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Overview

Overview

Welcome to the Time & Expense (T&E) 10.0 Post-Installation Configuration guide. The
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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Post Upgrade Configuration

Post Upgrade Configuration

To finalize the upgrade to Time & Expense (T&E) 10, you must perform the 12 steps described in
this document in the order presented.

The following list provides a brief description of the more important steps within this process:

»=  Verify T&E User Security — Because T&E 10 and CP 7.1.1 are deployed as one product,
with this upgrade we converted the T&E 9 security role to the Costpoint user group
security. For this reason, you should review the user groups the upgrade created during
the upgrade process.

= Configure New Features — T&E 10 contains several new features that require
configuring, including features for enhanced timesheet correction and timesheet preset
revision explanation.

= Grant Access to T&E — Because T&E 10 and CP 7.1.1 are deployed as a single product,
administrators must first set up Costpoint IDs for T&E users and sync existing Costpoint
users with T&E.

= Set Up Scheduled Processes — As T&E 10 utilizes Costpoint’s Job Server for scheduled
processes, administrators must create new parameters for scheduled applications along
with jobs created on Job Server.

= Deploy Mobile Access — T&E 10 does not use GovCon Touch for mobile time and
expenses. T&E 10 optimizes the user interface based on the device in use (for example,
phone, tablet, or desktop). It enables mobile access to the entire Time & Expense
functionality from all mobile phones and tablets. To deploy T&E, shortcuts to commonly
used applications must be set up on the end user’s phone.
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'.Step 1 — Log In to Costpoint (Time and Expense)

Deltek gowmore

O Step 1 — Log In to Costpoint (Time and
Expense)

Log in to Time and Expense 10.0 as CPSUPERUSER.
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Step 2 — Review Costpoint Security (User Groups)

O Step 2 — Review Costpoint Security (User
Groups)

During installation, user groups are created and users are assigned to them based on their
security role assignments in version 9.x. In this step, you will ensure that the user group
assignments are correct.

For example, if a T&E 9.x user has a security role of EMPLOYEE which grants access to the
Timesheet and Expense Report screens, the upgrade will create two User Groups:

= TM_EMPLOYEE — This User Group will provide access to Manage Timesheet.
= EP_EMPLOYEE — This User Group will provide access to Manage Expense Reports.

The upgrade will also link both User Groups with the EMPLOYEE T&E Security Role, so if user
access is changed in T&E (Security Role or Seat License), the user will be assigned to the
correct user groups.

For new users, T&E uses Security Role and Seat License information to assign them to the
correct User Groups and thus provide proper menu access.

Basic Employee Information » Manage Employee Information, the conversion will also
create user groups for ESS screen access. In the example above, if the EMPLOYEE role in 9.x
had access to ESS screens, a user group of ES_EMPLOYEE would be created.

.‘ Although you can grant access to Employee Self Service (ESS) from People » Employee »

To review user groups and associated menu assignments, complete the following steps:
1. Click Administration » Security » System Security » Manage User Groups.
2. In User Groups, select the group you want to review.
3. Click the Application Rights subtask.

FILE LINE OPTIONS PROCESS HELP Deltek Costpoint
" IR ] Ly omv g [
[T | Browse Applications  Acminisiration > Securiy > System Securiy > Manage User Groups LA B o
User Groups
- Active Directory 1D
L User Group ID * Name *
TEMP TEMP
TESS-CP-IMPORTS TESS-CP-IMPORTS
TE__DEFAULT Built-in group for basic TE access
TM_ADMIN T Administrator SR
TM_DEFAULT TM DEFAULT SR
F TM_EMPL T Employee SR |
Assign Users to Group  Module Rights  Application Rights Ul Profiles
——
Application List [auey [ w | Application Rights | Mew | [ Copy | w | [Dewie [[avey [w [ [ | [O3][ X
-] Application Name | = [ Application * =
ADMCHGTREE Maintain Charge Tree Tim| & ADMCHGTREE Maintain Charge Tree R &
ADMDESKTOP Manage MyDesktop Tim| ADMDESKTOP Manage MyDesktap Al =
ADMEMPLGRP Manage Resource Groups Tim| ADMEMPLPREF Manage Preferences Fi
ADMEMPLINFO Manage Resource Information Tim ADMGENCONFIG Configure General Settings R
ADMEMPLPREF Manage Preferences Tim| ADMUDTO1 Manage UDTO1S R
ADMFUNCTIONALROLE Manage Functional Roles Tim ADMUDTOZ Manage UDTO2S R
ADMGENCONFIG Configure General Settings Tim ADMUDTO3 Manage UDTO3S R
ADMGROUPTYPE Manage Resource Group Types Tim| < »
ADMSECURITYROLE  Manage Security Roles Tim v
a > ‘ Result Set Rights by Application
Ok

As you perform your review, take note of the following:
= T&E 10 menus do not completely align with T&E 9.x.

Post-Installation Configuration Guide 4



Deltek &owmore

\‘&_ Step 2 — Review Costpoint Security (User Groups)

= Supervisory functions (for example, approving timesheets) associated with
timesheets and expense reports/authorizations were separated into the following new
screens:

= Manage/Approve Timesheets
= Manage/Approve Expense Reports
= Manage/Approve Expense Authorizations

You should carefully review user groups for the above screens to determine
which groups should or should not have access to them.

any employee groups where they can at least view timesheets, timesheets will not display

‘ If users have access to the Manage/Approve Timesheet application, but they do not have
in the application. The same is true for the Manage/Approve screens in Expense.

= Print functions in the Expense module were separated into the following new
screens:

= Print Expense Report
=  Print Expense Authorization Report

= My Desktop and Preferences are menu selections in the new version. All user groups
created are granted rights.

