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Objectives

it
d At the end of this course users will be able to understand how to check,

update and release the Timesheet of contractor personnel belonging to
their companies

O Please note that this set of training material can also be consulted as a
user manual.
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Intended users dcesa

it

d ESA Contractor time responsible
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Summary

it
0 Checking, updating and releasing timesheet data
= Checking time data at company level on a monthly basis

= Entering time data on behalf of other contractors
= Releasing timesheet data

= Uploading contractors’ absences
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Checking, updating and releasing
timesheet data

(1/2)
e it

O Timesheet data for ESA contractor personnel is entered and saved by contractors and
released by their Prime Contractor Time Responsible (known as CTR). The ESA Line
Manager is in charge of timesheet approval. If the timesheet is rejected, the Prime CTR is
automatically notified. Time data must be corrected/saved again by the contractors and
then rereleased by the Prime CTR.

generated and sent

to the Prime CTR %

[ Email automatically

Specify a reason <
of rejection.

P — e — Reject timesheet
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i ESA Line /@ ESA Line ’@ No |
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timesheet entries for approval entries entrieS l »
correct?
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Contractors Prime Contractor
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Checking, updating and releasing
timesheet data

(2/2)
e it

O Timesheet data can be released by means of a dedicated functionality that allows
you to do the following:

Check time data at company level on a monthly basis

Enter time data on behalf of other contractors. Optionally the CTR can
also use this functionality to amend a timesheet already entered by the
contractor

c. Release all the timesheets already entered either one by one or
massively
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Checking time data at Company level
on a monthly basis (1/6)

it

O The timesheet system is located within the ESA-P portal and is also accessible from
outside the ESA intranet at the following link:

 https://esa-p.sso.esa.int

O Once you have clicked on the above link, you are prompted to enter your credentials.
To access the Timesheet system, click on “Logon”.

cesa

Username ’ :

*

Password l

[]Change Password H

Forgot your password? !

- 3 .ﬂ t
Welcome to ESA Corporate Authentication

and Single-Sign-On

Unauthorized or improper accesses may result in civil and
criminal prosecution.

-
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Checking time data at Company level
on a monthly basis (2/6)

it

O The Timesheet functionality for the CTR is at the following location:

Timesheet Management -> Enter and update time data -> Release
timesheet data

Welcome TEST_RELS1, (TEST_RELS1) Help | New Session | Log off
S
R
G —
P
~/  extranet
vsnce
Timesheet Management
Enter and update time data || Report time data
El Timesheet Management > Enter and update ime data > Release timesheet data Full Screen  Options v
+ Release timesheet data
Release timesheet data O
+ Upload C sences
L —— H
e e 2| e o = T T Period / Company name ~
Internzl Use,
Company Name: a
Reference Period: February 2016 7 7o
=] Contractors Contractors’ time
There are no items to N P "
display [ Release directly | | [ [ Bxport to excel | | (G rerresn | IT1ASTET A ALA data
— = o
B Pers. Numb. P‘i’t‘:’d First name Last name QU Abbr. Company name Hours TargetH.. Status og action
F
r =1 795,000  5.320,000
30002247 i TIA-PS a3 B 159,000 160,000 Complete
30002287 HIF-ETF - 160,000
30002285 @ TIA-TM - 152,000
30000121 HRE-K 160,000 150,000 Complete
30000714 SCI-A - 160,000
30002648 HIF-ETF [ oea oo
30000824 - 160,000
30002570 HIF-FAC 155,000 150,000 Not released
30001689 TIA-TF - 160,000
30002102 HRE-K [ oeoa 160,000
30000645 HIF-FOT - 160,000
30000868 sc1-ps [ op0a 144,000
30002224 3 . SCI-A £ 3\ - 160,000
A —

European Space Agency

ESA UNCLASSIFIED - For Official Use 8



Checking time data at Company level
on a monthly basis (3/6)

it

O The «Release timesheet data» functionality is displayed for the current month

O Each line represents one single contractor of your company. The following info is
shown for each contractor:

1. Name of the company

2. Reference period

3. Personnel nhumber of the contractor

4. Planned Absences: absences which reduce the target hours, entered by
the CTR

5. First Name / Last Name of the contractor

6. Organisational unit of the contractor

7. Company name

8. Hours: time data entered by the contractor for the selected month

9. Target Hours: the nominal hours minus the absences previously

uploaded to the system
10. Status: status of the time data on a monthly basis (see next slide)

11. Log: where the messages (e.g. Errors) are displayed European Space Agency
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Checking time data at Company level
on a monthly basis (4/6)

O Once you have checked all the timesheets for the current month you can move to
another month by selecting it in the associated drop-down list.

