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Login to the system
A prerequisite to be able to log in to UBW is that you have gotten a login to Knowit, what

we call a UPN (User Principal Name).

Log in by using this link:
https://ubw.unit4cloud.com/se kno prod web/
The system is set up with Single Sign-on login. Choose "Identity Services Auth”:

unit

In business for people

v Unit4 Business World On! authentication
Identity Services authentication

T
User name

Client

Password

When choosing this you might get the question to authenticate through your Knowit ID

by logging in to Office365.
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https://ubw.unit4cloud.com/se_kno_prod_web/

B3 Microsoft

k noWj.t! shareit test@knowit.se

Signin Business World IDS -
Preview/Accept

| shareit.test@knowit.se

Publisher's website: knowitgroup.com
Next This app would like to:

Can't access your account? “~ Sign you in and read your profile

You should only accept if you trust the publisher (Knowit AB)
and if you selected this app from a store or website you trust.
Ask your admin if you're not sure.

The first time you log in to your account you will be asked to allow UBW to log in with

your account. Tick both the check boxes “Use your profile information” and “Use your
user identifier” and click Allow.

’ + Use your profile information

Your user profile information (first name, last name, etc.).

" Use your user identifier (required)

The application needs this to be able to securely identify you. If you do not grant this then you canr

By clicking Allow, you will allow this application and Unit4 to use your information in accordance with the resy

= -

When this is done, choose Identity Services Authentication again, and this time you will
be logged in to UBW.

If problems occur
If you experience issues with logging in, try to open the web browser in incognito/private

mode, and try to log in again: https://ubw.unit4cloud.com/se kno prod web/
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Time reporting

Open the timesheet from Your employment — Timesheets.

L Knowit Norrland AB

UNIT4 Business World Or
- A
Meny
Startsidor Din anstalining
Dinanstallning
' Franvaro R Aktivera ersattare
Tid och utlagg R Travel & Expenses
' Tidrapport
Informationssidor 2 Forum
Gemensam
Rapporter

JUICEY A v ™

Favoriter (7

Inga favoriter

Nyligen anvant
2 Tidrapport

[@ Dina tidrapporter

Sok y

[Slml[e][?]

Period for time reporting

When opening timesheets, choose “Open current period” which will take you to the
current week.

UNIT4 Business Wor

- | L 150 Tidrapport %

Tidrapport

Din aktuella period 7

L Knowit Norland AB

Onsdag

JAN

K

Utestdende perioder 7

Period 201801 Ny tidrapporter

2018-01-01 - 2018-01-07
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To choose a different period you may click on the calendar symbol as shown in the

picture.

UNIT4 Business World On!

= A 150 Tidrapport X

Tidrapport

Din aktuella period (7

Onsdag

T
JAN

3 2018-01-01 - 2018-01-07

Period 201801 Ny

KnowitNomland AB ~ 8 UACE v B " | sok

@ [CI@IN2

Utestdende perioder 7

@ Det finns inga férfallna eller avvisade
tidrapporter

If earlier periods have not been submitted, then you may open them from the list with

outstanding periods.

UNIT4 Business World On

= #w 150 Tidrapport X

Tidrapport

Din aktuella period (7

Period 201801 Ny

Tisdag

JAN
2 2018-01-01 - 2018-01-07

Oppna aktuell period

v~

M v HKnowitNomandAB ~ 2 U4CW ~ R ™ | Sok A

Utestaende perioder (7

N\
1’

N
iy

201749 - Fortallen
2017-12-04 - 2017-12-10

201750 - Forfallen
2017-12-11 - 2017-12-17

201751 - Forfallen
2017-12-18 - 2017-12-24

201752 - Forfallen
2017-12-25 - 2017-12-31
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Note that if the month ends in the middle of a week, then the time report might

contain more than one week

Tidrapport 201804

[4] 22jan2018-31jan2018 [ ] [E]

Din planerade tid (7

Tidrapport

Kopiera tidrapport ” Kopiera tom tidrapport

Arbetsuppagift Beskrivning Tidkod

Klicka pa Lagg till arb.uppg for att borja registrera tid.

