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Harvest Download

e Loginto your harvest account
e Goto“Reports” and click on “Detailed time”

e Select the relevant timeframe and enter the project code that you manage under “Projects”

e Clickon“Runreport”

@ Time Projects Reports RB Redeate

Time  Detailed time

Detailed time report

Timeframe All time v

Include archived items in filters

Clients All clients

Projects l([GIZ - 23.0CWART) Orgnised Crime West Africa Response to trafficking 2023 X)I

Tasks All tasks

Team Everyone Search roles

e Thereport that is generated should look like the following
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@ Time Projects Reports RB Redeate

Time  Detailed time

Detailed time report: All time Change filters
Total hours Clients All clients
1,161.29 1 Project Orgnised Crime West Africa Response to trafficking 2023
627.00 Uninvoiced billable hours Tasks All tasks
Team Everyone
Show: All hours v || Group by: Date v Active projects only Export v e
Client Project Task Roles Person Hours
19122022 6.00
Germany LG1Z - 23.0CWART] Orgnised Crime West Africa Response to Editorial Communications Officer  Abigail Davies 6.00

trafficking 2023

e Then click on the button “Export” and select excel in the drop-down list
¢ The excel file that is generated should look like the following

harvest_time_repo
rt (example for

How to Filter and Unfilter in Excel

¢ Inyour harvest download select the full page by clicking the button on the top left-hand side of the

excel file as shown below
e

es -
rODrop | Ug& - % Calibri (Body) v 12 v A~ Av — B

box{( Paste B | I | U] i+|[&lrAl]||l=|=|:

<OP | c19 . fx Orgnised Crime West Africa Response to tr.
cumel 1| A B C

swnl 084 1 |Date Client Project

| 2 19.12.22 Germany Orgnised Crime West Africa Response to trafficking

plicatig 3 20.12.22 Germany Orgnised Crime West Africa Response to trafficking

4 21.12.22 Germany Orgnised Crime West Africa Response to trafficking

)23 - M'? 5 22.12.22 Germany Orgnised Crime West Africa Response to trafficking

6 23.12.22 Germany Orgnised Crime West Africa Response to trafficking

i 7 02.01.23 Germany Orgnised Crime West Africa Response to trafficking

8 03.01.23 Germany Orgnised Crime West Africa Response to trafficking

| Q NINT 2% Carmanu Nronicoad Crima Waoact Afrira Rocnnnca tn traffirkine

e Then go to the “Sort and Filter” button and select “Filter” in the drop-down list as shown below
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AHEH S Y =T “} harvest_time_report (example for Demo)

Insert Draw Page Layout Formulas Data Review View Acrobat

= Insert v

= So v . ) )
’5(}‘ S0 genera ..*‘ ! 9/ ' D/' =X Delete ;
9

Fa

(&

== = Gl = v Y 0 4% Conditional Format  Cell 1
S %) || % 45 Formatting as Table ~ Styles (| Format ~ 3 %+ Sort Oldest to Newest

Al . fx Date %+ Sort Newest to Oldest
4 A | & | c | D | £ | F | & | W | | Custom Sort...

1 |Date Client Project Project Code Task Notes Hours Billable? Invoiced? m
2 19.12.22 Germany  Orgnised Crime West Africa Response to trafficking 2023 GIZ - 23.0CWART Editorial 6 Yes No

3 20.12.22 Germany  Orgnised Crime West Africa Response to trafficking 2023 GIZ - 23.0CWART Editorial 6 Yes No 1

4 21.12.22 Germany  Orgnised Crime West Africa Response to trafficking 2023 GIZ - 23.0CWART Editorial 8 Yes No J L’
5 22.12.22 Germany  Orgnised Crime West Africa Response to trafficking 2023 GIZ - 23.0CWART Editorial 6 Yes No J E
6 23.12.22 Germany  Orgnised Crime West Africa Response to trafficking 2023 GIZ - 23.0CWART Editorial 8 Yes No NOT————TBEn———JAmRK

7 02.01.23 Germany  Orgnised Crime West Africa Response to trafficking 2023 GIZ - 23.0CWART Substantive Work 11.79 Yes Yes No Maya Angelou
8 03.01.23 Germany  Orgnised Crime West Africa Response to trafficking 2023 GIZ - 23.0CWART Project Management 8 Yes Yes No Martina Hingis

