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Notices 

Every effort has been made to supply complete and accurate information, 
however the information in this document is subject to change without 
notice. UNIT4 Business Software Limited assumes no responsibility for any 
errors that may occur in the documentation.  

Microsoft ® Excel, Windows ® and Microsoft ® SQL Server ™ are either 
registered trademarks or trademarks of Microsoft Corporation in the United 
States and/or other countries. Crystal Reports is a trademark of Crystal 
Decisions, Inc. All other brand names, product names and company logos 
are trademarks or registered trademarks of their respective owners. 

This document contains information that is proprietary to and considered a 
trade secret of UNIT4 Business Software Limited. It is expressly agreed 
that it shall not be reproduced in whole or in part, disclosed, divulged, or 
otherwise made available to any third party either directly or indirectly. 
Reproduction of this documentation for any purposes is prohibited without 
the prior express written authorisation of UNIT4 Business Software Limited. 
All rights reserved. 

UNIT4 Business Software Ltd © 2011. 
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Welcome 
 

Welcome to the ABW PCB Timesheet Processing training. 

This is a training course that has been designed to provide you with an 
in-depth understanding of how you register, amend, post and follow up 
time transactions in the ABW Project Costing and Billing (PCB) module. 

The course contains these training sessions as follows: 

• Session 1 – An overview of timesheet processing 

• Session 2 – Setting up timesheet processing 

• Session 3 – Recording personal time 

• Session 4 – Recording group time 

• Session 5 – Maintaining and validating timesheets 

• Session 6 – Posting time to the General Ledger 

• Session 7 – Running timesheet enquiries. 

The course is designed for super users, and you should be familiar with 
using and working in a Microsoft Windows environment. 

Trainees should have attended the following courses before attending this 
course: 

• Introduction to ABW 
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Training basics 

Your trainer will explain: 

• location of facilities including toilets, tea and coffee 

• fire procedures within the building and the marshalling points 

• mobile phones and PIM – make sure that they are switched off 

• breaks – there are regular breaks during the course including 
coffee breaks at convenient points throughout the day and a 
lunch break of approximately 1 hour 

• feedback – forms are distributed to provide feedback on the 
course. Please fill them in before you leave. 

Introducing the course 

Your trainer will explain the course format and materials: 

• the course is a combination of demonstrations, which you can 
follow on your PC, and exercises to confirm your understanding 
of the topics covered, which unless stated otherwise should 
be completed on ABW client A3 

• teaching aids, such as PowerPoint presentations, are used where 
appropriate to help to help explain concepts, processes or 
procedures 

• a number of documents support the course: 

− Projects Timesheet Processing Course Delegate’s Workbook 
to guide you through the course (this document) 

− Projects Timesheet Processing Exercise Workbook 
containing a set of exercises to do as you work through the 
Delegate’s Workbook. 

Additional information on the topics covered in the training is available in 
the On-line Help, and the ABW Project Reference Manuals: 

• PCB Data processing  

• PCB Setup Resources, Time costs and Income 

• PCB Reports and Enquiries. 
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Objectives of the course 

The objectives of the course are to help you: 

• Understand the dataflow of time transactions ABW PCB from 
timesheet entry to posting in ABW General Ledger 

• Understand the basics of time costs 

• Be able to enter, amend and reverse timesheets on all levels 

• Be able to post time costs in ABW General Ledger 

• Be able to do enquiries and follow up on time transactions on all 
levels in ABW Smart Client. 

At various stages in the course you are asked to complete exercises to help 
you understand the concepts and tasks that are described by your trainer. 

Each session has a set of key learning points that you can use to check 
that you have understood how to perform the tasks that are described in 
the session training. 
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Further courses to attend 

After the training, you can attend additional training related to individual 
ABW modules to support your specific business processes. 

Courses that you may consider include: 

• Project Basics 

• PCB Invoicing 

• Enquiry, Browser and Analyzer. 
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Session 1 
An Overview of Timesheet 
Processing 
 

This session provides you with an overview of the timesheet system for 
projects. It covers: 

• what is the project cost structure? 

• about the structure of a project 

• about time costs on a project 

• about timesheet processing. 

By the end of this session you should have a firm understanding of what 
timesheet processing is. 

 

Key learning points 

Understanding how a project is structured. 

Understanding the cost, income and invoicing structure used on a 
project 

Understanding how timesheets are processed. 
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What is the project cost structure? 

Before you can use the PCB module to record and process timesheets, you 
need to decide on the following structures: 

• project structure 

• cost structure. 

The definition of these structures normally takes place during a phase of 
the implementation called business analysis and design. 

It’s important to have in-depth knowledge of your company’s business 
requirements to create the optimal structures for your organization. This 
includes: 

• in-depth understanding of work-flow and work-processes 

• knowledge of reporting needs 

• how does the organisation want to capture its standard costs. 

 

About the structure of a project 

Four levels to structure projects are available. All are not always necessary, 
but how to use them to meet the needs of differing areas of the business 
should always be considered. 

The following diagram shows the various links between the Project master 
file and other setup in Project Costing and Billing (PCB): 
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The four levels of the project structure contains the following elements as 
seen in the diagram: 

 

 

 

 

 

 

 

 

About project costs 

There are many things to consider for the cost structure on a project: 

• number of cost components 

• number of project types 

• number of resource types 

• number of cost categories 

• hourly cost from ABW Payroll. 

Costs for a project are linked as follows: 
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The process flow of information and tasks through timesheet processing is 
as follows: 
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The numbers within each box indicate the training session that deals with 
that particular process. 

In summary, the timesheet process is as follows: 

1. Timesheet codes and other ABW information that is needed for 
timesheets to be processed correctly are set up using various 
windows. 

2. Time for resources, such as employees, is entered into a timesheet 
on an individual basis (personal time) or as a group of people (group 
time). Timesheets are then initially processed ready for validation. 

3. Timesheets are authorised. 

4. Timesheets are validated to ensure that details are correct. 
Timesheets can also be amended if required. 

5. Timesheets are posted to the General Ledger so that ABW can be 
updated. 

6. Expenses are posted so that details are registered in ABW. 

7. Enquiries can be run to obtain information on timesheets that have 
been processed by PCB. 
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Most of the tasks you need to perform in the ABW Smart client are 
accessed from the Timesheets menu: 
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Session 2 
Setting Up Timesheet Processing 
 

This section of the training provides you with a demonstration of how you 
set up ABW and particular elements of the PCB module so that timesheets 
can be processed. It covers: 

• confirming common setup 

• setting up work schedules 

• setting up time costs 

• setting up system parameters 

• setting up resources. 

