Effort Reporting – Administrator’s Guide

Penelope Constanta
Edited by Karen Prosapio
Version 6.2   August 30, 2007
Table of Content

1Effort Reporting – Administrator’s Guide


11.
General Information


32.
Add a new Employee


32.1
New Employee Manual process


42.2
New Employee Web process


113.
Change Employee Information


113.1
Change Employee Information Web process


124.
Add or Change an Activity


124.1
Add or Change an Activity Manual process


134.2
Add or Change an Activity Web process


205.
Change Due Dates


205.1
Change Due Dates Manual process


215.2
Change Due Dates Web process


246.
Create the Monthly Reports


256.1
Create the Monthly Reports Web process


256.2
Create the Monthly Reports Manual process


266.2.1
Database spreadsheet creation


286.2.2
Spreadsheet manipulation


306.2.3
Web page menu addition for the monthly spreadsheet


326.3
Create the Accounting Report Manual process


326.3.1
Database spreadsheet creation


326.3.2
Spreadsheet manipulation


336.4
Create the Effort Report for Vicky Manual process


336.4.1
Database spreadsheet creation


336.4.2
Spreadsheet manipulation




1. General Information
Through out this document the following terms will be used:

· Manual process: this refers to entering data directly to the database tables without the use of an interface

· Web process: this refers to entering data to the database using a web interface that inserts data to the appropriate tables. 

· The order of the steps described denotes the order that data needs to be entered.

· The processes described require administrative access to the system.

· The current database location is: \\wwwserver2\cfdocs\effort\db\effort.mdb
· Entering data to the database tables is like entering data in an excel spreadsheet. Fields that are not mentioned either are not used by the effort system or are entered automatically as default values.
· To select multiple separate entries from a web based dropdown box hold the control “Ctrl” button on the keyboard and with the mouse click on the selection. 

· To select a consecutive range of entries from a web based dropdown box select with the mouse the first entry, then hold the “Shift” keyboard button and select the last entry using the mouse. (See highlighted entries in the above screen)

2. Add a new Employee

To add a new employee involves both a manual process and a web process. 
2.1 New Employee Manual process

1. Open the Microsoft Access database. 

2. Open for write the table (by double clicking): TASKS_COMPLETE_INDIVIDUALS
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3. Insert a new record by pressing the “>*” at the bottom of the table screen
4. Enter the following required information:

a. GROUP_NAME: employee’s group in the form: FL/CD/CCF/NET

b. BADGE_NUMBER: employee’s badge number in the form 12345N

c. LAST_NAME: all capitals

d. FIRST_NAME: all capitals

e. MIDDLE_INITIAL: capital

f. EMAIL_ADDRESS: name@fnal.gov
Example entry is highlighted bellow:
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5. Close the database. This completes the manual process.
2.2 New Employee Web process

1. Login to the effort reporting system (as administrator)

2. The following screen will appear (notice the entry in the “Enter New Person” menu item)
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3. The new employee(s) entered during the manual employee entry process appear in the dropdown menu next to the “Enter New Person”

4. Select the employee you want to enter and press the “Go” button next to the “Enter New Person”. The following screen will appear:
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5. Correct the information that appears on the screen to contain the correct 

a. Dept/Group

b. The Current Level authority for entering the system (follows the org chart)
i. NoLogin: the person is not allowed to enter effort

ii. RegularEmployee

iii. ProjectLeader

iv. AssociateGroupLeader

v. GroupLeader

vi. AssociateSectionLeader

vii. SectionLeader

viii. AssociateDeptHead

ix. DeputyDeptHead

x. DeptHead

xi. AssistantDivisionHead

xii. AssociateDivisionHead

xiii. DivisionHead

xiv. Administrator

xv. FieldFinancialManager

xvi. ExternalReviewer

xvii. HelpDesk

xviii. SummerStudent

xix. OnCall

c. Current employee status:

i. Monthly

ii. Weekly

iii. Contractor

iv. Terminated

v. Leave Of Absence

vi. Guest Scientist

vii. Temporary

viii. Visitor

d. The percentage next to “Current status: denotes full time (100%) or part time (50% or 75% etc)
The following is an example of a filled form:
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6. Press the SUBMIT button to enter the data in the database
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7. In the above screen press the “Send Email to User”
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8. Go back to the main menu and refresh the screen

9. In the “Reset Password” menu entry select the just entered person and reset the password and follow the screen prompt for sending e-mail (the next screens show the process)
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3. Change Employee Information 

To change the Employee information (department, terminated, weekly, part time percentage etc) requires only a web process.
3.1 Change Employee Information Web process 

1. Login to the effort reporting system (as administrator)

2. In the “Change Information for:” menu item select the Employee and press “Go”

3. The rest of the process is the same as for the “New Employee Web process” starting at step 4.
4. Add or Change an Activity

Adding or changing a new activity may involve a manual process (if a new task needs to be defined) and a web process. 

