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A. Introduction

In accordance with the procedures defined by ESF — co-financing fund of the INOV Contacto
program - it is required that the Host Entity monitors the monthly hours reported by the Interns.
This is an obligation within the Internship Protocol signed between AICEP and the Host Entity.

This control is carried out through an app.

In the private area of the INOV Contacto platform — to which the Intern should have access from
his work station, as foreseen in the Protocol — the Intern registers the working monthly hours and
between the last day of each month and the 3rd day of the following month, should submit it for
approval to their Mentor/Internship Responsible.

The aim of this manual is to provide to the User - Mentor/Internship Responsible, instructions for
the carrying out of this task successfully, clarifying any possible doubts.

B. Access

Access to the app is available to Mentor/Internship Responsible of the Host Entity in
http://backoffice.networkcontacto.com/backoffice.

It should be noted that this app is compatible with several devices and Internet Browsers
(recommended resolution is 1280x720 or more) and it will cover the language (PT or EN) defined
by the Internet Browser that is being used.

After entering the above link a window of authentication will open. This is where the login details
supplied by AICEP should be inserted.

' . Inov Contacto - BackOffic 3

¥ A [Y backoffice.networkcontacto.com/backoffice

% Apps i Bookm: . : x
| Authentication Required

http:/fbackoffice.networkcentacto.com requires a username
and password.

Your connection to this site is not private,

User Mame: | Procis\<User>

Password:

Log In Cancel

After authentication, you will be sent to the BackOffice homepage — worksheet [Timesheet
Report].
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C. Timesheet Report

On the homepage of the [Timesheet Report] the Mentor/Internship Responsible will see listed all
the timesheet reports entered for assessment/approval.
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If the User/ Mentor/Internship Responsible is responsible for more than one Intern this page will
show all Interns, organised by [Status] most recent updated.

C.1. Typology

The Timesheet Report is submitted monthly for assessment and may refer to the Internship hours

carried out during:
1. Internship in Portugal (when applicable) and/or

2. Internship Abroad

C.2. Contents

Clicking the link in the first column Intern [Name], reaches the monthly Timesheet Report
submitted by the Intern and its respective detail.

Timesheet Report

@ Subm.Date @ Year (@ Month @ Type @ Status @ Hours Edition @ Comments Aicep Resp. (@ Entity Resp. @ Country @

N
2016 4 Abroad  Draft 6400 | 20 | N
]

Intern Name

Trainee 1
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In this map the Intern name, month, year, type of hours

1200

a0

"o

submitted for assessment and Report [Status] are identified:

800

[Portugal/Abroad] that are

being

Name
Month Year Internship Type Status
April 2016 Abroad Draft
Also here is detailed information about reported working days as well as the working hours.
Hours
Day 1st Period - Time Start 1st Peried - Time Finish 2nd Period - Time Start 2nd Period - Time Finish Total (HH:MM) Total (%)
01-04-2016 09:00 12:00 13:00 18:00 08:00 8.00
04-04-2016 09:00 12:00 13:00 18:00 08:00 8.00
05-04-2016 09:00 12:00 13:00 18:00 08:00 8.00
06-04-2016 09:00 12:00 13:00 18:00 08:00 8.00
07-04-2016 09:00 12:00 13:00 15:00 08:00 8.00
08-04-2016 09:00 12:00 13:00 18:00 08:00 8.00
11-04-2016 09:00 12:00 13:00 18:00 08:00 8.00
12-04-2016 09:00 12:00 13:00 18:00 08:00 8.00
Total: 64:00 64.00

When a working day comprehends a lunch break the Intern should insert two periods, specifying

the start and end time of each one.

This map should only show working hours.

When there are absences, the areas [Attachments] and [Comments] have to be completed by the
Intern. Supporting documentation for absences should be attached; eg absence justification,
doctor’s certificate, etc.
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The Intern should complete the area [Comments] (in English) when arriving late, absent, local
holidays (all local holidays should be identified) or other reasons that put in jeopardy normal
working hours.

