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HUSYS Vision & Mission

N

Our Vision

"Synergizing Human Potential for Development of Business & Society”

Our Mission
"To be the leader in deploying & delivering high quality,
innovative, cost effective and time sensitive HR Services,

leveraging human potential for the advancement of both

business and society”
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HUSYS Purpose
A4

The purpose of Project and Timesheet Management is to build
processes and outputs into the project that assist the manager and
team to complete the project in a timely manner. During the planning
process, outputs are created to illustrate how project tasks will be
sequenced and allocated.

The Timesheet Management process is concerned with tracking
and reporting on the progress of work.

Intended audience for this presentation are
* Project Managers, Team Leads, Team
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HU(SZJS@’ Assumptions
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It is assumed that users of this presentation are

e Familiar with usage of PC, Laptop, Smart Phone, etc.
e Exposed to web and ecommerce applications

* Aware of cloud and cloud applications

 Undergone induction on ApHusys

® Consulting W\ Operation o Technology
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HU(SZJS@ Project Roles
N

The following are the Roles that can be given in Project Management

Path: Settings -> Action -> Users, select a record -> Edit -> Access Rights -> Project
* Project Admin

* Project Manager

. Access Rights Preferences
* Project User -

Application

Sales -
_|_F"r'“-'“:t Manager -
Knowledge -
Marketing -
Website -
Sharing -

Administration -

L
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Project Roles (cont.)
N

Resource e User Role:
Planner e Project Admin

eUser Role:

[ siizises e Project Admin
¢ Project Manager

e User Role:
e Project Admin

¢ Project Manager

: eUser Role:
Task Creation .
e Project User

I | Sun\{lvmoglr('y / e User Role:
gl Timesheets | B';()leCt

Project

Creation
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HUSYS Resource Planner
N

The Project Admin will create the Resource Planner for each month

Path: Projects & Timesheets -> Action -> Resource Planner -> Create

Provide the following details: Resource Flanner = New
maf Discard =0
+ Plan Name
¢ Month Plan Name
 Year
* Create Plan for (Either for Month 0 Create Plan for RS
All the Employee or for vear B
Specific group of -é%
Employee) Resource Plan
Project Month vear °° Employee Total Available
Member Worksheet Working hours Hours

Hours
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HUSYS

Resource Planner (cont.)

If the Plan is created for Set of Employees, you'll get the following options to select:

Department Wise

Select Employees By @ Department
) Designation
) Location
2 Employes

Department List
m

Resource Plan Marketing & Sales
Fesesarch and Development
Finamce

Location Wise

Select Employees By

Location List

Resource Plan

#get ' enabled

) Department
Designation

0

iw

Location
! Employee

Hyderabad (W)
Hyderabad [H)
Chennai

)

Mumbai

@ Consulting

W\ Operation

Designation Wise

Select Employees By ' Department

® Designation

) Location

' Employee
Designation List

Marketing Manager

Senior Marketing Executive
HE. Executive

HR Manager

Resource Plan

Employee Wise

Select Employees By ' Department
2 Designation

0 Location
= Employee
Employee List Name CTPloyee
Code
Add an item

{

o Technology
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HUSYS Resource Planner (on.)
N

After providing the details, click on Create Resource Plan which will display the list of Employees
along with their total Working hours available for that Month

Create Resource Plan Allocate Resources Modify Resources

€ <> » =0

Plan Name ApHusys Implementation
[ ]
Month 1 Create Plan for All Employees
Year 2016
Resource Plan 0
Project Month Year Total Worksheet Employee Working Total Available
Member Hours hours Hours
Alke Deepika il 2016 24000 Q.00 24000
Raghu il 2016 24000 Q.00 24000

o Technology

enabled W\ Operation
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HUSYS Resource Planner (on.)

Resource Planner = ApHusys Implementation
» Allocate Resources: In order to | om | omee | &

reflect the Allocation details after a el
Project is created, click on Allocate Plan Name ApHusys Implementation
Resources which will calculate the

. Month n Creat
Employee working hours and the . o
available hours
° MOdify ResourceS: TO ma ke amployee List Name Ez‘ndp.;loyee Work Mobile  wWork Emai Department Designation E‘Z?:;;:rg Country
Changes in the EXiSting Resource Amol  EMPOS 7458963251  amol@demo.com :;;T::"g :;cuﬁve HR Admin  Indiza @
Plan, CliCk on MOdify Resources Raghu EMP27 8269847563 raghu@democom [T s;i'j;i::ﬁ ’;';g:mde India @&

Add an item

* More: Click on this option to Delete
or Duplicate the planner for the

Resource Plan
———

Project Month Year Total Worksheet Employee Working Total Available
next mo nth Member Hours hours Hours
Alke Deepika il 2016 24000 0.00 24000
Raghu il 2016 24000 0.00 24000
Resource Allocation
Project Member Start Date End Date Freguency Project name MNurmber of Hours

Add an item

enabled @ Consulting o Technology
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HUSYS Project Creation Roles
N

Project Creation

Task Summary
Team Member - Created and assigned by Work Summary
*- Added by Project Project Manager ) .
Manager (Or) Added by Project User

- Created by Project User
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HUSYS'

Project Creation

N

Project Manager can create the project, define the project tasks, assign them to the employees
and keep a track till the completion of the project.

