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Introduction

Sentrifugo's Time Module is a unique Timesheet Management tool. Managers can configure project details and
add Employees to projects. They can view timesheets of the Employees reporting to them in a daily, weekly or
monthly view format. Employees can enter the hours spent on an assigned project. Employee and project based
time reports can be generated based on the details entered by the Employees.
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Time Management Settings Configuration

Before your Employees canstartfilling the timesheets, asa Super Admin you must configure the following
aspects:

e AddClients

e AddProjects

e AddDefaultTasks

e Configuration
- Weekly Submission Reminder
- Timesheet Blocking Range

How do | add Clients?

Provide the basicinformation about your clients.

. li . , . Ll Add
Selectthe option fromthe Time module’s menu. Clickonthe . button.

Home » Time » Clients Add 4 Back to Dashboard

Time Sheet Employee Time Sheets |‘ Default Tasks Projects Configuration

Client” em— 3 Address em— b Country enm—C State emm— EMall enm— C
Select Country v Select State v
Phone Number e f Fay en— Point of Contact * emmmmm— )

SAVE |Cancel

Figure 1

* _ Denotes mandatory fields

a. Clientname*
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b. Clientlocation

c. Countrytheclientislocatedin

d. State the clientislocatedin

e.Clientemail address

f.Clientphone number

g. Clientfax number

h. Name of the point of contact fromclient side*

How do | add Projects?

erol
Under the sectionthere are 3 steps:

1. Configure projectdetails: Provide information about the project.

Home » Time » Projects > Add 4 Back to Dashboard

Time Sheet Employee Time Sheets Clients Default Tasks ‘ | Configuration

Tasks Resources

Configure Project Details 4 BACK
Project” — Status @ * b Base Project @ (o Clien? * e— Currency”* e—

T T T T

Select Status o Select Project v Select Client - Select Currency -
Add Client Add Currency
Project Type * ex—{ Estimate e— Description ee— h
@® Billable () Non Billable () Revenue
Dates Estimation Hours
To 500 characters remaining (500 maximar)

SAVE | (e

Figure 2

* _ Denotes mandatory fields

a. Project Name*
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b. Status of the ProjectE.g.: Initiated, In Progress, Completed etc.*
c. The parent project name on which the current projectis based on
d. ClientName*

e.Currency usedinthe project*

f. Type of the project on basis of the income type *

g. Estimated duration of the Project

h. Project Description

=] the details to move onto the next step.

2. Add Projectrelated tasks: Add the various tasks which are performed by the Employeesinthe project

Whenyou are configuring a task forthe firsttime, you will see the below message:
asks are not yet set. Click here to add the tasks
Afterclicking on the hyperlink, apop up window will open.

Add Tasks x

Default Tasks  Frequently used Tasks ® New Task

Name *

Default Task

B2 conce

Figure 2.1

o DefaultTasks - The defaulttasks thathad beensetupin the ‘Default Tasks’ tab (you can create
a defaulttask here also by selecting the checkbox ‘Default Task’ while creating a new task)
Frequently Used Tasks - The tasks frequently used in different projects will be populated here
New Task— For a particular project only, a new task can be added here

Choose the task category you want by selecting the radio button.
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You can thenfill in the Estimated Hours and Billable Rate of each task which you have added.

Tasks

Hame Estimated hours Billable Rate/hr{IHR) Billable Actions

Active Task L
Genes e i o E

Figure 2.2

3. Add resources to Projects: You can add Managers/Employees tothe project. When you are adding resources
for the first time you will see the below message.

ﬁ' Resources are not yet set. Click here to add the resources

Afterclicking onthe hyperlink, apop up window will open.

© Sentrifugo 2016 - All Rights Reserved Page 8 of 21



£ Sentrifugo

open source HRMS

Add Resources

Figure 2.3

Click on the Manager/Employeeyou wish to add to the projectand thenthe name will appearon the right side
column as selected Managers/Employees. Click 3] ADD TO PROJECT |

Afterthe resources have been added the Super Admin/Manager canfill in the billablerate & cost rate.

Role | All v
Resources Q el |
Employee Billable Rate/hr (INR) Cost Rate/hr (INR) Actions
Robert Anderson [[7] b P
o

Figure2.4

a. Add more resources
b. Assign taskstoresources and on clicking this optionapop up (shown below) window will open.
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Add Task To Resource

ASSIEN TASK

Figure 2.5

a. You can filterthe tasks displayed by clicking on a radio button (Unassigned/Assigned/All)
b. Afterselecting the tasks you wish to assign to the resource, click on

How do | add Default Tasks?

Addthe various default tasks performed by the Employeesin your organization. E.g.: Developing,
Documentation, Testing etc.

. efault Tasks . , . +
Selectthe option from the Time module’s menu. Click onthe .Add button.
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Home » Time » Default Tasks » Add

Time Sheet Employee Time Sheets Clients | Default Tasks | Projects Configuration

Default Task * eo——

SAVE Cancel

Figure 3

* _ Denotes mandatory fields

a. Enter the various default tasks existingin your organization one by one and =add=t each task* (defaulttasks

are noteditable butcan be deletedif notassigned toany Employee)

How do | configure the weekly reminder and timesheet blocking
range?

