS more > name of team > Configuration).
2. In the left column, click Members.

3. On the Team Members page, in the row of the team member whom you want to remove, check whether the right end of the row
contains an Edit button, or the word 'via' followed by the name of a JIRA group.

® |f the row contains an Edit button, the member was added individually to the team. To remove the member from the team,
complete the following steps:

a. Click Edit.

b. On the individual team member's page, in the rightmost column, click Delete, and in the Delete Membership
window, click Delete again.
If the team member was added multiple times to the team (for example, for different periods or with different roles),
repeat this step for every membership row on the page.

c. You can return to the list of all team members by clicking Members in the left column.

® |f the row contains the word 'via' followed by the name of a JIRA group, the member was added to the team as part of the
JIRA group. To remove the member from the team, complete one of the following tasks:

® Remove the user from the JIRA group (see Atlassian's documentation)


https://tempoplugin.jira.com/wiki/pages/viewpage.action?title=Documentation+by+product+version&spaceKey=TD&spacesSelectedTab=category&spacesSelectedTeam=teams
https://tempoplugin.jira.com/wiki/pages/viewpage.action?title=Documentation+by+product+version&spaceKey=TD&spacesSelectedTab=category&spacesSelectedTeam=teams
https://confluence.atlassian.com/adminjiraserver070/modify-group-membership-794199060.html
https://tempoplugin.jira.com/wiki/display/TEAMS030/Deactivating+membership+of+a+team

or
®* Remove the JIRA group from the team, by completing the following steps:

a. On the Team Members page, in the Groups section, in the row of the JIRA group that you want to delete,
click Delete.

b. In the Delete Member window, click Delete.

Related topic

Deactivating membership of a team

Switching type of working week

Extract from Tempo Teams (plug-in) versio
n: 3.X.x

Each type of working week is defined in a workload scheme. If team members move to a different country, with different weekend days, or if team
members change between part-time work and full-time work, you can move the team members to different workload schemes.

Required permission

One of the following permission types:

® JIRA Administrators (if Tempo Timesheets, Tempo Planner, or Tempo Budgets is installed)
® Tempo Administrators (if Tempo Timesheets is installed)

Note
The Team Lead role is not sufficient because any change in a team member's workload scheme is applied across all Tempo products and

across all of the teams that the team member is a member of.

Procedure

To move a team member to a workload scheme, complete the following steps:

Go to the team configuration page (Tempo > TEAMS more > name of team > Configuration).
. In the left column, click Working Days.

In the team member's row, click inside the Workload Scheme field.

. Click again inside the Workload Scheme field, and select a workload scheme from the list.

. Click Update.

OAWN R

Related topics

® Switching sets of public holidays

® Switching types of working weeks (alternative method)
® Defining a working week

Switching set of public holidays

Extract from Tempo Teams (plug-in) versio
n: 3.xX.x

A holiday scheme is a set of public holidays. If team members move to a different country, state, or region, you might be required to move them to
a different holiday scheme.

Required permission
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One of the following permission types:

® JIRA Administrators (if Tempo Timesheets, Tempo Planner, or Tempo Budgets is installed)
® Tempo Administrators (if Tempo Timesheets is installed)

Note
The Team Lead role is not sufficient because any change in a team member's holiday scheme is applied across all Tempo products and
across all of the teams that the team member is a member of.

Procedure

To move a team member to a holiday scheme, complete the following steps:

Go to the team configuration page (Tempo > TEAMS more > name of team > Configuration).
In the left column, click Working Days.

In the team member's row, click inside the Holiday Scheme field.

Click again inside the Holiday Scheme field, and select a holiday scheme from the list.

Click Update.

arwdpE

Related topics

® Switching types of working weeks

® Switching sets of public holidays (alternative method)
® Specifying public holidays

Granting team permissions to users

Extract from Tempo Teams (plug-in) versio
n: 3.x.x

For each team, you can grant the following permissions to specific users: on this page
® Who can edit
Permission What you get by default Notes team
permissions
Browse Team Permission to: All Team Members automatically e Tutorial
permission receive Browse Team permission for ® Procedure
® See the team's information, their own teams.
including the team utilization
report .
* Select this team on forms that In this chapter
contain a Team field (for

example, the Team field in an
issue)
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Approve In Tempo Timesheets: ® Team Leads automatically receive
Timesheet o Approve Timesheet permission for
permission ¢ Permission to: their own teams.

® Tempo Team Administrators can
grant themselves Approve
Timesheet permission

To view other team members'
worklogs on a timesheet, you
must have View All Worklogs
permission for the team's projects

® Review timesheets of
Team Members.
® Grant grace periods to .
Team Members to
complete their timesheets
after a scheduled closing
date.
® View the team timesheet
and reports.
® View Tempo team and
account gadgets.
® Approve accounts.

® |f the setting 'Enable timesheet
approval process' is set to Mon
thly (Period) or Weekly in
Tempo Global Configuration,
permission to:

® Approve and reject
timesheets of Team
Members

® View the approval logs of
Team Members

® Other permissions if the
following check boxes are
selected in Tempo Global
Configuration:

® 'Users with Approve
Timesheet Permission can
set billed hours'

® 'Users with Approve
Timesheet permission can
export lists of account
worklogs as PDF files'

Plan Time ® In Tempo Timesheets: ® Team Leads automatically receive
permission Plan Time permission for their
Permission to plan time for own teams.
team members to work on * Tempo Team Administrators can
projects, project versions, grant themselves Plan Time
and project components. permission

® Plan Time permission works in
Tempo Timesheets only if the
following check box is selected in
Tempo Global Configuration:
'Users with Plan Time permission
for a team can plan time for team
members in Tempo Timesheets.'

® |In Tempo Planner:

® Permission to plan time for
team members to work on
projects, project versions,
project components, and
issues

* If JIRA software or JIRA
Agile is installed,
permission to plan time for
team members to work on
sprints

® Permission to plan work
on the team backlog

® Permission to plan time on
projects

Who can edit team permissions

Users with one of the following permission types or roles:


https://tempoplugin.jira.com/wiki/display/TP/Tempo+Planner+Support+Home

Team Lead role
Tempo Team Administrators permission
JIRA Administrators permission

Tutorial

The following Tempo Planner video tutorial is valid also for other Tempo products.

Procedure

To edit team permissions, complete the following steps:

1.

Go to the team configuration page (Tempo > TEAMS more > name of team > Configurati
on).

In the left column, click Permissions.

In the row of the permission that you want to edit, click inside the Users or Groups column

Editing team permissions (click to enlarge)

Team Parmissions

Chrant pRrTBECS 13 LAY by ASSOCASNG T 00 & Fckikaal USer el o 0 4 RO vl

Users Girean

marcary s nciind) [ Erca deterscn Pe——

B o Poternen [ irca afiorncn

Pan Tima Parmiiion 13 plan ma 07 T memtan Uipcat

4. Add or delete users or JIRA groups, and click Update.

Linking teams to projects and boards

Extract from Tempo Teams (plug-in) versio

n: 3.x.X

To be able to plan time for team members to work on issues, versions, or components, you must link one or more JIRA projects to the team. To

be able to plan time for the team to work in JIRA Software or JIRA Agile sprints, you must link the corresponding JIRA Software or JIRA Agile
board to the team.

Required permission

One of the following permissions or roles:

® JIRA Administrators permission
® Tempo Team Administrators permission
® Team Lead role

Tutorial

The following Tempo Planner video tutorial is valid also for other Tempo products.

Procedure

To link a team to a project or a JIRA Software or JIRA Agile board, complete the following steps:

1. Go to the team configuration page by completing the following steps:
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On the main menu bar, click Tempo.

On the Tempo menu, go to the Teams section, and click more.

On the Teams page, click the team that you want to link to a project or board.
On the individual team page, click Configuration.
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2. In the left column, click Links.

3. On the Team Links page, select the board or project that you want to link to the team, and click +Link.

Tip

You can link a team to multiple projects and boards. You can also link different teams to the same projects or boards.

Configuring and managing accounts

Tutorial

Account management with Tempo Accounts

Extract from Tempo Accounts (plug-in) ver
sion: 3.X.X

This page and its child pages, explain creation and management of accounts. The following is an
overview, explaining how manually created accounts and imported accounts are handled

In this chapter

simultaneously and how update affects existing accounts.

All account attributes can be updated, except the account Key. If the project link in an import file is
not found on your JIRA instance, the account is not imported. This is reported in the message
given at the final step of the import.

o This entry in an import file can be corrected if appropriate and then imported again.

The possible account statuses are: Open, Closed or Archived. The table below describes how
these statues are acquired and when the status is not affected by import.

Table: Explaining account statues and when it is not affected by import

Status Description

OPEN ‘ This is the default status for newly created or i

mported accounts. The status can also be set
by manual configuration, given the account
has previously had another status.

CLOSED Accounts can only get this status by manual
configuration.
ARCHIVED This status is used for the following import
cases:

® An existing account (created manually or
by import) is not in an import file and has
no project link (and is not global).

® Existing imported accounts, that are not in
the next version of the import file.

Accounts can also be Archived manually.
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Unaffected For existing accounts, the status is unaffected
in the following import cases:

® An existing account (created manually or
by import) that is in an import file, but has
no project link (and is not global).

® For the case of imported and then
manually edited accounts, where linked
projects are affected, the status stays the
same as before. If the first import has
project links A and B, then project link C is
added manually and in a new import the
only project links are D and E. This means
that after the import, the project links are
going to be C, D and E, or only the
imported links are updated, not the
manually added ones.

oA few notes:

® Only Open accounts will show up in JIRA issues and/or the Log Work dialog, depending
on configuration.

