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CHAPTER 1
Welcome
e

Welcome to the Web TimeSheet Integration Manager for Microsoft Project Server User Guide. Throughout
this user guide, the Web TimeSheet Integration Manager for Microsoft Project Server will be referred to as
the Integration Manager.

About the Integration Manager

The Integration Manager allows users to update project/task information, project team assignments, and
timesheet data between Web TimeSheet and Microsoft Project® Server 2003 easily and efficiently. Once
installed, the Integration Manager is accessible from the Web TimeSheet folder in the Start menu on the
user’s local machine.

The Integration Manager allows one-way transfer of timesheet/hours data from Web TimeSheet to Microsoft
Project. Bidirectional data transfer is available for project/task information and project team assignments.
Bidirectional project/task information includes:

» Project/task structure

* Project manager

» Task estimated cost, with roll-up to the parent level
* Task start and end dates

The project start and end dates can be transferred one way, from Microsoft Project to Web TimeSheet (these
dates are automatically determined in Microsoft Project based on the task start and end dates).

Technology

The Web TimeSheet Integration Manager for Microsoft Project uses streaming XML (Extensible Markup
Language) technology, Microsoft Project Object Model, PDS (Project Data Service) and PDS extensions to
update data between Web TimeSheet and Microsoft Project. The Integration Manager establishes a link
with both the Web TimeSheet database and the Microsoft Project database and transfers data depending
on the specified criteria.

About this User Guide

This user guide provides information on installing and using the Integration Manager. The information is or-
ganized into chapters and a table of contents is provided for quick reference.

Document Conventions

This user guide uses the following conventions:

» References to other areas in the document are shown in italics and in blue to indicate they are
active links internal to the document. To automatically navigate to the section being referenced,
select the link.

« Hyperlinks to websites or e-mail addresses are shown in blue and underlined to indicate they are
active links external to the document. To open a new browser window to the website or to send an
e-mail to the address, select the link.

Welcome 5



« Key information is highlighted using a blue background for quick reference. An icon is used to indi-
cate type of information being provided, as follows.

« The [ icon indicates a note, which provides a reminder of an important requirement or
further details on how the software operates.

+ The A icon indicates a warning notice. Warnings point out features or actions that can
have negative results if used incorrectly.

« The [ icon indicates a tip or hint designed to assist you in using the product more effi-
ciently.

[ The online help system uses these same conventions for easy identification of important
notes, warnings, and tips.

Contacting Support

If require further assistance configuring or using the Integration Manager, please contact Replicon's Cus-
tomer Support team using one of the following methods:

Direct Phone: 403-262-6519 ext 3
Toll-Free Phone:
North America: 1-877-737-5420 ext 3
Europe: 00-800-7375-4266 ext 3
Australia/New Zealand: 0011-800-7375-4266 ext 3
E-mail: support@replicon.com
Web-Based Form: www.replicon.com/supportservices/requesthelp.asp
Fax: 403-233-8046

Welcome 6
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CHAPTER 2
Installing the Integration Manager
]

System Requirements

Before installing the Integration Manager, ensure your system meets the following requirements:

One of the following:
« Windows 2000 Professional with Service Pack 4 or higher
» Windows 2000 Server with Service Pack 4 or higher
* Windows 2003 Server with Service Pack 1 or higher
« Windows XP with Service Pack 1 or higher
Administrator access for installation

A compatible version of Web TimeSheet as specified in the product release notes, and a browser
that supports it

Microsoft Project® Server 2003
All projects saved in a Microsoft Project server installation

A browser that meets the requirements for Microsoft Project Web Access (see your Microsoft
Project documentation for more information)

Installing the Integration Manager

The installation process consists of four main steps:

1.

Configure the Microsoft Project server to meet the requirements of the Integration Manager, as de-
tailed in Configuring Microsoft Project Server below.

If more than one user will be using the automatic update feature, create a new Windows user ac-
count on the machine the Integration Manager will be installed on. Details are provided in Creating
a User Account for the Automatic Update Service on page 8.

Install Microsoft Project Server Extensions on the Microsoft Project Server machine, as described
in Installing Microsoft Project Server Extensions on page 8.

Install the Integration Manager following the instructions provided in Installing the Integration Man-
ager on page 12.

Configuring Microsoft Project Server

Before you will install the Integration Manager, Microsoft Project Server must be configured to ensure the
Integration Manager can transfer data. Configuration can be completed through the Microsoft Project Web
Access interface as follows:

1.

S

Loginto Microsoft Project Web Access. Forinformation on accessing the Web Access interface,
contact your system administrator or see your Microsoft Project documentation.

Select Admin from the menu at the top of the page.
Select Server configuration.

Select the Enable enterprise features radio button.
Select Save Changes.

Select Customize Project Web Access.

Installing the Integration Manager 7



7. Under Specify the default method for reporting progress on tasks, select Hours of work done
per day or per week....

Under Time period settings, select Non Managed Periods.

9. Lower down in the Time period settings section, select Resources should report their hours
worked every day.

10. If you do not use the Maximum number of hours that can be entered per day for a single task
field, enter O to indicate there is no limit. Note, however, that this change is optional. If you wish to
leave the field set to a specific number of hours, the Integration Manager should transfer data with-
out encountering errors under most conditions.

11. Select Save Changes.
12. Log off of Microsoft Project Web Access.

[ Any changes made to the Microsoft Project server configuration will only apply to projects added to
the server after the changes.

Creating a User Account for the Automatic Update Service

The Integration Manager can be enabled to automatically transfer data on a regular basis. While configura-
tion of the automatic updates is done using the main Integration Manager interface, the updates are carried
out by a Windows service running in the background. The service is installed along with the Integration Man-
ager and requires a user account for the machine it is installed on. To prevent conflicts and security con-
cerns, for some users it is recommended that a new account be created solely for use by the service, rather
than using an existing user’s account. This new account is recommended if all of the following requirements
are met:

1. The automatic update feature will be enabled.

2. More than one user will be using the automatic update feature.

3. You will be configuring the Integration Manager to log in to the Microsoft Project Server using the
Windows user account rather than a Microsoft Project Server user account.

If only one user will be using the automatic update feature, you can use their existing user name and pass-
word for the service. You will be prompted for this information during installation.

[ Administrative privileges are typically required to create new users on a machine and to install soft-
ware that will be accessible to all users. As such, itis recommended that a system administrator install
the Integration Manager.

Installing Microsoft Project Server Extensions

Before you can connect to the Microsoft Project server via the Integration Manager, you will need to install
the Microsoft Project Server Extensions on the Microsoft Project Server machine. It is recommended that
you install the Microsoft Project Server Extensions first.

You will need to obtain the extensions installation file from Replicon Customer Support (the file should have
been included with the Integration Manager for Microsoft Project Server and will include the text RPDSEX-
tension in the file name). Launch the installation file and complete the steps below.

Installing the Integration Manager 8



1. To make the installation effective, the IIS service will need to be stopped (and restarted at the end
of the installation). Select OK to automatically stop and restart the service.

IIS Restart Warning x|

Dwring the inztallation of the Microzoft Project
E =tenzionhz the local ingtallation of Microzoft

Intermet [nformation System [[15] service will be
stopped and restarked.

Do you want ko continue?

k. I Cancel

2. The firstinstallation screen is the Welcome screen. Read this screen carefully, then select Next to
continue.

L welcome x|

% “Welzome to Microsoft Project Extenzions Setup
o

program. This program will inztall Microzoft Project
E =tenzionz on pour computer.

It iz gtrongly recommended that pou exit all wWindows programs
befare running thiz Setup Program.

Click Cancel to quit Setup and cloze any programs you have
running. Chek Mesxt to continue with the Setup program .

WAARMIMG: This program is protected by copuright law and
international treaties.