Path: -> Projects & Timesheets -> Action -> Projects -> Create

Provide the following details:

* Project Name: Provide the name of
your Project

e Customer: Provide the client /
customer of the respective Project

* Project Type: This is created only by
the Project Admin. As a Project
Manager, select the type of the
project from the predefined fields

* Project Code
e Start Date & End Date

#get ' “enabled

Project Name

Implementation Plan

@ Consulting

@ lUse Tasks @ Timesheets

Project Manager HR Admin
Project Type

Sta r&)ate 16/04/2019

OtherInfo | Project Stages

HRIS Implementation « aq

W\ Operation

<=

- ) ] .
— Tasks Documents % Timesheets
= >€ustomer ABC . 2
Project Code
End Date -

o Technology
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HU(S>LIJS® Project Creation (contd.)
N

« Team: Click on ‘Add an item’ to select the Team members of the Project. Also, before
selecting, you can check the available working hours of an Employee.

Add: Project Members %

Other Info | Project Stages . -
25 {} 1250f60 & > »

Name Employee Code

Date Date To Total Total Total
A Arun kumar EMPOG i Name Designation . Working  Assigned  Available
rom
Hours Hours Hours
Abdul EMPO1 ]
A Arun kumar HR Executive 18/01/2017  16/05/20019 24800 000 24800 View Availability
Akbar EMP02 ]
Alke Deepi ENPO3 2 e
e Leepika ] Abdul Marketing 18/01/2017  16/05/20012 24800 0.00 24800 View Availability
Add an item <: SEllz
Marketing ) o
Akbar , 18/01/2017  16/05/20019 24800 000 24800 View Availability
Executive
Amar Ravi HR Executive 18/01/2017  16/05/2013 24800 0.00 24800 View Availability
Marketing ) o
Anand , 18/01/2017  16/05/20019 24800 000 24800 View Availability
Executive

enabled @ Consulting o Technology
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® [ ] [ ]
HUSYS Project Creation (contd.)
N
Team Other Info Project Stages
« Other Info: The privacy settings of the Administration
PrOjECt can be Chosen here. Privacy / Visibility () Public project
() Customer related project: visible through portal
(_Internal project: all employees can access
i Private project: followers Only
» Project Stages: The stages for the Project o | e
have to be added here in the required S:g:“f"”e i )
sequence. )

Specification /

Design

Davelopment

=]

Testing /

=]

 Note: Once the Project is saved, the stages cannot
be changed / deleted. Only the User with Project
Admin privilege will be able to edit the Stages

Done

=]

Cancelled

Addan itemq‘::
W\ Operation

=]
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HU(S>LIJS® Project Creation (contd.)
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Resource Allocation

After the Project Admin creates a Resource Planner for the respective month, the Project
Manager has to allocate the number of hours to work on the specific Project for each Team
Member in Resource Allocation Data

Task Allocation Data Resource Allocation Data

Resource Allocation

Project Member Start Date End Date Frequency Number of Hours

Alke Deepika 01/03/2017 090372017 Daily 1.00 [l

Armol Doiphode 15/03/2017 16/0372017 Daily 1.00 &
Add an item

{t
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HU(S>LIJS® Project Creation (contd.)
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Open: Resource Allocation

The following details have to
be provided for each Resource Projecbember [ Al Docpia -

/ Frequency :> Daily v|
Allocation: . ovesZo7 g8 osity
End Date 09/03/2017 =]
e Project Member
o Start Date & End Date |
specific to the Resource | o R
aSSigned Open: Resource Allocation
* Frequency (Daily or Weekly) |
Project Mermber Alke Deepika - Frequency Weekly -
* Number of Hours Start Date ovo32017 g8
End Date 09/03/2017 &
Sunday rd Wednesday @ Friday @
Monday @ Thursday [ Saturday @
Tuesday (0]
Number of Hours 1.00

é or Discard

® Consulting
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HU(S.ZJS@’ Task Creation
N

Task Creation can be either done by the Project Manager and assign it to the Team Member or
the Project User (team member) can create their own Tasks in Task Allocation Data

