WorkHub for Jira:
Manager's guide

How to plan work, balance workload, and approve time and leave for your
team




OVERVIEW

Find your way around WorkHub

e Scheduler o Leave
WorkHub Plan Jira issues on a timeline, one row per Request time off and decide on requests.
person.
Scheduler
1= o My Work e Reports
. Your own schedule and logged hours. Utilization, worklogs, leave, planned vs
= My Work e actual.
(®© Time Tracking e Time Tracking
Log time in a weekly grid and submit your ° Settings
[ Timesheets 0 (0 timesheet. Admin setup: teams, capacity, holidays,
permissions.
(& Leave (5 ) Timesheets
Logged hours by person or project, and ° My Account
M Reports e approvals. Your own roles and access.
£ Settings 6
O
= My Account e Open it: from the Apps menu in Jira. WorkHub reopens the page you used last.
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OVERVIEW

Six things you will do in WorkHub

The six jobs a manager does, and the page for each.

iy Plan work Balance workload
Scheduler Scheduler
Put Jira issues on a timeline, one row per See who is overbooked or free, day by
person day

View and approve Approve leave

Timesheets Leave

See logged hours by person or project, Decide on time-off requests
and accept or reject submitted periods

Review logged time

Time Tracking

Open a team member's week and log on
their behalf

Report

Reports

Utilization, worklogs, leave, planned vs
actual

Approval is optional: an admin can turn it off for leave and for timesheets. Leave is then approved as soon as it is created, and timesheets are not

submitted.
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OVERVIEW

Your role decides whose data you see

Everyone starts as a Regular user. An App Admin grants extra roles in Settings > Permissions; My Account shows yours.

N S

Teammates on the Scheduler; only their own Plan shared work with teammates, log their own time,
Regular user (default) . .
timesheets request their own leave
Plan their work, log time for them, approve their leave and
Team Manager Members of the teams they manage . g PP
timesheets
Org Manager Everyone Plan, edit and approve for everyone; no access to settings
. View only for other people: schedules, timesheets, leave,
Org Viewer Everyone y Peop
reports
. Only the person, team or everyone the rule Approver: approve their leave and timesheets. Viewer: view
Approver or Viewer rule Y P v PP PP
names only
App Admin Everyone Everything, including all settings

Jira permissions still apply: a WorkHub role never opens a Jira project you cannot access. Even an App Admin or Org Manager sees only the issues
and logged hours of projects they can open in Jira.
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PLAN WORK

Read the Scheduler at a glance

Rows Resource Scheduler ® o %

one per person, with team and total
workload / capacity

Week - Daily v Today B <« < > » 9 Nov-15 Nov 2026 C On () Remaining Estimate ¥ Fullscreen

Portal Squad x o v = Filter Clear 3
a Issue bars
#46 November 9 — 15 2026

run from start date to end date,
MON TUE WED THU FRI SAT SUN
with an hours badge ° 1° " 2 " " 15

16h ~ DEMO-18 - () Daniel Chen

o@ Daniel Chen | As an analyst, | can pivot dashboards by custom dimensions - Sep 8, 2026 a

Portal Squad
® 12/12h

Allocations e
. . . . 1h 30m/d (7] Allocation 62 ety
time booked for non-issue work, in for R lkhm| : o

hours per day - - .

Y. 25h ~ CPL-13 - @) Petr Dvofék 20h = DEMO-16 - ) Petr Dvofak
Petr Dvofak
@ Portal Squad

Prepare go-live runbook and rollback plan CLI login hangs behind corporate proxy - Sep 16, 2026
° ® 20/24h
Leave and holidays - - — .67 6.671an s.7sn
Docs search returns stale results after page renames - Sep 21, 2026 Migrate email templates t

24h ~ DEMO-33 - ) Stefan Etsebeth 39h = DEMO-5 - @
shown on the row, and they reduce o Stefan Etsebeth |
Portal Squad 7h ~ DEMO-4 - @ Stefan Etsebeth

Ca pa CI ty ® 31/12h As an admin, | can schedule weekly PDF report exports - Aug 29, 2026

— 8/4h c— 11.5/4h ca— 11.5/4h

Workload bar
under every day: scheduled hours

ST . . .
against available hours Empty timeline? Pick a team or people in the toolbar first, then the time span (Week, Month, Custom

range).
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PLAN WORK

Drag issues in from the Plan Issues panel

Click + Plan Item I
The Plan Issues panel opens on the right of the Scheduler.
P P 8 mr—

Search issues by key or summary...