Welcome TEST_RELS1, (TEST_REL51) Help | New Session | Log off

o,

\&%esa esa-p

Advanced Search

Timesheet Management

extranet

Enter and update time data ~ Report time data
PN Timesheet Management > Enter and update fime data > Release timeshest data Full Screen | [Options ~

+ Release timesheet data

Release timesheet data ]
- Upload Contractors’ absences
= ~
£ ES4 UNCLASSIFIED - For 2019 [ff][February | =|[ 2R Annual report
Intemal Use, January
c d | February
Refererfce March hafly 2019
April
There are no items ta May
display [ /" Relfed 1une B fport to excel | | [ ] refresh |
July
B August Egs”ed First name Last name OU Abbr. Company name Hours TargetH.. Status Log action =
B September
[ = |octover 795,000  5.320,000
J N‘we'"';e' v TIA-PS s / 159,000 160,000 Complete
December
L o HIF-ETF | PeeeE 160,000
J e — @ TIA-TM - 152,000
L 30000121 HRE-K ] 160,000 160,000 Complete
0 30000714 sCI-A PEEEE 160,000
N 30002648 HIF-ETF [ oea oo
o 30000824 [ o0ea] 160,000
L 30002570 HIF-FAC | 156,000 160,000 Not released
o 30001689 TIA-TF PGiEEEl 150,000
I 2nnn9107 1 [ER HDF as S Eamanl e nnn
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Checking time data at Company level
on a monthly basis (5/6)

Welcome TES (TEST_REL51) Help | New Session | Log off

o

\&%esa esa-p

[ Advanced Search
Timesheet Management
Enter and update time data Report time data Page Layout Formulas Data Review  View Developer  Add-ins Help }3 Tell me & Share
BN Timeshest Management > Enter and update fime dats > Releass timeshest data =y oo o ok General  -|| B Conditional Formatting - | EeInsert - | 3 - 47~ ftions ~
. z:::jc:‘z:::rwmes M Pasg By~ R e 7. 9 s [EPFormatasTable~ E’} Delete - [¥]- O-
R 2= = - wm (54 Cell Styles - [®1Format- & -
£ 5% DNCLASSITED —or [2019 [ hanuary |=|[Zf Annual report Clipboard 1 Font n Alignment 5 Number [ Styles Cells Editing ~ ~
Company Name: | Al - S ~
= Reference Period: January 2019
ggirI:;rE o temete j Release directly | | |08 Export to excel | [ %3] Refresh & R ! DG _L_F_ LG | 0 | 1 _|_J | & | L |
lstart Date Start Time
B Pers. Numb. Abo: First name 08.02.201¢14.19.10
B Reference Reference Personnel May excee First Name Last Name Company | Resource (Hours Target Hours
’7 = 2019 lJanuary 0 5096.8 5096.8
30002247 Rz 2019 January 30002247 X TIA-PS 184 184
Il 30002287 [ 2019 January 30002287 X HIF-ETF 92 92
B 30002285 l 2019 January 30002285 X TIA-TM 184 184
[ 30000121 @ 3 2019 January 30000121 HRE-K 184 184
=l 30000714 4 2019 January 30000714 X SCI-A 184 184
Il 30002648 s 2019 January 30002648 X e e ogoun oo el HIF-ETF 110.4 110.4 -
I 30000824 3 . \_ 12019 _January ( 4 N
O 30002570 ‘ { Ready &7 i m - [ ] + 100%
30001689 1 1 TIA-TF SERCO NEDERLAND BV 164,000
N 30002102 ] 1 HRE-K SERCO NEDERLAND BV 184,000
: 30000645 1 HIF-FOT SERCO NEDERLAND BV 184,000
30000868 3 I SCI-PB SERCO NEDERLAND BV 165,600
: 30002224 1 SCI-A SERCO NEDERLAND BV 184,000
[ 30002135 I EQP-PK SERCO NEDERLAND BV 147,200
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Checking time data at Company level
on a monthly basis (6/6)

it

O If required you can display all the months of the current year by clicking on “Annual
report”
O You can export the data to Excel by clicking on “Export to excel”.

o,

g=esa

Advanced Search

Timesheet Management

Enter and update fime data  Report fime data
PR\ Timeshest Management > Enter and update time data > Release timi