Tasks

Task Broect Task Assigned Stage Start Due Date  Task Progress ~ Comments
rojec

Summary ) Category to Date (%)
Software Alke ,

test11 . Analysis 0.00 ]
Development Deepika
Software Alke

Test . Analysis 0.00 il
Development Deepika

Add an item

f
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HU(SZJS@’ Task Creation (contd.)
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To create a Task and assign it to the
Team Member, click on ‘Add anitem’  pectiracking <
and fill the following details:
Assigned to Alke Deepika v Start Date I::) 01/042010

« Task Name n

Alke Deepika v Due Date 16/04/2019 M

* Assigned to

Task Progress (%) 3 Task Category

0
e Reviewer {}
o Start Date & Due Date of the Task @ {}

. Extralnfo | Comments
« Task Category (if any)
. . "and this is the description”
e Description of the Task )
o e Words Left : 495
 Extra Info (Priority, Sequence of G o
the Task)
Work summary Time Spent Date Done by

« Comments (if any) Add o e

The Assigned team member can fill the worked details in the Work Summary

@ Consulting o Technology

enabled W\ Operation
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HU(S.,HJS@’ Work Summary

\/
Open: Tasks X

Work Summary: To fill the work

details, click on Add an item S
project tracking
« Time Spent (hh:mm format) - mepeo ool i i - 4200 @
Provide the time spent of each R ks Dcpika ¥ 4019 g
sub-task i B
» Date - Select the sub-task date
SpeCify the time by mOVing the Extra Info Comments
toggle In Hour & MInUte "and this is the description”
8- o
; ft - 495
Work &maw Lo Timeent Now Done N Done by
Enter Work Summary 02:00 | 16/04/2019 12.0130 B | Alke Deepika Ti2s
Add an item “y—1
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(., Work Summary (contd.)

®
HUSYS
A4
Do’s & Don'ts project tracking
« Ensure the Dates provided in the Work S sarpete ol
Summaries fall between the Start date and ke Deeplea [ > DueDite o4/
End date of the Task Task Progress () 3000 Task Category
 The Time Spent per day should not exceed
the Number of hours allocated per day for okt | Comans
that Project. You can re-check the Allocation
through the below path: "and this is the description”
Projects & Timesheets -> Action -> Projects, open the &
respective project -> Edit -> Resource Allocation Data " .
ork summary Time Spent Date Done by

Enter Work Summary 02:00 16/04/2019 18:01:30 Alke Deepika

o Technology

enabled @ Consulting W\ Operation
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HUSYS Task Creation (contd.)

N

As a Project User, to create a new Task, click on ‘Add an item’ and fill the following details:

#get

Task Summary

Task Start Date & End Date

Description

Work Summary

Also, the Stage of each Task can be changed by clicking on the status tab on the top

Task Allocation Data Resource Allocation Data

Tasks
Task
Task i Task Assigned Stage Start Date Due Date Comments
Project Progress
Summary Category to
(%)
project Software Alke .
. ) Analysis  01/04/2019 16/04/2019  30.00 o
tracking Development Despika
Software Alke
Test ) Analysis 0.00 o
Deavelopment Despika
Add an item << —]
enabled @ Consulting W\ Operation o Technology




HU(S.ZJS@ Project Task
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The Task thus created can be checked and managed through the Project Task. To check the

status of the Task assigned across multiple Projects, follow the below path:
Path: Projects & Timesheets -> Action -> Project Tasks

Project Tasks Q o~
e The Stages of each Task
Eorﬁ.ddanewmlumn n=0MFD
can be Cha nged by T Fiers  MyTesks Unassigned ThisMonth ThisWeek Open  New  New Mal + Save current filer

d ra ggi ng the TaSk bOX. & Group By Driject Task Ass_ignedto Stage  LastMessage issignation Month Ad;a:;c;as_hes;;d ) )
alysis Ed + 12/ | Design 2| + lopment 18] +| 14 ne 5] +
[ These Ta Sks Can be ::ma)i(:ingnme;-?a.oo E:ma?ningﬁme:-ﬂz.oo E:\n:ninpgﬁme;ao.oo E:mainingﬁme:-26.00
viewed as per your Bunsa
. . uolneoipads
requirement by choosing

t h e Fi Ite rs O r G ro u p By Project Tracking Instance Creation User Login Sharing Review and Training

ApHusys Tentative Implementation HRIS Implementaticn HRIS Implementaticn HRIS Implementaticn
° Plan fo o fo
O pt I O n 05/11/2016 to 30/03/2017 | Cenfiguration| | Process Suppart| |Review||Training|
WO @ W W @ W % @ nnnnn @