Totalt antal

‘ Lagg till arb.up... | ‘ Laga till franvaro ‘mbelsp\an

Enhet

22jan 2018 - 28 jan 2018

Man
01-22

0,00

8,00

Tis
01-23

0,00

8,00

Ons
01-24

0,00

8,00

0,00 / 64,00 timmar

¥
o[
Tor Fre v Aktiverag
o - Totalt
01-25 01-26 7] Expandera
v Doljarbets
0,00 0,00 0,00
8,00 8,00 64,00

An indication of more than seven days in the week is that the work schedule for the given
period will state that you should report more than 40/37,5 hours pr week. In this

example, 64 hours. To see the rest of the days you should register time for, click the

arrow to the right of the dates. Remember to save before you move between weeks.

Register time - add a work task

Choose "Add work task”

uniT
-] L 150 Tidrapport 201801 x
4| Tidrapport » Tidrapport 20180:
Tidrapport 201801
4 1jan 2018 - 07 jan 2018 | b | [f8

Din planerade tid ?

Tidrapport

Kopiera tidrapport | Kopiera tom tidrapport

Totalt antal
Lagg till arb.up. Lagg till franvaro | Arbetsplan
v

Skicka for attest Spara som utkast

Ons  Tor Fre
01-03 0104 01-05
0,00
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Search for the project/work order you want to add time to. Ask your project manager or

team manager if you cannot find it.

UNIT4 Business World On!

i= 1) 150 Tidrapport 201801 %

E Tidrapport > Tidrapport 201301

Valj arbetsuppgift @
Sk

Alla -

Sok projekt eller arbetsorder -

Favoriter och nyligen anviénda arbetsuppgifter

Du har inga arbetsuppagifter markerade som favorit eller
nyligen anvanda.

Lagg till i tidrapport
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The field i set up with “type ahead” and will give you suggestions as you write.

UNIT4 Business World On!

a 150 Tidrapport 201801 %

Iz‘ Tidrapport » Tidrapport 201801

x
Valj arbetsuppgift @
Sok
Alla -
faz -
Arbetsorder
Fi  Fazer falosn aol 15010001-1
Fazer falosn ao2 15010001-2
Fazer falosn ao3 15010001-3
Fazer fa losn ao4 15010001-4
Fazer fa lgsn ao5 15010001-5
Fazer fa losn ao6 15010001-6

Choose project and work order (if activity should also be used for the project, then that

will also show as an option). When you have marked your choices click Add to

timesheet.
UNIT4 Business World On!

is 1) 150 Tidrapport 201801 x

lz‘ Tidrapport > Tidrapport 201801

Vilj arbetsuppgift @

Fazer faldsn test (15010001)
Fazer fa l6sn aol (15010001-1)
Analys / design (11)

Vilj arbetsorder och aktivitet

Arbetsorder Aktivitet
Filter Filter
+/ Fazer falosn acl + Analys / design
Fazer falosn ao2 Architecture
Fazer falosn ao3 Documentation
Fazer falosn aod Falut/Bug fixing

Fazer falosn ao5

Fazer falosn ao6

Lagg till i tidrapport
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Register hours per day

UNIT4 Business rld On! W @ v KnowitNorland AB ~ § UACE v B ™ | Sok
@ 150 Tidrapport 201801 X
[4] Tigrapport > Tidrapport 201801 ZIE=INE
Tidrapport 201801
[4] 01jen2018-07jan 2018 [v][EH] 16,00 / 32,00 timmar
Din planerade tid (? ¥
Tidrapport
Kopiera tidrapport || Kopiera tom tidrapport Atermat +|
] Mén Tis s Tor Fre o Son
Arbetsuppaift Beskrivning Tidkod Enhet oL 0L 0102 0105 0104 Oios o0l06 oigy Tout
w Fazerfaldsntest Lagg il arbuppg
P e oo Fazer fa losn test o = || Timmar | = 0 g 0 ) 0 ol 1600 X B &
Totalt antal 000 800 B00 000 000 000 000 1600
Lagg till arb.up... ‘ | Lagg till frénvaro |Ametsplﬂﬂ 000 800 800 800 BOD 000 000 3200
Spara som utkast Forhandsgranska utskrift
Tidrapport
Kopiera tidrapport H Kopiera tom tidrapport Altern
i § Man Tis Ons  Tor Fre Lér  Son
Arbetsuppgift Beskrivning Tidkod Enhet o101 o102 otos onos oros NP i Tomt
w Fazerfaldsntest Ligg til arbuppg.
P e Fazer fa losn test N Timmar 800 800 16,00
EEE S 23 Y Y [N 1.
Totalt antal 000 800 800 800 400 000 000 2300
Lagg til arb.up... ‘ ‘ Lagg till rdnvaro | Arbetsplan 000 800 800 800 800 000 000 3200
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When a work task has been added earlier it will show under Favourites and recent