Clear 3 —
[ = Filters

Find the issue

In Text mode, search by key or summary. Switch to JQL for a precise query. © RECENTLY VIEWED

Drag issues to the timeline to schedule them

Narrow the list
Open Filters to cut the list down. Before you search, the panel shows Recently viewed issues. G

~ CPL-16 - (§) Daniel Chen 26h
Migrate legacy customer records (batch 1) -

Oct 9, 2026

Drag the card onto a row D= OEMo-5 - @ James domiogs 200
Drop it on the person and the day the work should start. ] |

Sep 16, 2026

= cPL-7 - () Oliver Tamm

Customer can download invoices as PDF

Check the bar
It is sized from the issue's estimate over that person's working days. No estimate means one day. ~ DEMO-13 - @ Danil Chen

As an integrator, | receive webhook retries with

exponential backoff

- Sep 7, 2026

= API-406 - ) Oliver Tamm 15h

Good to know: the drop is saved to Jira immediately. Close the panel with the X. A Intgration ests for Wabhoks dak mode -

Sep 1, 2026
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PLAN WORK

Schedule, move and resize issues

e Schedule from a day cell

Click an empty cell, or right-click a row, and choose

Schedule Issue.

WorkHub for lJira -

Move it
Drag sideways for new dates, or to another row to reassign.

Resize it
Drag an edge to make the issue longer or shorter.

Edit or remove it
Click the bar: Edit changes dates, estimates and assignee;
Actions > Unschedule takes it off the timeline.

Manager's guide

r Tamm
(-Oct6, 7

Schedule Issue

s (O Request Leave

(® Log Time

+| Create Allocation

What changesin Jira: the assignee, and the start and end dates in the fields
your admin mapped. Saved immediately.



PLAN WORK

Share one issue between several people

Click the issue bar, then Split
The Split dialog opens for that issue.

Add a part per person Split API-1002

Give each person their own dates and hours, as Total hours
or Hours per day + Split

Hours per

day Original: 48h - Remaining: 40h

USER START END ORIGINAL REMAINING
Save @ouverTamm X ©08.00.2026 O  11.09.2026 O 16 8

Each part becomes its own bar with a badge such as 1/2. @ Aiexchen w | [e8.09.2026 00 |[12.09.20% 0| (24 2

o olivia.jensen X 08.09.2026 0O 11.09.2026 O 8 8

Work with a part
Drag, resize or log work on it like a normal issue. Only that
part changes.

Once split: later changes to the issue in Jira do not update its parts.
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PLAN WORK

Book non-issue work with allocations

(YT (T

Right-click a day cell
On the person's row, choose Create Allocation.

1h 30m/d [*7] Allocation
AWS Training | Training

Create Allocation

User *

o Oliver Tamm x
Say what it is for project
Pick Project, Epic, Issue or Custom Category, then ustom Category On the timeline

Select a category...

hours per day and dates. + Greate new eategery The bar shows the hours per day and
Hours per day *

o what it is for. The workload bar below
Many people at once Start date - counts it: here 1.5 of 8 hours.
Click Bulk Allocate in the Scheduler header, add 1910412028 1910412026
people, set it once.

Optional note...

Set color override

Recurring work
Tick Repeat in either dialog, for example for a weekly Cancel
meeting.

