RSEAdmin

Release 1.0

Feb 19, 2021






User Guide

Financial Years and Salary Grade Points
Creating a Financial Years
Adding Salary Data

1.1
1.2

Users and Roles

2.1

2.2

2.3

2.4  Viewing and Editing Users
RSE Team and Salary

3.1

3.2 RSE Commitment Overview
Projects and Allocations

4.1

4.2

4.3

4.4  Project Allocation Details
4.5 Creating Project Allocations
4.6  Team Commitment Overview
Reports

5.1  Recent Allocations

5.2 Cost Distributions

53

54

5.5

5.6  Project Costs & Overheads
5.7 Internal Project Costs

5.8  Financial Summary

Time Tracking

6.1

6.2  Project Time Reporting

AdminUsers . . . ... ... ... . ... .....
RSEUsers .. ... ... ... .. ... . .....
UserCreation. . . . . . . . . .. .. ...

Edit SalaryData . . . ... ... ... ... ...,

Creating Projects . . . . .. ... ... ... ....
Viewing Projects . . . . . ... ... ... .....
Project Summary . . . . ... ... ... L.

RSECosts . . ... ... . .. ... . . . ....
Service Invoicing . . . . . .. ... oL
Servicelncome . . . . ... ... ... .. ... ..

Time Sheets . . . . . . ... . ... ... .....

W W

AN L L D

RN |







RSEAdmin, Release 1.0

This is a tool for tracking grant applications, managing RSE commitment and reporting on staff expenses and cost
recovery. The site has two users types (Admin and RSE) which have different levels of permissions. RSE users can
view, edit and create projects as well as see allocations to projects based on effort (i.e. days). Admin users are able
to create allocations on projects (allocated by effort or budget) and view reports on group finance and staffing. There
is a distinction between Allocated Projects (i.e. Directly incurred projects) where staff generate overheads for the
university and Service Projects which are effort based and generate overheads for the group or facility.

The tool is a web app written using the Django web framework (Python) and the AdminLTE theme.

These documents provide an overview of the sites features. For notes on installation and access to demo site please
see the GitHub README.md
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CHAPTER 1

Financial Years and Salary Grade Points

A financial year represent a finical time period between 1st August to the 31st July. From the 1st August each year,
universities adjusts all salaries according to inflation and as such new salary data is published for each finical year.
Salary data is required before adding any RSE users as RSE users are required to have a starting salary.

The RSE Admin tool will use estimates for salary information based on an an inflation rate of 3% for future financial
(where salary data is not known or released). The reporting views can provide a breakdown of how any costs are
generated which will show where salary data has been estimated.

1.1 Creating a Financial Years

A New financial year can be created by selecting Admin->New Financial Year from the sites main menu. If you have
already created a financial year with salary data this salary data can be copied by choosing the year form the Copy
Salary Band Data from Financial Year drop down box. Using the default empty value will create an empty financial
year and redirects you to the edit financial years view.

1.2 Adding Salary Data

To view salary data for a financial year select Admin->Financial Years from the sites menu. The filter dialogue
allows you to change which financial year you are viewing. The icon can be used to edit the salary band data of the
financial year.

Salary data is constructed using a the grade point system where Grade represents a major change and Point represents
a point scale within that grade. Within a Grade points may increment which indicates that staff employed at the grade
point will automatically increase the point on the 1st January each year. For example an incrementing grade point
of G1.1 would increment the following January to G1.2. A on incremental grade point would not change in January
(unless a grade point adjustment was made to an RSEs salary see Edit Salary Data).

From the the edit financial year view, grade points can be created and added using the Add Grade Point button where
they will be instantly displayed. Grade points can be individually edited or deleted. To return to the financial year
view (rather than edit) select the icon.
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CHAPTER 2

Users and Roles

The RSE Admin tool has two distinct user types of Admin and RSE which have different sets of privileges and infor-
mation available to them. Try logging into the demo site as both an Admin and RSE user to view the site from the
different users perspectives.

