Daily Work Record (DWR) App
User Guide

RICE West Nile - MEAL Portal - Version 1.0, October2026

App address: ricewn-dwr.pages.dev

Contents

1. What the app does 7. Your month and the DWR download
2. Getting started 8. Working without internet

3. Create your account 9.For supervisors

4. Your profile and signature 10. Good practice

5. Record your day 11. Problems and answers

6. How hours are counted 12. Getting help

o What the app does

Which app is mine?

This app is for staff who fill the standard Daily Work Record (one entry per day). If you fill the Staff
Monthly Targets + Daily Work Record form, use the separate DWR - Monthly Targets app at
ricewn-dwr-targets.pages.dev.

The DWR app lets you fill your Daily Work Record on your phone every day, instead of typing it into
Excel at the end of the month.

e Recordyourstart and end time, planned activities, activities implemented and any comment.
e Seeyourhours for the month, extra hours and evaluation score as you go.

¢ Download your completed DWR in the official RICE-WN Excel template — header, totals,
formulas and your signature already filled in.

e Keep working without internet; yourrecords sync when youreconnect.

e Supervisors canview and download the DWRs of staff they supervise.

a Getting started

You need: a smartphone (Android oriPhone) or computer, an email address you can open, and
internet for the first visit.

1 OpenChrome (Android) or Safari (iPhone) and go toricewn-dwr.pages.dev.

2 Createyouraccountorsignin(see section 3).

3 Addthe app to yourhome screensoit openslike anormal app:
o Android (Chrome):tapthe : menu-> AddtoHomescreen (or Installapp )-> Add .
o iPhone (Safari): tap the Share button # - AddtoHome Screen - Add .

The app has four tabs at the bottom:
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Today - Month - Team (supervisors only) - Profile

Tab Useitto

Today Record one day: times, planned activities, activities implemented, comment.
Month See your monthly summary, find missing days and download your DWR.
Team Supervisors only — view and download the DWRs of staff who report to you.

Profile Your name, job title, supervisor, usual working hours and signature.

The ? buttonat the top of the app opens this guide at any time.

a Create your account

Already use another RICE-WN MEAL app?

(MEAL portal, activity reports, VSLA tracker, MEL form...) You already have an account. Do not

create anew one — just signin with the same email and password.
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Daily Work Record

RICE West Nile - MEAL Portal

New here? Create an account

Email
yourname@gmail.com

Password

Forgot password?

Already use another RICE-WN MEAL app? Sign in with
the same email and password.

Sign-inscreen
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Create your account

For RICE West Nile staff. These details go on the
header of your DWR — you can change them later in
Profile.

Full name
Akello Grace
Job title
IT/MEAL Assistant
Department Duty station
Programs 2 Head Office v
Supervisor's name
Anyama Herbert

Supervisor's email (optional — lets them view your
DWR)

supervisor@gmail.com
Your email

grace@gmail.com
Password (at least 6 characters)

cesccce
Confirm password

ceescee

(J Show password

Already have an account? Sign in

Create account form
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New staff — signup

1 Onthesign-inscreentap New here? Create anaccount .

2 Fillinyour fullname and job title exactly as they should appear on your DWR.

3 Chooseyourdepartment (Programs or Operations) and duty station (Head Office, Arua or
Moyo Program Area).

4 Typeyoursupervisor's name. If you also type your supervisor's email, your supervisor can view
and download your DWRin the app.

5 Enteryouremail and a password of at least 6 characters, then type the password again.

6 Tap Createaccount .You are taken straightinto the app.

If the app says "Check your email"
Open the email from Supabase / RICE-WN, tap the confirmation link, then come back and signin.

Signingin later

Enteryouremailand password andtap Signin . The app remembers you, so you normally signin

only once oneach phone.

Forgot your password?

