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While Deltek has attempted to verify that the information in this document is accurate and
complete, some typographical or technical errors may exist. The recipient of this document is
solely responsible for all decisions relating to or use of the information provided herein.

The information contained in this publication is effective as of the publication date below and is
subject to change without notice.

This publication contains proprietary information that is protected by copyright. All rights are
reserved. No part of this document may be reproduced or transmitted in any form or by any
means, electronic or mechanical, or translated into another language, without the prior written
consent of Deltek, Inc.

This edition published August 2015.
© Deltek, Inc.

Deltek’s software is also protected by copyright law and constitutes valuable confidential and
proprietary information of Deltek, Inc. and its licensors. The Deltek software, and all related
documentation, is provided for use only in accordance with the terms of the license agreement.
Unauthorized reproduction or distribution of the program or any portion thereof could result in
severe civil or criminal penalties.

All trademarks are the property of their respective owners.
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Overview

Overview

Welcome to the Time & Expense 10.0 Post-Installation guide. Procedures described in this guide
should be completed after Time & Expense 10.0 is fully installed but before employees access
the software.
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Configure User Group Security Rights

Before employees can log on, you must configure security rights for user groups by performing
the steps below. When you are done, you must also create user accounts, instructions for which
begin on page 6.

To configure security settings for users groups, complete the following steps:
1. Inthe Administration domain, click Security » System Security » Manage User Groups.

In the Manage User Groups screen, TE__DEFAULT is the default value selected under User
Group. This user group allows full access.

2. Click the Module Rights link and complete the following actions:

a. Inthe Module Lists table, select all the rows and click Select to add them to the
Module Rights table.

b. Inthe Module Rights table, click the Module Rights drop-down menu to assign
Read-Only, Full, or Deny rights.

In the example below, rights are modified to deny access to everything except the
Expense and Time modules.

FILE LINE OPTIONS PROCESS WORKFLOW  HELP

. o ; 1 o
BE20- B g~ mc- g3
* Browse Applications | administration > Security > System Security > Manage User Groups
User Groups [Mew ] [cony [ w | [eteie | [0eey [w | [O3)[X ]
[¥] User Group ID* Name *
STD_REV_ACCT Revenue Accountant A
STD_SALES_MGR Sales Manager
STD_STAFF_ACCT Staff Accountant
STD_SYS_ADMIN System Administrator
STD_WARE_MGR Warehouse Manager e
TE__DEFAULT Built-in group for basic TE access v
Assign Users to Group  Module Rights  Application Rights Ul Profiles
Module List [owry [ w] Module Rights [New] [copy [ w | [Daime] [awen [w ] [#][O][X]
Module
1¥] modue Name e [¥] module* Name | Rights * ‘
AD Configuration Time & Expe ¥|AD Configuration Deny v Al
EP Expense Time & Expi EP Expense Full v Al
PM Job Management Administrati v'|PM Job Management Deny v Al
S5 Security Administrati v'|S§ Security Deny v Al
sY System Administration Administrat] | 8Y System Administration Deny ¥ Al
™ Time Time & Expi ™ Time Full w Al
4 " » P " »
Ok

3. Click the Application Rights subtask to set up default application rights.

4. Inthe Application Lists table, select all the rows and click Select to add them to the
Application Rights table.
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FILE

LINE

OP

Ll L) r A B, [ o = = i -
BEO-D f g Qw2 [] =
% [T] Browse Applications | Administration > Security > System Security > Manage User Groups
User Groups (o) (o | w ) [ooen ) (e [ w Jo (D) X ]
2 User Group ID* Nama *
STD_REV_ACCT Revenue Accountant rs
STD_SALES_MGR Sales Manager
STD_STAFF_ACCT Staff Accountant
STD_SYS_ADMIN System Administrator
STD WARE MGR Warehouse Manager 3
. TE__DEFAULT Built-in group for basic TE access | v
Assign Users to Group Module Rights  Application Rights Ul Profiles
Application List [oev]v] || Appication Righte O '™ BN ="
7 Application
Name ‘Selem MName Rights * Compa
TMQRBLDLV Rebuild Leave Taken Fy } _— e
| Eeeieds -»| Maintain Charge Tree |-Selsct— | A
TMRBILLINGBACKL Print Billing Backup Report E
TMRCHGACT Print Charge Activity Report =i aga M yTlescop Select: ¥
TMREMPACT Print Resource Activity Report —jienage oot B [Select ¥
TMRFLRGHK Dally Flaor Check Inquiry il e L ) ot Y
- - -»| Manage Preferences -Select- ¥
TMRINTERIMTS Print Interim Timesheet Report — —
- -#| Manage Functional Roles -Select- ¥
N TMRTSCHRG Print Timesheets By Charge -| Configure General Settings Seect. v
TMRTSSTATUS Timesheet Status = =
TMRUTILIZATION  Print Resource Utilization Report
) " Result Set Rights by Application
Ok

5.