2.1 Admin Users

Admin users have the sites full features available including financial and salary data as well as financial reporting.
Admin users can not be allocated to projects and are as such not part of the RSE team.

2.2 RSE Users

RSE users represent RSE team members and each member of an RSE team should have an account which is used
for linking them with project allocations. RSE users have an individual login which allows them to view their own
projects and allocations as well as view team activity. A number of the sites features are restricted from RSE users
(e.g. financial reports, administrative tools, and salary information). It is possible to have joint RSE and admin users.
These must be created as RSE users where there is an option to add administrative privileges

2.3 User Creation

2.3.1 Creating an Admin User

When you initially configured the site for deployment you will have created an Admin user by issuing the Django
python manage.py createsuperuser command (alternatively use the demo sites provided login credentials from the
README). Additional Admin users can be created by selecting Admin->Add New User from the menu and choosing
the Administrator option from the user type. Once an Admin user is created they will have the option to change their
password after logging in from the user menu in the top right corner of the site.
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2.3.2 Creating an RSE User

A fresh installation of the site will contain no RSE users. Before creating one you will need to create a number of
Jfinancial years and salary information for them. This is required to set the starting salary of an RSE user.

RSE users can be created by selecting Admin->Add New User from the menu and choosing the RSE option from
the user type. The RSE can be ranted the same permissions as an Admin by selecting the User has administration
permission check box. Once an RSE user is created they will have the option to change their password after logging
in from the user menu in the top right corner of the site.

2.4 Viewing and Editing Users

Admin users can view all users of the site by selecting Admin->All Users from the sites menu. Editing the user allows
the basic information to be changed. An Admin user can reset any users password via the red Change Password button
on the user edit form.

Changes to an RSE users salary must be made from the RSE Team page.
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CHAPTER 3

RSE Team and Salary

The RSE Team view is available to all users by selecting Team->RSE Team from the main menu. The view will
display all team members, their usernames and capacity. For Admin users the team members current salary grade
point will also be displayed. The icon can be used to edit Salary Data for an RSE. The Info button will provide a RSE
Commitment Overview for the individual staff member.

3.1 Edit Salary Data

A salary grade change represents a change to an RSEs salary. Salary grade changes can occur as a result of setting a
starting salary or if there is a non incremental change to an RSE salary. Non incremental changes may be the result of
promotion or demotion to a different salary grade or to reflect a point increment (from a non incremental salary grade
point) due to exceptional contribution.

The Edit Salary Data view will by default have a single salary grade point change which reflects the starting salary of
the RSE set when the RSE user was created. Additional salary grade changes can be made by using the drop downs
and Add Salary Grade Change Button. Individual salary grade changes can be deleted using this view. WARNING: If
you remove all salary grade changes then it will not be possible to calculate any cost for the RSE.

3.2 RSE Commitment Overview

The RSE commitment Overview provides both a stacked commitment graph showing allocations over time and a gantt
view of commitments per project. The view can be filtered by date range and funding status. Within the commitment
overview graph the red dashed line represents todays date. Hovering the mouse over each stepped point will provide
a breakdown of the allocations which contribute to the commitment total. The icon can be used to rescale the graph
from 100% FTE to max (as the RSE may be over committed on projects which are under review).
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CHAPTER 4

Projects and Allocations

The RSE Admin tool makes a distinction between projects which are classed as service work (Service projects) and
projects where staff time is costed onto a research grant (Allocated projects). Allocated projects represent staff time
costed onto a grant at a percentage of an FTE which will generate an overhead (at a set annual rate) for the institution.
Service projects projects represent a commitment in terms of number of RSE days at a set service rate.