Good to know: allocations count toward workload like issues.
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BALANCE WORKLOAD

Read the workload colors

Under 50% 50-79% 80-100% 101-120% Over 120%

Plenty of free time Room for more Healthy target Slightly overbooked Needs action
SUN MON TUE WED THU FRI SAT
29 30 1 2 3 4 5
P oo 16h ~ DEMO-18 - (3 Daniel Chen
3 E
Daniel Chen Siekikoave As an analyst, | can pivot dashboards by custom dimensions - Sep 8, 2026
Portal Squad
® 16/12h
- - 5.33/4h CE— 5.33/4h CE—— 5.33/4h
. 39h = DEMO-5 - @ Oliver Tamm 4h ~ API-197 - @ Oliver Tamm
Oliver Tamm Migrate email templates to new rendering service - Sep 16, 2026 Support CSV import in Documentation - Jun 28, 2026
Portal Squad
19.6/40h

7.8/8h e 7.8/8h

Also on the bar: blue stripes mark approved leave, deep orange a public holiday, and red with a warning sign means work is scheduled on a leave or
holiday day.
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BALANCE WORKLOAD

Know where available hours come from

Capacity scheme Holidays Approved leave

working hours for each day of the week public holidays and company days off full days, or only the hours taken

Example: 8h scheme, 2h approved leave, 6h available Who sets these up
e App Admins create capacity schemes and holiday calendarsin
6h scheduled . 100%, fully loaded Settings

e Team Managers can assign them to the teams they manage

8h scheduled — 133%, overbooked

e Everyone can see their own in My Account

Remember: issues without an estimate add no workload, so keep estimates up to date in Jira.

WorkHub for Jira - Manager's guide 11



TRACK TIME

Track time in the weekly grid

Open Time Tracking
One row per issue or allocation, one column per
day, with totals.

Log work

Click a day cell, pick the issue, enter Time Spent
and, if your site uses them, a Category such as
Billable. Then click Submit.

Change the period
Use the arrows or pick Current Week, Last Week,
Current Month or Custom.

Export
The export icon downloads the period as an
Excel file.

WorkHub for Jira - Manager's guide

Time TraCking Viewing = My time — search a user

Tip: click any day cell to log work, or click an existing worklog to edit or delete it.

Stack Custom ¥ < Current week #45 2 Nov — 8 Nov B » Start timer & Submit for Approval
42h (6 entries)
USER MON 2 TUE 3 WED 4 THU & FRI 6 SAT7 SUN 8 TOTAL
Oliver Tamm
O O O O O azh

With timesheet approval on: Submit for Approval sends the whole period to the
approver.
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TRACK TIME

Review and log time for your team

e Pick a person under Viewing
Top right of Time Tracking. Type a name; their week

opens as they see it.

e Review their worklogs

Click a cell with hours to see what was logged that
day.

° Log on their behalf
Click a day cell to add, edit or delete work. Jira records

the team member as the author.

° Return to your own week
Click Back to my time.

Admin switch: logging for others can be turned off in Settings > Timesheet Settings. Other people's weeks are then view-only.

WorkHub for Jira - Manager's guide

Time Tracking

Tip: click any day cell to log work, or click an existing worklog to edit or delete it.

[ Viewing Daniel Chen's time

Stack Custom v < Current week #42 12 0ct—18 Oct »

25.5h (6 entries)

USER MON 12 TUE13 WED 14 THU 15
9 o o®o
o o o

Can view and log
App Admin, Org Manager, Team
Manager, approver rule

o Viewing @ Daniel Chen

FRI16

SAT 17

Can view only
Org Viewer and viewer rule

X

° Back to my time

SUN 18

hs

TOTAL

25.5h

25.5h
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TRACK TIME

Point your team to My Work

e Logged ho u rS c h a rt My Work ¢ Explanation = (@ 3 [EEEIEURICU

One bar per day: hours logged against the
time the person had available.

Week-Daily v Today €3 « < > » 120ct-180ct2026 on @) Remaining Estimate

Logged hours
M sc h Ed u I e Tracks the scheduler period below — daily logged hours for Oliver Tamm.
y LOGGED / CAPACITY UTILIZATION AVG | WORKDAY PEAK DAY

Their own Scheduler row: issues, 200y 0% e 8o

allocations, leave and holidays. R
° Act from the page i I

Click a day to see its worklogs and log time; e
right-click to schedule an issue or request
leave.