Comments

This area is of crucial importance for:
e Host Entity’s Internship Responsible — that will authorise the timesheets and needs all the
information available on working hours registered and/or absences
e AICEP’s Internship Coordinator and Auditors — that will assess the accuracy of the
timesheets reports.

C.3. Actions

The Interns should submit their Timesheet Reports on a monthly basis, between the last day of
the month and the third day of the following month.

It is Mentor/Internship Responsible’s duty to approve Timesheets within 5 days after receiving
them.

C.3.1. Approve

After Mentor/Internship Responsible has checked the Timesheet and has agreed with its contents
should approve it by clicking the button [Approve]:

: ‘, PORTUGA Cofinanciado pela
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For this action the area [Comments] becomes editable and should
comments that are consider relevant.

[) tnov Comtacso - Appeove X

1653006 12 3] Peddo e ™ ~amrt ety
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be registered here any

€ <> C f [ backoffice.networkcontacto.com/timesheet/approval/1632c92-6¢22-4di0-baSa-1615655d908¢ Q%R =
Hours
Doy 15t Period - Time Start 15t Poriod - Tena Finish 2nd Period - Time Start 2nd Period . Time Firish Total (HH:MM) Total (%)
01042016 0900 100 1200 1900 0900 9.00
04042016  09:00 12100 1310 2000 0950 983
05042016  08.00 1230 1400 1700 0730 750 i
1104-2016 0900 1300 " 1745 0745 7715
Totat: 34:05 308
Attachments

For 10S devices (IPhone, IPAD, etc), image upload is not supported To upload an image, use a desitop computer. a laptop computer or an Android of Windows Phone device

This report doesnt have any asachments

Comments

=

(/RS - 16.01.2016 12:13] Pedico de aprovagdo enviado para Approval request sent to:
dia 10 ndo trabathel porque foi foriado em Maputo

[ [T

After clicking on the button [Approve] the following message appears:

aicep Portugal Global

#2030

Cofinanciado pela
Uniao Europeia 7 of 12



User Manual — Host Entity | BackOffice — Timesheet Report |C26 |AM JUL2023V7.1

ontacto

Timesheet Report has been approved successfully

Retumn to the Timesheet report list

NETWORKCONTACTO

Vs 930620 E -__

Q2016 |create @

After approval, the system will allow you to return to the Timesheet report list.

Return to the Timesheet report list

C.3.2. Reject

If after checking the Timesheet the Mentor/Internship Responsible does not agree with its
contents should proceed to reject it by clicking on the button [Reject]:

R ‘, PORTUGAI Cofinanciado pela
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€« C [ backoffice.networkcontacto.com/timesheet/approval/16321c92-6¢22-4df0-baSa-16156554908
Hours
Day 15t Period - Time Start 15t Poriod - Teme Finish 2nd Period - Time Start 20 Pariod - Tume Finish Total (HH:MM) Total (%)
01-04-2016 09:00 100 1200 1500 0500 900
04042016 0900 1200 1310 2000 0950 983
05042016 08:00 12:30 1400 1700 0730 750
11042016 09:00 13.00 1400 1745 0745 775
Totat: 34:05 3408
Attachments

For 10S devices (IPhone, IPAD, etc). image upload is not supported To upload an image, use a desitop computer, a laptop commputer or an Android or Windows Phone device

This repont doesn have any asachments

Comments

dia 10 ndo trabaBw| pocque fol feriado em Maputo

=

16.03.2016 12:33] Pedido de aprovagao enviado para'Approval request sent toc

Comments: No

If the Mentor/Internship Responsible rejects the Timesheet has to register the reason for the

rejection in the area [Comments].

After clicking on the button [Reject] the message below will appear confirming that the Timesheet
has been rejected.

Qaeav’contacto

251aqI10s

nternacionais

Timesheet Report has been rejected successfully

alcep

Return to the Timesheet report list

NETWORKCONTACTO

©2016 |createl®]

Ves 93020

UNAD ELROFEA

Caremens e Bagate s
L )

After rejection, the system will allow you to return to the Timesheet report list.

aicep Portugal Global
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Return to the Timesheet report list

In the Timesheet report list the User will be able to verify/see all submission made by the Interns

and respective [Status] [Pending Approval] [Rejected] [Approved].

