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Overview

Overview

Costpoint Mobile Time and Expense by Deltek, the native mobile version of the standard timesheet and
expense applications, enables you to view, enter, update, submit, and approve timesheet data and
expense reports, depending on your role, from anywhere at any time using your touch screen device, and
synchronizes that data to the Costpoint Time and Expense database.

This product is for iOS and Android devices and does not support Blackberry devices.

Note: The official name of the application is Costpoint Mobile Time and Expense. This document
uses it only at the first mention. Succeeding instances of the application name display Costpoint
Mobile T&E.

In addition, the application name in the Apple App Store and Google Play Store displays Costpoint
Time and Expense.

This document provides instructions for the configuration of Costpoint Mobile T&E.

Features Not Supported

The following Costpoint Time and Expense features are not available in Costpoint Mobile T&E:

= Interim Charges: You cannot create interim charges in Costpoint Mobile T&E. However, you can
charge interim charges already in the timesheets. Interim charge edit occurs upon timesheet
signing.

= Hours Proration: Hours proration is supported, but the Day view is limited to entered hours
display only. Prorated hours after signing the timesheet will display in the Summary view.

= Line-Level Approval: You can perform line-level approvals only in a browser-based timesheet
screen.

= Timesheet Printing: You will not be able to print timesheets. You will need to use browser-based
timesheets.

= Timesheet Comments: You will not be able to enter or view the OVERALL timesheet comments
and notes.

= Unhide Outstanding Expenses: You can only hide outstanding expenses displayed on the
Outstanding Expenses tab. To display a hidden outstanding expense again in Costpoint Mobile
T&E, you need to log into Costpoint, navigate to Time & Expense » Expense » Expense
Reports » My Outstanding Expenses, and clear the Hide checkbox for that outstanding
expense.

= Multi-Day Per Diem Ceiling Meal Expenses: You will not be able to enter or edit multi-day per
diem ceiling meal expenses in Costpoint Mobile T&E. You can enter or edit these expenses only
via browser.
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Mobile Devices Requirements

The Costpoint Mobile T&E application supports mobile devices that run on the following operating
systems:

=  Apple iOS 14 and higher
= Android 10 and higher

In addition, you must have the following default browsers:
= Safari for Apple iOS devices

=  Google Chrome for Android devices

Note: For Samsung devices, you must have the default Samsung Internet browser.

Administrator Guide 2



Deltek

User Authentication

User Authentication

Costpoint Mobile T&E does not introduce users and passwords, or define its own models. Instead, it uses
existing product user provisioning and authentication.

SAML Single Sign-On (SAML SSO) Mode

You can configure Costpoint to act as a Security Assertion Markup Language (SAML) Service Provider to
allow you to log into Costpoint Mobile in the SAML Single Sign-On (SAML SSO) mode. In this scenario,
you do not provide credentials such as a password on the login page. Instead, a SAML compliant server
acts as a SAML Identity Provider responsible for verifying your identity.

SAML SSO mode authentication is supported for the following third-party authentication servers:
= Microsoft Active Directory Federation Services (ADFS)
= Microsoft Azure
= Okta
= Ping

Note: If you are set up for SAML SSO authentication in Costpoint, you can use that username and
password for Costpoint Mobile T&E with the same SAML SSO authentication once the mobile
application entity is set up.

Note: The device must be encrypted and must have a passcode or screen lock set up to allow the
Costpoint Mobile T&E application to bypass the PIN/Biometric Login screen.

Important: Costpoint Mobile T&E does not currently support multiple SAML Service Providers within
a single system.

Consider the following guidelines when configuring third-party authentication servers.

= On the specific third-party authentication server's Admin Portal or Console, register and configure
Costpoint Mobile T&E.
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Note:

= |f you already have one Azure setup for Costpoint and you would like to add another
one for Costpoint Mobile T&E, you must use a different entity ID URL for Costpoint
Mobile T&E.

= The Entity ID is a unique identifier for a SAML entity. The Entity ID for Costpoint
Mobile T&E must be unique (no other application is set up with the same name ) and
should be a URL that starts with https://, for example: https://CostpointTEMobile

= The Reply URL is the location to which Azure AD will send the authentication
response. The Reply URL format is: Your organization's Costpoint Mobile T&E
URL+ /cpshared/backend/samitokenreturn.php

For example:
If the Costpoint Mobile T&E URL is https://johnsmithcorp.com/costpoint/te

The Reply URL is
https://johnsmithcorp.com/costpoint/te/cpshared/backend/samltokenreturn.php

= The enterprise.properties file should contain an entry for the LDAP servers with both
the authentication providers listed, starting with the Costpoint authentication provider
followed by the Costpoint Mobile authentication provider.

For example:

For the system T10QCM14CLSYS7, AZUREWEBSAML1 is the authentication
provider for Costpoint while AZUREMOBILESAML1 is the authentication provider for
Costpoint Mobile.

In the enterprise.properties file, you will have the following entry:
T10QCM14CLSYS7.Idap.ldapServers=AZUREWEBSAML1,AZUREMOBILESAML1

The overall configuration process is very specific for each SAML Identity Provider. However,
there are a few key things to keep in mind when configuring other SAML Provider. These are
discussed in the Deltek Costpoint Security Guide.

= For ADFS, see the "Configure SAML Single Sign-on between Costpoint and Microsoft AD
FS" section.