Post-Installation Configuration Guide 5
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Step 3 — Create T&E Administrator User Account

O Step 3 — Create T&E Administrator User
Account

This step is required only under the following conditions:
= You are implementing a standalone deployment of T&E 10.
= You are implementing a shared deployment of T&E 10 with Costpoint 7.1.1, and the T&E
administrator is not currently set up as a user in Costpoint 7.1.1.
To create a user account for the T&E Administrator, complete the following steps:

1. Click Administration » Security » System Security » Manage User.

W [T Erowse Applications | Administration > Security > System Securty > Manage Users J RN
= Identification [New | [ Copy [ w | Detete | 1of 1hen [ 5 | [Tabe | (e [ w )] (O] [X ]
UserID* | User Name™® |
Workfiow | Printing Defaulls | Authentication | User Inerface |
User Information Status Preferences User Can Change

Deactivation Date Can Change Password

Employes ID |' |.

Phone |' - Date Password Changed | Can Change Phone and Extension
Extension | Lastioapiia ( Can Change Name

Locale ID [ #| Force Password Change Can Change Default Company
Email [ DLV 0 B HDEDISERULTELR Can Change Email Notification

Allow User to Cverride Batch Job Priority

e Default Company * [
Can Report Issues From Application Screen

Company Access Assigned User Groups Module Rights  Application Rights Ul Profiles

2. In the Identification section, enter the following information:

Column Description

User ID Enter the current T&E login ID for the T&E
administrator

User Name This is required for standalone deployments of T&E.
For shared deployments where the T&E administrator
is an employee in the Costpoint employee table, this
field will automatically populate when the Employee ID
is provided. If the T&E administrator is not an
employee, you must enter a name.

Email Provide an e-mail address for the user if it is not
provided by Costpoint based on the employee ID.

Default Company Assign the user account to the appropriate default
company. This is mostly needed for Costpoint, it is
therefore is required for T&E.

Post-Installation Configuration Guide 6
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Step 3 — Create T&E Administrator User Account

_'

Know more.
Do more™

Delte

o |[T] | Browse Applications | Administration > Security > System Security > Manage Users L b
=% Identification [New | [copy [w | [Deete ] | o || o [1660 NEW]E] |, || [Tk ] [ewen ] w ] (O] [x]
userD* [FEST | User Name *  [test |

Information | Workflow | Printing Defaults

User Interface |

ion Settings 2FA Settings
Authentication Method * (Database - @ None FIDO Security Key
. - Enabled
Password ( [ Generate Random Password LT B RFT=ET SR
Email
erify Password [
Active Directory or Cerlificate ID | Manage User Groups - " R
‘ in Active Directory Efeciivellaiey} PIN

[] Allow Access to Integration Console [ Allow Access to Extensibility Console [l Allow Application Access via Integration Services

Company Access  Assigned User Groups  Module Rights  Applicafion Rights Ul Profiles

3.

In the Information tab, provide the following information:

= Authentication Method — Select the authentication method for the T&E
administrator account.
= Password/Verify Password — If the authentication already exists in the database,
provide the initial password that the account will use. This is unnecessary if T&E will
co-deploy with Costpoint, since SMTP would be setup and the system will send e-
mail to the administrator.
* m Browse Applications | Administration > Security > System Security > Manage Users 1 (!)
Identification [E][Cenﬂv]@ | 4 ['D”Exstm] 5 | [Ejlauerﬂvll_\ @E}
UseriD* [TEST User Name*  [test

¥

(ATTTET Workflow | Printing Defaulls | Authentication | User Interface |

User - (Status + [Pref User Can Change
Employee 1D | Deaciivafioplbiate | [J CancChange Password
Phone [ = Date Password Changed  (D6/30/2017 [ Canchange Phone and Extension
Extension | Last Login Date | [ CancChange Name
LocaleID | l#| Force Password Change [J CanChange Default Company
o 2 []  Notify When Batch Job Is Completed O Gan Change Email Notification
Email [ L

[l Allow User to Override Batch Jeb Priority

Can Report Issues From Application Screen

Assigned User Groups Application Rights Ul Profiles

Default Company * f
(]

Module Rights

Company Access

DR EE M EI=NE

v

Company 1D | Default Taxable Entity ID Security Group ID | Labor| 55N | Cost | Price | Com) Name |Org Security Group Name Taxable Entity Name

1

LI L [COMPANY 1 (Company name not found)

In the Company Access subtask, add one row assigning user access to Costpoint

Company 1.

C

Company ID — Click & to select Company 1.

Default Taxable Entity ID — Click @ to select the appropriate default Taxable Entity.
lick Save.

Post-Instal
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Step 4 — Grant T&E Administrator Rights

O Step 4 — Grant T&E Administrator Rights

Before completing the remaining steps, ensure that your primary administrator account is
assigned to the correct user groups. For example, if you have a security role of ADMIN T&E, the
upgrade process creates the following user groups:

TM_ADMIN — Administrator screen rights for Deltek Time
EP_ADMIN — Administrator screen rights for Deltek Expense

To assign Time and Expense Administrator User Groups to the Primary Administrator,
complete the following steps:

1.
2.

Click Administration » Security » System Security » Manage User.
Query to find the particular Admin Account.
Open the Assigned User Groups Subtask.

FILE LUNE OPTIONS PROCESS HELP

Ego- . Q s o &2

Deltek Costpoint

9 | [T Browse Applcations | Administration > Security > System Securty > Manage Users X2 B oo
[geiitcntion | tvew | [ corr | ¥ || Dette | [ 1o |[ o |[22 01 58 existing | 5 [ [ ] [ Tatie | | cuery [ w |O) [—|[ x|
UserID*  [ADMIN User Name * |admin system
(ATTTE il Workflow | Printing Defaults | Authentication | User Interface | -
User Information Status Preferences User Can Change
Employeeld [ ] Deactivation Date ( @ Can Change Password
Phane f Date Password Changed [02/02/2016 @ Can Change Phone and Extension
—— Last Login Date /247
Extension ( <l [06/24/2016 # CanChange Name
2 = Force Password Change
Locale ID fen_US [English (United States) < MCaniGlanIEltERuEEaCaY

Notify When Batch Job Is Completed
Email [philipparry@deltek.com {llow User to Override Batch Job
o
gan Report Issues From Application
creen

Can Change Email Notification

Default Company* (10

Company Access  Assigned User Groups  Module Rights  Application Rights Ul Profiles

identification > Assigned User Groups | [oeee | [cuey [ v |[=][— ][] [ x ]
¥ User Group * ‘ User Group Name | Company *
DEMO Full Access for Demos ALL
EVERYONE Every One ALL
STD_SYS_ADMIN System Administrator ALL
]

Ok

Add the appropriate T&E Admin group. Based on the example above, if you are only
licensed for Deltek Time you would only assign TM_ADMIN. If you are also licensed for
Deltek Expense or Employee Self Service, you would add those as well.