C.4. Workflow

After the Intern has submitted the Timesheet report for approval, the system will generate an
email to the Mentor/Internship Responsible of the Host Entity (in Portugal or abroad depending

on the time sent) and c.c. AICEP’s Internship Coordinator.

When this email is generated, the Timesheet Report will be available to be analysed by the
Mentor/Internship Responsible showing the [Status] [Pending Approval]. At this stage Interns are

not allowed to edit the report.

Email Request for the approval of Timesheet reports:

From: Inov Contacto <inovcontacto @portugalglobal. pt=

To:

Ca

Subject: INOV Contacto | TimeSheet Report / Relatério de horas - 01/2016, Portugal -

Sent: dom 06-03-2016 22:49

| Message | =|mapaGuansu.jpg (51 KB)

Has been submitted for vour approval the timesheet report by intem ... . period 01/2016, Portugal.
If any intern absence justification certificate was submitted, can be consulted in the mail attachment.

To access the approval page. use this hyvperlink:
http:/backoffice networkcontacto.com/timesheet/approval/8d986b68-f2fe-41bb-98d0-03cd 11989919

Thank vou.

Best Regards,
INOV Contacto Program

Foi submetido para aprovagio o relatério de horas do estagidrio . relativo a 01/2016, Portugal.

Se foi submetido algum certificado de justificacio de faltas pelo e-s-t.agié.rio: podera ser consultado no anexo deste mail.

Para aceder i pdgina de aprovagdo utilize este enderego:
http:/backoffice networkcontacto.com /timesheet/approval 8d986b68-f2fe-41bb-98d40-03cd 11989919

Obrigado.

Com os melhores cumprimentos,
INOV Contacto

b

The Mentor/Internship Responsible upon receiving the notification email of the Timesheet report
submission, will be able to access this through a link available in the email that will redirect him to

the app.

We remind that access to the app needs authentication.

The Mentor/Internship Responsible may reject or approve the Timesheet Report.

If the Timesheet report is rejected, the system it will update its status to [Rejected] and the

system will sent an email of notification to the Intern and c.c. AICEP’s Internship coordinator.

: ‘J PORTUGAL -
aicep Portugal Globa - 2030
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Email Rejection of Timesheet reports:

From: Inov Contacto <inovcontacto @portugalglobal.pt>

To:

Co

Subject: INOV Contacto | TimeSheet Report / Relatdrio de horas - Horas rejeitadas - periodo 2016/1

As horas reportadas referentes ao periodo 2016/1, tipo Portugal foram rejeitadas.

O motivo para a rejeigio fol o seguinte:
inserir restantes dias...

Poderd voltar a aceder a folha de horas respectiva e corrigir o problema.

Para aceder ao relatério, utilize este enderego:

htip:/backoffice.networkcontacto.com/timesheet/edit/§d986b68-f2fe-41bb-98d0-03cd 1£989919

Obrigado.

Com os melhores cumprimentos.

INOV Contacto

Pu ISE ‘,' EMSIZO -

UN\AO EUROPEIA

-«wmm L

aicep Portugal Global

Sent: dom 06-03-2016 22:35

» |1

After receiving this notification and/or viewing in the app, the Intern should access to the rejected
Timesheet report and proceed to the required alterations and then re-submit for approval.

After re-submission, the Timesheet Report [Status] will be updated to [Pending Approval] Status
and a new email will be sent to the Mentor/Internship Responsible and c.c. AICEP’s Internship

Coordinator.