= For Microsoft Azure, see the “Configure SAML Single Sign-on between Costpoint and
Microsoft Azure” section.

=  For other SAML providers (Okta and Ping), see the “Configure SAML Single Sign-on between
Costpoint and Other SAML Identity Providers” section.

= Download the federation metadata XML file. For Azure and ADFS, you may copy the XML file into
the Costpoint Mobile T&E configuration file. For Ping and Okta, you may put the XML file in a
common location and import.

= For Azure and ADFS, you may reuse the federation metadata XML that you generated for the
Costpoint Web application if you are using the same system. However, make sure to correct the
Cospoint Assertion Consumer Service (ACS) URLs to point to the specific SAML endpoint
references for the Costpoint Mobile T&E application before uploading the federation metadata
XML file into ADFS or Azure.
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For example:

vemd:EntityDescriptor xmlns:md="urn:oasis:names:tc:SAML:2.@:metadata™ entity H
v <md:RoleDescriptor xmins:fed="http://docs.oasis-open. argfusf-snnadsratmn;zonma xmins:xsi="http://www.w3. srgfmmm\usmua instance”
protocolSupportEnumerations="http://schemas . xmnlsoap. org/ws/2005/02/trust http://docs.casis-open.org/wsfed/federation/200706" xsiitype
v <fed: TargetScopes>
¥ <Endp-

ntReference xmlns="http://wew.w3.org/2005/08/sddressing™>
<Addressy
</EndpointReferences
</fed:TargetScopess
v «fed:PassiveRequestorEndpoint>
v<E ntReference xmlns="http:/ /wew.w3.org/2005/88/addressing™>
l <Addressy

Update to the specific SAML end

/ for Costpoint Mobile T&E

i</Address>

</Addresss>

</fed:PassiveRequestorEndpoint>
¢fmd:RoleDescriptors

“fed:ApplicationserviceType”»

point

wemd :SPSS0Descriptor AuthnRequestssigned="false” WantAssertionssigned="true” protocolSupportEnumeration="urn:oasis:names:Tc:SAML: 2. @:protocol”>
< l\\mv[UIDr mat>urn:oasisinames:tc: SM1L 1.1:nameid- format emailAddres M.
< nConsumerService Binding="urn:ocasis:names:tc:SAML:2.0:bindings :HTTP- POET [ ocation="
i rue” />

Tfodexor

</nd: EntityDescriptor>

If you are setting up new users to use SAML SSO authentication, use the Planning »
Administration » System Security » Manage User screen in Costpoint.

EEER0

BNE 0N EaAE

A % [0 Browse Applications > Planning > Administration > System Security > Manage Users
- Identification New || Copy | ¥ || Detete ‘ 1of1 Ncw‘ H
User ID* User Name * )
Information ~ Workflow | Printing Defaults = Authentication  User Interface
Authentication Settings 2FA Settings
Authentication Method * Database v SAML Single [] FIDO Single & @ None
Sign-on Sign-on
Password Generate Random Password O Mobile Application
O Email
Verify Password
FIDO Effective Date
Active Directory or Certificate ID Manage User Groups PIN
in Active Directory
[] Allow Access to Integration Console [] Allow Access to Extensibility Console [ Allow Application Access via Integration Services
Company Access _ Assigned User Groups _ Module Rights _Application Rights Ul Profiles

2 4 O

Table || Query | v || W || — x‘

If a user is already set up for SAML SSO authentication in Costpoint, you will need to
mobile authentication provider to the user or user group on the third-party authenticati

assign the
on server.

the Costpoint Mobile Time and Expense User Guide for more information.

Note: See “Log Into Costpoint Mobile T&E using SAML Identity Provider Authentication” in

Biometric Authentication

You can log into Costpoint Mobile T&E using the biometric authentication feature. This functio

nality is

controlled by a server setting which, if enabled, allows you to enable or disable the biometric login on the

Settings screen in Costpoint Mobile T&E.

of the Costpoint Mobile Time and Expense User Guide.

Note: For more information on how to enable the biometrics login, see the “Settings Screen”

section

You can use the Biometric authentication feature under the following conditions:

= The ALLOW_BIOMETRICS setting in the configuration.ini file is set to true. The Costpoint Mobile
T&E installer will automatically update this setting.
Note: For more information on how to enable the biometric authentication setting, see
“Update the Biometric Authentication Setting” in this guide.

You are using a device that supports biometric authentication:
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= Fingerprint on Android devices
=  Touch ID on all supported Apple devices

= Face ID on all supported Apple devices

Known Issues on Android Devices: There are biometric authentication issues on
specific Android devices, such as Samsung Galaxy Note, Samsung Galaxy A10,
Samsung Galaxy S8, and Xiaomi Redmi Note 7.

= |f both Face ID and Fingerprint ID are registered for biometric authentication,
only the Fingerprint ID option displays on the Biometric Login screen after you
enter your login credentials on the Costpoint Mobile T&E Login screen.

= Ifonly Face ID is registered for biometric authentication, only the PIN screen
displays after you enter your login credentials on the Costpoint Mobile T&E
Login screen and not the PIN/Biometric screen.

These are issues with Google Android and not with the Costpoint Mobile Time and
Expense application.

= The device has at least one fingerprint or has a face ID setup (which implies that the device is
encrypted and also has a passcode, which are required).

Note: For more information on biometric authentication behavior on different devices, see
the “Biometric Authentication” section of the Costpoint Mobile Time and Expense User
Guide.

