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The new application allows you to fill in electronically your Timesheet.

The Timesheet registers the number of hours devoted to the research projects, subject to audit, in which

you are involved.
You can enter it from the Professor’s Diary or via intranet.

Login via Professor’s Diary: www.unibocconi.it, click on yoU@B Student/Professor’s Diary, enter with your

user and password, you will see the Timesheet under “Procedure”
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PROCEDURE LA TUA AGENDA
Timesheet E Ago 2012
CONTATTI ATENEO
L L M M G v s STATUTC E REGOLAMENTI
Rubrica degli st¥%a - - - 1 2 3 = SEDI
Rubrica personale 5 6 7 8 9 10 11

DIPARTIMENTI
CENTRI DI RICERCA

RISORSE E SERVIZI
BIBLIOTECA

NEWS & EVENTS
MAILBOX

SEARCH

MAP

Calendario della settimana

DIDATTICA

SCUCLE E PROGRAMMI

GUIDE ALL'UNIVERSITA'
INSEGMAMENTI

ORARI AULE E CALENDARI

ORARIC DI RICEVIMENTO DOCENTI

DIDATTICA MULTIMEDIALE
INTRANET

HELP yoU@B Docenti

Comunicazicne & Servizi per la Didattica:
uatb.docenti@unibocconi.it

tel. 0258362210 e 0258362071

LINK PERSONALI

I aggiorna il tuo profilo
I personalizza colori
I english version

I ESCI DALL'AGENDA [LOGOUT]

Mon sono presenti messagai dall'Universita'.

EVENTI

« Ewenti in programma

13 settembre 2012 ore 14:00 -
PhD Day
Deutsche Bank Room via Roentgen 1, Milano
Partecipazions gratuita

13:00

19 settembre 2012 ore 10:00 - 13:00
Efficienza e risparmio energetico

Aula Seminari A303 via Roentgen 1, Milano
Partecipazione gratuita

® Ewenti culturali in programma

11 ottobre 2012 ore 21:00 - 23:30
Concerto della pianista Tamila
Salimdjianova

Aula Magna via Gobbi 5, Milano
Partecipazione gratuita

14 ottobre 2012 ore 10:00 -
Bocconi Run

Universita Bocconi via Sarfatti 25, Milano
Partecipazione a pagamento

13:00

VEDI TUTTI GLI EWENTI
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Login via intranet : Faculty Administration — Research click on F- Electronic Timesheet

Bocconi Faculty Administration g%

# Home = Calendar Contaty

intranet | Faculty Adminisiration | Home | Research [ [+
Research

* Faculty

i RESEARCH

A - STRUCTURE AND ORGANISATION
EVALUATION SYSTEM AND RE

ARCH MCENTIVES
- OTHER INTERNAL FINANCING

B
¢

¢ D - INTERNAL POLICY
E - ETHICS POLICY

F

« ELECTRONC TIMESHEET

G - HIGH PERFORMANCE COMPUTING (HPC)

» H - IRiS RESCARCH CATALOGUE

F - ELECTRONIC TIMESHEET

Navigation

e F - ELECTRONIC TIMESHEET
» A - STRUCTURE AND ORGANISATION
» B - EVALUATION SYSTEM AND RESEARCH INCENTIVES L5
» C- OTHER INTERNAL FINANCING :

» D - INTERNAL POLICY

# E - ETHICS POLICY

# F -ELECTRONIC TIMESHEET

# G - HIGH PERFORMANCE COMPUTING (HPC)
» H-IRIS RESEARCH CATALOGUE

=D

% Instructions



Once in the system, you will see all the research projects assigned to you, which are
subject to completion of a Timesheet.
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(= Bocconi - Timesheet - Windows Internet Explorer
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Projects list

»

« LOCALISE - Prof Paclo Graziano

« Progetto Prova- SeleCt projeCt

Other Activities

Add new activitie

Boceon

5] print summary ofthe working hours for the year| 2012 %
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You can also fill in the timesheet daily, save it (save icon) and enter again at a later date.

This operation should be repeated for all your projects.

If you make a mistake you can correct it by clicking on restore.

