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[bookmark: _Toc181007371]Accessing Samsaran 

Samsaran tool can be accessed from UNICC StaffNet (Quick Links – Samsaran)
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It can be also accessed from the following site: Dashboard -- Finance and Operations

Samsaran main page should be displayed as follows:
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[bookmark: _Toc181007372]Accessing timesheets module in Samsaran 

To access the timesheets module in Samsaran, please use the following path:
Menu - Modules – Project management and accounting – Timesheets – My timesheets
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1 [bookmark: _Toc181007373]Create a new timesheet 

To create a new timesheet, click on “New”.
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Select any date from the month related to the timesheet and then click “ok”.
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Check that the timesheet has been created as Monthly in “Time input Reference”. Otherwise, escalate to your supervisor. [image: A screenshot of a computer

Description automatically generated]

2 [bookmark: _Toc181007374]Load regular activities from OICT Managed Services

Click on “Load my activities”.
[image: A screenshot of a computer
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Select the activities that are not required and click on “Remove”.
As a result, we should have at least the one related to OICT - “Office of Information and Communications Technology”, which will be used to register the working hours.
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3 [bookmark: _Toc181007375]Load Common Activities (Staff Only)

Click on “Common Activities” to register those activities that are not OICT working hours, such as annual leave, other leaves and trainings. Common activities are applicable to staff only.
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Select the required common activities, for example “Annual leave”. Then click ok. 
Common activities are applicable to staff only.
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4 [bookmark: _Toc181007376]Input monthly hours. 

Click “Input Time” to fill the time related to each selected activity.
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Within the column “Monthly Hours” fill the hours related to each activity. Then click “Register inputted time”
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5 [bookmark: _Toc181007377]Check Timesheet hours matching Monthly hours (Staff only)

Check the hours registered in “Timesheet Total” corresponds with the ones in “Monthly/Weekly working hours”. This check is applicable to staff only.
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6 [bookmark: _Toc181007378]Register extra hours

6.1 [bookmark: _Toc181007379]Overtime (Staff Only)
Staff Members should first select the work week where the overtime occurred, then go to the OICT activity and fill the overtime hours in the specific day of the overtime activity. 
Finally add “Internal comment” related to the overtime activity, then click “Save”.
You will notice that the hours registered in “Timesheet Total” may differ from the ones in “Monthly/Weekly working hours”. The difference is the overtime just registered.

[image: ]

When clicking on “Timesheet time validation” you will observe a message indicating the number of hours exceeded that should correspond with the overtime registered, and a reminder to follow the corresponding overtime process in GSM.

[image: A screenshot of a computer

Description automatically generated]



[bookmark: _Toc181007380]6.2 Register On-Call and Overtime (Consultants only)
Consultants should fill first the regular working hours related to the month in scope, as described in section 6 (Input monthly hours). “Timesheet total” field should initially reflect the total of regular working hours registered for a particular month.

However, if the consultant has performed Weekly Duty Officer activities during the month in scope, it should be registered as a separate line. Should proceed as follows:
· Make sure you select the proper “Work Week”
· click on “New line” 
· copy the “Project ID” from the regular OICT record already filled in.
· expand “Activity Number” from the drop-down list.

[image: A screenshot of a computer
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· Select the only option that appears when selecting “Activity Number”.
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· Go to the right side and expand “Time recording type” drop-down list.
[image: ]
· Select “On-Call” for the Duty Call performed weekly by the consultant.
[image: ]
· Fill the weekly hours that consultant has in agreement (for example 2 hours) 
[image: ]
· Interventions should be registered in a new line as overtime (for example, 1 hour on Saturday)
[image: A screenshot of a computer
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Once finished, click “Save” and press “Timesheet time validation”.
As a result, “Timesheet total” field reflects the total of working hours registered for a particular month. This includes not only regular working hours, but also on-call/overtime hours.
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7 [bookmark: _Toc181007381]Confirm and submit monthly timesheet.