=  |f you are using Two-Factor Authentication (2FA) with Microsoft Authenticator and Face ID on iOS
devices, you may be stuck when trying to approve an authentication from Microsoft Azure.

This is a known issue with the Microsoft Authenticator application, and the workaround is to use
PIN instead of Face ID with the application.
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Set Up Costpoint Mobile Time and Expense

Use the following checklist as a guide for setting up Costpoint Mobile T&E Collection.

N

1 Allow access to the Costpoint Mobile T&E application.

2 Verify application rights assigned to user roles.

3 Configure charge lookup options.

4 Enable or disable ICR processing in capturing expense.

5 Enable or disable sending of information to Google Analytics.

6 Set up the “MANUAL” batch expense type.

7 Set up a task at the expense level both for the expense report type and expense
type.

8 Set up the Timesheet and Expense Classes for a subcontractor.

9 Provide modules access to a subcontractor using the Resource screen

10 Make timesheets available offline.

11 Configure UDTs to allow manual entry.

12 Configure your Timesheet Class to use the Time Clocking features.

13 Create the email link to send to users.

Step 1: Allow Access to the Costpoint Mobile T&E Application

You must enable access to the Mobile Time application or the Mobile Expense application in order to
access and use the Costpoint Mobile T&E application.

To allow users to access Costpoint Mobile T&E:

1. On the Costpoint menu, click Time & Expense » Configuration » General Controls » General
Settings, and then click the Miscellaneous tab.

2. In Mobile Options, select Allow Mobile Access, and select one or both options:
= To allow access to the Time application, select the Allow Mobile Time Application option.

= To allow access to the Expense application, select the Allow Mobile Expense Application
option.
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Note:

= Selecting Allow Mobile Time Application displays Time in the Costpoint Mobile
T&E application.

= Selecting Allow Mobile Expense Application displays Expense Reports and
Capture Receipt in the Costpoint Mobile T&E application.

= If you have access only to the Mobile Time application or to the Mobile Time and
Mobile Expense applications, Costpoint Mobile T&E displays the Timesheet screen
upon login.

= |f you have access only to the Mobile Expense application, Costpoint Mobile T&E
displays the Expense Reports screen upon login.

Note: You can also provide access to the Costpoint Mobile T&E application at the Timesheet
Class or Expense Class level through the Allow Mobile Access option on the Timesheet
Classes or the Expense Classes screen. This option, which is enabled and selected by
default, overrides the options on the General Settings screens, allowing you to provide or
deny specific Timesheet/Expense Class users access to the Costpoint Mobile T&E
application.

For more information on this option, see the "Timesheet Classes » Basic Information Tab"
topic and the "Expense Classes » Basic Information Tab" topic in the Deltek Time & Expense
Help System.

Note: If both options are cleared and you logged into the Costpoint Mobile T&E application,
you will remain on the PIN and Biometric Login screen of the Costpoint Mobile T&E
application with the following message:

“Your organization does not allow access to the Costpoint Mobile Time or Costpoint Mobile
Expense. Contact your administrator for further information.”

# % [ Orowse Applications > Time & Exponse >

Zeneral Settings

Locale (Country/Language) * uS/en | Dascription United States/English )

Miscatianeous Custom Storsd Procedurs Names
& Cosipoint Mullicompany Timesheet Pre Save 1 Put all in TEMP
L Reslrict Delegation Timesheet Post Save
Use Group Cache for Charge Lockup Timesheet Pra Sign Timesheet Post Sign
Charge Lookup Method* Advanced b Timesheet Pre Approve Timesheet Post Approve

ImportiExport Alternate Fils Locations ER Pre Sign 1 £R Post Sign
Import Location ER Pre Save ER Post Save
ACA_IMPORT ]

Import Trash Location EAEE SR EA Post Save
ACA_TRASH ] EA Fre Sign EA Post Sign
Export Location

ACA_EXPORT ]

Eman Native Mobile Options Mabile Privacy Option
System Email Address Allow Mobile Atcess Allow ICR Expense Processing
SysCTBE1LCMI TSUBKS 1@ deltek com (=]

Time Sender Email Address

TSCTBB1QCMITSUBKS 1k dellek com (=] Allow Mabile Expense Apphication

Expense Sender Email Addrass . TR

EXPCTE31QCMITSUBKS | @deltek com [=] *“Plgase be awara that enabling the downloading of any data offline may
not be permitted unded applicable rules and regulations. You should
check with your organization’s legal advisars befoate doing so **
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Step 2: Verify Application Rights Assigned to User Roles

Since Costpoint Mobile T&E utilizes the web services of Costpoint applications, you may need to verify
that users have appropriate rights. These four required applications are:

Application Name Application Rights m

ADMDESKTOP Manage MyDesktop Full

TMMTIMESHEET Timesheet Full This application is
required for
entering
timesheets.

EPMEXPRPT Expense Report Full This application is
required only if
you are using
expense reports.

EPMEXPOUTSTANDING My Outstanding Full This application is

Expenses required only if

you are using
expense reports.

Any Costpoint Mobile T&E user will need appropriate rights for the applications mentioned above. Since
Costpoint Time & Expense security is based on Costpoint user groups, you can perform one of the
following options.

= Option 1: Verify that each specific Time & Expense user group has rights.

= Option 2: Grant application rights in the Costpoint EVERYONE user group.