File Edit View History Bookmarks Tools Help

8 Mail - Recruiting-Ricerca - Out! 3 [y Posta - Ricerca - Qutlook

Bocceoni -

C @ QO B = hitpsi/ftimesheet.unibocconi.it/timesheet.php?project=248&;

Timesheet

Title of the project Progetio Prova

Description esempio
Person llaria Fortuna.
Period November (11) 2021

% [ Mail - llaria Fortuna - Qutlook % [B Atti e normativa | Ministero dell 3 My Project{s)

Qiakh=118tyear=2021

x Timesheet Admin

x m F - TIMESHEET ELETTRONICO - X Bocconi - Timesheet x +

8 @ 3t

Other projects | | | ‘ | | |
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Day total | | | ‘ | | |

Total productive hours for the month
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E printreport and close menth back to projects list
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In order to fill in the timesheet of December during January, please, click on the month, you will see the
complete list and next to it you could chose the year.

#= Bocconi - Timesheet - Windows Internet Explorer,
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LOCALISE
Contratto n. 2657
llaria Fortuna

=] print report and close month back to projects list

7R N I S O B
September

MAMN October

1 proectmanagementiovereer [ [ [ [T T T T T T T T T T T T T [T T Je

Total MAN | o

Day total Y N I

Total productive hours for all projects in the month | o

B2 print report and close month back to projects list

Choose December, then the year, in this way you will see a blu arrow .Click
there and you will be connected to the chosen month.

==

Title of the project.  LOCALISE
Description: Contratto n. 266768
Persaon: llaria Fortuna

Period: December V||2[]12 V|ﬂ

Click to select different date

CCOIl1



Put the cursor in one of the cells, when you begin to
write there, the cell will become yellow and you will
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see the icons save and restore.
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Timesheet ! logout

Title of the project:  Progetto Prova

Description: esempio
Person: llaria Fortuna
Period: April 2012 £ print report and close month back to projects list

Click to select different date

Bocceoni

Other projects | [ [T T=T T T T T T P Jeff T T T TTTTITTTTTITTTTIT T TS
AN
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Total MAN ]
RTD
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Total RTD o
Dey ot [ [ [T T=T T T T T T P Jlef«ef T T T PT T IT T T PT T [T ]
Total productive hours for all projects in the month | 5

@ print report and close month back to projects list
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When you enter the working hours, you will see the daily total, as the system
calculates a sum together with all the other hours declared on the other projects.

{= Bocconi - Timesheet - Windows Internet Explorer
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Title ofthe project.  Progetto Prova

Description: esempio
Ferson: llaria Fortuna
Period April 2012 save (& restore [ printreportand close month [ backto projects list

Click to select different date

Bocceoni

Other projects [ [ T T2l T T T TP T T2l T T T T T T T T T TTTT T T T TS
MAN

L PP PP PP PP PR |
Total MAN 2
RTD

PP PP PP PP PP PP PR |
Total RTD 0
Day tota [ [ T Tl T T T T P T T2l T T T T T T T T T T T T T T T 1]
Total productive hours for all projects in the month | 7

save (@ restore [ print report and close month back to projects list

.
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The timesheet must be filled in regularly, closing every month by the beginning of the
following month by clicking on print report and close month, the system asks you to confirm.
If you confirm, you will be directed to the printer window. Print the timesheet, sign it and
have it signed by your Scientific Director of the project. Then, give it to your project
administrative assistant who will keep it for the audit.
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The system will ask for a confirmation if the user click on back to project list before saving, or try to
leave before saving.
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The timesheet must be filled in regularly, closing every month by the beginning of the
- following month by clicking on print report and close month, the system asks you to confirm.

Before printing, the system will ask you a short description of the activities carried out for the project during
the month (max 350 characters including spaces)

If you confirm, you will be directed to the printer window. Print the timesheet, sign it and

have it signed by the Scientific Director of the project. Then, bring it to the administrative staff of your
Research Center.

File Edit View History Bookmarks Tools Help
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Example of timesheet ready for printing /pdf printing and signature.