IJnauthonzed reproduction or digtnbution of thiz program, or arp
portion of it, may result in zevere civil and criminal penalties,
and will be prozecuted to the marimum extent pozsible under
lav.

Cancel |

Installing the Integration Manager 9



3. Review the license agreement and select Accept if you agree to the terms.

=]

= License Agreement El

INC

SOFTwWARE LICEMSE AGREEMEMNT il

Thiz computer program iz protected by copyright and ather intellectual
praoperty laws and interhational treaties. Unautharized repraduction,
tranzmizzion, de-compiling, translation, reverse engineering, creation of
derivative works, copying GUI and/or copenightable concepts, or
diztribution of thiz computer pragram, or any paortion of it iz expressly
prohibited by lave, and may rezult in zevere civil and criminal penalties.
"iolators will be prozecuted to the maximum extent poszible. Information
regarding unauthonized copying of this computer program iz gratefully
received at [403) 262-65149.

FLEASE READ THIS AGREEMENT CAREFULLY. BY LUSING &LL

OR &MY PORTION OF THE SOFTwWARE, OR BY PAYING FOR THE
SOFTWARE BY ANy MEAMS OFFERED BY REPLICOM, YOU

ACCEPT ALL THE TERMS AND COMDITIONS OF THIS

AGREEMEMT. ¥OU AGREE THAT THIS AGREEMEMT 15
EMFORCEABLE LIKE ANY "%RITTEM MEGOTIATED AGREEMEMT
SIGHED BY %'OU. IF%0U DO MOT AGREE. DO MOT USE THIS ;I

Decline |

4. Next you will need to specify folder in which Microsoft Project Server is installed, which is where Mi-
crosoft Project Server Extensions must be installed. Use the Browse button to locate the folder (it
may be provided by default).

#3 Gelect Microsoft Project Server Directory x|

Setup MUST install Microsoft Project Extenzions in the Microsoft Project
Web Server folder

T inztall inta a different falder, chck Browse, and select anather falder.

f'ou can chooze not to install Microsaoft Project Estenzions by clicking
Caticel to exit Setup.

C:hsMicrozoft Office Project Server 2003 Browze. .. |

"Micmsnft Froject Server Folder

< Back

Cancel |

Installing the Integration Manager
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5. Now enter the SQL Server name, Microsoft Project Server database name, Microsoft Project Server
database user name, and Microsoft Project Server database password. This information is vital to
connect to your Microsoft Project Server installation. Contact your system administrator if you are
unsure of this information. Once the information has been entered, select the Next button.

*_".-l'v Microsoft Project Server Information x|

— Pleaze provide the fallowing information to connect bo wour
I~NcC bicrozoft Project Server installaton.

SOL Server Mame

icrozof Project Server Databaze Mame

icrozof Project Server D atabaze Usermname

icrozof Project Server Databaze ser Pazsword

< Back

Cancel |

6. Now you are ready to install the Microsoft Project Server Extensions. Select the Next button to start
the installation.

43 ctart Installation x|

“'ou are how ready to install Microsoft Project Extenzsions.

Press the Mexst button o begin the installation ar the Back,
buttarn ta reenter the installation informatior.

Cancel |

< Back
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7. When the installation is complete, select the Finish button to close the installation wizard.

#2 Installation Complete x|

ticrozoft Project Extenzionz has been succeszsfully installed.

INC

Prezs the Finizh button ko exit this inztallation,

< Back

Catizel |

Installing the Integration Manager

You will need to purchase the Web TimeSheet Integration Manager for Microsoft Project Server and obtain
the installation file from a Replicon representative.

[ Before attempting to install the Integration Manager, ensure the Microsoft Project Server Extensions
are installed, as detailed in Installing Microsoft Project Server Extensions on page 8. Also verify that
the Microsoft Project Server has been configured following the steps given in Configuring Microsoft
Project Server on page 7 and that, if required, a user account has been created as discussed in Cre-
ating a User Account for the Automatic Update Service on page 8.

Installing on the Web TimeSheet Server

The Web TimeSheet Integration Manager for Microsoft Project Server is an external application (accessed
outside of Web TimeSheet) that is installed on a local machine and accessed from within Microsoft Project.
To facilitate installation on all necessary local machines, the administrator may choose to install the Integra-
tion Manager on the Web TimeSheet server. Installing on the Web TimeSheet server creates a link in the
Web Timesheet Integration menu, which users then click on to install the application on their own machines.

Before installing on the Web TimeSheet server, make sure you have already installed Web TimeSheet. The
Integration Manager will need to be installed in the Web TimeSheet directory.

The installation wizard will guide you through the installation process as follows.
1. Stop the service associated with Web TimeSheet and back up the Web TimeSheet database.

Installing the Integration Manager 12



2. Launch the installation file. The Welcome screen is displayed. Select Next to continue.

+2 Welcome

YWelcame to Integration Manager for Micrazaft
Project Server [Admin) Setup program. T his
= program will inztall Integration kanager for

ticrozoft Project Server [Admin] on vour computer.

[t iz gtrongly recommended that yow exit all \Windows programs before
running this Setup Program.

Click Cancel to quit Setup and cloge any programs you have mwnning.
Click Mest to continue with the Setup program .

WAARMIMG: This program is protected by copuright law and
international treaties.

Inauthonzed reproduction or digtnbution of thiz program, or any portion
af it, may rezult in gevere civil and criminal penalties, and will be
prozecuted ko the masimum extent poszible under law.

X

hittp: /A, replicon, comdcompatibiliby

Cancel |

3. Review the license agreement and select Accept if you agree to the terms.

«_l-'-;'_.. License Agreement

SOFTWARE LICEMSE AGREEMENT il

Thiz computer program is protected by copyright and ather intellectual
property laws and intermational treaties. Unauthonized reproduction,
tranzmizzion, de-compiling, translation, reverse engineering, creation of
derivative warks, copying GUI and/ar copyrightable concepts, or
digtribution of thiz computer pragram, or aryp portion of it, iz expreszly
prohibited by lave, and may rezult in zevere civil and criminal penalties.
"iolators will be prozecuted to the maximum extent poszible. Information
regarding unauthorized copying of this computer prograrm iz gratefully
received at [403] 262-65119.

FLEASE READ THIS AGREEMEMNT CAREFLLLY. BY LISING &LL
OR aMY PORTION OF THE SOFTwARE, OF BY PAYING FOR THE
SOFTWARE BY AWy MEAMS OFFERED BY REPLICOM, vOU
ACCERPT ALL THE TERMS AND COMDITIONS OF THIS
SGEREEMENT. YOU AGREE THAT THIS AGREEMENT |5
EMFORCEABLE LIKE AMY WRITTEM MEGOTIATED AGREEMEMT

SIGHED EY YOU. IF¥0U DO NOT AGREE. DO HOT USE THIS LI

Declime |

Installing the Integration Manager
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4. Specify that you would like to install the Integration Manager on the Web TimeSheet server. Install-
ing on the Web TimeSheet server will create a link within Web TimeSheet that will allow individual
users to install the application on their local machines. Select Next to continue.

+= Installation Type

INC

Please select an installation type:

& Server Update  Update 'Web TimeSheet Server to
provide wzers a link to the |ntearation
tanager for Microsoft Project Server
inztallation package.

= Client Install Inztall Intearation b anager far Microzaft
Project Server on the lozal machine.

X

< Back

Cancel |

5. Next you will need to specify the folder in which TimeSheet is installed, which is where the Integra-
tion Manager must be installed. Use the Browse button to locate the Web TimeSheet folder. Then,

select Next to continue.

43 Select Web TimeSheet folder

In arder to carrectly update the Web TimeSheet server, Setup
needs ko know where the Web TimeSheet application waz
inztalled.

Toinstall into a different folder, click Browse, and select
anather folder.