Project Tracking Instance Creation HRIS Configuration Review and Training
ApHusys Tentative Implementation HRIS Implementation Template HRIS Implementation HRIS Implementaticn Template
Plan Template to to to
i —eeeee ey e ey ey
= | Configuration| | Operations || Delivery |Berview! | Training|
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HUSLIJS@) Timesheet
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The purpose of Timesheet is only to Save and Submit the Tasks completed.
To submit your Timesheet of your assigned Projects, follow the path below:

Path: Projects & Timesheets -> Action -> Timesheet

Alke Deepika O Sneshect At

Aftendances

Timesheet Period 10/12/2018 to 15/12/2018 Total Attendance 54:00 we=

Total Timesheet 48:00 =1

G Difference 0E:00
Attendances

Task n:::n u;mh E:::Z DET:“-':E DannM D::tm Total
FProjects { Aphusys Implementation Project Kick Off 08:00 08:00 0 0 0 0 16:00
Projects { Aphusys Implementation Data Review 0 0 0 0 0800 0800 16:00
Projects { Aphusys Implementation Data Collection 0 0 08:00 08:00 0 0 16:00
Total 03:00 02:00 02:00 08:00 08:00 03:00 43:00
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|_|USL|.JS® Timesheet (contd..)
A4

= Q  search.. Cg g @ HLJ(SE,LIJSa

Click on ‘Submit to Ma

for Approval P
= .
Timesheet > Week 49
-
|
New » Opsn » Waiting Approval > Approved
o
H 6 12
] Alke Deeplka G) Timesheet Attendances
e Timesheet Period 10/12/2018 t0 15/12/2018 Total Attendance 54:00
Total Timesheet 48:00
»;
Difference 0&:00
i3

Tu Wed Thu Fri Sat

n e
Dec 10 Dec 11 Dec 12 Dec 13 Dec 14 Dec 15

Projects / Aphusys Implementation Project Kick Off 08:00 08:00 0 0 0 0 16:00

Task Total

Projects / Aphusys Implementation Data Review 0 0 0 0 08:00 08:00 16:00

The Reporting Manager can validate and Approve / Refuse the Timesheet through the below
path:
Projects & Timesheets -> Action -> Timesheets Approval
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HU(S.ZJS@’ Attendance

A4
The Attendance (i.e. worked hours through Punch In & Out) is captured here as a reference to
check the difference between the assigned hours and actual worked hours of an User.

To view the attendance falling in the Timesheet Period defined, click on the Attendance tab

Action

Timesheet = Week 49

Edit Attachment(s) ~ oK < > B =0
Submit to Manager

Mew » Open  » Waiting Approval » Approved

Alke Deepika

o At
Timesheet Attendances
Timesheet Period 10/12/2018 to 15/12/2018 Total Attendance 5400
Total Timesheet L5800
Q Difference 0&:00
Mon Tue Wed Thu Fri Sat
Task Dec 10 Dec 11 Dec 12 Dec 13 Dec 14 Dec 15 Total
Projects / Aphusys Implementation Project Kick Off 05:00 058:00 0 0 0 0 16:00
L]
Projects ! Aphusys Implementation Data Review 0 0 0 0 038:00 038:00 16:00

Note: The Attendance record here is only for viewing purpose. It is recommended not to delete or add any
record here.

#get ' enabled
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HUSYS' FAQ
N

1. Asa User, can | add the number of hours worked directly in Timesheets?

No. It is always recommended to provide the number of hours in the Work summary only.
Timesheets is used only to submit the work report to your Reporting Manager.

2. Canluse an old Project as reference for creating a similar Project?

Yes. You will find an option ‘Make Template’ on top of the old Project, which will retain only few
project details.

3. As a Project Manager, where can give my comments on the Tasks done by the Team?
In the Tasks -> Comments tab, Manager can give their feedback / comments on each Task.
4. As a Project Manager, can | change the Project stages later?

No. The stages have to be chosen only at the project creation level.

5. AsaUser, can | delete a Task after creating and saving it in the Project?

No. Task once created and saved can only be deleted by the respective Project Manager /
Project Admin.

@ Consulting o Technology

enabled W\ Operation
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HUSLIJ8® FAQ (contd..)
N

6. As a Team member, can | Save the Project Template?

Users with only Project Admin or Manager privilege can Save the project template.
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THANKYOU

f facebook.com/Husys

e twitter.com/Husys

reach@husys.com
+91- 99480 78937
www.husys.com

in  |inkedin.com/ company-beta/143536

Reference Offices:
Hyderabad | Bengaluru | Delhi | Chennai | Mumbai | Gurugram | Vizag | Pune Cochin | Jamnagar | USA
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