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Global configuration

In order to use Tempo Timesheets, Time Tracking in JIRA needs to be enabled and In this chapter

activated:

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

2. Choose the cog icon E at top right of the screen, then choose System,
select Issue Features > Time Tracking (left tabs).

0 Tip: Use Keyboard Shortcut instead: g then g and start typing time t.

3. Write a value in Hours per day and Days per week fields, but those values are
used in Tempo Default Workload Scheme.

4. Click the Activate button to turn time tracking ON.

This page gives an overview of Global Configuration for Tempo Timesheets.
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.

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


https://tempoplugin.jira.com/wiki/download/attachments/135659540/TEMPO080-020816-1537-100_Admin_Guide.pdf?version=1&modificationDate=1470151743531&cacheVersion=1&api=v2
http://confluence.atlassian.com/display/JIRA/Managing+Global+Permissions
https://confluence.atlassian.com/display/JIRA/Using+Keyboard+Shortcuts#UsingKeyboardShortcuts-administrationsearchdialogbox
http://confluence.atlassian.com/display/JIRA/Managing+Global+Permissions
https://confluence.atlassian.com/display/JIRA/Using+Keyboard+Shortcuts#UsingKeyboardShortcuts-administrationsearchdialogbox
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The default values for the Global Configuration

Time Tracking Permissions and Validation

| User with Approve Timesheet Permission can log work for team members
I User can not log work on parent issues
1 Log work with start time

L) Remaining estimate is optional

L) Worklog description is optional

! Allow logging on closed and archived accounts

# Allow logging on not editable issues

Max hours per day per user: | Unlimited (Max 99h per worklog) v

Users allowed to register time into future: |90 Days v

Approval Processes and Accounting

Enable timesheet approval process | Disabled v
| Enable Account Approval Process
) User with Approve Timesheet Permission can set billed hours

] Team member can set billed hours

Planning

¥l User can plan time

¥ Enable Time Planning

Labs (Experimental Features)

J Enable Account PDF Export - (Mot available for Global Accounts, yet)
L1 Plan Workflow - Allows plans to be submitted for a supervisor's review. Unless disabled.

@ Agile Timesheet - See all worklogs associated with JIRA Agile boards and sprints. Curre

Time Tracking Permissions and Validation

This page explains the Time Tracking Permissions and Validation options as part of Tempo
Timesheets Global configuration.

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: E) at the top right of your
screen. Then scroll down to Tempo administration left tabs and choose the Global
Configuration option.

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

The Time Tracking Permissions and Validation options in Global Configuration

In this chapter



http://confluence.atlassian.com/display/JIRA/Managing+Global+Permissions
https://confluence.atlassian.com/display/JIRA/Using+Keyboard+Shortcuts#UsingKeyboardShortcuts-administrationsearchdialogbox
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Time Tracking Permissions and Validation

User with Approve Timesheet Permission can log work for team members
User can not log work on parent issues
Log work with start time
Remaining estimate is optional
Worklog description is optional
#| Allow logging on closed and archived accounts
# Allow logging on not editable issues
Max hours per day per user: | Unlimited (Max 99h per worklog) -
Users allowed fo register time into future: | 90 Days -

Each item from the screenshot is explained in the table below.

Table: Time Tracking Permissions and Validation explained

Option Default Description

User with Approve Timesheet = No If enabled, users with the Appr
Permission can log work for ove Timesheet permission,
team members can log work and edit hours

for all their team members.

User can not log work on No If enabled, an error message

parent issues is displayed (in the log work
window) when a Tempo
Timesheets user tries to
submit a work-log for an JIRA
issue with sub-tasks.

Log work with start time No If enabled, a Tempo
Timesheets user can set start
time when logging work. Note
! A useful reading on the
difference between my JIRA
worklog and my Tempo

worklog.
Remaining estimate is No If enabled, and an issue has
optional no Original estimate, the Rem

aining estimate is not
calculated in the time-tracking
entry. Again if enabled and an
issue has Original estimate,
the Remaining estimate is
reduced by the time spent
until the value 0 is reached.
The Remaining estimate can
not be a negative number, but
if it has reached 0, the user
can add a new one.

Worklog description is No If enabled, and no text is

optional written in the Log Work Descri
ption field, a default text Worki
ng on Issue $key is added. As
with any text in the Log Work
Description, the default text
can still be edited.

Allow logging on closed Yes If disabled, it is not possible to
accounts log work on an issue that has
an account in closed status.


http://www.tempoplugin.com/faq/why-is-there-a-time-difference-between-my-jira-worklog-and-my-tempo-work-log/
http://www.tempoplugin.com/faq/why-is-there-a-time-difference-between-my-jira-worklog-and-my-tempo-work-log/
http://www.tempoplugin.com/faq/why-is-there-a-time-difference-between-my-jira-worklog-and-my-tempo-work-log/
https://tempoplugin.jira.com/wiki/display/TEMPO080/Logging+Work
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Allow logging on not editable Yes If disabled, and thejira.iss

issues ue. edi t abl e property is set
to false in the JIRA workflow
status, a Tempo Timesheets
user can not log work.

oA few notes:

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

® |f enabled 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

Max hours per day per user Unlimited 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.

Users allowed to register time = 90 Days Other options, rage from 0

into future Days to 360 Days. 0 Days me
ans the user can not log work
for Tomorrow. 360 Days mean
s that the user can not log
work on a date that is over a
year from current date.

Log work with start time

This page explains further the option Log work with start time in Global configuration and falls .
under the Time Tracking Permissions and Validation. This option is disabled by default, but In this chapter

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)


https://confluence.atlassian.com/display/JIRA063/Configuring+Workflow#ConfiguringWorkflow-Usingstepproperties
https://confluence.atlassian.com/display/JIRA063/Configuring+Workflow#ConfiguringWorkflow-Usingstepproperties
https://marketplace.atlassian.com/plugins/com.innovalog.jmwe.jira-misc-workflow-extensions
https://marketplace.atlassian.com/plugins/com.innovalog.jmwe.jira-misc-workflow-extensions
https://marketplace.atlassian.com/plugins/com.innovalog.jmwe.jira-misc-workflow-extensions
http://www.j-tricks.com/1/post/2011/02/permissions-based-on-workflow-status.html
https://confluence.atlassian.com/display/JIRA063/Configuring+Time+Tracking
https://tempoplugin.jira.com/wiki/display/TEMPO080/Logging+Work
https://tempoplugin.jira.com/wiki/display/TEMPO080/Time+Planning
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Log Work
Issue
jser [ John Steel "
Internal
Assigned Iszue | [LJ AKA-29 - Create new product page for AKA =

Watched

Date | 07/Mar/16 [
Tme | 1:04 pm
Warked ogged 40h
Billed
Remaining estimate | Oh jina mate 0
Jescriptic

Log another | Log Work  Cancel

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.

User n John Steel &
Issue | W AKA-29 - Create new product page for AKA "

Period &
Date | 07/Mar/186 rE

End date | 18/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.

Approval Processes and Accounting

This page explains the Approval Processes and Accounting options as part of Tempo
Timesheets Global configuration.

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: E]) at the top right of your
screen. Then scroll down to Tempo administration left tabs and choose the Global
Configuration option.

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

The Approval Processes and Accounting in Global Configuration

In this chapter



https://tempoplugin.jira.com/wiki/display/TEMPO080/Reports
https://tempoplugin.jira.com/wiki/display/TEMPO080/Editing+work+log+entry+in-line
http://www.tempoplugin.com/faq/why-is-there-a-time-difference-between-my-jira-worklog-and-my-tempo-work-log/
http://confluence.atlassian.com/display/JIRA/Managing+Global+Permissions
https://confluence.atlassian.com/display/JIRA/Using+Keyboard+Shortcuts#UsingKeyboardShortcuts-administrationsearchdialogbox
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Approval Processes and Accounting

Enable timesheet approval process | Disabled -
Enable Account Approval Process
User with Approve Timesheet Permission can set billed hours

Team member can set billed hours

Available Options

Enable timesheet approval process Default Value: Disabled

This can be enabled Monthly (Period) or Weekly. Once 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 (the user(s) with the Approve Timesheet permission), if the workflow status is Ready to
submit.

Enable Account Approval Process Default Value: No

If enabled, Team Leads (the users with the Approve Timesheet permission) can approve an
account which is managed through Tempo Accounts. Approved status icon is displayed in the
Account Timesheet, a green bullet for approved items and a red bullet for the ones that still need to
be approved. The Approval button is disabled until the period has been closed for Team Leads and
Team members in the Period management. This is documented on the Account Timesheets page.

User with Approve Timesheet Permission Default Value: No
can set billed hours

If enabled, 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.

Team member can set billed hours Default Value: No

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

Planning Options

This page explains the Planning options as part of Tempo Timesheets Global configuration. .
page exp 9op P P 9 In this chapter

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: E]) at the top right of your
screen. Then scroll down to Tempo administration left tabs and choose the Global
Configuration option.

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

The Planning options in Global Configuration


https://tempoplugin.jira.com/wiki/display/TEMPO080/Timesheet+Approval+Process
https://tempoplugin.jira.com/wiki/display/TEMPO080/Account+timesheet
https://tempoplugin.jira.com/wiki/display/TEMPO080/Logging+Work
https://tempoplugin.jira.com/wiki/display/TEMPO080/Viewing+timesheet+in+report+view
https://tempoplugin.jira.com/wiki/display/TEMPO080/Logging+Work
https://tempoplugin.jira.com/wiki/display/TEMPO080/Viewing+timesheet+in+report+view
http://confluence.atlassian.com/display/JIRA/Managing+Global+Permissions
https://confluence.atlassian.com/display/JIRA/Using+Keyboard+Shortcuts#UsingKeyboardShortcuts-administrationsearchdialogbox
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Planning

o™ User can plan time
o Enable Time Planning

Table: Planning explained

Option Def Description

aul

t
User can Ye | When enabled, this means the Plan Time button will show up in all timeshe
plan time s | ets, except the Account Timesheet for team members.
Enable Ye = When enabled, this means the Plan Time button is activated and will show
Time s upinin all timesheets, except the Account Timesheet for users with the App
Planning rove Timesheet permission (may also be Team Leads). This allows the

Team Leads to do high level planning to allocate people on JIRA projects
and it's versions or components.

Tempo Labs

This page explains the Labs (Experimental Features) options as part of Tempo Timesheets Glob
al Permission.

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: E]) at the top right of your
screen. Then scroll down to Tempo administration left tabs and choose the Global
Configuration option.

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

The Labs (Experimental Features) options in Global Configuration (click to enlarge)

Labs (Experimental Features)

Eraitde Accourt POF Export - (Mot avalable for Global Accounts, yef)
Plan Woridiow - Allows plans io b submitied for a supervisor's revies. Uinless dizabled, noffication emails are sent on any workfiow actions
.{Ng-ln Timeshest - Sen al wiklogs asscoiniod with JIRA Agils boards and sprinks. Curnently ondy avallabls for users with JIRA Agiko installod

o The Labs options enable our customers to test some exciting new functionality and give a
sneak preview of new features coming in future releases.