Click Save.

Log out and log back in.

This step only needs to be performed for one administrator. In a later step, all remaining user
accounts will be created in a mass action.

Post-Installation Configuration Guide 8
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Step 5 — Create Alternate File Locations

O Step 5 — Create Alternate File Locations

In T&E 9.x, file directories were configured within the Technical Console. In T&E 10, they are
replaced by alternate file locations.

In this step, you will set up the alternate file locations for the Export Location, Import Location,
and Trash Location and various Expense Attachment Locations.
To add alternate file locations, complete the following steps:

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

FILE LINE OPTIONS PROCESS WORKFLOW HELP Dedtek Costpoint
il B 2R M- g0 =~
v [T] Growse Applicatians | Adminisiration > System Adminisiration il Management > Manage Alternste File Locations 4 B o

Anemate File Locations borw || Comy | w | [ Do | | £ —_ i %

Albeeriate File Conterd | Combent Type NS CMS | CMS | Reposiory | CMS
= Location ID* Mame * R Filder Type Descaiphion | Locaion | WD Name Mame Fokde

DHE | s pas
EXFENSERECEIFTS  Expanss Recepts

RECEFTTRAVELER  Roceipt b
TRASH Trash

Avvgoed Users User Gioups. New .| w vute oy | w

#1 User | 1 |
Ut Gaemp Mame [
EVERYONE Every One. JALL

2. Create the following locations:
= Time or Expense:

= Export Location — This is the location where timesheets, expense reports, and
advances are exported.

= Import Location — This is the location where master data is dropped off for
import into T&E (ASCII and XML).

= Trash Location — This is the location where master data files (ASCII and XML)
are moved after import.

= Expense (if applicable):

= Receipt Storage Location — This is the location where Expense Report and
Expense Authorization attachments are stored.

= Traveler Location — This is the location where attachment travelers can be
dropped off for the automatic attachment to expense report or expense
authorization.

= Traveler Reject Location — This is the location where attachment travelers that
are rejected during automatic attachment to expense report or expense
authorization are moved.

For each of the locations, you will need to add the appropriate user groups that would
need access. For example, access to the Export, Import, and Trash locations would be
needed by any user groups that runs integration between Costpoint and T&E. For

Post-Installation Configuration Guide 9



: : Delte Know more.
Do more.™
Step 5 — Create Alternate File Locations

*’ expense locations, it should be granted to all expense user groups that needs to attach
and view expense attachments.

.C Refer to the Costpoint Online Help for details on the Manage Alternate File Locations screen.

Post-Installation Configuration Guide 10
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Step 6 — Configure Alternate File Locations and Default Authentication Method

O Step 6 — Configure Alternate File Locations
and Default Authentication Method

To configure alternate file locations and set a default authentication method, complete the
following steps:

1.

Click Time & Expense » Configuration » General Controls » Configure General
Settings.

Click the General Options tab.

| FILE LINE OPTIONS PROCESS HELP Deltek Costpaint
2 n 2 ot .
B v @ F v~ 2 [
% [T] Browse Applications | Time & Expense > Configuration > General Controls > Configure General Settings A E &
| General Configuration [ New | [Delete | ||:vf.3.E)<‘5nc|| (> 1] | quey | w | (] =NE3
Locale (Country/Language) * [USfen ] Description [United States/English ) Load Defaults

Defauits
Account Type Code™ |Direct Labor
Employee Security Role ® |[Employee
Subcontractor Security Role |Default
Date Edit™* |Hard Edit w
Curmrency * [US Dollar |
Notification Method * [Emal  w
Authentication Method * [Database v

Server Settings

Time Zone * |Eastemn Standard Time (America/Mew_York)

UDT Labels User-Defined Field Labels Attachments

Select options for the following new fields:

Field

Description

Notification Method Change the Notification Method to Email since alerts are
no longer created in T&E 10.

Authentication Method | The value in this field establishes the default
authentication method for users when they are granted
access. If the default authentication method is Database,
the system sends an email to the employee after access is
granted. Note that following the upgrade, all users must be
granted access again.

Click the Miscellaneous tab.

Post-Installation Configuration Guide 11



Deltek se

Step 6 — Configure Alternate File Locations and Default Authentication Method

FILE LINE OPTIONS PROCESS HELP Deltek Costpoint
O~ o S~ m~ @[]
% [T Browse Applications | Time & Expense > Configuration > General Controls > Configure General Settings 4 B o
General Configuration |E\ |E| 4 | | 19f2 Exstng| |_£‘ |E‘ [Quen [ w | (] i@' ‘z‘
Locale (Country/Language)™  [USjfen || Description [United States/English ] Load Defaults
General Options
Miscellaneous Custom Stored Procedure Names
[« Costpoint Multicompany Timesheet Pre Save
[} Restrict Delegation Timesheet Post Save

Charge Lookup Method * [Advanced w

Timesheet Pre Sign

Imports Timesheet Post Sign
Import Location Timesheet Pre Approve
[PHIL ) Timesheet Post Approve
Trash Location ER Pre Sign

ER Pre Save

Email

ER Post Save
System Email Address

EA Pre Save
[TimesheetAdministrator@supertech.com EA Post Save
Time Sender Email Address EA Pre Sign
|TimesheetAdministrator@supertech.com EA Post Sign

[
|
[
[
[
[
|
|PHIL ER Post Sign [
(
[
|
|
l
[

Expense Sender Email Address

|TimesheetAdministrator@supertech.com

UDT Labels User-Defined Field Labels Attachments

4. Under Imports, select values in the following fields:

Description

Import Location Click Q to select the alternate file location for the
import directory.

Trash Location Click Q to select the alternate file location where all
trash files will be stored.