W logged  Remaining capacity W Overcapacity M Logged on non-working day

#42 October 12 — 18 2026

MON TUE WED THU FRI SAT SUN
12 13 14 16 16 17 18

Oliver Tamm
@ Huge Team - Portal Squad
11.43/16h

Personal: My Work only ever shows the person who opened it. To plan for the team, use the Scheduler.

WorkHub for Jira - Manager's guide
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TRACK TIME

See logged hours in Timesheets

Pick a vi
I c a VIew * Book! Current Quarter v Day Week Month “« 10ct - 31 Dec 2026 - Today Collapse All Export Excel Fullscreen
Timesheets o

User, Project or Epic timesheets in the left
sidebar, as a summary or grouped. s ) S

SCOPE: |_Teal

Jira filter Filter - PlatformSquad x  PortalSquad x  JackL Janning x  Marfa Garcia Lépez x

Summary
oc’
) By Project
Week 40 - Sept 28-Oct 4 Week 41 Oct 5-11 Week 42 - Oct 12-
By Issue s 1 2 3 4 5 6 7 8 9 10 " 12 13 14 15
y p PROGRESS ~ SUMM | ., /i SAT SUN MON TUE WED THU SAT SUN MON TUE WED THU

I cPL - Customer Portal Launch 56.5 8 7 8 7 75 8 3

Set SCO pe and periOd 0 + @ AlexChen 16.84% 79.5 8 7 8 8 7 8 {: 7 75 8 3
Choose Team / Users or a lJira filter, the period, ’

# DEMO - Product Demo 7 7

and Day, Week or Month columns. @ A1 st w s . e

3 API - Public API 8 8

Click a cell to see the worklogs behind it. Export e EERE L ABEE
Excel downloads the view.

Summary
+ @ Jack L. Janning % 665 65 75 78y 65 65 65 35
By User
# DEMO - Product Demo 65.5 65 75 7 8 7 65 6.5 65 6.5 35
R d t h I Fpic Tenasheets + @ Jan Novik w70% 775 75 75 % 7 8 7 8 6 8 75 35
€a € colors Summary [ CPL - Customer Portal Launch 375 % 7 8 7 8
Cells compare logged hours with capacity: green 5 060 - product demo w0 s ¢ o o as
.
. k d . 12 O(y By Issue + 4@ Maria Garcia Lopez 1092% 52 65 8 65 65 75 2R s
Is on trac i reais over 0. & DEMO - Product Demo 52 65 8 65 65 75 7 | 9 |8
Custom Timesheets
R + @ oliver Tamm vam 765 8 10 s 7 8 78 s sl s 4
7 cPL - Customer Portal Launch 54.5 10 8 7 8 75 a a a 2
. . Progress
Drill in and export 2 DEMO - Product Demo 1 s | || 2
Timesheet Progress

™} cPL - Customer Portal Launch 345 4 35 35 a a4 35 4 3 3 2

Bookmarks: save the current view and filters to reopen later. They are personal.
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TIMESHEET APPROVAL

Submit a timesheet for approval

Open Time Tracking

Go to the period you want to submit. 8Nov » » Start timer s Submit for Approval

Check the worklogs
Make sure the hours for the period are complete.

«

Good to know

Click Submit for Approval * Submitted too early? Withdraw submission takes it back to Draft
A confirmation shows the period, the hours and who will

S . e An empty period can be submitted, but then the note is required
review it. Add a note if needed.

e Nobody to approve it? Then it cannot be submitted; ask an admin

Confirm

The timesheet goes to the approver and its status becomes
Submitted.

Approval is optional: an admin can switch the approval workflow off in Timesheet Settings. Then nobody submits timesheets and there is nothing
to approve; logging hours in Time Tracking works as usual.
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TIMESHEET APPROVAL

Approve or reject timesheets

Open Pending Approvals
In Timesheets, under Approvals. Awaiting my
action lists what is waiting for you.

Check the period
Review hours, worklogs and the person's note
against the hours required.

Approve or Reject
A rejection needs a reason of at least 10
characters.

Approve in bulk

step.

WorkHub for Jira - Manager's guide

Tick several timesheets and approve them in one

Pending Approvals

Timesheets awaiting review and approval.