Account PDF Export

This feature is disabled by default. If enabled, ODF Configuration option is added to the Tempo
Timesheets administration menu.

Acceass 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)

On this page

® Account PDF
Export

® Plan Workflow

* Agile
Timesheet

In this chapter



https://tempoplugin.jira.com/wiki/display/TEMPO080/Timesheets
https://tempoplugin.jira.com/wiki/display/TEMPO080/Timesheets
https://tempoplugin.jira.com/wiki/display/TEMPO080/Timesheets
http://confluence.atlassian.com/display/JIRA/Managing+Global+Permissions
http://confluence.atlassian.com/display/JIRA/Managing+Global+Permissions
http://confluence.atlassian.com/display/JIRA/Managing+Global+Permissions
https://confluence.atlassian.com/display/JIRA/Using+Keyboard+Shortcuts#UsingKeyboardShortcuts-administrationsearchdialogbox
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PDF Configuration &

Ploase note: This ks an experimental feature and is subject to change in the future. - (Global Accounts not supported, yet.)

PDF Reports Logo
Provide your own logo for generated POF reports

Reston: 1o defaull value

PDF Paper Size

Selact the paper size for generated PDF reports. | Ad

External Hours

POF uses extemnal hours | False 2

Save

The PDF Configuration page is explained below:

® You can include a logo in every report, by copying the its url into the field as in the
screenshot above.

o 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 With this feature enabled, the option Export to PDF becomes available in the Export menu for
the Report view of the Account Timesheet and in Tempo accounts navigator.

Plan Workflow

This feature is disabled by default. If enabled, users can send an approval request for planned time
to the user with the Approve Timesheet permission for their team.

Agile Timesheet

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

10


https://confluence.atlassian.com/display/JIRA063/Customizing+the+Look+and+Feel
https://confluence.atlassian.com/display/JIRA063/Customizing+the+Look+and+Feel
https://tempoplugin.jira.com/wiki/display/TEMPO080/Exporting+worklogs+as+a+PDF+file
https://tempoplugin.jira.com/wiki/display/TEMPO080/Planning+Approval+Process
https://www.atlassian.com/software/jira-agile/overview
https://tempoplugin.jira.com/wiki/display/TEMPO080/Agile+Timesheet
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. 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.

OgRwWN R

Examples

Time Format

Description

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

12-hour clock, with 'am' and 'pm’

Note: 12 midnight is written as 12:00 am, and 12:00 noon is written as 12:00 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 Format
01/09/2016 dd/MMlyyyy
01.09.2016 dd.MM.yyyy
1/9/2016 d/Mlyyyy
01/09/16 dd/MMlyy
1/9/16 diMlyy

01 Sep 2016 dd MMM yyyy
1 Sep 2016 d MMM yyyy
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/ddlyyyy
09.01.2016 MM.dd.yyyy
9/1/2016 M/dlyyyy
09/01/16 MM/ddlyy

Results

00:24
05:45
12:36
17:19

12:24 am
5:45 am
12:36 pm
5:19 pm

Format

HH:mm

h:mm a
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9/1/16 M/dlyy

Sep 01, 2016 MMM dd,
yyyy

Sep 1, 2016 MMM d, yyyy

Sep/01/16 MMM/ddlyy

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.

Tempo permissions

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

TEMPO

Global Configuration
Tempo Permissions
Internal Issues
Period

Fields

Worklog Attributes
Period Management
Account Manager
Worklog Validation
Scheduler

Access Control

PDF Configuration
Workload Schemes
Holiday Schemes

License Details

JIRA Administrators permission is used to access all the administrative functions
available for Tempo products. The options that are displayed in the Tempo
administration section depend on which Tempo products are installed.

Besides the JIRA Administrators permission, other permissions are defined for
Tempo, as explained in this chapter.

Permissions used in Tempo

Timesheets

In this chapter
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Tempo time-tracking permission

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

This page explains the Tempo Time Tracking global permission. This permission gives access to
the Tempo Timesheets product.

To configure Tempo Time Tracking, open the Tempo Permissions screen in the Tempo
administration:

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. Scroll down the left sidebar until you see the Tempo configuration group and
select Tempo Permissions.

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

Tempo Time Tracking in Tempo Global Permissions (click to enlarge)

Administration o e s e L]
Fre Adaas (neriliagenest et Bywes Aty
LA WARAE FLELE Termps Global Permisiar
Ve farm P Bt it sk ) T gal, Rl e . i, i G i W g i Paeiist i o (g el s W
™
T Pemmanies [e— -
e —p— Tempe hdmemairser Parmason 1o sdmnainis Temps (L Admraryon T T E—,
e T r——

. Tompn Totm Uiager  Parmssn s manki Toams 000000 60 B0utt U401 ) jrapdmmnisions

Boma Coace (b Purasis a8 UL, ASsriairairs e Imgked

s st

[-.m e R T——

P i T (AR

To edit or give users the Tempo Time Tracking permission, click on the Groups field as in the
screenshot below and start writing the beginning of a previously created JIRA Group. To finish the
editing, click on the Update button to save the change or the Cancel link to proceed without
changes.

Adding JIRA group(s) to the Tempo Time Tracking permission (click to enlarge)

Tempo Global Parmisslons

SRR, A I O P 48 Tt D (TR e, o O v B CPR Rl DESTRR SR ] T (P e 10 e

Per=sissbon Descrpuon Groups

Termgo Adrmirigtaior Parmisaion 9 sdmnatoet Temps [JRA Admictalies ) rm-adeiniiralons
maed]) £l lempo-sdmiragrao:

Temngo Tean Masager  Permission io manage Tears (Depends on Browse 4 jpe-adsinitraten
Users Giobal Permission and JIFA ASminsiaion ane A waromansgen
Implieg)

Tempo Tisma Tracking  Parmission 1o socess Temps Bme ncing (Tenps

Wmpo-ime-rackng = | jra Updaie  Cancel
USers Mult Nive T PenmEsen |

Showing 1 513 maiching groups

Ja-demicpen
JEn-users

o The default JIRA Groups used for this permission, are jira-administrators and jira-developer
s (in Atlassian Cloud they are called administrators and developers).

If you are trying to Log Work or Plan Time on a JIRA user that does not have this
permission, you will get a message in these dialogs that says: User is not Tempo User.
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Permissions to view worklogs

Using Tempo Project Manager Role In this chapter

User who are in the Tempo Project Manager role can view all worklogs within a particular
project.Users who are not in the role can only see their own worklogs.

® To allow users or groups to see all worklogs in a particular project add them to the Tempo
Project Manager role:
® Configure the Tempo Project Manager Role
® To add users or groups as default members in the role - use the Manage Default
Members option in JIRA:
® Managing Project Roles - specify ‘default members' for a project role

Another possible reason worklogs aren't viewable in Tempo is if the user is missing the JIRA Brows
e Projects permission, see No Access notification page for more info.

No Access notification

No Access in Tempo Timesheets In this chapter

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

Permissions to edit worklogs

Edit worklogs in Tempo Timesheets In this chapter

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

You lack permission to "Work On Issues”

JIRA defines this project permission in order to allow JIRA administrators to manage who can log
work against an issue, i.e. create a worklog entry. In order to edit worklogs not currently editable for
this reason:

® As a JIRA Administrator open the Project Permission Scheme for the project in question
® Grant the user in question 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


https://tempoplugin.jira.com/wiki/display/TEMPO080/Tempo+Project+Managers+Role#TempoProjectManagersRole-ConfigureRole
https://confluence.atlassian.com/display/JIRA063/Managing+Project+Roles#ManagingProjectRoles-Specifyingdefaultmembersforaprojectrole
https://tempoplugin.jira.com/wiki/display/TEMPO080/Team+Timesheet
https://confluence.atlassian.com/display/JIRA063/Managing+Project+Permissions
https://confluence.atlassian.com/display/JIRA063/Configuring+Workflow#ConfiguringWorkflow-workflowdesignerWorkflowdesigner
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® 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

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

User doesn't have Approve Timesheet permission

User who doesn't have Approve Timesheet permission in Tempo can't edit team member worklogs.
To be able to edit team members worklogs:

® As a Tempo Team Manager
® Add the user in question to the Approve Timesheet permission as described on
the Team Permissions page

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
® In case of Approved Timesheets - Reopen the timesheet
® In 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 allows Account Managers to close accounts when users should no longer be able to log
work on an Account. In order to edit worklogs currently not editable for this reason:

® As an Account Manager with Manage Accounts permission
® Open the account in question as described on the Configuring an account page
® Change the Allow logging on closed accounts settings in Tempo Global
configuration


https://confluence.atlassian.com/display/JIRA063/Managing+Project+Permissions
https://confluence.atlassian.com/display/JIRA063/Managing+Project+Permissions
https://confluence.atlassian.com/display/JIRA063/Managing+Project+Permissions
https://tempoplugin.jira.com/wiki/display/TEMPO080/Tempo+Scheduler
https://tempoplugin.jira.com/wiki/display/TEMPO080/Grace+Period
https://tempoplugin.jira.com/wiki/display/TEAMS020/Teams+permissions
https://tempoplugin.jira.com/wiki/display/TEMPO710/Timesheet+Approval+Process#TimesheetApprovalProcess-ApprovalStatuses
https://tempoplugin.jira.com/wiki/display/TEMPO710/Timesheet+Approval+Process#TimesheetApprovalProcess-ReopenTimesheet
https://tempoplugin.jira.com/wiki/display/TEMPO710/Timesheet+Approval+Process#TimesheetApprovalProcess-RejectTimesheet
https://tempoplugin.jira.com/wiki/display/ACCOUNTS020/Configuring+an+account
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Approve Timesheet permission

Using Approve Timesheet permission

User with the Approve Timesheet permission can do the following in Tempo Team Timesheet.

1. View Team Timesheet for the team including the sum of all worklogs logged by team
members

2. View User Timesheet for members in the team
3. Approve timesheets for team members if Timesheet Approval Process is enabled
4. Open a Grace Period if timesheet has been closed in Tempo Scheduler

This permission is also currently used in Account Timesheets if Account Approval Process is
enabled in Tempo Global configuration.

Permissions for managing revenue and billing

Permission for revenue and billing is managed in Tempo Core and Tempo Accounts, system plugins bundled with Tempo

Timesheets.

Manage Accounts

Tempo Account Manager permission gives access to manage accounts.

This involves being able to create an account manually, import and export of accounts and configur
ing accounts.