By the end of the session you will have a firm understanding of how ABW is 
set up to enable the PCB module to work. 

 

Key learning points 

Understanding the system setup required to enable PCB to operate. 

Understanding how to define time costs for use with timesheets. 
 

 

NOTE: Workflow should be set up on the training database. Check that this has 
been done; otherwise details of the set up is contained in the Appendix. This set 
up should be done before entering time transactions. 
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Timesheet setup is the first element in the process flow through PCB 
timesheet processing. 
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Confirming common setup 

In order for ABW to process PCB data correctly you need to confirm the 
following items are set up: 

• attributes 

• account rules: 

− hourly costs 

− additional hourly costs 

− recovery 

• chart of accounts 

• fixed registers: 

− transaction series 

− transaction types 

− posting cycles. 
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Confirming attributes 

You use the Attributes window to set up project attributes for use in PCB. 
All attribute IDs that start with a B are project attributes. 

1. Display the Attributes window in ABW Common: 

 Select AGRESSO Common | Attributes and relations | Attributes 

 

 

The key attributes are: 

• PROJECT (BO) – the posting attribute in PCB that is central for 
account rules, timesheets and several PCB server processes 

• WORKORD (BF) – work order is a subdivision of a project that 
may or may not have separate characteristics 

• ACTIVITY (B1) – a crosscutting subdivision of projects or work 
order that may or may not be unique for a given project 

• COST.CAT (B3) - Cost category groups resources with the same 
cost rate 

• WORKSCH (CC) – Work schedule creates a work calendar for 
resources 

• PERTYPE (IE) – Period type defines the period of time for which 
timesheets are entered. 

2. Confirm that project attributes are set up. 

3. Close the window. 

List of attributes 

 

 

 

 

 

 

 

 

 

 

 

Settings for attribute 

 

 

 

 

 

 

 

 

 

 

 



UNIT4 Training Services  Session 2: Setting Up Timesheet Processing 

 

18  Version 561.1 

Notes 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Confirming hourly costs rules 

Hourly costs rules are used in project time costing with base pay as basis. 
All calculated time costs use this rule to post the hours when posting to the 
General Ledger. 

1. Display the Account rules window: 

 Select AGRESSO Common | Accounting structure | Account rules 

2. Select Costc Project WorkOrd (O) Activity (O)Hrs option from the 
Rule drop-down list and press Tab. A list of the existing categories 
for the rule is displayed: 

 

NOTE:  

− There is a direct relation of COSTC on PROJECT, as shown 
previously in Attributes screen. Each project is assigned to 
a cost centre in the Project master file. The cost centre will 
be automatically filled in when a project code is selected. 

− To enable reporting on hours worked from the aggregated 
balance tables, a value of HOURS is set up in the account 
rule. 

3. Confirm that the rule for hourly costs is set up. 

4. Close the window. 
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Confirming additional hourly costs rules 

Additional hourly costs rules are used on the account for additional hourly 
costs calculated on top of base pay. Hours are not tracked here, as they 
have already been accounted for on the rule for Hourly costs. 

1. Display the Account rules window: 

 Select AGRESSO Common | Accounting structure | Account rules 

2. Select the Costc Project WorkOrd(O) Activity(O) option from the Rule 
drop-down list and press Tab. A list of the existing categories for the 
rule is displayed: 

 

3. Confirm that the rule for additional hourly costs is set up. 

4. Close the window. 
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Confirming recovery rules 

Recovery rules are used with the account for the credit side of time 
transactions to balance the costing entries. Only COSTC is tracked here, in 
order to do labour recovery analysis by cost centre. 

1. Display the Account rules window: 

 Select AGRESSO Common | Accounting structure | Account rules 

2. Select the Costc option from the Rule drop-down list and press Tab. 
A list of the existing categories for the rule is displayed: 

 

3. Confirm that the rule for recovery is set up. 

4. Close the window. 
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Confirming the chart of accounts 

You can confirm that the chart of accounts has a set of accounts to handle 
the costing and billing of projects. 

You need to ensure that attribute values, including the Chart of accounts, 
are valid from the correct period. 

1. Display the Chart of accounts window: 

 Select AGRESSO Common | Accounting structure | Chart of 
accounts 

 

 

2. Check the chart for the project accounts. 

3. Close the window. 

 

Confirming common fixed registers 

Before using PCB you should check that the following common fixed 
registers are set up: 

• transaction series 

• transaction types 

• posting cycles. 

 

List of accounts 

 

Rules for accounts 
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Confirming the transaction series 

You can use the Transaction series window to confirm that at least one 
dedicated transaction series is available for transactions which originate 
from the PCB module. PCB runs a number of server processes, each of 
which requires transaction numbers for posting to the General Ledger or 
other tables. 

1. Display the Transaction series window: 

 Select AGRESSO Common | Fixed registers | Transaction series 

 

 

2. Check there is a transaction series for TB, TC, TS and TT. 

3. Close the window. 

List of transaction types 

 

Transaction numbers to apply 
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Confirming the transaction types 

You can use the Transaction types window to confirm that at least one 
transaction type for posting asset transactions is available. You can set up 
several types for further analysis. 

1. Display the Transaction types window: 

 Select AGRESSO Common | Fixed registers | Transaction types 

  

2. Check there is a type defined for TB, TC, TS and TT. 

3. Close the window. 

Confirming the posting cycle 

You can use the Posting cycles window to confirm that an active posting 
cycle is available for the transaction series.  

1. Display the Posting cycles window: 

 Select AGRESSO Common | Fixed registers | Posting cycles 

 

 

2. Check there is a posting cycle for each of the transaction series TB, 
TC, TT (AP, AR, GL), TS and TE. 

List of 
transaction 
types 

List of posting cycles 
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3. Close the window. 

Setting up time costs 

In order to be able to run through the timesheet process some basic 
elements for time costs have to be provided in the PCB setup. These 
elements are set up using several windows. 

Setting up time/project accounts 

You can use the Time/Project accounts window to designate valid General 
Ledger accounts for use with PCB. The project accounts with calculated 
costs contain both debit and credit posting, to avoid double posting to the 
General ledger. The calculated cost accounts will normally be placed in the 
handling accounts area of the General Ledger (GL). 

