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1 Background 
Management Information (MIS) reports annually to the Department of Higher Education and Technology 
(DHET) on HEMIS categories and ranks. For support staff members, their position information is used. 
For academic and research staff, their position information and time proportionally spent on the 
following 4 categories: 

• Instruction programs 

• Research programs 

• Public service programs 

• Management support 

With instruction programs, the proportional time spent per respective MODULE CODE (will display 
CESM (Classification of Educational Subject Matter) as well) must be provided. For research, the 
proportional time spent per MODULE CODE or per CESM or per combination must be indicated and for 
public service and management, the overall proportional time spent must be indicated. 
 
Each member's proportionate time spent in the main groups should add up to 100 e.g. Instruction (60), 
Research (30), Public service (5) & Management (5). 

Before the percentages per main category and according to module codes or CESM codes can be 
captured, we first have to determine for what module codes a lecturer is responsible for - either with 
respect to instruction or research. This applies to all academic, research staff, student assistants and 
facilitators for the year. It also includes staff (permanent or temporary) who left NWU during the year or 
who is deceased. 

Academic staff (Academic + Research) annually agrees in conjunction with their departmental head on 
their tasks for the year. When HEMIS information is requested from Human Resources application, the 
task agreement is used as the basis - but with the actual time spent in performing these realized. 

To improve the control and the time it takes to capture the percentages, it is a good idea to indicate in 
advance for which modules a lecturer is responsible for. This is also done with HAT-LM where lecturers 
and modules are linked per school and campus. 

This system - HAT - aims to give a person the opportunity to capture the percentage time spent per 
module/CESM code according to the four major categories. 

2 General comments 

2.1 Setups in Internet Explorer 
Pre-requisites: Internet Explorer 8.0 or Firefox. 

To see the screen clearly with the minimum left and right or up and down moves, you can use the 
following settings to experiment. 

 
Navigate into Internet Explorer and click on ViewZoom75% 

Also navigate to ViewText size Medium 

The screen should fit in nicely now. The % and sizes can be altered to suit your preference. 

2.2 Help screens 
Help is available throughout the system.   
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Next to Capture Timesheet is a question mark.  Click on it for more information. 

 
See also next to the 4 categories. 
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2.3 Download of data 
Beneath all the lists, you will see a facility to download data to Excel or a CSV file etc. Please use this 
to get a whole list of all the people in a school etc. 

 
 

Click on Spreadsheet and all your data currently in the list, will be exported to Excel. 

To sort the list before exporting, just click on the heading column. 

 
Click on OPEN or SAVE to the appropriate place. 
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3 Logon/Logoff 
Navigate to Windows Internet Explorer or Mozilla Firefox and go to web address: 

http://hatapp.nwu.ac.za:8080/HATAPP-prd/portal/loginappredirect.jsp  

3.1 Logon screen 
The screen looks as follows: 

 
Please enter your university number (8 characters) next to User ID e.g. 10000372. 

Enter your Novell password next to Password and click on Submit. 

3.2 Logoff 
Click on Logout to leave the system. 

 
If you leave the system in other ways – click on the x at the top right or you are thrown out of the 
system with an error, you won’t be able to log on immediately again. The system still considers you 
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logged on and won’t allow logging on twice with the same userid and password. You can try again 
after 20 minutes. 

The system will automatically logout if you are idle for some time. 

4 Capturing of information 
After logging on, you will see the following screen. 

 
 

Click on “Person Lookup”. (Navigation: Main Menu  Hemis Administration Timesheet  Person 
Lookup). 

You can capture the information in the following ways: 

• The year is compulsory, e.g. 2012 

• Per university number (will be used if you capture your own information) 

• Per surname and initials and title – in capital letters - (will use if the university number is not 
known) or 

• Per Organisational unit code e.g. 1413 or per Organisational unit descriptions e.g. PC School of 
Continuing Teacher`s Education (will be used when 1 person is responsible for capturing a 
school’s information). 
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4.1 Capturing of information per university number 

 
 Type in the person’s university number – 10184406- and click on SEARCH. 
 A list with the person’s name will appear. Click on CAPTURE TIMESHEET. 

 
Go to paragraph 5 of the document for further information. 

4.2 Capturing of information per surname, initials and title 

 
 Capture the surname and initials (can also use * as “wild card” character) and click on SEARCH. 

A list with all the people who meet the criteria will appear. Choose the correct person and Click on 
CAPTURE TIMESHEET.   

Go to paragraph 5 of the document for further information. 
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4.3 Capturing of information per organisational unit 

 
Enter the Org Unit Code e.g. 1403 or click on the Org Unit Description and choose a school e.g. MC 
School of Social Sciences. 

A list with all the people who meet the criteria will appear. Choose the correct person and Click on 
CAPTURE TIMESHEET.   

Go to paragraph 5 of the document for further information. 
 

 
 

5 Capturing of percentages 

5.1 State overhead allocations per category 

 
A person’s overhead allocations per category – e.g. Instruction, Research, Community service and 
Management must be indicated. These 4  numbers must add up to 100. 

It may happen that the person only contributes to Instruction and Research.  