“'ou can chooze not o install the |ntegration kanager for
Mizrazaft Project Server [Admin] by clicking Cancel to exit
Setup.

C:AProgram Filez*\w'eb TimeSheet Browse. .. |

"Web TimeSheet Falder

X

< Back Cancel

Installing the Integration Manager
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6. To make the installation effective, you will need to restart the Web TimeSheet service. Select Yes
to automatically restart the service, or No to restart the service manually. If you choose to restart
the service manually, you will need to do so at the end of the installation to ensure the features are
available in Web TimeSheet.

Restart Web TimeSheet? x|

Far the changes of thiz inztallation to become effective,
a ztop and restart af the 'Web TimeSheet zervice iz
required.

Select "ves" to attempt to automatically restart the
YWeb TimeSheet Service during installation.

Select "Mao' to manually restart the *web Timesheet
Service at a later time.

'es Mo | Cancel

7. Now you are ready to install the Integration Manager. Select the Next button to start the installation.

42 start Installation x|

'ou are how ready to install Intearation kb anager far Microzoft
Froject Server [Admin).

Fresz the Mest button to begin the installation or the Back
buttar ta reenter the installation informatior.

Cancel |
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8. When the installation is complete, select the Finish button to exit the installation program.

3 Installation Complete x|

Inteqgration Manager for Microzoft Project Server [Admin] haz
INC been successtully installed.

Frezz the Finizh button to exit this installation.

To complete the installation you will need to manually restart the 'Web
TimeSheet zemvice.

After the restart you will be able to access the inztallation module for
Inteqration Manager for Microzoft Praject Server fram within '/'ehb
TimeSheet via the “|ntegration' tab.

b ake gure to provide geat azsignments [Admin £ About Web TimeSheet]
and enable integration permizzion [Admin £ Setup - Permissionz] bo
provide module access for Web TimeSheet users.

Eatizel |

9. If you did not already do so in Step 6, restart the Web TimeSheet service.

< Back

10. Enter a valid license key and seat assignments for the Integration Manager in Web TimeSheet, as
detailed in Entering a License Key on page 25.

Users can now install the Integration Manager from within Web TimeSheet.

Installing on a Local Machine

You may install the Integration Manager on a local machine either by downloading/installing from within Web
TimeSheet, or by launching the installation file directly on the machine (via CD, network location, etc.). You
must have permission to install applications on the local computer.

Installing from Within Web TimeSheet

If you are installing from within Web TimeSheet, follow the steps below. Otherwise, follow the steps provided
in Installing via a Local or Network Drive on page 21 instead.

1. Log into Web TimeSheet using your login name and password.

2. Click on the Integration button at the top of the screen, and select Microsoft Project from the side
menu. You will be able to access the Integration menu only if you have appropriate Web
TimeSheet permissions and a seat assignment for the module.

3. Onthe Integration - Microsoft Project screen, click on the link labeled Web TimeSheet Integra-
tion Manager for Microsoft Project Server.

4. The File Download dialog box will prompt you to either open or save the file. Select the Open but-
ton to start the installation.

Installing the Integration Manager 16



5. The first installation screen is the Welcome screen. Read this screen carefully, then select Next to

continue.

2 welcome

Welzome to Integration M anaager for kMicrozaoft
% Project Server Setup program. This progran will
= inztall Integration M anager for Microzoft Project
Server on your computer.

It iz strongly recommended that you exit all Windows programs
before running thiz Setup Program.

Click Cancel to guit Setup and cloze any programs pou have
nning. Click Mest to continue with the Setup program .

WARMIMG: Thiz program iz pratected by copyright law and
international treaties.

X

Unauthaorized reproduction or diztibution of thiz program, or any

portion of it, may result in zevere civil and criminal penalties,
and will be prozecuted to the maximumn extent poszible under
la.

hittp: A fveaa. replicomn. come cormpatibilitg

Cancel |

6. Review the license agreement and select Accept if you agree to the terms outlined.

_,'-E|—_e License Agreement

X

SOFTWARE LICEMSE AGREEMENT

Thiz computer program is protected by copyright and ather intellectual
property laws and intermational treaties. Unauthonized reproduction,
tranzmizzion, de-compiling, translation, reverse engineering, creation of
derivative warks, copying GUI and/ar copyrightable concepts, or
digtribution of thiz computer pragram, or aryp portion of it, iz expreszly
prohibited by lave, and may rezult in zevere civil and criminal penalties.
"iolators will be prozecuted to the maximum extent poszible. Information
regarding unauthorized copying of this computer prograrm iz gratefully
received at [403] 262-65119.

FLEASE READ THIS AGREEMEMNT CAREFLLLY. BY LISING &LL
OR aMY PORTION OF THE SOFTwARE, OF BY PAYING FOR THE
SOFTWARE BY AWy MEAMS OFFERED BY REPLICOM, vOU
ACCERPT ALL THE TERMS AND COMDITIONS OF THIS
SGEREEMENT. YOU AGREE THAT THIS AGREEMENT |5
EMFORCEABLE LIKE AMY WRITTEM MEGOTIATED AGREEMEMT
SIGMED BY OU. IF¥0U DO NOT AGREE. DO MOT USE THIS

E

[

Declime |

Installing the Integration Manager
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7. Select the folder you wish to install the Integration Manager in and then select Next to continue.

;ri!v Select Destination Directory ﬂ

Setup will ingtall Integration kanager for Microsoft Project Server in the
following folder.

To inztall into a different folder, click Browse, and select anather folder.

Y'ou can chooge not ta install Integration Manager for Microzoft Project
Server by clicking Cancel to exit Setup.

Deztination Faolder
’7 C:AProgram Filestweb TimeSheethtS Project Server

Browse... |
Cancel |

8. Select the program folder in the Start menu in which to add a shortcut to the Integration Manager.
Select Next to continue.

< Back

*_1:;'_.- Select Program Manager Group El

Enter the name of the Program Manager group to add
Integration Manager for Microzoft Project Server icons bo;

WWieh TimeSheet

Ancezsones
Adrinistrative Toolz

[
Cancel |

< Back
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9. If you wish, enter the Web TimeSheet URL, which is the URL used to access Web TimeSheet on
the server. The Web TimeSheet URL will be required the first time you log into the Integration Man-
ager; however, you do not have to enter it now. If you are unsure of the URL, check with your system
administrator. Select Next to continue.

{—;'_, Web TimeSheet Information El

TP Ir arder for Integration tManager for Microsaft Project Server o
funchion, some information about *Web TimeSheet iz required.

E ntering thiz information during installation is optional and may be

configured with the Integration Manager for Microsoft Project
Server via the configurations tab.

BL to'wfeb TimeSheet [Optional during install]

< Back

Cancel |

10. Now you are ready to install the Integration Manager. Select the Next button to start the installation.

43 start Installation x|

Yol are how ready tainstall Intearation b anager far Microgoft
Froject Server.

Preszs the Mext button ko begin the installation ar the Back,
buttor to reenter the installation informatior.

< Back

Cancel |
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11. When prompted, enter the User Name and Password to be used by the automatic update service
to log in to the computer. Depending on how the automatic update feature will be used, you may be
advised to create a new user account for this purpose rather than using an existing user’s account.
For more information, see Creating a User Account for the Automatic Update Service on page 8.
Once you have entered the account information, select OK to continue with the installation.

Set Service Login

Idzername: I

Pazsword: I

Confirm pazswond: I

] I Cancel

[ If you select Cancel during this step, the installation process will continue but the automatic
update service will not be created. As a result, automatic updates will not occur.

12. When the installation is complete, if you wish, enable the options to add a shortcut to the Integration

Manager to the desktop and to launch the Integration Manager upon exiting the installation program.
Then, select the Finish button to close the installation wizard.