The following accounts need to be set up in the Time/Project accounts 
window: 

• Any GL accounts that are to be used in Project Costing & Billing, 
except the Debtor (AR) Control Account, which is controlled 
through ABW Accounts Receivable 

• All revenue accounts 

• All accounts to which time costs are to be posted 

• All accounts to which accruals of uninvoiced time and expenses 
are to be posted 

• All accounts which Project budgets are to be set up against 

• All accounts used for expenses via PCB. 
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1. Display the Time/Project accounts window: 

 Select AGRESSO Project | Project Costing and Billing | Fixed 
registers | Time/Project accounts 

 

 

Setting up time/project periods 

Introduction 

You can use other periods than regular weekly periods in timesheet entry. 
You may use periods of 14 days or monthly periods. What interval you 
choose for your periods is up to the requirements of the company. The only 
restriction is that no period used in Project can exceed 31 days. 

Period types 

You can choose to have a number of different period types for Timesheets. 
A period could be set to one day, a week, or two weeks etc. The period 
type has to be connected to the resource as a relation. The attribute ID IE 
for the attribute PERTYPE has to be set up as a relation on the resource. 
The new Time Period becomes a value of the attribute PERTYPE. 

If no relation value for PERTYPE is defined the standard (weekly) period 
type TS will be used. 

It is not recommended to change period type during a fiscal year. 

All Resources must have a PERTYPE relation against RESNO on their 
personnel file. If a resource is to enter a timesheet on another resources 
behalf they must share the same PERTYPE in order to ensure there are no 
posting errors to the wrong periods. 

The time/project period is connected to an account period and a date 
interval defines when the period is valid. 

List of 
accounts 
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1. Display the Time/Project periods window: 

 Select AGRESSO Project | Project Costing and Billing | Fixed 
registers | Time/Project periods 

 

2. Set up periods using the following fields: 

 Select Type TS, Year 2008 

 Insert some rows 

 Select Tools – Generate periods 

 Select Period length = Weeks, Interval 1 

Date from = the first day of the first week of the financial year 

Date to = the last day of the last week in the financial year 
(NOTE: this date may fall in the next financial year) 

3. Select Period from the drop down list in Text 1. This will use the 
period number as the period description. You may define your own 
description by typing into the Text 1 – 4 boxes. 

4. Select Keep or press F11. This will generate the periods. 

5. Save the details and close the window. 

 

List of 
time/project 
periods 
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Work schedule 

To enter time through Timesheets every employee needs a Work schedule. 
You can generate Work schedules for every employee on a personal basis, 
for groups, or a general Work schedule for everyone at the company. 

When entering a timesheet the default values visible in ‘Personal Work 
Schedule’ are taken from the work schedule attached to the Resource of 
the time sheet being entered. 

In turn Limit Controls can also be attached to a work schedule which can 
take effect when entering Timesheets and Absences, warning or even 
stopping the user from entering values outside of defined limits. 

 

Setting up a Work schedule 

Work schedules are made up of the following elements: 

System setup days - In System setup days you decide what days the 
week starts and ends. For example a work week may start on Sunday and 
ends on Saturday. The week must be entered as a seven day week. 

1. Display the System setup days window: 

 Select AGRESSO Project | Project Costing and Billing | Fixed 
registers | Personal work schedule | System setup days 

 

2. Review the set up and close the window. 

NOTE: System setup days and the DAY_NO parameters in System setup 
values must be the same, otherwise working and not working days will not 
be correctly generated. 
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Day type variants  

Here you define Day type variants. A Day type variant is used to define 
elements within a day, for example: Normal time, break times, etc. 

1. Display the Day type variants window: 

 Select AGRESSO Project | Project Costing and Billing | Fixed 
registers | Personal work schedule | Day type variants 

 

2. Enter a day type variant for normal time 

 Type N as the Attr.value 

 Type Normal time as the Description 

3. Save and close the window 

 



Session 2: Setting Up Timesheet Processing   UNIT4 Training Services 

 

Version 561.1  29 

Notes 

 

Day type master file  

The Day type master file is used to define the structure of a working day. 

1. Display the Day type master file window: 

 Select AGRESSO Project | Project Costing and Billing | Fixed 
registers | Personal work schedule | Day type master file 

 

2. Enter a day type for a normal working day 

 Type STD as the Day type 

Type Standard day as the Description 

Insert a row and enter 0900 as the Time from and 1700 as the 
Time to. 

Tick the Norm box 

3.  Save and close the window 

 

Exercises 

Open the Exercise Workbook and complete the following exercise: 

Exercise 2.1: Setting up day types 
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Holidays 

Non working days, such as Bank Holidays or shut down holidays can now 
be set up in advance and entered into the Personal work schedule for the 
year. 

The Holidays calendar is applied to the resource along with the working 
schedule. 

1. Display the Holidays window: 

 Select AGRESSO Project | Project Costing and Billing | Fixed 
registers | Personal work schedule | Holidays 

 

2. Enter BH2008 in the Holiday reg field 

 Insert rows and enter the following bank holidays 

  Date    New Day type 

   01/01/2008    BH 

   25/12/2008    BH 

   26/12/2008    BH 

NOTE: To display the Percent field, select Setup from the Tools menu and 
select Show box for the Percent column name in the Setup enquiry. 

3. Save and close the window 
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Work schedule 

Here you set up a work schedule to be assigned to resources. The Work 
schedule must be in cycles of 7 day weeks and cannot be more than 28 
days. The System parameter HS_PARTTIME_PCT needs to be activated if 
the work schedule is created with Part time% ticked. 

1. Display the Work schedule window: 

 Select AGRESSO Project | Project Costing and Billing | Fixed 
registers | Personal work schedule | Work schedule 

 

 Enter STD as the Work schedule and Weekly schedule as the 
description 

 The Part Time % tick box will calculate reduced hours for part 
time employees assigned to this work schedule 

2. Insert some rows and enter a one week schedule. The week number 
refers to the week in the working cycle i.e. if employees work on an 
early/late shift pattern Week 1 would define the early shift week and 
Week 2 the late shift week. 

 Enter Week 1 for Monday to Friday, all days have day type STD.  