Awaiting my action All I can see

(J selectall Listed: 3

m] Oliver Tamm 28.02h
12 Oct - 18 Oct 2026
Submitted 16 Oct

m] Oliver Tamm 30.5h
5 Oct - 11 Oct 2026
Submitted 15 Oct

m] @ Daniel Chen 8h
28 Jun - 4 Jul 2026

Submitted 8 Jul

Oliver Tamm

All teams v

12 Oct - 18 Oct 2026 - Submitted 16 Oct 2026, 07:35

All users v Period Any dates

History Export Excel

You are not the configured approver for this person — you can see and act on this timesheet because you have App Admin permissions.
Approving or rejecting it overrides the normal routing.

28.02h 9

Total Hours Entries

Worklog Details
Monday 12 October

Pen-test remediation: session fixation findings
DEMO-15

Unit tests

Legal review of updated Terms of Service
CPL-10

Progress on implementation

Tuesday 13 October

Pen-test remediation: session fixation findings
DEMO-16
Progress on implementation

Legal review of updated Terms of Service
CPL-10
Progress an implementation

40h

Required

-11.98h under

Logged vs required

9 entries
8h

4h

4h

8h

4h

4h
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TIMESHEET APPROVAL

Follow a timesheet through its statuses

_ @ Draft
submit approve not submitted yet, or withdrawn by its
Draft EE— Submitted EE— Approved owner
resubmit ‘ Su_bm'tted
' waiting for an approver
reject reopen
resubmit
M M @® Approved
accepted by an approver
@ Rejected
While it is Submitted, the owner can still withdraw it back to Draft. sent back with a reason
@ Reopened
Who approves: the team manager, someone with an approver rule, or any App Admin or Org approved, then opened again for
Manager. Whoever acts first decides. corrections

WorkHub for Jira - Manager's guide



TIMESHEET APPROVAL

Chase submissions and revisit decisions

Submission Status Approval History

Submission Status Approval History

Who has and has not submitted a timesheet for the selected period
Previously approved and rejected timesheets

< 5 Oct - 11 Oct 2026 > Last completed Current Portal Squad -~ Export to Excel

Al Approved Rejected All teams -

25% 1 of 4 submitted PERSON PERIOD HOURS STATUS REVIEWED BY REVIEWED AT REASON ACTIONS
3 0 1 0 0 @ Daniel Chen 28 Jun - 4 Jul 8h APPROVED Oliver Tamm 11 Nov 2026, 12:46 - History  Reopen
@ Hotsubmitted submitted ® Approved ® Rejacted  Reopened @ oliver Tamm 50ct - 11 Oct 30.5h APPROVED: Oliver Tamm 1 Nov 2026, 12:46 - History ~ Reopen
BERSON STATUS HOURE SUBAATTED AT BEVEWER REASON @ oliver Tamm 12 Oct - 18 Oct 28.02h APPROVED Oliver Tamm 11 Nov 2026, 12:46 - History  Reopen
@ oaniel Chen NOT SUBMITTED - - - - @ oiiver Tamm 28 Sept - 4 Oct 29.5h APPROVED Oliver Tamm 15 Oct 2026, 19:20 - History ~ Reopen
@ petr Dvorsk NOT SUBMITTED - - - - 1-a0f 4
@ Stefan Etsebeth NOT SUBMITTED - - - —
@ Oliver Tamm APPROVED 30.5h 15 Oct 2026, 19:20 Oliver Tamm -

1-4of 4

See who has and has not submitted for a period. Narrow by team, find a Past decisions with reviewer and time. Reopen lets the owner correct an
person, and export to Excel. approved timesheet.

Late edits: atimesheet is marked Changed since submission when its worklogs change afterwards.

WorkHub for Jira - Manager's guide 19



LEAVE

Decide on leave requests

) Leave Management
My Leaves Manage

Request status What you can do

+ Create leave for team member

Pending Ed it’ Ap p rove Or Rej ect All Approved Rejected Recalling Recalled
EMPLOYEE TYPE DATES DAYS NOTE CREATED BY | STATUS ACTIONS
Approved ReVO ke W hl Ch ca ncel S th e Ieave @ Jane Engineer Vacation Apr 20 - Apr 24, 2026 5 - - Appmve m
! © Alice Designer Sick Leave Apr 16 - Apr 17, 2026 2 -

The owner asked to cancel it: Approve

Recallin
ing Recall or Deny Recall

Where: Leave, then the Approvals tab, or click the leave bar on the
Scheduler.