Service projects use the HEI Transparent Approach to Costing (TRAC) recommendation of 220 working days per year
(this value can however be changed in the settings file under WORKING _DAYS_PER_YEAR). As such a service project
of 220 days represents a full year of RSE commitment and overhead rates should factor this into any calculation to
cover staff time. Allocations for RSE staff on service projects are will apply the TRAC calculation to represent the
actual (FTE equivalent) time period spent on a project (rather than just the number of service days). This way each
allocation has a fair share of holidays and other non working days. Allocations of RSE time onto Allocated projects
are always based on a percentage of FTE time and as such always represent the actual time period spent on a project.

The site makes a distinction between effort and budget reporting on projects. Both forms of project generate an
income but the level of staff commitment expected for each is different. I.e. A service project is expected to meet
an effort commitment in terms of a number of staff days. Surplus income (day rate less the actual staff costs) will be
accumulated as a result. Allocated projects are can be reported by either effort or budget. It is frequently desirable to
over-commit staff to ensure that a staffing budget is completely spent. This is required when a project is costed with a
higher grade point than the RSE assigned to it. The Project Summary view provides a summary of project commitment
by either budget or effort.

4.1 Creating Projects

Projects and clients can be created by either Admin or RSE users however only Admin users can create allocations of
RSE effort onto projects.

4.1.1 Creating Clients

New projects require a client which is a named person from a department or institution. A new client can be created
by selecting Admin->New Client from the main menu or by selecting the icon from the client drop down in the new
project view.



https://www.trac.ac.uk/about/
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4.1.2 Adding a New Project

A new project can be created by selecting Admin->New Project from the main menu. You will then need to choose
between a Service or Allocated project type.

An internal project represents a project which does not generate income but represents a specific commitment of time.
E.g. A contribution in kind (from a core budget) of RSE time to support a research grant, development or delivery of
teaching or another FATPOU activity. The internal option allows either allocated or service projects to be marked as
internal.

The forms for completing the project details differ depending on the project type.

Allocated projects have a start date, and end date and a percentage of FTE RSE commitment which represents an
expected unit of time in which the project will receive RSE support. The overheads rate is the pro-rata full time
equivalent rate which is used to calculate any overheads returned to the institution for the staff time on this project.
The salary band used for costing represents the salary used to calculate the cost of staff time on the project.

Service projects have a start and end date which represents the tie in which a service project may be delivered. The
start and end date do not dictate a specific time commitment but rather the range in which the Number of Service Days
may be completed. The project date range must be at least the FTE equivalent of the number of TRAC service days.
The Charged to RSE account indicates that staff time should be billed to an RSE account (i.e. the account which
accumulated RSE service income at the specified Service Rate). Projects which are not billed to the RSE account will
generate income but not result in staff time being allocated to any cost code via a staff cost distributions (see Cost
Distributions report). A Service project has an invoice received date which indicates the date in which money enters
the RSE account. Not that this may be before or after staff time is changed back to the RSE account. Care should be
taken to not span financial years with Service projects to avoid receiving income which is absorbed by the university
at the financial year end when there are staff expenditures still to cover the following year.

4.2 Viewing Projects

A list of projects can be viewed by selecting Team->Projects from the main menu. Alternatively projects can be
viewed in the client summary view by viewing the list of clients Team->Clients and selecting the Info button. The
project list view can be filtered by type, status and schedule in either view. A clients details can be edited from the
client summary view by selecting the icon in the Client Details box.

4.3 Project Summary

Selecting a project via the Info button on any of the project list views will give a project summary which consists of
the following.

* FTE Commitment Overview : This graph shows the allocation of staff effort on the project. Individual staff
members can be toggled from the graph by clicking on their name in the figure legend. The red dashed line
represents todays date.

* Project Details Tabbed Summary : This tabbed information box provides information about the project. The
icon can be used to edit the projects details.

¢ Effort and Distribution Summary : This tabbed information box provides a summary of the effort and budget
summary (Admin users only) of the project based off the allocations within it. The icon allows a detailed view
(and option to edit) project allocations. The icon under the field Total Staff Costs provides a break down of how
the staff costs have been generated (see RSE Staff Costs Breakdown).