In the Application Rights table, right-click the Application Rights column header, and on the
context menu, select Replace.

FILE LINE =]
e % i bl |7 = »
BEBO-DO 2o 2[5
W [3] Browse Applications = Administration > Security > System Security > Manage User Groups
User Groups [Mew | [cony | w | [Deime | [y [w | [OJ] [X |
L] User Group ID* Name *
STD_REV_ACCT Revenue Accountant 'y
STD_SALES_MGR Sales Manager
STD_STAFF_ACCT Staff Accountant
STD_SYS_ADMIN System Administrator
STD_WARE_MGR Warehouse Manager .
. TE__DEFAULT Built-in group for basic TE access | v
Assign Users to Group Module Rights  Application Rights Ul Profiles
Application List [ouey [ v | Application Rights [Mew | [copy | w | [[petete | [cvery [ w | =] {?M
[l
v |
Name Name |
TMQRBLDLY Rebuild Leave Taken py et e e - i\. Find
— aintain \arge Tree A
TMRBILLINGBACKL Print Billing Backup Report L Q" E"":é"‘
— 8
TMRCHGAGT Print Charge Activity Report IR = R"C‘ "(:“T"S
— esize Lolumn
TMREMPACT Print Resource Activity Report ~b|iancge oo s 9 & Move Column
TMRFLRCHK Daily Floor Check Inquiry ~ fiemge Romnte loanadon =% Arrange Table Columns
2 - —»| Manage Preferences K] 9
TMRINTERIMTS Print Interim Timesheet Report — 3 | Show/Hide Screen Controls
=»| Manage Functional Roles kS
~ | TMRTSCHRG Print Timesheets By Charge S [Conniire Gareral Satings e —
TMRTSSTATUS  Timesheet Status = =
—
TMRUTILIZATION  Print Resource Utilization Report
- " Result Set Rights by Application

Ok |

6.

a. Inthe second condition line, click ™ and select is blank (is null).

b. In With, click ™ and select Deny.

In the Find & Replace dialog box, complete the following steps:
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_D_ Find&Replace X
Find
Include Find Condilons
Replate Condition
Application Rights > +/ Replace YWhole Field
is blank (i naall) =
lI'l'I.h Dany bt | [+ ]
Replace all records where: _IMatch case of values
| Apphcation Rights is pull with ' (==l

Replace ]mmafm]immuj Find | ] Close |

c. Click Replace All twice.

A message displays indicating that no rows were found.
d. Click Close.

7. Inthe Application Rights table, right-click the Company ID column header, and on the
context menu, select Replace.
8. Inthe Find & Replace dialog box, complete the following steps:
a. Inthe second condition line, click ™ and select is blank (is null).
b. In With, type All.
(), Find&Replace X
Include Find Conditions
Repl Condition .
|'Company [9] v v Replace Whole Field
[lis brank fis null) v
[ +Uith [ALL |E
| Replace all records where: [ Match case of values |
Company ID s null with ‘ALL" (@]
Replace ] Replace&Find] Replace All i Find I S5t ] Close ]
c. Click Replace All twice.
A message displays indicating that no rows were found.
d. Click Close.
9.

In the Application Rights table, complete the following steps:
a.

b.

Locate the rows for each default application.
In the Application Rights column, click A and select Full.

For example, to grant access to Manage Timesheets, locate the TMMTIMESHEETS
Manage Timesheets row and change Deny to Full.
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You have successfully defined the default application rights for all new employees.

selected employees out of the TE__DEFAULT group into the appropriate newly created group.

‘ You can refer to the groups created in TE9 and create similar user groups. You will then move
Instructions for those configuration steps are forthcoming.

To learn more about the Manage User Groups application, see page 185 of the Deltek Time &
Expense™ 10.0 Administration Guide.
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Create User Accounts for Logon

Before you create user accounts, you will first configure the SMTP server.

