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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 December 2022. 

© 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 
This document presents frequently asked questions related to year-end processing.  

The Year-End Update will be released in December 2022. Expect any late-breaking state tax changes to 
be included in a second payroll tax update in January or February. 

The Year-End Guide and the Year-End Update software will be available on the Deltek Support Center, 
https://deltek.custhelp.com. 

To access the Year-End Guide: 
1. Log on to the website. 

2. Click the Year-End Resources link. 

3. Select the product: Time and Expense. 

All knowledge base articles relating to year-end processing display. 

 

https://deltek.custhelp.com/
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Time and Expense Frequently Asked Questions 

Why, When, and How to Stub a Timesheet Period in 
Timesheet Schedules 

Why 
You stub a timesheet period if it spans two different months. For example, the biweekly period starts on 
Saturday, September 24 and ends on Friday, October 7. You want the labor for September in one period 
(September 24–September 30) and the labor for the October dates (October 1–October 7) in another 
period. 

When 
No timesheets exist for the period that you need to stub. 

How  
Change the start and ends dates in the timesheet schedule. Add or insert new periods.  

Users Can Print Their Leave Inquiry 
Deltek recommends that you do this before the next year leave information is imported into Time and 
Expense. When a new Beginning Balance record date is imported into Time and Expense, the prior year 
detail (data) is cleared. 

Complete the following steps: 
1. Click Time » Record Time » Timesheet. 
2. Click Leave at the top of the screen and select your Leave Type from the drop-down list. 

3. Click Print/Preview. 

Work Schedules and Holiday Setup 

Non-Flexible Holidays 
The office is closed; no one works on that day. You must use a holiday charge on the timesheet. 

Complete the following steps: 
1. Click Time » Settings » Company Work Schedules. 

2. Click Search. 

3. On the Work Schedule Search dialogue box, click Execute and select the company work 
schedule. 

4. Select the day you want to mark as a holiday. 

5. On the Properties group box, select the Holiday checkbox. 
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6. Click Update. 

Flexible Holidays 
The office is closed, but employees can work the holiday if they choose. 

Complete the following steps: 
1. Click Time » Settings » Company Work Schedules. 

2. Click Search. 

3. On the Work Schedule Search dialogue box, click Execute and select the company work 
schedule. 

4. Select the day you want to mark as a holiday. 

5. On the Properties group box, select the Holiday and Flexible checkboxes. 

6. Click Update. 

 

 

 

 



 

 

About Deltek 
Better software means better projects. Deltek delivers software and information solutions that enable 
superior levels of project intelligence, management and collaboration. Our industry-focused expertise 
makes your projects successful and helps you achieve performance that maximizes productivity and 
revenue. www.deltek.com 

http://www.deltek.com/
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