 Enter Saturday and Sunday as day type WE 

 Tick the Part-time % box 

 

3. Save and close the window 

4. Display system parameter HS_PARTTIME_PCT and activate it if it is 
not switched on. 
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Generating Personal work schedules 

In order to enter timesheets all resources must have a relation to the 
attribute WORKSCH. If all employees are using the same work schedule the 
parameter HS_DEF_WORKSCH can be activated with the work schedule 
code as the value. 

1. Display the Relations on resources window: 

 Select AGRESSO Project | Project Costing and Billing | Fixed 
registers | Fixed relations | Relations on resources 

 

2. Confirm that WORKSCH is set up as a relation on resource then close 
window. 
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3. Display the Resource window. 

 Select AGRESSO Project | Project Costing and Billing | Resources | 
Resource 

 

4. Select resource number 1000 Andrew Markham and click on the 
Relations tab 

5. Check that STD is the value for the WORKSCH relation 

 

6. Save and close the window 
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7. Display the Generate personal work schedule (HS04) window. 

 Select AGRESSO Project | Time Recording | Personal Work 
Schedule | Generate personal work schedule 

 

8. Select Work schedule = STD and Holidays = 2008 

Dates from and to as shown above 

Tick Allow updates 

9. Save the window 

10. Open Maintenance of ordered reports to check the progress of the 
process 

11. When the process has finished: 

 Open Personal work schedule details (ABW Project l Time 
recording l Personal work schedule) and select Resource ID 1000 
from the drop down box and Tab 

 Press F7 to display the details. 
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Time Cost Set-up 

A number of windows need to be set-up to hold the necessary data to allow 
PCB to calculate the time costs brought to a project.  These costs will then 
ultimately be posted into the general ledger. 

Setting up cost and income components 

You can use the Cost and income components window to set up the 
components on which an organisation wishes to perform its standard 
costing and billing. Components can be time-based or number-based. 

1. Display the Cost and income components window: 

 Select AGRESSO Project | Project Costing and Billing | Fixed 
registers | Fixed codes | Cost and income components 

 

 Insert some rows and add: 

Component Description Type Unit Unit cost 

MA Materials Additional Number 25 

2. Save and close the window 
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Setting up cost categories 

The Cost categories window is used to categorise ‘common’ resources 
together so that time costs can be defined for each cost category instead of 
each individual resource. Cost category must be defined as a relation on 
resource so that they can be related on the resource master file. 

1. Display the Cost categories window: 

 Select AGRESSO Project | Project Costing and Billing | Fixed 
registers | Fixed codes | Cost categories 

 

2. Set up a cost category using the following fields: 

 Select Insert row 

 Type Attr.value = PS 

 Description = Project Support 

3. Save the details and close the window. 
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Setting up posting rules for cost components 

Finally, the Posting rules for cost components window is used to define the 
GL analysis for each combination of cost component and project type. 
Details must be set up before time costs or other cost components can be 
registered against projects. 

1. Display the Posting rules for cost components window: 

 Select AGRESSO Project | Project Costing and Billing | Timesheets 
| Fixed registers | Posting rules for cost components 

2. Select the project type from the drop-down list and then search. A 
list of the existing posting rules is displayed: 

 

 

3. Posting rules are set up using the following fields: 

 Cost comp. This is the cost and income components defined in the 
Cost and income components window. 

 Res.type as defined in Resource types window. 

 Account. This is the account on which to place the hourly cost. 
The account must be a valid Time/Project account. 

 GL-A field. This is the attribute whose cost centre will carry the 
cost. 

 Bal.acct. This is the account on which to place the contra item to 
the hourly cost. 

 GL-Analysis. This is the attribute whose cost centre will receive 
the contra item. 

4. Save the details and close the window. 

Field to select project type 
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Setting up hourly costs 

Once the cost and income components and the cost categories have been 
specified, you can use the Hourly costs window to define the cost of one 
hour for each cost category. 

Hourly costs must be set up for each combination of project type / cost 
component / resource type / cost category that is valid for timesheet 
registration. 

An additional element to define costs per hour is the Cost category. Every 
resource is assigned to a cost category. 

1. Display the Hourly costs window: 

 Select AGRESSO Project | Project Costing and Billing | Timesheets 
| Fixed registers | Hourly costs 

2. Select the project type from the drop-down list and then search. A 
list of the existing hourly costs is displayed: 

 

 

Field to select project type 
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3. Set up hourly costs using the following fields: 

 Select Insert row 

 Select Cost comp. = Base Pay 

 Select Cost cat. = PS 

 Select Res.type = Full time 

 Type Wk from = 200101, Wk to = 209952 

 Type Hourly cost = 50 

4. Save the details and close the window. 

 

Exercises 

Open the Exercise Workbook and complete the following exercises: 

Exercise 2.2: Posting Rules for cost components 

Exercise 2.3: Setting up hourly costs 
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Setting up time codes 

You can use the Time codes window to vary cost and sales rates, define 
overtime transactions for reporting and approval and provide links to HR 
modules including Payroll. 

All hours registered in PCB must be matched to valid time codes. 

Typically time codes are used for: 

• marking normal hours 

• marking overtime hours for enquiries 

• marking overtime hours for various cost rates 

• marking overtime hours for various sales rates 

• completing GL analysis. 

 

1. Display the time codes window: 

 Select AGRESSO Project | Project Costing and Billing | Fixed 
registers | Time codes | Time codes 
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2. Set up time codes using the following fields: 

 Type DT as the time code 

 Type Double time as Description 

 Select Time trans as the Hour type 

 Tick Display distrib.  

 Tick Overtime 

 Select Hours as the Unit 

 Tick Fixed Unit 

 Click on the add button and select Cost component = Base pay 
(BP) and enter Factor = 2 

3. Save the details and close the window. 
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Setting up system parameters 

There are several system parameters that need to be set up for timesheets 
as follows: 

• time 

• time costs 

• time entry. 

You use the System parameters window to set up these parameters. 

The main fields for each type of parameter are shown in the following 
table: 

Time system parameters 

DUMMY_TIMECODE The default Time code used in time 
entry. Usually this is the Time code for 
regular hours. 

PERIOD The frequency of timesheet entry. 

Time costs system parameters 

EMPLOYEE_VALUE If this parameter is activated, the base 
pay rate for the resource will be 
retrieved from ABW Payroll 
management. Values here would be 
equal to the appropriate value 
references in payroll. 

