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APPLICATION – HELP FILE



Welcome to information on how to use the Mubesko Africa web application. The application sets out to simplify the way you record your scheduling, claims and Time sheets for the company. It is designed to work on your phone and/or tablet, as well as conventional laptops and PC’s.


















Getting Started
Registration

To register on the site, please go to the website URL:

http://mubesko.kasoapplication.co.za/

Select the “Register” menu option on the top right of your screen. If viewing on a phone or small Tablet, please select it from the dropdown menu provided. Once on the registration page, please enter your Mubesko email address. 
· This email address will become your user name and identity when logged into the application. Please do not change this email address on the application, even if it is no longer active, as your navigation in the application relies on this identity. 
· Please enter a password. Passwords must have at least one non-letter or digit character. Passwords must have at least one uppercase ('A'-'Z'). A valid password must be at least 6 digits in length.
· Please enter your chosen password again to confirm it in the block provided.
· Click on the “Register” Button to complete registration.

You should receive an email asking you to confirm your details. please click on the link provided in the email to confirm your account. The site administrator will be notified automatically of your registration. The site administrator will allocate you the required permissions for you to begin using the functionality of the application, and will inform you when done.

Login

Click on the Login link and then enter your username (the email address you used to register on the site) and password to login to the Mubesko Application. Once you are logged in, you will have access to the functionality assigned to you by the site Administrator.

Scheduler

Click on the link to go to the Scheduler.
The screen will have a table with your Schedule data for the next 9 days (assuming you have data entered for those dates, failing which your table will be empty). 

Create a new Schedule

· You can select a Date From, and a Date To, to select your own range of dates for viewing
· To create a new entry in the scheduler, please click on the “Create A New Entry” link.
· To create a schedule entry over multiple dates, choose a Date range.
· To select a single day for a schedule entry, select that date for both the Date From and To Date .
· The Staff member will automatically select your details
· Select a client from the dropdown list
· Enter the location for that client
· Select a project from the dropdown list
· Enter a short description of the Task scheduled.

When you are done, click on the create button. You will be returned to the Schedule page again. If you need to Edit or Delete an item in your schedule, please use the links provided in the right hand side of the Table.



TIMESHEET


Select the Timesheet menu link to fill in your hours worked on the Timesheet.
The Timesheet page will load with the date for your current billing period (21st of prior month to 20th of current month, if any).
Choose a Date Range to view your Schedule for a different range.
To add/edit hours worked to your Timesheet, choose the Edit link next to the relevant table entry

TO ADD OR EDIT HOURS

Clicking on the Edit link takes you to a screen where you can update the Hour field for the date you selected. 
If no hours have been added yet, the Hours value will by default be Zero
After updating the field, click on the “Update” Button to update the hours worked.

To speed up the process of entering your hours, once you have updated the entry the application will navigate to a date in your schedule later than the one you initially chose. You will have the option to update each row returned, until it runs out of rows to select. Choose the oldest date first to utilize this functionality. To escape this cycle, you can select the “Back to List” link option at any time


Claims


Select the Claims menu link to go to the expense claims section of the application
The table will contain any data for the current billing period (if any).
To enter a new expense claim, select the type of expense needed from the Menu bar provided

ENTER A NEW CLAIM

Select the date, or the date range that you want the expense claim to be entered for.
Click Submit.
The required fields for entering a new claim will now be visible.
The options available to you will depend on what is entered in your schedule. 
You cannot enter a claim against a Client or a project if that client and project are not entered in your schedule. This filtering is designed to save you time when filling out your expense claims, and maintain the integrity of the Database.

IMPORTANT
If you have chosen multiple days, it is important to understand that the expense you have entered will be saved on a new row for each date selected.
If for example, you want to enter an expense allowance for an amount that was the same for 3 nights (like a Guesthouse nightly fee amount), you will select the 3 dates in question, enter the nightly fee in the “Daily Rate” field, write a comment (eg Name of the Guesthouse) and select the “Create” Button. The amount will be automatically entered for each of the 3 days you chose in the date range. 
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