Tap Forgotpassword? ,enteryouremailandtap Sendresetlink . Openthe email, tap the link, and
setanew passwordinthe app.

n Your profile and signature

Your profile fills the top part of your DWR. Check it once after creating youraccount: tap Profile .

My details
These fill the header of your DWR.

Employee name
Anyama Herbert
Job title
MEAL Officer
Department Duty station
Programs ¥ Head Office v
Supervisor's name
Programme Manager

Supervisor's email (lets them view & download your
DWR)

pm@ricewestnile.org
Usual start Usual end

08:00 AM [©] 05:00 PM o
DWR month runs from day

23 v

RICE-WN reporting period: 23 - the “June” DWR
covers 23 May - 22 June. Choose 1 for calendar
months.

My details
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SIGNATURE

Draw once; it is placed in “Employee's Signature” on
every download.

I WANAY

Draw signature Remove

Your signature
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Field

Employee name, Job
title

Department, Duty
station

Supervisor's name

Supervisor's email

Usual start /end

DWR monthruns from
day

What to enter

As they should appear on the DWR.

Choose fromthe list.

Printed as "Name of Supervisor" on the DWR.

Lets that person see your DWR in the Team tab. Use the email they signin
with.

Your normal hours (e.g. 8:00 AM - 5:00 PM). Filled in automatically when you
record an earlier day.

Leave at 23 — the RICE-WN reporting period (23rd to 22nd).

Add your signature (do this once)

1 Tap Drawsignature .

2 Signwithyourfinger

inthe box. Tap Clear totryagain.

3 Tap Done ,then Save details .

Your signature is then placed in Employee's Signature on every DWR you download. Tap Remove -

Save details to deleteit.

a Record your day

Usethe Today tab.The besthabitistwo quick visits a day:

When

Morning — whenyou start
work

Evening — whenyou finish

What to do

Tap Now beside Start time. Type your planned activities. Tap
Saveday .

Tap Now beside Endtime. Fill activitiesimplemented. Tap
Updateday .
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Date

10/20/2026 ] & >
Tue 20 Oct 2026 - counts toward the October 2026
DWR
Type of day
Field work

Public holiday Leave / off
Start time End time

08:03 AM  Now 05:10 PM Now

Total regular hours
lunch 1-2 PM not counted

8:07 hrs

Date, type of day and times

Step by step

1 Date —todayisselected. Use «

Planned activity(ies)

1. Prepare the PROSPER monthly report
2. Participate in HESI weekly meeting
3. Followup requisitions for monitoring
visit

Press Enter for the next numbered item.

Activity(ies) implemented Copy from plan v
1. Prepared the PROSPER monthly report
2. Participated in HESI weekly meeting
3. Followed up requisitions for monitoring
visit

a

“Copy from plan” turns each planned item into past
tense — edit anything not done.

Comment (optional)

[Report shared with Programme Manager j

Planned and implemented
activities

» ortapthe datetorecord anotherday. The line under the

date shows which month's DWR the day belongs to.

2 Typeofday — Officework , Fieldwork , Publicholiday or Leave/off .

3 Starttime/Endtime —typethetimeortap Now .The greenboxshows the hours counted for

the day.

4 Planned activity(ies) — start typing and the app numbers the list for you: press Enter for the

next number.

5 Activity(ies)implemented —tap Copyfromplanv tocopyyourplaninto the pasttense

("Participate" = "Participated"”,

Travel" = "Travelled"). Then edit it to show what really

happened: remove anything not done, add anything unplanned.

6 Comment (optional) — e.g. "Part of outcome monitoring”,

7 Tap Saveday .Youwillsee Saved v.

Public holidays and leave

Date

10/09/2026 [m] P N
Fri 9 Oct 2026 - counts toward the October 2026 DWR
Type of day

Office work Field work

Public holiday Leave / off

Public holiday: no times needed
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Activity postponed by partner”.

Choose Public holiday or

Leave / off .The time boxes
disappear and the day
counts O hours.