5. Ifyou are an Expense client, click Time & Expense » Expense » Expense Controls »
Configure Expense Settings.

6. Click the Miscellaneous tab.

W (1] Seows acomcatons | Time & Gxpense > Lxpense > Eipénse Controls > CoNNigure EXpenss Setings 1 8.0
[Expense Configuration - vy | ¥ X

Locaie  [U57en Urited Staies/Engheh

Cxport Options celaneous

Gemerst Dwtaulta
Foragn Remborsament Actial v MNumeer of MyEvsense Reports * 1] -
Header UDT * LoToS Defaut Expense Class Employes
AP Inwcice Dase * Export Dt L Number of MyExpense Authorzatiors* |10 L]
Last Experss Roport Mumbis * ErRO000L Hice Viuied Expense Reconts on Desiiog.

Al Linaumanzed Chasges Hice Voioed EXponss AUhOrzasons on Deskiop

o Allow Liser Ovesde of Orpanization in Expense \Wizard
Image Cpaiony
# Aliow Crganization eniry in General Wizard -
Filg Imaging®  [Standard  w
W Aiow Submitier 1o Pestorm Charge Approvals
ST @ Gamer Receid Infa 3t BR Sign
Ceneral Wizae Sefault Drganzaton * Projoct User Defined Code 1w

Print Options

Expere Authorieation. @ Inclios Vouther Distribution Shadise on ER Print

Las! Expanss ALShOnabion Numosr *

Tolarance 5 * % Commitmess
Inciude Exponse Aunonzabons in commaments atstatus*  Approved v
Receipt Storage Location ™ [ATTACHMENTS 3
- ag Location Inclucs Expense Repors in commitments at stabs. Submrdled  w
Travesins Location * FAXATTACH )
Traveler Re, FAXATTACHERROR |
1~ fastest v

Ol otny  ShoratireiAporceilted _ Agiog Ootco
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Step 6 — Configure Alternate File Locations and Default Authentication Method

7. Under Expense Authorization, enter location values in the following fields:
= Receipt Storage Location.
= Traveler Location (FAX attachment location)

= Traveler Reject Location

In version 9.x, this information was locate on the Domain Details screen in the Technical
Console.

Post-Installation Configuration Guide 13



Deltek kwumore.

Step 7— Sync T&E Admin User account

O Step 7— Sync T&E Admin User Account

Use this step to review and synchronize the Time & Expense (T&E) Resource Information record
for the main administrator account for which you just assigned user groups. The T&E resource
information record (Employee Record) must be associated to user in Costpoint security. For
example:

T&E Manage Resource Information

Employee ID — 000120
Login ID - 12345.PHIL.PARRY
LDAP ID — 12345.PHIL.PARRY

Costpoint Manage User

User ID - 12345.PHIL.PARRY
LDAP ID — 12345.PHIL.PARRY

To synchronize the main administrator account, complete the following steps:

1. Click Time & Expense » Configuration » Resources » Manage Resource

Information.
Query to find the particular Admin Account.
FILE LINE OPTIONS PROCESS HELP Deltek Costpoint
BE80- -8 Jgan-a- 20
* Browse Applications | Time & Expense > Configuration > Resources > Manage Resource Information A B o
« Resource Information |EWW_\;—E: of 1 Existing .Z' [ v |§\ |X I
Identification Payroll
Employee ID* el I retve Payroll ID [
LastName * [User Payroll Employee ID [
First Name * (installation Middle Inifial [

Costpoint Vendor

————— e nplay o
vendor ID [ Costpoint Vendor Employee ID [

Gavernment ID (Dooooo000

Login ID* 156099 PHILIEPARRY Costpoint Vendor Email [

Active Directory (99938 philip parry

Hire Date — )

Termination Date ‘7 & Create User Account
Email [

Resource Type * [Employee  w

2. Verify that the Login ID value is correct. If T&E is co-deployed with Costpoint that value
equals the current Costpoint User ID.

3. Verify that Active Directory fields is correct.

Post-Installation Configuration Guide 14
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Step 7— Sync T&E Admin User account

This only needs to be verified if you are using an authentication method other than

Database. (If necessary, you can confirm the 9.x Authentication method in the Domains
screen of the Technical Console.)

4. Click Create User Account.

If all information entered is correct, the following message displays:

Message(s)

Message(s) (3
User accountwas successfully updated for this Employee Login ID

Close I

5. Log out and log back in.

Post-Installation Configuration Guide 15
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Step 8 — Configure SMTP and Valid Attachment Types

Know more.
Do more™

O Step 8 — Configure SMTP and Valid
Attachment Types

In this step, you will define SMTP server information. If you are co-deploying with Costpoint then
SMTP should already be setup. Attachment types only need to be configured for standalone
deployments.

To define SMTP server information, complete the following steps:

1. Click Administration » System Administration » System Administration Controls »
Configure System Settings.

Deltek Costpoint

FILE LINE OPTIONS PROCESS WORKFLOW HELP

E Gga 6
% |0 Browse Administration > System > System tion Contrals > Configure System Settings 2 ELd

(imnpanv Settings. 0 ‘EW |Z‘

e Batch Job | Case Reporiing
[] Apply Organization Security  [] Allow Reusing of Passwords Ul Background Color [None- ¥ [ Alow HR Org Manager/Rep from Other Companies
Email System
SMTP Server Name ™ (ST DELTEK COM SMTP Port Number* (g

SMTP Server User ID | Password | [] Require SSL/TLS

Company Defaults

Print Cover Page Report Table Purge (Days) * | 7

Default Settings 0
Default Page Size
Page Size [-Nona- =

Unitof Measure  finches  w PageHeight [ | Page Widih |
Top Margin [ Bottom Margin | Left Margin | Right Margin |