Weekly Submission Reminder
Seta dayin a weektosend email notifications to your workforce to remind them aboutfilling theirtimesheets
and sendingthem forapproval.

Timesheet Blocking Range
Define atime period within which the Employees’ timesheet will be blocked foramonth. Sentrifugo offers you
two options to accomplish this feature:

e 1-Endofmonth
o Bytheendof every month, all Employees must submit theirtimesheets
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o Two days of grace periodi.e. 1stand 2nd of the next month, are provided to the Employees to
submittheirtimesheets. On the 2nd of every month, anotification will be sentasa reminder
aboutblockingthe timesheet.

o Onthe3rd of everymonth, if the Employees have not submitted theirtimesheets, their
previous month's timesheet will be blocked.

e 26th previous month - 25th next month
o By the 25th of every month, all Employees must submit theirtimesheets.
o Two days of grace periodi.e. 26thand 27th of the next month, are providedtothe Employees

to submittheirtimesheets. On the 27th of every month, anotification will be sent asareminder

aboutblocking the timesheet.
o Onthe 28th of every month, if the Employees have not submitted their timesheets, their

previous month's timesheet will be blocked.

Configuration

Weekly Submission Reminder Every Tuesday
Time sheet Blocking Range 1st - End of month
Figure 4
Weekly Submission Reminder® Timesheet Blocking Range *
Select Weekly Reminder D v Select BElock Dates Range v
SAVE Cancel
Figure4.1

. Ti .
a. Clickon in the header menu.
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. Configuration [ .
b. Clickon in the Time menu.

c. Clickon to setup the configurations
d. Selectaday from the dropdown for Weekly Submission Reminder

Selectanoptionto determineyour monthly timesheet block range

f. Clickon SAVE to apply these changesto your entire organization (editable later)
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Can the Super Admin fill timesheets?

Home » Time » Time Sheet 4 Back to Dashboard

| Employee Time Sheets Clients Default Tasks Projects Configuration

B2 October 2015

1 2 3
4 5 6 7 8 9 10
11 12 13 14 15
Figure 5

The Super Admin can view the current month’s calendarand can’t fill in timesheets unlike rest of the users.
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Can the Super Admin Approve/Reject Employee Timesheets?

The Super Admin can view the timesheets of all Employees and can also Approve/Reject them.

Home > Time » Employee Time Sheets 4 Back to Dashboard

Time Sheet | Employee Time Sheets | Clients Default Tasks Projects Configuration

a

f'ﬁi October 2015 Emy e Q All v For Approval  Rejected  Blocked  Enabled  Approved

John Michael Robert Anderson d William Blake
Status (52 Status Approved Status Approved
Total Hrs 00:00 Total Hrs 69:05 Total Hrs 60:00 @ View Time
e
Ron Born Mel Gibson Rose Mary
Status For Approva Status For Approva Status No Entry
Total Hrs 106:00 @ View Time Total Hrs 98:00 @ View Time Total Hrs 00:00

Ronald Kristiano Bradly Cooper
Status No Entry Status Approved
Total Hrs 00:00 Total Hrs 55:00 @ View Time

Figure 6

a. The view type (Weekly/Monthly). Click on the word Weekly View to change it to Monthly View mode.
b. Categories based on status of Timesheet

c. Timesheetstatus (No Entry, Approved, Rejected etc.)

d. View the Timesheetin detail

e. Total no. of hours worked

f. Approve Timesheet

g. Reject Timesheet

The Figure 6.1 shows the Weekly view options, in which the Timesheets of the Employees can be viewed for
each week of the month.
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Week-3 + = Click to choose the week

October 11, 2015 - October 17, 2015

Week-1  Week-2  Week-3

Figure 6.1

After completingall the above mentioned steps, your Time moduleis now ready to use.
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What is the role of a Reporting Manager in Time module?

Note: Reporting Managers can belongto any role (Management/Manager/HR/Employee/System Admin) as
long as they have Employees reporting to them.

A Reporting Manager has access to all the functions like the Super Admin, except for the ‘Configuration’
function.

Reporting Managers have an extra feature of viewingthe list of Employees who haven’t submitted their
timesheetsyet.

