CASMIS User Guide

Human Resources  Module

5.5 IPT Explorer

The purpose of the CASMIS IPT Explorer application is to allow administrators to add, edit, and delete IPTs, IPT members, and member allocations.  An allocation is the percent of time that an IPT member is projected to work on an IPT.  LHAT users must select an IPT or an organization to complete an ABC LHAT entry.

5.5.1 Adding a New IPT
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Add a new root-level IPT by right clicking in the Tree View and selecting New IPT from the drop down menu.  Complete the Name, Description, and IPT Lead fields, check the Add this IPT at Root-Level box, and select OK to add the new IPT.  Add a subordinate IPT by right clicking on its parent IPT and selecting New IPT from the drop down menu.  Complete the Name, Description, and IPT Lead fields and select OK to add the IPT.  The new IPT will be added to the bottom of its parent IPT.  Re-order IPTs by selecting them in the Tree View and using the up or down buttons located at the bottom of the IPT Tree View to move them higher or lower in the Tree View. 

5.5.2 Edit an IPT

Edit an IPT by right clicking on it in the Tree View and selecting Edit IPT from the drop down menu.  Make the required changes to the Name, Description, and IPT Lead fields and select OK to save changes.  Re-order IPTs by selecting them in the Tree View and selecting either the up or down arrow buttons located at the bottom of the IPT Tree View to move them higher or lower in the Tree View.

5.5.3 Deleting an IPT

Delete an IPT by right clicking on it in the Tree View and selecting Delete IPT from the drop down menu.  A deleted IPT cannot be restored; a new IPT must be created if an IPT is deleted in error.  Deleting an IPT prevents ABC LHAT users from selecting the IPT when completing a labor hour entry.

5.5.4 Add a New Member to an IPT

Add a new IPT member by right clicking on the target IPT in the Tree View and selecting Add Person to IPT from the drop down menu.  Select the name or names of the new IPT members in the Add Person to IPT dialog box and select Save.  This will assign the selected employees to the IPT with a 0% allocation and without administrator privileges.  Allocations and privileges must be assigned after the IPT member has been added and saved to the IPT
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5.5.5 Setting IPT Member Time Allocations and Privileges

Set allocations by right clicking on the name of the IPT member in the Work Area and selecting Edit Person Allocations from the drop down menu.  Double click on the Allocation % field to open the Change IPT Allocation Percent dialog box and enter the IPT members new allocation and select OK.  New IPT members who will serve as IPT leads and administrators must have the Administrator Privilege toggle set to True before they can add, edit, or delete IPT information.  Double click on the Administrator Privilege field to toggle between True and False and select Save when the Allocation and Administrator Privileges have been set.

5.5.6 Deleting an IPT Member from an IPT

Delete an IPT member by right clicking on their name in the Work Area and selecting Remove Person from IPT from the drop down menu.  This will remove the person from the IPT and suspend any IPT privileges.  Removing a person from an IPT does not affect any other assigned roles or privileges.

5.5.7 IPT Hours by Project Report

The IPT Hours by Project Report allows IPT Leads, human resources administrators, and other select employees to retrieve a report that shows ABC LHAT labor charges to a specific Project by an IPT.  Retrieve the IPT Hours by Project Report by right clicking on the appropriate IPT in the IPT Explorer Tree View and selecting IPT Hours by Project Report from the drop down menu to open the CASMIS Date Range Bar.  Enter the range for the report using the CASMIS Date Picker Calendars and select OK to process the report.  Print the report by selecting the Print icon to send the report to your default printer or select the File option to select a new printer.  Export a report by selecting the Option command from the CASMIS Report Window and select either Excel Data or PDF Data from the drop down menu to open the Save File dialog box.  Enter the path where you would like the report to be saved.  The report can be opened using either Microsoft Excel or Adobe Acrobat Reader, depending on your export selection.

5.5.8 IPT Hours by Cost Object Report

The IPT Hours by Cost Object Report allows IPT Leads, human resources administrators, and other select employees to retrieve a report that shows ABC LHAT labor charges to specific Cost Object by an IPT.  Retrieve the IPT Hours by Cost Object Report by right clicking on the appropriate IPT in the IPT Explorer Tree View and selecting IPT Hours by Cost Object Report from the drop down menu to open the CASMIS Date Range Bar.  Enter the range for the report using the CASMIS Date Picker Calendars and select OK to process the report.  Print the report by selecting the Print icon to send the report to your default printer or select the File option to select a new printer.  Export a report by selecting the Option command from the CASMIS Report Window and select either Excel Data or PDF Data from the drop down menu to open the Save File dialog box.  Enter the path where you would like the report to be saved.  The report can be opened using either Microsoft Excel or Adobe Acrobat Reader, depending on your export selection.