Option 1: Verify that Each Specific Time & Expense User Group Has
Rights
For this option, you need to verify that the required applications are granted to the appropriate Time &

Expense user groups. The user groups that you need to verify are based on how your security roles are
set up in Time & Expense.

For every security role, you can determine the user groups that you need to review on the Manage
Security Roles screen, as shown below:
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H * 1 Browse Applicaticas > Time & Expense > Coafiguration > Resources >
Security Roles Sew (Copy W Ceem Fom Cuwy ¥ ™ [ X
‘_"’ Roke Code * Descrigion * Agpty Ermployes Level Securty Apply Charge Lewel Secarey Moafy £ mpdoyes Roke Mockty Tem
| ADaun ABFAG T AN b4 A
| DEFALAT Detaunt
!EHF\ Emgpioyes "
|[J."‘!\WI.‘\' Espenie Acmnstrator L
| sPvsR Supervisor « «
| sYsADMMN Syibem Adrureyator L v v
< - >
Sync User Groups
Unet Couey
Secunilty Roles > User Groups. Sew [Deem [ Fom Ceey ¥ [T O X
v Unaw Garowp 3D * Unr Coronap Mawre * Timw o Expense *
STD_EXPENSE_RESOURCE Expense Resource Expense -
STO_TIME_RESOURCE Tire Resource Time v
— Cme |
Note: On the Costpoint menu, click Time & Expense » Configuration » Resources » Manage
Security Roles to display the screen.

On this screen, the Employee security role is mapped to two Costpoint user groups,
STD_EXPENSE_RESOURCE and STD_TIME_RESOURCE. Thus, you need to verify these groups on
the Manage User Groups screen.

N W [T Srowse Applicatioas > Admin = Secerily = Syslem Secwnity >
Manage User Groups New | Copy W Dwew Seey W T[] X
F Actrve (weciony 10
v User Growp 10 * Mame * | BAMAL < oMb | |
| sTo_ExPENSE_ADMN E1pente Admmt ator la
| STO_EXPENSE_MANAGER Erpente Manager
| STO_EXPENSE_RESOURCE Expense Resource
|‘.1L’} TIME _ADMN Trem Ad=arvi¥ sior
| STO_TME_MANAGE R Tirra Massger 1s
!nm_nw RE SOURCK Trea Resource Iv
Axaign Usets 10 Growe  Modult fophts  Apoication Foobty  Active Dwectory Geowes M Profies
Application List Suey W » Applic ation Rights New Cosy W Dewm Gy ¥ (M < [ X
[ - Aggde st
- Ao by e oot mj - Agpisc anon * e Buights * C umguarry W3 *
| ADMCHO TREE Wartan Charge Tree Time & Expel & | ADMOE SKTOP Manage MyDesisco Fus v |ALL
]Ar,v{u SKTOP Nurage My Desitop Tine & Espel g | TMMEMPLWORKSCH  Manage Work Schedule Fus w ALL
|-l£wr MANLTEXT Manage E-mai Ter? Time & Expey | TVMTIME SHEE T Marage Tmeiheet: Fue v ALL
| ADMEMPLORP Marage Hesource Groups Trme & Expef )
|mu: MPUNF O Manage Resource indormaton Time & Expal
| ADMEMPLPREF Marage Freferences Time & Expe(
| ADMFUNCTIONALROLE Manage Functional Rows Time & Expe| o
= —
< - >
Beaull et Roohty by Accdcaton
— Cow |
Note: On the Costpoint menu, click Admin» Security » System Security » Manage User Groups to
display the screen.

In this example, STD_TIME_RESOURCE already gives FULL rights to the ADMDESKTOP application,
but no rights are assigned to the SYMABOUT application. Thus, you need to grant rights for the
SYMABOUT application.
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Note: You need to verify all Costpoint User Groups that are mapped to Time and Expense security
roles. In this example, you also need to verify STD_TIME_RESOURCE.

Option 2: Grant Application Rights in the Costpoint EVERYONE User
Group

For this option, you need to add rights to the EVERYONE user group if you have no concern granting the
required applications to all users.

You need to verify EVERYONE on the Manage User Groups screen.

Note: On the Costpoint menu, click Admin» Security » System Security » Manage User Groups to
display the screen.
faem Cosy W Cewwm Qwey WO ] xX
Actren Directonry ID
Hapree [WAMAC L cureH sema)
F
v
ARRgn Useve 10 Groun Mhocksls Faghss  Apohcaton Rghls AeLtive DEeciony (Hopps | Profisey
Application List Teary W | Masod User Grouns > Application Ri.., %es Cigy W |(Deaw Swy W ([T O] X
ar Applitation e E- [« Agpplecatvon ™ Harre Aﬁi;::-l
|-'-I!'.'l'. HGTREE & |.-'~i.'l'."'."':'.'~':|"'.'-l' Full
| ADMDESKTOP . !.F\.I_-'.'I_'.II' LPREF Fus
| ek Fus
] 5 3
L4
4-. = L] | Bl Sl Oy Dy il
i L

In this example, EVERYONE already gives FULL rights to the ADMDESKTOP application, but no rights

are assigned to the SYMABOUT application. Thus, you need to grant rights for the SYMABOUT

application.

Step 3: Configure Charge Lookup Options

Configure the lookup charges options that will be available to employees on the Lookup screen of

Costpoint Mobile T&E.

To set the default options:

1. On the Costpoint menu, click Time & Expense » Time » Time Controls » Manage Timesheet

Classes.