® Tempo Timesheets reports can be created including Closed accounts, but not Archived a
ccounts.

® The only way to look up Archived accounts, is by searching for them in the Accounts
Navigator or select the Archived option in it's sidebar.

Administering accounts

Extract from Tempo Accounts (plug-in) ver
sion: 3.X.x

The table below gives an overview of the Tempo Accounts administrative functions, that the JIRA Administrators needs to manage.

Table: Explaining the Tempo Accounts functions, configured by JIRA Administrators

Function Description

Accounts The field is installed automatically with Tempo Accounts and is mandatory for activating accounts. Accounts add different
Custom dimension or business intelligence to Tempo data.

Field

Granting You can grant Tempo Account Administrators permission and Tempo Rate Administrators permission to users.

permission

to users

Accounts Allows you to configure properties for accounts. The property currently available is: Clear Account value when issue is moved

configuration = between projects. Select the property if you do not want accounts to be included in the target project when moving an issue
between JIRA projects.

Accounts custom field

Extract from Tempo Accounts (plug-in) ver
sion: 3.x.x

The Tempo Account custom field is installed automatically with Tempo Accounts. To make use of | d
the field in relation to the Tempo Products it needs to be associated in one of the following two Related pages
ways: ® Creating an

® On a JIRA Issue level, which requires adding association with issue screens (see below). . Ian:;?;rjtnand

® To Tempo Timesheets worklogs, which requires to add Account as a Worklog Export

Attribute and the field will appear in the Log Work dialog. e Configuring an

The field is in both cases a drop-down showing accounts linked to the project, which the JIRA issue . account
belongs to. JIRA project(s) are linked to an account, when it is created, imported or when it is Accounts JQL
being configured. Functions

o By activating accounts, Accounts JQL Functions become available.
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The Account Custom Field is locked as it is required in Tempo. If you are not using the Tempo
Accounts feature, remove this field from all your screens

The field is also used in Tempo Timesheets to produce revenue calculations for hours and
expenses logged on an account.

Associating to Screens
Screenshot: JIRA Custom Fields page - click to enlarge
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® Login as a user with the JIRA Administrators Global Permission.

® Choose the cog icon E at top right of the screen, then choose Issues, and select Field
s > Custom Fields (left tabs).

o Tip: Use Keyboard Shortcut instead: g then g and start typing Custom Fields.

® Find the Tempo Account field in the Custom Fields list.

® To associate it with to screens, click on the cog-wheel menu to the right in it's line and
select the Screens option.

® The Associate field Account to screens page is displayed.

® Select how you want to associate the field to screen(s) (Default Screen, Resolve Issue
Screen or Workflow Screen) and click the Update button.

Granting account permissions to users

Extract from Tempo Accounts (plug-in) ver
sion: 3.x.x

As a JIRA administrator, you can do all Tempo administrative tasks and grant yourself any Tempo user permission. The following table lists
Tempo permissions that can be granted to users or to groups of users and which are defined in the Tempo Accounts system plug-in.

Note
Other Tempo permission types are defined in other Tempo system plug-ins or in Tempo products.

Who can
Permission What you get Notes give Configuration
or role permission location

or role
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Tempo Permission to:
Account
Administrators

permission

® Create, configure, import,
export, and delete accounts

® Change the target revenue
in account revenue reports

® Only users with Approve Timesheet
permission can approve accounts.
® Only JIRA Administrators can configure
the following account settings:
® Whether the account value is
cleared when issues are moved

between projects
® An alternative name for the account
field
® Whether an account value is
required or optional in a field
configuration
® By default, JIRA Administrators receive
Tempo Account Administrators
permission

Tempo Rate Permission to:
Administrators

permission

Price rates are used for revenue reports and
billing.
® Set price rates for team
roles in different teams
® Change the target revenue
on account revenue reports

Accounts configuration

Extract from Tempo Accounts (plug-in) ver
sion: 3.x.x

This page explains the Tempo Accounts administrative section, which is only available for JIRA
Administrators. It does currently only have one item called Accounts Configuration, where
properties for accounts are configured.

To configure a property, open the Accounts Configuration by:
1. Logging in as a user with the JIRA Administrators Global Permission.

2. Select Add-ons from the Administration menu (cog icon: E]) at the top right of your
screen. Scroll down the left sidebar until you see the Tempo Accounts configuration
group and select Accounts Configuration.

Tip: Use Keyboard Shortcut instead: g then g and start typing Accounts Configuration.

The Tempo Accounts Configuration screen (click to enlarge)
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Clear Accounts from JIRA Issues

Clear Account value when issue is moved between projects is not selected by default. Select this
property if you do not want accounts to be included in the target project when moving an issue
between JIRA projects. This is explained further in the table below.

Table: How Clear Account value when issue is moved between projects works in relation to
account settings

Propety setting Account setting Results in

Disabled N/A Assigned accounts are
moved with the JIRA issue.

Enabled Accounts are assigned to Assigned accounts are not m
JIRA Projects oved with the JIRA issue.

Enabled Accounts are used as Selected accounts as a
Worklog Attributes worklog attribute remain on

each worklog. The account
can be viewed in the Issue
Timesheet and the Advanced
Timesheet, with the status: "W
arning: Account not in project"”
in list view

Tempo Account Custom Field Name

The default name of the Tempo Account Custom field is Account but you can rename this field in
this section.

Make Account Required

All Filed Configurations on your instance is displayed in this section. The Tempo Account field is
not required by default but you can click the box displayed in front of each Field Configuration to
make it required in all project using the selected Field Configuration

Tempo accounts navigator

Extract from Tempo Accounts (plug-in) ver
sion: 3.X.xX

A Tempo account can represent a customer project, a cost center, or a contract. You can link JIRA
issues to accounts and categorize work by, for example, type of work, customer, or project. In the
accounts navigator, you can view a list of all accounts that you have access to. You can search
and filter accounts that are linked to JIRA projects. You must have permission to view the projects.

Accessing the accounts navigator

Click Tempo > ACCOUNTS more.

The accounts navigator (click to enlarge)

Accounts.



https://tempoplugin.jira.com/wiki/display/ACCOUNTS030/Configuring+an+account
https://tempoplugin.jira.com/wiki/display/ACCOUNTS030/Configuring+an+account
https://tempoplugin.jira.com/wiki/pages/viewpage.action?title=Documentation+by+product+version&spaceKey=TD&spacesSelectedTab=category&spacesSelectedTeam=accounts
https://tempoplugin.jira.com/wiki/pages/viewpage.action?title=Documentation+by+product+version&spaceKey=TD&spacesSelectedTab=category&spacesSelectedTeam=accounts

Creating an account

Required permission

Tempo Account Administrators permission

Procedure

1. In the accounts navigator, in the upper-right corner, click Create Account.
2. In the Create Account window, fill in the requested information, and click Create.

Related topic

Creating an account

Filtering the list of accounts

Above the list of accounts, the filter menu bar contains filter attributes, such as Lead, Category,
and Type.

Filtering by searching
On the filter menu bar, in the search field, type text that you want to search for, and press Enter.

Accounts that contain the text in one or more of the fields of the account are listed. The Status and
Projects (Links) fields are not searched.

Filtering by selecting attribute values

Complete the following steps:

1. On the filter menu bar, click a filter attribute.
2. From the list that is displayed, select one or more values of the attribute.

Filter example - by Price Table

e ) v T
=1 Accounts Ol Gwe Ter
Lead @ Al - ategory (Al = Type AR~ Cuslomer Al-  OpenClosed =  Propct: Al = | Price Table AILEJ Q
Q
Fiy There are 2,636 00 logged hours unaccounted for on 15 issues. Reveew unaccounted hours.
B Minstry of Heatth Price Tablke
Tempo Default Price Table
1-200f 20
Spangfheld City Rates
T ey Name - Lead Categary Customer rejects

Listing accounts that have no category, no customer, or no linked project

To list accounts that have no category, complete the following steps:

1. On the filter menu bar, click Category.
2. On the list of menu options that is displayed, at the bottom, select No Category.

Similarly, you can list accounts that have no customer or no linked project.

Selecting predefined filters

To display... On the left sidebar...

All active accounts that are linked to projects Click Open and Closed.
that you have permission to view

On this page

® Accessing the
accounts
navigator

® Creating an
account

® Filtering the list
of accounts

® Sorting the list
of accounts

® Reviewing a
list of
unaccounted
hours

® Viewing the list
of customers

® Viewing lists of
account and
expense
categories

® Viewing hourly
rates

® |mporting and
exporting
account data

® Exporting
worklogs as a
PDF file
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All accounts that you lead Click Led by Me.

If you have Tempo Account Administrators permission, you can filter the list of accounts to display
all archived accounts, global accounts, or accounts that are not associated with a project,
customer, or account category, by clicking the corresponding options on the left sidebar.

Related topics

® Granting permission to users
® Configuring an account

Sorting the list of accounts

By default, the account list is sorted alphabetically by account name. You can sort the list by type
(T), key, lead, category, customer, contact, or status by clicking the corresponding column heading.

Reviewing a list of unaccounted hours

If Tempo Timesheets is installed and if hours are unaccounted for because, for example, an issue
is not linked to an account, you can review the Unaccounted Hours page and account for all hours
on that page.