To configure, the SMTP server, complete the following steps:

1.

In the Administration domain, click System Administration » System Administration
Controls » Configure System Settings.

In SMTP Server Name field on the Company Settings tab, enter the SMTP server
information.

FILE LINE OPTIONS PROCESS

G- PSRN -

% [ Browse Applications ‘Adm\mslrallon > System Administration > System Administration Controls > Configure System Settings ‘

Company Settings ] {EI IZJ
(] Apply Organization Security (] Allow Reusing of Passwords Ul Background Color  [-None- -
Email System
SMTP Server Name* (SR DELTEK COM SMTP Port Number* | 25
SMTP Server User ID [ Password [ (] Require SSL/TLS
‘Company Defaults ‘Case Reporting
™ Print Cover Page Report Table Purge (Days)* [ 7 [ Enabled Case Attachments Root Location |
Default Settings ol
Default Page Size
Page Size [None-_w Unit of Measure _[Inche: - Page Height [ Page Width [

3. Click H

To learn more about the Configure Systems Settings screen, see page 123 of the Deltek Time &
. Expense™ 10.0 Administration Guide.

To create users accounts, complete the following steps:

1.

In the Time & Expense domain, click Configuration » Resources » Manage Resource
Information.

In the Manage Resource Information screen, click Query.

FILE LINE OPTIONS S8 WORKFLOW  HELP

BEO- Q% -8B [Jpa-m-ErEE-

# [T] Browse Applications rTirne & Expense > Configuration > Resources > Manage Resource Informa(lnn‘

= Basic Information [New ] [Cony [ w | [Doiwn ] o | 4 [1otinew] = b [ e v 5 [D[X]
| Identification Payroll
Employee ID* Hi ™ Active Payroll ID

Last Name * Payroll Employee D |

First Name * Middle Initial |

Government ID* Create User Account

Login ID*

Hire Date

Termination Date

[
l
l
Vendor ID (
l
l
[
[

Email

On the Find tab of the Query dialog box, choose one of the following actions:

= To create a user account for one employee, type that employee’s ID in Employee ID
and click Find.
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Create User Accounts for Logon

4.

6.

Information for the selected employee displays. Proceed to step 4.

= To create user accounts for a group of employees, leave Employee ID blank and
click Find.

All available records display in a table, where you can select specific ones. Proceed
to Step 5.

If you selected a single employee record in the step above, confirm that an email address
exists for the employee.

FILE LINE OPTIONS PROCESS WORKFLOW HELP
Edv Qf__v Jﬁqvmv EDE‘?V
% [T Browse Applications Time & Expense > Configuration > Resources > Manage Resource Information
' Basic Informatien [ New | [ Copy [ w | [ Detete | [+t 1 Existing [Table | [ewey [ w O (D3] [ X |
Identification — — Payroll — —
Employee ID*  foppio | @ Actve Payroll ID [
Last Name * [Pasternak Payroll Employee ID |
First Name * [Laura Middle Initial o
Government ID* [goooooooo Create User Account
Vendor 1D (10010
Login ID* [10010
Hire Date [01/01/2005
Termination Date |
‘Email |me@mycompany.com ‘

If the address is missing, type it in the Email field and click ﬂ
Proceed to step 6.

If you searched for multiple employee records in step 3 above, complete the following
steps:

a. Confirm that email addresses exist for the employees for whom you are creating
user accounts.

If you cannot view the Email column without scrolling, you can drag the column
into view, as shown in the example image below.

If addresses are missing, enter them directly in the Email column and click =,

b. Select the records you want to create accounts for and proceed to step 6.

Employee Information Mo | | Copy | w || Delete | | Form | | Cusey w Ol x !
¥ | EmployssiD* |Active Last Name * First Name * Midudle Initial Email Government 1D *
1000 ¥ Fanna Way philipparry@deliek com EEEERRERE] 111111 ._l
10010 " Paskernak Laura D thaskens @deltek com 000000000 woe | T
10011 ¥  velez Eduard J leeleonardifdenek com 000000000 10011
10012 “  Rubin Michael M mrubin@deltek com 000000000 -10012
| 10013 = Linder Jeanetle 5 jlinder@deltek com 000000000 -10013
10014 | = |Purcen |Laurie e |purceliiideitek com |noooooo00 |~10014
| 10015 = Redriquez Elva P eradriquez@deliek com 000000000 -10015
| 10016 [ Biggs Sidney K shiggs@deltek com 000000000 ~10016
| 10017 F  HNu Lilly P Iniu@dettek com 000000000 10017 ¥l
| - >

Create User Account

fAccess  Miscollaneous History Leave Group Membership  Defaubts  Pay Methods  Charge Favodtes

Click Create User Account.