9 03.01.23 Germany  Orgnised Crime West Africa Response to trafficking 2023 GIZ - 23.0CWART Substantive Work 4 Yes Yes No Idris Elba

n NN 22 Carmanu Nranicad Crima \Wact Afrira Dacnnnca ta teaffiskine 3102 217 - 72 AMAADT Editarial Q Vac Vae Na Crarlate Inhancen

¢ Your file should look like the following

,ﬂ\ d - 8B harvest_time_report (example for Demo) 3 A’

Insert Draw Page Layout Formulas Data Review View Acrobat &+ Share A

X calibriBody) <12+ A= Av = = | - So-  General . ) ), | B | 3 Q
5 v SEEA Z ¢ .. A =X Delete v [9] v Z? [51

Paste v v Dy v = = =| e = o v = v 9 *0 | 00 ti o P i H

e ¢ |(BlI[ulEN&HAY|(E[=l=]l=l= % (B8] moed o S, | e | @ T DR ORI
Al . fx Date v
4 A LB | G | D | E /LN | S| | N | N (s [I—
1 |Date | v|client |¥|Project | | Project Code || Task | | Notes | ¥ |Hours | |Billable? | ¥|invoiced? |¥|Approved? |¥|First Name |¥|LastName |v
2 | 19.12.22 Germany  Orgnised Crime West Africa Response to trafficking 2023 GIZ - 23.0CWART Editorial 6 Yes No No Ben Affleck
3 | 20.12.22 Germany  Orgnised Crime West Africa Response to trafficking 2023 GIZ - 23.0CWART Editorial 6 Yes No No Ben Affleck
4] 21.12.22 Germany  Orgnised Crime West Africa Response to trafficking 2023 GIZ - 23.0CWART Editorial 8 Yes No No Ben Affleck
5 | 22.12.22 Germany  Orgnised Crime West Africa Response to trafficking 2023 GIZ - 23.0CWART Editorial 6 Yes No No Ben Affleck
6 | 23.12.22 Germany  Orgnised Crime West Africa Response to trafficking 2023 GIZ - 23.0CWART Editorial 8 Yes No No Ben Affleck
7] 02.01.23 Germany  Orgnised Crime West Africa Response to trafficking 2023 GIZ - 23.0CWART Substantive Work 11.79 Yes Yes No Maya Angelou
8 | 03.01.23 Germany  Orgnised Crime West Africa Response to trafficking 2023 GIZ - 23.0CWART Project Management 8 Yes Yes No Martina Hingis
9 | 03.01.23 Germany  Orgnised Crime West Africa Response to trafficking 2023 GIZ - 23.0CWART Substantive Work 4 Yes Yes No Idris Elba
10| 03.01.23 Germany  Orgnised Crime West Africa Response to trafficking 2023 GIZ - 23.0CWART Editorial 8 Yes Yes No Scarlett Johansson
11| 04.01.23 Germany  Orgnised Crime West Africa Response to trafficking 2023 GIZ - 23.0CWART Substantive Work 4 Yes Yes No Marie Curie
12| 05.01.23 Germany  Orgnised Crime West Africa Response to trafficking 2023 GIZ - 23.0CWART Substantive Work 8 Yes Yes No Marie Curie
13| 06.01.23 Germany  Orgnised Crime West Africa Response to trafficking 2023 GIZ - 23.0CWART Substantive Work 4 Yes Yes No Marie Curie
14| 09.01.23 Germany  Orgnised Crime West Africa Response to trafficking 2023 GIZ - 23.0CWART Substantive Work 4 Yes Yes No Audrey Hepburn
15 | 09.01.23 Germany  Orgnised Crime West Africa Response to trafficking 2023 GIZ - 23.0CWART Project Management 8 Yes Yes No Martina Hingis
e NOA1 22 Farmans  Aranicad Crima Wack Abric Dacnnanea ba brabficbine 3072 172 AmaoT Cothebantivin Winr 0 /Var Ve [ON Main Prcia

¢ You can now for example select a specific first name by clicking on the filter that is located on the
first line of the file under the first name column. Under that selection you for example for instance see the
sum of the number hours booked by that person

K L ™M Sive
size
|| First Name |-T|Last Name |~ |Roles
Scarlett ° First Name f
Scarlett o ]
Scarlett
Scarlett 44 Ascending Z4 Descending
Scarlett
By colour:  None e
Filter
By colour:  None 2]
Equals B Scarlett M
O And or
Choose One (<] M
Q
Jane
Marie
Martina
Maya
Rosa
v Scarlett
Toni