4.1 Add or Change an Activity Manual process 
1. Open the Microsoft Access database. 

2. Open for write the table (by double clicking): Tasks
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3. Insert a new record by pressing the “>*” at the bottom of the table screen

4. Enter the following required information:

a. TASKID: Project number – (hyphen) task number (no spaces)

b. ProjectNumber

c. TaskNumber

d. TaskName

e. Effort_Reporting_Flag: Enter “Y” 
f. Effort_Reporting_Flag_Check: Enter “OK”

g. TaskOwningOU: CD Department responsible for the task: FL/CD/CDO
Example entry is highlighted in the above example

5. Close the database. This completes the manual process.

4.2 Add or Change an Activity Web process 
1. Login to the effort reporting system (as administrator)

2. The following screen will appear.
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3. Press the “Go” button next to the “Input/Update Forms” menu item
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4. You may limit the listed activities by selecting the top level category before pressing the “Go” button of the “Update/Clone Activity from a List of:” menu item.
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5. On the above screen you may either enter a new activity by pressing the button “Add New Activity” or you may update or clone an existing one by pressing the “Update/Clone” button next to the activity.
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6. To clone an activity or create a new one you need to specify the following mandatory fields:
a. Activity “Start Date” and “End Date” The end date is the end of the fiscal year (for example 9/30/2006)

b. CD Category:
i. CD-ADMINISTRATIVE (this is for OPTO, vacation, sick etc)

ii. Direct Support for Experiment or Lab Program

iii. Division and Department Support

iv. Non-Base Funded Projects

v. Shared Services and Systems

c. Activity Level 0: top level activity category. You cannot add new top level Activities.

d. Activity Level 1: you may choose an existing one or add a new one

e. The rest of the Activity Levels are optional

f. Optionally, if an activity is restricted to a CD department and /or group or one or more individuals, you need to select the “Yes” radial button associated with this selection and select the entries that are allowed to enter effort to this activity. Use the dropdown list box for the selection.
g. To enter the data in the system you need to press the “Update This Activity” or “Enter as a New Activity” buttons depending on the type of entry you perform.
7. The next form is used for associating an activity with a task so that effort can be charged appropriately in the lab accounting system. 

a. Every Activity requires a default task mapping. This will be the task used for anyone who reports effort to the activity. The default task mapping may not be used by any individual (the activity is restricted and all people have special mapping – Scientific Research).
i. Select the task to map the activity to

ii. From the dropdown entry box next to task selection box, select the entry “Default Mapping”

iii. If the effort is to be distributed to more than one default tasks, then you need to enter the appropriate slitting percentage and enter all the default-mapped tasks making sure that the total of all percentages is 100.
b. Once a default task is entered, you may enter special mappings for groups or individuals. If for a group or some individuals, their effort is to be reported to a different from the default task(s), then use the form to enter the special task mapping. In doing so have in mind that:
i.  If their effort is to be distributed to more than one tasks you need to enter all the tasks so that the total percentage is 100%

ii. You may restrict the effort percentage that an individual can report by entering the percentage in the box next to the:

“Maximum percent effort anyone in this community may report to this activity”
c. Note: If the activity is restricted to certain individuals, make the default task mapping be the one that most of them will use and enter only the ones that differ. 

d. To enter the data in the system you need to press the “Update This Activity” or “Enter as a New Activity” buttons depending on the type of entry you have selected to perform.
The figure below demonstrates the above points.
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8. This completes the new activity database entry process. 
9. Information about a new or a changed activity is captured in two places:

a. The first is the information displayed at the bottom of Effort Reporting web forms. 
i. The file that contains the information is:

\\wwwserver2\cfdocs\effort\Elements\ActivityChanges.cfm
The following lines are the content of the above mentioned file. Appropriate entries are entered in place of the ones with the red characters: (In this html file, simply enter list elements as needed)
<TABLE CELLSPACING="0" CELLPADDING="0" WIDTH="85%" BORDER="0" ALIGN="CENTER">

<tr>

<td valign="top">

<CFINCLUDE TEMPLATE="ActivityChangeHistoryButton.cfm">

</td>

<td>

&nbsp;&nbsp;&nbsp;&nbsp;&nbsp;&nbsp;&nbsp;&nbsp;&nbsp;&nbsp;&nbsp;&nbsp;&nbsp;&nbsp;

<font size="-1"> <strong>May 2006</strong> changes to the Activity List:
<ul>

<li>
All Activities under the <strong>LINEAR COLLIDER</strong> category have been modified. 
</li>

<li>
Addition of the restricted Activity <strong>ENGINEERING SUPPORT / PHENIX Silicon Pixel Detector Project - LANL</strong> 
</li>

</ul>

</font>

 </td>

</tr>

</table>

b. The second is the information displayed by the “Activity Change History” button of the Effort Reporting web forms.
i. The file that contains the information is:

\\wwwserver2\cfdocs\effort\Elements\ActivityChanges_History.cfm
The following lines are the top portion of the content of the above mentioned file. The entries are very similar with the previously mentioned file: 

ii. To add entries for new month:

· Copy and paste the lines in red (including the shaded area)

· Replace the lines of the top most entry in the shaded area with those of the ActivityChanges.cfm file.