Related topic

In the Tempo Timesheets documentation: Unaccounted hours

Viewing the list of customers

Required permission

Tempo Account Administrators permission

Procedure

In the accounts navigator, in the upper-right corner, click Manage > Customers.

CJ Give Tempo Feedback Create Account

Q Overview Reporis ~ h'lanage@
Categories

Import/ Export Accounts
Unaccounted Hours

Price Tables
ict Status Projects CICeE Tame

Related topics

® Granting permission to users
® Managing customers
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Viewing lists of account and expense categories

® Account categories group accounts by type of logged hour, together with, for example,
service provided: 'Billable hours - Website improvements'; or department: 'Internal hours -
Marketing.'

® Expense categories could be, for example, "Travel," "Accommodation," and "Meals".

Required permission
Tempo Account Administrators permission
Procedure

On the Accounts page, in the upper-right corner, click Manage > Categories.

Related topic

Categorizing accounts

Viewing hourly rates

If Tempo Timesheets is installed, you can view the hourly rates at which your company charges
customers, based on team roles. Hourly rates are defined in price tables.

Required permission

Tempo Account Administrators permission

Procedure

On the Accounts page, in the upper-right corner, click Manage > Price Tables.

Importing and exporting account data
You can move account data between Tempo Timesheets and external systems or applications.

Required permission

Tempo Account Administrators permission

Procedure

On the Accounts page, in the upper-right corner, click Manage > Import / Export Accounts, and
follow the instructions on the screen.

Related topic

Import and Export

Exporting worklogs as a PDF file

If Tempo Timesheets is installed, you can export a list of all worklogs for an account over a
selected period as a PDF file.

Required permission
® Approve Timesheet permission
® The following setting must be enabled in Tempo global configuration:

'Users with Approve Timesheet permission can export lists of account worklogs as PDF
files.'

Procedure

See the Tempo Timesheets documentation: Exporting worklogs as a PDF file.
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Creating accounts

Extract from Tempo Accounts (plug-in) ver
sion: 3.X.x

This page explains how to create accounts manually, but it is also possible to import them in a
pre-made *.csv or *.xml file.

o The Accounts Custom Field is installed automatically with Tempo Accounts, but may need to
be configured further, depending on how you want to associate the account information.

To start the process of creating an account, click on the Create Account button in the top right
corner of the Accounts Navigator.

The Create Account button in the Accounts Navigator

[J) Give Tempo Feedback | Create Account |

L

Overview Manage ~

This opens the Create Account dialog as in the screenshot below. The dialog options are explained
in a table below.

The Create Account dialog (click to enlarge)

Create Account

Name" Spring Development
Key" SPRINGDEVE
A unique key for the account

Lead” [ Erica Jefferson

Person managing the account

Customer | Springfield City - (100359) -

Contact [ Lars Petersen

Person representing the customer

Category  Development - (300) =

Create Cancel

Table: The Create Account dialog options explained

In this chapter

Related pages

® Accounts
Custom Field

® Accounts JQL
Functions
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Field Description

Account Name Descriptive name for the account. The
combination of the Account Key and Name is
used to display the account in a JIRA Issue or
in the Log Work dialog in Tempo Timesheets,
depending on configuration.

Account Key The Account Key needs to be unique for the
account. The dialog gives a suggestion for it
based on the Account Name when it is added.

o The key can be a combination of any letter
(a-z, A-2), digit (0-9), underscore ("_"), dash
("-") or a dot (".").

Account Lead The Account Lead is responsible for the
account. The value provided for the Account
Lead can either be a JIRA username or simply
a typed name:

® |[f this value is a JIRA username and
matches an existing username, this user
is stored as the Account Lead.

® |f the value provided is simply a typed
name, it is used as it stands.

Customer Select a customer from the drop-down menu to
associate with the account. The customer
doesn't need to be an outside customer, it may
simply be a way to group together a common
entity (JIRA projects or cost centres) of your
definition for the projects linked to the account.

Contact This is someone who represents the customer.
Depending on the purpose of the account, for
internal or external use, this person may of
may not be a JIRA user.

Category Select a category from the drop-down menu to
associate with the account. The category is a
way to create a division for an
Account/Customer like Development or Market

ing.

o It is not mandatory to add a customer, a contact or category initially, as it can be configured lat
er. Adding Account Attributes (customers and categories) is explained in this chapter
on separate pages

Click the Create button at the bottom of the dialog to save the account or the Cancel link to opt out
of the process.

Configuring accounts

Extract from Tempo Accounts (plug-in) ver
sion: 3.x.x

This page explains how previously created accounts, either manually or imported, can be
configured afterwards. The configurations that are available for each account, are Configure and L
inks. Given that the user has already chosen an account, click on the Configuration tab for the
account, to access these functions - see the first screenshot below.

Configuring an account

Click on the Configure link in the left sidebar, to open the screen to configure the account.

The Configure Account screen (click to enlarge)

On this page

Configuring an
account
Linking
account to
JIRA projects
Adding a
monthly budget
to an account
Configuring
price table
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r— | Accounts -

L AKA Control: Development -

Overview  Configuration

General Configure Account "
Links
Budget Key 201405
Price Table Name'  AKA Control: Development
Status’ | Open v

Lead” [ Lars Petersen

Person managing the account
Customer  AKA Control System - (100450) =
Contact A lan McDougal
Person representing the customer

Category  Development - (300) -

Update

The attributes available to configure an account, are the same as when Creating an account,
except the Account Status can be updated additionally.

The available values for the Account Status are, Open, Closed or Archived. The default value for a
newly created account is Open.

Click the Save button when finished editing the account or the Cancel link to opt out.

Linking account to JIRA projects

JIRA Projects can be linked to the account. This needs to be done for accounts, so they become
useful entities in other Tempo products. In other words, by linking projects to the account and with
the Accounts Custom Field set for your needs, the account becomes a select option, either in JIRA
issues or the Log Work dialog. Click on the Links link in the left sidebar, to open the screen to link
projects to the account.

Configuring Account Links (click to enlarge)

s - lssues - Tempo -  Aghe -

= R, Report Fesdback
= AKA Control: Development - Account  Time Trackng  Buigel
Overvie Configuration
Account Links @
Links Link 10 the appeopriate JIRA Profects 10 De able 10 keep irack of work on this account.
Tabie - + Link i -

Recent Projects

- Wikidoeea Cloud (WIKK) Dehete Bnk

“ Service and Suppor (5L

Click on the Add projects to account field to open a drop-down to link a project to the account. By
selecting a project, it is added to a list of project(s) below the field.

In this chapter

Related pages

® Accounts
Custom Field

® Accounts JQL
Functions
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Related topic

Linking accounts to projects

Adding a monthly budget to an account

Monthly Budget is used in Tempo Timesheets and displayed in the in Tempo Monthly Budget
Burn-up Chart gadget.

Tempo Accounts Budget configuration page

.ffjlm Dashboards ~ Projecis ~ Issues~ Tempo -~ Boards ~ Create

E Accounts -
AKA Control: Development (Billed by the hour) -

Overview  Configuration

General Account Budget
Links
Budget Monthly Budget 1000 [$ hours

. Hours that can be spent on the account
Price Table

Configuring price table

In Tempo Timesheets 8, a discount on the Price Table can be defined for an account in the Accou
nt Price Table for each account.

Tempo Account Price Table

'}:{'jlm Dashboards ~  Projects = Issues - Tempo ~  Boards - Create

. Accounts -
L-] AKA Control: Development (Billed by the hour)

Crverview  Configuration

Genera Agccount Price Table &
Account Discount Rate 0%
A1 hourty TAtES AN CHECOUNIR by TuS BHTOONIGY, K¢ Mils ACcountenly
Frice Table
Tempo Defautl Price Table v By hAcCoumTs Tempo Default Price Table =
i 1
To edil ihese rabes. use the global anage Price Tables page
Team Role Hourly Rate (§)
Default Rate 120,00
Business Analyst 140,00
Oesigner 150,00
Deveioper 180,00
Karketing 120.00
Member 120.00
Pronuct Cwner 190,00
Scrum Master 180 00
Senior Developer 12000

Team Lead 120.00
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Linking accounts to projects

Extract from Tempo Accounts (plug-in) ver
sion: 3.x.x

This page explains how to link a Tempo Account to JIRA projects.

On this page
) ® Link on Create
Link on Create ® |n Accounts
Configuration
® In Project

Accounts can be linked to one or many JIRA projects. The projects can be included in the imported

file if the accounts are created with any of the Accounts Import features. Administration

In Accounts Configuration In this chapter

Users with Tempo Account Administrators permission can link accounts to projects in the Links pag
e displayed in Account Configuration for the selected account.

The Links page in Accounts Configuration

* sswes~ Tempo = Agle -

= AKA Control: Development - Account  Time Tracking  Busget

Dvenden Cenfiguration

Account Links @

Links Link 10 the appeopriate JIRA Projects i be able to keep track of work on this account

- + Link i -

Recent Projects.

& Wikkdicea Cloud (WIKK) Deete link

% Sedvice and &

2 Azome (A

gazel 4 Tango On

mraal (INT )

toprnent Fropects (WOR)

igm Claud (CLOWD)

Related topics

® Linking accounts to all projects

® Unlinking global accounts from all projects
In Project Administration

Users with Tempo Account Administrators permission and who are in the Administration Role for
the selected project can open the Accounts page in project administration.