Auto Apply
Clear Filter

A Hd o9 A #B harvest_time_report (example for Demo) L :

Insert Draw Page Layout Formulas Data Review View Acrobat o+ Share A

% Calibri (Body) + 12+ As Av = = _| &~ o+  General v '_ . 0/ 0/ msert v 3 v A?v Q . [b.T
S = i3 =x pelete * 3] 7z b}
Paste B I U~ v WAL= ==& 0= | v 2+ % ) % 4%  Condtional Format  Cell oy Sort& Find&  Create and Share
& = = - S 00 Cormatting as Table  Styles (i Format | @~ Fiter Select Adobe PDF
G10 . fx 8 v
A B c E G H | J K L
1 Date L\ Client t\ Project t\ Project Code L\ Task |¥|Noes | ¥ mn Billable L\ Invoiced? \lj Approved? \L\ First Nam.» 1\ Last M ame M Roles
10 03.01.23 Germany  Orgnised Crime West Africa Response to trafficking 2023 GIZ - 23.0CWART Editorial 8|Yes Yes No Scarlett Joh-.sson Senior
34 13.01.23 Germany  Orgnised Crime West Africa Response to trafficking 2023 GIZ - 23.0CWART Editorial 8|Yes Yes No Scarlett Johansson Senior s
55 20.01.23 Germany  Orgnised Crime West Africa Response to trafficking 2023 GIZ - 23.0CWART Editorial 8|Yes Yes No Scarlett Johansson Senior s
61 23.01.23 Germany  Orgnised Crime West Africa Response to trafficking 2023 GIZ - 23.0CWART Editorial 8|Yes Yes No Scarlett Johansson Senior
122 08.02.23 Germany  Orgnised Crime West Africa Response to trafficking 2023 GIZ - 23.0CWART Editorial & 4.Ves No No Scarlett Johansson Senior s
207
Sheet1 ar
Ready 5 of 205 records found 1T T?/Accessibility: Good to go Average:7.2 Count:5  Sum: 36 0 = c— + 100%
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e Tounselect the person you chose you go the column that contains the first name of the person and
click on the drop down button and click on “Select All”

I? | ¥ |First Name

wr

~T|Last Name | ¥ |Roles

Scarlett o First Name )
Scarlett Sort a
Scarlett 3
Scarlett 24 Ascending Z 4 Descending k
Scarlett 2
By colour: None 8
Filter
By colour: None 8
Equals B Scarlett M
O And Or
Choose One (2] v
Q
& (Select All)
nuuirey
Ben
Halle
Idris
James
Jane
Auto Apply
Clear Filter

e Toremove thefilter altogether go back to the “Sort and Filter” button and select “Filter” again

“IF” Formula in Excel

¢ |f you need to quickly check if a person’s hours have already been transferred to our accounting
system and can’t be changed anymore you can use the following formula in column T. You can either type in
or copy and paste this exact formula in the raw data you downloaded from Harvest

=|F(12="No","Harvest hours not transferred","Harvest hours transferred")

ur L) = = = @= 9= | Mergo&Centre v T

o Format || LBAIERR[RYAY i = lerge & Centre ¥ | B 7 %

fx =IF(12="No","Harvest hours not transferred","Harvest hours transferred")

H | J K L [ N 0
able? Invoiced? Approved? First Name LastName  Roles Employee?  Billable Rate
i No No Ben Affleck Communications Officer Yes

No No Ben Affleck Communications Officer Yes
No No Ben Affleck Communications Officer Yes
No No Ben Affleck Communications Officer Yes
No No Ben Affleck Communications Officer Yes

) i +0

Conartional  Format

wooa

Formatting as Table

P
Billable Amount
3187
3187
3187
3187
3187

Q
Currency
191.22 Swiss Franc - CHF
191.22 Swiss Franc - CHF
254.96 Swiss Franc - CHF
191.22 Swiss Franc - CHF
254.96 Swiss Franc - CHF

eutrar

R
External Reference URL

nsert  velete  rormat sorta

@ clear» Filter

S 1) u
Harvest Hours Transfer Status
[Harvest hours ot ransferrer_,
Harves s s wansterred
Harvest hours not transferred
Harvest hours not transferred
Harvest hours not transferred

e Thendragthe formula to the cells below using the little plus sign that appears on the bottom right

side of the cell

Harvest Hours Transfer Status
0..'5| Harvest hours not transferred !
075

1
0.75
1

147375
1

05

1

05

1

05

05

1

“Days” Formula in Excel
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e To convert the number of hours recorded in harvest into days either type or copy and paste the
following formula in your harvest download file in column S