Type the name in the activity
box, e.g. Public Holiday
(Heroes'Day)or Annual
leave.

Recording public holidays
also lowers the suggested
number of working days for
the month.
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Change or delete a day

Pick the date (ortap the day in the Month tab). The saved record opens. Change it and tap
Update day ,ortap Delete .

Onerecord per day

Aday canbe saved once; saving again updatesit. The Excel template has room for 25 days per
month, whichis enough for every weekday plus a few weekend days.

° How hours are counted

Hours = End time - Start time - the lunch hour. The lunch break, 1:00 PM to 2:00 PM, is never
counted. Anormal day of 8:00 AMto 5:00 PM therefore counts 8 hours.

Start - End Hours counted Why

8:00AM-5:00PM 8:00 9 hours minus Thour lunch
8:10 AM - 5:45PM 8:35 9:35 minus lunch

8:00AM-7:00PM 10:00 Long field day: 11 hours minus lunch
8:00AM-1:.00PM 5:00 Left before lunch — nothing deducted
8:00AM-1:30 PM 5:00 Only the time after 1 PMis lunch
2:00PM-5:00PM 3:00 Started afterlunch

Public holiday / leave 0:00 No timesrecorded

The same rule is builtinto the downloaded Excel file, so hours stay correct if anyone edits a time
there.

Your month and the DWR download

The reporting period: 23rd to 22nd

Each month's DWR runs from the 23rd of the previous month to the 22nd of that month. Aday on or
afterthe 23rd belongs to the next month's DWR.

DWR month Covers

October2026 23 September - 22 October2026
November2026 23 October - 22 November2026
December2026 23 November - 22 December2026

January 2027 23 December2026 - 22 January 2027
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Month Year

October 7 2026 5

Covers Wed 23 Sep 2026 - Thu 22 Oct 2026 - 21 of 25
rows used

No. of working days in the month

21

Suggested: 21 (weekdays minus public holidays
recorded). Change it if HR gives a different number.

Choose the month; check
working days

SUMMARY

162:52 168:00

Total hours worked Expected (21days x
8h)

-5:08 97%

Hours not worked Evaluation

I I II Ig |
23/9

10 22/10

Weekdays with no record (1) — tap to fill:

Thu 8 Oct

4 Download DWR (Excel template)

Summary, chart and download

Choose the month and year. The line below shows the exact dates covered and how many of

Check "No. of working days in the month". The app suggests weekdays minus recorded

public holidays. If HR gives a different number, type itin — the app remembers it for that

Allhoursrecordedinthe period.

Working days x 8 hours.

Difference betweenworked and expected (green = extra, red =

Hours worked + expected hours. 100% or more means you met

public holiday @ leave = weekday notrecorded

weekend

Fillmissing days. Weekdays with norecord are listed inred. Tap one to openitin the Today tab

Using the Month tab
1
the 25 rows are used.
2
month.
3 Readyoursummary:
Box Meaning
Total hours worked
Expected
Extra hours /Hours not
worked short).
Evaluation
the expected hours.
4 Lookatthe chart. One barperday; the dottedlineis 8 hours.
@ work day
5
and fillit.
6

Tap § Download DWR (Excel template) . The fileis saved as e.g. Herbert_DWR for October
2026.xlIsx inyour phone's Downloads.
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DAYS RECORDED

22 08:00-17:10 - 8:10 hrs

tqu - Submitted monthly report

21 08:03-17:20 - 8:17 hrs

B 1. Updated ITT for PROSPER

20 08:03-17:10 - 8:07 hrs

1. Prepared the PROSPER monthly report
2. Participated in HESI weekly meeting
3. Followed up requisitions for...

TUE

19 08:00-17:00 - 8:00 hrs

Mo 1. Reviewed DWRs of IT/MEAL Assistant

16 08:00-17:05 - 8:05 hrs

= 1. Prepared quarterly report

15 08:02-17:00 - 7:58 hrs

THU 1. Documented two success stories

Daysrecorded — tap any day to
open oreditit

After downloading

1. Openthe file in Excel (or Excel/WPS on your phone) and checkit.

2. Share or printit as your office requires, and pass it to your supervisor for the Supervisor's
Comment and Signature, thento HR.