File Edit View History Bookmarks Iools Help
W Mail - Recruiting-Ricerc: X (3 Posta - Ricerca - OutlookX [ Mail - llaria Fortuna - 01 % [B] Atti e normativa | Minist X My Project(s) % [® Participant Portal Grart | X Timesheet Admin » [ F-TIMESHEETELETTRO X Bocconi - Timesheet %

« > C @ O B 52 httpsy/timesheet.unibocconiit/report.php?id_project=24&maonth=11&year=2021&desc=abc a8 %

Print 1 sheet of paper

[ save to POF v

Universita Commerciale "Luigi Bocconi”
Orientation

Pages

sl wl el s Tuls ] Al

Color mode

Color

Fewer settings

oo sustva nowstaring man Papersize

US Letter

5ot s e o e st e 0k o

Scale

O Fitto page width

() Scale | 100

Naria Fortuna S Pages per sheet

Administrative fasistent

1

Margins

Defaul:

Format

© original

() simplified
Options

[] Print headers and footers
["] Print backgrounds

Print using the system dialog..

Find in page [] Highlight Al [] Match Case [] Match Diacritics [_] Whole Words

Universitd Commerciale "Lu %

9 &

[En]
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Finally , there is also the , that must be filled in only by Full Professors, Associate professors, Assistant
Professors and permanent administrative staff .

The Summary has the same value as the old Excel sheet.The Summary is only one for the whole year, it should be
saved and printed at the beginning of the following year. Here, you should add all the other activities done during
the year (i.e. paper, book chapter, published articles, other non financed researches etc.)

/= Bocconi - Timesheet - Windows Internet Explorer

@ L - |§, unibocconi,it, | ||| 2 | 2 -
File  Modifica Visualizza  Preferiti  Strumenti 7 x  @gConvert - [ Select
Sip Preferiti | gl &) - & Free Hotmail & ©
& Bocconi - Timesheet & - B % g=u - Pagina - Sicurezza - Strumenti - @ - b
© m— Timesheet ! logout

To add an activity: click on other
activities and drecribe the
activity, ie. Paper title “ ABCD”
and add the number of hours.

Projects list

s LOCALISE - Prof Paclo Graziano
= Progetto Prova -

Other Activities

Boccon

Year Description Hours
or cancel
Click save to add
2 print summary of the warking hours far the 'fear the activity

13
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Click on print summary and select the year to printit. Sign and give it to your secretary .

(= Bocconi - Timesheet Report - Windows Internet Explorer

p—— =
\S12) |§, http:/falomedia. sm.unibocconi.it/timesheet [repart_year php?year=2012 V| +| X ‘)—f Bing | Pl
File  Modifica  Visualizza  Preferiti  Strumenti ? | 3 @Camvert + [ Select

sl Preferit | % B Suggested Sites * @] Free Hotmall @] ieb Slice Gallery +
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Universita Commerciale
summary of the working hours for the year: 2012 Luigi Bocconi
Fzrzon: PTA llaria Fortuna Organization: Universit: Commerciale "Luigi Boceoni™
LOCALISE Total hours 7
Frogetts Prova Total hours 3
Total 16

| 3m autharised to ign this documant and confirm this to be an zoourste record of the time worked on the sbove mentioned project
Signed: Position:

Print name: llaria Fortuna Datz:

Fine </ siti attendiii 4 - F100% v
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Summary example for Full/Associate/Assistant Professors.

Universita Commerciale
Luigi Bocconi

SUMMARY OF THE WORKING HOURS FOR THE YEAR:

Person: Prof. XXXX Organisation.  Universita Commerciale "Luigi Bocconi”
Teaching and Institutions”  Hauitias Tatal hours 600
ABC project Total on the projects Total hours 300
HJG project appears automatically Total hours 120
PAPER "Paper zxw" Taotal hours 100
ARTICLE "vkg" Tatal hours a0
Research "yj" Tatal hours 100
Book "YYYYYY" chapters "3, 4" Py Total hours 230
nterl?er S bog 270
NG the XS etes GRAND TOTAL 100y
/nf 5 -.CO
& otherme ﬁ-om

1720

Please, contact the Grants Office for any question, trouble (i.e. you close a month but then
realize you put in the wrong number of hours ) or doubt divisione.ricerca@unibocconi.it or
ricerca@unibocconi.it, ph. llaria Fortuna 5292.
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