EMPLOYEE_VALUE_CALC The calculation to be performed on the 
rate retrieved from ABW Payroll 
management when the 
EMPLOYEE_VALUE parameter is 
activated. 

If annual salaries are used, a 
calculation may be done to divide by 
the number of annual hours and 
multiply by the standard payroll burden 
percentage. 
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Time entry system parameters 

DEF_AUTH_LEVEL If activated, this parameter determines 
the default timesheet authorisation level 
in the Project Master file window. 

RES_USER_GROUP If this parameter is active, users can only 
register timesheets for the resource ID 
that they are connected to in the Users 
window for each company. 

TS_DEFAULT_PERIOD This system parameter defines what time 
period should be defaulted into the 
Timesheet entry window. It affects the 
windows environment only. 

VOUCHER_TYPE The transaction type to be used for 
transaction numbers assigned to periodic 
timesheets. 
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Session 3 
Recording Personal Time 
 

This session shows you how to enter and start processing timesheet data 
for an individual resource. It covers: 

• setting up timesheet resources 

• setting up timesheet connection control 

• setting up timesheet authorisation 

• entering timesheet data 

• approving a timesheet. 

By the end of this session you should be able to enter and begin the 
processing of a timesheet. 

 

Key learning points 

Understanding how to record timesheet data for an individual 
resource. 

Understanding the process of approving a timesheet that has been 
entered. 
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Recording personal time is the second element in the process flow through 
PCB timesheet processing. 
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Timesheet data for individuals are entered using the Personal timesheet 
entry window. Each resource enters personal time data on a weekly basis 
(or other timescale defined in the Time periods window). Each week is 
divided into seven days so the transactions can be further processed on 
date or week timescale. 

The system flow for processing timesheets is: 

Personal
timesheets

Unvalidated
time

Validated
time

General
Ledger

Web
timesheets

Office
timesheets

AUTHORISATION/
REJECTION

ENTRY/
AMENDMENT

AMENDMENT/
REVERSAL

TS13 PROCESS

TS03 PROCESS

TS04/GL07
PROCESS
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Setting up resources 

Resources are an entity, for which time is going to be recorded, monitored, 
costed and sometimes charged out. 

This means that resources in ABW can be both people and equipment. 

You set up a resource using the Resource window. There are three tabs on 
the window: 

• Resource - to view, set up, and maintain the details of a resource 

• Address - to view, set up, and maintain the resource address 

• Relation - to view, set up, and maintain the relations for the 
resource. 

Part time % and value references 

The number of hours worked by part time personnel can be calculated 
using the part time% field on the resource tab of the Personnel master file. 
The timesheet entry screen will use the value entered in this field and the 
normal hours of the resource’s work schedule to calculate the number of 
normal hours to be entered. Alternatively, separate work schedules can be 
created for part time workers. 

Some set up is needed to use the part time% percentage function. 

• A value reference code for part time percentage 

• A value reference rate  

• System parameter HS_PARTTIME_PCT needs to be activated 
(activated earlier) 

Value references and value reference rates are used by ABW Project to 
apply formulas to costs and income (i.e. markups) and are also used in 
ABW Payroll to calculate deductions such as PAYE. 

Value references and value reference rates will be explained in more detail 
in the PCB Invoicing course. 
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Setting up a value reference and value reference rate 

1. Display the Value references window: 

 Select AGRESSO Project | Project Costing and Billing | Resources | 
Value references 

 

2. Set up the value reference 

 Type PT as the Value ref. and Normal time as the description 

  Ensure the P and TS check boxes are ticked 

3. Save and close the window 

4. Set up a default percentage value reference rate of 100% 

 Select AGRESSO Project | Project Costing and Billing | Resources| 
Value reference rates 

 

5. Set up the default rate 

 Select PT for Value ref. 

 Select GENERAL from the Attribute drop down list 

 Enter 01/01/2002 as Date from 

 Enter 100 as Rate 
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6. We now need to make this value reference the value for system 
parameter HS_PARTTIME_PCT. 

 Select Agresso Project | Project Costing and Billing |Fixed 
Registers | System Setup |System Parameters – Common 
Project/HRMS. 

 

 Select parameter HS_PARTTIME_PCT and add PT as Value 
Reference 

 The folloing message appears 

 

 Accept this message. 

Maintaining the Resource master file 

1. Display the Resource window: 

 Select AGRESSO Project | Project Costing and Billing | Resources | 
Resource 

 

Fields for the 
Resource tab 
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2. Set up a resource as follows: 

 Select Part-time as the Res. type 

 Type 1033 for the resource ID 

 Type Martin Clunes in the Name field 

 Type MC in the Short name field 

 Type 12.12.2002 for the Date from 

 Type 75 as the Part time % 

 Type DL1234564D for NI number 

 Select Employees for the Apar.gr. field 

 Tab to the address window and enter an address. Select Keep or 
F11 to keep the address 

3. Click on the Relation tab set up the resource relations as follows: 

 Type CBGM for the COSTC 

 Type STD as the Work schedule 

 Type PM for the INC.CAT 

 Type PM for the COST.CAT 

 Type GM for the DISCIP 

 Type A for the TEAM 

 

4. Save the details 
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5. Retrieve the record for ResID 1033 and select Rates from the Tools 
menu: 

 Insert row 

 Select PT as Value 

 Type 75 as Rate 

 Save and close Personnel (Rates) window 

6. Save and close Personnel window. 

 

Timesheet setup 

Users can use the Timesheet set up window to pre-define settings on the 
personal timesheet entry window 

1. Display the Timesheet setup window: 

 Select AGRESSO Project | Project Costing and Billing | Timesheets 
| Fixed registers | Timesheet setup 

 

 Review set up 

 Remove the Use time from/to in Time entry section (Appearance) 
and Calculate flexi in timesheets (Performance) 

 Save any changes 

2. Close window. 
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Entering personal timesheet data 

You enter timesheet data for an individual resource using the Personal 
timesheet entry window in either ABW Smart client or ABW Self Service. 
Once entered you need to transfer the timesheet using Timesheet 
transferral to begin processing. 

The Smart client personal timesheet entry and Self Service timesheet entry 
are as one system that uses the same database tables and the same 
workflow routine for entry and approval of hours. It means that the user 
can choose whether to enter time on either platform at any time, 
whichever is most opportune in a given moment. Updates done in one 
platform are immediately available in the other. 