Tempo Permissions administration page - click to enlarge

Tempo Permissions

Tempo Global Fermissions

O this page you ¢an et the Tempo ghobal peemissions. Mole that JIRA Administraton can manage al Ternpo global perrins sions

Permizsion Description Groups

Tempo Adminish

PErmEssian 1o adminisirate Tempo (ARA AJminsITasors

& vempo-adminisirators
mplied)

Tempo Team Manager  Permission 1o mang

nBrowse Users B manage-leams
Glabal Perm an s are impiked)

Tempo Time Tracking Permission o access Tempo time b ing (Tempo users
misst have Mhis permission)

Tempe Account Permission 1o manage ALCounts (Tempoe Administralors A empo-accounl-manages
Manager e pliad)

Tempo Rate Manager  Permission o manage Cost and Frice Rates B tempo-rate-managers

Tempo Project Parmissions
Permission to View Projest werklogs

By default the role giving users permission to Wiew all Project Worklogs is the "Tempo Project Manager Role

1 you would e to use another role fior this pupose you can do so by
changing the setiings below

Rl b vieew projisct worklogs | Tempo Project Managers *

Add Default Membars from “Tempo Project Managers' to Existing Projects
Use the Ede Delaut Meenber for

Detault Usars Default Groups

wiew-all- worklogs Add ra all existing projects

Manage Rates

Managing rates permission gives access to add and edit Setting price rates

Tempo Rate Manager in administration page - click to enlarge
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Tempo Permissions

Tempo Global Permissions

On this page you can odit the Tempo global permissions. Note that JIRA Administrators can manage all Tempo gickal permissions.

= 1 Groups

Tempo Admintstralos Permission to administrate Tempa (JIRA Administrators
impied)

& tempo-administrators

Temps Team Manager Peimilssion 10 manage Teams (Depends on Browse Users

f1 manage-teams
Global Permission and JIRA AIminisatons are implied)

Tempo Time Tracking  Permission 10 atcess Tempa ime tracking (Tempo users &

adevelpers
miust have this permission) & jra-administrators

Temps Account Petmission to manage Accounts (Tempo Administrators & tempo-account-manages
Manager impilied)
Tempo Rate Manager  Pemission to manage Cost and Frice Rates B tempo-rate-managers

Tempo Project Permissions

Permission to View Project workiogs

By Sttt iole gring s DRTHBIGN 1o Vidw all Proset Worklogs ik the "Temgs Propset Misdgsr Role” 1f yiu winid ke 16 e Snothed roli for the. e s you £an &b 86 By
ERanging ths Bellings below

Rl 10 v project worklogs | Tempo Project Managers +

Add Default Members from ‘Tempo Project Managers' to Existing Projects

Usa the Edt Dedault Me

Fods pag b0 charge defaull msmbars for new propects. To make these settings akso apply 10 ol existing promets wse the function below

Default Users Dafault Groups

wiewnail worklogs #dd o all existing peopects

Browse Customer Revenue

Browse Customer Budget permission gives access to view Revenue and Reports for accounts
connected to the customer.

Browse customer revenue

Browse Customer Revenue permission gives access to view Revenue and Reports for accounts
connected with the customer Related pages
To configure who has this permission, go to Tempo accounts navigator: * Tempo
igure w IS permission. g P u 9 ' Accounts
1. Choose Customers from the Manage drop-down ® Granting
2. Select View Customer for a particular customer permission to
users

View Customer link opens the customer overview page (click to enlarge)

E Accounts [ Give Tempo Feedback Creale Account

Actaunts

Manage -
MACCOUNTS

and Clased

Customers

Accounts can be grouped by customer for accounting or other management purpases.

MAINTEMANCE Koy il
Global Add
Unassigned Project
100450 AKA Condrol System Delete
1245 Cloud Bay Int Delete Stomer
100201 CloudBay Delete e
100103 GreenCioud Delete
100875 Minkstry of Heakh Delote

Add user or group to Browse Customer Revenue
How to:

1. Select Configuration on Customer Overview page
2. Click on the Users or Groups field
3. Writing the beginning of the name of a previously created JIRA Group or JIRA User
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4. Choose the correct name from the list of suggestions

5. Click on the Update button to save the change or the Cancel link to proceed without
changes

Managing rates

Manage Rates permission is managed in Tempo Core and Tempo Accounts, system plugins bundled with Tempo Timesheets.

This page explains the Manage Rates (Tempo Rate Manager) global permission. Manage Rates
gives access to add Cost Rates and Price Rates that are used in budgeting and billing.

To configure who has this permission, go to Tempo Permissions in the Tempo administration:
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. Scroll down the left sidebar until you see the Tempo configuration group and
select Tempo Permissions.

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

Tempo Rate Manager in Tempo Global Permissions (click to enlarge)
Administration L Search JRA admin
Projecis  lemse  Unermaragermant  Syslem  Add-oes

ATLABBIAN MARSETFLAZE Tempe Global Permisaions

il et -2k i P g v car b B Torpe ot por—iesoes Mote Tt JIEA Admeafraion co- marage ol Soroo gobal Serimeers

[
Prunchasesd scd-ons Permiason DD Orosps.
APPLISATION Lot Temp) Ao=irsirm P 1 sceminairni Temos | JFA ASrinamnsions mped) 4l bempc-admintate
Agpiatn Lisu Timps Toshen bl g Parmiggon & msrdge Teams [Depdrds on Browse Lien. Globsl 4 marage-teams
Paisiiden and ALA Agminfsion ane Smpled)
SRR COMTR,
Tempa Time Tracking Pemision & access Tempo bme Facking (Temps wsens mst have

JL vempo e racaing
U3 permizae)

Temna Actoent N rager Peimasion i msnsge A, | Tempo Adminarenon maied}

i manage-acoms

Tompo At baiager

Paimadon 1 mibsigs Col g Prios e (Te=po Ad=wission
i=phand|

4 macago-rees

Giokal Configuratan

THimp Paimiasions.

To edit or give users the Manage Rates permission, click on the Groups field as in the screenshot
below and start writing the beginning of a previously created JIRA Group. To finish the editing, click
on the Update button to save the change or the Cancel link to proceed without changes.

Adding JIRA group(s) to the Manage Rates permission (click to enlarge)

Terpo Global Permasicrs

O Poon b 7o G % o T el o R ot T Acdmipirgiony oo marage o Tempes giobsl peenmsors

FamaLon Duacrigon Oreass

Prmps Ramanarace BWTALEN 1 B rATAE Tamg | P R STIC T A rrra——

Tampa, Tasm Misrsgs Bk 1 mag Thbm [Then 0 BTt LA, Sase

& marapeens
Frrmanan e SR Admnaisor s et

Tampo Trme kg Faerinsicn i acoess Temngs e acking (Temps usens s fu

AL e TR G
s perean|

Tt Rivine] Wit P | Targn At (Te=o Ad=wiralin e )

T Mate e P 1o merege Cost and Price Ries [ Termps Adminstrstor e % | e Lpiele  Carcal
L] e

Bgmring 3 6§ miiching growirt

et

jrasne

o The Manage Rates permission implies Tempo Administrator, which is set on a default group
tempo-administrator.
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Tempo Project Role Management

Permission to View Project worklogs

By default the role giving users permission to View all Project Worklogs is the "Tempo Project
Manager Role". If you would like to use another role for this purpose you can do so by selecting
another Project Role already configured on your instance.

Tempo Froject Permissions

Parmiddicn o View Propect worklogs

o 'Wies all Project Worklogs ts The “Tempo Propect Manager Roke™. I you sould ko 10 use another robe dor This parpose jou <

Foke by whre peogect worklogs | Tempo Peoject Managers *

Add Default Members to Existing Projects

The Edit Default Member for Project Role link is opening the Project Role Browser on your JIRA
instance where you can change default members for new projects.

To make the default settings also apply to all existing projects:
1. Loginto JIRA as a JIRA Administrator.

2. Choose the Projects Role from a list of available roles.

The default members for the selected role are displayed below
3. Click the Add to all existing projects button.

Tempo Project Pérmissions

Paeriabsn v View Praject womlsgs

s 5l o Widogs is e “Tampe Proget Mansgor Role”. M you would b 15 use srdBher rols b Bt pompeas you ¢

Risii b vow gropect wodkdegn  Teeps Project Mansgery *
Agd Dednult Members from Tempe Progest Waasgen’ 1o Bastng Propects
i s gl Wi B F v pag By ¢ harge oelaull mamben Gor na peasc . To maka e weibegs s apply b

Cwfault Users Dwfault Sroups

ASHBS Gl SNl RO

! Verify that the selected role is not used in JIRA permission scheme if you want to restrict this

permission to view worklogs in Tempo Timesheets.

We suggest that you create a JIRA group for this role i.e. view-tempo-worklogs as it is
easier to maintain users directly in the group.

Add Users to Project Roles

To add users and groups to the Tempo Project Managers role:
1. Log in to JIRA as a Project Administrator.

2. Choose the Projects option from the cog icon E: at top right of the screen.

°Keyboard shortcut: g + g + start typing project
3. Click on the project name from the project list, to open it's Administration section.
4. Open the Roles screen from the left sidebar, where the role is configured and/or updated.

See Managing Project Roles JIRA documentation for more information on Project Roles

Defining a working week

Extract from Tempo Core (plug-in) version:
3.X.X
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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
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:
3.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, Tempo Folio, or Tempo Books is installed)
® Tempo Administrator (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
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associated with the default scheme.

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:
3.X.X

Required permission

One of the following permission types:

® JIRA Administrators (if Tempo Timesheets, Tempo Planner, Tempo Folio, or Tempo Books is installed)
® Tempo Administrator (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 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, 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:
3.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, Tempo Folio, or Tempo Books is installed)
® Tempo Administrator (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:
3.X.X

Required permission

One of the following permission types:

® JIRA Administrators (if Tempo Timesheets, Tempo Planner, Tempo Folio, or Tempo Books is installed)
® Tempo Administrator (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

23


https://tempoplugin.jira.com/wiki/display/CORE030/Switching+sets+of+public+holidays
https://tempoplugin.jira.com/wiki/pages/viewpage.action?title=Documentation+by+product+version&spaceKey=TD&spacesSelectedTab=category&spacesSelectedTeam=core

Tempo Timesheets 8.0 Documentation

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:
3.X.X

Required permission

One of the following permission types:

* JIRA Administrators (if Tempo Timesheets, Tempo Planner, Tempo Folio, or Tempo Books is installed)
®* Tempo Administrator (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:
3.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:
3.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, Tempo Folio, or Tempo Books is installed)
® Tempo Administrator (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:
3.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, Tempo Folio, or Tempo Books is installed)
® Tempo Administrator (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:
3.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, Tempo Folio, or Tempo Books is installed)
®* Tempo Administrator (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:
3.X.X

Required permission

One of the following permission types:

® JIRA Administrators (if Tempo Timesheets, Tempo Planner, Tempo Folio, or Tempo Books is installed)
® Tempo Administrator (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.

27


https://tempoplugin.jira.com/wiki/display/CORE030/Adding+days+to+sets+of+public+holidays
https://tempoplugin.jira.com/wiki/display/CORE030/Setting+the+default+set+of+public+holidays
https://tempoplugin.jira.com/wiki/display/CORE030/Switching+types+of+working+weeks
https://tempoplugin.jira.com/wiki/pages/viewpage.action?title=Documentation+by+product+version&spaceKey=TD&spacesSelectedTab=category&spacesSelectedTeam=core

Tempo Timesheets 8.0 Documentation

Related topic

Setting the default type of working week

Deleting days from sets of public holidays

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

Required permission

One of the following permission types:

® JIRA Administrators (if Tempo Timesheets, Tempo Planner, Tempo Folio, or Tempo Books is installed)
® Tempo Administrator (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 m > 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:
3.X.X

Required permission

One of the following permission types:

* JIRA Administrators (if Tempo Timesheets, Tempo Planner, Tempo Folio, or Tempo Books is installed)
®* Tempo Administrator (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 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 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

. Usar Paul Bergen

Internal |
Assigned Issue || %}5
Watched Peripd | 2newing 3 Intemal Issues

B INT-1 Vacation Time
Fiter B ® T VacstonTme |

[ INT-=2 Sick Tirme
Workad [[] 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 the Tempo Administrator permission.
2. Select Administration from the Tempo drop-down menu in the top navigation
bar, choose Internal Issues.