Accounts section in Project Administration
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On this page you have the option to select an account as default for the project.

o JIRA Issues created before linking their project to an account do
not automatically become set to the account value. The value needs to be set afterwards and it

is possible to bulk edit the JIRA issues.

Linking accounts to all projects

Extract from Tempo Accounts (plug-in) ver
sion: 3.x.x

Accounts that are linked to all projects are called global accounts.

Keep the number of global accounts to a minimum because global accounts have a negative impact on Tempo Timesheets speed

performance.

Required permission

You require one of the following permission types:

® Tempo Account Administrators
® JIRA Administrators

Procedure

To link an account to all projects, complete the following steps:
1. Go to the account configuration page (Tempo > ACCOUNTS more > name of account > Configuration).
2. In the left column, click Links.
3. On the Account Links page, on the right side, click the cogwheel icon 'I} > Link account to all projects (global).

Unlinking global accounts from all projects

Extract from Tempo Accounts (plug-in) ver
sion: 3.x.x

Accounts that are linked to all projects are called global accounts.

Keep the number of global accounts to a minimum because global accounts have a negative impact on Tempo Timesheets speed

performance.
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Required permission

You require one of the following permission types:

® Tempo Account Administrators
* JIRA Administrators

Procedure

To unlink a global account from all projects, complete the following steps:

1. Go to the account configuration page (Tempo > ACCOUNTS more > name of account > Configuration).

2. In the left column, click Links.
3. On the Account Links page, click Disable to Improve Performance.

The account is no longer a global account. The account is linked to no projects.

Managing customers

Tutorial

Customer overview

Extract from Tempo Accounts (plug-in) ver
sion: 3.x.x

Customers can be selected or created when the account is created or managed from the Tempo
Accounts Navigator.

Accessing Customers in Tempo Accounts Navigator

[ ] Give Tempo Feedback Create Account

Overview Reporis ¥ I‘-;Ianage%

Customers

Categories
Contact Status pre Import / Export Accounts
Price Table
lan McDougal | OPEN | K

¥

This opens the Customer screen as in the screenshots below. To add a Customer, type in a
unique Key and Name for it and click the Add button at the end of the line.

Adding a new customer for accounts (click to enlarge)

In this chapter
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Accounts [) Give Tempo Feedback | Creale Account

v Wanage -

Customers

Accounts can be grouped by cusicmer for accouniing or other management parposes.

Ky Marw

A0CE00 Parkament of Lhopia Asa
100450 AFA Conirol Sysiem Dahet
100201 Choud By Dehete
100100 GreenCioud Delete
100876 Ministry of Health Delete
10059 Springheid City Dbt

All Customers in the system are listed alphabetically by Name. You can view the Customer
Overview page by clicking the View Customer link.

Overview page for the AKA Control System customer

¥j|m Dashboards ~  Prects = 15 5 Tempo = Agile =

Summary Summary

Carmtarmes Mame: AKA Conbal Syitem Coridarmgs Way: 100450
Accolnts
Development
| ARt Control: Deselopment
T Lars Peasraer
Service and Maint

AKA Contral: Sendce and Maint

Lawarn P

To delete a Customer, click on the Delete button for the selected customer to open the Delete
Customer dialog. If the customer is linked to an account a message is displayed and you can’t
delete until the customer has been removed from the account.

Confirmation dialog for an active customer

Delet View Customer

Cannot delete customer: ‘Ministry of Health'

This customer is used in 1 accounts

Cancel

Delete | View Customer

Delete | View Customer

To confirm the deletion, click on the Delete button in the message window or the Cancel link to opt
out.



Add

| Delete | View Customer

Delete customer: ‘Cloud Bay Inc'

Are you sure you want to delete this customer?
WARNING: This operation cannot be undone

Delete Cancel

Delete | view CUustomer

Categorizing accounts

Extract from Tempo Accounts (plug-in) ver
sion: 3.X.x

You can create categories to group accounts by type of logged hour, together with, for example, s h
service provided: "Billable hours - Website improvements"; or department: "Internal hours - In this chapter

Marketing."

You can select or create a category when you create an account, or you can manage categories
from the Tempo Accounts Navigator.

Accessing categories in the Tempo Accounts Navigator

[ Give Tempo Feedback Create Account

Overview Manage ~

Customers

Categories b
Import / Export Accounts
Frice Table

Adding categories

To add a category, on the Manage Categories page, type in a unigue key, name, and type, and
click Add. (See the field descriptions below.)

Adding a new customer for accounts (click to enlarge)
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Accounts Give Tempo Fesdback | | Create Account
v MEnage ~

Manage Categories

Fields

Key

You can assign keys to categories, to match, for example, the codes of external billing
systems.

Name

All categories in the system are listed alphabetically by name.

Type

The information in the Type field is used in the Team Utilization report. Select one
type of logged hour (billable, capitalized, internal, or operational) for each category.
The type is applied to all logged hours in all accounts of the category. The following
table shows some typical uses of the different types:

Type Description

Billable ® Logged hours that are billed to

a customer; for example, for
consultancy work for a
customer

® Logged hours that are billed
internally; for example, an
internal service department
might bill other departments

Capitalized Logged hours that add capital to the
business and are not billed; for example,
hours that are invested in product
development.

Internal Hours that are logged to ongoing tasks
within the company that are not billed
and do not directly add value to the
business; for example, time spent
attending staff meetings, going on
vacation, or being on sick leave.

Operations Logged hours related to day-to-day
operation of the business; for example,
time spent on marketing activities,
internal systems, or customer support
(other than billable support).

Deleting categories

You cannot delete categories that are linked to accounts; first, you must remove the category from
the accounts.

Importing and exporting accounts


https://tempoplugin.jira.com/wiki/display/TEMPO081/Viewing+logged+time+by+account+type

Extract from Tempo Accounts (plug-in) ver
sion: 3.x.x

This page and it's child pages, explain how accounts can be imported and exported with Tempo
Accounts.

o The Accounts Custom Field is installed automatically with Tempo Accounts, but may need to
be configured further, depending on how you want to associate the account information.

The import can be done by setting the data up in either CSV or XML file format. The CSV file can
either be in a custom format or imported from template. The third option is to wrap the data into an
XML file to import them from service. Previously imported or manually created accounts, can also
be exported in the Tempo Accounts Template CSV format.

The import and export is available only for users with the Tempo Account Administrators permissio
n, which gives access to the Manage menu in the top right corner of the Accounts Browser. Select
the Import / Export Accounts option from the Manage drop-down menu.

The Import / Export Accounts option in the Manage drop-down menu

Report feedback Create Account

Overview Manage ~

Customers

Categories
Status Project Import / E R
| OPEN | AKA Confrol System

This opens the Import / Export Accounts screen, as shown in the screenshot below, with the
options discussed above. To Export Accounts, simply click on the Export accounts button and a
*.CSV file will be downloaded.

The Import / Export Accounts screen (click to enlarge)

E]  Accounts Roport feacback | | Croae Acceunt
Ovardens, | Manage >

Import | Expon Accounts
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(T) Tharn sra cumantly 15 spen aceounts { View )

Imporn Assounts

Using TSV File Using XML from service
Viwi ea e aceiunts 1am & DSV e saponed e 5 4prabtslisl, craated it & bl sdh H i whieh  beg
canve 4 impont wiand will guikde: yo thiaugh @ few necesary steps. Afemathesly yrou can impan sccourts
wing the Tempo Accounts Tempiate |oerioad temgiste) CEV te

Import Custom csv LSS PEREEY

Expem Accaunts

Adsorth e anpirtind s the T Adoounts Tamglate C5V formal

it by Wi thes il s s XML Fa. Th stnschurs of thas XA Rl e

Lo Asmuris

The delimiter between attributes in the file is a semicolon (*;") as in the imported file.

o The exported file includes an additional column for informational purpose. This column is
showing the account Status and is not imported in the Import Template CSV.

Account status

In this chapter



https://tempoplugin.jira.com/wiki/pages/viewpage.action?title=Documentation+by+product+version&spaceKey=TD&spacesSelectedTab=category&spacesSelectedTeam=accounts
https://tempoplugin.jira.com/wiki/pages/viewpage.action?title=Documentation+by+product+version&spaceKey=TD&spacesSelectedTab=category&spacesSelectedTeam=accounts
https://tempoplugin.jira.com/wiki/display/ACCOUNTS030/Accounts+Custom+Field
https://tempoplugin.jira.com/wiki/display/ACCOUNTS030/Import+Custom+CSV
https://tempoplugin.jira.com/wiki/display/ACCOUNTS030/Import+Template+CSV
https://tempoplugin.jira.com/wiki/display/ACCOUNTS030/Import+from+Service
https://tempoplugin.jira.com/wiki/display/ACCOUNTS030/Creating+an+account
https://tempoplugin.jira.com/wiki/display/ACCOUNTS030/Granting+permission+to+users
https://tempoplugin.jira.com/wiki/display/ACCOUNTS030/Tempo+Accounts+Navigator
https://tempoplugin.jira.com/wiki/display/ACCOUNTS030/Import+Template+CSV

sion: 3.x.x

Extract from Tempo Accounts (plug-in) ver

Account Statuses

The table below show all statuses for Tempo Accounts and the usage for each status