=G2/8

How to Generate a Pivot Table

e Make sure there are no columns that don’t have title if not you will not be able to generate a report
e Select the full page as demonstrated previously

e Goto“Insert” and choose “PivotTable”

== v

Page Layout Formulas Review

f ‘..-».:.
ig ) iz B ([ B %5 -3
Fivot Recommended Table Pictures Shapes Icons 3D SmartArt Screenshot
Table Pivot Tables Models
Al - Jfx Date
| A B C
1 |Date Client Project

19.12.22 Germany Orgnised Crime West Africa Response to trafficking 2023
20.12.22 Germany Orgnised Crime West Africa Response to trafficking 2023
21.12.22 Germany Orgnised Crime West Africa Response to trafficking 2023
22.12.22 Germany Orgnised Crime West Africa Response to trafficking 2023
23.12.22 Germany Orgnised Crime West Africa Response to trafficking 2023

o wnbd wnN

e Normally the “Select a table or range” section will be selected and automatically be filled in because
you selected the full page. If it is filled in click on “Ok”

| Create Pivot Table

Choose the data that you want to analyse.

© sSelect a table or range

Table/Range: | Sheetl!S$SA:$S =]

Use an external data source

No data fields have been retrieved.

Choose where to place the Pivot Table.

© New worksheet
Existing worksheet

Table/Range:

2]
Concel NI

¢ You will automatically be directed to another worksheet that looked like the following. Click in the
section indicated in the following image and generate the data in your table
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a dH -

Home Insert Draw Review
'-"—ri . 3% cu Calibri (Body) -~ 12 1A=~] A= =1 — (=~ =xoore
15 Copy ~ &
Paste - U A = = = = = — M
<~ Format B I — - e V| i — - — I -
B8 - RS
A B , = D E - G H 1
1
| PivotTablel |
To build a report, choose fields from
R F—

I -
1) o= | e e N e e |
iL E === - S—
12 = = = = ) :
b 5 ==== O
13 . —
1s 1] —
15
17
13
13
2)
21
22
23

¢ Thefinal pivot can for example look like the following depending on the data you want to analyze

a3 ©-
Insert Draw Page Lay Data Review View Acrobat Pivot Table Analyse
U“—'ﬂ . b ou Calibri (Body) ~+ (12« A= A~ = = _| &~ S0 Wrap Text General
13 Copy ~
Paste <7 Format B | I | U|vEE] & A - = | === = ++| Merge & Centre ~ S % >
cis - fx 93
A B c D E F G H 1
3 Sum of Hours Column Labels =
4 Rowlabels |~ |Harvest hours not Harvest hours (blank) Grand Total
5 #<19.12.22
6  =2022 34 34
7 ~IDec 34 34
8 Affleck 34 34
9  =2023 593 534.29 1127.29
10| Slan 534.29 534.29
11 Angelou 11.79 11.79
12 Berry a8 a8
13 Bond 25.5 25.5
14 Curie 82 82
15| Elba [ s3] 93
16 Hepburn 108 108
17 Hingis 128 128
18 Johansson 32 32
19 Parks 6 6
20 =Feb 532 532
21 Affleck 30 30
22 Angelou 64 64
23 Austen 135 135
24 Berry 32 32
25 Bond 315 315
26 Curie 76 76
27 Elba 92 92
28 Hepburn 108 108
29 Hingis 12 12
30 Johansson 4 a
31 Morrison 40 40
32 Parks 29 29
33 =Mar 61 61
34 Curie 32 32
35 Hepburn 28 28
36 Parks 1 1
37 Grand Total 627 534.29 1161.29
38
39
40
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¢ If you have done a new harvest download and need to update the pivot table so that it can reflect up
to date data, please click on the pivot section and then go to “Pivot Table Analyze” and click on the
“Refresh” button. Similarly if you have added some new columns please make sure to use the “Change

Data Source” button to add the data found in the new columns in the pivot table.