 

Entering data for a timesheet in ABW Smart client 

1. Display the Personal timesheet entry window: 

 Select AGRESSO Project | Project Costing and Billing | Timesheets 
| Timesheets - standard 

 

2. Using the Add button, enter time details in fields for the following 
time in 200709: 

Time Code  Work order Activity Mon Tues Wed Thu Fri 

N CBHI0102 PRM 8 8 8 8 8 

OT CBHI0102 PRM 3 0 0 2 0 

3. Change the Status to Ready 

4. Save the details and close the window. 
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Entering data for a timesheet in ABW Self Service 

1. Log on to ABW Self Service as t9. 

2. Display the Timesheet entry page: 

 Select Time & Expenses | Time | Timesheets - standard 

 

3. Enter timesheet data as follows: 

 Select 200709 for the period from the Period drop-down list 

 Click Add 

 Select N for the Time code  

 Type CBHI0102 for the Work order 

 Type PRM for the Activity 

 Type 8 for the hours on Monday - Thusday 

4. Repeat step 3 for the remainder of the timesheet: 

Time code Work order Activity Fri 

N CBHI999 ADM 8 

5. Save the timesheet for approval.  

 

Exercises 

Open the Exercise Workbook and complete the following exercises: 

Exercise 3.1: Creating Projects 

Exercise 3.2: Entering timesheet data – ABW Smart client 

Exercise 3.3: Entering timesheet data – ABW Self Service 
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Approving timesheets 

Timesheets are normally authorised (but this is optional). The authorisation 
process requires set up in Workflow and organisational implications must 
be considered before implementing. The different authorisation levels 
available are: 

• No authorization - timesheets do not go through an approval 
process. 

• Order resp. - The manager of a work order has to approve the 
time entries. 

• Project mgr. - The manager of the project has to approve the 
time entries. 

• Resource responsible - The manager of the resource has to 
approve the time entries. Authorisation requires some setup and 
organisational consideration. 

You also have the option to choose whether all time or overtime only is 
sent for approval. When you approve timesheets, you can also query an 
entry and make corrections. 

You can approve timesheet using ABW Smart client or ABW Self Service. 

Approving a timesheet in ABW Smart client 

1. A timesheet approval task will appear on the task list in Smart client 
or Self Service: 

 Double click on the task 
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2. View the timesheet details: 

 Click on Zoom to view the timesheet details or select the 
Advanced mode button 

 

3. Select all timesheets except the overtime entered in week 10. Click 
on the Approve button to approve the selected rows.  

4. Select the overtime timesheet row and click on the Reject button and 
enter the comment ‘Please change the activity to Reporting’ 

5. Save and close the window. 
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Approving a timesheet in ABW Self Service 

The approval process is exactly the same in ABW Self service as it is in 
ABW Smart client: 

1. A timesheet approval task will appear on the task list in Self Service: 

 Click on the task 

 

2. View the timesheet details: 

 

 Select the timesheet item from the left hand menu where 
necessary – i.e. there is more than one item to approve. 
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Click on Zoom button to view the timesheet entries in more detail: 

 

The Timesheet approval screen can be used in either a Simple Mode or and 
Advanced mode.  By default the screen is displyed in Simple mode (as see 
above). 

Advanced Mode 

1. Approve or Reject timesheet entries: 

 Select the Advanced Mode button: 
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Select the rows and then choose either the Approve or Reject the 
timesheet items. 

 

2. To save the details, click on the Save button. 

Simple Mode 

1. Approve or Reject timesheet entries: 

 Select the Simple Mode button: 

 

NOTE: In Simple Mode you can not individually approve or reject 
items.  You can only approve or reject the whole timesheet. 
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Select either the Approve or Reject buttons 

Approve. 

 

 

Exercises 

Open the Exercise Workbook and complete the following exercise: 

Exercise 3.4: Approving timesheets  
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Correcting a timesheet 

You can make corrections to a timesheet using the Personnel timesheet 
entry screen (as defined in the Workflow process). 

1. Log on as user t9. A Timesheet correction task will appear in the task 
list: 

 Click on the task 

 

2. Select the timesheet to correct 

3. Select row where correction required (red row where status 
Rejected). Note comments field completed by Approver should 
indicate reason for the rejection). 

4. Amend the timesheet data e.g. by changing the activity PMT to RPT. 

5. Click OK to apply the changes. 

6. Save the details. The amended timesheet will be re-routed for 
approval. 

7. Log on as user system.  Display the Timesheet approval window (via 
Tasks) and approve the amended line. 

8. Save. 
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Transferring timesheet data 

You use the Timesheet transferral window to move all active timesheets for 
the period specified on to the next stage of process. 

After running this process the resource who entered the timesheet cannot 
amend the time entry in the Personal timesheet. 

1. Display the Timesheet transferral window: 

 Select AGRESSO Project | Project Costing and Billing | Timesheets 
| Processing | Timesheet transferral 

 

A list of parameters is displayed to enable you to select the approved 
timesheets to transfer. 

2. Enter the key parameters as follows: 

 Date from = 01/05/2006 

 Date to = 31/05/2006 

 Clear the Only complete timesheets box 

3. Save the details. An order number is displayed. 

4. Review report progress through Maintenance of ordered reports. 

 

NOTE: Any rejected timesheet items will not be included in the Timesheet 
Transferral routine.  Therefore this routine would have to be re-run to pick up any 
previously rejected items, now approved. 
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Setting up charge codes 

Whenever a set combination of project, work order and/or activity is used 
over and over again, a charge code can be set up. Instead of entering the 
whole combination, every time, the charge code will be enough. 

Charge codes can be used for timesheet and expense entry. 

1. Display the Personal charge codes entry page: 

 Select AGRESSO Project | Project Costing and Billing | Timesheets 
| Personal charge codes 

 

2. Enter charge code details as follows: 

 Click Add to display details of the charge code entry fields 

 Type ARPM for the Charge code 

 Type CBHI0102 for the Work order 

 Type PMT for the Activity 

3. Click Save. 

Once you have created a charge code you cannot delete it. If the charge 
code is no longer required for use, the user must change the status to 
Parked. 

4. Close window. 

NOTE: The charge code field does not appear as standard on the timesheet entry 
screens.  Therefore, it must be made visible through Window options before it can be 
used. 
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Session 4 
Recording Group Time 
 

This session shows you how to enter and start processing timesheet data 
for a group of resources. It covers: 

• entering timesheet data 

• approving a timesheet. 