Status

OPEN \

CLOSED

ARCHIVED

Usage

Active Account

Displayed in issue view

Displayed in Account field in linked project
issues

Search-able in Tempo Timesheets
Account Search

All worklogs displayed in Tempo
Timesheets reports

All worklogs included in the API export file

Active Account

Displayed in issue view if selected while in
Open status

Not search-able in Tempo Timesheets
Account Search

Not displayed in Account field in linked
project issues

All worklogs displayed in Tempo
Timesheets reports

Account displayed in Select All Accounts i
n Account Timesheet

All worklogs included in the API export file

Not Active Account

Displayed in issue view if selected while in
Open status

Not search-able in Tempo Timesheets
Account Search

Not displayed in Account field in linked
project issues

All worklogs displayed in Tempo User
Timesheets and reports

Account not displayed in Select All
Accounts in Account Timesheet

No worklogs displayed in Tempo
Account Timesheets and reports

All worklogs included in the API export file

Statuses can be changed on the Account Configuration page and with importing csv or xml files

Change Account Status in Importing

The following table shows the Account status change if imported with CSV Template or import XML

from Service

Status Before Import  Project Link

OPEN Yes
OPEN No
OPEN Yes

Included in csv/xml

Yes

Yes

No

Status After Import

OPEN
OPEN

ARCHIVED

In this chapter
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No No ARCHIVED
CLOSED Yes Yes CLOSED
CLOSED No Yes CLOSED
CLOSED Yes No ARCHIVED
CLOSED No No ARCHIVED

ARCHIVED Yes Yes
ARCHIVED No Yes
ARCHIVED Yes No ARCHIVED
ARCHIVED No No ARCHIVED

Change Account Status in Importing

The following table shows the Account status change if imported with Custom CSV

Status Before Import = Project Link Included in csv Status After Import
CLOSED Yes Yes CLOSED
CLOSED No Yes CLOSED
CLOSED Yes No CLOSED
CLOSED No No CLOSED

ARCHIVED Yes Yes
ARCHIVED No Yes
ARCHIVED Yes No ARCHIVED
ARCHIVED No No ARCHIVED

Configuring PDF worklog reports

The PDF Configuration option is displayed in the Tempo Timesheets administration menu.

Access Control

PDF Configuration

Workload Schemes

Click this option to open the PDF Configuration page, where you configure global settings for the generated reports.

The PDF Configuration page overview (click to enlarge)


https://tempoplugin.jira.com/wiki/display/ACCOUNTS030/Import+Custom+CSV

PDF Configuration @

Plaase nobe: This is an exparimental feature and is subject to change in the future, - (Global Accounts not supported, yet.)

PDF Reports Logo

Provide your own logo for generaled PDF reports

Rastion: to defaull value

POF Paper Size

Select the paper size for generaled POF reports. | Ad

External Hours

FDF uses extemnal hours | False =

Save

The PDF Configuration page is explained below:

® You can include a logo in every report, by copying its url into the PDF Reports Logo field.

Click the Restore to default value link if the logo has been uploaded through JIRA's Look and Feel configuration.
® The max size for the logo is: max height = 46 px and max width = 200 px.
® |f the size is bigger, the logo is scaled to the max size.
®* The PDF Paper Size can be adjusted to: A4 (default), Letter, Legal or A4 Landscape.
® Choose if External Hours are used or not, e.g. True or False. If the value is set as True, it means that the hours from an externally
integrated system are used.

Once the options have been adjusted as needed, click the Save button at the bottom.

o The option Export to PDF is displayed in the Export menu for the Report view of the Account Timesheet and in Tempo accounts navigator.

Related topic

Exporting worklogs as an Excel file

Worklog date validation

To access Worklog Validation take the following steps:

1. Log in as a user with Tempo Administrators permission.
2. Select Administration from the Tempo drop-down menu in the top navigation
bar, choose Worklog Validation (left tabs).

This function helps administrators to find out why a user can't Log Work or Edit Worklogs on a
specific date. The reason why a user can or can not add or edit a work-log depends on a
combination of the following:

The Tempo period status

The Timesheet Workflow status

The Tempo Scheduler settings

The User status

The Issue Type and Issue Permission
If the date is too far into the future

The Worklog Validation page:


https://confluence.atlassian.com/display/JIRA063/Customizing+the+Look+and+Feel
https://tempoplugin.jira.com/wiki/display/TEMPO/Exporting+account+worklogs+as+a+PDF+file
https://tempoplugin.jira.com/wiki/display/TEMPO/Exporting+worklogs+as+an+Excel+file
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https://tempoplugin.jira.com/wiki/display/TEMPO/Editing+a+work+log+entry
https://tempoplugin.jira.com/wiki/display/TEMPO/Timesheet+Approval+Process

Worklog Validation

Test if user can add or edit worklogs in Tempa on a specific date

@ 1 no user is selectad, then current user is used. When testing if admin can log work for other user add admin usemame.

Optionally add Issue Key to test for Issue parmission

Date |12Febi1z | O
Usemame [ Paul Bergen (paul)

Admin usemame
{when logging for
other user)

Issue Kay | &) WIKK-11 - Update view and controller to include (access

Validate

Fill in the fields on the Worklog Validation page and click the Validate button to get the result.

The validation result for a user:
Result for 12/Feb/13
Username
User is Admin

Period status for 0213

Date too far into future (360 Days)
Tempo Scheduler

Timesheet Workflow
Workflow status

User timesheet status

Issue

Internal Issue

Allow logging on not editable issues
Issue editable

User can edit Issue

Access control

An IP addresses can be selected for those, that are allowed to access Tempo Services to

download account information from Tempo Accounts.

To open Access Control, do the following:

1. Log in as a user with the JIRA Administrators Global Permission.

V)

(<]

(<]

Editable

Faul Bergen (paul}
Mo

Open

Mo

Disabled

Weekly
Open

Open

WIKK-11: Valid
Mo

Yes

Editable

Yes

Related pages

® Tempo
Servlets
Manual

2. Select Add-ons from the Administration menu (cog icon: E) at the top right of your
screen. Then scroll down to Tempo administration left tabs and choose the Access


http://confluence.atlassian.com/display/JIRA063/Managing+Global+Permissions

Control option.
o Tip: Use Keyboard Shortcut instead: g then g and start typing Access Control.

The Tempo services are:

®* GetWorklogs: Gets all worklogs for a given period, returns data in specified format (XML,
Excel or test data).

® UpdateWorklogs: Updates worklogs with external information (external ID & external
hours).

®* WorklogReport: Returns a worklog report in XML that can be used as input for a reporting
tool.

® BillingKeyList: Returns a list of available billing keys and is used when creating reports.

® HolidayList: Returns a list of registered holidays to be used when calculating required
hours in an external system.

Access Control @

Enter all IP-addresses that are allowed to access Tempo senvices
Enter IP-addresses or IP-address range in a white space separated list.
Example:

127.0.01

192.168.1.10-192.168.1.20

. 192.168.0.1

f230:0000:0000:0000:0202: b3 fe1e:8329-f280::202: b3 fa1e: 0863

Allowed addresses [127.0.0.1 -fF192.168.0.1]

Enter the IP addresses as a white space separated list or as a range of IP addresses
In the example above there are two allowed adresses: 127.0.0.1 and one IPv6 address

o Please note that the Allowed addresses field is 254 characters

Tempo API Security Token
A security token is required and needs to be added to all Tempo API calls if used.

! The tempoApiToken should of course be distributed on a "need-to-know" basis and changing
the token will revoke the API access from all users until they update their token.

The tempoApiToken adds an extra level of security in Tempo Access Control. Usage example:

® The security token (tempoApiToken) is set to "my-token”

® GetWorklogs URL would then be something like
this: http(s):/lyourserver.yourdomain/plugins/servlet/tempo-getWorklog/?format=xml&temp
0ApiToken=my-token

Security token that must be added to all AP calls. URL parameter to add: StempedpiTeken=Td5a3d58-f3e9-455d-9503 7 dadlc396be1
Secunty token  Td5a3d58-£3e9-455d-9503-TdaB0c396be1

Save

o The security token was optional until Tempo 7.3.3 and is generated for users that did not
have one configured before updating Tempo.

Viewing Tempo license and version details

All Tempo licenses are managed by Atlassian.
Please contact Atlassian if you are experiencing
problems with your license.

You can get an overview of the status of your Tempo Timesheets license and version details of all installed Tempo products.


https://confluence.atlassian.com/display/JIRA063/Using+Keyboard+Shortcuts#UsingKeyboardShortcuts-administrationsearchdialogbox

Required permission

One of the following permission types:

® JIRA Administrators
® Tempo Administrators

Procedure

To view Tempo license and version details, complete the following steps:

1. Do one of the following tasks:
® |f you are a JIRA Administrator, on the top menu bar, click the Administration cogwheel m > Add-ons.
® |f you are a Tempo Administrator, on the top menu bar, click Tempo > Administration.

2. In the left column, in the Tempo section, click License Details.

Add-ons User management  System

License Details

This page shows your current Tempo licensing information.