Approval is optional: an admin can switch leave approval off in Leave Settings. Then every request, from a person or a manager, is approved the
moment it is created, the Approvals tab is hidden, and people can edit or recall their own leave.
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LEAVE

Record leave for someone and see who

Open Leave, then the Approvals tab
Click Create leave for team member and pick the person in Request for.

Fill in the request
Leave Type, the Leave Days range, and Full Day or Partial where the type allows it.

Submit
Created by their approver, the leave is approved straight away.

See who is away
Leave shows as a bar on each person's Scheduler row, and approved leave lowers their
available hours.

Get the overview
In Reports, run the Time-Off & Absence Summary for days away per person and leave

type.

WorkHub for Jira - Manager's guide

IS away

Request Leave

Myself o Stefan Etsebeth X

You are creating a leave request on behalf of Stefan Etsebeth. As their designated
approver, the request will be auto-approved.

REQUEST FOR

LEAVE TYPE

Vacation v a

NOTE

Reason for leave...

LEAVE DAYS Total Taken Days
10.11.2026 m} = 10.11.2026 ] 1day
Working Days in Range
DURATION 1 day
Full Day Partial

e Cancel Submit Request

Note: only approved leave reduces
capacity.
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REPORTS

Pick the report that answers your question

Open Reports, click a card, set Period, Scope and Group by, then click Create.

©

Who is overbooked, who has
room?

Resource Utilization Forecast

Who logged what, when?

Work Log Audit Trail

WorkHub for Jira - Manager's guide

How is effort spread across
projects?

Project Resources Overview

Are our estimates holding?

Planned vs Actual

o

Who is away, and when?

Time-Off & Absence Summary

O

Need it again next month?

Bookmark it, or Export Excel
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REPORTS

Run the Advanced Utilization Report

Open Reports, click the starred card
Advanced Utilization Report opens straight away;
all settings are in its header.

Filter
Set the period and scale, then a Jira filter, teams,
people or projects. Click Apply.

Group by
Up to six levels, for example Project, Assignee,
Epic. Drag to reorder.

Read the result
With Assignee first, each person gets Capacity and
Utilization, colored like the Scheduler workload.

WorkHub for Jira - Manager's guide

<Reports | Advanced Utilization Report

Custom Range

~

Day v Filters @) - GROUPBY Groupby 1. Assignee

19/05/2026 [m] ‘ | 31/05/2026 =]

PLANNED  CAPACITY

85h

UTILIZATION ISSUES o

104h 81.73% 13

05-20 05-21 05-22 05-23 05-24 05-25 05-26 05-27 05-28 05-29

-o- Capacity [l Planned hours

Expand a Collapse all

ASSIGNEE
Alex Chen
Oliver Tamm

Planned

Keep it:

PLANNED CAPACITY UTILIZATION 05-19 05-20 05-21 05-22 05-23 05-24 05-25 05-28 05-27 05-28
40h 64h 62.5% 8.25 8.25 8.256 8.26 226 226 2.26
45h 40h 12.5% 8 8 9.67 9.67
85h 104h 81.73% 8.25 16.25 8.25 8.25 10.256 mn.ez 11.92

Bookmark saves the setup; Export Excel downloads the result.

Bookmark

Export Excel

e Show chart Include allocations

5-30 05-31

05-29 05-30 05-31
0.25
9.67

9.92
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Where to get help

Four places to look when you are stuck

Guided tour Documentation
o Click Getting started in the Scheduler header E reinwok.com/docs/jira-workhub
Your App Admin Reinwok support

a0 For teams, capacity schemes, holidays and permissions @ support@reinwok.com



https://reinwok.com/docs/jira-workhub
https://reinwok.com/docs/jira-workhub
https://reinwok.com/docs/jira-workhub
mailto:support@reinwok.com

APPENDIX - ADMIN SETTINGS

Create teams and name their managers

G Open Settings, then Teams
Click Create Team. Only App Admins can create and change

teams.