<head>

<title>Activity Change History - Effort Reporting</title>

<CFINCLUDE TEMPLATE="../Elements/Header.cfm">

</head>

<BODY BGCOLOR="#ffffff" BACKGROUND="..\..\cdincludesnew\bg1.gif" TOPMARGIN="0" MARGINHEIGHT="0">

<CFINCLUDE TEMPLATE="..\..\cdincludesnew\cdheader.html">

<cfset Script = 'Main/Login'>

<cfoutput><cfset DebugMsg = ''></cfoutput>

<cfoutput><cfinclude template="#DebugFile#"></cfoutput>

<p></p>

<table width="100%" border="0">

  <tr>

     <td width="83%">

      <h1 align="center">CD Effort Reporting <cfoutput query="LiteralRecords">#Version#</cfoutput></h1>

    </td>

  </tr>

</table>

<h2><center><strong>FY06 Activity Change History</center></strong></h2>

&nbsp;<br>

<TABLE CELLSPACING="0" CELLPADDING="0" WIDTH="85%" BORDER="0" ALIGN="CENTER">

<tr>

<td>

nbsp;&nbsp;&nbsp;&nbsp;&nbsp;&nbsp;&nbsp;&nbsp;&nbsp;&nbsp;&nbsp;&nbsp;&nbsp;&nbsp;

<font size="-1"> <strong>May 2006</strong> changes to the Activity List:

<ul>

<li>
All Activities under the <strong>LINEAR COLLIDER</strong> category have been modified. 
</li>

<li>
Addition of the restricted Activity <strong>ENGINEERING SUPPORT / PHENIX Silicon Pixel Detector Project - LANL</strong> 
</li>

</ul>

</font>

</td>

</tr>

</table>

&nbsp;<br>
5. Change Due Dates
To change the Due dates may require an manual process (if a new FY is added) and a web process.
5.1 Change Due Dates Manual process

1. Open the Microsoft Access database. 

2. Open for write the table (by double clicking): DueDate
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3. Enter the following fields:

a. OpenDate: the date that the Effort system will open for the month

b. DueDate: this is always the 21st of the month except for December

c. ReviewDueDate: the end of the review giving enough time for sending the accounting report

d. EffortDate: The month that the effort is reported to.

e. EffortStartDate: the start of the reporting period

f. EffortEndDate: the end of the reporting period

g. NumHolidays: the number of Lab holidays in the reporting period

h. HolidayNote: the explanation of what the holidays are.

5.2 Change Due Dates Web process

1. Login to the effort reporting system (as administrator). 

2. The following screen will appear: 
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3. Press the “Update” button next to the “Change Report Period and/or Due Dates” menu item
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4. Select “Month” (we are reporting effort on a monthly bases)
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5. Make any changes to the “Open Date”, “Due Date” and/or “Review Due Date” and press the “SUBMIT” button.

Note: DO NOT change the Month. 
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6. This completes the Change Due Date process
6. Create the Monthly Reports
This process requires a web process and a manual process. The reports described in this process will fulfill the current requirements.
1. The web process ensures that the online reports are generated so the leaders can check the effort reported. This process is done as soon as the effort reporting system closes for the general reporting period.

2. The manual process ensures that a spreadsheet format of the online reports is also created for the leaders to review
3. The above two steps are repeated on a daily bases during the review period to capture changes and once more at the end to ensure that all the data are correct.

4. Once the review period is over then the accounting report is generated. If it is correct and no changes are required nothing else is done. Otherwise, the first two steps are repeated and the report is generated after the changes are entered in the system.
5. Vicky’s Filemaker pro report is the last one to generate. 

6.1 Create the Monthly Reports Web process

1. 
Login to the effort reporting system (as administrator). The following screen will appear: [image: image22.png][t b ton raotes Dbt \
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2. Press the “Calc” button next to the “Calculate Effort Distribution” menu item. This step takes a few minutes to complete. Be patient!! 

3. Check the bottom of the resulting information screen. If no errors are reported (usual case) then the EFFORT_REPORTED table in the database has been updated. Any errors are a result of bad data entries in the database. In this case, see the author of this document for a resolution of the error.
6.2 Create the Monthly Reports Manual process

The manual process has three parts: 
(i) the database report and excel spreadsheet creation 
(ii) the spreadsheet manipulation (to add some nice headers etc) and 
(iii) web page monthly spreadsheet addition.
6.2.1 Database spreadsheet creation

1. Open the Microsoft Access database. 

2. Go to the Queries tab and double click on the “EFFORT_REPORT-” query. 

i. At the prompt enter the effort month date. For example for the April 2006 effort you should enter: “4/1/2006”
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j. Press the “OK” button to create the report using the select query
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k. To create the excel spreadsheet report go to the menu:
i. File ( Export…
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ii. The review files are stored at:

\\wwwserver2\cfdocs\effort\\Review\ReviewFiles

iii. The file name format is:

EFFORT_REPORT-yyyy-mm.xls
Where 
yyyy = year (4 digits)

mm = month (2 digits)
In order to keep track of the various exports a version number may be added at the end of the name.
Note: The latest version of the excel spreadsheet cannot contain any version numbers. It must have the above mentioned format
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iv. In the “Save as Type” dropdown menu select 

“Microsoft Excel 97-2003 (*.xls)
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v. Select the “Save formatted”
vi. Fill the rest of the name with year and the month (as mentioned above)

vii. Press “Export All”

4. This completes the database part of the manual process 
6.2.2 Spreadsheet manipulation
1. Go to \\wwwserver2\cfdocs\effort\Review\ReviewFiles and open the just created excel spreadsheet.
2. Select the columns “Reported Effort Percent” and “Calculated Effort Percent (for Accounting)” and replace all digits with themselves (replace 1(1, 2(2, etc 0(0). This will correct the problem of not being able to add the entries in these columns.
3. Open the latest excel spreadsheet from the previous month and copied the top 4 lines including the column headers.