Tempo Timesheets - 7.16.5

Licensed to: Tempo
Date Purchased: 13HApr16
License Type: COMMERCIAL
(Support and updates available until 12/Apri17)
Support Entitlement Mumber (SEN): SEN-
JIRA Version: 7.0.4 (COMMERCIAL)
Tempo Help: https:/ftempoplugin. jira.com/wiki/

« Tempo Timesheets - 7.16.5 ENABLED

= Tempo Planner - 3.3.1 ENABLED

« Tempo Folio - 10.3.1 ENABLED

* Tempo Books - 1.3.2 ENABLED

= System Plugin: Tempo Planning API - 3.2.1 ENABLED
« System Plugin: Tempo Accounts - 1.8.2 ENABLED

« System Plugin: Tempo Teams - 2.7.1 ENABLED

« System Plugin: Tempo Core - 2.6.7 ENABLED

JIRA Administrators can also enter or view a license key. For instructions, see the following Atlassian topic: Viewing installed add-ons.


https://confluence.atlassian.com/display/UPM/Viewing+installed+add-ons

Helping Tempo to improve products and services

Please read our privacy policy because your use of our product means that you agree to the policy. To help us improve Tempo products and
services, we do limited analytics tracking of usage of the products. Examples of data that we collect are the number of Tempo teams that are
created and which JIRA version is installed. JIRA administrators can opt your organization out of Tempo analytics tracking (Administration ¢

ogwheel ['] > Add-ons > TEMPO Tempo Analytics).

You can also report bugs and request new features in the products by clicking the buttons below. Thank you.

Tempo system plugins

The following Tempo system plugins are bundled with every version of Tempo Timesheets and
must be enabled for Timesheets to work. Improvements and fixes within the scope of each system
plugin are released on a regular basis. You are not required to wait for a Tempo Timesheets
release to upgrade a system plugin. All bundled system plugins can be upgraded by using the Atlas
sian Universal Plugin Manager (UPM).

In this chapter

Tempo Core

The following permissions are managed in the Tempo Core system plugin:

® Tempo Administrators
® View All Worklogs
® Log Work for Others

Also managed are settings for defining the working week and specifying public holidays.

Tempo Teams

The following permissions are managed in the Tempo Teams system plugin:

® Tempo Team Administrators
® Browse Team

The Team custom field is automatically created when Tempo Teams is installed, and it is used to
give issues to a team.

As a team lead you can perform the following tasks:

® Associate projects and agile boards that your team is currently working on so that team
members can access all team information in the common team space

® View all hours that are logged by your team members in Team Timesheets. (You must
also have View All Worklogs permission for the team's projects.)

® View a graph of the amount of time that the team has logged to different account types.

® Define team roles for all members of the team and set a price rate for each role

Tempo Accounts

The following permissions are managed in the Tempo Accounts system plugin:

® Tempo Account Administrators
® Tempo Rate Administrators

The Accounts custom field is created when the Tempo Accounts system plugin is installed, and it
is used to display data in Tempo Timesheets. Tempo Accounts is used for worklog classification.
There are many valuable Tempo Gadgets for Tempo Accounts where you can view the current
status of logged time. Price Tables are configured in Tempo Accounts and are used to display
valuable revenue and billing data. The Category Type selected for each account is used for the
data displayed in the Team utilization report.

Tempo Planning API

The following permission is managed in the Tempo Planning API system plugin: Plan Time


http://tempo.io/privacy-policy/
https://tempoplugin.jira.com/wiki/display/TEMPO/Installing+and+upgrading+Tempo+Timesheets
https://tempoplugin.jira.com/wiki/display/TEMPO/Installing+and+upgrading+Tempo+Timesheets
https://tempoplugin.jira.com/wiki/display/TEMPO/Team+Timesheet
https://tempoplugin.jira.com/wiki/display/TEMPO/Tempo+accounts+gadgets
https://tempoplugin.jira.com/wiki/display/BOOKS020/Price+Tables
https://tempoplugin.jira.com/wiki/display/TEMPO080/Team+utilization

permission

The Planning API system plugin is used for managing all plan items that are created in Tempo
products. Users with different Tempo products installed can view a plan item regardless of where it
is created. Plan items that are exclusive to Tempo Planner (for example, work planned for a sprint)
cannot be viewed in Tempo Timesheets.

Tempo Core system plug-in

| Extract from Tempo Core (plug-in) version: 4.x.x |

Tempo Core is a system plugin and a required module for all other Tempo products, such
as Tempo Timesheets, Tempo Planner, and Tempo Budgets.

Tempo products are disabled if Tempo Core is disabled in JIRA UPM. Tempo's Workload, Holiday
Schemes and some Tempo permissions are handled through Tempo Core.

Hot fixes within the scope of the Tempo System plugins are released on a regular basis so our
customers don’t need to wait for a Tempo product release for a fix. An overview of all Tempo
system plugins are included in our Getting Help and Support page.

You can update Tempo Core to get the new features, improvements and fixes without updating
your Tempo product if your JIRA and Tempo versions are compatible to the new version of Tempo
Core.

Tempo Teams system plug-in

| Extract from Tempo Teams (plug-in) version: 3.x.x

Getting Started

Tempo Teams 101

The following pages explain how to manage
teams, but these are also actions that are needed
to get started with Tempo Teams.

Manage teams

Creating teams

Team Configuration
Editing team permissions

Program of teams

Other Resources

Glossary

Administer Teams

The JIRA Administrators permission is needed for
the following actions, which also need to be
configured when getting started.

Granting permission to users
Teams Custom Field

Team roles

Using Tempo Teams

In this chapter
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Tempo teams navigator

Browsing

a team

Team Reports

Teams JQL Functions

Tempo Accounts system plug-in

Extract from Tempo Accounts (plug-in) version: 3.x.x

Getting Started

Tempo

Accounts 101

Using Tempo Accounts

Tempo Accounts Navigator

Browsing an Account

Accounts JQL Functions

Displaying Account in JIRA issue

Administer Accounts

Accounts Custom Field

Granting permission to users

Accounts configuration

Other Resources

Tempo

Accounts FAQ

Glossary

Tempo Planning API system plug-in

Key items

Release notes
for the Tempo
Planning API
Upgrading the
Tempo
Planning API
Shared
Planning Data
Granting
permission to
users

REST API
guide for the
Tempo
Planning API

The perspective role: JIRA Administrators

This is the Tempo Planning API plugin. It handles creating, reading, updating and
deleting plan items made through other Tempo Products. Tempo Planning APl is thus
a shared point for Tempo Products to manipulate and share planning data. Disabling
or removing it will have consequential effects and should not be done unless
instructed to do so by Tempo's support team, or unless you are uninstalling Tempo.

Manage add-ons screen with the Tempo Planning API system plugin (click to enlarge)
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Manage add-ons
You can install, updata, anable, and disable add-ons hene. Find new add-ons

Filter visible add-ons Usor-instalied -

User-installed add-ons

3 # Atlassian Universal Plugin Manager Plugin
+ 4 FishEye Plugin

* 4F HipChat fer JIRA

& JIRA Agile

» AF JIRA iCalendar Plugin

» A JIRA Importers Plugin (JiM)
» A JIRA Welcome Flugin

(=) System Plugin: Tempo Core

« (% System Plugin: Tempo Planning AP

F Upload add-on <+ Build a new add-on

This is the Tempo Flanning AP plugin, Other Tempo products depend on this plugin, Piease do not disable or uninstall it
urless instruched bo do 80 By TeMpa's SUPPORt 1AM, OF UNIESE you ara UNAStalng Tempa.

Uninstall Digable

API for Tempo Timesheets

Tempo REST API

Tempo REST API is for developers who want to integrate with Tempo add-ons. The REST APl is a
standard interface for interacting with the Tempo modules. Use the REST API browser built into

JIRA to browse the services provided by the Tempo REST API.

Links to API documentation pages available in Tempo Timesheets is listed in Timesheets REST

API| page and all Tempo API is listed on the Tempo REST API’s page.

For more detailed information on REST see JIRA REST APIs documentation.

Tempo servlets API

In this chapter

Related pages

® Tempo REST
API's

® Timesheets
REST API

Integrating two systems is a fairly complex process; change in one system must be reflected in the
other. Tempo, however, allows users to easily change worklogs, whether for something as simple
as a spelling correction or the modification of a date, or for more involved tasks, such as deleting a

worklog.

The blog Integrating Atlassian JIRA using Tempo Plugin explains how worklogs entered in JIRA
can be integrated with an external system.

The Tempo services are designed as a Machine-to-Machine communication and are usually not
used by normal users. The services provide ALL worklogs regardless of permissions. The services

should therefore be used with care and should only be open to a limited number of

people/computers. JIRA administrators control access to the Tempo services with IP address

filtering

This page explains in details the available functions in Tempo services APl and how they can be

used in your company.

For more information and examples check out the Tempo Servlets Manual page.

Please comment on that page if something is not clear enough or you have some questions on this

subject.
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Tempo API guide

Tempo Servlets API In this chapter

Integrating two systems is a fairly complex process; change in one system must be reflected in the
other. Tempo, however, allows users to easily change worklogs, whether for something as simple
as a spelling correction or the modification of a date, or for more involved tasks, such as deleting a Related pages

worklog. Tempo REST API's

The blog Integrating Atlassian JIRA using Tempo Plugin explains how worklogs entered in JIRA
can be integrated with an external system.

The Tempo services are designed as a Machine-to-Machine communication and are usually not
used by normal users. The services provide ALL worklogs regardless of permissions. The services
should therefore be used with care and should only be open to a limited number of
people/computers. JIRA administrators control access to the Tempo services with IP address
filtering

This page explains in details the available functions in Tempo services API and how they can be
used in your company.

For more information and examples check out the Tempo Servlets Manual page.

Please comment on that page if something is not clear enough or you have some questions on this
subject.

Tempo dynamic drop-downs

Extract from Tempo Core (plug-in) versio
n: 4.x.x

When users log work, they fill out a Log Work form. You can add custom work-log fields (work attributes) to the form. One type of custom
work-log field is a drop-down list that retrieves list items from an external service. These externally sourced drop-down lists are called dynami
¢ dropdowns. You define the list items in the external service, which connects to Tempo Timesheets.