Name it and add members
Type a name and tick the people to add, then Save Team.

Name the manager
In Settings > Permissions, make someone Team Manager of
that team.

Use it everywhere
The team now appears as a filter on the Scheduler, in
Timesheets and in Reports.

WorkHub for Jira - Manager's guide

Teams

Create and manage teams. Assign users to teams for easier resource planning.

Create Team

Team Name

o

e.g., Frontend Team o

Members
Search use C id

No members assigned

Cancel

Good to know: a person can be in several teams.
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APPENDIX - ADMIN SETTINGS

Set up capacity schemes and holiday calendars

Ca pacity schemes Settings, then Capacity Hollday calendars Settings, then Holidays
Capacity Holidays
Capacity Schemes Holiday Calendars
e Edit  Duplicate  Delste ::"ﬁ:ﬁ?mcg ez SetasDefault  Edit  Delete

Standard ; ' US Holics
S, 5 Edit  Duplicate  Delete e

Set as Default Edit Delete

:JserAssifnmenis ) C.alend.arrnslsfg‘nmke‘nls -
User | Team Scheme Date Range Actions User | Team Calendar Actions
rattomd @) suedus . cor o e e
e Create New sets the working hours for each weekday, such as Part time e Create New makes one calendar per country or office; public holidays
at4h a day can be imported by country
e Add Assignment gives a scheme to users or teams; a person's own e Assign links users or teams to a calendar; Set as Default covers
scheme wins over the team's everyone else

Who can do this: App Admins create them; Team Managers can assign them to the teams they manage.
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APPENDIX - ADMIN SETTINGS

Know which workload basis your site uses

Set once for the whole site by your App Admin, in Settings, General.

Workload basis Live workload

HER WOrtn(Ss it S ietes Wio Caly woraad: Remaining work, from today on. Use it when the team logs work in
@® Live workload O Planned workload J Ira regu Ia rly
Based on the remaining estimate, counted from today forward; Hours are spread evenly across each task's full dates (past
updates as time is logged. included), using the original or the remaining estimate as the

R ST source.
Use this if your team logs work in Jira regularly.

Use this if your team doesn’t log work in Jira, or you estimate
in story points.

g U F Planned workload
DES-11 Design System , ) ! 2 ! g The estimate spread over all the issue dates. Use it when the team
: B an an an DES-11 Design System 20n rarely logs work, or estimates in story points.
an an an an an

Your own view, in Choose Workload Mode

Resolved issues

O Count resolved issues e With Live: Remaining Estimate, Availability or Original Estimate

Done issues keep contributing to workload per their estimates. . . .
e With Planned: Workload or Availability

@ Exclude resolved issues
Done issues are left out of workload indicators and forecast reports.

Example: a 20h issue runs Monday to Friday and 12h is left on Wednesday. Live shows 4h a day from Wednesday; Planned shows 4h on all five days.
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APPENDIX - ADMIN SETTINGS

How story points become hours

Set by your App Admin, in Settings, General. What it means for your plan:

Story Point Conversion

Convert story points into hours so they count toward workload.

1story point= | 5§ hours  Clear

Leave empty to turn off story point conversion.

Story point field

Story Points

When an issue has both a time estimate and story points, base workload on:

@® Time estimate
O Story points

Set per-project rates in the Per Project Configuration tab.

© Works best with the Planned workload basis

Story points represent a task’s total effort and don’t go down as work is logged. The Planned basis spreads that
full estimate evenly across each task’s whole duration, giving a stable, realistic capacity view. The Live basis
instead counts remaining work from today onward — which doesn't fit story points, since they never decrease.

One rate for the site
Your admin decides how many hours one story pointis
worth. Projects can have their own rate.

One rule for double estimates
When an issue has both a time estimate and points, the
admin setting decides which counts.

Best with the Planned basis
Points never go down as work is logged, so Planned gives a
stable view.

Example: at 1 story point =5 hours, an 8-point story planned over five working days adds 8h a day.

WorkHub for Jira - Manager's guide
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