Default Font (
Default Locale*  (gn s |

|English (United States) ) [] Print Currency Symbol

Company Logo |COMPANY LOGO

Footer Label

Footer Text ‘

O
Securiy Settings |
Batch Job Retry Defaults
N Licensing Email ID*
NumberofRetres* (russellhnarkins@deltek com
Retry Period (
D Enforce Segregation of Duties Rules E Enable AutoComplete D Use Auto Position mode
Company Logos [ ew | [ Copy [ w | [Detete ] [ cuery [ v ]
Logo Logo Logo
[¥] Name * Description File Location * File Name *
COMPANY LOGO The Master Company of them All EXPENSERECEIFTS companyLogo.gif
| File Upload Limits [ew ] [(Copy [ w | [Detete ] [[cuery [ w ]
- File Upload Maximum, Never | Expiration | Expiration
Extension * Description Rights * Size (MB) * Source Purge Age Timeframe | Allow Override
csv Comma Separated Values Files Allow v 1.00| System Files i~ -None- ¥ I~
GIF Gif Image Allow v 1.00 User Files w1 -None- ¥ ] .
JPG Phone pictures Allow - 500 User Files ¥ -None- ¥ %}
PDF PDF Allow v 5.00 User Files W1 None- ¥ il
PNG PNG photos Allow v 50.00 User Files W1 -None- ¥ il
TXT Text Files Allow v 1.00 System Files W -None- v ~

2. Onthe Company Settings tab, enter the SMTP server information for Time and
Expense, if it is not already defined.
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3. If you use expense attachments, define the valid file extensions accepted for

attachments. In the File Upload Limits table, add rows for the various file types (PDF,
JPG, PNG, and so on) acceptable for attachments. Enter the following information:

Column Description

Upload Rights

Select Allow from the drop-down list.

Maximum Size (MB)

Enter 10.

Source

The source is User Files.

Never Purge

Select the check box.

Expiration Timeframe

Select None from the drop-down list.
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O Step 9 — Configure Preset Revision
Explanation Feature

Time and Expense 10 enables companies that are licensed for Time to define preset revision
explanations for use by their employees when revising timesheets. See release notes for
information on new features.

To configure time settings, complete the following steps:

1. Click Time & Expense » Time » Time Controls » Configure Time Settings.

FILE LINE OPTIONS PROCESS HELP Deltek Costpoint
: 5 &
O+ Q S a0
w |[T] Browse Applications | Time & Expense > Time > Time Controls > Configure Time Settings 4 B o
Time Configuration T of 1 Existng quey w |[] |E'\|?|
Locale  [US/en [United States/English

General Miscellaneous
Timesheet Schedule ™ [Weekly Q Track Leave By * ot |
Work Schedule * [Full-Time Line Level Approval * |6Eﬁ|'_v-
Timesheet Class * [Hourly/RegularExempt Hours Proration * [Enabled (Hours) v
@ Auto Load Favorites Value in TS Header ™ upTos )
Enhanced Leave Edit* [Cumulative w»
User-Defined Rates Wage Determination * |5ﬁ|ﬁ
Use Label Previous Day Revision Deadline * [12:00am w»
Rate 1 [] |Labor | Allow Unauthorized Charges [# Track Lunch Start/End
Rate 2 (] |EH”|"9 [ | Disable Line Comments ] Prorate Hours Upward
[] Disable Cell Comments i  Allow Timesheet Period Text

_| Allow Rejection of Processed T\meshaetsl

Must Use Predefined Revisions I

UDT Options  Signature/Approval Text §Revision Explanations

2. Onthe Miscellaneous tab, select the Must Use Predefined Revisions check box if a
user must select from preset revision explanations.

If this check box is left clear, the user can select from the list or provide the revision.

3. Onthe Revision Explanations subtask, enter the preset revision explanations.

For more information, see Deltek Time And Expense 1000 General Availability Release Notes or
the online Help.
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O Step 10 — Configure Enhanced Correcting
Timesheet Feature

The process of correcting timesheets has been enhanced for T&E 10 Time customers in the
following ways:

= A Correct button was added to the Manage Timesheets screen, which enables users to
open a processed timesheet for editing. This button replaces the Reverse Timesheet
toolbar icon available in earlier versions, and the reversal process now takes place
“behind-the-scenes.”

= If the timesheet period is closed, the Correct button changes to Request Correction,
which requires the employee to enter an explanation for the request. Via workflow, the
request is automatically routed to the appropriate role for approval or rejection. Approvals
allow the initiator of the request to correct their timesheet in the closed period.

To configure timesheet correction workflow settings, complete the following steps:

1. Click Time & Expense » Time » Time Controls » Manage Events.

FILE LINE OPTIONS PROCESS HELP Deltek Costpaint
O - B [Jesma-m- @~
or [T] BrowseAppications  Time & Expense > Time > Time Controls > Manage Events L Mo
| e ) ORI
Event* [AATC Description *  [Admin Approved Timesheet Correction Request
Basic Information
General Priority
e al* (ow v
Type ™ [Timesheet iat= Low ¥,
Actor * !Prunaryjdlmmslra(or | Upgrade to Medium After
- — ys * i N &
»\ctmn’mpprove Request for Timesheet Correction v '. Days Hours istiad
0 v o v 0 v
I Active
Upgrade to High After
Days* Hours * Minutes *
o v [0 v [0 v

Employee Notifications JiDther Notification:

| Events > Employee Notifications [awen [ ¥ =)= [T][x ]
E Class Description Task * Email |

ATFH ATFH Carrect Timesheet v A

ATFS ATFS Correct Timesheet v

ATPH ATPH Correct Timesheet v

ATPS ATPS Correct Timesheet v

ATTH ATTH Correct Timesheet v |

DEFAULT Default Correct Timesheet v ‘

MOWO MOWC Correct Timesheet v v

Ok

There are three different events that need to be defined on this screen, as follows:

= An event for the employee requesting correction with appropriate notification/task in
the Other Notifications configured in subtask.

= An event for when the appropriate role approves correction request with appropriate
notification/task for requestor to perform correction to their timesheet in Employee
Notifications configured in subtask.

= An event for when the appropriate role rejects correction request that appropriate
notification is sent to requestor as configured in the Employee Notifications subtask.
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To configure the timesheet correction setting, complete the following steps:

1. Click Time & Expense » Time » Time Controls » Manage Timesheet Classes.

%  [T] | Browse Appications | Time & Expense > Time > Time Controls >

Manage Timesheet Classes 1 El (!)