+ Release imesheet data

Release timesheet data

(2013 [+ fianuary [ [ Annualreport |

« Upload Contractors’ absences

© ESA UNCLASSIFIED - For
Internal Use,

Company Name:

Annual report
Company Name:: |
Reference Period: 2019 g
-
Pers. Numb. First name Last name ‘Object abbr. Company Name Jan. Rec. Hrs. Jan. Target Hrs. E‘
E 5.096,800 5.096,80

30000024 D- D/HRE 9 147,200 147,20
30000121 HRE-K 184,000 184,00
30000500 EOP-PM 184,000 184,00
30000501 EOP-PB 147,200 147,20
30000583 HIF-ETG 184,000 184,00
30000641 HIF-FOI 184,000 184,00
30000645 HIF-FOT 184,000 184,00
30000714 SCI-A 184,000 184,00
30000868 SCI-PB 165,600 165,60
30000872 SCI-PR 184,000 184,00
30001441 HIF-EPT 184,000 184,00
30001573 MNAV-NGM 184,000 184,00
30001689 TIA-TF 184,000 184,00
30001687 Johan riuishaar HIF-IRT SErcu nLuLRLAnL UV 184,000 184,00 E

(]
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Entering time data on behalf of other
Contractors

it

O As CTR you are also allowed to access the timesheet of the contractors belonging to
your Company

O To access the timesheet, click on the personnel number of the contractor. Please refer
to the "New Contractor Personnel Timesheet Solution Contractors” user manual to fill
in the timesheet.

2 Release timesheet data - European Space Agency - esa-p - Internet Explorer prouide apgemint l=lsel

@?-)' [ZX7 http://esa-p-dev3.finref.esa.int:8139/irj/portal

J Fle Edit View Favorites Tools Help

p ~| 43 T Rek Record Working Times: On Behalf of .

Elsave | Rrelease Directly | Release View

« Calendar
Welcome TEST_RELS1, (TEST_REL51) Completion Status
4 December 2018 January 2019 February 2019 »
From: 01.12.2018
Mo Tu We Th Fr S5aSu Mo Tu We Th Fr Sa Su Mo Tu We Th Fr Sa Su
Incomplete Days: 15
4826/27| 2825 30/1 2| 1|31 [RIGAIEHEN = & s 2525 30 31 2|2
a 453 4 5 6 785 2030880411213 P+ 5 6 7[5]510 | Remark
esa-p S010 11 12 13 141515 3 141516 17 181520 7 1142 43 14 15 16 17
5117 18 13 20 21 2223 4 21 22 23 24 25 26 27 © 18 15 20 21 22 23 24 Company name: y
5224 25 26 27 282930 S5 28293031 1 2 3 5 2526 27 28 1 : 3 CTR name: Is
[ ] [Search| Advenced search 1t 123 4|56 P45 6 7[E]5048 194 5 6 7 8| s)10

Complete Not Released [l Rejected  Non-Working Day [ Approved

ez koot anancment] Current Selection [_] Today

Enterand update time data  Report time data
v Timesheet
Pl Timeshest Management = Enterand update time data = Release timsshes

+ Release limesheet data 4 Previous Period | Next Period b| | Week From: (04.02.2019 [ apply | [ | workiist | Templates | Favoritess | Check | Insert Row | Monthly Fast Data Entry | Monthly FDE Helps
. L foee fai b Workpackage Workpackage
» Upload Contractors’ absences EX Del.. Att/abs. type WBS Element  WBS Description | FeRel d mr"a 9% Planning Item MO, 04.02 TU, 05.02 WE, 06.02 TH, 07.02 FR, 08.02
& ESA UNCLASSIFIED - For 2015 |¥|[3anuary _|+|[ 2% Annual report 8 8 8 8 8
Internal Use. 8,00 8,00 8,00 8,00 8,00 «
Company Name: SERCO NEDERLAND BV J ] 0,80 0,80 0,80 0,80 0,80
Reference Period: January 2010 J 1,60 1,60 1,60 1,60 1,60
[} 1,20 1,20 1,20 1,20 1,20
There are no items to
- 2, 2, 2, 2, 2,
display [ /" Release directly | | [ [ Export to excel | | [5] RafrESH/ ﬂ g 140 140 40 40 40
2 2 2 2 2
5 Pers. Numb. P':’Q’;’d First nai L I -
E m -
O 30002247 Raff- s = — )
[ = w = o o om
| 3000228 d M o] 184,000
J 30000121 & Al < 168,000 168,000 Not released
| 30000714 G 3 e 184000
(| 30002648 s. TF [ o000 110,400
| 30000824 N o] 184000
(| 30002570 G AC 182,000 184,000 Not released
v
=l 30001689 Mic i e 184000
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Releasing timesheet data (1/3)

it

O In order to release the timesheet the month must be in «Not released» status,
which means that at least one day has been filled in