By the end of this session you should be able to enter and begin the 
processing of a timesheet. 

 

Key learning points 

Understanding how to record timesheet data for a group of 
resources. 

Understanding the process of approving a group timesheet that has 
been entered. 
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Recording group time is the third element in the process flow through PCB 
timesheet processing. 
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Timesheet data for groups is entered using the Group entry of timesheets 
window. This enables organisations to assign a specific person, such as a 
foreman or supervisor, to enter time for a group of resources.  

The system flow for processing timesheets is: 

 

 

 

 

 

 

 

 

 

 

 

Most of the tasks, but not all, can be performed in both the ABW Smart 
client and Self Service. 
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Entering group timesheet data 

You enter timesheet data for a group of resources using the Group entry of 
timesheets window. Once entered you need to transfer the timesheets 
using the Group timesheet transferral window to begin processing. 

Setting up group timesheet entry 

To enable group timesheet entry the relations to be used need to be 
defined in the Distributed information access window (DIA). 

We will set up Group entry based on cost centre.  

The first step is to define a relation of Resource on Cost Centre 

1. Display the Relations window: 

 Select AGRESSO Common| Attributes and relations | Relations | 
Relations 

 For Attribute COSTC, check a relation is defined for RESNO: 

 

2. A value for Resource then needs to be entered for each Cost Centre: 

 Select AGRESSO Common| Attributes and relations | Relations | 
Relations per attribute 

 Check there is a RESNO value set up for COSTC CBHI 
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3. The relation to be used for group timesheets is then entered in the 
DIA window in Settings 

 Select Settings| System Administration | Users and access | 
Distributed information access | Distributed information access 

Set up information as follows: 

 

Save and close window. 
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Entering data for a group timesheet 

Log onto ABW Smart client as user ta 

1. Display the Group entry of timesheets window: 

 Select AGRESSO Project | Project Costing and Billing | Timesheets 
| Timesheets – multiple resources 

 

2. Select the period from the drop down list, e.g. 200707. 

3. Enter time details in fields for the following resources: 

Resource Work order Activity Time 

Martin Clunes CBHI0102 PRM 40 

Gareth Denley CBHI0102 CAD 35 

Susan Jones CBHI0102 PMT 25 

4. Set the timesheet status to Ready 

5. Save the details and close the window. 
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Transferring data for a group timesheet 

1. Display the Timesheet transferral window: 

 Select AGRESSO Project | Project Costing and Billing | Timesheets 
| Processing | Timesheet transferral 

 

A list of parameters is displayed to enable you to select the approved 
timesheets to transfer. 

2. Enter the key parameters, for example: 

 Date from = 01/05/2006 

 Date to = 31/05/2006 

 Clear the Only complete timesheets box 

3. Save the details. An order number is displayed. 
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Approving group timesheets 

Group timesheet are normally authorised (but this is optional). The 
authorisation process requires some setup in PCB and organisational 
implications must be considered before implementing. 

The different authorisation levels available are the same as for personal 
timesheets: 

• No authorization 

• Order resp. 

• Project mgr. 

• Resource responsible. 

When you approve timesheets, you can also query an entry and make 
corrections. The process is the same as for approving personal timesheets. 

Log off ABW Smart client and log on again as user system. 
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Session 5 
Maintaining and Validating 
Timesheets 
 

This session shows you how you can maintain and validate timesheet data 
after it has undergone initial processing. It covers: 

• amending timesheets not validated 

• what is timesheet validation 

• validating timesheets 

• amending timesheets validated 

• reversing timesheets. 

By the end of this session you should be able to update timesheets and 
perform validation. 

 

Key learning points 

Understanding the flow of data through the timesheet process. 

Understanding how to make changes to timesheet data after initial 
processing. 

Understanding what changes and calculations are performed during 
timesheet validation. 

Understanding how to validate a timesheet. 
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Timesheet maintenance and validation is the fourth element in the process 
flow through PCB timesheet processing. 

Post time
to General

Ledger

Timesheet
set up

Record
group time

6

4

2

En
qu

ir
ie

s
Record

personal time

3

Validate
timesheets

5

 

 

Maintenance on timesheet data is performed using the Periodic entry of 
timesheet window. You can enter, amend and reverse timesheets using 
this window at the following points: 

• without being entered in Personal timesheet entry 

• after TS13 Timesheet transferral 

• after TS03 Validation of timesheets and expenses 

• after TS04 Posting valid timesheets. 
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Entering and amending timesheet data 

You can use the Periodic entry of timesheet window to enter details for a 
new or existing timesheet. This facility is in addition to the standard 
Personal timesheet entry and Group timesheet entry. 

1. Display the Periodic entry of timesheets window: 

 Select AGRESSO Project | Project Costing and Billing | Timesheets 
| Periodic entry of timesheets  

2. Amend timesheet details as follows: 

 Type 1021 for the resource ID 

 Select 200708 for the period 

 Press Tab 

 

3. Add timesheet details as follows: 

 Type Work order CBHI999, Activity SCK, Date 22/05/2006, 8 
hours 

 Type Work order CBHI999, Activity ADM, Date 23/05/2006, 8 
hours 

4. Save the details. 
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What is timesheet validation? 

Validation is performed on timesheets that have been entered and 
approved. The validation is a server process using Validation of timesheets 
and expenses (TS03) window. 

Validation is the main process in PCB and it does a variety of validation and 
calculations as follows: 

• checks cost rates, invoice prices and status codes on time and 
expense entries 

• matches the rates and status with the invoice rules for each 
project 

• calculates the costs to post to the GL and prepares billable 
entries for the invoicing process, based on these preliminary 
results. 

Note that the parameter GL_ZERO_CTRL determines whether items without 
hour price BP are accepted to be processed or not. 
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Validating timesheets 

All timesheets must be validated after entry and approval. 

1. Display the Validation of timesheets and expenses window: 

 Select AGRESSO Project | Project Costing and Billing | Timesheets 
| Processing | Validation of timesheets and expenses 

 

A list of parameters is displayed to enable you to select the 
timesheets to validate. 