i harvest_time_report (example

[ A H S = =
Home Insert Draw Page Layout Formulas Data
Pivot Table Name: Active Field: Expand Field
e (i ]
PivotTable2 Options Sum of Days Field Collapse Field
Settings
c17 . fx 10.25
A B C

1

2

3 'Sum of Days Column Labels [+]

4 Row Labels E‘ Harvest hours not hours

5 =<19.12.22

6 +<19.12.22

7 =2022 4.25

8 =Qtrd 425

9 =IDec 425

10 Affleck 425

11 =2023 74.125 66.78625

12 =Qtrl 74.125 66.78625

13 =lJan 66.78625

14 Angelou 1.47375

15 Berry 6

16 Bond 3.1875
|17 Curie 10.25]
118 Elba 11.625
| 19 Hepburn 125

20 Hingis 16

21 Johansson 4

22 Parks 0.75

Find and Replace

¢ |fyou need to remove a gap or comas in your excel file you can use the find and replace function. First
select the column or page where you want to find and replace and then either click on Control+F (at the

Review

View Acrobat Pivot Table Analyse Design
=N e | 15
~ v T v v
=Y ? R al 0 k
Insert  Insert { Refresh Change Clear Select
Slicer Timeline Connections Lata Sourc »
E F G H | J K

d (blank) Grand Total

4.25

425

425

425
140.91125
140.91125
66.78625
1.47375

6

3.1875
10.25
11.625
135

16

4

0.75

same time) on your Mac or go to the “Edit” and select find.

1 File ¢ Edit » View Insert

Format

Tools Data Window

B -~

Undo Typing " in W1
[ c Repeat Clear

Cut
Copy

Cut
Zopy v
== Paste

Paste Special...

& Fill
R

q Clear

c Select All
€ Delete

[

¢ Sheet

Review  View

>
[1f

1]

11l

[
+
"

o
" Billable Rate
31.87
31.87
31.87
31.87
31.87

Toggle Drawing

[P RS

s Start Dictation

S Emoji & Symbols
m Lo--——
Analyst

Yes
Yes

Find Next
Find Previous

Replace...

Go to...
2096
47.69

Help

Acrobat

Billable Amount

33
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R S i u A w X Y
-nal Reference URL Days Harvest Hours Transfer Status
0.75 Harvest hours not transferred |0,123
0.75 Harvest hours not ferred |0,124
1 Harvest hours not i 0,125 ”

[ ] [ ] Find & Replace

Find  Replace

j Find what: | I v

Options
i T T
T T

1 Harvest hours ferred 0,141

1 Harvest hours transferred 0,142
0.25 Harvest hours transferred 0,143
1 Harvest hours transferred 0,144

1 Harvest hours transferred 0,145

1 Harvest hours transferred 0,146

1 Harvest hours transferred 0,147
0.375 Harvest hours transferred 0,148
1 Harvest hours transferred 0,149

1 Harvest hours transferred 0,150

e Then you instruct excel what to find (it is a coma in the example below)
1 manvest nours not TRU U122 1

[ ] [ ] Find & Replace

Find  Replace

" Find wha : E |v

Options

e Finally click on the replace button and indicate what you want to replace the coma with (a point in the
example below) and click on replace all

1 MAIVESL U UL UAIRITHTY (W18 1

o [ ] Find & Replace

Find Replace

Find what: ” I v

Replace with: . v
Options

Replace Replace All Find All Close

Page 9 of



Conditional Formatting

e Select the column where you where you want to apply conditional formatting on and click on
Conditional Formatting in the formula bar

B B (e

Conditional Format Good Neutral
Formatting as Table

iL

e Thenselect “New Rule”. Change the Style to “Classic”, select “Only format cells that contain” in the
drop line list and select cell value in the drop-down list

New Formatting Rule

Style: Classic el
Only format cells that contain )
1’ Cell Value B between & and 2]

Format with: Light Red Fill with Dark Red Text AaBbCcYyZz

Cancel
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e Thenfinally select the formula that will allow you to format specific values. In this case we want to
only highlight cells that are equal to or greater then 1.25

o L < | -

New Formatting Rule

01
Style: Classic g,:
01
Only format cells that contain g:;l
Cell Value greater than or equal to @) g::
Format with:  Light Red Fill with Dark Red T... AaBbCcYyZz g::
0,1
Cancel 0,1
| —
n1
S
Days |

0.75

0.75

1

0.75

1

1.47375

1

0.5

1

0.5

1

0.5

0.5

1

How to Generate a Formula

e There are three ways of generating formulas in excel;