#2 Installation Complete x|

Inteqgration Manager for Microzoft Project Server haz been
INC succezsfully inztalled,

Prezz the Fimzh buttan ta exit thiz inztallation.

[ Add desktop shortcut

[ Launch Integration banager for Microzoft Project 5 erver

Eanzel |

< Back
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Installing via a Local or Network Drive

If you are installing the Integration Manager on your local machine directly (via local or network drives), you
will need to locate the installation file provided by Replicon. Once located, double-click on the file to launch
the installation program, which will guide you through the installation process.

1. The firstinstallation screen is the Welcome screen. Read this screen carefully, then select Next to

continue.

1 welcome x|

INC

REPLIGON

R

Wwelcome to Integration M anager for Microsoft
Project Server [Admin] Setup program. This
= progran will install |ntearation b anager for

Microzoft Project Server [&dmin] o pour computer.

[t iz gtrongly recommended that you exit all \windows programs before
running this S etup Progran.

Click. Cancel to quit Setup and cloge any programs pou hawve minning.
Click Mest to continue with the Setup program .

WARMIMG: This program iz protected by copyright law and
international treaties.

IInautharized reproduction or distribution of this program, or any partion
af it, may result in zevere civil and criminal penalties, and will be
prozecuted o the masimum extent pozsible under law.

hittp: A M. replicon. comcompatibilit

Cancel |

2. Review the license agreement and select Accept if you agree to the terms outlined.

=]

= License Agreement El

INC

R EREPLICOT

SOFTwWARE LICEMSE AGREEMEMNT il

Thiz computer program iz protected by copyright and ather intellectual
praoperty laws and interhational treaties. Unautharized repraduction,
tranzmizzion, de-compiling, translation, reverse engineering, creation of
derivative works, copying GUI and/or copenightable concepts, or
diztribution of thiz computer pragram, or any paortion of it iz expressly
prohibited by lave, and may rezult in zevere civil and criminal penalties.
"iolators will be prozecuted to the maximum extent poszible. Information
regarding unauthonized copying of this computer program iz gratefully
received at [403) 262-65149.

FLEASE READ THIS AGREEMENT CAREFULLY. BY LUSING &LL

OR &MY PORTION OF THE SOFTwWARE, OR BY PAYING FOR THE
SOFTWARE BY ANy MEAMS OFFERED BY REPLICOM, YOU

ACCEPT ALL THE TERMS AND COMDITIONS OF THIS

AGREEMEMT. ¥OU AGREE THAT THIS AGREEMEMT 15
EMFORCEABLE LIKE ANY "%RITTEM MEGOTIATED AGREEMEMT
SIGHED BY %'OU. IF%0U DO MOT AGREE. DO MOT USE THIS ;I

Decline |
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3. Now specify that you would like to install the Integration Manager on the client machine (i.e., the
local machine). Select Next to continue to the next step.

4 Installation Type x|

INC

Please select an installation type:

" Server Update  Update ‘Web TimeSheet Server to
provide uzers a link to the Intearation
b anager for Microsaft Project Server
inztallation package.

Inztall Intearation b anager far Microsaft
Project Server on the lozal machine.

< Back I Hest » I Cancel

4. Select the destination folder to install the Integration Manager in using the Browse button. Then,
select Next to continue.

«_L'—;'_.- Select Destination Directory El

Setup will inzgtall Integration kanager for Microsoft Project Server in the
following folder.

To inztall into a different folder, click Browse, and select anather folder.

Y'ou can chooge not to install Integration bManager for Microzoft Project
Server by clicking Cancel to exit Setup.

Deztination Faolder
’7 C:%Program Filestfeb TimeSheet\MS Project Server

Browse... |
Cancel |

¢ Back
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5. Select the program folder in the Start menu in which to add a shortcut to the Integration Manager
and select Next.

;ri!v Select Program Manager Group ﬂ

TP Enter the name aof the Program bManager group to add
Integration Manager for Microzoft Project Server icons bo;

Wwieh TimeSheet

Accessanes -
Administrative Toolz

[
Canizel |

6. Now, if you wish, type in the Web TimeSheet URL, which is the URL used to access Web TimeSheet
on the server. The Web TimeSheet URL will be required the first time you log into the Integration
Manager; however, you do not have to enter it now. If you are unsure of the URL, check with your
system administrator. Select Next to continue.

< Back

42 web TimeSheet Information x|

I order for Integration Manager for Microsoft Project Server to
function, zome information about \Web TimeSheet i required.

Entering thiz infarmation during inztallation i= optional and may be

configured with the Integration banager for Microzoft Project
Server via the configurations tab.

IRL to'Web TimeSheet [Optional dunng install]

< Back

Cancel |
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7. You are now ready to begin the installation. Select Next to start installing the Integration Manager.

42 start Installation x|

'ou are hiow ready toinstall Intearation kM anager far Microgoft
INC Froject Server.

Prezs the Mext button o begin the installation ar the Back,
button to reenter the installation information.

< Back

Cancel |

8. When prompted, enter the User Name and Password to be used by the automatic update service
to log in to the computer. Depending on how the automatic update feature will be used, you may be
advised to create a new user account for this purpose rather than using an existing user’s account.
For more information, see Creating a User Account for the Automatic Update Service on page 8.
Once you have entered the account information, select OK to continue with the installation.

Set Service Login

Izername; I

Paszword: I

Confirmn pazswornd; I

k. I Cancel

[ If you select Cancel during this step, the installation process will continue but the automatic
update service will not be created. As a result, automatic updates will not occur.
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9.

When the installation is complete, if you wish, enable the options to add a shortcut to the Integration
Manager to the desktop and to launch the Integration Manager upon exiting the installation program.
Then, select the Finish button to close the installation program.

#2 Installation Complete x|
Inteqgration Manager for kMicrozoft Project Server haz been
INC sucocezsfully inztalled.

Frezz the Finizh button to exit this installation.

[~ add desktop shortcut

[ Launch Integration Manager for Microsoft Project Server

Eatizel |

10. Enter a valid license key and seat assignments for the Integration Manager in Web TimeSheet, as

detailed in Entering a License Key on page 25. Consult your Web TimeSheet system administrator
for assistance with this step.

Entering a License Key

Once the Integration Manager is installed, a license key for the Integration Manager must be entered in Web
TimeSheet. The license key is provided by Replicon when you purchase the Integration Manager. Addition-
ally, seats must be assigned to the Integration Manager users.

To enter a license key and assign seats:

1.

© © N o g~ D

Log in to Web TimeSheet. You must log in as a user assigned a permission that includes the Sys-
tem/License info item. If you do not have this permission level, consult your Web TimeSheet sys-
tem administrator for assistance.

Select Admin from the top menu bar.

Select About Web TimeSheet from the side menu bar.

Select the License Keys tab.

Select Add.

Enter the license key provided with the Integration Manager in the License Key field.
Select Save.

Select the Seat Assignments tab.

Select the entry for Microsoft Project Std/Pro.

10. Select the users who will be using the Integration Manager from the Available Users list.
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11. Select the button.

The users who will be assigned a seat under the license agreement are listed in the Assigned
Users list box.

12. Select Save.
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CHAPTER 3

Getting Started
e

Starting the Integration Manager

[ Before launching the Integration Manager, ensure Microsoft Project Server is configured correctly, as
detailed in Configuring Microsoft Project Server on page 7.

The Integration Manager must be installed on your local computer in order to transfer data. Once installed,
you can access the Integration Manager following the steps below:

1. Click on the Start menu in your Windows task bar and select Program Files.

2. Locate the Web TimeSheet folder and select Integration Manager for Microsoft Project Server.
If you cannot find the Web TimeSheet folder or the Integration Manager, check with your system
administrator as the file may have been installed in a different location.

