Agresso FMS Manu:

Timesheets for
Superusers



@ Save the Children

This manual is designed to provide Save the Children International members instructions of how to
use the timesheets functionality within Agresso FMS timesheet feature. It will explain how to
transfer timesheets and run reports. For activities related to timesheet entry and approval, please
refer to the Employees and Managers’ guidance.

Purpose

Conventions used in this document:

(1] Important: something important for you to be aware of. For example:
if you choose Closed, you must enter a date to indicate when the file was closed
(expired)

Q Note: something for you to take note of. For example: every supplier must have a
General address

Keyboard: [**¥] refers to keyboard. For example: press [Enter], [Tab], press [F12]

Menus: Navigation through menus is indicated with A . For example: select EditA Paste
SpecialA Paste Picture means select Edit menu, then Paste Special from the Edit menu, then
Paste Picture from the Paste Special options.



Revision history
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Version Date Summary of changes Author
0.1 04 May 2015 |Initial document EP
0.2 06 May 2015 |Removed sections about timesheet entry, EP
amendment and approval.
0.3 03 June 2015 |Business process approval Gelay Umayam EP
0.4 29 Oct 2015 |Changes as per Agresso upgrade EP
1.0 18 Nov 2015 |Published version EP
1.0 19 Jan 2016 |Changed login information EP
1.0 01 Feb 2016 |Modified Proxy User task EP
1.0 11 Mar 2016 |Modified invalid codes enquiry and added EP
administer substitutes
1.0 19 May 2016 |TSS01 Report added EP
2.0 22 Jun 2016 |Amended as per new branding guidelines EP
2.1 07 Jul2016 |EXPO4 and EXP99 report added, removed old EP
enquiries
22 17 Jan 2017 |Timesheet Printout TSR03 added EP
2.3 20 Apr 2017 |Revised for new terminology EP

Changes per version:

Version 0.1:

Initial document created.

Version 0.2:

Removed sections about how to enter timesheets, modify them or approve and reject.
Text modified as per feedback from litin and Diana.

Version 0.3:

Business process approval.

Version 0.4:

New screen shots added to reflect changed in upgrade
Procedures updated.

Version 1.0:

Approved version for publishing
Changed login information
Modified Proxy User task
Modified Invalid codes enquiry

Added Administer substitutes option

Added activate substitutes on someone else’s behalf instructions
TSS01 Report added.
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Version 2.0:
Amended as per new branding guidelines

Version 2.1:

EXPO4 and EXP99 reports added

Removed Missing and Not Submitted Timesheets, Pending with user and Pending with Approver
enquiries.

Updated screen shots on the remaining enquiries.

Changed screen shot as per new saving messages.

Version 2.2:
Added instructions on Timesheet Printout (TSR03) report.

Version 2.3:
Revised for new terminology



Glossary

ABW
FMS
SC
SCl
SOF
DEA

Agresso Business World
Financial Management System
Save the Children

Save the Children International
Source of Funds

Donor Expenditure Analysis
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@ Save the Children

Save the Children works with numerous donors across the world. Over the years donors have
started to enact regulations where they will only pay for the value of actual time worked (effort) on
their particular award.

Effort Bportingand Monthly Timesheets

The US government has had these regulations (OMB Circular A-122) for quite some time, but other
donors such as the European Commission have also started to ask for this information. Non-
compliance with this requirement is likely to result in employees’ salary charges to awards being
disallowed by donors.

Where a country office requires the recording of staff time against awards, effort reporting must be
completed by all staff in that country programme within the required timelines. Effort reporting is
the method for demonstrating that the staff costs charged to a donor’s award are valid.

SCI demonstrates this by reconciling salary cost allocation across the awards on which the staff
member has worked and actual activity of each employee (after the fact report of time spent on
each award) as identified in the staff member’s timesheet.

All SCI employees (national or international) working in a CO that is funded fully or partially by a
donor requiring effort reporting are required to submit accurate time sheets that reflect total hours
worked, not budgeted hours.

If the reconciliation shows that the salary cost allocation does not match the split of time across the
awards then the country finance director is responsible for identifying correcting adjustments. These
adjustments should ensure that the allocation of salary costs across awards matches the time spent
(effort) on each award.

Timesheets

The SCI timesheet is designed to record your actual working time, including leave and sickness. This
is designed to be as simple as possible and must be updated at least at the end of every work week,
ideally at the end of every workday as the breakdown of time spent against SOFs can be recorded
more accurately than if you were to wait until the end of the week to complete your timesheet. It
will also reduce time spent on this activity as at the month end many users are trying to access the
system and this may cause you to experience slowness in the system. Timesheets are submitted
monthly.

Each timesheet must indicate every activity that the employee has worked on in fulfilment of his/her
obligations to SCI.