If the hours are approved by the Mentor/Internship Responsible (the system will send a
notification email to the Intern and c.c. AICEP’s Internship Coordinator) the [Status] of the report
will change to [Approved], and the approval process of the report will be closed.

| 7 0 @ ¥ |5 INOV Contacto | TimeSheet Report / Relatério de horas - Horas aprovadas - periodo 2016/1 E=1f=fl X |

File Message = e
§ x -3 Reply i) (23 Moveto: ? 33 &~ (¥ Mark Unread & a% ) (5]

" ._:5 Reply All ;j* To Manager - "‘—I Categorize ~ i %' ‘\
&v Delete | R P ol Move 53 = Chinese | Translate _ | Zoom

t-% Forward (3 Team E-mail ¥ Follow Up » | Conversion ~ - 53
Delete Respond Quick Steps . Move Tags Editing Zoom

From: Inov Contacto <inovcontacto@portugalglobal.pt> Sent: qui03-03-2016 00:05
To:
Cc
Subject: INOV Contacto | TimeSheet Report / Relatério de horas - Horas aprovadas - periodo 2016/1

Obrigado.

Com os melhores cumprimentos,
INOV Contacto

-< w\uww

aicep Portugal Global

Attention:

Ass horas reportadas referentes ao periodo 2016/1. tipo Estrangeiro / Abroad foram aprovadas.

' POISE ”angzo -

» [

UNIAO EUROPEIA
Fundo Social Europeu

v" By the end of the internship all timesheet reports should present the [Approved] status;

o # I
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v' If after approval the Mentor/Internship Responsible sees any inconsistencies in the
Timesheet Report should contact AICEP’s Internship Coordinator.

C.5. Timings

The Interns should submit the Timesheet Reports after the last day of the month (after all hours
effectively worked) and up to day 3 of the following month.

E.G., the Timesheet Report for the month of May should be submitted after the 315 May and up
to the 3 June.

It is the Mentor/Internship Responsible’s responsibility to assure approval of the Timesheet
Report within 5 days after submission.

C.6. Status

In the Mentor/Internship Responsible’s view, there are three possible [Status] for the Timesheet
Report.

C.6.1. Pending Approval

The status [Pending Approval] indicates that the email requesting approval of the hours worked
has already been sent to the Mentor /Internship Responsible.

The report will stay in this status until it is Approved or Rejected.

C.6.2. Rejected

The status [Rejected] means that the Mentor/Internship Responsible has received the email for
the timesheet approval, however after analysing the report does not agree with it.

The action [Reject] requires a [Comment] that must be entered by the Mentor/Internship.
The Intern should access the report and insert the required corrections.

C.6.3. Approved

The status [Approved] means that the Mentor/Internship Responsible has received an email for
the timesheet approval and has approved it.

D. Items to keep in mind

1. InINOV Contacto program, vacations are not allowed — the Internship will run continuously
and uninterrupted without time off during the Internship.

2. Atthe end of each month and up to the 3rd day of the following month, the Intern requests
the approval of the Timesheet Report.
The Mentor/Internship Responsible, after receiving an automatic email, will approve or
reject it.

*® %
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3. The Timesheet Reports sent by the Intern should be completed in accordance with the
calendar and not by sequential days (1, 2, 3, 4, 5, 6, 7, 8) therefore, for example the
Timesheet Report for the month of February should show working day (there could be
exceptions — Interns that work on a Saturday and Sunday, in these cases these days should
be identified) in accordance with the calendar: 1st to 5th, 8th to 12th, 15th to 19%, 22" to
26" and 29", When there are public holidays in the host country these have to be identified
in the area [Comments]. For example “X day public holiday”.

4. The Intern should provide documents — insert the documents in the [Attachments] area -
to justify any absence from work. In the area [Comments] there should be explained the
reason for the absence.

5. The Intern should only list the hours effectively worked. The total number of hours/day
should reflect the total number of hours worked.

6. The Mentor/Internship Responsible should:

a. inform the INOV Contacto Coordinator of eventual changes in the Entity’s
Mentor/Internship Responsible;

b. check the monthly timesheet report within 5 days of receiving it;

c. make sure this action is carried out on time - the value of the grant given to the
Interns is based on this;

d. keep in mind that absences should be previously authorised by the Coordinator of
the Program;

e. Guarantee that the timesheet reports are approved on time.

7. This app is compatible with several devices and Internet browsers and the recommended
resolution is 1280x720 or higher). It should be noted that the app/Timesheet Report adopts
the language (PT or EN) as defined by the Internet browser that is being used.
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