O The total entered hours can be equal to or less than target hours. In order to be
greater than the target hours the contractor has to be authorised to exceed them

O The status of the month is determined according to the following rules:

Status of the month
Not released Complete |Approved |Rejected

All days "Not

X
released"
Days "Not released" X
+ days "Complete"
Days "Not released" X

+ days "Approved"
Days "Not released"
+ days "Rejected"
All days "Complete" X
Days "Complete" +
days "Approved"
Days "Complete" +
days "Rejected"
All days "Approved" X
Days "Approved" +
days "Rejected"

Daily status

European Space Agency
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Releasing timesheet data (2/3)

it

O Once all the timesheets are in “Not released” status, you can release them for
approval

O From the “Release timesheet data” view, you can easily release the timesheets by
selecting them and by clicking on the “Release directly” button.

Welcome TEST_RELS1, (TEST_REL51)

v
-/ extranet

P Timeshest Management > Enter and update ime dats > Release timeshest data Full Screen | Options

Release timesheet data ]

~

[2016 [+][January _ [*|[ ER Annual report

© ESA UNCLASSIFIED - For
Intemnzl Use,

Company Name: ™
Reference Period: January 2019

5" Release directlyll || [ 3 Export to excel | | [45] Refresh

e Pers, Numb. P‘i’,;s"_ed First name Last name OU Abbr. Company name Hours TargetH.. Status Log action =
P
.. LS e 505500
I 30002247 i TIA-PS 184,000 184,000 Not released
L 30002287 HIF-ETF 184,000 184,000 Not released
0 30002285 TIA-TM 184,000 184,000 Not released
J 30000121 & HRE-K 166,000 168,000 Not released
| 30000714 SCI-A 184,000 184,000 Not released
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Releasing timesheet data (3/3)

Welcome TEST_RELS1, (TES' Help | New Session | Log off

gcesa ... "

extranet

Advanced Search

Timesheet Management

Enter and update time data ~ Report time data
P Timesheet Management > Enterand update ime data > Releass timeshest data Full Screen|[Options =

+ Release limesheet data
I Release timesheet data [l

+ Upload Contractors’ absences

& ESA UNCLASSIFIED - For 2015 |~|[3anuary _ |+|[ Zf Annual report A

Internal Use.

Company Name:  SERCO NEDERLAND BV
=] Reference Period: January 2019

here are no items to

isplay [ Release directly | | [ 58 Export to excel | |
Pers. Numb. First name Last name OU Abbr. Company name Hours TargetH... Status Log action
=) p. | Plamed bbr =
B
= 1.398,0...  6.099,200
20002247 P TIA-PS 2 184,000 184,000 | Complete Data was
released
30002287 HIF-ETF 184,000 184,000 | Complete Data was
released
20002285 TIATH 184,000 184,000 | Complete Data was
released
30000121 & HRE-K 168,000 168,000 | Complete Dats was
released
| 30000714 scra 184,000 184,000 | Complete Data was
ralaacad

European Space Agency
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Uploading Contractors’ absences

(1/4)

it

O As CTR you are also allowed to upload the absences of the contractors belonging to
your Company to the system. This is done via a dedicated functionality at the
following location:

Timesheet Management -> Enter and update time data -> Upload
Contractors’ absences