* RSE Allocations Gantt : The gantt chart view presents an alternative view of the commitment overview,
displaying allocation durations. The gantt percentages represent the percentage of FTE an allocation represents
on a grant.
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4.4 Project Allocation Details

The project allocation details view can be accessed via the icon in the Effort and Distribution Summary box of the
Project Details view. The view presents a breakdown of each RSE staff allocation and can be viewed by Effort or
budget. Project allocations can be edited or created using the icon.

4.5 Creating Project Allocations

The Add an allocation box will be pre-populated with the following information;
¢ Start Date : Will be based of the start date of the project
* End Date : Will be based of the start date plus any remaining effort at FTE equivalent.

* FTE Percentage : Will be based off the FTE percentage used for Allocated Projects or 100.0% for service
projects.

The icon next the the RSE selection can be used to view the specific RSE Commitment Overview of an RSE between
the proposed allocation date range. By clicking this icon with no RSE selected a Team Commitment Overview will
be presented between the proposed allocation date range. This is helpful in determining who is available to staff the
allocation.

If the start date or FTE percentage is modified then the icon can be used to calculate a new end date based off the
remaining effort at FTE equivalent. For Allocated projects the icon can be used to calculate an end date from the
project based off the selected RSE.

Return to the Project Allocation Details view by selecting the icon or to the Project Summary by selecting the icon in
the project details box.

4.6 Team Commitment Overview

A Team and projects overview is available by selecting Team->Team & Projects Overview from the main menu.
This view provides both a commitment summary view of RSEs allocations on projects ora gantt based view where
allocations are grouped by project. Both views can by updated by changing the filters which allow the date range
shown and funding states to be displayed. Within the Commitment (RSE FTE) tab individual staff members can be
toggled from the graph by clicking on their name in the figure legend. The red dashed line represents todays date and
the icon can be used to rescale the graph from 100% FTE to max (staff may be over committed on projects which are
under review).

4.4. Project Allocation Details 11
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CHAPTER B

Reports

The RSE Admin tool provides a number of useful reports fro team administration. These are only available to Admin
users (or RSE users with administrative privileges).

5.1 Recent Allocations

Allocations are not deleted from the database (unless a project is deleted). Instead they have deleted date which
removes them from views and reports. The Recent Allocations report shows any created or deleted allocations from
a given date. This can be useful in identifying where cost distributions have changed, especially if they need to be
recreated in some external financial system periodically.

The default date in the filter is based off todays date less the HOME_PAGE_DAYS_RECENT value in the settings
file.

5.2 Cost Distributions

The cost distribution report provides a breakdown of staff time (as a percentage of their FTE) per project on the current
date. Only projects which have a status of funded are included. Internal projects are excluded as are service projects
which are not chargeable (in which case the project will generate a surplus service income, see Service Income).

Selecting More on an individual staff member will provide a complete breakdown of of that RSEs cost distribution
for all projects for which they have a project allocation. The filter can be used to change the date range to limit this
to certain financial years or custom date ranges. Similarly the funding status of projects can be changed to see cost
breakdowns for projects which may be under review etc.

5.3 RSE Costs

The RSE costs view provides a breakdown of each RSEs salary costs. It includes the following information which is
used to determine the RSEs staffing cost liability. Liability represents salary cost not cost recovered through allocations

13
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on projects.

* Recovered Salary : Any recovered salary from allocations on projects (either Allocated projects or chargeable
Service projects)

* Internal Project Salary : Any salary cost as a result of allocations on internal projects

* Non-Recovered Staff Costs : The salary less the recovered salary. This represents the actual salary cost to the
RSE staff members underwriter (as liability considers time on internal projects).

Note: That any overheads generated are reported separately and may result in a net cash surplus even if the staff
member has a salary liability. Any overheads generated through allocations of RSS staff on Allocated projects can be
viewed per project or in the Financial Summary.

The detail of how each RSEs salary is calculated can be viewed by selecting the icon. This will present the RSE Staff
Costs Breakdown report.