Internal Issues
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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 Administrator permission.
2. Select Administration from the Tempo drop-down menu in the top navigation
bar, choose Internal Issues.
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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 |7J

Project | Please select

| Please select h‘
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 07 08 09

& 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 worklog attributes

Attributes can be added to the worklogs. Examples of a worklog attribute are Overtime, Not
Billable and Driving cost. These attributes are sent with the worklog.

Adding Worklog Attributes involves 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 Worklog
Attributes option.
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0 Tip: Use Keyboard Shortcut instead: g then g and start typing Worklog Attributes.

Worklog Attributes screen (click to enlarge)

Worklog Attributes @
Workdog attributes can be added to the worklags Y Add Attiibute
An examgle of a worklog atinbute is simple truefalse values such as "Overtima”, "Hot Billable™ and
“Driving cost”™ or more complex Cynamsc Drop-downs that are populated by a JSONP script
These atiributes ane stoned as a keyaalue par with worklogs
4 Duning _Dviing_ CHECKBOK L} talse Edit | Daleta
[} Mot Billazie —HatBillabie_ CHECKEQN 1 talse Edit | Dafeta

You can change the attribute list order by using the ] and 'u' icons.
To add a Worklog Attribute to the list, do the following:

1. Click the Add Attribute button

@

<k Add Attribute h‘?

2. The Add Worklog Attribute window will display;

Mame
Type CHECKBOX -
External URL
Hote: External URL must return a JSONP object values[[key: value]]
Required [
Key

Save || Cancel

3. Write down a descriptive Name for the attribute;
Please note that the name can be changed but the key is fixed to the first name of the
attribute.
4. Select one of the following attribute Types:
a. Checkbox
b. Input field
c. Dynamic Drop Down
i. Write a url in the External URL field.

See Tempo dynamic drop-downs page for more info.

d. Script
i. Write a url in the External URL field.
!, Note, this option is not available if your setup is on JIRA cloud
instance.
e. Account

f. Input Numeric
i. Numeric values that can be summed up in the report exported excel file.
5. Check if the worklog attribute is Required;
6. Click the Save button if you are done or Cancel to close without saving;
7. Repeat steps 1-5 according to your needs.

o The Account attribute can only be created once to add the Account as a worklog attribute,
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which will link the Account attribute to the Worklog itself but not the JIRA issue. The Account is
normally inherited from the JIRA issue, but creating an Account attribute means that that
connection is broken. Note that the Account is read from the issue if none exists on the worklog.
This is to ensure backwards compatibility.

Mame Another Account
Type ACCOUNT -

External URL |/restftempo-rest/1.0/accountsfjson/billingKeyList/{lssue
Note: External URL must return a JSONP object values[[key: value]]

Required O
Key |_AnotherAccount_
Only one attribute of type Account is allowed

Save | | Cancel

All Worklog Attributes are displayed in the Tempo Logging Work window and can be edited In-lin
e in timsheets and in the report and list views.

Log Work - John Steel

Interna Period [
Activity Date |15/Febr2 | T
Hours Total hours spent  M/A
Remaining estimate | NfA Ornginal estimate  M/A
Description
y:
Type | Please Select 3
Account | Please selact E
Orvertime

dd [Add and close Cancel

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

[ Get online help about Tempo Worklog Attributes i

Account as a worklog attribute

This is a child page of Configuring worklog attributes, explaining how to add accounts as worklog
attribute. The Account attribute can only be created once to add the Account as a worklog attribute,
which will link the Account attribute to the worklog itself but not the JIRA issue. The account is
normally inherited from the JIRA issue, but creating an Account attribute means that that
connection is broken.

o Note that the account is read from the issue if none exists on the worklog. This is to ensure
backwards compatibility.

To add the Account as a Worklog Attribute do the following:

1. Click the Add Attribute button.
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@
<k Add Attribute %

2. Select Account from the Type list:

Mame Account

Type CHECKBOX |

External URL [CHECKBOX
INPUT_FIELD
OYMNAMIC _DROP_DOWM
Required [SCRIPT

Key

Save | | Cancel

3. New Dynamic drop-down attribute is added with selected url for the account.

ONP object values[[key: value]]

Mame  Account
Type | ACCOUNT [+

External URL |/rest/tempo-rest/1.0/accounts/json/billingkeyList/{lssuek
Note: External URL must return a JSOMP object values[[key: value]]

Required [
Key | Account_

Save| [Cancel

4. Click the Required field if you want to ensure that no worklog is without the an account.

Name Account
Type | ACCOUNT [=]

External URL | frest/tempo-rest/1.0/accounts/json/billingKeyList/{lssueki
Note: External URL must return a JSONP cbject values[[key: value]]

Required
Key | A@Ebunt_

Cancel

5. The Account list is now displayed in all Tempo Log Work windows.
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Account 201403 - Wikkkieea Cloud: Development

201403 - Wikkkieea Cloud: Develop

201404 - Wikkkieea Cloud: Senice and Maint
[Add| [Addand close| Cancel

The selected Account is now connected to the worklog though another Account may be selected
on the JIRA issue.

o Please note that you can Move and Split worklogs to issues in another JIRA project where the
selected item is not mapped. In those cases an entry is added to the Invalid worklogs page as a W
arning in it's Status column.

Warked Created Updated Status
1 06/Feb12 06/Feb/12 Warning: Account not in project
2 19Feb/12 19/Feb/12 Warning: Account not in project

To remove the Warning you can either Assign the Account to the project or edit the worklog in any
report.

@ Views » 1% Tools ~

Worklogs -

Account

201402 I B~
201403 - Wikkkieea Cloud: Development
201404 - Wikkkieea Cloud: Service and Maint

o You can tell what account is invalid as the Account Key is only displayed in the list while the
valid accounts have both Key and Name.

Worklog attributes types

his is a child page of Configuring Worklog Attributes, explaining the different worklog attribute
types.

Worklog Attributes are used to add additional information on worklogs. There are currently tree
types of worklog attributes in Tempo

Checkbox

Dynamic Drop-down

Input Field

Account - This option is documented on this page.

Input Numeric' - Numeric values that can be summed up in the report exported excel file.

The 6th type of attribute is Script which is basically a JavaScript that is added to the page for added
functionality such as interlinking two or more attributes.

Checkbox

This is either True or False in Tempo reports

On this page

® Checkbox

® Dynamic
Drop-down

® Input Field

In this chapter
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My Checkbox

Dynamic Drop-down

Tempo Dynamic Drop-downs are drop-down lists that are populated with an external system to add
user defined properties to a worklog.

You can also use this type to create a Select List as explained here:

In Tempo 6.0.3, we released a new service for JIRA admins to create a Select List by using
the Dynamic Drop- down worklog attribute type.

The administrator will simply add a new dynamic drop-down attribute, write Type in the Name field
and copy this string to the External URL field.

/rest/tenmpo-rest/ 1.0/ accounts/json/ get Dynam cDro
pdown/ | 1] 2| 3| 4/ Pl ease
Sel ect | Red| Yel | oy Gr een| Bl ue

o Note, if you have JIRA WAR/EAR install you will have to add /jira in front of the string above.

/[jiralrest/tenpo-rest/ 1.0/ accounts/json/get Dynam
i cDropdown/ | 1| 2| 3| 4/ Pl ease
Sel ect | Red| Yel | oyl G een| Bl ue

!, The url can not contain "%" and if you need the % in your label you can use "%25" as it will

render as % in the field options.

This attribute is now included in all Log Work windows as seen below:

Type | Please Select Bl
Please Select %
Shortcut fip: Pressing t a| ¥ ellow

Green
| Blue Add Add and close | Cancel

Rename the attribute and edit the values according to your needs.

o See Tempo dynamic drop-downs page for more information on this subject

Input Field

Users can use this field for additional information with the worklog i.e. request number from another
system.

My Input Field

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
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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. 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 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.
o 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 pencd in the arganisation and is used for closing peniods, workflows, and billing
Start |4 T]
Start month | January [=]
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.

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.

2nd Period
An option is to have a second pericd. If second peniod is configured you can switch between the two different pericds in all iews.

2nd panod start | 4 ZI
2nd 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.
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Period 2

2072 - 02
P vy

a1 -

L. Period
2nd Period

Dates

Week Start Day

The weekday selected in the Week starts on is displayed as first day of the week in Tempo Times
heet Week View.

Week

Tempo Timesheet weak view is displayed with the followng stat day. It also controls the week for weekly imesheet apmoval
Week stats on | Sunday T'

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. Login 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)

WHAA Cassboars - Progcts - s - Agie - Temgo - | Graie

Administration % B A L

LEQ2A4

Perod Managemant

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

1 S o -
e e Oy e
g Cipes
5 o418 CRLURIE  J0JURHE  (Open v Gpes ®
1 i Gl g
o * Chresd ™ e

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
the Timesheet Workflow and Approval Process is enabled, users with the Approve Timesheet perm
ission 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
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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
Configuration.

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

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. 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 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 and
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 acheduling statuses of email reminders and the next closure date

Current Scheduler Settings

Name: Weekly Reminder

Type: Weekly

Status Reminder: & 25/Augf13 23:58 GMT &
Late Reminder: @ 27/Aug/3 11:58 GMT 2
Active: @

Last Closa: T1AUgM 3 23:50 GMT

Next Close: 2TIhugi13 23:59 GMT

Operations: Edit

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

A grace period can be granted to certain users in the Team Timesheet. 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 () Saturday & Suncay

o

Clase 3 working days after end dale

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

12 hours bafon 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 10:28 LHST)
Late Reminder: @ 27/A0gi13 11:59 GMT (27/Aug/13 22:29 LHST) o8
Active: ]

Last Close: 11/Aug/13 23:59 GMT (12/Aug/13 10:29 LHET)

Next Close: 27/Augh3 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 should have the Tempo Time Tracking permission
and in order to receive email, they need to either have logged some time or be in a worklo
ad 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 11:58 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

Repoat on (Wealkdy) Monday Tuesday () Wednesday Thursday Friday Saturday (8) Sunday

Make Schedu

s

Email Settings B Status reminder for all users - Tempo users will receive reminder on end date
& Status reminder for |late users - Tempo users with uncompleted tmesheots will recoive mmindor hours (st bolow) after end date

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

Activate This Schoduler &

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)

Edie Template 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
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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 Description

userFirstName User first name used in the greeting

userFullName
reminderType
dateFrom
dateTo

closingDate

hoursRequired

hoursLogged

hoursDifference

now

baseURL

statusClass

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.
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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


https://tempoplugin.jira.com/wiki/display/TEMPO080/Team+Timesheet
https://tempoplugin.jira.com/wiki/display/TEMPO080/Project+Timesheet
https://tempoplugin.jira.com/wiki/display/TEMPO080/Project+Timesheet

Tempo Timesheets 8.0 Documentation

@» | Team~
]
4% Web Development -

4 July 11, 2013 - July 24, 2013

O
11 12 13 14 15
& Name £ P % T F ] 5 M
Ed 8ob Jonnson 4 10% 3
H Lars Petersen 20 25% View Timesheet

Hrasaren R o poios |

Daily hours| User Preferences

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.
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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 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: 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 @

Emall type | status Rerninder
Rermindes lygs | weekly
Week ends on Monday Tuesday Wednesday Thursday Friday (=) Saturday Sunday
Calculate status for user o,

Send emall 1o Tohnatis

To send an email do the following:

A OWN PR

6.

