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complete, some typographical or technical errors may exist. The recipient of this document is
solely responsible for all decisions relating to or use of the information provided herein.

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

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

This edition published June 2016.
© Deltek, Inc.

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

All trademarks are the property of their respective owners.
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Overview

Overview

Welcome to Deltek Time & Expense Version 10.0 Release Notes.

The General Availability release of version 10.0 is also Cumulative Update 10. Cumulative
updates 01-09 were released during the Limited Availability period.

For the version 10.0 release, Deltek Time & Expense has been fully integrated into the Costpoint
framework and interface. Time & Expense displays as its own domain within Costpoint. Although
it has been ported to Costpoint, all the basic program functionality is unchanged.

If your installation of Time & Expense is co-deployed with Costpoint, Time & Expense displays as
a new domain in the left navigation pane. Depending on your role, you may already be familiar
with the navigation, toolbars, and basic screen functionality of Costpoint. Please see the Deltek
Costpoint 7.1.1 Deployment Options Technical Overview.

If you did not previously have a Costpoint installation or, if you only used Time & Expense to
enter timesheets and expense reports, you should acquaint yourself with the new interface before
using version 10.0.

See “Available Documentation for this Release” on page 2 for a complete list of the training
documentation available with this release.

Known Issues
Online Help is currently not loading correctly in Microsoft Edge.

Microsoft Edge is the default web browser for Windows 10. If you use Time and Expense in
Windows 10 and load the local help, the help topics may not display correctly and some links may
not work. As a workaround, use Google Chrome to browse for the help topics you want to view.

Alternatively, you can use hosted help.

1. Click System Administration » Configuration » System Configuration » Online Help
Settings tab.

2. Select the Connect to Hosted Help via Customer Care Site check box.

3. Enter any valid Deltek Customer Care Connect credentials in the User Name and
Password fields.

5 T
4. Click === or ';l

If you use Internet Explorer and the help does not display correctly, you need to turn Off
Compatibility View for the browser.

Click Tools » Compatibility View Settings, and clear the Display Intranet Sites in
Compatibility View check box.

Then refresh the browser. You could also elect to use hosted help or the FQDN of your server in
the URL (for example, server.domain) to bypass this issue.

Important:

Make sure you remove deltek.com (if listed) from the Websites you have added to Compatibility
View list.

Hosted Help Release Notes 1
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Available Documentation for this Release

Available Documentation for this Release

This section describes all the documentation available for this release.
Documentation in this section is broken down by category, as follows:

= User Basics Documentation — Guides and documents listed in this section are intended
for all users who are unfamiliar with the Costpoint interface.

= Technical Documentation - Guides and documents listed in this section are intended for
Time & Expense administrators.

guides and quick reference guides described below are available for download from the Deltek

‘ Deltek Time and Expense 10.0 Online Help is not yet available. Except where noted, all the user
Customer Care Connect site.

User Basics Documentation

Getting Started Guide with the Interface and User Basics

The Deltek Costpoint Interface Getting Started Guide contains updated information about the
Costpoint interface and application functions, with tips for navigating through Costpoint.

Use this guide as a starting point for learning about the Costpoint interface. There are many
notable differences between version 10.0 and earlier versions of Time & Expense, because the
application now resides within the Costpoint framework. Costpoint was previously used in
conjunction with Time & Expense, but they were separate applications with distinct interfaces.

Before you begin using the version 10.0 screens, you should first familiarize yourself with the
interface basics. The table below describes key areas of the guide.

Document Name Description

Global Menu and Toolbars The Global Menu provides easy access to
commonly used functions, so you can carry
out your tasks quickly and efficiently. Each
menu item drills down to reveal options that
are applicable to an open application/task or
active window.

Use the items in the Toolbar Menu to save
work to the database, clone records, refresh
the current application, manage printing tasks,
and many other functions.

To learn more about the Global Menu and
Toolbar, see page 6 of the Deltek Costpoint
Interface Getting Started Guide.

Domains and Modules Costpoint is organized into five program areas,
or domains. The Navigation screen displays
these domains in the stack on the left side.
These domains are further categorized in a
series of three panes. Starting from left to
right, you can navigate from the highest-level

Hosted Help Release Notes 2
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Document Name

| Description

program domain down to the desired
application.

Each domain in Deltek Costpoint is subdivided
into modules, which are displayed on the left
pane next to the domain list. When you select
a module, the list of application groups
displays on the second pane.

You only see those domains, modules, and
applications to which you have access rights. If
you have questions concerning
access/permissions, please contact your
administrator.

Ease of Access Features

Costpoint has a Lookup and Autocomplete
feature that makes it easy for you to create
new records and find the data that you need.

User Preference Functions

Costpoint has a Change Default Period
feature which you can use to change your
default fiscal year, period, and subperiod for
the current module. It also has a Maintain My
Menu feature which you can use to create a
custom user menu for quick access to your
most frequently used screens, including the
Manage My Desktop screen.

Quick Reference Cards

A Quick Reference Card displays a visual presentation of summary information about a system

feature or screen.

Currently, four quick reference cards are available:

= User Interface — This card contains information about the Costpoint interface and

navigation.

= Shortcut Keys and Toolbar Icons and B
icons available in Costpoint.

uttons — This card lists the shortcut keys and

= Query and Lookup — This card shows you how to use the Query and Lookup features.

= Views — This card explains the differences between Table View and Form View.

You can also obtain these Quick Reference Cards

Videos

from the Deltek Software Manager.

See the Getting Started section of the online Help for videos on a variety of topics, including:

= Basic Printing
= Copying to MS Excel
= Using Lookup and Query

Hosted Help Release Notes
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Available Documentation for this Release

= Changing the Global Icons

=  Printer Setup and Saved Printer Parameters
= Error Messages

= How to Run Multiple Sessions

= Manage User Interface Profiles

= Job Server

Note also that within the Time & Expense online help system, you will also find other videos
available that are specific to the using the Time & Expense applications.

Menu Maps

If you are moving to version 10.0 from version 9.0.1 or earlier, the Time & Expense Menu Maps
can help you locate your applications. Menu Maps can be downloaded from the Deltek Software
Manager.

= 9.0.1to 10.0 Menu Mapping — The left column of this Menu Map lists the version
9.0.1applications in menu order. Find the application you want to open. The second
column displays that application’s menu path in version 10.0.

= 10.0to 9.0.1 Menu Mapping — The left column of this Menu Map lists the version 10.0
applications in menu order. Find the application you want to open. The second column
displays that application’s menu path in version 9.0.1.