A complete definition for each main category is available by clicking on the Help function(?). 
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5.2 Capturing of percentages per module/CESM 

 
5.2.1 Instruction 

• For the instruction section, the program will show all the non-research modules linked to the 
academic as done on the HAT-LM system. You can now capture the percentage time spent next 
to each module so that the percentages for all the instruction modules, add up to 60%. 

o If you were involved with certain modules not showing in the list, you can just go add 
them with HAT-LM and then add the percentages afterwards here. 

• The link and documentation on the HAT-LM system is http://www.nwu.ac.za/node/16848 

5.2.2 Research 

• At the Research section, all the research modules the person is linked to, will be displayed. 

• You can now capture the percentage time spent on each next to each module so that the 
percentages add up to 20% as shown at the top. 

o If you were involved with certain modules not showing in the list, you can just go and 
add them with HAT-LM and then add the percentages afterwards here. 

• If the person is busy with research not yet linked to a module but a CESM, you can add the 
CESM code here as well. Just click on the binoculars and search for the code. Then add the 
code. 

5.2.3 Adding of CESM codes 

 
• Click on the binoculars next to the open space. 

• A screen will appear where you can search for the correct code. 

  
• Type in a short description with or without “wild card” characters e.g. *program* and click on 

SEARCH. 

• A list will appear with all the areas containing “program”. 
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• Click on return value to take the correct value e.g. 060202 back to the previous screen 

• Please note – by not limiting the choices and not using a wild card, the whole list can be 
extracted and downloaded to an Excel spreadsheet for future use. 

 
• The code is brought back and now you need to click on ADD at the end of the row to add the 

code and enter the percentage. 

 
• Enter the percentages next to the modules and the CESM codes, so that the total adds up to the 

Research percentage indicated at the top. 

• When you are satisfied, click on SAVE. 

6 Approval of document and send to School director/Research director/Dean 
• When the person’s information is 100% correct and all adds up, it can be sent electronically to the 

school director/research director/dean for final approval. 

o All lecturers’ information in a school goes to the school director for final approval. 

o School directors and Research director’s information goes to the Dean for final approval. 

• Click on SUBMIT to kick-start the electronic work flow. 

7 Approval by School director/Research director/Dean 
• The school director/Research director/Dean will receive an email that indicates that a task is waiting 

to be approved. 

Subject: Action List Reminder 
 
Your Action List has an eDoc (electronic document) that needs your attention: 
 
 
 Hemis information for 11111111 – PROF, AB HEMIS has been completed. 
 Please log onto http://192.168.168.100:8081/HATAPP-dev and APPROVE the information. 
 The information will then be sent to Management information for Hemis reporting. 
 
 If you are not satisfied, you can DISAPPROVE the information and it will be sent back to 
 PROF JE FOURIE for further action. 
 
 Thank you for your time 

• The school director/research director/Dean must logon to the system and click on Action list at the 
top left. 
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• A list of names to be APPROVED will be shown. 

 
• Click on the ID preceding the name e.g. 88608 Prof T Steyn. 

 
• Everything as captured will be displayed. 

• The school director/research director/Dean can verify the information and if satisfied, approve it by 
clicking on APPROVE. 

• If the director or dean is not satisfied, he/she can send it back to the capturer by clicking on 
DISAPPROVE. 

o If disapproved, the capturer will receive an email indicating that the document was 
disapproved. The disapproved timesheet will be available at the Action List of the capturer 
where the Route Status contains Disapprove. 
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o Corrections can then be done. Click on SAVE and then APPROVE to re-SUBMIT the 
timesheet to the School director/Head of Research entity/Dean for approval. 

 
• If the information is APPROVED, it will go to Human Resources who will do the final analysis for 

Hemis. 

8 Search of Timesheet information 

8.1 Document Search 

 
Search can be done for a specific timesheet document to fill in the Document Id and click on 
Search. 
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Enqueries can also be done by the capturer/initiator of the timesheets by fill in his/her employee 
number next to Initiator. If the employee number is unknown click on the binoculars next to Initiator.  
Type in the Last Name of the employee and click on Search 

 
Click on return value to take the chosen value back to the previous screen. 

 
Click on the required Document Id to view the timesheet information. 

8.2 Search by Individual, OE code by using “NwuHatDocument” 
Click on Document Search and then on the binocular next to the Document Type field. 
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At Name -field type Nwu* and click on Search. 

 
Click on return value. 

The required OE code or University Number can by filled in. Click on Search to execute the 
request. 

 
Click then on the required Document Id to view timesheet information. 

Please Note:  Timesheet information of the previous year is also on the system.  To retrieve only 
this year’s information select “1 Oktober” by Date Created From. 

9 Contact person 
Contact person at Human Capital is: 

Peet du Toit  x99 4377 

Document is compiled by: 

Anna-Marie Bell 

2011/10/28 

Revised by Marinda Riekert 

2013/10/23 
Original details: Anna-Marie Bell(10000372) F:\INFO\ITB\ILS\HAT - HEMIS Akademiese Tydbestuur\Gebruikersdokumentasie\HAT Hemisinformation per person and 
categories.doc.docm 
24 October 2011 
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