2. On the Basic Information tab, use the Search feature to select the Timesheet Class that you

want to configure for Costpoint Mobile T&E.
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3. In Mobile Lookup Options, select the checkbox next to each lookup option you want to enable:
= Show Project
= Show Manufacturing Orders: This option is available only to Costpoint users.
= Show Account
% % (D) Browse Applicatisns > Time & Expense > Time > Time Costrals > Timeshest Classes 4
3 Timesheet Classes
Basic Information  Regular Hours Rules  Overtime Hours Rules  Notes
: alect
Entry Validation® w None
Rounding * None
Hours Increment * Whole
o Non
None
None
abled ’
nterim Validation * None Rato View Modity
Reverse Timesheet on Correction
4. Click Save.

Step 4: Enable or Disable ICR Processing in Capturing
Expense

Costpoint Mobile T&E is integrated with an intelligent character recognition (ICR) technology when you
use Capture Receipt. With this feature, Costpoint Mobile T&E automatically scans and analyzes the
captured or selected image, maps the captured data to the Expense Report screens, and populates the
matched fields.

To enable or disable ICR processing in capturing expense:

1.

On the Costpoint menu, click Time & Expense » Configuration » General Controls » General
Settings, and then click the Miscellaneous tab.

In Mobile Privacy Option, select whether to enable or disable ICR processing in capturing
expenses.

= To enable ICR processing, select the Allow ICR Expense Processing option. The Use ICR
for Expenses field, which defaults to On, displays on the Settings screen in the Costpoint
Mobile T&E application.

= To disable ICR processing, clear the Allow ICR Expense Processing option. The Use ICR
for Expenses field on the Settings screen in the Costpoint Mobile T&E application is hidden.
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@
General Oplions

“ [ Browse Applications >

UDT Optiens | Miscellancous

& Costpaint Multicompany
Restrict Delagation
W Use Group Gache for Charge Lookup

Charge Lookup Method * Advanced v

ImporYEXport Aiternate File Locations
Import Location
IMPORT
Import Trash Location
ACA_TRASH
Export Location
ACA_EXPORT

Email

Systam Email Address

Time Sender Email Address

Expensa Sender Email Address

Time & Expense >

Gonfiguration >

General Confrols >

Ganeral Settings X0

Custom Stored Procedure Names
Timeshest Pre Save ] Put all in TEMP
Timasheat Post Save
Timesheet Pre Sign
Timashae! Posl Sign
Timesheot Pre Approve
Timeshaat Post Approve
ER Pre Sign
ER Post Sign
ER Pre Save
ER Posi Save
EA Pro Save
EA Post Save
EA Pro Sign
EA Post Sign

Mobile Options

& Allow Mobile Access
K Allow Mobile Time Application

L1o Google Analytics

i) Allow Mobile Expense Application

| Enable New Mabile Responsive Design Interface

Step 5: Enable or Disable Sending of Information to Google
Analytics

Google Analytics is a tool that Deltek uses to anonymously gather mobile application usage, such as user
interface clicks and selections and application crashes. Users opt in for usage tracking when they install

and launch the Costpoint Mobile Time & Expense application.

While usage tracking is completely anonymous, Deltek understands that some companies do not want to

allow their users to opt in to this usage tracking tool. With this, Deltek adds an option that you can
configure to not allow users to opt in.

turned off/hidden to comply with Apple's Application Tracking Transparency policy.

Note: Beginning with Apple iOS 14.5 and higher, the Usage Tracking field on the Settings screen is

To enable or disable sending of information to Google Analytics:

1. On the Costpoint menu, click Time & Expense » Configuration » General Controls » General

Settings, and then click the Miscellaneous tab.

2. In Mobile Privacy Option, select whether to enable or disable sending of information to Google

Analytics.

= To enable sending, select the Allow users to send information to Google Analytics

option. The Usage Tracking field, which defaults to On, displays on the Settings screen in

the Costpoint Mobile T&E application.

= To disable sending, clear the Allow users to send information to Google Analytics option.
The Usage Tracking field on the Settings screen in the Costpoint Mobile T&E application is

hidden.
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Browse Applic

uDT Options

Oplions

Miscellaneous
& Costpoint Multicompany

Restrict Delegation

ImpOrExport Alternate File Locations
Import Location
IMPORT
Impart Trash Lacation
ACA_TRASH
Export Location

ACA_EXPORT

Email

System Email Address

Time Sender Email Address

Expense Sender Email Address

Miscellaneous

> Configuration > Ge

& Use Group Cache for Charge Lookup

Charge Lookup Method * Advanced ¥

> Ganeral Settings

Custom Stored Procedure Mames

Timesheet Pre Save
Timoshest Post Savo
Timesheet Pre Sign
Timosheot Post Sign
Timesheat Pra Approve

Timesheat Post Approve

ER Pra Sign
l ER Post Sign

ER Pre Save
] ER Post Save
] EA Pro Save

EA Post Save
EA Pre Sign
EA Post Sign

Mobile Options
|4 Allow Mobile Access

i} Allow Mobile Time Application

7 Allow Mobile Expense Application

[] Enable New Mabilo Responsive Design Interface

Put all in TEMP

Mobils Privacy Option

[w] Allow users o send information fo Google Analytics i

T TAIGw TCR Expones y

UDTLabels User-Defined Fisld Labels Attachments

Step 6: Set Up the “MANUAL" Batch Expense Type

This step applies only if you have not yet set up a batch expense type called MANUAL.