1) Manually enter it using an equal sign

L ~ U “—

=sum(
SUM(number1, [number2], ...)
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2) Typeitinthe formula bar also using the equal sign

Home Insert Draw Page Layout Formulas Data Review  View Acrobat

I:ﬁljv & cut Calibri (Body) v 12 v
[® copy v

Paste . Merge & Centre
Format -

SUM X v o =sum(|

L <~ “tnumber1, [numher?}, ) o p Q
1 Last Name Roles Employee? Billable Rate Billable Amount Currency
2 Affleck Communications Officer Yes 31.87 191.22 Swiss Franc - CHF
3 Affleck Communications Officer Yes 31.87 191.22 Swiss Franc - CHF
4 Affleck Communications Officer Yes 31.87 254,96 Swiss Franc - CHF
5 Affleck Communications Officer Yes 31.87 191.22 Swiss Franc - CHF
6 |Affleck Communications Officer Yes 31.87 254,96 Swiss Franc - CHF

3) Click on function symbol (fx) that is found next to the formula bar. It will open a formula bar
table on the right side of the excel sheet

P

les Employee

s ismiantinns MEfiane Van

¢ Formula Builder (%]

Q

Most Recently Used
SUM
IF
AVERAGE
HYPERLINK
COUNT
MAX
SIN
SUMIF
PMT
STDEV

All
ABS

Insert Function

fx SUM

Adds all of the numbers in a range of cells.

Syntax

SUM(number1,number2,...)

= Number1: number1,number2,... are 1 to 255
numbers to sum. Logical values and text are
ignored in cells, included if typed as arguments.

Number2: number1,number2,... are 1 to 255
numbers to sum. Logical values and text are
ignored in cells, included if typed as arguments.

More help on this function
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Vlookup

¢ Make sure the data you are searching for based on a criterion is found on the first column. In the
example below | am searching for AFFLECK - Ben so in the staff list tab the first column on which |
am searching has to be column C.

| Qe aIRdT 6B 9 B - Be (EB- 6.6

' External Refresh z _L Sort  Filter Textto Flash-fill Remove Data  Consolidate What-if Group  Ungroup Subt
Data Al [5 Edit Links T’ Advanced Columns Duplicates Validation Analysis
2 : S« =VLOOKUP(S2,'staff list'|C:C,1,FALSE)
®
R S I AB AC AD AE ]

v | External Reference URL |~/ Last Name - mem [v] Hourly Rate in CHF |~/ Harvest vs Staff List | v/ I3

AFFLECK - 31.87 AFFLECK - Ben |AFFLECK-Bon l

AFFLI:CK-BM 31.87 AFFLECK - Ben AFFLECK - Ben

AFFLECK - Ben 31.87 AFFLECK - Ben AFFLECK - Ben

AFFLECK - Ben 31.87 AFFLECK - Ben AFFLECK - Ben

AFFLECK - Ben 31.87 AFFLECK - Ben AFFLECK - Ben

ANGELOU - Maya 28.07 ANGELOU - Maya ANGELOU - Maya

HINGIS - Martina 20.96 HINGIS - Martina HINGIS - Martina

ELBA - Idris 41.78 ELBA - Idris ELBA - Idris

JOHANSSON - Scarlett 74.54 JOHANSSON - Scarlett JOHANSSON - Scarlett

CURIE - Marie 47.69 CURIE - Marie CURIE - Marie

CURIE - Marie 47.69 CURIE - Marie CURIE - Marie

CURIE - Marie 47.69 CURIE - Marie CURIE - Marie

HEPBURN - Audrey 28.4 HEPBURN - Audrey HEPBURN - Audrey

HINGIS - Martina 20.96 HINGIS - Martina HINGIS - Martina

CURIE - Marie 47.69 CURIE - Marie CURIE - Marie

BOND - James 57.49 BOND - James BOND - James

HEPBURN - Audrey 28.4 HEPBURN - Audrey HEPBURN - Audrey

Upper Last First Name Concatenate Staff / Procurement  Contract Daily ratein Number of Number of

Name Consultant (signed by Grant days assigned  Days Booked
(for those consultant Currency ontheproject inHarvest
filling time in and GI-TOC) (select grant
Harvest) currency in
cell S2)

