NHH

USER DOCUMENTATION: FILLING IN TIMESHEETS FOR EMPLOYEES PAID BY THE
HOUR

Everyone with an hourly-rate contract will receive pay based on submitted and approved timesheets.

Employees with an hourly-rate contract will be assigned an IT account with NHH. You can find
information about how to log in to access the timesheet in the menu at Paraplyen or directly via the
link provided below. The first time you log in to NHH’s system as an employee, you must know your
employee number and set a password. Once you have entered your employee number, you must enter
a personal password the first time you log in. This is done as follows:

1. Go to this link https://selfservice.nhh.no/passwordreset/

2. Enter you employee number

3. You will then receive an email at the address you provided in your personal information form
and that is registered for you in our system.

4. Follow the instructions in the email and set your personal password

5. Once you have set your personal password, you can log in to Paraplyen and select the menu
item marked below, or you can go directly to https://agresso.nhh.no/web

'T‘ PARAPLYEN

e
* The Norwegian government eases some of the national cc
information about consequences for the school as soon a:

Corona virus
Reporting of violations
Committee work at NHH

Agresso Web - travel, expenses, sick leave,
procurement and invoices


https://selfservice.nhh.no/passwordreset/
https://agresso.nhh.no/web

Once you log in via this menu item you may be required to log in again. This is called two-factor
authentication and is an extra safety mechanism for NHH’s online ERP system. Once you have been
verified, you will be sent to the Agresso portal. The first time you log in to Agresso, you will be asked
to register a point of contact for how the system will verify you. It is important that you register your
mobile number and an alternative email address. In the event of subsequent changes, you can organise
your own access as long as you have registered both a phone number and an email address.

Once you have logged in, you will see the following screen:

UNiT4 &

Homescreen menu
Your employment

Time and expanses

Select ‘Time and expenses’

And then ‘Timesheet — standard’in this menu
UNIT4 ERP

Homescreen menu
Time

Your employment
] Timesheets - standard

You will then access your timesheet for the period in question, which may for example look like this.
The system has monthly timesheets.



U n I T | I / / NORGES

= 01 Timesheets - standard x

Timesheets - standard

Timesheet for # Balances

+/- Balance Unit Proposed Confirmed Total

Name e )

0 Flex bank Hours 000 13332 13332
; 0 Ferie ordineer/Vacation Ordinary Days 000 0,00 0,00
Dateinperiod” 08.02.2021 [H| Peried 202108 0 Ferie 6 ferieuks/Vacation over . Days 0,00 000 000
202108 0 Fri seniorpolitiske dager/Senior .. Days 0,00 0,00 0,00
Status* v | Mormal nours 3875 0 Overtidspulie Hours 000 000 000
Refresh
¥ Working hours
Time entry
[ Zoom aTimecode | Workorder Project Activity | Description | Analyse e I T A e . N I
Hours 0,00 0,00 000 0,00 000 0,00 0,00 0,00
s 000 000 000 000 000 000 000 000
Add || Delete || Copy

As you can see from the timesheet that appears, it comprises three main sections.

TIMESHEET FOR

Here, information is displayed about you as a user, the date the timesheet begins, which period it
belongs to, the status of the timesheet (‘Draft’) means that it has not been submitted for approval,
while ‘Ready’ means that it has been submitted for approval. Another option is ‘Transferred” which
means that the timesheet has been approved and forwarded in the system). The number of mandatory
working hours according to your work schedule is also shown.

BALANCES
This section is not relevant to employees paid by the hour.

TIME ENTRY

The timesheet will display a line with zero hours for each day by default. If you are paid by the hour,
you must ensure that you only enter the hours you are to be paid for and you will thus probably have
to change the days pre-entered in your timesheet. You can easily register the times you started and
stopped working for the days you have worked so that the hours are correctly calculated. Here is an
example of what your timesheet may look like:



Time entry

T W g, n Time M T Wed Th Fi Sat S
D Zoom 4 Time code Work order Project Activity Description Analyse _:T: OS%"Z DQL.I(?E 10%2 11_6'2 12_'.0‘2 13_602 14{"6‘2

14,00
T0O3 e 8748100 wna 8746 een | TestAO (L wus | Hours 0,00 2,00 0,00 8,00 0,00 0,00 ! lz‘

Ordineer tid timelenn  Test AD 1 (U2KT) Test pro.
. 0,00 8,00 0,00 8,00 0,00 0,00 0,00 1400

add | Deiets | [ Comy
Here is a week where you have worked Tuesday and Thursday. Remember that you must always use
time code T0O03 when you are paid an hourly rate, as these hours form the basis for your salary. The
hours you enter must correspond with the work order. You will only have access to the work orders
you are affiliated to according to your employment contract.

Sum

It is very important that you save often since this is a web application that does not have autosave.

. . 5 . .
Save the time sheet by clicking the button at the bottom of the page. Your timesheet will
then be saved, and a message will pop up confirming that your timesheet has been successfully saved.
The message looks like this:

@ Success
Timesheet for ‘Ew lire-welEER in period 202106 has been saved as a

draft

Remember to register activity and analysis in your timesheet if required by your unit.
You do this by choosing the correct ‘Activity’ item in the drop-down menu on the timekeeping line.
The same applies to ‘Analyse’ (analysis number). Below is an example of how to register an activity.