. 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.

. 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.
Click the Send button to finish and you check the users inbox for an email.

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.

2.

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

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)
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o Note, You can click the help icon in the top right corner of the page, to open the online
documentation.

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.

WJIRA Dashboards ~  Projects - Iss Tempo - Boards - | Create

Administration 2 search JRA admin

Projects  Issues Add-ons  User management  System

Fields
ATLASSIAN MARKETPLACE

N O this page you can select the fields and propenies that are requared to make a wirklog valid for accounting
Find néw add-ons
KManage add-ons Staff ID User Property

Burchased add-ans A % i a5 P
R Ad s Select a JIRA User Property to be used in Tempo as staff id. If nothing is sefected 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 worklog 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

In this chapter
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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 Customn Flalds arg inchuded in the XML geport of Temps data as Bsted in our Tempo Serviet Manual page

Eplc Colow (id 10213)
Epic Link fid 10210)
Epic Nama (i 10211)

TEMPO ACCOUNTS

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

& Expon billed howrs

Save

The field is checked by default, but doesn't extract data for the export, except the two following
items in Global Configuration are checked:

® User with Approve Timesheet Permission can set billed hours
® Team member can set billed hours

Configuring and managing teams

Extract from Tempo Teams (plug-in) versio
n: 2.X.X
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This page and its child pages explain what a user with Manage Teams permission can do,
consisting of managing programs and teams, along with configuring each team.

Manage teams overview

® A user needs to be configured through Tempo's administrative section, to get the Manage
Teams 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.

Administering teams

This is an overview page for child pages, that explain administrative functions in Tempo Teams.

Required permission

JIRA Administrators permission

Table: Administrative ltems related to Tempo Teams

Administrative Item Short description

Teams permissions This permission in currently called Tempo
Team Manager in Tempo's global permission.
It is part of the Tempo Core module and is
used for managing programs and teams, along
with configuring each team.

Teams Custom Field 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.

Team roles Explains how to add/manage team roles, that
are used when adding/editing a new team
member.

Teams permissions

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

This is a child page of Granting permission to users, explaining the Manage Teams (Tempo Team
Manger) global permission.

o Note, this permission is used by the Tempo Teams module or system plugin.

Manage Teams gives access to manage all Tempo teams. This involves managing programs and
teams, along with configuring each team.

To configure Manage Teams, open the Tempo Permissions screen in the Tempo administration:
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. Scroll down the left sidebar until you see the Tempo configuration group and
select Tempo Permissions.
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Related pages

® Teams
permissions
® Team Roles
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0 Tip: Use Keyboard Shortcut instead: g then g and start typing Tempo Permissions.

Manage Teams (Tempo Team Manager) in Tempo Global Permissions (click to enlarge)
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To edit or give users the Manage Teams permission, click on the Groups field as in the screenshot

below and start writing the beginning of a previously created JIRA Group. To finish the editing, click
on the Update button to save the change or the Cancel link to proceed without changes.

Adding JIRA group(s) to the Manage Teams permission (click to enlarge)
Tempe Global Permissiens
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o Note, all users with the Manage Teams permission, also require the JIRA Browse Users Glob
al Permission.
Teams custom field

Extract from Tempo Teams (plug-in) versio
n: 2.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, In this chapter

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.

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
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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

i o O

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

®* 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.

o 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.

® The custom field is also used behind the scenes in Program Planning, when
giving backlog items to teams.

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

Team field

Extract from Tempo Teams (plug-in) versio
n: 2.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. 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
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screen. Then scroll down to Tempo Teams administration left tabs and choose the Team
Field option.

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)

Change Field Name

Fiald Nama | Team

TEMPO TEAMS
Team Rokas
Team Fiald
Team roles
Extract from Tempo Teams (plug-in) versio
n: 2.x.X
Tutorial

How to create teams and 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:

Required permission

JIRA Administrators permission

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.

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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Administration & search iRA agmin

Projects Add-ons  User Managemen! lIssues  Syslem  Audit Log

Team Roles
ATLASSIAN MARKETPLACE

On this ou can ade new Team Roles or cofigure existing roles
Find néw add-ons sl - ™

Manage add-ons

Name
Purchased add-ons

Systam Architec]
APPLICATION LINKS
Applcation Links Mamber
S0URCE CONTROL Business Analyst
DWVCS Accounts

Designer
FishEye Configuration
Parfares Job Intagration Develper
BunDs Product Cwner
Bamboa configuration

Serum Mastor
JIRA AGILE
JIRA Agia Configuration Technical Writar
Project Templates Tester

Enabled Progacts

I S

TEMPO TEAMS
Team Roles

Team Fiekd

Edit Team Role

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

Member

Business Analyst

Designer

Developer

Default

Delete

Update I Cancel

Delete

Defau

Diete -

Doalete

Dithistis

Deiete

Dealerter

Deharten

Drislele

Set Defaul

Sel Dafaun

Set Dafain

Set Defaut

Set Defaul

Sel Dafaull

B¢t Defaul

Set Default

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.

Tempo team navigator

Extract from Tempo Teams (plug-in) versio
n: 2.X.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.

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 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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S5 Teams

Lars Petersen, Laura Penn._. - John Stegl -

E o]

) ™ Beverly Perkins
« [ Lars Petersen
« W Laura Penn

w [l Megan Paladino
) B Paco Salendros

| | kﬁ Paul Bergen

1 EJ Robert Penn

Service & Support

Related topic

Creating teams

Browsing a team

Extract from Tempo Teams (plug-in) versio
n: 2.X.X

This page and its child pages, explain how to navigate (browse) one single team.

Required permission
Browse Team permission for the team
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

Teams
permissions
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 Description
1. Overview, Reports and Configuration tabs for
the team.

o The Configuration tab is only available for
users with the Manage Teams permission,
besides users that are Team Leads and can
configure only their own teams.

2. 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 &

Accounts

Oy i
¥ Boards

Select a new team

- 1 i Procuct Develop

* Azome Web Dev &

Crvarviay

™
Naw Toam
Bervn & Support
Tam Tango
T Wipea

Wl Dirvaitgnent

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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6. 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.
M
e
m
b
e
r
p
o
p
u
p

o

® 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.

7. ® 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.

Creating teams
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Extract from Tempo Teams (plug-in) versio
n: 2.x.X

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 Manager

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: 2.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, and the team's mission.

Required permission

JIRA Administrators or Tempo Team Manager or Team Lead

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).

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

Tips
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® Only users with Tempo Team Manager or JIRA Administrators permission can change the team lead.
® For information about programs, see the related topic in this chapter.

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: 2.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

JIRA Administrators or Tempo Team Manager or Team Lead

Procedures

Adding team members

Extract from Tempo Teams (plug-in) versio
n: 2.xX.X

Required permission

JIRA Administrators or Tempo Team Manager or Team Lead

Tutorial

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

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.
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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

Extract from Tempo Teams (plug-in) versio
n: 2.xX.X

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

JIRA Administrators or Tempo Team Manager or Team Lead
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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
n: 2.xX.x

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

JIRA Administrators or Tempo Team Manager or Team Lead

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.
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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.

Related topic

Team roles

Changing the dates of team membership

Extract from Tempo Teams (plug-in) versio
n: 2.x.X

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

JIRA Administrators or Tempo Team Manager or Team Lead

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.

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
n: 2.X.X

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

JIRA Administrators or Tempo Team Manager or Team Lead

Procedure
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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 & 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

Extract from Tempo Teams (plug-in) versio
n: 2.xX.x

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

Required permission

JIRA Administrators or Tempo Team Manager or Team Lead

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).
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: 2.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.
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Required permission

JIRA Administrators or Tempo Team Manager or Team Lead

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)
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. Inthe 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: 2.xX.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, Tempo Folio, or Tempo Books is installed)
® Tempo Administrator (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
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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 PR

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: 2.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

One of the following permission types:

® JIRA Administrators (if Tempo Timesheets, Tempo Planner, Tempo Folio, or Tempo Books is installed)
®* Tempo Administrator (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.

abswNPE

Related topics

® Switching types of working weeks

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

Linking teams to projects and JIRA Agile boards

Extract from Tempo Teams (plug-in) versio
n: 2.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
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67

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

Required permission

JIRA Administrators or Tempo Team Manager or Team Lead

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 Agile board, complete the following steps:
1. Go to the team configuration page by completing the following steps:
a. On the main menu bar, click Tempo.
b. Onthe Tempo menu, go to the Teams section, and click more.
c. On the Teams page, click the team that you want to link to a project or board.
d. On the individual team page, click Configuration.
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: 2.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.
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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.

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: 2.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

Accounts The Manage Accounts permission, gives access to work with all accounts that have been or need to be created. This involves

Permissions = being able to create an account manually, import and export accounts and configuring an account.

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: 2.x.x

The Tempo Account custom field is installed automatically with Tempo Accounts. To make use of
the field in relation to the Tempo Products it needs to be associated in one of the following two
ways:
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® On a JIRA Issue level, which requires adding association with issue screens (see below).
® To Tempo Timesheets worklogs, which requires to add Account as a Worklog
Attribute and the field will appear in the Log Work dialog.

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

o By activating accounts, Accounts JQL Functions become available.

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 Books 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.

Accounts permissions

Extract from Tempo Accounts (plug-in) ver
sion: 2.x.X

This page explains the Manage Accounts (Tempo Account Manager) global permission. Manage
Accounts gives access to work with all accounts that have been or need to be created.

To configure who has this permission, go to Tempo Permissions in the Tempo administration:
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. Scroll down the left sidebar until you see the Tempo configuration group and
select Tempo Permissions.