Finance Finance Program Mgr Finance Program Mgr Finance

MORRISON |Toni
AUSTEN Jane
Federer Roger

AFFLECK ] 400l 20
ANGELOU _[Maya ] |65
HINGIS Martina ]
ELBA Idris ]
JOHANSSON [Scarlett ]
CURIE Marie ]
HEPBURN  |Audrey ]
BOND James ]
BERRY Halle ]
PARKS Rosa ]
]
]
]
]
]

e Then the formula to enter to look up AFFLECK - Ben from the Harvest sheet into the Staff list tab is
the following;

=VLOOKUP(S2,'Staff list'!C:C,1,FALSE)
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Concatenate

¢ [f youwant to combine values found into two cells into one you can use the Concatenate formula. In
the example below we are combining the first and last name of staff members.

B v D
form* won
Surname Firstname | itle
\ AFFLECK Ben
ANGELOU Maya
HINGIS Mar .a
ELBA Idris
it JOHANSSON |Scarlett
CURIE Marie
HEPBURN Audray
BOND James
BERRY Halle
PARKS Rosa
MORRISON  |Toni
AUSTEN Jane
Federer Roger
e Theformulato enter is=CONCATENATE(B5," - ",C5)
Upper
¢ [f youwant to change all letters in a cell from lower case to all upper-case letters use the Upper
formula. To use the formula type =UPPER and then select the cell that contains the name that you
want to change to upper cases to and then click enter.
¢ =UPPER(CS)
()
B C D = I K L M
EUR
Full
rnan 2 Firstname (Tit e Recharge
| ¥ Daily rate All ffer Case M ame
“FLECK Ben 100 BEN .
JGELOU i 250 1eava
NGIS Martina 300 MARTINA
BA |dris 150 IDRIS
JHANSSON |Scarett 500 SCARLETT
JRIE Marie 400 MARIE
ZPBURN Audrey 200 AUDREY
JOND James 250 JAMES
ZRRY Halle 300 HALLE
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SUMIFS

¢ [f you need to sum-up data with more than one criterion then you can use the Sumifs formula. For
example, if you need to sum time booked in harvest by employee and month you can use the
following way;

e First you type =sumifs and as the first criteria you need to select the column that you want to sum

up
\%
| Days
' 0.75
| 0.75
' 1
| 0.75
' 1
Formula Builder Q. anrs
| 0.5
Show All Functions \ g
| 0.5
| 1
SUMIFS | 05
| 0.5
Sum_range = $V:$V | 1
| 1
» $V:sv 2.5 [ 0.125
| 1
¢ Then you select the column that contains the data of your first criteria. In this example it is the
column that contains the last and first name of the employee
S
Formula Builder X AFFLEGK - Bon
AFFLECK - Ben
Show All Functions AFFLECK - Ben
AFFLECK - Ben
AFFLECK - Ben
SUMIFS ANGELOU - Maya
Sum_range = $V:$V X HINGIS - Martina
ELBA - Idris
© $V:$V 2. ‘ JOHANSSON - Scarlett
CURIE - Marie
Criteria_range1 = $5:8S CURIE - Marie
CURIE - Marie
- $5:$S & HEPBURN - Audrey
T - — HINGIS - Martina
e The third stepis to select the cell in which your criteria is located in. In this example we want to sum
up the hours of Ben Affleck.
A Formula Builder (]

Show All Functions
SUMIFS
Sum_range = $V:§V
© VsV 2

Criteria_range1 = $S:85

© $5:8S 2
Cr*cial = "AFFLECK - Ben

5 $AF$2 2
Critaria ranna. T -
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AF

AFFLECK - Ben

¢ [f you have additional criterions to add you repeat steps 3 and 4 as many times as you need

Calculating Hours to be Charged Per Employee in Harvest (One Single Person Per
Budget Line)

We have created a new tab called “Hours Per Employee + Per Month” in the budget tracking file to help
calculate the number hours that need to be allocated in harvest per month and per employee.

- All budget needs to be entered in the grant currency (in the example below it is EUR). Cell H2 is
automatically updated based on the grant currency indicated in the staff list tab.

- Enter the duration of the budget (based on what has been indicated in the donor contract).

- First please enter the budget description and total budget in the grant currency.