Time entry
[l Zoom 4 Time code Work order Project Activity Description Analyse T“mf Ohg%”z 0-5952 1"‘0'[%5‘2 1?5'2 1 ;"é 2 12?52 1%6‘2 Sum
14,00
T003 wer | |B750100 wen| B750 104 ver | |Test oprette vvn | Hours 0.00 8,00 0,00 6.00 0.00 0,00 0,00 ' IZ‘
Ordineer tid timelonn  Testoprettelseaf AD 1=t 8 P T e
b2 101 Gruppeeving 000 800 000 6,00 0.00 000 000 1400
Add || Delete || Copy 102 Ceeaaversting

And an example of how to register an analysis.

Time entry
[ Zoom « Time code Work order Project Activity Description Analyse T_::(E Ol\g_%nz 0‘;‘:'32 1ng30d2 1‘;':'6]2 1;%2 1%_552 13\:'5'2 Sum
14,00
Too03 ...| 8750100 ... 8750 100 ven | Orakeltjenes| 5973 | ... | Hours 0,00 .00 0,00 .00 0,00 0.00 0.00 s |Z|
Ordineer tid bmelenn  Testoprettelsesf 40 1208 P Oralaiime 5973 mtalent - VAN
z 5804 Historiegruppen - faste arlige seminaraktiviteter 000 0,00 14,00

5139 Langsiktig forskningssatsning
Add || Delete ]| Copy CORONA  Corona-relaterte kostnader hd



PLEASE NOTE: Remember that if you have corrected assignments, it is very important that you enter
how many assignments you have corrected in the description field, e.g. ‘Corrected assignments (10)’.
This is used as a factor when your total compensation for the correction work is calculated.

g . . . .
Use the zoom button when registering your hours to go to details to enter the times for your
activity. You screen will look like this:

Time entry (row 1 of 1)

Previous row Mext row
Status Time code *
Draft w | |TOO3
Ordinzer tid timelenn
‘Work order Project Activity
8750100 weu | |8750 e | [100

Test opretielze af AD Test af prosjekt opratielse Orakeltime
Description*

Crakeltjeneste

Analyse

5973

mmtalent - VAM

Reg.unit Sum

Hours - 14,00

2 Time details

Day Time from Timeto Regvalue
Mon 08.02 08.00 1545 0,00
Tue 09.02 08.00 16.00 8,00
Wed 10.02 08.00 1545 0,00
Thu11.02 08.00 14.00 6,00] E
Fri12.02 08.00 1545 0,00
Sat 13.02 00.00 00.00 0,00
Sun 14.02 00.00 00.00 0,00

CK

Is it important that you only fill in the days you have worked. Enter the times you started and stopped
working your work and the system will calculate your hours. If you have corrected assignments, write
the same as in your old timesheet, but use times.

If you have several different activities on the same work order, add one line for each activity. Below
is an example of several activities on the same work order.



Time entry

_ . Time Mon Tue Wed Thu Fri Sat Sun =
[] Zoom & Time code Work order Project Activity Description Analyse unit 0802 09.02 1002 1102 1202 1302 1402 Sum
TOO3 8750100 8750 100 Qrakeltjenes.. 5973 Hours 0,00 8,00 000 5,00 0,00 0,00 0,00 1400
7.00
T002 ... ||8750100 ...| 8750 102 ««- | |[Retning af inle ... Hours 0,00 2,00 3,00 0,00 2,00 0,00 : lz‘
B e = T i e L ——
Z 0,00 10,00 3,00 5,00 200 0,00 0,00 21,00
Add Delete Copy
Timeregistrering
O Zeom a Tidskods Arb.ordre Prosiekt |  Aktivitet Beskrivelss Analyss = | S || s | SR | 5 || 4 || e | i | &=
T003 2750100 2750 102 Retting svop.. 5139 Timer 200 000 2,00 000 000 0,00 000 400
T003 ... 8750100 ... 8750 100 vou| Orakeltieneste 5139 ver| Timer 000|| 200 200 000 000 000 000 <4 E
Ordineer tid timelenn  Test opretislss of AQ Testefpr  Orakeltanests Langsiktig forsknin
b3 200 200 4,00 000 000 0,00 000 300
Leggtl | Sktt || Kopi

Once your timesheet is ready, you submit it for approval as follows:

1. Check closely that your timesheet is completed with the correct number of hours, registered to
the correct work order and has the correct time code (check your activities and analysis if you
are required to fill this in)

2. Change the status of the timesheet from ‘Draft’ to ‘Ready’

Status* Diraft -

Draft
Ready

S5

3. Click the button at the bottom of the screen. A message will pop up confirming that
your timesheet has been forwarded for approval.

4. Timesheets are submitted for approval at the end of each month

Once your timesheet has been approved, your salary is calculated and disbursed in the normal
manner. You will have access to your timesheet history as long as you have access to NHH’s
computer systems as an employee.

Your timesheet will be sent via the workflow of the person responsible for the project your hours are
registered to. Should anything be amiss, your timesheet will either be returned to you so you can
correct it before it is finally approved or be corrected by the approver. If you must perform corrections
you have to re-submit it for approval.