An e-mail is sent to each employee for whom you created a user account. The message
includes the initial password for logging on.
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You may want to also create a CPSUPERUSER TE user for this. All new users are assigned to
the TE__DEFAULT user group.
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Set Up Attachments

This section includes instructions for setting up attachments.

‘ This procedure is required only if the Attachments feature was enabled in version 9.0.1.

To set up attachments, complete the following steps:

1. Goto Administration » System Administration » File Management » Manage Alternate
File Locations.

2. Define the Alternate File Location ID and assign it to the User/User Group. The Costpoint
Server must be able to access the location entered.

% M I&‘n-u Appicalions  Assismration > Sysiem Admisavsten > Fie Messgeman: > klansge Allsimats Fils Lecations 1

chibacle “__ ||-hi.£m_-;n-_r-..l|:|..-.-_'i =1TEa
¥ u—= J P | WAL Fakder | n; |
CEEJ CEEJ e e T e ampares? -V hemgon
CEER2 CEEL e PEX PO
EXPATTACH Exparnte Anacreas g PP oeo A C Y
EXPERSLATTACHMENTS \ [Experse Amacrre G T ToATRC RO |
El I»

Create the definition of the Alternate Flle Location and assign 1o User Group

Asgpsd Unestien: Sevems e [ oo v J{owen }{ 0oy [ w

- e
= Line S * | faama Comgary*
TE__DEFALLT | Biin o o Daaic TE Bcones ALL |

3. Goto Administration » Security » System Security » Manage User Groups.
4. Ensure that all users are in the TE__DEFAULT group.

* M [BMWBBRDDIIGBIIUNE Administration > Securily > Syatem Security = Manage User Groups ]

User Groups [ e | or | w | [ Do | [Oney [ w || (D)) X |
&2 Ui Growp 10 * Mime *
STD_REV_ACCT Revenue Accountant i
SIELSNLES MOH Sl Users by default should be in TE__DEFAULT group
STD_STAFF_ACCT Staff Accountant
| sTo_svs_aouin Systam Adminisiratar /
STO_WARE_MGR Warenouse Manager
. TE_ DEFALLT TBultin group for basic TE acsess
I Assign Users to Group _ Module Rights  Application Rights Ul Profiies
fraston Users 1o Geowp [ow ][ Coor [ |[oots | [powv [ w | [ |[OD] [ X |
ia Usar* Hamg Gampany *
o0l CJ01 GJ01
ciz C.o2 Cloz ALL
caa CJo3 CJoa ALL
ca4 cl ALL
cJ08 05 CJ08 ALL
| |cxs CIOBCI08 AL
| curest CJTEST GaTEST ALL
CPSUPERUSER Costpoint Super User ALL
Ok
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* Set Up Attachments

5. Goto Administration » System Administration » System Administration Controls »
Configure System Settings

6. Enable the File Types and select Allow from the Upload Rights drop-down menu.

% M 1EN‘A'B'H Applications | Administration > System Admintstration > System Administration Controls = Configure System Settings ]
- T T

Top Masgin Botom Margn | LefiMargin | RightMargn |

Dalaun For E

Oofautl Local * en US| [English (Unned Stases| ] O Print Curancy Symbal

Company Loga A 1]

Foodar Label

Fesar Teat

Pasgword Lia® | o Disable Inactive Uisers Pariod (Days)* ]

Pasaword Comphaxity Batch Job Ratry Detaiea :

Minimum Length | B | FaegureNumber [ ] Reguire Specal Craracler [ Fleguine Mived Case o | [
Fietry Parind

] Vanfy Empioyss Stahus o1 Login [ Enforce Segrogation of Duties Rules i Enable AuteComplatn ] Use Auto Position mode

Lizarsing Emad ID*

— [y e ey
w1 Logo. Loge
. = ! Descrptn | s Lacuion* =

File types are defined here

-
CEV Aliow ¥ &
JPG Bl w [} !
_|PoF POF Fies (Mlow ¥ 00 User Files CHl “onn- ¥ o
Ljene ENG__ L. 1000 oo s, e v @
™ Text Fies Plgw ¥ 100 SystemFies O wone- v o | |
(NONE) Filas Wil No Extansion Ceny  w 100 System Fles o None- ¥ o v