3. Inthe Web TimeSheet Security Login dialog box, type the Web TimeSheet URL, which is the URL
used to access Web TimeSheet on the server (required the first time you log in). If you are unsure
of the URL, check with your system administrator.

Enter the login name and password you normally use to log into Web TimeSheet.

5. If you wish to bypass the login screen in the future, check the box at the bottom of the login screen
labeled Automatically login to Web TimeSheet next time. You will still be able to change your
login information, if necessary, from the Configuration tab within the Integration Manager.

6. When you are ready, click the Connect button to connect to Web TimeSheet. If the connection is
successful, the Integration Manager will open in a new window.

[ To install and use the Integration Manager, you must have a valid license key and each user must
have a seat assignment for the module, as detailed in Entering a License Key on page 25.

Possible Reasons for Connection Failure

If you are unable to connect to Web TimeSheet, the Integration Manager will display an error message indi-
cating the reason why the connection failed. Possible reasons for a failed connection include:

e User Name/Password Error
Your user name does not exist, your user profile has been disabled, or your password is invalid. If
you cannot resolve the issue on your own, please contact your Web TimeSheet administrator.

» License Error
You do not have a valid license key and/or seat assignment for the Web TimeSheet Integration
Manager for Microsoft Project Server, or your license key has expired. Please contact your Web
TimeSheet administrator for further information.

e Server Connection Error
The server location is invalid, or there is a problem connecting to the Web TimeSheet server.
Please contact your system administrator for further information.

e Interrupted Connection
The connection to the Web TimeSheet server has been interrupted. The Integration Manager will
automatically try to reconnect before requiring feedback. If you receive this error, you may choose
to retry, or cancel the connection and try again later.
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Accessing the Online Help

The Integration Manager includes an online help system that provides comprehensive information on using
the software to complete key tasks, as shown below.

g? Web TimeSheet Integration Manager For Microsoft Project Server Help -0 x|

H e o &

Hide: Back Forward  Print

Contents |Igde:< I ﬁearchl

----- IE iWielcome

----- @ System Requirements

----- Addtional Resources

([]) Getting Started

b E Logging into the Integration |
ﬂ Configuring the Integration

[‘]':QI Tranzferring Data

E Selecting Projects for Trans

E Selecting Data using the Sel

@ Cresting Mapping Relationst

] Revignwwing the Settings Prios

- ] Tranzferring Data

= QQI Scheduling Automatic Updstes

- ] Scheduling &utomstic Updst

o ] Managing Automatic Update

[+~ @ Managing Seftings

To access the online help, select the Help button in the bottom, right hand corner of the main Integration

Manager window.

Transferring Data

If you want to perform an update, select the General tab and then the
Update Now button. The update will include all setup options you selected
on the General tab, as well as the filters and field mapping relationships
you set up on the Select Data to Update and Field Mapping tabs. When
the update is finished, the Integration Manager will notify you of any errors or
issues for concern and allow you to save the log file. If the update finishes
successfully, you will also receive a notification with the optian to save the
log file.

(3 Wwhen updating for the first time, it is recommended that you update all
hours to ensure all the necessary data is available in both applications.
Once this initial transfer of data is complete, you may perfarm regular
updates for shorter time periods easily and efficiently.

(3 Wwhen updating for the first time, it is recommended that you update all
hours to ensure all the necessary data is available in bath applications.
Once this initial transfer of data is complete, you may perfarm regular
updates for shorter time periods easily and efficiently.

Updating the Data on the Server

YWhen a project is first transferred to Microsoft Project, you must publish the

mraimrt ta the favear hafaea bl e msilabla far vicusimes Ta nohklicl -

Help

Getting Started

28



CHAPTER 4
Using the Integration Manager
]

The Web TimeSheet Integration Manager for Microsoft Project Server is designed to allow you to update
data between Web TimeSheet and Microsoft Project Server 2003.

Initially, you will need to specify some setup options to ensure that the proper data is updated and the field
mapping meets your needs. Later, you can perform regular updates based on the setup options you select-
ed (or you can redefine your setup, if necessary).

O

O

Once you have performed an update, Microsoft Project Server will require you to accept the changes.
Refer to your Microsoft Project Server documentation for further information about accepting changes
to projects and tasks.

When updating for the first time, it is recommended that you update all hours within the project start
and end dates to ensure all the necessary data is available in both applications. Once this initial trans-
fer of data is complete, you may perform regular updates for shorter time periods easily and efficiently.

When updating projects, only the first ten levels of the heirarchy will be updated.

General Setup Options

The General tab is used to specify the direction of the update and the projects to be updated (when appli-

cable).

1. Select the direction of the data update. The default selection is from Web TimeSheet to Microsoft

Project. To change this setting, click the button next to the option for Microsoft Project to Web
TimeSheet.

Choose the projects you want to update. The box on the left provides a list of all available projects
in the source application. Select the projects you wish to update (to select multiple projects, hold
down the Ctr1 key while clicking on the project names). Click on the 5 button to add the projects
to the list of selected projects. To ensure the list of available projects is up to date, itis recommended
that you click the Refresh List button before selecting projects.

If updating data from Web TimeSheet to Microsoft Project, you can select any number of the
projects available within Web TimeSheet. If a project generated in Web TimeSheet has not been
previously updated to Microsoft Project, when the update occurs a new project will be created in
Microsoft Project under the project name used in Web TimeSheet.

[ Web TimeSheet projects assigned multiple clients using the Bucket method option will not
be listed as available for transfer.

If updating data from Microsoft Project to Web TimeSheet, you can select any number of the
projects available in the Microsoft Project Server installation. If a project generated in Microsoft
Project has not been previously updated to Web TimeSheet, when the update occurs a new project
will be created in Web TimeSheet under the project name used in Microsoft Project.

If you want to perform an update, click the Update Now button. The update will include all setup
options you selected in the General tab, as well as the filters and field mapping relationships you
set up in the Select Data to Update and Field Mapping tabs. When the update is finished, the In-
tegration Manager will notify you of any errors or issues for concern and allow you to view the log file.
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Log File

The log file provides a complete log of the events that took place during the update process, including errors
and items that were not updated due to problems with Web TimeSheet editing permissions. (If your permis-
sions did not allow you to edit certain information, see your Web TimeSheet administrator for further clarifi-
cation.)

The log file is made available for viewing after a transfer is completed. The log file is also stored in the di-
rectory the Integation Manager was installed in (typically C:\Program Files\Web TimeSheet\MS
Project Server).

Select Data to Update

You will use the Select Data to Update tab to specify the types of data you want to update either in Web
TimeSheet or in Microsoft Project (depending on the update direction you selected on the General tab). Be-
fore selecting the type of data, consider the direction in which data will be updated. Depending on the direc-
tion, only certain options will be available in the steps that follow. To specify the types of data to update, use
the instructions that follow.

1. If updating from Web TimeSheet, specify whether you want to include task hours in the update. You
may choose from all hours (regardless of whether the time has been committed/approved), or from
approved hours. Selecting all hours might be beneficial if you have a short project cycle or deadlines
that fall outside the usual timesheet due dates. Selecting approved hours might be beneficial if your
project has a longer cycle (one where the estimate vs. actual values do not require constant com-
parison).

Time will be updated only for resources who are set up explicitly as members of the project team in
Web TimeSheet (not members who receive their assignments via an <All> or department assign-
ment). Itis recommended that if you add resources to your project, you should perform an update
for the project structure/resources before attempting to update any time.

2. Now select the date range for the task hours, if applicable. Your options are:
o Al

If All is selected, all dates for which hours have been entered into Web TimeSheet for that
project will be included, including those outside of the estimated project start and end
dates. If any of the dates do fall outside of the project dates set in Microsoft Project, the
project start and end dates will automatically be adjusted to include these dates.

e From/To (date range)
 Timesheet Period
e Time Data of

The Time Data of option allows you to configure the updates to use a relative time period,
rather than one defined by specific dates. By using this option, you will not need to adjust
the date each time you complete a transfer. The transfer will automatically be adjusted to
use data from the current or previous week, as applicable.