Product

Tempo Timesheets 8.2

Required permission

JIRA Administrators

Before you begin

Learn about how JSONP works on the following IBM page: http://www.ibm.com/developerworks/library/wa-aj-jsonp1/

About this task

In the procedure below, the following example is used:

You want to add a custom work-log field called Operations to Log Work forms so that users can choose an operation from a
drop-down list. Tempo Timesheets sends a request to an external service to fetch the list of operations. A URL is included in the
request. In Tempo Timesheets, in the Administration section, on the Work Attributes page, the URL that is specified for the external
service is in the following form:

http(s)://ww. acne. coni j sonp/ oper ati ons
Tempo Timesheets automatically appends ?cal | back=? to the URL when the request is sent to the external service. For example:
http(s)://ww. acre. coni j sonp/ oper ati ons?cal | back=?

At run-time, a callback parameter is generated (for example, f n), and the JSONP library replaces the second question mark in the URL
with the callback parameter.
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Procedure

To configure an externally sourced drop-down list, set up the external service so that, when Tempo Timesheets sends the request, the
external service returns a list of operations as a simple key-value list in the following JSONP (not JSON) code format:

Example: JSONP JavaScript with callback named "fn"

fn(
{"val ues":

[

m keyll: ,
"value":"Pl ease select..."

"key":"0100",
"value":"This is option ONE"

n keyll : n 0200" ,
"val ue":"And here is option TWD'

Function and variables
fn In this example, the callback function name is 'fn'. The external service must use the callback parameter (see 'About this task'
above) as the callback function name.

val ues Variables that Tempo Timesheets understands. An array that is called 'values' must be returned and must contain objects with
'key'-'value' pairs.

key

val ue

Making the returned values depend on another selected value
You can set up the external service to return different items for the drop-down list depending on the following parameters:

® The JIRA username of the user for whom work is logged. In this case, the URL in the request that Tempo Timesheets sends to the
external service contains the JIRA username. For example:

http(s)://ww. acre. coni j sonp/ oper ati ons/tayl or ?cal | back=?

where t ayl or is the JIRA username of the person for whom work is logged.

® The issue that users log work to. In this case, the URL in the request that Tempo Timesheets sends to the external service contains
the issue key. For example:

http(s)://ww. acne. conlj sonp/ oper ati ons/ TO- 21?cal | back=?

where TO- 21 is the key of the issue that the user logs work to.

® The item that is selected in a custom field on the issue. In this case, the URL in the request that Tempo Timesheets sends to the



external service contains the key of the item that is selected in the custom field on the issue. For example, for the Account custom
field on the issue, the URL contains the key of the selected account. For example:

http(s)://ww. acre. coni j sonp/ oper ati ons/ 201500?cal | back="?

where 201500 is the key of the selected account.

® The account that the user selects in the Account custom field (work attribute) on the Log Work form. In this case, the URL in the
request that Tempo Timesheets sends to the external service contains the key of the selected account. For example:

http(s)://ww. acre. coni j sonp/ oper ati ons/ 201501?cal | back=?

where 201501 is the key of the selected account.

What to do next

Add the custom field (work attribute) to worklogs.

Tempo servlet manual

Tempo servlets manual On this page

. . . . . ® Tempo servlets
Integrating two systems is a fairly complex process; change in one system must be reflected in the manual
other. Tempo, however, allows users to easily change worklogs, whether for something as simple * GetWorklogs
as a spelling correction or the modification of a date, or for more involved tasks, such as deleting a * UpdateWorklo
worklog. gs

® WorklogReport

The blog Integrating Atlassian JIRA using Tempo Plugin explains how worklogs entered in JIRA o BillingKeyList

can be integrated with an external system.

® HolidayList
The Tempo services are designed as a Machine-to-Machine communication and are usually not
used by normal users. The services provide ALL worklogs regardless of permissions. The services
should therefore be used with care and should only be open to a limited number of In this Chapter
people/computers. JIRA administrators control access to the Tempo services with IP address
filtering.
This page explains in details the available functions in Tempo services APl and how they can be Related pages

used in your company. Please comment on this page if something is not clear enough or you have
some questions on this subject.

Tempo REST API's

GetWorklogs

Gets all worklogs for a given period, returns data on specified format (XML, Excel or test data)

1. URL:
http(s):/lyourserver.yourdomain/plugins/servlet/tempo-getWorklog/?dateFrom=2011-01-01
&dateTo=2011-01-31&format=xml&diffOnly=false&tempoApiToken=my-token

a. NB. This is an HTTP GET method

b. o The Tempo API Security Token is explained in the Access control page.
2. Parameters:
a. dateFrom=yyyy-mm-dd
b. dateTo=yyyy-mm-dd
i. Note that skipping both dates returns the current "open period" which is
controlled in JIRA Admin.
c. format=xml|excel|testData
i. External applications use the XML format

ii. See this page if you want to include JIRA custom fields to the XML
export
ii. testData creates an XML that can be used as input to update
d. diffOnly=true|false(default)
i. External applications use diffOnly=true to get only changed records since
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last GetWorklogs

ii. diffOnly returns only records that have changed since last update (Updat

eWorklogs) or are marked as external error (external_result is not OK)
e. errorsOnly=true|false(default)

i. Returns a list of worklogs that the external system marked as error or are

not valid for export (missing billingKey or staffld or expression is invalid)
f. validOnly=true|false(default)
i. Returns a list of worklogs that are valid for import, i.e. have both billingK
ey and activity
g. addBillinglnfo=true|false(default)
i. Adds billing info to each worklog
h. addIssueSummary=true|false(default)
i. Adds issue summary field to each worklog
i. addlssueDetails=true|false(default)

i. Adds issue details such as issue type, original estimate, remaining
estimate, version, component, project key, project category, project name
and issue priority.

j. addWorklogDetails=true|false(default)
i. Adds worklog details such as creation date and updated date
k. addUserDetails=true|false(default)

i. Adds user details such as user full name and all JIRA user properties.

User properties displayed in XML format only
I. headerOnly=true|false(default)
i. Returns only header information (no data). Used to see the current "open
period”.

m. userName=userName

i. Filters by dates and userName only
n. billingKey=billingKeyld

i. Filters by dates and billing key (Account, Expenditure Item) only

!, Global Accounts are not supported

0. addlIssueDescription=true|false(default)

i. Adds issue description field to each worklog in XML format only
p. addParentlssue=true|false(default)

i. Adds parent issue details to each worklog in a sub-task. Valid in XML

format only
g. projectKey=projectKey
i. Filters by dates and project key only
r. issueKey=issueKey
i. Filters by dates and issue key only
s. addApprovalStatus=true|false(default)

i. Adds Timesheets approval status, reviewer, time-stamp and comment for

a user timesheet

!, approvalStatus is not part of diffOnly=true

1. Result example:



Example results from GetWorklogs

<?xm version="1.0" encodi ng="UTF-8""?>
<wor kl ogs>
<wor kl og>
<wor kl og_i d>46445</ wor kl og_i d>
<i ssue_i d>13189</i ssue_i d>
<i ssue_key>CLOUD- 18</i ssue_key>
<hour s>8. 0</ hour s>
<wor k_dat e>2011- 10- 11</ wor k_dat e>
<user name>eri ca</ user nane>
<staff_i d>2410724289</staff _i d>
<bi I l'i ng_key>6</billing_key>

<billing_attributes>Account =201405, Bi I | abl e=3600, Box=t r ue, | nput =abc, | ong
Sel ect =11, Nunber =123, Type=3<billing_attri butes/>

<activity_ id>vl1l0444</activity_id>

<activity_nanme>C oudBay Sprint 4</activity_nanme>

<wor k_descri pti on>Revi ew</ wor k_descri pti on>

<par ent _key/>

<reporter>j ohn</reporter>

<external _id/>

<external tstanp/>

<hash_val ue>dc11df f c091f cc72e7358067a9488f ale31ce314</ hash_val ue>

</ wor kl og>

</ wor kl ogs>

Activity information: The activity for the worklog is one of the following:

® The Version on the issue. If there are more than one versions on the issue the version selected as the activity is the top one in the
Schedule order. Activity id has v as a prefix

® The Component on the issue. If there are more than one component on the issue the component selected is the latest (the one with
the highest id). Activity id has c as a prefix

® |f the issue has both a Component and a Version the version is selected as the activity

UpdateWorklogs

Updates worklogs with external information (external id & external hours).
Note: The hash_value field from getWorklog must be used with the update to verify the integrity of the update.

