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After choosing line item the following screen will display
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Receive the following pop up:
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To enter NON – CUSTOMER entries:
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Basically the same process for Service Pack upgrades, but when choosing the customer it is different.  
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In Task Field double click and receive the following pop-up:
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Rest of time entry is the same.  Service Pack upgrades description should ONLY be:

· Test Upgrade

· Test Issue Resolution

· Live Upgrade

· Live Issue Resolution

· Meetings

For PM entering time for Full or Service Pack after choosing the Project (Customer), Task will always be Upgrade, then enter description as you did in tracker. 

IMPORTANT: Confirm you have the correct date for week you are entering time





Click on NEW





Double Click in the Project field and you will get a pop up window





Change this field to Customer Name





1) Type in the name of the customer





2) Click Apply Filter





Full upgrade click on the entry Upgrade to v10.2 





Double click on Task field





Change to Sub Category





Type in Upgrade





Choose this Task





Enter the following description Only:


Test Upgrade


Test Issue Resolution


Live Upgrade


Live Issue Resolution


Meetings





Choose highlighted item to enter time for email mgmt; meetings, etc





Double Click in Task Field





Use this line item for email mgmt, team meetings, etc





Use when taking time off





Use this line item for training





Use this line item for time reporting





Use this line item only if you cannot find task in any other category such as special projects (i.e. given to you by Brad) and then in description, describe project





For SP ALWAYS choose this  line item starting with Maint:





DO NOT choose this line item, these are for Full upgrades only because a contract  is associated with this line item





Choose this line item for SP 





If there is no Service Pack choice then choose Misc and tell Maureen to get it added