work tasks.

Further down we explain how to add a favourite task.

UNIT4 Business World On!

A 150 Tidrapport 201802 %

E Tidrapport » Tidrapport 201802

Vilj arbetsuppgift @
sek

Alla -

Sok projekt eller arbetsorder -

Favoriter och nyligen anvdnda arbetsuppgifter

Fazer fa losn test
Fazer fa losn aol
Analys / design

Fazer fa losn test
Fazer fa losn ao2
Architecture

ABB lastsystem
ABEB lastsystem etappl
Analys / design

Lagg till i tidrapport
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Delete/Copy rows

A row can be deleted when it is in editing mode by clicking the X-symbol to the right on
the row.

uniT

i L 122 Tickupport 201802 *

[ 22 A7
Tidrapport 201802 » Uthast
[ 1 * [

Din planerade tid

Tidrapport

prein IbEpEer | Hopeeis 1o Bdrappan

oo X =

Under the little menu-symbol to the right of the X, you have the following options:
Copy row — Copy the row including the registered time

Add favourite - Add the work task as a favourite under “Favourites and recent work
tasks” for easy access later

Change work task - Make changes to the work task e.g., change the activity

uniT

= L. 150 Taempport J01H03 =

i Gl N |7
Tidrapport 200802 ¥ Uthkast
i ! 2 » [

Dan plarerade tid

Tidrapport

Hapsera iaappon | Hopecos torm Nermppen

- AR |swtryrien

o Alatnrce te

Bt et s
Abrwzace time .
Frrerii e TRa——— sormeaer
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Register hours other than "normal time”: Time codes

This shows how you register time that is e.g. overtime or standby time. You make the

change on each row in the field Time code and enter the number of hours for this

specific time code.

uniT

is w 150 Tidrapport 201802 X

4| Tidrapport > Tidrapport 201802

Tidrapport 201802
4| 0Bjan2018-14jan2018 | b ||FH

Din planerade tid (7

Tidrapport

Kopiera tidrapport | Kopiera tom tidrapport

Arbetsuppgift Beskrivning

w ABB lastsystem  Lgg il arb uppg

ABB lastsystem etapp1
design

Analys / desigr ABB lastsystem

w Fazer falésn test

Fazer fa lésn aot

Analys / design Fazer fa lasn test

Fazer fa losn ao2

Architecture Fazer fa losn test

Fazer fa lésn a2

Architecture Fazer fa losn test

Totalt antal

Lagg till franvaro | Arbetsplan

Skicka for attest Spara som utkast

Lagg till arb.up...

Save timesheet as draft

Forhandsgranska utskrift

Beredskap 1-...
Beredskap 12...
Beredskap 19..
Beredskap 2-1
Beredskap 29...
Beredskap 3-1
Beredskap 50...
Beredskap 6-1
Normal worki...
Overtid 1-1
Overtid 1-1.5
Overtid 1-2

T ] i |~

60
55
56
38
57
10
58
50
N

10
20
330

Min
01-08

Kno

Tis
01-09

800

8,00

witNorrland AB v R UACE v @ " | Sok

D (2] |9] Q)N |2

[» Utkast

26,00 / 40,00 timmar

¥

Alternativ =
Ons Tor Fre Lér San N
01-10 0111 0112 0113 0114 OO
8,00
400 4,00
4,00 12,00

0 0 0 0 o 200 X B 2

800 000 000 000 000 2600

8,00 8,00 8,00 0,00 000 40,00

Save the timesheet as draft throughout the week to be able to edit it again. OBS: Do not

send for approval until the timesheet is complete.