[image: image28.png]B3 Microsoft Excel

B) Eo & Yew It

Format

NESEHRIRBITES

Tools

Data

B F9-

window  Help

EERTIRATEEEC) H

Type a question forhe < =
nA

8

x

|

Y]

Reply with Changes

Effort Reported for the period of March 22 to April 21 2006
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Reported| _Calculated
Badge Task Owning | Project Effort | Efort Percent |  Actiity \\
Employee Dept Status | Number Narme. Dept Number |  Project Name. Task Number Task Name Percent |{for Accounting) | Owning Dept

5 |FLICD/EAG M 11788N  Adelman-McCarthy, Jennifer  FLICD [ [ OPTO 3 0 FLCD A
6 |FLICD/EAG M 11788N  Adelman-McCarthy, Jennifer  FLICD/EAG  RBAZ09 1 ARC S5P240 SDSS-I 94 100 FUCD/EAG A
7 |FLCDIEAG M 11788N | Adelman-McCarthy, Jennifer  FLICD 0 0 0OPTO 3 0FLCD A
8 |FLICDICMS/DA M 13687N  Afaq, Muhammad FLICD/CDO 50 5007010103 PPDG-CMS-OP El 76 FLICD/CMS L+
9 |FLCDICMS/DA M 13687N_ Afaq, Muhammad FLICD/CDO 50 50.07.01.01.03  PPDG-CMS-OP 10 24 FLICDICMS L+
10 | FLICD/CMS/DA M 13687N  Afaq, Muhammad FLCD 0 0 oPTO 59 0FLCD A
11 |FLICD/CSS/SCS/FCS M 094%8N  Albert, Merina FLCD/CSS 50 5002110301  SERVERSLAB.OP 0 33 FLICDICSS | 5E
12|FLICD/CSS/SCS/FCS M 09438N_ Albert, Merina FLCD 0 0 oPTO 10, 0FLCD A
13|FLICD/CSS/SCS/FCS M 094%8N  Albert, Merina FLCD/CSS 50 5002110301  SERVERSLAB.OP 60 67 FLICD/CSS | SE
14 |FLICD/EAG M 11338N | Alcom, Bonnie FLCD/EAG 50 5001010601  DES-OP Ex 30 FLICD/EAG |AS
15 | FLICD/EAG M 11338N | Alcom, Bonnie FLCD/EAG  RBAZI9 1 ARC S5P240 SDSS-I 70 70 FLICD/EAG | AS
16 | FLICD/REX/SAG M 13068N  Allen, Jason FLCD/REX 50 5001040401  DD-RNZANALY-CPU-OP 0 30 FLICD/REX DL
17 | FLICDIREXISAG M 13068N  Allen, Jason FLCD/REX 50 50.01.040201  DO-RN2-OFFLN-SUP-OP % 25 FLICD/REX DL
18 | FLICD/REX/SAG M 13068N  Allen, Jason FLCD/REX 50 5001040501  DO-RN2DISK-OP ol 20 FLICD/REX DL
19 | FLICD/REX/SAG M 13068N  Allen, Jason FLCD/REX 50 5001030201  CDF-RNZ-OFFLN-SUP-OP % 25 FLICDIREX | CL
20 [FLICD/AMR/CPA M 12272N | Amundson, James FLCD/AMR 18 18155 CD_Damp Ring Stuties x 22 FLCD/AMR LIt
21 |[FLCD/AMR/CPA M 12272N | Amundson, James FLCD 0 0 0oPTO 8 0 FLCD A
22 |FLCDIAMRICPA M 12272N | Amundson, James FLCD/CEP 50 5007030101  SCIDAC-ACCELOP 72 78 FLICD/AMR | CC
23 |FLUCD/CCF/GSS/GEM M 14167N_ Andem, Vikram FLICD/CMS 55 5501060104 OP-USCMS-SYS-OPER 100 100 FLICD/CCF  GF
24 [FLCD/CSS/CSG W 12928N_ Anderson, Molly FLCD/CSS 50 50.02.21.01 CUSTOMER-SUPPORT-OP 9% 100 FLICD/CSS CL
25 |FLCD/CSS/CSG W 12928N_ Anderson, Molly FLCD 0 0 oPTO 5 0FUCD A
26 |[FL/CD/CER/ESE M D9073N  Andresen, Jefiry FLCD 0 0 0oPTO 10, 0FLCD A
27 |FUCD/CER/ESE M D9073N  Andresen, Jefiry FLCD/CEP 50 50.03.05.04.01.02 CEP-ESE-GRP-NFRA-OP 5 6 FLICD/CDO | DE
28 |FLUCD/CER/ESE M D9073N  Andresen, Jefiry FLCD/EAG 50 5001010301  JDEM-OP 15 17 FLICD/EAG  AS
29 |FL/CD/CER/ESE M D9073N  Andresen, Jefiry FLCD/CEP 50 50.02.04.05 ENGR-TOOLS-ESE.OP 70 77 FLICD/CSS  EN
30 [FUCD/CCF/MNET/DCI M 08424N_ Andhews, Charles FLICD/CCF 0 50.02.10.02.08.01 NTWK-OPS-LAB-5UP-OP 50 50 FLICD/CCF | NE
31 |[FUCD/CCF/MNET/DCI M 08424N_ Andrews, Charles FLICD/CCF 50 50.02.10.02.08.01 NTWK-OPS-LAB-5UP-OP 15 15 FLICD/CCF  NE
32 [FUCD/CCFMNET/DCI M 08424N  Andrews, Charles FLICD/CCF 50 50.02.10.02.08.01 NTWK-OPS-LAB-5UP-OP 10, 10 FLICD A
33 |FUCD/CCFMNET/OCI M 08424N_ Andrews, Charles FLICD/CCF 50 50.02.10.02.08.01 NTWK-OPS-LAB-SUP-OP % 25 FLICDICCF | NE
34 [FUCD/EAG M 10B7ON | Annis, James FLCD/EAG 50 5001010602  DES-SCHRESRCH-OP 50 31 FLICDICDO | 5C
35 |[FLCD/EAG M 10B7ON | Annis, James FLCD/EAG 50 5001010104  SDSS-SCHRESRCH-OP 50 31 FLICD/CDO | 5C
36 |[FLCD/EAG M 10B7ON | Annis, James FLCD/EAG 50 5001010601  DES-OP ol 25 FLICD/EAG | AS
37 [FLCD/EAG M 10B7ON | Annis, James FLCD 0 0 0oPTO ol 0FLCD A
38 [FLCD/EAG M 10B7ON | Annis, James FLCD/EAG 50 5001010601  DES-OP 10, 13 FLICD/EAG  AS
39 [FL/CD/CSS/IDS M 10089N  Arena, Matthew FLCD/CSS 50 50.02.27.04 EIUHELPDESK-OP 10, 11 FLICD/CSS NI
40 [FLICDICSS/DS M 10089N  Arens, Matthew FLCD 0 0 oPTO 5 0FLCD A
41 |FLCDICSS/DS M 10089N  Arens, Matthew FLCD/CSS 50 50.02.27.03 EIUBLUEPRINT-OP 1 1 FLICD/CSS INI
12 |FLICD/CSS/NS M AMRIN  Arena Matthew FI/CN/CSS A A 27 na Fil LAl UFPRINT-OP n 11FLCD/OSS INIY