Once finished with the monthly timesheet, just click “Save”, “Workflow”, then click on “Submit”.
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UNICC Confidential-	Page 1 of 1
UNICC Confidential	Page 2 of 2
image1.png
C ® (B hitps//staffnet.unicc.org/Pages/default.aspx

Clients »  Collaboration v  Directorate »  Corporate Support ¥ Locations v Projects  Services v Suppliers v QUiskiLinks +

BCMS Site
Client Contacts
Gartrer Public
wehinars

GSM

InfoSec
Awareness
Course

Samsaran Time
Recording
ServiceNow
Portal





image2.png
C ® & httpsy//icc-prod-finance.operations.dynamics.com 2cmp = CC&mi=DefaultDashboard

WORKSPACES

UNICC iy Employee s senice [ ——

= My business processes

< October 2024 3

Su Mo Tu We Th Fr Sa

67 8 9 0o R
BoWws BT BB




image3.png
< C @ ) https://icc-prod-finance.operations.dynamics.com,/7crmp = | CC&mi=DefaultDashboard

¥ =
@ Home

® Recent | ~ e tasks > Retention reports

Ecpandall B Collapse

Projectpurchase orders
B Workspaces | e ~unice

B Modles 2 A imsshests 4 Account code amners

Common My timesheets (Optimized for mabile)

Timesheets for my eview > unice
Expense management

Timesheet ines for my review > Retention
Generalledger

Timesheets for my review (Optimized

formabil) > Quotations

Master planning

Organization administation | osted ines from ry workers i charge

Procurement and sourcing | p e

| P 3 | o

Questionnaire ~ Project invoices

Retail snd Cornmerce Project invoice proposals

Sales and marketing Project imvoices




image4.png
STimesheetEntryGridviewMyTimesheets

< B Al e Tt te aidton Tmshest Options 0
@

- J— - s
* Always open forediting | Advanced filter orsort | Readmode | Getalink  Create a custom alert™
© Add to workspace Goto ™
=
B Mytimesheets

Standard view

Stow

® ] (My tesheets n cument . )

Timesheet number | Resource Periodstartdate ¥ Period end date Approval status Timesheet total





image5.png
Standard view ?

New timesheet

< Elswe HNew [ Delete Timesheet time vilidstion  Timesheet  Options
@ U J— - e Resource Timesheet period
Personsize this page | Record nfo Revert Manage myalts | pate
© |  Addtoworkspace v Goto
=
g Mytimesheets

Standard view

stow
= ) (by tirmeshests i current . )

O Timesheet number | Resource Periodstartdate ¥ Period end

Wa didn't find amthing to sHER




image6.png
STimesheetEntryGridViewMyTimesheet:

< C @ () https:/jicc-prod-finance.operations.dynamics.com /7cmp =1 CC&mi=

<« Save +New [ Delete { }Workflow ' Timesheet time validation ~Timesheet Options O
@
Mintain print
T Mydelegates | Print timesheet
©
=
B My timesheets | Standard view

TS003496 : Ramon ARACIL SANCHEZ

Lines  Header
Timesheet

Resource Work week Timesheet total Monthly/Weekly working iour
Ramon ARACIL SANCHEZ | 10/28/2024-10/31/2024 (1725 )
Timesheet period Approval status Time input Reference Monthiy/Weekly working days

€] ]

(107172024 - 10/31/2024 ) Draft ‘





image7.png
< C @ (81 https:/ficc-prod-finance.operations.dynamics.com /?cmp = CC&mi=TsTimesheetEntryGridViewMyTimesheets

Swe F-New [ Delete 3Worklow  Timesheettime vlidation  Timesheet  Options 2

Maintain print
My delegates | Printtimesheet

Mytimesheets | Standard view

TS003496 : Ramon ARACIL SANCHEZ

Lines  Header

Tirmesheet
Resource Wiorkweskc Timeshest total Monthly/weekly working hours
(Ramon ARACILSENCHEZ ) (10722004 10317204 ) (1725
Timesheet period Approval status Time input Reference Monthly/Weekly working days
(07172028 - 1073172024 | o ‘ (@
Timesheet lines
+New line  inputtime Load mysetivitiés Common activites
Project 1D Project name Actvity number  ctivity