Use this procedure if you have access to the Mobile Expense application and are planning to utilize the
Capture Receipt feature. You need to have a batch expense type called MANUAL and the Batch Type
Source to Manual in order to manually add expenses either from a credit card or from another source

using the Costpoint Mobile T&E application,.

To set up the “MANUAL” Batch Expense Type:

1. On the Costpoint menu, click Time & Expense » Expense » Batch Expenses » Expense Batch

Types, and then click the Basic Information tab.

2. In General, specify the following fields:
= Batch Type Code: Enter MANUAL.

= Description: Enter up to 30 characters for the batch type description.

= Source: Set this field to Manual Entry.

= Days Due: Enter the number of days in which the expenses that use this batch type will be

due.

= Payment Method: Select the payment method that is used by this batch type. The valid
values are all payment methods that have been set up in the system with the exception of the

Advance payment method.

= Bill Currency: Select the bill currency that should be used to process this expense batch

type.

# % [ Srowse Applications >

(5 Expense Batch Types

Batch Type Coda *

Bagic Information  Import Options

Ganeral

Source *

Days Due *

Payment Mathad *

Bill Currency *

Time & Expense > Expense >

MANUAL

Ghost Cards

Manual Entry
0

Cash

Allow Partial Posting

us Dollar (USD)

Batch Expenses > Expense Bateh Types

Description *

Defauits

Transaction Currency
Employee
Provider

Wizard Type

Table || Query | v || Il

US Dollar (USD) |

None- -

] Personal
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Step 7: Set up a Task at the Expense Level Both for the
Expense Report Type and Expense Type

Make sure that a task (for example, approval, review, or attachment task) at the expense level is set up
both for the expense report type and expense type. For more information, refer to the following topics in
the Deltek Time & Expense Help System:

= Manage Expense Types

= Tasks Subtask

= Manage Expense Report Types
= Expense Report Tasks Subtask

Step 8: Set Up the Timesheet and Expense Classes for a
Subcontractor

This step applies only if you are providing access to a subcontractor.

Note: The Subcontractor Time and Expense Entry feature is available to users of Costpoint 8.1 and
higher. See “Mobile Time Access for Subcontractors” and “Mobile Expense Access for
Subcontractors” in the Costpoint Mobile Time and Expense User Guide for more details.

Before you perform this step, make sure that you have enabled the subcontractor's access to the Mobile
Time application or the Mobile Expense application in order to access and use the Costpoint Mobile T&E
application.

Attention: See “Allow Access to the Costpoint Mobile T&E Application” in this guide.

Use these procedures to indicate that the Timesheet Class or the Expense Class is for subcontractors.
To indicate that the Timesheet Class is for subcontractors:

1. On the Costpoint menu, click Time & Expense » Time » Time Controls » Timesheet Classes,
and then click the Basic Information tab.

2. In Export Options, select Subcontractor.

a * Browse Applications > Time & Expense > Time > Time Controls > Timesheet Classes

1 of 1 New|

b Timesheet Classes v | Delete

Class Description*

Basic Information Regular Hours Rules Overtime Hours Rules Notes

Entrg Options Mobile Lookup Options
ntry Mode * Standard 12 @ Allow Mobile Access
Show Project
ro Show Manufacturing Orders
Entry Validation Nooa Show Account

Rounding* Nona

Require Confirmation

Exparloguons B
Labor Distribution

ig Subcontractor
FEXPOTCTI-PTECS

Hours Increment Whola

Overtime Options imesheets

Overtime Handling* Nona

Overtime Distribution* Nona Schedy e R st Loave
Pay Type Rules Source iea Allow Edit of Day Properties

Custom Overtime Dialog Allow Edit of Standard Hours

pAllow Edit of Lunch Hours/Times
Miscellanous_ 5 ) Allow Edit of Work/Non-Work Hours

Revision Explanation* Nisahled

Create Interim Charges User Defined Rates

Rate View Modify

Interim Validation* Kana:
Reverse Timesheet on Correction Billing 01
Generate Exception-Based Timesheets

o Populate Scheduled Leave on Timesheet Open Labor 02

UDT Options UDT10CS Links Leave Notifications
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Attention: For more information on the Basic Information screen, see the "Timesheet Classes »
Basic Information Tab" topic in the Deltek Time & Expense Help System.

To indicate that the Expense Class is for subcontractors:

1. On the Costpoint menu, click Time & Expense » Expense » Expense Controls » Expense
Classes, and then click the Basic Information tab.

2. In Subcontractor Options, select Subcontractor.

# * 3 Browse Applications > Time & Expense > Expense > Expense Controls > Expense Classes 2 e

> Exnense Classes New  Copy v | Delete 1 of 1 New' Table |Query v|m/—
Code* Description *

Basic Information  Workflow Notifications

Modify Options Mobile, LDO}wg Options
— @ Allow Mobilé Access
Status Expense Report Authorization Show Praject
Submitted n n ) Show MO
Under Review n n ; Show Account
Approved
Correction Options
. Not Allowad
Void Options xpense Corrections at Allowe:

Days Past Expense Report Date*

Status Expense Report Authorization Active C?]arggs Only

Submitted 1
Under Review Z Advance Options

Approved Advance Limit 0.00
Rejected Number of Advances Outstanding* 0
Subcontractor Options Miscellaneous Options

g Subcontractor Revision Explanation*® Ontional
Modify Exchange Rate
Modify Tax Amounts

Expense Report Types Pay Methods

Attention: For more information on the Basic Information screen, see the "Expense Classes »
Basic Information Tab" topic in the Deltek Time & Expense Help System.