Technical Documentation

Deltek Time & Expense 10.0 is built on the Deltek Costpoint platform. As a result, it inherits and
benefits from the standard features of Costpoint and shares the available technical guides.

Costpoint Technical Guides

Deltek Time & Expense 10.0 is built on the Deltek Costpoint platform. As such, it inherits and
benefits from the standard features of Costpoint and shares the available technical guides.

The guides and documents are described in the table below and can provide administrators with
additional information about Costpoint features and benefits.

Document Name | Description

Deltek Costpoint 7.1.1 Configuration Utility This document describes how to use the
Costpoint Configuration Utility, which helps
Costpoint administrators perform the most
common configuration tasks.

Deltek Costpoint 7.1.1 Content Management This document describes how to configure and
Integration tune the Costpoint Content Management
Integration (CMI) application to provide access
to Microsoft SharePoint™, as well as other
Content Management Systems (CMS) that are
compliant with the Content Management
Interoperability Standard (CMIS).

Deltek Costpoint 7.1.1 DB Wizard Utility This document describes how administers can
use the DB Wizard utility to apply hot fixes and

Hosted Help Release Notes 4
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Document Name

| Description

database structure changes to Costpoint
installations.

Technical Overview

Deltek Costpoint 7.1.1 Deployment Options

This document provides a high level overview
of various Costpoint configuration options,
including server, database, and security
options.

Deltek Costpoint 7.1.1 Integration Overview

This document provides a high level overview
of how Costpoint reports, processes, and data
can be integrated with third-party applications
via Web services.

Deltek Costpoint 7.1.1 Integration Console

This document is a detailed guide to the
Costpoint Integration Console, which
automates the process of integrating Costpoint
reports, processes, and data with third-party
applications via Web services.

Deltek Costpoint 7.1.1 Message Boards

This document describes how integration
between Costpoint and MS Exchange can
enable collaboration among Costpoint users
as well as between Costpoint and non-
Costpoint users. This capability also allows
you to link e-mails with attachments directly to
Costpoint documents and view them directly
from Costpoint.

Deltek Costpoint 7.1.1 Monitoring Utility

This document describes how to use the
Monitoring Utility to diagnose Costpoint
configuration problems.

Optimization

Deltek Costpoint 7.1.1 Performance

This document contains Costpoint
performance tips and tricks, information on the
configuration of the Deltek performance lab, as
well as a list of optimized applications for the
Oracle parallel SQL execution option.

Hardening Guide

Deltek Costpoint 7.1.1 Post Installation

This document presents common principles
and recommendations that administrators
should consider for post-installation hardening
of the Costpoint server environment.

Modes

Deltek Costpoint 7.1.1 Process Execution

This document describes the many options for
executing reports and processes in Costpoint,
including using interactive and batch modes
and job servers.

Deltek Costpoint 7.1.1 Security

This document describes user authentication
and other security safeguards in Costpoint.

Hosted Help Release Notes
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Document Name

Deltek Costpoint 7.1.1 User Migration Utility

| Description

This document describes how to migrate users
from earlier Costpoint versions to Costpoint
7.1.1.

Deltek Costpoint 7.1.1 Extensibility Designer
Coding Guide

This document contains java coding
information for Costpoint Extensibility
developers.

Deltek Costpoint 7.1.1 Extensibility Designer
Quick Start Guide

This document outlines the basic steps for
creating and deploying extensibility.

Deltek Costpoint 7.1.1 Extensibility Designer
Report Guide

This document describes how to extend a
report.

Deltek Costpoint 7.1.1 Extensibility Designer
User Guide

This document contains detailed instructions
for using the Costpoint Extensibility Designer.

Deltek Costpoint 7.1.1 Screen Customization
and Business Logic Extensibility

This document is an overview of Costpoint’s
screen customization and business logic
extensibility features.

Hosted Help Release Notes
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Overview of Version 10.0 and General Changes

Overview of Version 10.0 and General Changes

The integration with Costpoint provides several key benefits to Deltek Time & Expense, including
but not limited to the following:

=  Web Services/Extensibility — Provides the capability to customize and extend product
functionality. Also provides the capability to create custom integrations.

= Enhanced authentication methods — Provides enhanced LDAP, SSO, and mixed
authentication capabilities.

= Infrastructure enhancements such as clustering support, Oracle RAC and parallel
execution — Provides benefits such as true failover support so that user sessions are not
lost.

= Screen personalization — Modify screen layout by user or for a group of users.

= Tablet\Phone Support — Provides automatic screen resizing when used with a tablet or
phone (Smart Phone Mode).

= Content management integration — Provides content management integration with
SharePoint and other CMIS compliant systems (same as Costpoint).

Continuous Delivery Model

With this release, Time & Expense has moved to a "Continuous Delivery Model" where we will
release new features and enhancements incrementally on top of Time & Expense 10.0 without
requiring customers to upgrade to a major, minor or maintenance release as often as in the past.

New enhancements will be made available through DSM after development and testing are
complete. These software changes can be applied in the same way that hot fixes, cumulative
updates, and regulatory updates are currently applied, through a combination of system jar and
application level changes.

Some features may require a new license, some may be enabled through a control/configuration
setting, and others, such as an increase to a field size in the database, will be available once the
changes are applied.

For more information on the Costpoint Continuous Delivery model, refer to KB article # 81289, or
also see DeltekCostpoint711ContinuousDeliveryModelWhitePaper.pdf, available from DSM.

Subcontractor Management

Time & Expense version 10.0 integrates the new Costpoint Subcontractor Management
functionality, enabling companies that co-deploy the systems to capture, approve, and export
subcontractor labor and expenses. Consequently, various new fields have been added to key
labor and expense screens, and the term “Employee” has been changed to “Resource”
throughout the entire system.

Because Subcontractor Management utilizes a direct integration between Costpoint and Time &
Expense, it requires a shared Costpoint 7.1.1 and Time & Expense 10 deployment model. To
learn more about the Subcontractor Management, see the Deltek Costpoint® 7.1.1 Release
Notes: Subcontractor Management.

Hosted Help Release Notes 7
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Overview of Version 10.0 and General Changes

Technical Console

The Technical Console is no longer available in version 10.0. In most cases, functionality was
superseded through integration with Costpoint. Certain fields were added to existing Time &
Expense screens. These are noted in sections of this document that discuss application changes.