Tidrapport

Kopiera tidrapport H Kopiera tom tidrapport

Arbetsuppgift

w Fazerfaldsntest Liggtilarbuppg.

Fazer falosnaol
Analys / design

Fazer fa losn ao2
Architecture

Totalt antal

‘ Lagg till arb.up... | | Lagg till franvaro ‘Arbetsp\an

Beskrivning

Fazer fa losn test

Fazer fa losn test

Skicka for attest | Spara som utkast |

Forhandsgranska utskrift

Tidkod

Er

Ti

Version 1.0
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Send the complete timesheet for approval
When the timesheet is complete for the given period, choose Send for approval.

Tidrapport

| Kopiera tidrapport H Kopiera tom tidrapport |

Arbetsuppgift Beskrivning Tidkod Er

w Fazerfalosntest Laggtillarbuppg

Fazer falosn aol .
Analys / design Fazer fa I6sh test N Ti
Fazer fa losn ao2

Architecture Fazer fa l0sn test N Ti

Totalt antal

‘ Lagg till arb.up... | | Lagg till franvaro |Arbetsp|an

Skicka for attest Spara som utkast ‘ ‘ Férhandsgranska utskrift

You get a confirmation that the timesheet is sent.

x
O Genomfort

Tidrapporten har skickats for attestering

Warning - if the number of hours reported are less than your normal work
schedule

If you have registered less time than expected for the period, you will get a pop-up
warning when you try to send it for approval. If the time reported is correct, click Save

and continue to send it for approval.

A\ Skicka for attest
2018-01-15 - 2018-01-21: Min. tillitet antal ti

a1
‘normal ard0per 1 ckol
Andringarna har inte sparats. Korrigera felen ach fi

Version 1.0
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UNIT4 Busin World On!

9. KnowitNorlandAB ~ L U4CE v B ™ | Sok

L 150 Tidrapport 201802 X

[4] Tidrapport > Tidrapport 201802

Tidrapport 201802 [# Utkast
[4] oajan2018-147an2018 [» ][]

42,00 / 40,00 timmar
Din planerade tid 2

¥
Tidrapport
Kopiera tidrapport | Kopiera tom tidrapport. Altemativ +
Arbetsuppgift Beskrivning Tidkod Enhet D’ff‘r"‘g D;‘;q m(|‘—nl‘0 UI:’IL n:f} an"’i nl|'°|n\ Totalt
w Absence time
N aatnees, (ssed by timecode) Semester a0 Dagar 100 1,00
A sed by timecode) Sjukdom dag 1 93 Timmar 800 8,00
w Fazerfaldsntest Laogill arbuppg
Fj;:a";: o= ;g; Fazer fa losn test N Timmar 400 4,00
Fazerta losn 2ol Fazer fa losn test 10 Timmar 200 2,00
Foze lalosn ao2 Fazer fa losn test N Timmar 8,00 400 12,00
Totalt antal 10,00 8,00 8,00 8,00 8,00 0,00 000 4200
| Lagg till arb.up... | L Lagg till frdnvaro | Arbetsplan 8,00 8,00 8,00 8,00 800 0,00 000 40,00
e | prre——
Copy timesheet
To copy the timesheet from the previous week, click "Copy timesheet” if you want to
copy project/work order including the reported hours. If you do not want to copy the
reported hours, choose “"Copy empty timesheet” instead.
w 150 Tidrapport 201802 x
(4] Tidrapport > Tidrapport 201802 @Rl RIA[2]

Tidrapport 201802

4] o08jan2018-14jan2018 [p

0,00 / 40,00 timmar
Din planerade tid 2

Tidrapport
Kopiera tidrapport || Kopiera tom tidrapport Alternatry
Min Tis  Ons Tor Fre Lér Sén
Al gift e Vi nl T i
Arbetsuppgift Beskrivning Tidkod Enhet Bl 0100 0140 0i11 0112 0i43 [o11a Yok
Klicka pa Lagg till arb.uppg for att borja registrera tid.
Totalt antal 000 000 000 000 000 000 000 000
| Lagg till arb.up... Lagg till franvaro | Arbetsplan

8,00 8,00 800 8,00 8,00 0,00 000 40,00

Skicka for attest Spara som utkast Forhandsgranska utskrift

Version 1.0
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Correct rejected timesheet

If the approver rejects your timesheet, you will get a task in UBW, seen as an orange
symbol up in the right corner of the screen.