7. GotoTime & Expense » Expense » Expense Controls » Configure Expense Settings.
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8. Define the new Alternate File Location

* [ |BFUWSE Applications = Time & Expense > Expense > Expense Controls > Configure Expense Settings |

+ Expense Configuration 4| A |[10f1Exsting] 5 | b || bl [Quey[w ]O @

Locale  [Usien [United States/English

Foreign Reimbursement * Actual v MNumber of MyExpense Reports * 10 -

Header UDT * [uptoz | Default Expense Class * [Employee - Commercial
AP Invoice Date * [Expense Report Date | Number of MyExpense Authorizations* [10 |

Last Expense Report Number * ,m ™ Hide Voided Expense Reports on Deskiop

[ Allow Unauthorized Charges ™ Hide Voided Expense Authorizations on Deskiop

@' Allow User Override of UDT0S in Expense Wizard |mage Options

Allow UDTO0S entry in General Wizard
U ) . File Imaging*  [Standard
[ Allow Submitter to Perform Charge Approvals
General Wizard default UDTO9* [None v @ Gather Receipt Info at ER Sign
Print Options
Expense Authorization ™ Include Voucher Distribution Schedule on ER Print
Last Expense Authorization Number*  [Eaoo000056
G itment:
Tolerance % * 50% ommitments

Include Expense Authorizations in commitments at status * |Submitted

Receipt Storage Location®  [EXPENSEATTACHMEN Include Expense Reports in commitments at status * Submitted v
s 51— Altenate File Locations

Traveler Location *

Traveler Reject Location *  NEITAPPRTMZUSTmE]
Image Examine Level ™ - fastest v

UDT Options  Signature/Approval Text  Aging Option

The Attachment Types used in Time & Expense 9.x are not applicable in version 10.0 and will
be removed from configuration screen
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Appendix A: If You Need Assistance

If you need assistance installing, implementing, or using Deltek Time & Expense with Employee
Self Service, Deltek makes a wealth of information and expertise readily available to you.

Customer Services

For over 30 years, Deltek has maintained close relationships with client firms, helping with their
problems, listening to their needs, and getting to know their individual business environments. A
full range of customer services has grown out of this close contact, including the following:

= Extensive self-support options through the Customer Care Connect Web portal.
= Phone and email support from Customer Care analysts

= Technical services

= Consulting services

= Custom programming

= Classroom, on-site, and Web-based training

Find out more about these and other services from the Customer Care Connect site.

Customer Care Connect Site

The Deltek Customer Care Connect site is a support Web site for Deltek customers who
purchase an Ongoing Support Plan (OSP).

The following are some of the many options that the Customer Care Connect site provides:

= Search for product documentation, such as release notes, install guides, technical
information, online help topics, and white papers

= Ask questions, exchange ideas, and share knowledge with other Deltek customers
through the Deltek Connect Customer Forums

= Access Cloud specific documents and forums

= Download the latest versions of your Deltek products

=  Search Deltek’s knowledge base

=  Submit a support case and check on its progress

= Transfer requested files to a Customer Care analyst

= Subscribe to Deltek communications about your products and services
= Receive alerts of new Deltek releases and hot fixes

= Use Quick Chat to submit a question to a Customer Care analyst online

For more information regarding Deltek Customer Care Connect, refer to the online help available
from the Web site.
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Access Customer Care Connect

To access the Customer Care Connect site, complete the following steps:

1. Go to http://support.deltek.com.

2. Enter your Customer Care Connect Username and Password.

3. Click Log In.

If you do not have a username and password for the Customer Care Connect site, contact your
firm’s Deltek Time & Expense with Employee Self Service Administrator.

If you forget your username or password, you can click the Account Assistance button on the
login screen for help.
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Deltek is the leading global provider of enterprise software and information solutions for government
contractors, professional services firms and other project- and people-based businesses. For decades, we
have delivered actionable insight that empowers our customers to unlock their business potential. 20,000
organizations and millions of users in over 80 countries around the world rely on Deltek to research and
identify opportunities, win new business, recruit and develop talent, optimize resources, streamline
operations and deliver more profitable projects. Deltek — Know more. Do more. ®
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