Regular Hours Rules | OT Hours Rules |

General
Hours Increment * Whole v
Revision Explanation*  [Disabled v
Time InfOut* [Disabled W

Interim Edit * |No Edit

| | Create Interim Charges

l _| Reverse Timesheeton Correct I

Prorate Hours at Signature
|| Generate Exception-Based Timesheets
[_J Custom Cvertime Dialog
|_| Populate Scheduled Leave on Timesheet Open

Export In-Process Timesheets

CostpointMobile Lookup Options.
Show Project
Show MO

Show Account

User-Defined Rates

Rate View WMadify

Rate1

Rate2

Schedule Rights. Export
|| MustRequest Leave [} Labor Distribution
|_| Allow Edit of Day Properties ] Payroll
[ Allow Edit of Standard Hours ] Subcontractor
|| Allow Edit of Lunch Hours/Times
[} Allow Edit of Work/Non-Work Hours

Start/Stop Times

WMode * [Disabled v
Edit™ [No Edit

Rounding ™ [Round Up

Notes

UDT Options  Pay Type Links Leave Notifications

2. Review the status of the Reverse Timesheet on Correct check box.

This setting controls whether a complete reversal of a timesheet is required prior to
correction when exporting timesheets. This is typically checked for salaried employees,
but is left clear for hourly employees, for whom timesheet reversal is unnecessary.

For more information, see Deltek Time And Expense 1000 General Availability Release Notes or
the online Help.
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O Step 11 — Create/Sync Remaining User
Accounts

In this step you will create user accounts for Time & Expense-only users and synchronize
accounts for users who already have existing Costpoint login credentials. This step grants T&E
access to remaining users.

To create/sync user accounts, complete the following steps:

1. Click Configuration » Resources » Manage Resource Information.

FILE LINE OPTIONS W Deltek Costpoint

B8O~ -8 | FHEo-mv g
A [ Browse Aplicalions | Tune & Exponse » Gonfiguration > Resowees > Manage Resource Information L SN - I
=5 Resource information oo || oy | | e | A [ o | 5| T ] ey | L D%

Employee 10 * | M A Payrod 10 -

Last Name * - Payrod Empioyee 1D

First Namea * Michcle Iritial

Governmant 10 * om0k Vindor

T Costpaint Verdor Emplayee 1D [

Login I0* = Castpaint Vendor Enal

Active Cirectory

Hire Dt T )

Terminalion Date. | el Lreate User Account]

L el

Resourze Type®  [Empioyee = w

fom Mt tses lew Gostsite s St

il w

2. Filter based on currently active users as shown below:

(). Resource Information X

~Query Condition

[and  w | [Active v
[checked v
[
| Return all records where: | Match case of values
Active checked BNl

[ Bl count || M save query || € Reset |

auery | Close |
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'Q Employee Information

Find ET5M  Sort | Saved Queries |

~Query Condition

[and v | [Employee ID

[begins with (like%)

[

(+]

[ Return all records where:

Active checked
and  Active Directory is not null

LI Match case of values

Query Close

3. Select the employees for whom you want to create user accounts. As you select
employees, you should confirm that login ID information is accurate for users with
existing Costpoint login credentials.

4. Click Create User Account. Only existing user accounts are updated. Verify that users

can log in to Time & Expense.

If a User ID in the Costpoint Manage User screen does not match the one entered on the T&E
Manage Resource Information screen, you may receive an error message: “Different User

Account exists for this Active Directory.” To address this issue, revise the login ID on the T&E

Manage Resource Information screen to match the User ID on the Costpoint Manage User

screen.
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O Step 12 — Database Attachments Conversion
Utility
In this step, you run the Expense Report Convert Attachment utility, which converts attachments

stored in the 9.0.1 database to PDFs. These PDFs are available to users after the upgrade to
version 10.0 is complete.

The utility should be run only after the Alternate File Location has been set up and configured
(see Steps 5 and 6 in this document).

# % [@ Browse Applications > Time & Expense > Expense > Expense Ulilities > Expense Report Convert Attachment

Convert Expense Report Attachments Oo— | x
Attachments found in database 1
Previously converted 1

Number of attachments converted 0
Storage Location EXPENSERECEIPTS

To convert the 9.0.1 attachments, click Expense » Expense Utilities » Expense Report
Convert Attachments. The process runs automatically when the screen opens.

The converted files are stored in the Alternate File Location ( Administration » System
Administration » File Management » Manage Alternate File Locations ) for attachments.

The utility includes the following fields:

= Attachments found in Database — This is the number of attachments found in the 9.0.1
database.

= Previously Converted — This is the number of attachments that were converted in
previous runs.

= Number of Attachments Converted — This is the number of attachments converted in
the current run. For example, if all the attachments found have previously been
converted, this field will display “0” because no attachments were found to convert in the
current run. Note that the utility run automatically after the screen is opened.
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O Step 13 — Create Scheduled Jobs

Since the schedule jobs process and its associated parameters have not been converted from
T&E 9.x, you must create and save the necessary parameters for the appropriate screen.

Examples of relevant procedures include floor check, timesheet status, expense status, and
import master tables. To view existing jobs in version 9.x, open the Scheduling screen of the
Administration module.

& Time Expense Self-Service Administration }, '_) L‘)
@ Scheduling
Add Process
Process ‘ Parameters | Recurrence Run As Report To
Daily Floor Check Test Daily Administrator, Timesheet (TIMEADMIN) | Administrator, Timesheet (TIMEADMI
Self Service Sync Al Tasks Daily Pasternak, Laura D. (10010) Pasternak, Laura D. (10010)

MNote: Run Time and Next Run dateftime are based on time zone of. America/New_York

Close

Once the parameters are specified, you must set up scheduled jobs. See the Deltek Costpoint
7.1.1 Process Execution Modes guide for further information. Also see KB8094 on the Deltek
support site.

A step-by-step example of the process used to create a daily floor check is provided below. The
example takes you through a five-step process:

1. Create ajob parameter.

2. Create a job ID.

3. Create a job queue.

4. Create a server.

5. Submit the job to the queue.

Although the screen location in Step 1 will vary based on the job, you can generally apply all the
steps to any scheduled process you need to enable.