In the example in the picture, the resource has two rows in his/her timesheet for week 2
in 2018 rejected.

¥ v © v KnowitNorland AB v $ U4CE v | vB ™ | sok

x
Dina uppgifter @ Gruppera efter ¥

Correct Timesheets Resurs ID: U4TT Period: 201802 Period: TS (2)

Ga till Uppgiftshantering

Click on the task to open the rejected timesheet. Rejected rows will show up with a

comment from the approver about what is wrong.

UNITZ Business Worlc 1l v 0 KnowitNomland AB ~ S UACE v B B " | sok

= A 150 Tidrapport 201802 %

m (@] (9] [@|[\][2
Tidrapport 201802

4] ogjan2018-14jan2018 [» ] [ER

@ Avvisad
43,00/ 40,00 timmay

@ Avvisade tidsrapportrader 7

2
~ [2018-01-15, 12:24] Cecikia Wallin : Avvisad - korrigera enligt avialet
ABB lastsystem: ABE lastsystem etapp1: Analys / design
= [2018-01-15, 12:11] Cecilia Wallin: Karrigera tack
Din planerade tid ¥
Tidrapport
Kopiera tidrapport | Kopiera tom tidrapport Alternatiy =
rhet N Min Tis Ons Tor Fre Lor Son
Arbetsuppgift Beskrivning Tidkod Enhet | HE Gth moh e e mon el
w ABB lastsystem  Lagg tll arbuppg
Loy e ABE [astsystem =N - || Timmar | w 0 5 0 0 0 0 0 sp0 XE ¥
Kommantarss x ABB lastsystem N Timmar 4,00 4,00
[2018-01-15, 12:24] Cecilis,Wallin : Avisad
~korrigera enkigt avtalet
Totalt antal 1000 900 800 800 BO0 000 000 43,00
= : Arbetsplan 800 800 800 800 800 000 000 40,00
Lagg till arb.up.. Lagg til franvaro
Flexi (systemqenerated) 1.00 1,00

Skicka for attest Spara som utkast Forhandsgranska utskrift
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If several rows have been rejected, click the work task under the approver’'s comment to

show the given row for correction in the timesheet.

uniT L K Newwlisc A 2 ue A H™

= L] 156 Tickapport 201802 *

Tidrapport 201802 @ Mwvisad
[l Jan 201 4 jar 2 -
© Avviande GEsrapponradar © &

AT sy e ASTE ey em etapp | Analys | dengn

I Fazer 1a a= teat Facer fa lan el Analya / duaign I

D planerads tid 5 ®

Tidrapport

Hopeera ocapont | Hopescs o noraspory T

i TR T T T 1-14
Hebareeani 80 D .00 100
Atrace ume 5 1 2
RIS, [t by W00 Gpidandag 1 = T b oo
r Fanes B B tmmt sy 10 0o
- - [ ] apy M E

Hmretare

801
Dt Wttt K tack

1606 800 &80 E06 800 08 000 4L

Correct the errors and choose “Send for approval” again.

When the timesheet is opened from the menu, you should also be able to see periods
with rejected rows in it. Note that this does not always work, so to make sure you have

nothing rejected you should note if you have the orange symbol which indicates tasks.

UAITZ Bu @ Do Knowthonbnd A8 ~ L UACE v & B W | see
A 15 Tidrapport X
mEI=IA (7]
Tidrapport
Din aktuella period 7 Utestdende perioder 7

Period 201803 ./ Klar ° 201802 - Awvisad
2018-01-08 - 2018-01-14

Mandag

2018-01-15-2018-01-21
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