5.3.1 RSE Staff Costs Breakdown

This view provide an RSE breakdown per project of any recovered or internal project salary costs. Salary costs are
separated into time periods from 1st January to 31st July and 1st August to 31st December as each 1st January date
may result in a salary increment and each 1st August date will result in a new financial years salary data. For salary
costs which project past know finical years salary values salary increments will be based off the last available finical
year and salary inflation will be estimated at 3%. Where salary inflation is estimated this is indicated with (estimated)
next to the salary band which was used. Inflation estimates are compounded year after year.

5.4 Service Invoicing

The service invoicing report presents a list of Service projects with with a filter for Invoice Received which has a value
of Outstanding if there is no specified invoice received date. The icon can be selected to edit the project and specify
an invoice received date.

Outstanding invoices for Active and Funded projects will result in staff time being charged (assuming the project is
chargeable) without any income received. Care must be taken with invoicing to ensure that invoices are not received
in separate financial years to where RSE allocation have been made.

5.5 Service Income

The service income report shows a summary of Service project staff costs (due to RSE allocations) compared with
income received through invoicing. Service projects do not generate overheads in the same way as Allocated projects,
instead they may accrue a surplus balance as a result of a rate being charged which is greater than the RSE staff costs.
The surplus represents any balance (positive) of deficit (negative). The report shows all service projects which are
not internal. The filter range can be used to limit the range of projects which are included. If any part of the project
(specified by start and end date) is within the filter range it will be included. Only the portions of the salary calculation
for the filter period will however be included.

The detail of how each projects staff cost is calculated can be viewed by selecting the icon. This will present the
Project Staff Costs Breakdown report.
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5.6 Project Costs & Overheads

The projects costs and overheads report shows any RSE staff costs per project. The view also calculates overheads
generated as a result of any Allocated projects based on the staff time allocated to the project. Service projects do not
generate overheads but are included in this report if they are charged.

The detail of how each Projects staff costs is calculated can be viewed by selecting the icon. This will present the
Project Staff Costs Breakdown report.

5.6.1 Project Staff Costs Breakdown

This view provides a project breakdown per RSE of any recovered or internal project salary costs. Salary costs are
separated into time periods from st January to 31st July and 1st August to 31st December as each 1st January date
may result in a salary increment and each 1st August date will result in a new financial years salary data. For salary
costs which project past know finical years salary values salary increments will be based off the last available finical
year and salary inflation will be estimated at 3%. Where salary inflation is estimated this is indicated with (estimated)
next to the salary band which was used. Inflation estimates are compounded year after year.

5.7 Internal Project Costs

The internal project costs report shows the staff actual costs associated with each internal project. This is the sum of
any staff costs incurred through allocations on internal projects.

The detail of how each Projects staff costs is calculated can be viewed by selecting the icon. This will present the
Project Staff Costs Breakdown report.

5.8 Financial Summary

The financial summary report provides an overview of all finances for a given time period (usually by financial year).
A balance for the RSE group is determined from the cost of staff less; any recovered staff costs (see RSE Costs), any
service income (see Service Income) and any internal project costs (see Internal Project Costs).

Each part of the calculation can be broken down into a detailed view by selecting the icon.

5.6. Project Costs & Overheads 15
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CHAPTER O

Time Tracking

The time tracking application is a separate django application which can be enabled in your installation of RSEAdmin
by ensuring that t imetracking.apps.TimetrackingConfig is listed in your INSTALLED_APPS within
the base . py settings.

The time tracking application has two important global settings which can be configured in the base . py settings file.

* WORKING_HOURS_PER_DAY This represents the number of expected hours per day an RSE staff member is
expected to work. It is used to convert fractions of days into working hours.

* WORKING_DAYS_PER_YEAR This represents the number of working days per year. This is a setting required
in the main RSE application but is used within the time tracking application to convert calendar days to working
days.