If you select Current Week, the transfer will include all time data entered in Web
TimeSheet for the week of the transfer date. Data will be included for the time period span-
ning the most recent Sunday to the day prior to the transfer date. For example, if you are
transferring data on Wednesday, data from Sunday to Tuesday will be transferred.

If Previous Week is selected, time entered for the week previous to that of the transfer
date will be transferred. The previous week spans from Sunday to Saturday.

[ If the transfer day is a Sunday, ensure Previous Week is selected. If Current Week
is selected, the time period will include zero days and no data will be transferred.
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Whatever you select here will be dependent on the selection you made in Step 1, meaning that
only those hours meeting both criteria will be updated.

3. Select whether to transfer all the applicable time cells or only those that have been modified or add-
ed since the last transfer.

4. Underthe Advanced Settings section, specify whether you want to update project/task information,
including any of the items below.

* Project/Task Structure

When you choose to update the project/task structure, the Integration Manager updates
the information for the project and task names, additional project/task information selected
in the field mapping, and the task sort order.

The task sort order is updated only for tasks that remain under the same parent project or
task. The Integration Manager will not update (i.e., will return an error) if you attempt to
update a task that has been moved from one parent to another. If you need to move a task
from one parent to another, it is highly recommended that you close the original task and
create a new task (with the same name as the closed task) under the correct parent. Fol-
lowing this practice will ensure that all hours associated with the task are retained accu-
rately.

e Project Manager

If you select to update the project manager, you must specify the name format the integra-
tion manager should use to identify the project manager using the Resource Name Map-
ping field. The default selection is FirstName LastName (e.g., John Smith). Other
options include LastName FirstName (Smith John) or Login Name (jJsmith).

e Task Start Date
 Task End Date
* Project Team

Updating the project team information will add/remove employees from the project
resources (Microsoft Project) or project team (Web TimeSheet) depending on the direction
of the data transfer.

When transferring project team information, using the Resource Name Mapping field you
must specify the name format the Integration Manager should use to identify the employee
in the target application. The default selection is FirstName LastName (e.g., John
Smith). Other options include LastName FirstName (Smith John) or LoginName
(Jsmith). Note that this format will also be used for mapping the Project Manager if
Update Project Manager is selected.

[ If a Web TimeSheet user has previously been transferred to Microsoft Project and is
transferred again with a different Resource Name Mapping selected, the user will be
duplicated in Microsoft Project using the new name mapping.

To choose all of the available options in the Advanced Settings section, select Select All. To
deselect all enabled options, select Deselect All.

When transferring the project team, you may choose to transfer only the resources for a project
team, or the resources along with their task assignments.
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If updating from Microsoft Project to Web TimeSheet, you have the option to create new users for
employees who do not already have a user profile in Web TimeSheet. You must have permission
to add new users in Web TimeSheet in order to create new users during the update process.

] When you are updating from Microsoft Project to Web TimeSheet, it is recommended that you
create new users for employees who do not already have a user profile. Creating new users
will ensure that all necessary information is transferred during the update process, and will
avoid the need to postpone the update until you or your Web TimeSheet administrator has
added the necessary information.

If you choose to add new users, the format the Integration Manager uses to create each new user's
login name in Web TimeSheet will be based on the value the Resource Name Mapping field is set
to. For example, if the resource name is AAA BBB and the Resource Name Mapping field is set

to LoginName, the user’s name will be set to AAA BBB and the login name will be AAA BBB. If the
mapping field is set to FirstName LastName, the user name will be BBB, AAA and the login name
will be AAABBB. Finally, if the mapping field is set to LastName FirstName, the user name will be
set to AAA, BBB and the login name will be set to BBBAAA. For all selections, all new users' pass-
words will default to password.

[ When anew user is created, the user automatically receives permission to access timesheets.

It is recommended that resources be created in Microsoft Project Server before running any
updates. If you choose to update resources from Web TimeSheet to Microsoft Project, the Integra-
tion Manager may prompt you to add resources if they do not already exist (only if you have per-
mission to add new resources in Microsoft Project Server).

Field Mapping

Use the Field Mapping tab to set up mapping relationships between Web TimeSheet and Microsoft Project.
You can set up mapping relationships for only one update direction at a time (the update direction you se-
lected on the General tab). To set up mapping relationships, use the instructions that follow.

1.

Select a field name from the drop-down list at the left. This drop-down list contains all the available
fields in the source application (the starting point of the update).

From the drop-down list at the right, select the field to which you want to map the information (this
is the field in the target application that will receive the information — the ending point of the update).
Once you have selected a field from this list, it will no longer be available for further mapping.

Click the Add button. Note that the selected fields have been moved to the Selected Mapping Re-
lationships list box.

To remove mapping relationships, simply highlight the relationship in the list box and click the Re-
move button.

For information on the available mapping relationships, refer to Chapter 6, Field Relationships on page 40.

Configuration

You will use the Configuration tab to change the login information you use to access Web TimeSheet. You
will also specify details of the Microsoft Project Server and a default configuration to use. To modify your
configuration settings, use the instructions that follow.

1.

In the Web TimeSheet Server Configuration section, modify the Web TimeSheet URL, which is
the URL used to access Web TimeSheet on the server (required the first time you log in). If you
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wish to test the new connection (or connect so you can begin updating data), click the Connect but-
ton.

2. You can also modify your Web TimeSheet user name or Web TimeSheet password. If you are un-
sure about any of the settings, contact your Web TimeSheet administrator.

3. Now specify whether you want to automatically log into Web TimeSheet each time you start the In-
tegration Manager. You can turn this setting on or off any time you wish.

4. You will need to specify the location of the Microsoft Project server, and enter your user name and
password before running updates between Microsoft Project and Web TimeSheet. Until this infor-
mation is entered, you will not be able to select projects or run updates from the General tab.

If Microsoft Project Server is set up to use your Windows account information, select Use Win-
dows user account. This option will ensure that whenever you change your Windows login infor-
mation, the Integration Manager will recognize the new information and you will still be able to log
in without any problems. When using this option, make sure that Microsoft Project Server is also
set up to use your Windows user account information.

If you are using a unique user name and password in Microsoft Project Server (not your Windows
account information), you will need to select Use a Project Server account and enter the user
name and password used to access the server in the provided fields.

5. Select the format the Integration Manager should use to identify the resources within Microsoft
Project and match them to users in Web TimeSheet. The default selection is FirstName LastName
(e.g., John Smith). Other options include LastName FirstName (Smith, John)or Login Name
(Jsmith).

6. If you choose to add new users, you may want to set up custom fields in Microsoft Project to collect
the login name and password that will be used for each employee. This information is not required;
if you do not set up the custom fields, the Integration Manager will use a default login name (First-
name Lastname) and password (password). Once the custom fields are set up, you can select
the appropriate login name and password fields under Resource Pool Configuration. These fields
apply only when updating resource information from Microsoft Project to Web TimeSheet.

7. If you wish to update the resource pool, click the Update Now button. The update will begin imme-
diately.

[ If a Microsoft Project resource has previously been transferred to Web TimeSheet and is
transferred again with a different Resource Name Mapping selected, the user will be dupli-
cated in Web TimeSheet using the new name mapping.

8. To load the settings from a previously-saved configuration file, select Browse in the Load Config-
uration File section. Locate the configuration settings file (XML file) and select the Open button.
The Integration Manager will automatically be updated with the configuration settings stored in the
file. For more information on configuration files, see Saving the Configuration Settings.

9. Enable the Use this file as the default Configuration check box to have the selected configuration
file loaded by default when the Integration Manager is launched. If this check box is not enabled,
each time you start the Integration Manager you will need to either select the configuration file again
or manually enter the data transfer settings.