Create a Job Parameter (Step 1 of 5)

To create a job parameter, complete the following steps:

1. Click Time & Expense » Time » Time Reports/Inquiries » Daily Floor Check Inquiry.
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W [T Browss Applications | Time & Expense > Time > Timeshest Reportsinquires > Daily Floor Check Inguiry LA B o
= Dally Floor Check [Mew ] [(Cory [ w ] [Dote ] [ f 1 Nen] [rate ] [owen [ w ][ [T [ ]
Parameter ID* | Description™ |
Filter Sort
Run for previous Day rd i = —_—
ot . v Ea”eud Primary * [Employee Name  w
ate 06/18/2017 asse:
‘ Secondary *[Timesheet Class w
Function * ( 4

Notifications
Automatically Send Nofification After Producting Report

- YT — "
Group Option ™ [All v Non-Caontiguous Ranges Notify Notify Types
Starting Grou
9 roup | Employees Task
Ending Group | )
Cther Email
Class Option ™ [All v Non-Contiguous Ranges e

Starting Class ‘
Ending Class (

Show Floorcheck Result (Notify

2. Onthe Daily Floor Check screen (in this example), designate the groups and classes for
whom the report should be run, as well specify notification options. Note the following
fields in particular:

Field Description ‘
Parameter ID Provide a unique ID for the parameter.
Description Provide a unique description for the parameter.
Run for Previous Day Select this check box to run the report for the

previous system date, which is always
yesterday's date.

Automatically Send Notification | Select this check box to automatically send
After Producing Report workflow notifications after the report runs.

3. Click g‘a to open the Print Options screen, where you can establish report output
settings.

Under Delivery Options, select either Email or Print to file. Do not select Local Printer.

If you choose Print to File, indicate the delivery options on the File Options tab. Specify
the name of the file and designate the location where the report should be saved.
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-

Print Options b4
Parameter ID Description |
'Delivenr Options Queueing
System Printer Print to File Download (| Email [] Archive [ Local Printer  [] Submit Batch Job
Document Locale Pages
Locate | [ Al Pages |
ocale |As Generated v — (Enter page numbers and ranges
¢ Print Cover Page separated by commals), e.g.1,4,10-15)
e —
System Printer Email | Archive
File Options
File Type [PDF v | File Name | B
Alternate File Location | Q
Ok ] Cancel ]

If you choose Email as your preferred delivery option, use the Email tab to specify
options for email delivery.

Print Options X

Parameter D Description |

Delivery Options Queueing
System Printer || Printto File || Download Archive [| Local Printer | [_] Submit Batch Job

Document Locale Pages )
[ All Pages |

Locals [As Generated v | {Enter page numbers and
- — " i rs al ranges
#| Print Cover Page cparated by commals), &.0.:1,4,10-15)

System Printer | File Options F¥EIETRN  Archive

“Email

To [

Cc [

Subject [ B

Additional #| File Mame Alternate File Location
Aftachments. @
1

4F

Text |

Ok | cancel |
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Create a Job ID (Step 2 of 5)

To create a job ID, complete the following steps:

1. Click Administration » Job Management » Job Management Codes » Manage Jobs.

2. Onthe Manage Jobs screen, create the job that is associated with the application and
parameter you saved in step 1 of the previous procedure (Create a Job Parameter).

Halt
Continue

Default Priarity [

» Use Default

W [T Browse Appications | agministration > Job Management > Job Management Codes > Manage Jobs

| Identification w | [Do=e| [vat Existing || U] :
Job ID* [FLOORCHECK Desenption * ffoorcheck ‘
Job Group [T&E

|Details
On Application Failure Comments Modification Information |

Creator |06700.DANIEL.MUSE
Creation Date/Time 710 y

Last Mod Date/Time

Job Operations

New | [copy [ w ] [

Sequence
WModule
Application *
Parameter
Process

Report

{
™

[TMRFLRCHK | |Daily Floor Check Inquiry
|HERNDON |Herndon Employees

[ |

|TMRFLRCHK_RFPT Q_Flﬂﬂr Check

Review values in the following fields:

Field Description

Job Group

If Job Groups do not already exist, or if you want to set
up a new job group, click Administration » Job
Management » Job Management Codes » Manage
Job Groups and then return to this step.

Module

The correct modules for Time, Expense, and
Administration are TM, EP, and AD respectively.

Application Provide the application name. In the current example, it

is TMRFLRCHK.

Parameter

Provide the parameter you previously created in step 1 of
the previous procedure (Create a Job Parameter).

Report

Because you already set notification values when you
created the parameter, you need to indicate the report.
You do not need to indicate processes.
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Create a Job Queue (Step 3 of 5)

To create a job queue, complete the following steps:

1. Click Administration » Job Management » Job Management Codes » Manage Job
Queues.

2. Onthe Manage Job Queues screen, create a new Job Queue, or if one already exists
that you want to use instead, you can skip this step of the process.

nt Codes > Manage Job Queues 1 |=_-=| d)

# [T Srowss Applications  Agministration > Job Management > Job Manag
Job Queues [ ew | [ cony | [10 !£!1E| [Tate | [2uey [w || )| | Attached Servers }£| ;i! |ZM
Identification 7 Queue
Job Queue ID* (Tag Process Sequentially i At
| Scheduled Jobs [Form | [auery | w | |
ﬂ Start Start ‘ Recur | Recurring End
Job Description Status * Date Time: | Priority | Every |Timeframe ™ Date
4 »

Cancel Job |

3. Ifyou are creating a new job queue, enter an ID in Job Queue ID.

4. Click Save.

Servers and scheduled jobs do not display until all steps are completed.