The time tacking application works by reporting on working days rather than calendar days. For example an allocated
project (at 100%FTE) over a calendar year has WORKING_DAYS_PER_YEAR which discounts weekends, bank holi-
days and holidays allowance (see Projects and Allocations documentation on TRAC). Service projects do not require
the same conversion as they have an associated number of service days which correspond to working days.

The purpose fo the time tracking app is to help RSEs to manage thier time on projects. This is particularly useful
for RSEs working on service projects where the delivery of a number of service days can be spread over a large time
period. The Project Time Reporting provides an indication of progress against any particular project. Additionally
the time tracking application permits agile working practice as RSEs can contribute to projects which they are not
formally charged to (through an RSE project allocation). This allows internal accounting of time which is hidden
separated from the financial charging model. Often this is helpful as recorded time sheet activity in the region of hours
(or small numbers of days) may not be worth changing an RSEs cost distribution but should still be recorded against
project progress.

6.1 Time Sheets

Time sheets can be edited by selecting Time Tracking->Time Sheets from the main menu. For Admin users there is
a selectable RSE drop down box however for RSE users the calendar for the RSE is shown. The calendar has standard
monthly, weekly and day views and will show any time sheet entries previously created.

17
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The Projects tab will show coloured project boxes for any funded project which is active (according to the start and
end dates of the project) within the calendar view. By default this will only include projects which the RSE has a
project allocation however the drop down box can be used to include all projects (which are active). If there are no
projects displayed then try changing the calendar date range by moving to the next month (week or day).

To create a time sheet entry drag the project boxes onto the calendar. In the month view this will create an all day
event. Within the week or day view it is possible to create hourly event, these can be configured at 30 minute intervals
(by dragging to move and extend duration), all day events can be created by dropping the project onto the top all-day
band. Days which have all day events can not also include hourly events. Any time sheet entry must be within the
start and end date of a project. As a project start part way through a month or week it is possible that a project box will
be displayed which can not be added to a certain day on the calendar. An error dialogue will be shown in such cases
confirming the projects start and end dates.

To remove a time sheet entry event select it to display the information dialogue and then choose the Delete button.

6.2 Project Time Reporting

Detailed project time reporting is available by selecting the info button of a project on on the Time Tracking->Time
Reporting view. The projects list presented in this view incudes a summary of progress up to todays date. The recorded
hours represent (whole rounded) days committed by time sheet entries on the project up to today and scheduled is the
number of working days expected up to the current working day (calculated by considering any project allocations).

The detailed project time report includes shows a graph with the following plots.

* Recorded days (Green) : This shows the recorded days committed on a project which are accumulated via
time sheet entries. This line should roughly follow the proposed scheduled effort and it is expected that the final
effort should represent that of the total project effort.

* Scheduled Days (Blue) : Scheduled effort represents working days accumulated through project allocations.
This may be not linear if projects have different allocations over their duration.

 Total Project Effort (Black) : This shows the linear expected commitment for the duration of the project. The
rate at which this increases will vary on Service projects which have a set number of days which can be delivered
over any time period.

¢ Current Date Today (Red dashed) : Indicates the date today.
Each of the graph plots can be disabled or enables by clicking on ehm in the figure legend.

The views options box allows the data within the report to be changed from a team view (i.e. — Team —) to a report
for an individual RSE. If an individual RSE is selected then the recorded and scheduled effort will reflect just the
individual however the Total Project Effort plot will remain the same. The granularity view allows the level or detail
in the graphing to be changed to a monthly, weekly or daily plot (warning: a daily report may be slow for projects
which have a long duration. By default the view will show the most appropriate granularity depending on the project
duration.

The Todays Recorded Effort Summary box presents break down of commitment up to today for the team (or a selected
RSE). The expected days days comes from the scheduled effort. An indication of over of under committed time can
assist an RSE or the team in planning future project effort.

The Project Total Recorded Effort Summary box presents a breakdown of commitment for the team (or selected RSE)
compared to the total project effort.

18 Chapter 6. Time Tracking
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