4. Insert the copied rows (Insert ( Copied Cells) into the new spreadsheet. This will have already formatted the top lines (assuming of course that the columns have not moved around before the exporting from the database or while looking at the report)
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] o, Reported| _Calculated =
Task Owning | Project Effort | Efort Percent |  Actiity
Employee Dy | b0 Name Dept |Number| Project Name | Task Number Task Name Percent | (for Accounting) | Owning Dept
2 |FLICD/EAG Page Breck delman-McCarthy, Jennifer  FL/ICD [ [ OPTO 3 0 FLCD A
3 |FUCDEAG | £ finction delman-McCarthy, Jennifer  FLICD/EAG  REA203 1 ARC 55P240 SDSSI 94 100 FUCD/EAG A
4 |FLCD/EAG delman-McCarthy, Jennifer | FLICD 0 0 0OPTO 3 0FLCD A
5 [FLcDicMsDA | | > lfag, Muhammad FLICD/CDO 50 5007010103 PPDG-CMS-OP El 76 FLICD/CMS L+
6 |FLICD/CMS/DA || Comment fag, Muhammad FLICD/CDO 50 50.07.01.01.03  PPDG-CMS-OP 10 24 FLUCDICMS | LF
7 |FUCDICMSDA | | pere  lfag, Muhammad FLCD 0 0 oPTO 59 0FLCD A
8 |FLICDICSSISCS) . Ibert, Merina FLCD/CSS 50 5002110301  SERVERSLAB.OP 0 33 FLICDICSS | 5E
9 [FLCD/CSS/SCs) | PR Ibert, Merina FLCD 0 0 OFTO 10 0 FLICD A
10 |FLICD/CSS/SCS] | Obieet Ibert, Merina FLCD/CSS 50 5002110301  SERVERSLAB.OP 60 67 FUCD/CSS | SE
11 |FUCD/EAG | @, Hyperipk... Cubek  [lcom, Bonnie FLCD/EAG 50 5001010801  DES-OP Ex 30 FLICD/EAG |AS
12| FLICD/EAG T TTTIIBTAlcom, Bonnie FLCD/EAG  RBAZI9 1 ARC S5P240 SDSS-I 70 70 FLICD/EAG | AS
13 | FLICD/REX/SAG M 13068N  Allen, Jason FLCD/REX 50 5001040401  DD-RNZANALY-CPU-OP 0 30 FLICD/REX DL
14 | FLICDIREX/SAG M 13068N  Allen, Jason FLCD/REX 50 50.01.040201  DO-RN2-OFFLN-SUP-OP % 25 FLICD/REX DL
15 | FLICD/REX/SAG M 13068N  Allen, Jason FLCD/REX 50 5001040501  DO-RN2DISK-OP ol 20 FLICD/REX DL
16 | FLICD/REX/SAG M 13068N  Allen, Jason FLCD/REX 50 5001030201  CDF-RNZ-OFFLN-SUP-OP % 25 FLICDIREX | CL
17 | FLICD/AMRICPA M 12272N | Amundson, James FLCD/AMR 18 18155 CD_Damp Ring Stuties x 22 FLCD/AMR LIt
18 | FLICD/AMRICPA M 12272N | Amundson, James FLCD 0 0 0oPTO 8 0 FLCD A
19 | FLICD/AMRICPA M 12272N | Amundson, James FLCD/CEP 50 5007030101  SCIDAC-ACCELOP 72 78 FLICD/AMR | CC
20 [FUCD/CCF/GSS/GEM M 14167N_ Andem, Vikram FLICD/CMS 55 5501060104 OP-USCMS-SYS-OPER 100 100 FLICD/CCF  GF
21 |FLCD/CSS/CS6 W 12928N_ Anderson, Molly FLCD/CSS 50 50.02.21.01 CUSTOMER-SUPPORT-OP 9% 100 FLICD/CSS CL
22 |FLCD/CSS/CS6 W 12928N_ Anderson, Molly FLCD 0 0 oPTO 5 0FUCD A
23 |FLCD/CER/ESE M D9073N  Andresen, Jefiry FLCD 0 0 0oPTO 10, 0FLCD A