Step 9: Provide Modules Access to a Subcontractor Using the
Resource Screen

This step applies only if you are providing access to a subcontractor.

Note: The Subcontractor Time and Expense Entry feature is available to users of Costpoint 8.1 and
higher. See “Mobile Time Access for Subcontractors” and “Mobile Expense Access for
Subcontractors” in the Costpoint Mobile Time and Expense User Guide for more details.

Before you perform this step, make sure that you have enabled the subcontractor's access to the Mobile
Time application or the Mobile Expense application in order to access and use the Costpoint Mobile T&E
application.

Attention: See “Allow Access to the Costpoint Mobile T&E Application” in this guide.

Use this procedure to designate a resource as a subcontractor and select the modules access you want a
subcontractor to have.

To provide application access to a subcontractor:

1. On the Costpoint menu, click Time & Expense » Configuration » Resources » Resource
Information.

2. In the Identification pane, enter basic subcontractor information and set Resource Type to
Subcontractor.
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3. On the Access subtask screen, set the Access column of the Time and Expense modules to
Seat.

Resource Information New || Copy | ¥ || Delete ‘:”:‘lnﬂbnsting |:H:”:| Table

Identification. Payroll

Employee ID * @ Aclive Payroll ID
Last Name * ] Fayroll Employee ID
First Name * Middle Initial

Costpolint Vendor
Government ID Costpoint Vendor Employee 1D

Vendor 1D
Costpoint Vendor Email

Login ID *
Active Directory

Hire Date o]

Termination Date o]

Emiail

Resource Type * [Subcontractor v

Access Miscellaneous History Leave Group Membership Group Supervised [

Resource Information > Access New | Copy | ¥ || Delete || H

Module * Deactivate Date Access *
‘ Time [%]| Seat v
‘ Expense | Seat v

Attention: For more information on the Resource Information screen, see the "Resource
Information" topic in the Deltek Time & Expense Help System.

Step 10: Make Timesheets Available Offline

Note: The Offline Time Entry feature is available to users of Costpoint 8.1 and higher. See “Offline
Time Entry “in the Costpoint Mobile Time and Expense User Guide for more details.

Use this procedure to allow time recording using your mobile device while offline. Once offline access is
provided, the Make Timesheets Available Offline item becomes available as a menu item in the
Costpoint Mobile T&E application.

To allow offline time entry:

1. On the Costpoint menu, click Time & Expense » Configuration » General Controls » General
Settings, and then click the Miscellaneous tab.

2. In Native Mobile Options, select Allow Offline Access.
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A W [0 Growse Applications >

Time & Expense » Cosfiguration > Genersl Controls >

General Settings

Locale (Country/Language) * US/en ] Dascription

General Opliohs  UDT Options | Miscallaneous  Integration Setting

Miscetiansous Custom Storsd Procedurs Names
Costpoint Multicompany

Rastrict Delegation

Timesheet Fre Save
Timesheat Post Save

Usa Group Cache for Charge Lool
Use Group Cache for Charge Lookup Timesneet Pre Sign

Charge Lookup Method* Advanced b Timesheet Pre Approve

mpertiExport Alternate Fils Locations ER Pre Sign
import Location

ACA_IMPORT ]
I Trash Location

ER Pro Save

EA Pro Save

) EA Pro Sign
Export Location
ACA_EXPOR ]

emai Native Mobile Gptions
System Email Address G Allow Mobile Access
SysCTBB10CMITSUBKS 1@deitek com B

Time Sender Email Address

Genoral Settings

United States/English

Allow users to send information 1o Google Analytics
Allow Mabile Tima Application

TSCTBE1QCMITSUBKS ! @deltek com

Expense Sender Email Addrass Allow OHling Access

EXPCTBS1QCMITSUBKS 1 @deltak com
ot be parmitted undar
check with your organiz

“*PIaHSE e wware that enaoing the downloading of any data offline may

bl rules and regulations. You should
n's lngal advisors before doing 50"

MNow || Copy | ¥ || Delote.

] Load Defaults

Put all in TEMP

Timeshaet Post Sign
Timesheet Post Approve
ER Post Sign
ER Post Save
EA Post Save

EA Post Sign

Mobile Privacy Option
Allow ICR Expense Processing

Step 11: Configure UDTs to Allow Manual Entry

If a user-defined table (UDT) field is configured for manual entry in Costpoint, the Manual Entry field for

that UDT field displays on the Edit Charge screen in the Costpoint Mobile Time and Expense application.
To allow manual entry in a UDT field, clear the Validate checkbox for that UDT in the UDT Options

subtask.

To configure manual entry of a UDT:

1. On the Costpoint menu, click Time & Expense » Time » Time Controls » Timesheet Classes.

2. Click the UDT Options subtask.

3. Clear the Validate checkbox of the UDT that you want to enable the manual entry.

EnD

# o [ Boowse Applcations

DOERoREna B

> Time & Expease > Time > Time Cootrols > Timesheel Classes

e

Oversime Ox

Pay Type Russ

Custom Crariene Disiog

2z
R o sk
rtam Wasdaton * . v Ry
£3 Fwverse Trrashest on Comeeton L RATES:
0 Gerem £

Fecuiste Te RATESLA

Can ooy
a
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Step 12: Configure the Timesheet Class to Use the Time
Clocking Features

Note: The Time Clocking feature is available to users of Costpoint 8.1 and higher. See “Time
Clocking®“ in the Costpoint Mobile Time and Expense User Guide for more details.