10. Select the action the Integration Manager should take when an error occurs using the When error
occurs during data transfer options. The Integration Manager can either prompt you to choose
between continuing and aborting the transfer, automatically continue the transfer, or automatically
abort the transfer.
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Managing Configuration Settings

Reviewing the Settings Prior to Data Transfer

Before updating, you may want to review the update options you have selected. Click the Review button to
launch a separate window containing an overview of the update options from the General, Select Data to
Update, and Field Mapping tabs. When you are finished reviewing your selected options, click the OK but-
ton to close the window.

Saving the Configuration Settings

The data transfer settings you have entered can be saved to a file, which can then be selected at any time

to restore the settings to the saved values. A configuration file can also be specified as the default and au-

tomatically loaded when the Integration Manager starts. If you typically use multiple configurations, you can

create a file for each configuration and select them as needed. To save the current configuration settings:
1. Select the Save button.

2. Inthe Save Settings to File dialog box, navigate to the location you wish to save the configuration
file to.

3. Enter a name for the configuration file in the File name field.
4. Select Save.
5. Select OK to close the message box indicating that the settings have been saved.

Once the settings are saved to a configuration file, you can then load the settings by selecting the file in the
Configuration tab.

Configuration Settings File

The data transfer settings are saved in a file with the extension .XML. The following settings are saved in
the configuration file:

* The direction of data transfer

* The projects selected for transfer

« The options selected in the Select Data to Update tab

e The field mappings selected in the Field Mapping tab

* The Microsoft Project Server Information settings specified in the Configuration tab
« The Resource Pool Configuration settings selected in the Configuration tab

Cancelling Changes Made to the Integration Manager Settings

If you have made changes to the configuration settings, whether to the default values or those loaded from
a configuration file, the changes are discard when you select the Exit button. Changes to the configuration
settings are only saved when you select the Save button.

The Update Process

After setting up and saving the options, you can perform updates at regular intervals without needing to re-
peat the setup process. To start the update process, simply click the Update Now button on the General
tab of the Integration Manager window. The update will include all setup options selected on the General
tab, as well as the filters and field mapping relationships set up on the Select Data to Update and Field
Mapping tabs.
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When the update is finished, the Integration Manager will notify you of any errors or issues for concern and
allow you to save the log file.

Updating the Data on the Server

When a project is first transferred to Microsoft Project, you must publish the project to the server before it
will be accepted. To publish a project, select Collaborate>Publish>All Information from within Microsoft
Project.

After transferring task hours information from Web TimeSheet to Microsoft Project, the changes may not be
visible. In this case, update the information in Microsoft Project as follows:

1. From the Microsoft Project menu, select Collaborate>Update Project Progress.
2. Setthe Accept status of the desired task, or select Accept All.
3. Click Update.

If Microsoft Project is updated with a task for which there is a new assignment in Web TimeSheet, you may
need to complete an update, publish the project, and then complete a second update. You will then need to
repeat the process listed above to see all the new information in Microsoft Project. Refer to your Microsoft
Project Server documentation for further information about publishing to the server and accepting changes
to projects and tasks.

Scheduling Automatic Updates

The Integration Manager can be configured to automatically transfer data on a regular basis. The Integration
Manager does not have to be running for the updates to occur; you can open and close the application as
you normally would. To schedule an automatic update:

1. Enter the data transfer settings you wish to use during the automatic transfer in the General, Select
Data to Update, and Field Mapping tabs as you would normally.

2. Save the settings to a configuration file as follows:

a. Select the Save button.

b. Inthe Save Settings to File dialog box, navigate to the location you wish to save the con-
figuration file to.

c. Enter a name for the configuration file in the File name field.
d. Select Save.
e. Select OK to close the message box indicating that the settings have been saved.
Select the Automatic Update tab.
7. Check the Enable Automatic Updates check box.

Select New Action to begin creating a new automatic update action. You can create multiple ac-
tions to, for example, update different projects at different times.

9. Enter a Name for the action.

10. Check the Enabled check box to enable the action. If you do not enable the action, the specified
update will not occur.

11. Select Browse..., locate the configuration file that you want to be used for the update, and then se-
lect Open. The data transfer will be based on the settings contained in this file. To preview the
settings contained in the configuration file, select the Preview button.
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12. Select the time of day the update should take place at from the Update Time drop-down list box.

[ You can schedule more than one update action to occur at the same time. The order the up-
dates occur in is determined by their order in the Schedule Actions list box.

13. Specify whether the update should occur once or on multiple occasions. If you want the update to
occur just once, select the Update once on option and select the date you want the update to occur
on. To schedule the update to occur on a regular basis:

a. Selectthe Update regularly starting on option.
b. Select the first date you want the update to occur on from the field provided.
c. Specify the interval at which the update will occur:

* To have the update occur on a daily schedule, select the Every day(s) option and
enter the desired update interval in days.

« To have the update occur weekly on one or more days, select the Every week(s)
on option. Then, select the days of the week you want the update to occur on
each week. If you want the update to occur only on specific weeks, edit the update
as required.

4. Select Save Action to save the action to the list.

The action will be shown in the Scheduled Updates list box. If the action is enabled and the Enable Auto-
matic Updates check box is checked, the updates will begin on the date specified.

Managing Automatic Update Actions

Scheduling Multiple Updates

You can schedule multiple updates, each with its own configuration file and schedule. For example, you
may wish to create two different updates for two different sets of projects or you may choose to schedule
one update at a different time than another. To schedule multiple updates, simply create an action for each
update following the steps provided in Scheduling Automatic Updates on page 35.

For updates scheduled for the same date and time, the updates will occur in the order they are shown in the
Scheduled Actions list box. Use the 4 and 4 buttons to adjust the order of the actions in the list box.

Disabling an Action

To disable an action so that the specified update does not occur:

1. Select the action from the Scheduled Actions list box.

2. Clear the Enabled check box.

3. Select Save Action to save the changes.

4. When asked if you want to overwrite the existing action, select Yes.

The update will not occur until the action is enabled again.

Editing an Action

To edit an action:

1. Select the action from the Scheduled Actions list box.
2. Make the necessary changes to the settings in the Scheduled Action Details section.
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3. Select Save Action to save the changes.

4. Select Yes to overwrite the existing action with the new settings. Select No to create a new action
with the settings.

Deleting an Action

To permanently delete an action so the action is no longer available for use or editing:

1. Select the action from the Scheduled Actions list box.
2. Select Delete Action.
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CHAPTER 5
Recommended Practices and Additional Notes
]

Recommended Practices

You should use the following recommended practices when transferring data between Web TimeSheet and
Microsoft Project.

If you are a Microsoft Project user integrating with Web TimeSheet for the first time:

» Use Microsoft Project to create and maintain your project profile/project information
e Transfer the projects to Web TimeSheet from Microsoft Project

» Enter time against the projects in Web TimeSheet

*  Only change the project information in Microsoft Project

If you are a Web TimeSheet user integrating with Microsoft Project for the first time:
« Transfer any existing Web TimeSheet project information to Microsoft Project for the first time only

» Following this initial transfer of project information, update the projects in Microsoft Project and
transfer the updated projects from Microsoft Project back to Web TimeSheet

« Use Web TimeSheet to enter time and transfer only time to Microsoft Project

Notes on Working with Externally Linked Projects

When working with a project in Microsoft Project that includes tasks that are linked externally, that is to a
task within another project, avoid naming the externally linked task with the same name as a task present at
the same level in the main project. If the tasks have the same name, data will not be transferred and the
Integration Manager will log an error.

Also, note that the Integration Manager does not support the transfer of embedded projects from Microsoft
Project Server.