5.5.9 IPT Members LHAT History Report

The IPT Member LHAT History Report allows IPT Leads, human resources administrators, and other select employees to retrieve a report that shows ABC labor charges made by a specific employee to an IPT.  Retrieve the IPT Member LHAT History Report by right clicking on the name of the person whose time you wish to retrieve from the IPT Explorer Work Area and selecting Person LHAT Report from the drop down menu to open the CASMIS Date Range Bar.  Enter the range for the report using the CASMIS Date Picker Calendars and select OK to process the report.  Print the report by selecting the Print icon to send the report to your default printer or select the File option to select a new printer.  Export a report by selecting the Option command from the CASMIS Report Window and select either Excel Data or PDF Data from the drop down menu to open the Save File dialog box.  Enter the path where you would like the report to be saved.  The report can be opened using either Microsoft Excel or Adobe Acrobat Reader, depending on your export selection.

5.5.10 IPT Member Hours by Cost Object Report

The IPT Member Hours by Cost Object Report allows IPT Leads, human resources administrators, and other select employees to retrieve a report that lists an IPT members ABC LHAT labor charges by Cost Objects.  Retrieve the IPT Member Hours by Cost Object Report by right clicking on the name of the person whose time you wish to retrieve from the IPT Explorer Work Area and selecting IPT Member Hours by Cost Object Report from the drop down menu to open the CASMIS Date Range Bar.  Enter the range for the report using the CASMIS Date Picker Calendars and select OK to process the report.  Print the report by selecting the Print icon to send the report to your default printer or select the File option to select a new printer.  Export a report by selecting the Option command from the CASMIS Report Window and select either Excel Data or PDF Data from the drop down menu to open the Save File dialog box.  Enter the path where you would like the report to be saved.  The report can be opened using either Microsoft Excel or Adobe Acrobat Reader, depending on your export selection.

5.5.11 IPT Team Composition Report

The Team Composition allows IPT Team Leads, human resources administrators, and other select employees to retrieve a report that lists all current members of an IPT and their allocation to the IPT.  Retrieve the IPT Team Composition by right clicking on the appropriate IPT from the IPT Explorer Tree View and selecting IPT Team Composition Report from the drop down menu to open the CASMIS report window.  The report can be printed to a network printer or exported to Microsoft Excel or Adobe Acrobat Reader.  Print a report by selecting the Print icon to send the report to your default printer or select the File option to select a new printer.  Export a report by selecting the Option command from the CASMIS Report Window and select either Excel Data or PDF data from the drop down menu to open the Save File dialog box.  Adjust the size of an online report by selecting the Magnifying Glass icon.  Some reports may contain multiple pages; use the up or down arrow buttons or enter a new page to view the previous or next page.  Note that the PMM Brain Book Extensions Team Membership report located on PMM Brain Home Page reports similar information.  The Team Membership Report lists the name, allocation, and LHAT charges of all CASMIS users who have charged to the IPT regardless of their IPT allocations.  See the PMM Brain Book User section of this guide for additional information regarding the Team Membership report. 

5.5.12 The IPT Manpower Worksheet Tool Bar

The IPT Manpower Worksheet allows IPT Leads and human resources administrators to view, export, and filter IPT person and position information from CASMIS and IDB.  Open the IPT Manpower Worksheet by right clicking on the appropriate IPT and selecting IPT Manpower Worksheet from the drop down menu to open the worksheet.  The Manpower Worksheet is made up of two scalable grids.  The Person grid on the left lists IPT member information such as organizational assignments, person type, and other CASMIS information imported from IDB.  The Position grid on the right contains position information imported from IDB.  Grid size can be adjusted by grabbing the splitter bar and moving it to the right or left.  Scroll bars located beneath each grid can also be used to move the grid position to the right or left.  The IPT Manpower Worksheet Tool Bar allows you to execute all of the Manpower worksheet commands.  Currently the only File command is Exit, however future commands may be added as CASMIS is upgraded or enhanced.  Selecting the Microsoft Close Window button or the CASMIS icon located in the CASMIS Report Window frame can also be used to close the worksheet.  The Edit command is Copy to Clipboard.  Copy to Clipboard allows you to copy the content of both the Person grid and the Position grid and paste them in Microsoft Excel, Word, or other Windows based applications where they can be modified and formatted for other uses.  The View command allows you to refresh the Person and Position grid views.  Refreshing the grids updates them to incorporate changes you or other users may have made in CASMIS, such as adding a new IPT member or to reflect changes to your filter selections.  The Profile command drop down contains the Profile Editor and your previous Profiles.  The Profile Editor allows you to add and delete fields to the Person and Position grid views and to use the CASMIS Worksheet Filters.  Filters allow you to further restrict the worksheet grid views to view meaningful data.