Customer Name





image8.png
< C @ €1 https:/ficc-prod-finance.operations.dynamics.com /?cmp = CC&mi=TsTimesheetEntryGridViewMyTimesheets

@ mport successtul,

Save +New [Delete ()Workflow Timeshecttimevalidation Timesheet Options ® 0 PO

Maintain print
My delegates | Printtimesheet

@
3
(C]
=]

My timesheets | Standard view
TS003496 : Ramon ARACIL SANCHEZ

Lines  Header

Tirmesheet ontt [~
Resource Wiorkweekc Timeshest total Monthly/weekly working hours
(Romon ARACILSSNCHEZ ) (1ojesaund—1031/2088 ) (175
Timesheet period Approval status Time input Reference Monthly/Weekly working days
(07172024 - Toy31/2028 ] buk (Marthly @
Timesheet lines
Remove D Inputtime Losd my activities Common activiies
2 Customer Name Project D Project name. sctivty number Activty
cusonoeo Office of Information and Carnmunications Technolagy  PRIODOZ63 Application Sewvices  1CC-009117 Managed Services - Application
‘@ cusooos Faod and Agriculture Organization PRIOO0IZ IPRC cPhyto Services  10C-011854 PSLOS - Application Support and
1 cusooozs ] e Bt Gt PRIOOOSAT IPPC - ePhyto Generic .. | 10C-011696 PSLOS - Application Support and
CUSII4E v United Nations Offce n Geneva PRIOOSOT © Cartede Legitimation &.. [CC-012124 v Application Development Servc




image9.png
< C @ ) https://icc-prod-finance.operations.dynamics.com /7crmp = | CC&mi=TSTimeshee tEntryGridViewhyTimesheets

@ mport successtul,

RIS Sove +New [ Delete O Workilow ' Timesheettime validation Timesheet Options O e 0 PO
¥ Mainiain v
@ Mydelegates | printtimeshest

My timesheets | Standard view
TS003496 : Ramon ARACIL SANCHEZ

Lines  Header

Timeshest ortt |~
Resource Workeek Timesheet otal Morthiy Weekly woring hours
(Raman ARACIL SANCHEZ (1072872024 - 1073172024 (1725
Timesheet period Approval status Time input Reference Monthly/Weekly working days
(Fori7202a - Tor31/2028 Duste (Marthly S @ )
Timeshaet lines
+Hewline @ Remove [ nput ime Load my sctivities | Cormmon scties)|
< Customer Name roject 1D rojectname Activty umber sty

©  CUSOR0 v Office of Information and Communications Technology  PRIODO2ES © Bpplication Senvices  [CC-009117 v Managed Senvices - Application S





image10.png
< C @

@ import st

Maint,
iy deley

@
3
(C]
=]

My times|

TS00!

Lines

Timeshe

Raman.

1071728

Timeshe

+ New

) httpsi/fice-prod-finance.operations.dynamics.com /7crp=| CC&mi=TSTimesheetEntryGridViewhyTimesheets

Standard view

Common activities

O valid for
Table
Table
Table
Table
Table
Table

Table

Table

1 project D
PRIO000ED
PRI000O70,018002
PRIO00O70.018.002
PRIO00O70.018.002
PRIO00O70.018.002
PRIO00O70.018.002
PRI000O70,018,002

RI000070,018002

PRIO00O70.01,002

roject name
Marketing

Business Solutians
Business Solutions
Business Solutions
Business Solutions
Business Solutions
Business Solutions
Business Solutians

Business Solutions

Actty number
1cc-012528
cc-013322
1cc-013323
1cc-013324
1cc-013325
1cc-013326
1cc-013327
1cc-013328
1cc-013329

purpose Notes
Pre-Sales

Standard activities

Persannel Adrrinistration

Tiining & Development
Management

Research & Developrment

Audit

Other Leaves





image11.png
(8] hitpsy//icc-prod-finance.operations.dynamics.com/7cmp =|CC&mi=TSTimeshee EntryGridViewhyTimesheets