Notes on Transferring Time Data with Web TimeSheet Billing Rates
Selected

Within Web TimeSheet, users can select a billing rate when entering time against a task. However, when
transferring time entries from Web TimeSheet, Microsoft Project does not support transfer of the associated
billing rates. If you are tracking costs for the project in Microsoft Project, it is important to note that the Web
TimeSheet billing rates will not be reflected in the cost data. However, the Integration Manager does support
mapping of Web TimeSheet values to the Microsoft Project Resource Standard Rate, which can be used
for cost tracking purposes, if desired.

Additionally, Web TimeSheet allows users to select more than one rate when entering time against a task.
When these time entries are transferred, the total of all hours entered for the task, regardless of the billing
rate selected, will be transferred to Microsoft Project. For example, if 5 hours are entered against Task 1
using the Project Manager rate and 3 hours are entered against Task 1 using the Administration
rate, 8 hours will be transferred to Microsoft Project for Task 1.
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Troubleshooting Tips

The following sections are designed to assist you in resolving issues commonly encountered when using the
Integration Manager.

Deleted Task Still Exists in Web TimeSheet after Update

If you have deleted a task in Microsoft Project and the corresponding task has not been deleted in Web
TimeSheet after an update, verify that the task is not selected on any users’ timesheets. If the task has been
selected on a user’s timesheet, Web TimeSheet prevents the task from being deleted, even if no time has
been entered against it. Have the user select another task or delete the timesheet row and then save the
timesheet. Update Web TimeSheet using the Integration Manager again and the task should be deleted
from Web TimeSheet. If the problem persists, contact Replicon’s Customer Support team as detailed in
Contacting Support on page 6.

Task Work Values Change when New Assignment Added using MSP API

If you add an assignment using Web TimeSheet Integration Manager for MS Project Server, MS Project
Server's application programming interface, your resulting Task Work field in Web TimeSheet will be differ-
ent than if you added the assignment manually.

This occurs because manual entry uses this formula:

Task Duration = Task Work / (8 * Number of resources assigned to task)
So, in this case, Task Duration is updated.

Whereas, MSP Server API uses this formula:

Task Work = Task Duration * 8 * Number of resources assigned to task

So, in this case, Task Work is updated.
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CHAPTER 6

Field Relationships
e

On the following pages, the field mappings available when transferring from Web TimeSheet to Microsoft
Project and when transferring from Microsoft Project to Web TimeSheet are provided.

Important Notes on Mapping Fields

Keep the following in mind when selecting field mappings:

» For Microsoft Project Server, mapping is available to project/task specific custom fields at the
enterprise level only. Custom fields set up in your local version of Microsoft Project are not avail-

able for mapping.

* When you map from Microsoft Project custom fields to Web TimeSheet user defined fields, keep in
mind that calculated fields are excluded due to the inability of Web TimeSheet user defined fields to
perform calculations.

e Mapping between Web TimeSheet user defined fields and Microsoft Project custom fields is
dependent on the field type. This means that data transfer may fail if the data types are not com-
patible. For example, a number field cannot successfully transfer data to a date field; however, a
number field can successfully transfer data to a text field.

Available Mappings from Web TimeSheet to Microsoft Project

Web TimeSheet Field
(source)

Microsoft Project Field
(target)

Notes

Project Description

Project Category

Project Keyword

Project Subject

Project Title

Project Comments
Project Author

Project Company
Enterprise Custom Fields
(Project Type)

Project Code

Project Category

Project Keyword

Project Subject

Project Title

Enterprise Custom Fields
(Project Type)

Project Client

Project Company
Enterprise Custom Fields
(Project Type)

Task Code

Enterprise Custom Fields
(Task Type)

Field Relationships
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Web TimeSheet Field
(source)

Microsoft Project Field
(target)

Notes

Task Estimated Cost

Enterprise Custom Fields
(Task Type)

Microsoft Project allows entry of the estimated cost
only at the bottom level of the project/task structure,
therefore you should not enter estimated cost values
for any parent projects/tasks in Web TimeSheet. Val-
ues entered for higher level tasks will not be included
in the update process.

Turn on the Project/Task Roll-up feature in Web
TimeSheet before the first update is performed from
Microsoft Project to Web TimeSheet.

Task Description

Enterprise Custom Fields
(Task Type)

Currency Symbol Enterprise Custom Fields
(Project Type)
User Rate Resource Standard Rate

User Hourly Payroll

Resource Standard Rate

User Hourly Cost

Resource Standard Rate

Task Level User Defined
Fields (Proj/Task Category)

Enterprise Custom Fields
(Task Type)

When mapping from Web TimeSheet to Microsoft
Project, you may choose to create mapping relation-
ships between project/task specific user defined fields
and Microsoft Project fields. In the list of available
fields from Web TimeSheet, you will note that user de-
fined fields include text that identifies the field as
project level or task level. Be aware that you cannot
map task level user defined fields to a single project
field in Microsoft Project because there are many
source values (each task may have a different value
for the selected field) to a single target value (the
project field can only receive one value). If you attempt
to map task level user defined fields to project level
fields in Microsoft Project, the field data will not be up-
dated and an error will appear in the update log file.

Project Level User Defined
Fields (Proj/Task Category)

Project Category

Project Keyword

Project Subject

Project Title

Project Comments
Project Author

Project Company
Enterprise Custom Fields
(Project Type)

User Defined Fields (User
Category)

Enterprise Custom Fields
(Resource Type)
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Available Mappings from Microsoft Project to Web TimeSheet

Microsoft Project Field
(source)

Web TimeSheet Field
(target)

Notes

Project Keyword

Project Code
Project Description
Project Level User Defined Fields (Proj/Task Category)

Project Title

Project Code
Project Description
Project Level User Defined Fields (Proj/Task Category)

Project Subject

Project Code
Project Description
Project Level User Defined Fields (Proj/Task Category)

Project Category

Project Code
Project Description
Project Level User Defined Fields (Proj/Task Category)

Project Comments

Project Description
Project Level User Defined Fields (Proj/Task Category)

Project Work

Project Estimated Hours
Project Level User Defined Fields (Proj/Task Category)

Project Cost

Project Estimated Cost
Project Level User Defined Fields (Proj/Task Category)

Project Actual Hours

Project Level User Defined Fields (Proj/Task Category)

Task WBS Code

Task Description
Task Code
Task Level User Defined Fields (Proj/Task Category)

Task Duration

Task Estimated Hours
Task Level User Defined Fields (Proj/Task Category)

Task Work Task Estimated Hours
Task Level User Defined Fields (Proj/Task Category)
Task Cost Task Estimated Cost

Task Level User Defined Fields (Proj/Task Category)

Task Priority

Task Level User Defined Fields (Proj/Task Category)

Task Unique ID

Task Code
Task Level User Defined Fields (Proj/Task Category)

% Complete

Project Level User Defined Fields (Proj/Task Category)
Task Level User Defined Fields (Proj/Task Category)

Enterprise Custom
Fields (Project Type)

Project Code

Project Description

Project Estimated Hours

Project Estimated Cost

Project Level User Defined Fields (Proj/Task Category)

When you map from Microsoft
Project custom fields to Web
TimeSheet User Defined
Fields, calculated fields are ex-
cluded.
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Microsoft Project Field
(source)

Web TimeSheet Field
(target)

Notes

Enterprise Custom
Fields (Task Type)

Task Description

Task Code

Task Estimated Cost

Task Estimated Hours

Task Level User Defined Fields (Proj/Task Category)

When you map from Microsoft
Project custom fields to Web
TimeSheet User Defined
Fields, calculated fields are ex-
cluded.

Enterprise Custom
Fields (Resource Type)

User Defined Fields (User Category)

When you map from Microsoft
Project custom fields to Web
TimeSheet User Defined
Fields, calculated fields are ex-
cluded.
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