Tip
If a day has a start time but no end time, the app warns you before downloading — that day would
count O hours.

o Working without internet

The app works offline — useful in settlements and during field days.

Withoutinternet you can Needs internet
Openthe app, record and edit days, see the Month Creating anaccount, first sign-inon a
summary, download your DWR phone, the Team tab, syncing

e Thelabel at the top shows Online, Offline or Syncing....

¢ Whenyou save offline you see "Saved on this phone — will sync when online". When the
connectionreturns, the app sends your saved days automatically.

e Openthe app atleast once withinternet on each phone, so it can store itself.
Important

Do not sign out or clear your browser data while you have unsynced days — they exist only on that
phone until the app syncs.
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° For supervisors

Team DWRs

Staff who list you as supervisor appear here (admins
see everyone).

Staff member
Akello Grace — IT/MEAL Assistant 2

Month Year

October 2 2026 v
No. of working days

22
Covers Wed 23 Sep 2026 - Thu 22 Oct 2026 - 9 days
recorded

72:56 176:00

Total hours worked Expected (22 days x

8h)
-103:04 A%
Hours not worked Evaluation
4 Download their DWR
Team tab

The Team tab appears automatically when at least one staff member has entered your email as
"Supervisor's email" in their profile. Portal administrators see all staff.

1 Choose the staff member, month and year.

2 Checkthe number of working days and the summary.

3 Scrolldowntoreadeachdayrecorded.

4 Tap ¥ DownloadtheirDWR forthe completed Exceltemplate.

Supervisors canview and download but cannot change a staff member'srecords.

Not seeing someone?

Ask them to open Profile and check that "Supervisor's email” is exactly the email you signin with,
then tap Save details.

@ Good practice

* Record every day, not at the end of the month — it takes two minutes and your times are
accurate.

¢ One activity per number, starting with an actionword: Prepare..., Participate in..., Review...,
Conduct...

¢ Name the project (PROSPER, HESI, Bidi Bidi, SEA-WN...) so your work can be linked to project
reports.

* Implemented # planned. Write what was actually done, with the result where possible:
"Reviewed four CNs and shared comments with Finance”.

¢ Use Comment to explain changes, delays or why a planned activity was not done.

e Before downloading, clear all red missing days on the Month tab.
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n Problems and answers

Problem What to do

"You already have an account Youregisteredin another RICE-WN app. Signin with that

with this email" password, or tap Forgot password?.

| didn't get the confirmation / Wait a few minutes and check Spam or Promotions. Make sure the

reset email email address was typed correctly.

Wrong name orjob title onthe Profile = correctit - Save details = download again.

DWR

Adayisinthe wrong month Rememberthe periodis 23rd-22nd. Aday on 23 October belongs
to November's DWR.

Hours look too low Lunch (1-2 PM)is not counted. Also check that the day has an end
time.

"This monthis full" The template holds 25 days. Delete a duplicate orunneeded
weekend entry.

The top label stayson"Offline"/  Check yourdata or Wi-Fi, then close and reopen the app.
"Syncing..."

The download doesn't open Look inyour phone's Files - Downloads. Install Microsoft Excel or
WPS Office to open .xIsx files.

My supervisor can't see my Profile - check "Supervisor's email" is correct - Save details.
DWR
| changed phones Signinonthe new phone — all syncedrecords are there.

Getting help

Forhelp with the app, accounts orthe DWR template, contact the MEAL Office, RICE West Nile
Head Office (MEAL Officer: Anyama Herbert).

Whenreporting a problem, say which phone you use, what you tapped, and what message
appeared — a screenshot helps.
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