& = Hsave +New [Delete C3Workflow Timesheettimevalidation Timeshest Options O 0 PO

Mainiain pnt

My delegates | rint tmeshet

~

My timesheets | Standardview
TS003496 : Ramon ARACIL SANCHEZ

Lines Header

Timesheet lines

“FNewiine @ Rermove [BIRGURBME Lood my activtesCornmon acttie

O Z customer Name Project ID Project name. Activity number Activity

CUSIO0B0 - Oficeof nformston and Communications Technology  PRIO00ZE3 O e[t | T e )

cusoonss International Camputing Centre PRI000O70.01,002 Business Solutions Icc-013328 Annual Leave




image12.png
< C ® ) httpsy//icc-prod-finance.operations.dynamics.com ?cmp=| CC&mi=TSTimesheetEntryGridViewhyTimesheets v Dy

v

Standard view

= @ mports
Timesheet Input Time
6« =
. THET
MR onthiysWeekly working hours
© M (175
= Monthly/weekdy working dys
.
My tirmes| O C Customeraccount  Name Project ID Project name. Activity number Purpose.
Tso0! cusooos Intermational Computing Centre  PRIODOOTO0IB002  Business Solutions  1CC-013328 Annual Leave
Lines B CUS00080  Office of Information and Com... PRI000263  Application Services  ICC-009117  ~ Managed Services - Application Support Services -nn

Timeshe

+ New

Day deta




image13.png
Mytimesheets | Sandard view~

TS003496 : Ramon ARACIL SANCHEZ

Lines  Header

Timeshest 1 ontt [~

P pren pr—r— [re——
(Fomon SRACTSNEREE ) (10 077001 e N = a—

Timesheet perioct Approvalstatuz Time nput Reference Nonihiy/Weekly working days

Crrr— ® )

<





image14.png
Maintain print
My delegates | Printtimesheet

My timesheets | Standard view
TS003496 : Ramon ARACIL SANCHEZ

Lines  Header

Timeshest
Resource Timesheet perioct
(Remon ARACILSANCHEZ ) (107172004 - 1073172020

Timesheet lines

+Newline @ Remove [ Inputtime Load my actties Common actvities

< Customer  Name Projt D project rame

©  CUSI. v Office of Infarmatian and Communication... PRIODNZ2EE v Application Services
Day detals

Comments  General  Financial dimensions

o2y General lne comments AcTVITY

(sum 10713 Notes

Internal comment

S Atew [0eiete Workflow . Timesheettime validation Tinsshest  Options

o

activity number

Icc-009117

Approval status
Draft

activity

' Managed Senvice,

-]

tem group
06

tem number
MANAPPL

Category

Time input Reference

(Marthly )
Morthiy/Weeky woriing days
@
Mon1007 T8 Wed RS ThUOAD  FifOM
750 750 750 750 750

sat o2

2




image15.png
< C @ ) https://icc-prod-finance.operations.dynamics.com /7crmp = | CC&mi=TSTimeshee tEntryGridViewhyTimesheets

S FNew Delete 3Worklow | Timesheettime elidaion  Timesheet  Options 2

Prd I





image16.png
My timesheets | Standard view
TS003624 : José Pascual SILLA BELLVER

Lines  Header

Timesheet

Dt

. P—— Je—
prern e W R |

Timeshest total

Timesheet lines

JENGHIRE @ Remove ([ inputtime  Load myactivites Common actvities

O & cutome Name [—— p——
|. CUso0080 | Offce o Information and Com. ~ Applcation Services
cusoooso Offce of Information and Com.. PR100G263 Applastion Sevices | 1CC-009117

Actuity

Managed Services - Application

18400

Hem group

06

Hem nomber

MANAPPL

Time input Reference

Monthly N

Contractor hou balance

Cotegory
Psio3

Managed Services

Mon 10721

200

Toe 10722 Wed 1072

800

800




image17.png
Timesheet lines

+ Newline @ Remove [ Input time

O & customer
|  cusoomo
cusoooso

Name.
- Office of Information and Com..