24 |FUCD/CER/ESE M D9073N  Andresen, Jefiry FLCD/CEP 50 50.03.05.04.01.02 CEP-ESE-GRP-NFRA-OP 5 6 FLICD/CDO | DE
25 |FL/CD/CER/ESE M D9073N  Andresen, Jefiry FLCD/EAG 50 5001010301  JDEM-OP 15 17 FLICD/EAG  AS
26 |[FL/CD/CER/ESE M D9073N  Andresen, Jefiry FLCD/CEP 50 50.02.04.05 ENGR-TOOLS-ESE.OP 70 77 FLICD/CSS  EN
27 [FUCD/CCFMNET/DCI M 08424N_ Andhews, Charles FLICD/CCF 0 50.02.10.02.08.01 NTWK-OPS-LAB-5UP-OP 50 50 FLICD/CCF | NE
28 [FUCD/CCF/MNET/DCI M 08424N_ Andrews, Charles FLICD/CCF 50 50.02.10.02.08.01 NTWK-OPS-LAB-5UP-OP 15 15 FLICD/CCF  NE
29 [FUCD/CCF/MNET/DCI M 08424N_ Andrews, Charles FLICD/CCF 50 50.02.10.02.08.01 NTWK-OPS-LAB-5UP-OP 10, 10 FLICD A
30 [FUCD/CCF/MNET/OCI M 08424N_ Andrews, Charles FLICD/CCF 50 50.02.10.02.08.01 NTWK-OPS-LAB-SUP-OP % 25 FLICDICCF | NE
31 [FLCD/EAG M 10B7ON | Annis, James FLCD/EAG 50 5001010602  DES-SCHRESRCH-OP 50 31 FLICDICDO | 5C
32 |[FUCD/EAG M 10B7ON | Annis, James FLCD/EAG 50 5001010104  SDSS-SCHRESRCH-OP 50 31 FLICD/CDO | 5C
33 |[FLCD/EAG M 10B7ON | Annis, James FLCD/EAG 50 5001010601  DES-OP ol 25 FLICD/EAG | AS
34 [FUCD/EAG M 10B7ON | Annis, James FLCD 0 0 0oPTO ol 0FLCD A
|35 | FLICD/EAG M 10B7ON | Annis, James FLCD/EAG 50 5001010601  DES-OP 10, 13 FLICD/EAG  AS
36 |FLICD/CSS/DS M 10089N  Arena, Matthew FLCD/CSS 50 50.02.27.04 EIUHELPDESK-OP 10, 11 FLICD/CSS NI
37 |FLCDICSS/DS M 10089N  Arens, Matthew FLCD 0 0 oPTO 5 0FLCD A
38 |[FL/CDICSS/DS M 10089N  Arens, Matthew FLCD/CSS 50 50.02.27.03 EIUBLUEPRINT-OP 1 1 FLICD/CSS INI
39 [FL/CD/CSS/DS M 10089N  Arens, Matthew FLCD/CSS 50 50.02.27.03 EIUBLUEPRINT-OP 10, 11 FLICD/CSS NI
40 [FLICDICSS/DS M 10089N  Arens, Matthew FLCD/CSS 50 50.02.27.03 EIUBLUEPRINT-OP 1 1 FLICD/CSS INI
41 |FLCDICSS/DS M 10089N  Arens, Matthew FLCD/CSS 50 50.02.27.03 EIUBLUEPRINT-OP 5 5 FLCD/CSS NI
42 |FLICD/CSS/DS M 1008IN  Arena. Matthew FLCD/CSS 50 50.03.0508.01.01 CSS-DEPT-OFF-NFRA-OP 10 11 FLICD/CDO
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5. Change appropriately the wording in the top lines, delete (after checking the original columns headers, that have no wrapping setup match the new ones that have wrapping) 
6. Save the file as EFFORT_REPORT-yyyy-mm.xls and a copy of it naming it EFFORT_REPORT-yyyy-mm-v.xls where v a version number (1, 2 etc).
6.2.3 Web page menu addition for the monthly spreadsheet
1. Go to \\wwwserver2\cfdocs\effort\Review and open the ReviewChoice.cfm
2. The content of the file is the following:
<!-- Form for choosing excel review spreadsheets -->