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

Tempo Account Manager in Tempo Global Permissions (click to enlarge)

Related pages

® Creating an
account

® |mport and
Export

® Configuring an
account

® Accounts JQL
Functions

Related pages

® Manage Rates
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Tempo Permissions

Tempo Global Permissions

On this page you can edit the Tempo global permissions. Note that JIRA Administrators ¢an manage all Tempo global permissions

Permission Description Groups

Tempo Administrator Permission 1o administrate Tempo (JIRA Administrators ‘ﬁ jira-adminisirators
implied)

Tempo Team Manager Permission to manage Teams {Depends on Browse Users

4L jira-administrators
Global Permission and JIRA Administrators are implied)

.ﬂ leam-managers

Tempo Time Tracking Permission 1o access Tempo time tracking (Tempo users

4L tempo-time-tracking
must have this pemmission)

Tempo Account Fermission to manage Accounts (Tempo Administrators L jira-administrators
Manager implied)
Tempo Rate Manager Permission to manage Price Rates

a jira-administrators

To edit or give users the Manage Accounts permission, click on the Groups field as in the
screenshot below and start writing the beginning of a previously created JIRA Group. To finish the

editing, click on the Update button to save the change or the Cancel link to proceed without
changes.

Adding JIRA group(s) to Tempo Account Manager

Permission Description Groups

Termpo Agminsrator Petm

niistrate Tempo (JIRA Admin

4l jra-administrators
impled)

Temps Team Manager  Permission to manage Teams (Depends on Browse Users
Permission and JIRA ASMIRIIators are mplisd)

B ra-administrators
& team-managers

Tempo Time Tracking toaccess Tempo tme iracking (Tempo users & tempo-time-tracking

m @ this permission)
Tempo Account Permissicn bo manage Accounts (Tempo Adminisirators ac Update
Manager implied)
Showing 2 of 2 matching groups
Tempo Rale Manager Pesrmis nage Price Rates

BECOUNT-Mmanagers

TEmpi-lime - T aEKing

o The Manage Accounts permission is automatically granted to Tempo Administrators.

Accounts configuration

Extract from Tempo Accounts (plug-in) ver
sion: 2.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)

On this page

® Clear Accounts
from JIRA
Issues

® Tempo
Account
Custom Field
Name

® Make Account
Required

Related pages

® Administer
Accounts

® Accounts
Custom Field
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Administration 2 Search JIRA admin

System  Add-ons

Tempo Accounts Configuration

These general options will affect all saftings in Tempo Accounts.

Properties

Clear Account value when issue is moved between projects

Tempo Account Custom Field

me: Account #

Make Tempo Account Custom Field required in JIRA Field Configurations

Default Field Configuration - The default field configuration

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: 2.x.X

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

71


https://tempoplugin.jira.com/wiki/display/ACCOUNTS020/Configuring+an+account
https://tempoplugin.jira.com/wiki/display/ACCOUNTS020/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

Tempo Timesheets 8.0 Documentation

72

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)

snowse
Accounts ) Gove Tompo Foooace  Groase Acxount

Acesunts

Creating an account

Required permission

Manage Accounts 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

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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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

All accounts that you lead Click Led by Me.

If you have Manage Accounts 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

® Accounts Permissions
® 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
Manage Accounts permission

Procedure

In the accounts navigator, in the upper-right corner, click Manage > Customers.
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D Give Tempo Feedback Create Account

Q Overview Reports ¥ Manage{":i
Categories

Import/ Export Accounts
Unaccounted Hours

Price Tables
ict Status Projects e Tanne

Related topics

® Accounts Permissions
® Managing customers

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

Manage Accounts 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

Manage Accounts 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
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Manage Accounts 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

Procedure

See the Tempo Timesheets documentation: Exporting worklogs as a PDF file.

Creating accounts

Extract from Tempo Accounts (plug-in) ver
sion: 2.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

Search

[ ] Give Tempo Feedback | Create Account |

s

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)

In this chapter

Related pages

® Accounts
Custom Field

® Accounts JQL
Functions
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Create Account

*
Name

Key"

Lead”

Customer

Spring Development
SPRINGDEVE
A unique key for the account

I Erica Jefferson

Person managing the account

Springfield City - (100359) -

Contact [ Lars Petersen

Person representing the customer

Category | Development - (300) =

Create = Cancsl

Table: The Create Account dialog options explained

Field

Account Name

Account Key

Account Lead

Customer
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Description

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.

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-Z), digit (0-9), underscore ("_"), dash
("™ or a dot (".").

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.

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.
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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: 2.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)

- Accounts -

AKA Control: Development -

Overview  Configuration

General Configure Account & -
LINKS
Budget Key 201405
Price Table Name'  AKA Control Development
Status’  Open v

Lead’ [ Lars Petersen

Ferson managing the account

Customer AKA Control System - (100450) i

Contact 8 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.

On this page

® Configuring an
account

® Linking
account to
JIRA projects

® Adding a
monthly budget
to an account

® Configuring
price table

In this chapter

Related pages

® Accounts
Custom Field

® Accounts JQL
Functions
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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)

WJRA Dashocads - Proy - ssues+ Tempo = Agle -
Accounts - Report Feedback
B AKA Control. Development - Account Time Tracking  Buoget
ricw Cenfiguration
Account Links @
Liake Link 1o ihe appeopriate JIRA Propects o be able to keep track of work on this account
Prowd
Tabie - + Link i -

Recent Projects

& Wikkkicea Cioud (WIKK) Dedete Bk

& Service and Suppor (SUPPORT)

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.

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

i"]lm Dashboards ~ Projecis ~ Issues ~ Tempo -~ Boards ~ Create

= | Accounts =
r'-‘ |

— 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
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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

WIIRA Dashooards ~  Projects = bssues Tempo =  Boards = | Create

unts -

B AKA Control: Development (Billed by the hour)

Cwerview  Configuration

Account Price Table @

Account Discount Rate 0%

ates Ane obs

Frice Table

Tempo Defaull Price Table v v s ACCOUNTS Tempo Default Price Table

E To edil these rates, t3e the ghbal Manage Price Tabie

Team Role Haudly Rats ($)
Defaiilt Rate 120,00
Business Analyst 140,00
Designer 150,00
Developer 18000
Marketing 12000
Member 120.00
Froguct Cwner 180,00
Serum Master 150 00
Sankyr Developer 120.00
Team Lead 120.00

Linking accounts to projects

Extract from Tempo Accounts (plug-in) ver
sion: 2.x.x

This page explains how to link a Tempo Account to JIRA projects. .
page exp P prel On this page
_ ® Link on Create
Link on Create * In Accounts
Configuration
Accounts can be linked to one or many JIRA projects. The projects can be included in the imported ¢ In P"_OJ_ECt )
file if the accounts are created with any of the Accounts Import features. Administration
In Accounts Configuration In this chapter

Users with Manage Accounts permission can link accounts to projects in the Links page displayed
in Account Configuration for the selected account.

The Links page in Accounts Configuration
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B AKA Control: Development - Account

Cwerew  Configuration

Account Links @
Links Link 10 1he appropriabe JIRA Profects 1o De abke 10 keep track of work on this account,

= | #Llnk -
Recent Projects

Daiete Nk

In Project Administration

Users with Manage Accounts permission and are in the Administration Role for the selected project
can open the Accounts page in project administration.

Accounts section in Project Administration

Wikkkieea Cloud o
Hey Wik Leaa [fJ Erica Jeferson  Categery: Product Developmen FL: Mo LR
Dvervew  Administration
Accounts
Link 10 1 SpPIOPIEe ACCOURT i TEmpd 1k keep I1Ack of Work on this profect
+Link
v
i CAPEX (201403 h‘bﬂq&.l Dl te nk
s
£ T Delete ik
Detete ik

Aegounts

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.

Managing customers

Tutorial

Customer overview

Extract from Tempo Accounts (plug-in) ver
sion: 2.X.xX

Customers can be selected or created when the account is created or managed from the Tempo
Accounts Navigator.

Accessing Customers in Tempo Accounts Navigator
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[ Give Tempo Feedback Create Account

Overview Reporis = Managem

Customers

Categories
Contact Status pre Import/ Export Accounts
Price Table

¥

lan McDougal [OPEN| AK

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)

Accounts L) Ghve Tempo Fesdback Creabe Account
Mang
Customers

Accounts can be grouped by cusiomer for accouniing of ather management purposes

Ky Marw

100500 Paraement of Liopia Aod

100480 AKA Control System Dbt
100201 Choud By Detete
100100 GreenCigud Delete
100876 Ministry of Mealth Delete |
100329 Spnghexs Cry Delete | View

All Customers in the system are listed alphabetically by Name. You can view the Customer
Overview page by clicking the View Customer link. The Configuration option is only used in Tempo
Books.

QOverview page for the AKA Control System customer

¥j|m Dashboards =  Precls = Issucs - Tempo = Agie =

= AKA Control System -

Owarview  Cor guration
summary Summary
Curitomee Mame: AKA Conbal Syatem Contamas Kays 10050
ALCOUns
Development
—— Ah Corkrol: Dewelonment

| Loes Pesersen

Service and Maint

s AHA Conirol: Senaoe and biasni
= Lszs P

To delete a Customer, click on the Delete button for the selected customer to open the Delete
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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 Heaith'

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 CUstomer

Categorizing accounts

Extract from Tempo Accounts (plug-in) ver
sion: 2.X.xX

You can create categories to group accounts by type of logged hour, together with, for example,
service provided: "Billable hours - Website improvements"; or department: "Internal hours -
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
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[ Give Tempo Feedback Create Account

Overview Manage ~

Customers

Categories L
Import / Export Accounts

Price Table

Adding categories

To add a category, on the Manage Categories page, type in a unique key, name, and type, and
click Add. (See the field descriptions below.)

Adding a new customer for accounts (click to enlarge)

rl Accounts J Give Tempo Feedback Create Azcount

o MaNage =

Manage Categories

Aegones are usstul whih you wanl bo ¢ Iasslly differsnl actounts, &g Blabie, Sefvice and Mantenanis #1t

Kay Hame Typs
2 Cperamony Cost . A
o Bt Dedete
Development decl q Detese
Internal Cost Internal Delete
460 Management Cost Capitakzed Dk
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
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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

Extract from Tempo Accounts (plug-in) ver
sion: 2.X.x

This page and it's child pages, explain how accounts can be imported and exported with Tempo .
Accoﬂn?s. Pas P P P P In this chapter

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 only available for users with the Manage Accounts permission, which
gives access to the Manage menu in the top right corner of the Accounts Browser. Select the Impo
rt / Export Accounts option from the Manage drop-down menu.