s,

\&_::’ esa esa-p //,’/ -

ﬂ extranet

] P ——

Timesheet Management

Enter and update time data Report time data

EW Timesheet Management > Enter and update time data > Upload Confractors' absences Full Screen | Options +
- Release timesheet data
Upload Contractors’ absences F
- Upload Contractors’ absences
I 5575 [+ [February T3] Period / Company name
Internal Use.
Company Name:  § f
Reference Period: Febs 2019 ’ ’
=] ruary Contractors Contractors
= MPP, Invoice and Payment
s f Ratrssh ] soveJf Dslete 50 ncen master data absences
First name Last name 0OU Abbreviation Pers. Numb. Absence Start Absence End Absence Hours Absence Day/s [|Log action =
D/HRE 30000024 06.02.2019 07.02.2019 12,80 2,00
30000024 14.02.2019 14.02.2018 6,40 1,00
HRE-K 30000121 06.02.2019 07.02.2018 16,00 2,00
30000121 14.02.2019 14.02.2019 8,00 1,00
EOP-PM 30000500 06.02.2019 07.02.2019 15,00 2,00
30000500 14.02.2019 14.02.2019 8,00 1,00
EOP-PB 30000501 06.02.2019 07.02.2019 1z,80 2,00
30000501 14.02.2019 14.02.20189 6,40 1,00
HIF-ETG 30000583 06.02.2019 07.02.2018 16,00 2,00
30000583 14.02.2019 14.02.2019 8,00 1,00
J Y HIF-FOI 30000641 06.02.2019 07.02.2019 18,00 2,00
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Uploading Contractors’ absences

(2/4)

it

O The absences entered via a centralised tool will reduce the target hours accordingly:
« e.g. if the target hours are equal to 168 for a certain Month and two absences
for two different days of 8 hours each have been entered, when saving the
target hours will be updated to 152 hours

O It is NOT possible to select the absence type: there will be just one absence type as
currently shown in the PDF interactive forms

O The centralised tool will display the following info in columns:
« First Name / Last Name of the Contractor
« Organisational Unit of the Contractor
« Personnel number
« Start date of the absence
« End date of the absence
« Absence Hours
* Absence Days
 Log: where the messages (e.g. Errors) are displayed

O The absences cannot exceed the target hours of the Contractor per day.

European Space Agency
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Uploading Contractors’ absences

(3/4)

it

O To upload the absences, click on the “Insert” button and indicate the number of
records you need to add (at the most 999 records in one go). Next enter the following

info:

¢ Personnel number

« Start date of the absence

 End date of the absence

« Absence Hours (N.B. Only if start date is equal to end date)

Welcome TEST_RELS1, (TEST_RELS1) Help | New Session | Log off
\ .

esa-p

Report fime data
Pl Timesheet Management > Enter and update fime dsta > Upload Coniractors’ sbsences

Full Screen|[Options « |

ElE

|

Upload Contractors” absences =
ert New ro x

Number row/s At the end of table:

Company Name:
Reference Period: February 2019

Cancel]

European Space Agency

ESA UNCLASSIFIED - For Official Use 19



Uploading Contractors’ absences

(4/4)

it
O To upload the absences, you can copy/paste the following info from Excel (at the
most 999 records in one go):

O Press “Enter” to check the data just entered
O Click on "Save” to save the entries.

Welcome TEST_RELS1, (TEST_REL51) Help | New Session | Log off

d
S —

geesa ..,

Advanced Search

Timesheet Management

Joi
-/ extranet

Enter and update fime data ~ Report time data

Ll Timeshect Management > Enter and update time data > Upload Contractors’ absences Full Screen | Options v

* Release imesheet data
) I Upload Contractors’ absences ]
. absenc

A
T - A (2019 [=][February [ =

Company Name:
Reference Period: February 2019

B
« MPP, Invoice and Payment
Status list Refred Save Delete 5% Insert
B First nd st name OU Abbreviation Pers. Numb. Absence Start Absence End Absence Hours Absence Day/sf Log action =
L 30000024 06.02.2019 07.02.2019 0,01 =
0 30000024 14.02.2019 14.02.2019 3 0,01
L 30000121 06.02.2019 07.02.2019 0,01
J 30000121 14.02.2019 14.02.2019 8 0,01
L 30000500 06.02.2019 07.02.2019 0,01
J 30000500 14.02.2019 14.02.2019 8 0,01
L 30000501 06.02.2019 07.02.2019 0,01
J 30000501 14.02.2019 14.02.2019 3 0,01
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To recap

it

0 What has been learned:
= Checking, updating and releasing timesheet data:
o Checking time data at company level on a monthly basis
o Entering time data on behalf of other contractors
o Releasing timesheet data

o Uploading Contractors’ absences
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Technical issues

O Problems with your credentials -> Contact esaitServiceDesk
(esait.Service.desk@ESA.int)

O Error messages displayed by the system -> Contact esaitServiceDesk
(esait.Service.desk @ESA.int)

Process issues
O No Worklist assigned -> Contact your LTC

O Timesheet not correct —-> Contact the Contractor

O Timesheet reporting -> Go to the following path: Timesheet Management - Report time

data - Generate companies time data report for CTR
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