Offce of Information and Com.

Load my activities Common activites

ProjectID
PRIOO0263

PRIOO0263

Project name
~ Application Services

Application Services

Activiy number

| ccansn7

Aty

1

Hem group
06
Purpose

Managed Services - Application...

Hem nomber
MANAPPL

Netes

Cotegory Men 1021
Managed Services
Stort datertime

4/1/2024 12:0000 AM

Toe 10722 Wed 1072

¥ End dateftime

12/31/2154 11:5959 PM




image18.png
Timesheet lines

+ Newline [ Remove [ Inputtime Load my activities Common actiities
[e)s] Activty momber Activity Hemgroup | Hemnumber | Category Mon10/21 Tuel0/22 Wed10/23 Thul028  Fiil025 Sat10/26 Suni0/27 Total Line property
le oy v o006 MANAPPL | Managed Senvices 000 NOBILLABLE

5 iccoosm7 Managed Services - Application ... 006 MANAPPL | Managed Services 800 800 800 800 800 4000 NOBILLABLE Standard





image19.png
Timesheet lines

+ New line
o c
le :

Remove [ Input time  Load my activities  Common actvties

Acthity number Aty Hem group
1cc-009117 v 005
1cC-009117 Managed Senvices - Application ... 006

Hemnomber  Category.

MANAPPL

MANAPPL

Managed Services

Managed Serv

Mon 10721

800

Toe 1022 Wed 10723 Tha 10724

800

800

800

Fit02s

800

Sot1026 Sun 10727

ot Line property
000 NOBILLABLE
4000 NOBILLABLE

Standrd

LN

vt

Standard





image20.png
Timesheet.

+ Newline @ Remove [ Inputtime  Load my activities Common activites

S Adivty rumber Activity Hemgrowp  Hemnomber  Category. Mon1021 Toel0/22 Wed10/23 Thald2e  Fril025 Sat10/26 SuniD27 Total Line property

1cC-009117 Managed Senvices - Application ... 006 MANAPPL | Managed Services 800 800 800 800 800 4000 NOBILLABLE Standard




image21.png
Timesheet lines

+ Newline @ Remove [ Inputtime  Load my activities Common activites

S Adivty rumber Actiity Hemgrowp  Hemnomber  Category. Mon1021 Toel0/22 Wed10/23 Thald2e  Fiil025 Sat10/26 SuniD27 Total Line poperty

1cC-009117 Managed Senvices - Application ... 006 MANAPPL | Managed Services 800 800 800 800 800 4000 NOBILLABLE Standard

1cc-009117 Managed Services - Application ... 006 MANAPPL | Managed Services 200 200 NOBILLABLE on-cal




image22.png
nance and Operations

(D The mber of hours entered st withinthe curent belence. The blance sfte submiting these hours wilbe 138075 hours.

® ¢ = g [ Deete . Worklow ~ Timeshest e Valigaion Timesheet  Options 5 0

y dees

Standard view

TS003624 : José Pascual SILLA BELLVER

Lines

Timesheet -

Roowee ect ol Time input Reference
Joseé Pascual SILLA B

Monthly

5650

Timesheet lines

) S| [eymmter hemgrowp [ Hem mmber | Cotegory Nont021 Toe 22 W02 Thoi024 601025 Sw1028 51027 ot i roperty e ecrting e
s ccam © w0 e 000 NoBILABLE
s ccan 200 120 s
S CCOMIT v Managed Sences - Appication.. 005 waNAPPL 1 Filvosiuane v





image23.png
-+Naw D Q3WaH108 % Tmeshest e ldsion Trmeshes Options

M-.m.m r Review timesheet workflow

My delegates | Printtimesheet 5003498

2 3

B G %+ o




image24.emf
7z

pXX=

=

UNICC