Employee Self Service

The Employee Self Service (ESS) module has been separated from Time & Expense and will be
integrated within the People domain of Costpoint in the near future.

Hosted Online Help
You can now access the online help for Time & Expense through the Web, instead of locally.

Users do need Internet access to use the help this way. The benefit of hosted help is that Deltek
updates this help periodically. Regardless of whether you use hosted or local help, the process is
the same—when you click Shift+F1 or HELP » Help, the appropriate help topic displays.

To ensure that you always have the most current version of the help, Deltek strongly
recommends using hosted help. Otherwise, you will only receive help updates as you download

help updates from DSM, when they are available.

To enable the Hosted Help option, go to the Logging tab in the Configuration Utility and select the
Use Hosted Online Help option.

Note also that version the version 10.0 online help was converted to a new delivery format, and
as such, offers a new look and improved functionality.

The majority of the online help topics have been updated to reflect the interface changes that
resulted from the conversion to the Costpoint framework. Note, however, that this is an ongoing
process, and you may come across minor discrepancies or some areas that have not yet been
updated, such as the topics for the Manage Expense Authorization and Manage Expense Report
applications.

If you use Hosted Help, updated topics will be available to you as soon as they are completed.

Hosted Help Release Notes 8
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Overview of Screen Layout Changes

To help you understand basic differences in screen layout between version 10.0 and earlier
versions of Time & Expense, this section compares a few version 9.0.1 screens to the screens in

version 10.0. It is important to note, however, that though the interface has changed, functionality
for most applications is virtually the same.

If you use Time & Expense primarily to enter timesheets, see “Manage Timesheets” on page 18
to learn more about screen changes in that application. The screens chosen as examples in this

section are typically used by Administrators.

Simpler screens, for instance those without tabs, have not changed at all in terms of how fields
display on the screen. For example:

In 9.0.1, this screen displayed
three fields and a check box. \

\%u rrencies
E " B Save (=] Delate Q Search

Code™

The same three fields and Descrighkon®
check box display in the 10.0 150 Number Code
version of this screen. M Use
x« p— e —— —
Coda ®
IS0 Mumber Code
] Use

|
]
‘ Description *

Screens that displayed tabs in earlier versions have undergone more significant layout changes.
For example:

In earlier versions, the ~
Manage Events screen
displayed three tabs.

@ Events

S ew E Save H Delete q Search
Backup Ad

njn Rejection of a correcting timesheet

Emplayee Notifications

Other Notifications

Event® [BARCT
Description™ |Backup Admin Rejection of a correcting timesheet x
Priority
Initial™
General

Upg to Medium After

In many version 10.0, the tabs were converted to subtasks, which are opened by clicking the
subtask link, as shown below:

Hosted Help Release Notes
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Emploves Notificstions _ Other Nofifications

Delte Know more.
Do more.™
Overview of Screen Layout Changes
* I" Browse Applications = Time & Expense > Time > Time Controls > Manage Events
In version 10.0, the Basic » Evenss Com [ v : (e=[ > )0 [O)(X
Information tab on the _ Event | Descipton: Employee
Manage Events screen is o Notifications
now a section heading G Priorty and Other
instead of separate tab. Type* (Timesheat ¥ L Notifications
Actor® (Emoioyes Upgrade to uea.umﬁ:nar m e are now
Action * [Save Regular Timesheet - Doy PO s
[ v 0 - 0 v opened by
[ Active vy
clicking
umnmum; :::e: o T s_ubtask
s — pu— links.

When you click a subtask link, the subtask opens as a separate element on the screen that you
can position to suit your preferences. Subtasks collect and store additional information (also
known as child data) related to the selected record on the main screen. To facilitate data entry,
you can have multiple subtasks open simultaneously.

Once clicked, subtasks usually
display below the main screen.

\ Employee Notifications

Events [cony [ w ] [ Doiee 1 of 3¢ Exiseng > )[4 [Tadie ] [cuey [ ][] (O3] [X
Event* [BARCT Description * (Backup Admin Rejected Cor TS =
‘Basic Information
General Priorty
Tyoe* [Timesheet IR ow v
Actor* [Backup Administrator Upgrade to Medium After
Action * Reiect Correction Timesheet v ol s il
Employee Notifications _Other Notifications
oy | ¥, I =)1ES
Class Description ‘ Task™ Email g
Jcon Consuttant [Update Timesheet S0 4]
|HPN chrwn-aemm Update Timesheet - ] v
Other Notifications v Query | w + (O] [x
v Fumcion | Tanct e
| Administrator [None ~ 0
| Backup Supenvisor Review Timesheet v 0
| Supervisor Review Timesheet i Ll
Ok
»
L
10010 Save your application layout
company: COMPANY 1 preferences using the Current
System: TE10DEMO120 i i
Validation Frequency Field App“catlon LayO_Ut fea_ture on
the Screen Configuration
. menu.
Top-level Toolbar Modify
Data Entr
urrent Application Layout  Save or Rese
Manage Events
Use Auto Position
My Menu Manage
Administer Profile
[--Select Profile I
Enter Profile

In some applications, tabs have been only partially converted into subtasks, meaning the tab itself

still exists, but certain sections are now separate subtasks. For example, in Configuration »

Controls » Configure General Settings, the Miscellaneous tab still exists, but the Attachments
section is now a separate subtask.

You may also encounter a few applications where a single tab was separated into multiple
subtasks. For example, in Expense » Controls » Expense Report Types, information and fields
previously found on the Expense Authorization tab now display in two separate subtasks:

= Expense Authorization Tasks — Authorization

= Expense Authorization Tasks — Advance.

Hosted Help Release Notes
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Screen layout changes such as these are noted by application in the “Overview of Changes by
Application” sections of this document.

Table View and Form View

Any screen that has the Query function can display in Form View or Table View. Usually, if more
than one row is returned in a Query, the screen displays in Table View.

In Table View, the fields display in a grid, as shown below.

% [T Browse Applications Time & Expense > Expense > Expense Controls > Manage Pay Methods b §
3
Pay Metnods [ien ) [om [ v ] [oon (o Do T v ][O0
[+ Code * ‘ Description * | Payment Type * | Employee-Specific Pay Method * Ey(pon|Alluw Employes Deletion Costpoint Company| Company Na
ADVANCE  ADVANCE Advance Required v M |
CAMEX Company Amex Company Paid v |Required v W (1] ;
CASHRECPT |Cash Receipt |Cash Receipt  |Optional v| & | [ \ [ L
COMPANYCAR Company Car Company Paid ¥  Not Allowed v | M [=] &) COMPANY 11
EMPL Cash/Personal Credit Card Employee Paid v  Not Allowed * W
HERTZ Heriz Direct Bill Direct Pay v Not Allowed v | []
RECEIVABLE Employee Receivable Receivable Optional v | M O
VISA Corporate Visa Employee Paid v  Required v | M
3 4

In Form View, the screen displays as shown below, with the fields grouped on the screen.