The Import / Export Accounts option in the Manage drop-down menu
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Report feedback Create Account

Overview Manage ~

Customers

Categories
B vt/ Exrt Accouris |
| OPEN | AKA Control System N

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)

El Accounts Report feadback  Crosts Acsount
Cvervew  Manage =

Impen Expar Accounts

Mo eciun! Silh between Toris a0 dome axlirnal 1yilen o appedion

() Trwrn are cumentiy 15 open accousts | View |

Imge Accaunts
Using C5Y File Using XML from service

You cn impen sccounts iom o C3Y e exponed om & spreadshest, conated i 8 tenl oditir w02 b which  bnpon acoturts rom & senvce by wiappsng e deta into e XUL fle. The siasciure of the X0 fie can
e 801 gt wenand will guide you Bhiaugh 8 fow neceiaary sieps. Afematively wou Can impo sccouts by foundin the Tomen Documentation

wing thes Tampa Apcounty Tampiaty jsoenicas bemgiats] SV tis
Impant trom Sarvics

i cion o A

Expon Accaunts

Actourts are enported i e Fempo Accounts Template S5V fomat

Expon Accourts

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

Extract from Tempo Accounts (plug-in) ver
sion: 2.X.x

Account Statuses
The table below show all statuses for Tempo Accounts and the usage for each status

Status Usage

OPEN 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

In this chapter
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CLOSED 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

ARCHIVED 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 Included in csv/xml Status After Import

[ OPEN | Yes Yes @
Yes No ARCHIVED
[ OPEN | No No ARCHIVED

CLOSED Yes Yes CLOSED
CLOSED No Yes CLOSED
CLOSED Yes No ARCHIVED
CLOSED No No ARCHIVED

ARCHIVED Yes Yes OPEN
ARCHIVED No Yes OPEN

ARCHIVED Yes No ARCHIVED

ARCHIVED No No ARCHIVED
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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
Yes Yes
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

Worklog date validation

To access Worklog Validation take the following steps:

1. Log in as a user with the Tempo Administrator 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:

Worklog Validation

Test if user can add or edit worklogs in Tempe on a specific date

@ I no useris selected, then curent user is usad. When testing if admin can log work for other user add admin usemame.
Optionally add Issue Key to test for Issue permission

Date 12Fen13 | 2l

Usemame [ Paul Bergen (paul) -
Admin usemame -
{when logging for

other user)

Issue Key | &) WIKK-11 - Update view and contraller to include (access

Validate
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Fill in the fields on the Worklog Validation page and click the Validate button to get the result.

The validation result for a user:

Fes 2/Febi13 & Editable
Username Faul Bergen (paul)
User is Admin Mo

Period status for 0213 () Open

Date too far into future (360 Days) & Mo

Tempo Scheduler Disabled
Timesheet Workflow Weekly
Workflow status &  Open

User timesheet status Open

Issue WIKK-11: Walid
Internal Issue Mo

Allow logging on not editable issues & Yes
Issue editable () Editable

User can edit Issue & Yes

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

N

[ Get online help about Tempeo Werklog Validation
I

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.

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
Control option.

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

Related pages

® Tempo
Servlets
Manual
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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:

127.0.0.1

192.168.1.10-192.168.1.20

i 192.168.0.1

fe80:0000:0000:0000:0202: b3 fele:8329-fab0:-202: b3 fele 5583

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

Secunty token that must be added 1o all AP calls. URL parameter to add: StempodpiToken=Td5a3d58-M3e9-455d-9503 - Tdable396be1
Secunty token  7d5a3d58-13e9-455d-9503-TdaB0c 396k

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.

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

®

| Get online help about Tempo Access Control l

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.

89



Tempo Timesheets 8.0 Documentation

Required permission

One of the following permission types:

® JIRA Administrators
® Tempo Administrator

Procedure

To view Tempo license and version details, complete the following steps:

1. Do one of the following tasks:

® |fyou are a JIRA Administrator, on the top menu bar, click the Administration cogwheel E > 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: 13/Apri16
License Type: COMMERCIAL
(Support and updates available until 12/Apri17)
Support Entitlerent Number (SEM): SEN.
JIRA Version: 7.0.4 (COMMERCIAL)
Tempo Help: https:/ftempoplugin. jira. com/wikif

« 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 ENAELED

« 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.
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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).

Tempo Core

Tempo permissions are managed in the Tempo Core system plugin. Workload and holiday
schemes are used to calculate required workload and availability.

Tempo Teams

Permissions to view worklogs owned by team members are managed in the Tempo Teams system
plugin. The Teams 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

® Set your utilization target for customer accounts and keep track of how your team is
investing its time

® Define team roles for all members of the team and set a price rate for each role

Tempo Accounts

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 Planning API system plugin is used for managing all plan items that are created in Tempo
Planner or Tempo Timesheets. Users with both 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 version: 3.x.x |

Tempo Core is a system plugin and a required module for all Tempo products, such as Tempo
Timesheets , Tempo Planner and Tempo Folio.

Tempo products are disabled if Tempo Core is disabled in JIRA UPM. Tempo's Workload, Holiday
Schemes and 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

In this chapter

In this chapter
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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
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.

Teams permissions
Teams Custom Field

Team roles

Using Tempo Teams

Tempo teams navigator
Browsing a team
Team Reports

Teams JQL Functions

Tempo Accounts system plug-in

| Extract from Tempo Accounts version: 2.X.x

Getting Started

Tempo Accounts 101

Using Tempo Accounts

Tempo Accounts Navigator
Browsing an Account

Accounts JQL Functions
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Displaying Account in JIRA issue
Administer Accounts

Accounts Custom Field
Accounts Permissions

Accounts configuration

Other Resources

Tempo Accounts FAQ

Glossary

Tempo Planning API system plug-in

Key items . L
The perspective role: JIRA Administrators

® Release notes
for the Tempo

Planning API This is the Tempo Planning API plugin. It handles creating, reading, updating and

¢ Upgrading the deleting plan items made through other Tempo Products. Tempo Planning API is thus
Tempo a shared point for Tempo Products to manipulate and share planning data. Disabling
Planning API or removing it will have consequential effects and should not be done unless

¢ Shared instructed to do so by Tempo's support team, or unless you are uninstalling Tempo.
Planning Data

* Granting Manage add-ons screen with the Tempo Planning API system plugin (click to enlarge)
permission to
users Manage add-ons

® REST API )
guide fOI’ the You can install, updata, anable, and disable add-ons hane. Find new Bdd-ons
Tempo Filter visible add-ons Usor-instalied - F Upload add=on 4+ Build a new add-on
Planning API

User-installed add-ons

3 # Atlassian Universal Plugin Manager Plugin

4 FishEye Plugin

» 4F HipChat fer JIRA

& JIRA Agile

+ A JIRA iCalendar Plugin

+ & JIRA Importers Plugin (JIM)
» Ay JIRA Walcome Plugin

» (=) System Plugin: Tempo Core

~ (¥ System Plugin: Tempo Planning AP

This is the Tempo Planning AP plugin, Other Tempa products depend on this plugin, Please do not disable or uninstall it
uriless instruched to do so by Tempa's suppart ieam, or unless you are uninstaling Tempa.

Uninstal Digable

API for Tempo Timesheets

Tempo REST API

In this chapter

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.
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For more detailed information on REST see JIRA REST APIs documentation.

Tempo servlets 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.

PDF version of documentation

API Guide (PDF, 2 Aug 2016)

Tempo API guide
Tempo Servlets 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 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
Worklog Attributes

Worklog attributes are used to add additional information on worklogs. There are currently four
types of worklog attributes in Tempo. Accounts can be selected as an worklog attribute.

® Checkbox
® |nput field

Related pages

® Tempo REST
API's

® Timesheets
REST API

In this chapter

Related pages

Tempo REST API's
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® Dynamic Dropdown
® Input Numeric

The fifth "type" of attribute is Script which is basically a JavaScript that is added to the page for
added functionality such as interlinking two or more attributes.

All worklog attributes created in Tempo admin are global on the JIRA instance and displayed on all
worklog windows. Our roadmap includes a request to have an attribute on a JIRA project level and
we'll respond to that later.

Worklog attributes can be edited, added and removed from the report view in Tempo by selecting A
ttribute from the filter list.

All reports in Tempo can be exported to Excel from the Views tab. The Excel file has two
worksheets, Overview and Worklogs. Each attribute has it's own column in the worklog worksheet.

Tempo Dynamic Drop-downs

Tempo Dynamic Drop-downs are drop-down lists that are populated with an external system to
add user defined properties to a worklog.

Example:

® External accounts are used in Tempo and expenditure items (billing keys or account
numbers) are added to projects with Tempo Accounts.
® Accounts hold detail information such as operations.
® Example: Account is a client (Acme Inc.), operations to choose from on a given
account can be for example: "Service", "Development" etc.
® When an employee writes hours on a task, a Tempo Dynamic Drop-down can be
configured to do a lookup on the external system with the billing key as a parameter and
only show the operations for the given expenditure item (billing key)
® NB. This assumes of course that the external system has the lookup function
defined and the data is returned in standard format as described below.

External Service - JSONP web service

The external service must return the data to the Tempo Dynamic Drop-down as simple key-value
listin JSONP format. Example:

On this page

® Worklog
Attributes

® Tempo
Dynamic
Drop-downs

® External
Service -
JSONP web
service

® Request
Parameters

® Scripts

* Worklog
Attributes
Example

® Select List

In this chapter

Related pages

Tempo REST API's



https://tempoplugin.jira.com/wiki/display/TEMPO080/Reports
https://tempoplugin.jira.com/wiki/display/JTS/Tempo+REST+APIs

Tempo Timesheets 8.0 Documentation

96

Example JSONP JavaScript with callback named "fn

fn(
{"val ues":

[

n keyll ,
"value":"Pl ease select..."

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

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

fn is the name of the JSONP callback function, values, key and value are the names of the
variables that the drop-down consumer understands.

Please note that this is JISONP, not ordinary JSON! The difference lies in the fact that JSONP is
required for cross-domain communications.

The main thing regarding JSONP is the callback function. The URL to the JSONP service is of
the form url?callback=?. The question mark is replaced with a generated function name at
run-time (this is the fn in our example). This means that the service that returns the JSONP code
must take a callback parameter and use the callback value as the function name.

Also note that the callback parameter is added implicitly by the JSONP library - you should NOT a
dd callback to your URL when you define the dynamic drop-down URL.

0 Here is an excellent explanation of how JSONP works: http://www.ibm.com/developerworks
[library/wa-aj-jsonp1/.

Request Parameters

Tempo Dynamic Drop-downs can take parameters. The name of the parameter is added to the
URL in brackets { }. There are currently three types of parameters:

® Custom field parameter. The name of the custom field is used to find the value which is
used as a parameter.
® Example: http(s)://www.acme.com/jsonp/operations/{Billing key}

® Current value of another dynamic drop-down. The worklog attribute key is used to get
the value of another drop-down which is used as a parameter.
® Example: http(s)://www.acme.com/jsonp/operations/{_BillingKey }

® [ssue key. The issue key is used as a parameter.
® Example: http(s)://www.acme.com/jsonp/operations/{IssueKey}

® User parameter. The selected user (worklog author) is used as a parameter.
® Example: http(s)://www.acme.com/jsonp/operations/{author}
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Scripts

JavaScripts can be added to the page to create for example inter-dependency between fields. This
is done by using the "SCRIPT" attribute type.

Script is not available for JIRA Cloud users

Here is an example of two scripts that create inter-dependency between Tempo drop-downs.
Please note that these scripts are just examples created for a customer. Your needs will most
likely be different but we hope that the examples will serve as a template for your scripts.

The first script is triggered whenever the Billing Key drop-down is changed. The change triggers
the associated Activity drop-down to be populated with the data just selected in the Billing Key fie
Id.

The second script is executed when the Activity drop-down is changed. This script assumes that
the Activity value is of the form activityld|priceCodeld|accountindicatorld. The value just
selected as Activity is used to select the default values for Price Code and Account Indicator.