The timesheets must be based on actual work performed and filled in by the individual employee, or
if this is not possible by a delegated staff having first-hand knowledge of the activities performed
by the employee. This is a confirmation that the distribution of activity represents a reasonable
estimate of the actual work performed by the employee during the periods covered by the timesheet.
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Accessing Agres9aS via Web

1. Go to https://fms.savethechildren.net/Agresso

2. On the login screen, make sure to choose the option of Windows password
authentication:

UniTa

Agresso

Windows password authentication
Agresso Authentication

User name
Client

Password

3. Enter your login details:
Username: Your SCIl email.
Domain: SCI

Password: Your SCI password

uniTa

AgQresso

Windows password authentic

User name  eija.pietikainen@savethechildren.
Domain 5CI

Password eeessssese
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https://fms.savethechildren.net/Agresso

The Agresso FMS screen

UnITAa Agresso )~ DEV.SCI 20150911 & YPHORN~ A& +
= A e

clm?
Menu @

Timesheets

Reports

Timesheets Favourites (7)

] Timesheet
] Timesheet

@ Your timesheet details

@ ‘Workflow enquiry - Timesheets

©

Recently used
& Timesheet

’E ‘Workflow enguiry - Timesheets

The Agresso FMS has been defaulted to open on your Timesheet entry screen. However, by using
the activity tabs on the top left hand corner, you can get to your Menu window.

1.

On the top left hand side you have your main menu options. The main menu consists of a
number of menu buttons arranged vertically on the left-hand side of the window, with each
button containing the menu items for each available module, for example Timesheets or
reports. The number of menu buttons that appear in the main menu depend on which
modules you are able to access. To open any of these items, you can click on them and a
new activity tab will be opened.

On the top right hand side of the page in the tool bar, you can see for example different
alerts, list of your favourites activities or logout from the page by clicking on the arrow next
you your name.

On the middle right hand side you have a Favourites panel that shows you the activities
you have marked as favourites and a Recently used panel shows you the activities you have
recently used in the order they were used.
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Proxy useEntering Timeshaetsn r nl dnmd dkr d-r adg
Accessing timesheet Entry screen
=] A
Menu
Timesheets
Timesheets
] Timeshest
Your times| etails
Reports e
H . Timesheetx‘
Timesheet
Timesheet for
Name* Yoeum Phorn =
114283
Period* 201611 B status® Save your timesheet -
201511 November
Time entry
Zoom Time code Project Sof Dea Cost ctr Tl_:mf O}.—l}lfl O‘gffl Og"?l
O =] A 1160038 84000.. 169652 11608 Hours 0.0 0.0 0.0
O =] N 1160038 84000.. 169652 11608 Hours 0.0 0.0 0.0
b3 0.00 0.00 0.00
Add  Delete  Copy

If your timesheet entry screen does not open as default, you can access the screen by:

1.

Click on the menu option Timesheets. Your timesheets pane is now displayed.

2. You can see the different Timesheets items on the right hand side.

3. Choose the option of Timesheets. The Timesheet entry screen will now open on new

activity tab.
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Modifying timesheet setup

Timesheet
Timesheet for
Mame* Yoeum Phorn =]
118233
Period® . 3
201610 - Status ™ Save your timeshest
201610 October
Timesheet
Timesheet for
Name * 11621 |E
Period ™ Aroun Koran Srey 116215
e Elbabili Hosna 116211 -
Minearith Uk 116214
Sa Srey 116213
Sam Aun Choup 116210
Timesheet
Timesheet for
Name* Tola ‘E
Porind® Tola An 116009
Tola Khin 116172 -
Tola Khun 116159

Users who have been given the proxy user role, will be able to enter timesheets on other people’s
behalf. Notice that this role is not the same as SuperUser role but most likely these will be different
people. Other people besides the proxies will not be able to access other people’s names from this

screen.

To review the timesheet setup:

1.

If you logged in with your SCI username, the screen will default with your name. You will
need to find the person whose timesheets you are entering by typing in the user ID or the
name to the Name field or using the Value lookup option.

Default is the current period on the first time you enter timesheets online. After this the
period will default to the last period where no timesheet has been yet submitted.

The status should be Save your timesheet the first time you start entering the new
timesheets for the period. When you have finalised the month’s entries for the employee,
you should change the status to Submit timesheet to manager in order to submit
timesheets for review to the employee’s line manager.

You can now fill in the timesheets for the chosen employee as you would for yourself by
using the provided coding information that should have been provided. If you need further
guidance on how to enter timesheets, please refer to the “Timesheets for Employees”
guidance.
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Administering substitutes

Menu
Ordered reports Workdflow
Substitutes
Q Your ordered reports @ Workflow user information A
) R Administer workflow substitutes
Timesheets

4
':V/si gn substitutes

Common i2 @ | Administer workflow substitutes X |
Administer workflow substitutes
Reports
User
User ID*
| Kenneth Mangani (K MANGANI)
[ Kenneth Mangani (K.MANGANI) |
Find substitute
Find substitute Attribute ID
From list
Add || Delete
Find substitute
Find substitute
] Relation on attribute -

Relation on attribute
Via another relation

The Administer workflow substitutes option enables certain superusers to add more substitute
names for approvers. You can use this, for example, when you need to add a substitute to an
approver who is not necessarily their direct line manager. Once when you have done this process,
the approver will be able to see the name of that person when activating their own substitutes.

To do that:

1. In Main Menu go to CommonA Workflow user information A Administer
workflow substitutes.

2. When you start typing in a name on the User ID field, a list of names appears. Choose the
name of the person from the list who requires a substitute.

3. Make sure in Find Substitute field you have a line with “From list” option chosen. This
enables you to see a list of possible substitute names where to choose from.
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You will then need to choose the actual substitute. Find the person’s name from

“Create substitute list” options and use the arrow to move the name on the “Selected”
side of the screen.

Remember to Save the changes before closing the screen.
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