Home » Time » Time Sheet a ‘(5) 4 Back to Dashboard

‘ Employee Time Sheets | Clients | Projects
Week View

B2 October 2015 Total Hours - 135:05

sun Mon Tue Wed Thu Fri Sat
1 2 “3
08:00 00:00 00:00
Approved No Entry No Entry
4 5 6 7 8 9 10
08:00 08:00 06:55 08:11 05:59 08:00 00:00
Yet to submit Approved Approved Approved Approved Approved Mo Entry
11 12 13 © 14 15 16 17
08:00 08:00 08:00 08:00 08:00 08:00 08:00
Approved Approved For Approval For Approval For Approva For Approval For Approval
18 19 £ 20 21
05:00 06:00 07:00 08:00
For Approva For Approva For Approval For Approval
Figure 7

a. Click here to view the list of Employees who haven’t submitted their timesheets. The numberinthe
parentheses () denotesthe numberof Employeesinthelist.
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Weekly Viewfor Pending Submissions:

Home » Time > Pending Submissions

Time Sheet | Employee Time Sheets | Clients ‘ Projects

October 2015

Week-3 v

October 11, 2015 - October 17, 2015

A(5) < Back to Dashboard

=Y

Week1  Week2z Week-3

Pending Submissions

Employee 11 Sun 12 Mon 13 Tue 14 Wed 15 Thu 16 Fri 17 Sat

Ron Born Submitted Approved Yet to Submit Yet to Submit Yet to Submit No Entry Weekend

Rimmy Jim Weekend Mo Entry No Entry Mo Entry Mo Entry Mo Entry Weekend

Jony Lydia Yet to Submit Submitted Submitted Mo Entry Mo Entry No Entry Weekend

Rony Joel Weekend Mo Entry No Entry Mo Entry Mo Entry Mo Entry Weekend

Cheryl Jone Weekend No Entry No Entry No Entry No Entry No Entry Weekend

Figure 7.1
Monthly View for Pending Submissions:
Home » Time » Pending Submissions AL(5) o Back to Dashboard
Time Sheet | Employee Time Sheets ‘ Clients | Projects
weEK m

October 2015

Pending Submissions

Employee Week-1 Week-2 Week-3

Ron Born Submitted Submitted Yet to Submit

Rimmy Jim Yet to Submit Yet to Submit Yet to Submit

Jony lydia Approved Yet to Submit Yet to Submit

Rony Joel Yet to Submit Yet to Submit Yet to Submit

Cheryl Jone Yet to Submit Yet to Submit Yet to Submit

© Sentrifugo 2016 - All Rights Reserved
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How do | fill in timesheets?

Whenyou log into your Sentrifugo accountand navigate to the Time module, thisis how the screen will appear:

Time Sheet | Projects
ﬂ Your time sheet has been approved. View Details (x]

@ Week- 3 time sheet(s) of October has not been submitted

:
B October 2015 Total Hours - 32:00 c

Sun Meon Tue Wed Thu Fri Sat
7 8 9 10
08:00 =d 08:00 08:00 08:00

Approved e Approved Approved
11 12 13 14 15 16 17

00:00 00:00 00:00 00:00 00:00 00:00 00:00
f  Noemmy No Entry No Entry No Entry No Entry No Entry
18 19
00:00 00:00
No Entry No Entry
Figure 8

a. Will redirectyou to the screen where you can fill in the timesheets
b. Shows the the weekly timesheets (Forviewing purposeonly)

c. Total number of hours worked by you ina month

d. Total number of hours worked by yourin a day

e. Status of the timesheete.g.-Approved

f. Status of the timesheete.g.- Noentry
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You will see the following messageif yourtimesheet has been approved:

ﬂ Your time sheet has been approved. View Details

If you’ve notfilled in the timesheet fora particularweek, you will find the following message:
@ Week- 3 time sheet(s) of October has not been submitted.
If you wantto enterhoursintothe timesheet, you shouldclickon Eri and the following window

will open:

Home » Time » Enter Time

a 4 Back to Dashboard
| Projects
£ October 2015 October le‘;Ek 03cm:;rlf ws [ b
11 Oct, 2015 12 0ct, 2015 13 Oct, 2015 14 0ct, 2015 15 0ct, 2015 16 Oct, 2015 17 Oct, 2015
v Amlcus 00:00

No Entry No Entry Mo Entry No Entry No Entry Mo Entry No Entry 0000
00:00 00:00 00:00 00:00 00:00 00:00 00:00 .
Weekly Note f

Enter note 8 h

EarTT

Figure 8.1

a. Reminders forfillingin timesheets
b. You can change to whichever week you want

c. Daily notes/comments (You can give details about the tasks and the number of hours for the day)
d. Projectname

e.Task name

f. Weekly notes/comments (You can give details about the tasks and the numberof hours for the week)
g. Saves the timesheet (can be modified even aftersaving)
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h. Saves & submitsthe timesheetforapproval

How do | view Projects assigned to me?

Clickon PTOIECIS {5 view the projectsto which you have been added to and to view the project details.

Heme » Time > Projects A& (5) 4 Back to Dashboard

PROJECTS cpo

Action Project Start Date End Date Client

E— d Amicus Google
cp Records per page

Figure 8.2

a. Click on thisiconto view the details of the project.

Home » Time » Projects » View A (5) <« Backto Dashboard

Project Details 4 BACK
Project Amicus Client Google

Description Pharma Proejct Project status Initiated

Start Date 2015-10-10 End Date 2015-12-12

Estimated Hours 46

TASKS C Lo
Name Estimated Hours Actual Hours

Development 20 3200

(e =] Records per page | 10 ¥

Figure 8.3

The above figure shows the details of the Project. The details are added by the Super Admin/Manager.
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