<cfset Script = 'Review/ReviewChoice'>

<cfoutput><cfset DebugMsg = 'Start'></cfoutput>

<cfoutput><cfinclude template="#DebugFile#"></cfoutput>

<cfoutput>

<FORM ACTION="../Review/ReviewLinks.cfm" METHOD="post">

  <tr>


<td width="30">&nbsp;</td>

<td width="300" valign="Baseline"><font size="-1"><strong>#SpreadSheetTitle#&nbsp; &nbsp;</strong></font></td>

<td width="80" valign="Baseline"><SELECT NAME="ReportMonth" SIZE="1" >


<OPTION VALUE="2006-04">FY06 April - 06</OPTION>


<OPTION VALUE="2006-03">FY06 March - 06</OPTION>


<OPTION VALUE="2006-02">FY06 February - 06</OPTION>


<OPTION VALUE="2006-01">FY06 January - 06</OPTION>


<OPTION VALUE="2005-12">FY06 December - 05</OPTION>


<OPTION VALUE="2005-11">FY06 November - 05</OPTION>


<OPTION VALUE="2005-10">FY06 October - 05</OPTION>


<OPTION VALUE="2005-09">FY05 September - 05</OPTION>


<OPTION VALUE="2005-08">FY05 August - 05</OPTION>


<OPTION VALUE="2005-07">FY05 July - 05</OPTION>


<OPTION VALUE="2005-06">FY05 June - 05</OPTION>


<OPTION VALUE="2005-05">FY05 May - 05</OPTION>


<OPTION VALUE="2005-04">FY05 April - 05</OPTION>


<OPTION VALUE="2005-03">FY05 March - 05</OPTION>


<OPTION VALUE="2005-02">FY05 February - 05</OPTION>


<OPTION VALUE="2005-01">FY05 January - 05</OPTION>


<OPTION VALUE="2004-12">FY05 December - 04</OPTION>


<OPTION VALUE="2004-11">FY05 November - 04</OPTION>


<OPTION VALUE="2004-10">FY05 October - 04</OPTION>

</select></td>

<input type="hidden" NAME="SpreadSheet" value="#SpreadSheetType#">

 <td valign="Baseline"><input type="SUBMIT" name="LOGIN" value="GO">

</td>

</tr>

</FORM>

</cfoutput>

3. Insert a new line above the top most line that contains (copy and paste will work): 

<OPTION VALUE="2006-04">FY06 April - 06</OPTION>
Where:

OPTION VALUE=“2006-04” this is the yyyy-mm value of the 
EFFORT_REPORT-yyyy-mm.xls file
and 
“FY06 April – 06” is the value of the dropdown menu in the reports web page for the spreadsheet selection.

For example, after adding an entry for the month of May 2006 the file looks like:

<!-- Form for choosing excel review spreadsheets -->

<cfset Script = 'Review/ReviewChoice'>

<cfoutput><cfset DebugMsg = 'Start'></cfoutput>

<cfoutput><cfinclude template="#DebugFile#"></cfoutput>

<cfoutput>

<FORM ACTION="../Review/ReviewLinks.cfm" METHOD="post">

  <tr>


<td width="30">&nbsp;</td>

<td width="300" valign="Baseline"><font size="-1"><strong>#SpreadSheetTitle#&nbsp; &nbsp;</strong></font></td>

<td width="80" valign="Baseline"><SELECT NAME="ReportMonth" SIZE="1" >


<OPTION VALUE="2006-05">FY06 May - 06</OPTION>

<OPTION VALUE="2006-04">FY06 April - 06</OPTION>


<OPTION VALUE="2006-03">FY06 March - 06</OPTION>


<OPTION VALUE="2006-02">FY06 February - 06</OPTION>


<OPTION VALUE="2006-01">FY06 January - 06</OPTION>


<OPTION VALUE="2005-12">FY06 December - 05</OPTION>


<OPTION VALUE="2005-11">FY06 November - 05</OPTION>


<OPTION VALUE="2005-10">FY06 October - 05</OPTION>


<OPTION VALUE="2005-09">FY05 September - 05</OPTION>


<OPTION VALUE="2005-08">FY05 August - 05</OPTION>


<OPTION VALUE="2005-07">FY05 July - 05</OPTION>


<OPTION VALUE="2005-06">FY05 June - 05</OPTION>


<OPTION VALUE="2005-05">FY05 May - 05</OPTION>


<OPTION VALUE="2005-04">FY05 April - 05</OPTION>


<OPTION VALUE="2005-03">FY05 March - 05</OPTION>


<OPTION VALUE="2005-02">FY05 February - 05</OPTION>


<OPTION VALUE="2005-01">FY05 January - 05</OPTION>


<OPTION VALUE="2004-12">FY05 December - 04</OPTION>


<OPTION VALUE="2004-11">FY05 November - 04</OPTION>


<OPTION VALUE="2004-10">FY05 October - 04</OPTION>

</select></td>

<input type="hidden" NAME="SpreadSheet" value="#SpreadSheetType#">

 <td valign="Baseline"><input type="SUBMIT" name="LOGIN" value="GO">

</td>

</tr>

</FORM>

4. Saving the file will add a new entry in the dropdown menu of the effort system reports page.
5. Login to the effort reporting web system and check the entry and the excel spreadsheet via the web browser to make sure that it is accessible and looks OK.