% [@ | Browse Applications | Time & Expense > FExpense > FExpense Controls > Manage Pay Methods ‘
Pay Methods [ew | [Copy [ w | [oeie ] (1] (4] (2018 Exstia], 5 | [0 ] (1 (vt | o [ w ) (2R,
e e Ll Bk TN .

Code * [CASHRECPT Description [Cash Receipt

Charge Defaults |

Payment Type * [Cash Receipt
Employee-Specific Pay Method *  (GRTTrerasy -

Export

[] Allow Employee Delefion

Lo an ¥ SUD SRSEY Y N

To toggle between the different views, click the Table or Form button on the application toolbar.
Record selection may be easier in Table view, but depending on the screen, you may find that
Form view is helpful when entering data or selecting field options.

Adding and Editing Records in Subtasks

In earlier versions, child data that displayed in tables, such as Expense Types, was read- only,
and dialog boxes opened when you clicked Add or Edit. For example, in 9.0.1 new expense
types were entered in the Add Expense Type dialog box:

Hosted Help Release Notes 11
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In Version 9.0.1, clicking Add
Expense Type displayed the
Add Expense Type dialog box.

Add Expense Type

Tax Schedule™ |

Category”
Expense Type™ | Select

Taxable™ |Not Taxable W

|

| Modify Tax Rate
| Distribute Taxes
W] Active
[] Default
] Commitment

In version 10.0, dialog boxes are most often replaced with subtasks (child tables), where you can
add and edit records directly in the table. Most subtasks allow you to toggle between Table View

and Form View.

Expense Types

=]

[oon [v | (oeee ) [eom[eom] v ] (HI[OI[X

~

Category *

Label

Expense Type *

Description

TRANSPORT

Air/Rail

BUS

Bus

TRANSPORT

AirRail

IAIRFARE

Airfare

Taxable *

Default Tax Schedule | Modify Tax Rate | Distribute Taxes

Not Taxable [

A

Not Taxable ¥

TRANSPORT

Air/Rail

TRAIN

Train

Not Taxable

LODGING

Lodging

LODGING

Lodging

VAT Taxable v

o o o}
ooooio

CAR

Car Rental

CARRENTAL

Car Rental

VAT Taxable v

Ok ]

= Table View

— In some subtasks, Table View is the only display option.

Click New to add new records.

=  Form View — Form View more closely resembles the dialog box layout of earlier
versions, and works best for reviewing one record at a time. Use the navigational arrows
to page through available records.

Expense Types

[new] [cors [ w ] [eee

|« [lonﬂa:sung] o [B@ @lauewlvllj @@] X

Category *
Expense Type

Taxable *

*

Default Tax Schedule

[TRANSPORT |

[AirfRail

[BUS

) [Bus

Not Taxable 4

ROROO

Modify Tax Rate
Distribute Taxes
Active

Default

Commitment

When you add, delete, or edit a line while working in table windows, symbols display beside each
line that designate which lines will change when you save your table.

Symbol | Description

o Indicates rows that contain data you have modified
E Indicates rows you have added

b4 Indicates rows you have marked for deletion

Hosted Help Release Notes
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Time Module Application Changes

Time Module Application Changes

This section describes changes made to applications in the Time module, including entering
timesheets, and for supervisors, approving and rejecting timesheets.

Overview of Changes by Menu Area

Refer to the tables below for an overview of changes made to applications within the Time

module. The tables are organized according to the version 10.0 menu structure. If a screen
includes additional information within this document, a page number reference is included.

Otherwise, refer to the online Help for additional information.

Timesheets
Application 9.0.1 Path Overview of Changes
Manage Work Schedule » Employee and supervisor functionality were
Schedule Employee separated into two screens. Manage Work Schedule

Work Schedule | is used by Resources (employees and contractors) to
manage their own schedules.

Manage Resource N/A (not New screen for supervisors and proxies to manage
Work Schedule applicable) in work schedules of employees and subcontractors.
version 9.0.1. Previously, employee and supervisor work schedule

functions were performed from the same screen.

Manage Timesheets | Record Time » | The following is an overview of changes.

Timesheet = You can display timesheets in Table view or

Form view.

= A Correct button now displays on the timesheet
header and replaces the Reverse Timesheet
toolbar icon (see page 26).

= You now have greater flexibility in how columns
are arranged. In earlier versions, columns on the
timesheet could be resized but not rearranged.
Your display preferences can be saved in your
Ul Profile.

= Instead of opening as a dialog box, areas such
as Leave and Time In/Out open as subtasks,
which can be pinned to the screen. You can
save your layout preferences in your profile,
making it easier to use and view these tasks as
you enter time.

= Charge Favorites is easier to access and
manage as it is now a separate subtask and no
longer part of the Charge Lookup screen.

See Page 18 for more information.
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9.0.1 Path

Application

Overview of Changes

Approve Timesheet Process » TS

Work Assignment has been added to Charge

Charges Line Level Options, enabling project managers to approve the
Approval labor activity incurred on subcontractor work
assignments.
Manage/Approve N/A This new screen enables managers to approve or
Timesheets reject timesheets and manage employee timesheets,

including entering time and creating missing
timesheets.

See page 24 for more information.

Timesheet Reports/Inquires

Report and Inquiry screens in the Time module are more streamlined in version 10.0. In earlier
versions, depending on the screen, the report or inquiry results displayed on the Results tab,

where you could preview or print.

In version 10.0, use the Print options to preview and print results. On inquiry screens, the results
display in a table on the main screen. Since the report and inquiry screens are no longer tabbed,
other fields, such as those relating to workflow naotifications, have been consolidated on the main

screen as well.

Before you begin using the reporting screens, review the “Report Output Options” section of the
Deltek Costpoint Interface Getting Started Guide, and see “Basic Printing” video available in the
Getting Started area of the Costpoint online help.