Use this procedure to configure the Timesheet Class to use the Start-Stop Time or the Time In-Out
feature.

= If the Start-Stop Time feature is configured in Costpoint, the Start-Stop Time screen becomes
available in the Costpoint Mobile Time and Expense application.

=  |f the Time In-Out feature is configured in Costpoint, the Time In-Out screen becomes available in
the Costpoint Mobile Time and Expense application.

To configure the Timesheet Class to use any of the time clocking features:
1. On the Costpoint menu, click Time & Expense » Time » Time Controls » Timesheet Classes.
2. Click the Basic Information tab.
3. In Entry Mode, do any of the following:
= To configure the Start-Stop Time feature, select one of the following:

= Break Tracking: Select this option to enable employees to enter start/stop times for
meals and breaks.

= Start/Stop Summary: Select this option to enable employees to enter start/stop times for
meals, breaks, and work hours but not at the charge level.

= Start/Stop Detail: Select this option to enable employees to enter start/stop times for
meals, breaks, and work hours at the charge level.

= To configure the Time In-Out feature, select one of the following:

= Attendance Required: Select this option to require time in/out entries for hours entered
on the timesheet.

= Attendance Optional: Select this option to leave entry of time in/out as optional.

# & [ Browse Applications > Time & Expense > Time > Time Confrols > Timesheet Classes

-» Timesheet Classes WNew || Copy | ¥ | Delete

Class* Descriplion *

Basic Information  Regular Hours Rules  Overlime Hours Rules  Notes

Entry Options Mobils Lookup Opti
Entry Mode *
Require Confitmation
Entry Validation *

Rounding*

Hours Increment *

Svartime Options
Overtime Handling* Hons
Overlime Distribution * None

Pay Type Rules Source® None

Custom Overtime Dialog

low Edit of Lunch Hours/Times
R Aliow Edit of Work/Non-Work Hours

efined Rates

Hone Rate View Modify
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Attention: For more information on the Basic Information Tab screen, see the "Time » Time
Controls » Timesheet Classes » Basic Information Tab” topic in the Deltek Time & Expense
Help System.

Step 13: Create the Email Link to Send to Users

Once the Costpoint Mobile T&E app URL has been identified, you can send the URL to your users and
allow them to copy and paste the URL into the Costpoint Mobile T&E application from their mobile device.

Use the following format for the URL:
https://<yourdomain>/DeltekTouch/Costpoint/TE/cpshared/backend/cptimeurl.php

To create and send the link to users:

1.

Replace <yourdomain> with the company’s domain information. The domain must be externally
accessible to devices on the Internet.

The following part of the hyperlink, however, is fixed:
DeltekTouch/Costpoint/TE/cpshared/backend/cptimeurl.php

The Costpoint Mobile T&E application will use the domain URL as used by the Costpoint
applications.

Examples:
Costpoint URL: https://client.deltekenterprise.com/cpweb

Costpoint Mobile T&E URL.:
https://client.deltekenterprise.com/DeltekTouch/Costpoint/TE/cpshared/backend/cptimeurl.php

2. Create the instructional text in the email message where you will embed the link.

Example Email

The Costpoint Mobile Time and Expense application is now available to use for entering
and signing timesheets, accessing pending tasks, approving timesheets, and viewing leave
balances.

To download the application, search for Costpoint Time and Expense in Google Play Store
or Apple App Store. After installing the application, tap on the below URL. It will launch the
installed application and will pre-populate the Server URL field.

Example:
https://client.deltekenterprise.com/DeltekTouch/Costpoint/TE/cpshared/backend/cptimeurl.
php

Your login credentials (username, password, and system) are the same as your login
credentials for Costpoint web.
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Appendix A: If You Need Assistance

If you need assistance installing, implementing, or using Costpoint Mobile T&E, 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 Deltek Support Center.
= Phone and email support from Customer Care analysts

= Technical services

= Consulting services

= Custom programming

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

Attention: Find out more about these and other services from the Deltek Support Center.

Deltek Support Center

The Deltek Support Center is a support website for Deltek customers who purchase an Ongoing Support
Plan (OSP).

The following are some of the many options that the Deltek Support Center 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 Support Center Community

= 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

= |nitiate a Chat to submit a question to a Customer Care analyst online

Attention: For more information regarding Deltek Support Center, refer to the online help
available from the website.
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Access Deltek Support Center

To access the Deltek Support Center:
1. Go to hitps://deltek.custhelp.com.

2. Enter your Deltek Support Center Username and Password.
3. Click Login.

Note: If you forget your username or password, you can click the Need Help? button on the login
screen for help.

Available Documentation for this Release

The following table lists the Deltek documentation available for this release. Except where noted, all the
user guides and quick reference guides listed in this table are available for download from the Deltek
Support Center.

Deltek Costpoint Mobile Time and Expense User  This document contains detailed information and
Guide instructions on how to use various features of the
application.

To access the User Guide, tap E and then tap
Help on the Costpoint Mobile Time and Expense
application.

Deltek Costpoint Mobile Time and Expense FAQ This document contains some of the commonly
Guide asked questions to give you more information
about the application.
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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
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