6.3 Create the Accounting Report Manual process

This process assumes that the web process part is already done during the previous report generation. If not then refer to the previous section for the web process portion of this report.

The manual process has two parts: 

(i) the database report and excel spreadsheet creation 

(ii) the spreadsheet manipulation (to add some nice headers etc) 
The process is the same as for the monthly reports, apart from the fact that the files are stored in a different location.
6.3.1 Database spreadsheet creation

1. Open the Microsoft Access database. 

2. Go to the Queries tab and double click on the “ACCOUNTING_REPORT” query. 

a. At the prompt enter the effort month date. For example for the April 2006 effort you should enter: “4/1/2006”

b. Press the “OK” button to create the report

c. To create the excel spreadsheet report:

i. File ( Export…

ii. The accounting files are stored at:

\\wwwserver2\cfdocs\effort\Review\AccountingReports

iii. The file name format is:

ACCOUNTING_REPORT_yy-Mmm.xls
Where 
yy = year (2 digits)


Mmm = month (3 letters)

In order to keep track of the various exports a version number may be added at the end of the name.

iv. In the “Save as Type” dropdown menu select 

“Microsoft Excel 97-2003 (*.xls)

v. Select the “Save formatted”

vi. Fill the rest of the name with year and the month as mentioned above

vii. Press “Export All”

5. This completes the database part of the manual process 
6.3.2 Spreadsheet manipulation
1. Go to \\wwwserver2\cfdocs\effort\Review\AccountingReports and open the just created excel spreadsheet.

2. Select the columns “Weekly Hours”, “Monthly Effort Percent” “Reported Effort Percent” and “Adjusted Percent” and replace all digits with themselves (replace 1(1, 2(2, etc 0(0). This will correct the problem of not being able to add the entries in these columns.

6.4 Create the Effort Report for Vicky Manual process

This process assumes that the web process part is already done during the previous report generation. If not then refer to the previous section for the web process portion of this report.

The manual process has three parts: 

(i) the database report and excel spreadsheet creation 

(ii) the spreadsheet manipulation to fix the header format and 

(iii) the Filemaker pro database creation

The process is the same as for the monthly reports, apart from the fact that the files are stored in a different location.

6.4.1 Database spreadsheet creation

3. Open the Microsoft Access database. 

4. Go to the Queries tab and double click on the “FOR_VICKY” query. 

a. At the prompt enter the effort month date. For example for the April 2006 effort you should enter: “4/1/2006”

b. Press the “OK” button to create the report

c. To create the excel spreadsheet report:

i. File ( Export…

ii. Vicky’s report files are stored at:

\\wwwserver2\cfdocs\effort\Review\VickysReport
iii. The file name format is:

FOR_VICKY_yyMmm.xls
Where 
yy = year (2 digits)


Mmm = month (3 letters)

In order to keep track of the various exports a version number may be added at the end of the name.

iv. In the “Save as Type” dropdown menu select 

v. “Microsoft Excel 97-2003 (*.xls)

vi. Select the “Save formatted”

vii. Fill the rest of the name with year and the month as mentioned above

viii. Press “Export All”

6. This completes the database part of the manual process 
6.4.2 Spreadsheet manipulation

1. Go to \\wwwserver2\cfdocs\effort\Review\VickysReport and open the just created excel spreadsheet.
2. Select the top row and then go to the menu “Format ( Cells. . .”
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3. Select under the “Number” tab “General” and press “OK”.
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4. Save the file.

5. Under this directory open an existing Filemaker Pro file and create an empty clone of it.(Filemaker will ask for three files that are not present, simply press “OK” to the first question and “Cancel” to the second one). Go to the menu and select:

File ( Save a Copy As…
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6. Enter the appropriate name and select at the bottom of the form dropdown menu “Save a” the “clone (no records)” options and press the “save button
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7. Close the current Filemaker file.

8. Open the Filemaker cloned file (again ignoring the requests in the same way as mentioned above).
9. Import the records by selecting the menu item File ( Import Records > ( File…
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10. Select the created in the previous steps excel spreadsheet file and press “Open”
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11. Check the “Don’t import first record (contains field names)” check box

12. Select from the drop down menu “Arrange by” ( “matching names”

13. Press the “Import” button
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14. Select the “Perform auto-enter options while importing …” check box and press again the “Import” button
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15. Check the records and exit from Filemaker
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16. E-mail the Filemaker file to Vicky and Ruth Pordes
17. This completes the process for creating “Vicky’s” report
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