Application 9.x Path Overview of Changes
Daily Floor Check _ . = Fields and tabs have been consolidated to a
Inquiry Audit » Daily single screen.
Floor Check e
Inquiry = Alerts have been removed from Notification
Types.
Timesheet Status Audit » = Fields and tabs have been consolidated to a
Timesheet single screen.
Status = Alerts have been removed from Notification
Types.
Timesheet N/A New screen. If you are a supervisor, use this screen
Correction Status to review and manage timesheet correction requests
from employees who report to you. You can approve
or reject the employee's request.
See page 27 for more information.
Print Resource Analyze » = Fields and tabs consolidated to a single screen.
Activity Report Employee =  The Show Self Only check box replaced the
Activity “Self” option that was previously on the Function
drop-down list. If you are assigned more than
one function, select the function/group from the
Employee Selection table.

Hosted Help Release Notes
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Application 9.x Path Overview of Changes
Print Charge Activity | Analyze » = Fields and tabs have been consolidated to a
Report Charge Activity single screen.

= Work Assignment and other options related to
Subcontractor Management have been added to
screen Lookups.

Print Resource Analyze » = Fields and tabs have been consolidated to a
Utilization Report Utilization single screen.
Inquiry = Work Assignment and other options related to

Subcontractor Management have been added to
screen Lookups.

Print Timesheets by | Analyze » Print | New options:

Charge Timesheets by .

Charge Entered Hours

=  Prorated Hours

Print Billing Backup Analyze » No significant changes.
Report Billing Backup
Print Interim Analyze » Fields and tabs have been consolidated to a single
Timesheet Report Interim screen.

Timesheet

Timesheet Interfaces

Application 9.x Path Overview of Changes
Export Timesheets Process » New Subcontractor Management Fields
Export

Timesheets =  Subcontractor Export

= Make Next Period Current
Other New Fields

= File Location

= File Name

Screen Changes

=  The Print button have been replaced
by print functionality on Global toolbar.

= Process and Export buttons have

ol
been replaced by k: on Global
toolbar.
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Application

9.x Path

Overview of Changes

Configure Time

Settings » Time

UDT Options Tab

Settings Configuration = Now a subtask instead of a tab.
= Signature/Approval Task is now a separate
subtask.
Export Options Tab
= Export Filter and Export have been relocated to
the UDT Options subtask table.
Miscellaneous Tab
=  Number of my Timesheets removed.
= Charge Default Description removed.
= Mobile Defaults removed.
= Must Use Predefined Revisions has been
added. Select this to require Resources to use
revision messages.
Revision Explanations Subtask
= New. Enter standardized timesheet revision
messages. Can be optional or required based on
setting.
Manage Utilization Settings » No changes.
Categories Utilizations

Manage Leave Types

Settings » Leave
Types

Tabs are now subtasks.

Manage Company Settings » A Date field with calendar icon were added, which
Work Schedules Company Work | replaces the screen calendar.
Schedules
Manage Timesheet Settings » Add, edit, or delete schedules directly in the Timesheet
Schedules Timesheet Schedule Periods table instead of the Add/Edit dialog
Schedules box.
Manage Wage Settings » Wage | Add, edit, or delete schedules directly in the Wage
Schedules Schedules

Schedule Rates table instead of the Add/Edit dialog
box.

Manage Events

Settings »Events

Employee Notifications and Other Notifications are now
subtasks instead of tabs.

Manage Interim
Charges

N/A

This new screen replaces the option to create
timesheet charges directly from the timesheet.

Hosted Help Release Notes
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Time Utilities

Application

9.x Path

Overview of Changes

Mass Correct
Timesheets

Utilities » Mass
Correct
Timesheets

= The Group drop-down list was added. Choose All
or Selected. If you choose Selected, use the
Select Employee Groups subtask to select which
employee groups to include.

= The Execute button has been replaced by - on
Global toolbar.

Generate Timesheets

Utilities » Record
Time » Generate

These screen buttons have been replaced by options
on the Global menu:

Timesheets
=  Print/Preview was replaced by options under &,
ons under ¥
= Generate replaced by options under .
Change Timesheet Utilities » No changes of note.
Status Change TS
Status

Rebuild Leave Taken

Utilities » Rebuild
Leave

No changes of note.

Clear Timesheets

Utilities » Clear

The Execute button label changed to Clear

Timesheets Timesheet.
Timesheet Transfer Utilities » No changes of note.

Timesheet

Transfer

Other Changes of Note

= Direct Charge Lookup — This functionality is no longer supported. Changes are
underway that will improve the functionality and are forthcoming in a future release.

Hosted Help Release Notes
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Manage Timesheets

The Manage Timesheet screen is located on the Time » Timesheets » Manage Timesheets
menu. Use this screen to record time.

In earlier versions of Time & Expense, you opened this screen by clicking Time » Record Time

» Timesheet.

To open an existing timesheet, choose from the following options:

guery function to locate the timesheet.

you want to open.

See “Application Toolbar”
on page 18.

Click Time » Timesheets » Manage Timesheets and use the navigational arrows or

Click Configuration » Resources » Manage My Desktop and select the timesheet task

See “Timesheet Header”
on page 18.

See “Subtask Options” on
page 20.
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See “Timesheet Lines
Table” on page 22.
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Application Toolbar

Use the application toolbar to create a new timesheet record or to navigate to existing records.

Use these arrows to navigate
to later timesheet periods.

Use these arrows to navigate
to earlier timesheets periods.

Click Query to locate a timesheet
using the lookup functions. Search
by period ending or timesheet status.

| New |

l |
|

1 ||« |[2 or8 Bxsting |

—
DD

| Table | | Query | w | [ [ || X |

Click New to create a timesheet if
one does not exist for the desired
period.

Click Table to display the header
fields and tabs in table format. Click
Form to return to Form view.

Note that the back arrow (i_i:i left pointing) advances the display to more recent records, and the

forward arrow (i!.| right pointing) moves to earlier records. In earlier versions, the arrows worked
in the exact opposite manner.

Additionally, if you navigated to a timesheet period that did not yet exist, you were prompted to
create a timesheet, but in version 10.0, you must click New.

When you switch from Form view to Table view, all the information in the header, including the
tabs, display in a table. You should experiment with both layouts to see which you prefer. See the
Getting Started with the Interface and User Basics guide to learn how to save your preferences.

Hosted Help Release Notes

18



)
Deltek Kuovmore

Time Module Application Changes

Timesheet Header

The header area of the version 10.0 timesheet includes the same basic information, but now
includes tabs for functions or processes that previously opened in dialog boxes.

The toolbar icons that displayed at the top of the 9.x header have been largely replaced by
subtask links. Those changes are covered under “Subtask Options” on page 20 of this

document.