1. URL: http(s):/lyourserver.yourdomain/plugins/servlet/tempo-updateWorklog/?tempoApiToken=my-token

The Tempo API Security Token is explained in the Access control page.
a. HTTP GET opens a simple form to paste XML input (used for testing)
b. HTTP POST accepts XML input and updates worklogs in JIRA
i. The input XML must be sent as parameter: worklogs
2. Input example:


https://tempoplugin.jira.com/wiki/display/TEMPO080/Access+control

Example input to UpdateWorklogs - POST-ed with the worklogs parameter

<?xm version="1.0" encodi ng="UTF-8""?>
<wor kl og_updat es>
<wor kl og_updat e>
<wor kl og_i d>46445</ wor kl og_i d>
<external i d>SAP-|D 12345</external _id>
<ext ernal _hour s>8. 0</ ext ernal _hour s>
<ext ernal result>0OK</external result>

<hash_val ue>dc11df f c091f cc72e7358067a9488f ale31ce314</ hash_val ue>
</ wor kl og_updat e>
</ wor kl og_updat es>

3. Output example:

Example output from UpdateWorklogs

<?xm version="1.0" encodi ng="UTF-8"7?>
<wor kl og_resul ts>
<wor kl og_resul t>
<wor kl og_i d>46445</ wor kl og_i d>
<external _i d>SAP-| D 12345</external _id>
<result_tstanp>2011-10-12 11:13:48</result_tstanp>
<ext er nal _hours>8. 0</ ext ernal _hours>
<external result>0OK</external result>
<updat e_resul t >OK</ update_resul t >
<nms>125</ ns>
</ wor kl og_resul t>
</wor kl og_resul t s>

WorklogReport

Returns a worklog report as XML that can be used as input to a reporting tool (iReport).

1. URL:
http(s):/lyourserver.yourdomain/plugins/servlet/tempo-getWorklogReport/?dateFrom=2011-01-01&dateTo=2011-02-01&billingKey=6
&useExternalHours=true|false&tempoApiToken=my-token

o The Tempo API Security Token is explained in the Access control page.
2. Parameters:
a. dateFrom=yyyy-mm-dd
b. dateTo=yyyy-mm-dd
c. billingKey=billing key to be used in the query
d. useExternalHours=false|true (default). External hours are hours registered in external system with updateWorklog.

BillingKeyList

Returns a list of available accounts (billing keys), to be used when creating reports.


https://tempoplugin.jira.com/wiki/display/TEMPO080/Access+control

1. URL: http(s):/lyourserver.yourdomain/plugins/servlet/tempo-billingKeyList/?tempoApiToken=my-token

o The Tempo API Security Token is explained in the Access control page.

2. Note that the enabled attribute can have the following values:
a. "2"- Closed: The account was closed manually in Tempo Accounts.

b. "3" - Open: The account is open

HolidayList
Returns a list of registered non-working days (holidays), to be used when calculating required hours in an external system

1. URL: http(s):/lyourserver.yourdomain/plugins/servlet/tempo-holidayList/?tempoApiToken=my-token

o If you are adding a parameter like the security token in the url above you need to add ? before the first parameter.

Getting help and support

D

Tempo Product and System Plugins Support
Pages
Every Tempo product and all system plugin have their own

support space on this wiki including all Release Notes pages,
recently created issues and other useful information about using

the product.
Tempo Products  Tempo System Plugins
Tempo Timesheets Tempo Teams
Tempo Planner Tempo Accounts

Tempo Budgets Tempo Core

Tempo Planning API

?

Questions
If you cannot find your answer in our documentation, you may

want to consider submitting your question to Atlassian's
user-based question and answer community, Atlassian Answers (

you can search the Tempo tags).

Q

FAQ

We also have an FAQ section on our support desk.

&

Tempo Support

At Tempo, we aim to deliver world class support. As such we now
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https://tempoplugin.jira.com/wiki/display/TP/Tempo+Planner+Support+Home
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have a dedicated support desk that will help our customers solve
their daily needs.

You can now submit your queries via our new support desk and
whilst you are there, please feel free to browse our knowledge
base or join in our Tempo Community discussions.

_|_

Request a Feature and Report a Bug

We value feedback and comments on how we can make Tempo
Products better. If you want to request a new feature, or report a
bug in a Tempo product please contact our Help Center.

Third-party trademarks

Microsoft and Excel are either registered trademarks or trademarks of Microsoft Corporation in the United States and/or other countries.

Account
An account is a new dimension on JIRA Projects, since it is linked to one or more projects. It has

attributes like category and customer. Accounts make it possible to link JIRA Issues to an external
accounting system and to group issues from many projects under a common entity.

Account Approval Process
Accounts can be approved by users with the Approve Timesheet permission, depending on period
management. The period for users with the Approve Timesheet permission needs to be open but

closed for team members. This means that the process works only for the month date range. The
status for the account is either Approved or Not approved.

Tempo Accounts

Tempo Accounts is a system add-on shipped with Tempo Timesheets. It is used to connect
multiple JIRA Projects, customers and responsible parties.

Account Report

Account Reports are generated from the Account Timesheet data. The reports can be based on
different account attributes, e.g. accounts, customers, categories and account lead.

o Gives the best report overview (All Accounts option), if Accounts are set as a Work Attribute an
d the current user has the Browse Projects Project Permission for all the JIRA Projects.

Account Timesheet

The Account Timesheet displays logged work on accounts for a designated period. Statuses for
the Account Approval Process are also displayed.
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Activities

Activities used in 'Tempo Timesheets' and 'Planning’ include: JIRA Project, version, and
component.

Advanced Timesheet

The Advanced Timesheet displays worked and planned (if enabled) time for a designated period
and gives users the option to customise their timesheet view, through pre-defined filters. Invalid
worklogs is the standard filter, that is only available in this timesheet. The timesheet is also
available in report and list view.

Atlassian Marketplace

Atlassian provides the Atlassian Marketplace to connect add-on developers to customers with a
unified purchasing experience. The Marketplace experience makes it easy for users to manage,
upgrade, and renew their licenses. Tempo licenses for JIRA download have been migrated to the
Atlassian Marketplace. Tempo OnDemand is not yet available on the Atlassian Marketplace.

Internal Activities

Internal Activities used in Tempo time sheets and Planning include: JIRA Project, version, and
component. The Internal Activities feature is intended for vacation planning and other out-of-office
time (i.e., meetings, sick time, etc.).

License Details

License Details refer to your current Tempo licensing information, and include the type of license,
the party to whom the license is issued, the issue date, expiration date, Tempo and JIRA user
limits, and license versions.

Project Timesheet

The Project Timesheet shows the progress for a selected project and date range. It is also possible
to view a breakdown of versions or components. The timesheet is also available in report and list vi
ew.

Reports

The Reports feature allows users to generate an overview of projects, Activities, JIRA issues, and
planned and logged work (Worklogs). User Reports, Project Reports, and Advanced Reports are
available.

Team Timesheet

The Team Timesheet displays worked and planned (if enabled) time for a designated period and a
Tempo team. It is also possible to view a breakdown of versions or components. The timesheet is
also available in report and list view.

Tempo Administrators

JIRA Administrators can give Tempo Administrators permission to selected JIRA groups to
handle administrative options that might change frequently. The permission gives access to a subs
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et of the administrative tabs in Tempo Timesheets: Internal Issues, Non Working Days, Period
Management, Worklog Validation and Workload Schemes.

Tempo Services

The Tempo services are designed as a Machine-to-Machine communication and are usually not
used by normal users. The services provide ALL worklogs, regardless of permissions. The
services should therefore be used with care and should only be open to a limited number of
people/computers. JIRA administrators control access to the Tempo services with IP address
filtering.

Tempo Gadgets

Tempo Gadgets are special optional features that may be added to a user's JIRA dashboard or on
a page in Confluence.

Tempo License Key

A Tempo License Key is the unique identifying code issued for Tempo license that is purchased,
renewed, or upgraded, and must be entered into either the Universal Plugin Manager (if the license
is purchased through the Atlassian Marketplace) or in the Tempo license key field (if the license is
purchased through Tempo) to activate Tempo.

Tempo Scheduler

The Tempo Scheduler can be used by JIRA admins to limit users to adding and editing worklogs
within an designated period by selecting 'Weekly' or 'Biweekly' as a period type.

If the Tempo Scheduler is configured with some email settings, all members in the
designated Tempo groups will receive an email according to the configuration.

Time Planning

Users in Tempo can designate the amount of time expected for an Activity (designated by Issue,
Project, Component, Version, or Internal Activity) for a designated date or period.

Timesheet

A 'Timesheet' provides an overview of total Time Tracking registered for 'Activities' and 'Internal
Activities' within a designated period, and is viewable by User, Project, Team, and Account. An
Advanced Timesheet is also viewable.

Timesheet Approval Process

Users may submit their Timesheets monthly or weekly for approval, and users with the Approve
Timesheet permission are provided with an overview of each user's workflow status. This feature
must be enabled using the 'Global Configuration'.

Time Tracker

Tempo's Time Tracker is a real-time time tracking mechanism that works as a stopwatch and
allows users to track time spent on working on a particular JIRA issue as they complete it.



Time Tracking

Time Tracking is the process by which Tempo enables its users to track planned and allocated time
on Activities in JIRA.

Universal Plugin Manager (UPM)

The UPM is a feature offered by Atlassian that allows JIRA admins to manage installed JIRA
add-ons, check for upgrade compatibility, search for other add-ons, and install licenses
immediately.

User Timesheet

The 'User Timesheet' gives the user an overview of the total 'Time Tracking' for the selected period,
and an option to log work and edit worklogs.

Worklog

An individual record of the time that is worked by a user on a specific issue for a specific length of
time.

Workflow Approval Process

Activities used in 'Tempo Timesheets' and 'Planning’ include: JIRA Project, version, and
component.

Work Attributes

Attributes can be created and added to worklogs. An example of a work attribute is a simple
true/false value such as "Overtime," "Not Billable," or "Driving Cost," or more complex Dynamic
Drop-downs that are populated by a JSONP script. These attributes are stored as a key-value pair
within the worklogs.

By using the expenditure item as a work attribute, the user has the option to select from all
expenditure items mapped to the project to link the item with the worklog instead of the JIRA issue.
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