3. Enter the key parameters as follows: 

 Select W/E 30/04/2006 the time period from 

 Select W/E 02/07/2006 for the time period to 

4. Save the details. An order number is displayed. 
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5. Display the message, no report is produced if the validation is 
successful: 

 

Typical problems that are highlighted by this report are: 

− Cost and income rates not found for the resource and/or 
project 

− Cost and income categories not found on the resource 
master file 
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Session 6 
Posting Time to the General 
Ledger 
 

This session shows you how you post validated timesheets to the General 
Ledger for further processing. 

By the end of this session you should be able to post timesheet data to the 
General Ledger. 

 

Key learning points 

Understanding the process for posting timesheet data to the 
General Ledger. 
 

 

 



UNIT4 Training Services  Session 6: Posting Time to the General Ledger 

 

78  Version 561.1 

Notes 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Posting time is the fifth element in the process flow through PCB timesheet 
processing. 
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Posting timesheets to the General Ledger 

After timesheets are validated, they are ready for posting the cost side to 
the General Ledger. You post using the Posting valid timesheets window. 

This is a server process can start starts GL07 Batch input transaction from 
external system automatically to do the actual posting in GL. You can also 
optionally start this process manually. 

1. Display the Posting valid timesheets window: 

 Select AGRESSO Project | Project Costing and Billing | Timesheets 
| Processing | Posting valid timesheets 

 

A list of parameters is displayed to enable you to select the 
timesheets to post. 

2. Enter the key parameters as follows: 

 Type W/E 30/04/06 for Time period from 

 Type W/E 04/06/06 for Time period to 

 Select the Post checkbox 

3. Save the details. An order number is displayed. 
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4. View the output of the TS04 (Show message) and GL07 routines: 

 

 

If there are any errors in the report, you need to remove these and 
then restart GL07 manually using Batch input maintenance. 
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Session 7 
Running Timesheet Enquiries 
 

This session shows you how run enquiries to obtain information on 
timesheets. 

By the end of this session you should be able to enquire on timesheets. 

 

Key learning points 

Understanding the enquiries available and how you can tailor them 
to your own needs.  
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Running enquiries and reports the sixth element in the process flow 
through the PCB module, but they can be performed at any point within 
PCB. 
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Performing enquiries 

You can view the details of timesheets project through a range of ad hoc 
enquiries as follows: 

• timesheet details 

• time transactions 

• missing timesheets 

• workflow enquiry  

• timesheets not transferred (already discussed in Sessions 3 and 
4). 

In addition to the standard enquiries (ARW) within the module, the 
Browser enquiry function allows you to develop your own enquiries. You 
can choose which information (types and values) to include in the search, 
the sorting order of the results and whether subtotalling is used. You can 
also write alternative column titles. Each enquiry can be saved as a 
template and displayed in the menu system for later use. 
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Performing a timesheet details enquiry 

This enquiry enables you to view details about timesheets that have been 
entered for a project, for example the number of registered hours per 
resource, project, work order and you can see whether timesheets are 
approved or not. 

1. Display the Timesheet details window: 

 Select AGRESSO Project | Project Costing and Billing | Timesheets 
l Enquiries | Timesheet details 

The Enquiry setup window is displayed: 

 

2. Select the timesheet information that you want to include in the 
enquiry using the fields, then click OK. 

The Timesheet details window is displayed showing the enquiry 
details: 

 

3. Close the window. 
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Performing a missing timesheets enquiry 

This enquiry enables you to view details about missing timesheets 

1. Display the Missing and not submitted timesheets enquiry window: 

 Select AGRESSO Project | Project Costing and Billing | Timesheets 
| Enquiries | Missing and not submitted timesheets 

 

2. Click on the text box on the ResID line to display the resource name, 
enter 01/05/2006 to 31/05/2006 on the Date from line 

3. Click on OK to run the enquiry 
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Performing a time transactions enquiry 

This enquiry enables you to view details about registered time transactions, 
for example, the number of registered hours per resource or the historical 
time costs per project. 

1. Display the Timesheet transactions window: 

 Select AGRESSO Project | Project Costing and Billing | Project 
reporting/follow up checks | Time transactions 

The Enquiry setup window is displayed: 

 

2. Select the transaction information that you want to include in the 
enquiry using the fields, then click OK. 

The Time transactions window is displayed showing the enquiry 
details: 

 

3. Close the window. 

Consolidation Exercise 

Open the Exercise Workbook and complete the consolidation exercise. 
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Course Review 
 

This section reviews the main elements of the course and covers the 
objectives of the course and the key learning points from each session. 

 

Objectives of the course 

The objectives of the course were to help you: 

• Understand the dataflow of time transactions ABW PCB from 
timesheet entry to posting in ABW General Ledger 

• Understand the basics of time costs 

• Be able to enter, amend and reverse timesheets on all levels 

• Be able to post time costs in ABW General Ledger 

• Be able to do enquiries and follow up on time transactions on all 
levels in ABW Smart Client. 
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Key learning points 

Remind yourself of the key learning points for each session. 

Session 1 – An overview of timesheet processing 

• Understanding how a project is structured. 

• Understanding the cost, income and invoicing structure used on a 
project 

• Understanding how timesheets are processed. 

 

Session 2 – Setting up timesheet processing 

• Understanding the system setup required to enable PCB to 
operate. 

• Understanding how to define time costs for use with timesheets. 

 

Session 3 – Recording personal time 

• Understanding how to record timesheet data for an individual 
resource. 

• Understanding the process of approving a timesheet that has 
been entered. 

 

Session 4 – Recording group time 

• Understanding how to record timesheet data for a group of 
resources. 

• Understanding the process of approving a group timesheet that 
has been entered. 
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Session 5 – Maintaining and validating timesheet data 

• Understanding the flow of data through the timesheet process. 

• Understanding how to make changes to timesheet data after 
initial processing. 

• Understanding what changes and calculations are performed 
during timesheet validation. 

• Understanding how to validate a timesheet. 

 

Session 6 – Posting time to the General Ledger 

• Understanding the process for posting timesheet data to the 
General Ledger. 

 

Session 7 – Running timesheet enquiries 

• Understanding the enquiries available and how you can tailor 
them to your own needs. 

 

Course evaluation form 

Don’t forget to complete the form and hand it to your trainer. 
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Appendix 
 

The following is an example of a workflow process for a Timesheet 
Authorisation process: 

Set up prior to process definition: 
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Completed Process definition may look like: 

 

Details of the individual components: 
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