Basic Information Tab

The Basic Information tab of the header area displays the employee name, timesheet status,
revision number, timesheet class, and the timesheet period ending date.

[ 1 of 7 Existing | | Taee || Q| w o || X
(BTN Notes | Wasmings | Revison Explanabion |
Employes Lehti, Mary 0 DEL_oo6 Status Missing Revision 1 @ |Enered
Clas Hourly!ReguianExempt 186 Teran Weekly Pierind Ending 7242015 2] " Prosated
Signatire Sign Appeoval

Ong —J

However, it also displays fields that in earlier versions were located in the footer area, including
the following:

= Signature — If the timesheet has a status of Signed, this field displays the name of the
signer and a time/date stamp.

=  Sign — Click this button to sign your timesheet. A message displays confirming the
action, but in the current version, you are not required to enter your password.

= Approval — If the timesheet has a status of Approved, this field displays the name of the
individual who approved it and a time/date stamp.

= Correct — This button is enabled on timesheets only under certain conditions. This new
feature replaces the Reverse Timesheet function.

= Entered and Prorated — Toggle between these options to display entered or prorated
hours. In version 9.x, these fields displayed if your company configured the Hours
Proration settings. In version 10.0, they display on the interface even when Hours
Proration is not enabled. In that case, either setting displays entered, not prorated, hours.

Notes Tab

Select the Notes tab in the Timesheet header to view notes associated with the timesheet.

The Notes tab is read-only and
displays text added to the

timesheet by your supervisor or flotes

administrator.

L)
In earlier versions, notes displayed in the Notes dialog box after you clicked on the timesheet
toolbar.
Warnings Tab

Select the Warnings tab in the timesheet header to display all the Save, Sign, and Approve
warnings associated with timesheet.

Hosted Help Release Notes 19



y

Time Module Application Changes

Deltek kowmore

When you save or sign your timesheet, warnings initially display in a pop-up message window.
After you click OK, the message is saved to the Warnings tab.

The Warnings tab is read-only

and stores all the warning Basciomaton | Notes WUTCTTH Rewsenbganagen ] |
messages associated with the

. Save Wamings Sign Warnings Approve Warnings
timesheet. -

In earlier versions, warnings displayed in a dialog box that opened automatically during validation.

Revision Explanation

Select the Revision Explanation tab in the timesheet header to display revisions.

The Revision Explanation tab

displays when you make Basic Information | Notes | V/ETT s Revision Explanation
revision that requires an

explanation.

Explanation/Reject Reason

Dismiss the message after you enter a reason. Message(s) X

Error(s)
Explanation or Reject Reason is required

The tab displays automatically if you make a revision that requires an explanation after you click
L L

£

Save 1l or Save & Continue == . Type your explanation in the Explanation/Reject Reason
field. The field is outlined in red when a revision explanation is required.

To view the revision history of the timesheet, click the Revision Audit subtask. For more
information, see “Subtask Options” on page 20 of this document.
Subtask Options

Subtasks collect and store additional information (also known as child data) related to the
selected record on the main screen.

The subtasks for the Timesheet display between the header area and Timesheet Lines table. The
links that display can vary based on company configuration settings.

After you click a link, the selected
subtask displays below the L
Timesheet Lines table

Leave Revision Audit TimeIn/Out Pay Type Summary Charge Favorites

You can control where on the screen subtask tables display, and you can have multiple subtasks
open at the same. After you position them, you can save your settings, and Costpoint will
remember them next time you display the Timesheet screen. See Getting Started with the
Interface and User Basics guide for more information.
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Leave Subtask

Click the Leave subtask to view leave hours. To print leave information, click & on the Global
menu and select L eave Status on the short-cut menu.
In the Leave table, select

the type of leave you Loave Fom | [y [ w || || )X
want to view. a ks

Lesve Type
Vacation : 162 0000

Leave Details.

Leave balances for the

selected leave type display S O o o
. o 01DY2ME 7| | Adjustment 200.0000 |beg
in the Leave Details table. A0 [ Taken 30000

In version 9.x, you clicked "E"‘ on the timesheet toolbar to display the Leave dialog box, which
included a Print/Preview button.

Revision Audit Subtask

Click the Revision Audit subtask to view the revision history for the timesheet.

Use the directional arrows to
navigate to other revision records.

The Reuvision field displays the
revision number. I~

Ravision Audit ol || o }|20f4Ensiing L] Tatsg | | Query | w M [O)x

Revision 4 Signed By Jones, Deltek _ (DEL_MGH)

Date Signed (030472015 02:06:22 PM
Approved By [Administrator, Deltek {DEL_ADMIN}
Date Approved [QADH2015 12.19.08 PM

Explanation Entered the mcorrect number of hours,

Revision details display in the

G v
table. —
\ - Revisian Line No Date Praject Account Charge Description Fevision|
4 10112015 2000103 50010 | 354 Schedile #1/GSA Schedule #1 Service| Changied Hours Fron
4] - |»
O

In earlier versions, you clicked & on the toolbar to open the Revision Audit dialog box, and
instead of using directional arrows, you selected revisions from the Revision drop-down list.

Pay Type Summary Subtask

Click the Pay Type Summary subtask to view a summary of hours by Pay Type, such as regular
hours and vacation hours.

o o o Pay Type Summary : =i Y
The pay type information is (+)[E)[x]
re ad-0n|y_ [#] Pay Type Pay Type Description Hours Cost Only Pay Type
HOL Holiday 14.00 N
R Regular 53.00 N
Ok
21

Hosted Help Release Notes



>

>

\

Time Module Application Changes

Delte

Know more.
Do more™

Charge Favorites Subtask

Click the Charge Favorites subtask to manage existing charge favorites. Instead of the tree
structure which existed in earlier versions, the charges display in table format.

Select Load next to each row
that you want to automatically

Click Delete to remove the
selected charge as a favorite.

If you have many favorites, use the
Query feature to narrow your search.

load on a new timesheet.

Charge Favorites

Cuiry | w

= Load | Holiday | Vacation

Project PLC

AERRT L

|GL

———
I

| #

| =

<l

9

Charga
GEA Schedule #1 20001
GSA Schedule #1 20001
Gov. Raitway Study/Gov. Railway Study 27000.001.01
Holwdary LEAVE HOL
Vacation LEAVE VAC

ol

Ok

In earlier versions, you clicked the Lookup icon on a timesheet row and then clicked Favorites in
the Charge Lookup dialog box. Charge Favorites were navigated using a tree structure.