[image: image3.png]Fie View [PT Help

CASMIS - [IPT Explorer - RIES STEFAN R]

Sel Senvice

PhiM

0oM

00M HR/OPS

=1 E3

IPT Explorer

iz 16
143 ASCHYP
133 Y -Fiance Divien
5 YPK - ContacsDivision
83 YPL-Acauiiton Logits
43 YPO - onagement Ope
1733 YPV - Produels Divison
453 YPVB - CRIPT - Cos
75 YPYB - Acisiion|
743 YPVE - Systoms Erg
753 YPVE - Figh Sysen
753 YRV Conbet Avi
753 YRV Comm Nav
755 YR Elctoric W
713 YPUR - Rants 1 Poy
13 YP-Progans
53 O ALCAP - Systems Supo
123 Menagererd Suppar

CASMIS Selup

P

Secuit

Orcer &[¥

443 YFVE(C) - Configuration IPT

#43 YPVE(E) - Environmental IPT
[#23 YPVE(M) - Manufacturing IPT
#23 YPVE(S) - Safety IPT

HNewlPT
‘Add Persons to[PT
EdtIPT

Delte IPT

IPT Hous by Prject
IPT Hours by Cost Object

IPT Team Composiion Report
Manpower Worksheet

Indivicual

WATSON TERESA A
WYDERSKI MARY T
BRINNON KEITH D
S4BLOTNY. JAMES

g Start| 2jinbox - Microsaft Quttook | (3 Evploring - JAUSAF\piAC... | B Microsaft Waord - Document2|| 22 CASMIS - [IPT Ewplor.

ez y

< NTHISELY 910aM





9.5.12.1 Creating a new IPT Manpower Worksheet Profile
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CASMIS allows you to create profiles for data sets that you frequently use for other purposes.  Create a profile by selecting Profile Editor from the Profile command on the Manpower Worksheet toolbar to open the Profiles dialog box and select the Add button to create a new Manpower Profile.  Enter the name of the new Profile in the Profile dialog box to add it to your existing Profile list.  Select Edit to open the Filter dialog box.  Check or uncheck the columns in both the Person and Position grid lists to add or delete grid columns.  Note that unchecking a column only deletes it from your current Manpower Worksheet view and does not affect other users or the CASMIS or IDB database.  Profiles can be edited at anytime if your reporting requirements change; there is no need to delete and re-create profiles.

9.5.12.2 Filtering IPT Manpower Worksheet Profiles
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CASMIS will allow you to filter your existing Profiles if you need to drill for special information, such as a specific organization or title.  Create a filter by right clicking on the Profile you wish to filter from the Profile dialog box and then clicking on the Edit button to open the Filter dialog box.  Select the Filter tab to open the Filter Selection Work Area, select the appropriate Filter parameters, and click on the Add button to add the Filter to the Filter list.  Current Filter parameters allow you to select “and” or “or” as a restricting agent, a listing of IPT Manpower Worksheet fields, mathematical operators (less than, less than or equal to, equal to, equal to or greater than, greater than, not equal to, and like), and a free-text value filter.  Completed Filters follow standard Boolean operations, much like popular search engines on the Internet.  Filters can be grouped to establish search order to complete full Boolean strings.  Group Filter strings by selecting two or more Filter strings in the Filter dialog box and selecting the Group button.  Filters can be added, edited, or deleted as your reporting requirements change; there is no need to delete an entire Profile to change Filters properties.




























































































































































































































Print and Download options on the CASMIS Report Window are accessible through the File and Option commands





Complete the Name, Lead, and Description fields and select Save





Right click on the parent IPT and select New, Edit, or Delete IPT
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