
Quick Reference Guide

Department Time Tracking 
Projects



If a Department would like to include operational efforts in Resource Management, you can create “Department Time 
Tracking Projects”. 

There are Operational Plans within ServiceNow, but you cannot resource manage an Operational Plan. 

There are Operational Plans within ServiceNow

1. Create a project for each operational bucket of work. 

2. Critical fields:
• Name: FY[year] – [operational bucket ] – [Team]
• Project Manager = Team Manager
• Portfolio = Department Portfolio
• Business Unit = Department Business Unit
• Preference = Project Only
• Dates: Dates of fiscal year

3. Add a Resource Plan, for each member of the team, for the planned hours. Allocate the Resource Plan. 
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