Timesheet Lines Table

Enter hours in the Timesheet Lines table. Similar to version 9.x, you select charge codes on the
left side of the table, and enter hours on the right side.

Click New to add a row to the

Click Copy to duplicate the

Click Query to search for an existing

timesheet. selected row. row in the timesheet table.
Timesheet Lines " . .
i T = = on e — Click Form to change to Form view.
L | Lina Description Project: PLC | Thans Trsns 1015 Tns TS T@Ms TS ™
| 1/GSA Schedule #1 20001 cL I 1 | | |
| 2 GSA Schedule 81 20001
| 3 Gov. Raiway Study/Gov. Radway 27000.001.01 (|
4 Moliday LEAVE HOL |
L . LEAENE I If your system is configured to
P : display Labor/Billing Rates, click this
Toral I link to display the rates.
Rt = Click Add Line to Favorites to add L4
. - o 5 Pk
the selected line to charge favorites. e
LaboriBilling Rates 10l 7 Enstrg (] + O] X
Rate Amaunt
Labor 000000 1254x168 0.00000
Billing 000000 0.00000
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Left Side of the Timesheet Lines Table

After you add a row to the Timesheet Lines table, select or enter project charges on left side of
the table.

_w/ [nd|cates a modified row, anq an X Click D i®adkla 'I"his column displays the
indicates a deleted row. Both disappear line level approval status.

. - comment to explain a line.
after you click Save or Save & Continue. P

'I'Ilr7é|nlLinlz
These menu options S/ANITE Project pLc org !
displ h et Y Ty e i [ NiA GSA Schedule #1 20001 cL 14 1|
ISplay when you rg t- o Balisiiee v A GSA Schedule #1 20001 11 ||
click on a row. < Reset Ling | A Gov. Railway Study/Gov. Rai 27000.001.01 11 |
|F‘! NDING  Hohday LEAVE HOL 11 lI
@ Show/Hide Screen Controls | A Vacalion LEAVE VAG 1 3
_ s[NA FEY Q m|
|_"i Indicates an _added row. If the row Use Guery to RefinelSart Your Search ey | w || D)L X T Conary 5 oo NOUEaieh T
is not needed, click Delete to remove Z1 Charge Lookup = I
. Org ID Name
It. oo NCTCOG
00.01 GENERAL FUND
The Query dialog box for Charge Look . i AR M R e
|»;F-_ 00.01.02 00 AGENCY ADMINISTRATION |
Up displays when you click 2 in a : S e < - [
r . . |+ | *Favorites
primary charge field. Click + to expand I Jconray 1 o I Lol
the charae tree. [= . S [»

The simple Query dialog box displays

& ) fwa ) when you click Qin a field that is not
a primary charge.

Columns on your timesheet may appear in different order than the screen image above.

Right Side of the Timesheet Lines Table

Enter hours by typing directly in the table cell, or enter hours in Form view.

The row where you are entering hours is Click the Tab key to advance horizontally through a
highlighted in blue. In the example image row. However, unlike earlier versions, the Enter key
below, the top row is active. is not enabled for vertical navigation within a column.
Sat Sun Mon Tue Wed _Thu Fri —
Description mM115 11125 113115 714115 111515 TM6/15 M5 Total
Railway Study/Gov. Railway Study .00 8.00 [ ] 16.00
Holiday 800 8.00
Vacation 8.00 8.00
Regular 8.00 8.00 8.00 8.00 32.00
Overtime 0.00 0.00 0.00 0.00 0.00
Total 8.00 8.00 8.00 8.00 32.00

As in earlier versions, color coding in the cells indicates the work status for a given day:

Cell Color Meaning Cell Color Meaning

] Gray Non-Work Day [ ] white Work Day (On Site)
L1 vellow Holiday . Work Day (Off Site)
[ Green Leave

B req Pending Leave
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Manage/Approve Timesheets Screen

To open the Manage/Approve Timesheets screen, click Time » Timesheets » Approve
Timesheet.

If you are a supervisor, use this new screen to manage employee timesheets, or if you have
proxy rights to create or sign timesheets on behalf of others, you can do so from this screen.

Although the Manage/Approve Timesheets screen is new, the functionality existed previously. In

Search

earlier versions, you clicked on the Global toolbar in the Timesheet application. The
Search dialog box displayed the same fields that you will now see in the Approve Timesheets
screen. Thus you will already be familiar with basic layout and functionality of this screen.

One key difference is that the Costpoint architecture allows for display of search results in Table
view, allowing for easier and more efficient review and approval/rejection of timesheets. Once you
have selected a timesheet record, the approval/rejection tasks are completed in much the same
manner as in earlier versions.

The use and various states of this screen are illustrated in the two examples that follow below.

Example 1: Initial Default Values

@) Under Criteria, select search @) Under Status, select the timesheets you want to
parameters. In this example, the display. In the example below, only timesheets with
results, which display under a status of Signed will display, limiting the results to
Counts, are for the entire year. timesheets that are ready for approval.

Approve Timesheet 1) x
Criterin Counts
Schedule Stalus.

Oy
Year 2015 s Missing Open Signed  Approved  Rejected  Processed
v Signed
o 450 a7 4 24 3 5

- Approved

Suptrvisul = :

=~ Rejectec
Group ™ Al v
- Processed

Last Name

@) This section displays the total number of timesheets
by status. The totals are based on selections you
made under Criteria. In this example, values shown
are for the entire year.

(See Example 2 on next page.)
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Example 2: Timesheets by Schedule, Period, and Status

In this example, Schedule
and Period Ending are
added to narrow the results.

Click @ to refresh the
timesheet counts.

If All is selected in Groups,
records all groups display. If
you choose Selected, click
the Select Employees Groups

The Open status was also
selected.

Status
¥ Open

= Sgeed

Approved

Last Name

The updated counts are reflected
below.

Counts

Mssng  Open e Appeoved  Reecied  Processed

Click this subtask to
display missing
timesheets. See
“Create Missing
Timesheets” below.

subtask to select the group.

In Table view, the results
display in list format. The
timesheet for the selected
employee displays below. |
this example, the first row is
selected.

T

If you have rights and want to
modify the timesheet, select
the line to display the
timesheet, or click Sign if you
only need to sign it.