A o v u c r ]

Duration of Duration or |
Total Budget by Budget L.~ in | Projectin |BudgetAmountPer|  Sum of Check Project in

1] Budget Description Grant Currency Months | Month (Average) Calculation Delta/Check Grant Currency Months

2 cxpert Staff Time 25000 10 2500 25000 0 [ER 10]
3
'

Edioral,p mapping. araphics 10000 10 1000 10000 0

Finance 10'000 10 1000 0 10'000
5 'Leadership time 30000 10 3000 30000 0
b | oject lead time 40000 10 4000 40000 0
7 |Res. arch Assistant 207.0] 10 21000 8000 12'000
8 Translatn. 15000] 10 1500 15000 0

- Finally allocate one staff member per one budget line. Meaning you only have one person working on one
budaget line item. You do the allocation by selecting the staff under the “Staff Member Working on Project
(allocated to the correct budget line)” column using the drop-down list. Then select their budget position
under “Budget Position”column. The days they can allocate in harvest on a monthly basis is calculated
automatically as long as they have been correctly included in the staff list and you have obtained their daily
rate from finance.
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Duration of Duration of
Total Budget by Budget Line in Projectin |Budget Amount Per Sum of Check Projectin
Budget Description Grant Currency Months Month (i ge) C Delta/Check Grant Currency Months

Expert Staff Time 25'000 10 2'500 25000 0 EUR 10

Editorial, mapping. graphics 10'000 10 1000 10000 0

Finance 10'000 10 1000 0 10000

Leadership time 301000 10 3000 30000 0

Project lead time 40000 10 4000 40000 0

Research Assistant 20000 10 2'000 8000 12'000

Translation 15000 10 1’500 15000 0
)
|
3
'
H
3
3

Days That Can Be
Daily Rate in |Budget Amount Per Allocated Per Month - One | Days That Can Be Allocated
Staff Member Working on Project Grant Month Based on | Duration of Projectin | Staff per Budget Line - |Per Month - Multiple Staff per| Check

3 to the correct budget line) Budget Position | Currency | FULL Budget Line Months o Amount B Line - Manual Calculation
) LAFFLECK - Ben Expert Staff Time 100 2500 10 25.00 25000
| |A"GELOU - Maya Leadership time 250 3000 10 12.00 30000
2 [HING.> - Martina Project lead time 400 4000 10 10.00 40000
3 [BOND - Jan. Translation 250 1500 10 6.00 15000
' #NIA #NIA 10 #NIA #NA

Calculating Hours to be Charged Per Employee in Harvest (Multiple People on one
Budget Line)

- Please follow the steps mentioned in the Calculating Hours to be Charged Per Employee in Harvest (One
Single Person Per Budget Line) section.

- Then please fill in manually the “Days That Can Be Allocated Per Month - Multiple Staff per Budget Line -

Manual Entry” until the full budget has been allocated among all the relevant staff members.

A 8 c D E F G H |
Duration of Duration of
Total Budget by Budget Line in Projectin |Budget Amount Per Sum of Check Projectin

1 Grant Currency Months Month (Average) Calculation Delta/Check Grant Currency Months

2 25000 2'500 25000 0 [EUR 10
3 '000 1000 10000 0

4 '000 1000 0 10'000

5 '000 3000 30000 0

6 [Project lead time '000 4000 40000 0

7 Research Assistant 20000 2'000 8000 12'000

8 15000 1500 15000 0

9

10

1

12

13

14

15

16

17

18

Days That Can Be
Daily Rate in |Budget Amount Per Allocated Per Month - One | Days That Can Be Allocated
Staff Member Working on Project Grant Month Based on | Duration of Project in Staff per Budget Line - | Per Month - Multiple Staff per| Check

19| (allocated to the correct budget line) Budget Position Currency | FULL Budget Line Months Calculated Amount Budget Line - Manual Entry Calculation
20 |AFFLECK - Ben |Expert Staff Time 100 2500 10 25.00 25000
21 |ANGELOU - Maya Leadership time 250 3000 10 12.00 30000
22 [HINGIS - Martina Project lead time 400 4000 10 10.00 40000
23 [BOND - James 250 1500 10 6.00 15000
24 #NIA #NIA 10 H#NIA #NIA
25
26 [ELBA - Idris K 150 1000 10 3000
27 [JOHANSSON - Scarlett K 500 1000 10 5000
28 HEPBURN - Audrey raphics 200 1000 10 2000
29 [AUSTEN - Jane Research Assistant 100 2000 10 8000
30 [CURIE - Marie Research Assistant 400 2000 10 0
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