
TIME ENTRY 
CATEGORIES

WHAT IT MEANS EXAMPLES EIT RESOURCE MANAGER ALLOCATION TIP

Administration Hours not associated with your profession 
or role.  Activities include team 
engagement events, townhalls, and CPS 
Energy approved volunteer opportunities.

• Townhall type meetings
• Team engagement activities
• CPS Energy sponsored volunteer events

Administration hours for each team member should be 
consistent if team and 1:1 schedules are similar in how 
staff are managed.  

Incident Addressing issues or problems that were 
not planned

• Addressing a service disruption or 
unplanned outage

• Root cause investigation
• Issue / resolution analysis

Although incidents cannot be planned, it is 
recommended to look at historical team member 
actuals to establish a forecasted monthly hours estimate 

Leave Paid Time Off (PTO) that has been 
submitted

• Planned vacation 
• Sick Time

Discuss planned time off once monthly with team 
members in 1:1s and have Clarity open to make updates 
to allocations in real-time.  

Operations Role or team related activities specific to 
your team’s job function at CPS Energy

• Planned non-project related patching, 
upgrade, outage or other IT role-based 
work

Discuss planned operations support once monthly with 
team members in 1:1s and have Clarity open to make 
updates to allocations in real-time.

Service Request Work associated with an assigned 
ServiceNow ticket requiring team 
member support

• All type of IT work included in the EIT 
ServiceNow service catalog

Establish a baseline estimate for managing service 
requests based on role of team member and discuss 
assigned tickets once monthly in 1:1s.  

Training Activities related to professional 
development and education approved by 
CPS Energy

• SuccessFactors assigned training
• Conferences 
• Approved CPSE professional development 

training (virtual or in-person)

Discuss upcoming training once monthly with team 
members in 1:1s and have Clarity open to make updates 
to allocations in real-time.  

Project Assignments 
(Unique by Project)

Formal Project assignments team 
members have been designated to 
support in their EIT role

• AARRS Implementation Project
• ERP Transformation
• Data Presentment Project

Monthly allocations are entered by the Project Manager.  
Review with your team member once monthly to 
maintain alignment to assignments and actuals.
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