Tempo Timesheets 8.0 Documentation

Example JavaScript that creates inter-dependency between

fields

j Query(docunent).ready(function() {

j Query('.tenpoDynam cDr opDown[i d$="_BillingKey_ "
1").live(' change', function() {
var elenentld = jQuery(this).attr('id);
var activityDropDownld =
elenentld.replace(' _BillingKey_ ', '_Activity_');
var activityDropDown = jQuery('# +
activityDropDownl d);
var external URL =
j Query(activityDropDown).attr (' external URL");
var currentBillingKey = jQuery(this).val();
var idx = external URL.lastlndexOr('/");
var newkxternal URL =
external URL. substring(0, idx + 1) +
current Bi | | i ngKey;
j Query(activityDropDown).attr('external URL",
newExt er nal URL) ;

j Query(activitybDropDown).enpty().popul at eDynami c
Dr opdown(nul 1) ;
1)

j Query('.tenpoDynam cDropDown[i d$="_Activity_"]"'
).live('change', function() {
var elenentld = "# +
jQuery(this).attr("id");
var value = jQuery(elementld).val();
var attrPrefix = elementld. substring(O,
el enentld.indexOr (" _'));
if (value !'= null) {
var split = value.split(']");
j Query(attrPrefix +
" PriceCode '").val(split[1]);
j Query(attrPrefix +
" _Accountlndicator_").val (split[2]);
}
1)
1)

Worklog Attributes Example

Here is an example of the configuration with 1 checkbox, 4 drop-downs and one script. The Billing
Key drop-down is dependent on the IssueKey and the Activity drop-down is dependent on the
value selected in the Billing Key drop-down.
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Worklog Attributes

Woride alirizules can be addedis ha werkdags

A e O B workIeg S ol i3 31ple NURTEH B valehd Budh B VTSR ", “NG7 DAl " g 7]

a6 GocumEntEon ior detaits
Traso afributes ans SEred a5 3 key-valet pair with wordogs.

[herw [Chick heve to d xpenditure ilem as worklog atisbuts)

Ry

g o g O Wi A PepEd by B IB0NP Songt

Tree Ovder Reguired  Extemal URL
] _Blaie_ CHECKEON ] Tase
[ _Bilngkey_ DYMAMIC_DROP DO |1 s e stAempo-rest' faccoumssonbalingtoeyList ls suskiey)
T i DYMAMIC_DROP_DO# st Hitmysanvesen pacts
T |3 [PaceCome tna Hn i My B 00
T | § | [Account indicalor faise b2 s mysenefjsenplreprctioncodes:
I vty Serpt SCRIPT 3 Fazn hetps Amysenven (s acthatios 3
And here is how it is displayed in the Log work window
Log Work - Erica Jefferson
Internal Peried [
Activity Date: |0iiApiid | [H)
Hours worked: Total hours spent: 2
Remaining astimate: | 15 Original estimate: 17
Description;
4
Billable [¥]
Billing key | 201401 - Customer A Dwalupmamlz

Actiity | Please Select [=]

Price Code | Please Select |=]

Account Indicater | Please Select |v

Add and close  (Cancel

Select List

In Tempo 6.0.3, we released a new service for admins to create a select list by using the dynamic

drop down worklog attribute type.

The administrator will simply add a new dynamic dropdown with a URL like this:

® For JIRA standalone install

® /rest/tempo-rest/1.0/accounts/json/getDynamicDropdown/|1|2|3|4/Please

Select|Red|Yellow|Green|Blue

® For JIRA war/ear install

® Jjira/rest/tempo-rest/1.0/accounts/json/getDynamicDropdown/|1|2|3|4/Please

Select|Red|Yellow|Green|Blue

O ° O 0 0 O

The getDynamicDropdown service takes two path parameters: values and labels, separated with

a pipe ("").

This is configured in the Tempo configuration for Worklog Attributes

The given list will be displayed in all Log Work windows where the user can select a value for each

worklog.

In this example the values are Red, Yellow, Green and Blue
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Log Work - John Steel

Issue: | Staff Sickness Hours v

Izsue

EXT Parod

Activity Date: | 29/Mari11 | T

Hours worked: | §

Description: My face was red today

Type [Pieaso Seloct [z
Flease Select
Red
Yellow .
Green
Blue

ladd  add and ciose  [Cancel

Please note that the lists have to be of the same length. If you remove Green and Blue from the
example above then you also need to remove 3 and 4 from the ID list.

Please note: The drop-downs are not populated until an issue has been entered. This is necessary
since the request parameters are usually based on the issue.

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
The blog Integrating Atlassian JIRA using Tempo Plugin explains how worklogs entered in JIRA : \é\:l(l)irnkkl)(%RiiZ(t)rt
can be integrated with an external system. . HoIid%yL?/st

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. o 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
last GetWorklogs

100


http://blog.tempoplugin.com/2011/integrating-atlassian-jira-using-tempo-plugin-part-1/
https://tempoplugin.jira.com/wiki/display/JTS/Tempo+REST+APIs

Tempo Timesheets 8.0 Documentation

101

ii. diffOnly returns only records that have changed since last update (Updat
eWorklogs) or are marked as external error (external_result is not OK)

. errorsOnly=truel|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)

. validOnly=true|false(default)

i. Returns a list of worklogs that are valid for import, i.e. have both billingK
ey and activity

. addBillingInfo=true|false(default)

i. Adds billing info to each worklog

. 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

. 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

. headerOnly=true|false(default)

i. Returns only header information (no data). Used to see the current "open
period".

. userName=userName

i. Filters by dates and userName only

. billingKey=billingKeyld

i. Filters by dates and billing key (Account, Expenditure Item) only
!, Global Accounts are not supported

. addIssueDescription=true|false(default)

i. Adds issue description field to each worklog in XML format only

. addParentlssue=true|false(default)

i. Adds parent issue details to each worklog in a sub-task. Valid in XML
format only

. projectKey=projectKey

i. Filters by dates and project key only

. issueKey=issueKey

i. Filters by dates and issue key only

. 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:
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Example results from GetWorklogs

<?xm version="1.0" encodi ng="UTF-8"7?>
<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 |l I'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:
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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.
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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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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.

Glossary
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, if the Account
Approval Process is enabled in the global configuration administrative section. It does also depend
on the period management, e.g. the period for users with the Approve Timesheet permission needs
to be open, but closed for team members. This means that the process does only work for the mont
h date range. The status for the account is either Approved or Not approved. T

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. To be able to create a report with
data from many users, the Approve Timesheet permission is needed. 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 Worklog Attribute
and 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. The Approve
Timesheet permission is needed to see work logged by other users on an account. If the Account
Approval Process is enabled in the global configuration administrative section, statues 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 Approve Timesheet perm
ission is needed to see work logged by other users. The timesheet is also available in report and lis
t 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.

Global Configuration

Global Configuration refers to the process by which Tempo ‘Time Tracking' is enabled and
activated in JIRA, including the selection of general options that will affect all settings in Tempo.

Issue Timesheet

To be defined...

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.).

Navigation List

The 'Navigation List' is the main navigation interface in Tempo.

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. To be able to
view the contribution from other users to the project, the current user needs to be in the Tempo
Project Managers role for this JIRA Project. It is also possible to view a breakdown of versions or
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components. The timesheet is also available in report and list view.

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. Users with the Approve Timesheet permission can generate Team Reports and Account
Reports.

Team Timesheet

The Team Timesheet displays worked and planned (if enabled) time for a designated period and a

Tempo team. The Approve Timesheet permission is needed to see work logged by other users. It is
also possible to view a breakdown of versions or components. The timesheet is also available in re
port and list view.

Tempo Administrator

The Tempo Administrator is a Permission, that needs to be given by JIRA Administrators to sele
cted JIRA groups to handle administrative options that may change frequently. This gives access
only to a subset of the administrative tabs in Tempo, e.g. Internal Issues, Non Working Days,
Period Management, Worklog Validation and Workload Schemes.

Tempo Project Managers

Users in this role can see all user worklogs within a particular project. This role is used in the Proje
ct, Issue and Agile Timesheets views. It is also used similarly in the JIRA Issue View for the
planning mode Collaborators side panel. The users and/or groups that are in this role for a JIRA
Project, can see worklogs that other users have contributed to this project.

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 Labs

Tempo Labs is a new feature that allows users to preview future functionality in Tempo, and
provides customers the option to collaborate with us on improving and enhancing these features for
future versions of Tempo.

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
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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.

Tempo Team Manager

The Tempo Team Manager is a Permission, that needs to be given by JIRA Administrators to sel
ected JIRA groups to handle Tempo teams administrative option in Tempo.

Tempo Time Tracking

The Tempo Time Tracking is a Permission, that needs to be given by JIRA Administrators to all
JIRA groups, that should have the option to access the Tempo plugin.

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.

Tools

The 'Tools' list is displayed in every Tempo page through the Navigation List, and allows users to
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view their User Preferences and information About Tempo.

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 ser an overview of the total ‘Time Tracking' for the selected period,
and an option to log work and edit worklogs.

Views

The 'Views' list is displayed in every Tempo page through the Navigation List, and allows users
to select what issues are displayed on the timesheet by checking 'Activities' and any custom made
filters, or selecting a filter from a pre-designated list of favorite filters.

Worklog

0 What is a worklog?

Every time a user logs work in a JIRA issue, a worklog is created. A worklog has the following
properties:

Hours worked: The time a user spends on an issue, in hours -- i.e., 1.5 hours = 1 hour and 30
minutes.

Work date: Date on which work is performed — i.e., 28/Aug/12 = August 28, 2012.

Created date: The date on which a worklog is created — i.e., 2012-07-03 12:39 = March 7, 2012 at
12:39 PM.

Updated date: The date on which the worklog was last updated — i.e., a worklog description is
changed or a time entry is edited.

Description: Includes a description of the work to be completed in whatever detail is necessary.

Logging Work JIRA documentation

o Where can users view their worklogs?
Tempo users can view their worklogs in:

The Tempo tab in the Issue view. Worklogs are displayed within each designated period. To
view, select an Issue, and scroll down below —>Details —>Description —>Tempo.

Tempo Day or Week Timesheet view. All worklogs worked within the selected date. To view, click
on the Tempo view and select a period (day, week, or other period).

Worklog Report. All worklogs within the selected period and belonging to the current user are
displayed. To view, click on the Tempo view and select a period (day, week, or other period), and
click the Report button.

Project Report. All worklogs on issues belonging to the selected project and created within that
designated period. To view, select the Project view and click Issues. Narrow down to version or
component, if desired.

o Invalid Worklogs

An issue is considered invalid for billing purposes if there is no billing key indicated in the issue.
In addition, if a user with the Approve Timesheet permission creates an expression with required
fields, and one or all of the selected fields are empty, this will be deemed invalid.

Examples of those fields are FixVersion and Component.

Please note that this is at the issue level, so editing the issue fixes all worklogs on the selected
issue.
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Workflow Approval Process

Activities used in 'Tempo Timesheets' and 'Planning’ include: JIRA Project, version, and
component.

Worklog Attributes

Attributes can be created and added to worklogs. An example of a worklog 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 worklog 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.

Please comment on this page if you would like to add or see some terms to this page.
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