Create a Server (Step 4 of 5)

To create a server, complete the following steps:

1. Click Administration » Job Management » Job Management Processing »
Start/Stop Job Server.

2. Onthe Start/Stop Job Server screen, create a server if one does not already exist. You
will also assign the Job Queue you created in the above procedure (Create a Job
Queue).
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’ o [T Growse Appications | Administration > Job Management > Job Management Processing >  Start/Stop Job Server L FE o

Job Servers [ew | [copy [ w | [Dette | [Fom | [auen [ w | [OT][X]
- Daily Shutdown Daily Restart
- Server Name * Status Destination Server * Time Time

TEST Running Default Server or Cluster x:

Start I Stop I

Available Job Queues | Quey [ w | Assigned Job Queues | Mew | [ Copy | w | [ Delete | | Cuery | w |
[ Job Process — Job Active Process '
- Queue Soquentially T = Queue * for Server Sequentially

TEST N TEST il N

3. Review values in the following fields:
Field ‘ Description ‘

Assigned Job Queue Provide the Queue in which jobs will be submitted (this
occurs in a later step).

Active for Server Select this check box to activate the queue for the
server.
Start Click Start to schedule the jobs currently in the queue.

Submit a Job to the Queue (Step 5 of 5)

To submit ajob to the queue, complete the following steps:

1. Click Administration » Job Management » Job Management Processing » Submit
Job Queue.

2. On the Submit Job to Queue screen, submit the job to the queue.
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& |[T] Browss Applications  Acministration > Job Management > Job Management Processing >  Submit Job to Queue LA [ o
(o Job [ of 1 Exiing [r=] [e=n [+ )0 (O] [X]
Identification
Job [FLOORCHECK [oorcheck Queue ( Matify When Job Is Completed
Execute Job Recurrence Comments
Execution Option [Start TimeDate  w Every i Pays v
Prigrity ( A0 Until
Start Date (06/202017 End Date |
Start Time (01:48:17 PM End Time |
Submit To Oueue]
Job Parameters [ Form |
—— Application Parameter
- Module Application Name Parameter Description Process. Report
™ TMRFLRCHK Daily Floor Check Inguiry HERNDON Herndon Employees Floor Check

Field Description ’

Job Query to find the Job you created in Step 2 (Create a
Job ID) of this example.

Queue Specify the queue to which you are submitting the job.

Execution Option

Select the Start Time/Date.

Start Date Specify the date the job should first run and reoccur
from.
Start Time Specify the time of day you want the job to first run and

reoccur from.

Recur Every

Specify the number of time intervals (in
minutes/hours/days/weeks/months) in which the job will
recur. In the example of floor checks, it would recur on
a daily basis.

Recurring Time Frame

Specify whether the prescribed interval is in minutes,
hours, days, weeks, or months. For floor checks, this
would typically be daily.

b. Click the Submit to Queue button to submit the job to the queue.

After you complete this step, both the job and server display on the Manage Job Queues

screen.
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| When setting up future scheduled processes, provided you are not adding queues and servers
for other jobs, you will only need to perform three of the procedures from this example:

=  Create a job parameter (Step 1).

= Create ajob ID (Step 2).

= Submit the job to the queue (Step 5).
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Appendix A — Mobile Device Access

The GovCon Touch app for mobile device entry is not supported with T&E 10, because the
Costpoint framework supports mobile devices natively.

Mobile access in Time & Expense 10 does not require an application installed on a mobile device,
because T&E 10 is designed to run in browsers and automatically optimizes based on the device
used (for example, computer, tablet, or phone). However, it is recommended that you launch T&E
10 from one or more desktop shortcuts on your device, for example:

Deskiop.

Exp Rit

For additional information, see the video titled “Creating an App” located in the online Help under
Video Library » Time & Expense Videos » Mobile Time Videos, where you will also find other
performance support videos. For example:

[BB| Contents (@), Search g Print (f Back

GETTING STARTED WITH COSTPOINT, B TIME AND EXPENSE VIDEOS
DUAL TABLE OF CONTENTS 5 "
() vIDEo LisrarY Use these videos to assist you as you work with Time & Expense.
[2) cosTPOINT VIDEOS What's New in TRE 10
[7] BUDGET AND PLANNING VIDEOS

Timesheet Navigstion
[2) TIME AND EXPENSE VIDEOS

Timesheet Entry

@ costeomT Timesheet Ent

K®: BUDGETING AND PLANNING Timesheet Ancillary Functions
I TIME & EXPENSE Timesheet Approval

K®: ADMINISTRATION

L REPORTS & ANALYTICS Leeve Request

Expense Report Ancillary Functions
Expense Report Creation

Claimed Expense Entry

Mobile Time Videos

Navigating a Timesheet for Mobile
Using the Timesheet for Mobile

Manage Timesheet Approvals for Mobile
Timesheet Ancillary Functions for Mobile

Emplovee Leave Requests for Mobile
Expense Report Creation for Mobile

Expense Report Ancillary Functions for Mobile

Entering Claimed Expenses for Mobile

Creating Cash Advance Request for Mobile Application
Creating an App
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Appendix B — User Interface Customization

A user interface (Ul) profile is a collection of screen and functional logic customizations that can
be assigned to users or user groups to provide custom user capabilities. Areas of the interface

that can be customized by user or user group include:
= Toolbar
= My Menu
= Hiding Fields/Controls
= Columns, both size and order
= Auto Position Mode
= Tables, including row sorting order

= Application elements, such as tabs and group boxes

To learn more about user profiles, visit the Deltek Learning Zone (https://education.deltek.com),

and under Costpoint, browse for “Time & Expense” to see a list of available training resources.

For example:

Creating User Profile for Managers - Creating User Profile for Managers -
Timesheet and Expense Timesheet and Expense

H Creating the User Profile for Managers for

E# Creating the User Profile for Managers for
Timesheet and Expense Report Approval

Creating Manager Approval Shortcuts
Creating Manager Approval Shortcuts

E Creating Manager Shorteut for Approving
Timesheets

Timesheet and Expense Report Approval

[ Creating Manager Shortcut for Approving
Timesheets

Creating Manager Shortcut for Approving
Expense Reports

f# Creating Manager Shortcut for Approving
Expense Reports

Creating User Profiles - Timesheets

S

=

=

Accessing User Profiles

Creating a User Profile

Configuring Profile Application

Configuring Profile MyMenu

Configuring End User Timesheet Application
- For URL and Shortcut

Configuring End User Expense Report
Application - For URL and Shortcut

Post-Installation Configuration Guide

33



https://education.deltek.com/

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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