St gt it Misio iilesin If you click Reject, a
: = =t ) rejection explanation
- Lmployss 10 Status Fesiod Ending Hoes Ravision_Schaduls Dese And Pariod Tof is required
| Scally, Janice P. DEL_001 Open 050872015 ] 1| Wiy .
1 | Will. Thomas R DEL_ADMIN Open 050872015 1 Weskly
| Ray, Tracey DEL_SSTD Signed o50aZms 1 Weakly
Ll ekl . il : Based on timesheet
i ) o status, one or more
_Approve | _Reject | _Sgn | _Comect |
Click one of these buttons to take action 7—< of th_ese buttons may
on the timesheet. be disabled.
T |
Tameshost Lines =ik St [ Correct is enabled
5. LLA Status Lins Description -ws;\: -:;:1 v.::;: u;a_ﬂs u‘:;:: 4"1;:) -u:..-ln Only under certain
[Ty 1|GSA Schedule 1/G3A Schedube 11 Sanvices | | 400 i 0

2 Missie Command
3 Gov. Raiwary StucylGov. Rabwary Stucy
4 Holday

5 Sick

300 200

100

Regular||
Overtime

Toaal

Ld

For information on entering timesheets, see Manage Timesheets on page 17.

Create Missing Timesheets

conditions.
Documentation for
this feature is forth-
coming

When you click the Missing Timesheets subtask, missing timesheets display in a separate table.

To create a timesheet, select
the employee record, and right-
click to display the short menu.

Missing timesheets

W 2 x

=£.  Create Missing Timesheets

El Show/Hide Screen Controls

= i: Employee Employes 10 Peviod Ending Schedule Create 1
Allen, Deflek DEL_008 05082015 Weekly A
Baker, Deltek DEL_002 05082015 Weekly
Harkins, Deltek DEL_004 05082015 Weekly
|Jones, Deltek DEL_MGR 05082015 Weekly
| Kartson, Joe DEL_021 05082015 Weekly
| Lehti, Mary DEL_006 05082015 Weekly

Ok |

Or click the Create Timesheets button.

Additional Notes...

therefore, no longer displays in the Missing Timesheets table.

After you create a timesheet, the status changes from Missing to Open. The record,

The numbers which display under Count are dynamically updated, so, for example, if you

created three timesheets, Missing decreases by three, and Open increases by the same

number.

After you close the Missing Timesheets subtask, the timesheets you created display only

if Open is selected under Status. You can, however, use the query function to search for
the timesheet.
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Timesheet Correction

Reversal and correction of processed timesheets was enhanced to include the following changes
and improvements:

= A Correct button displays in the timesheet header. This button replaces the Reverse
Timesheet toolbar icon available in earlier versions.

» Time Controls » Manage Timesheet Classes. The button remains dimmed on the

The Correct button displays only when Must Use Correct Timesheet is selected in Time
timesheet until the status changes to Processed.

= Clicking Correct creates a reverse (negative) copy of the timesheet. This copy is hidden
from the employee but exports along with the corrected version.

In earlier versions, the Reverse Timesheet function added the negative (reversing) lines
directly to the timesheet. These lines displayed in addition to the original positive lines, as
well as the new correcting lines. So for example, a timesheet with only six original lines
became an 18 line timesheet.

= |If the timesheet status is Processed, but the period is closed, the following enhancements
were made:

= The button label changes to Request Correction.
= Via workflow, the supervisor is notified of the correction request.

= A Timesheet Correction Status screen was added that enables supervisors to
approve/reject timesheet correction requests.

= If the correction request is approved, the period is opened for the requesting
individual only. In earlier versions, the period had to be opened for all employees.
Configure Timesheet Correction

To enable the Correct button on the timesheet form, click Time » Time Controls » Manage
Timesheet Classes and select Must Use Correct Timesheet.

This feature is configured by timesheet class, and is typically enabled for salaried employees
whose wages are distributed across multiple job codes.

Correct a Timesheet in an Open Period

If the timesheet has a status of Processed and the period is open, the Correct button is enabled
on the timesheet form.

When you click Correct, the following occurs:
= Lines on the timesheet change from read-only to editable.
= The status of the timesheet changes to Open if edits are made.

=  The button label changes from Correct to Undo Correct, enabling the employee to
revert to the original entries if necessary.

= A negative copy of the timesheet is created and stored for export.

After you sign the form, the corrected timesheet follows the standard workflow process.
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Submit a Timesheet Correction Request

If the timesheet has a status of Processed but the period is closed, the Request Correction
button is enabled on the timesheet form.

When you click Request to Correct, the following occurs:

= The Reason for Correction dialog box displays, where the employee provides a reason
for the correction.

= Via workflow, the supervisor is notified of the request.

Manage Timesheet Correction Requests

If you are timesheet administrator, you are notified via workflow when an employee submits a
timesheet correction request.

Use the new Time » Timesheet Reports/Inquires » Timesheet Correction Status screen to
approve or reject the requests.

You can create additional workflow events to notify employees when requests are approved or
rejected.

When you approve a request, the timesheet period is opened, but only for the employee who
requested the correction. When the employee opens the timesheet, the Correct button is
enabled.
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Expense Module Application Changes

This section describes changes made to applications in the Expense module.

Overview of Changes by Menu Area

Refer to the tables below for an overview of changes made to applications within the Expense
module. The tables are organized according to the version 10.0 menu structure. If a screen
includes additional information within this document, a page number reference is included.
Otherwise, refer to the online Help for additional information.

Expense Authorizations

Application 9.0.1 Path Overview of Changes
Manage Expense Plan Expenses | Overview of Improvements
Authorization » Expense

= You can display the expense authorizations in
Form view or Table view, which displays all the
authorizations according to date.

Authorization

= Customize table layout, including column size,
order, hide/show, and sort.

= The Wizard buttons (Continue and Back
buttons) no longer display. Instead, you can
select any tab or section of the form, regardless
of where you are in the add/edit process.

= Attachment subtask enables you to add upload
attachments while creating the expense
authorization.

= You can request advances from the Advance
subtask. In earlier versions, you requested them
during the signing process.

= Approval tasks (for managers and supervisors)
are now completed from the new Approve
Expense Authorization screen.

New Interface Elements

= Details Tab — This tab displays additional fields
that previously displayed on the Purpose.

= Void Tab — This tab displays based on
permissions and all the rules for voiding are the
same as earlier versions.

Approve Expense N/A This new screen enables managers to approve or
Authorization reject expense authorizations.

Print Expense N/A This new report replaces print functionality previously
Authorization Report available from the Expense Authorization Form.
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Expense Reports

Application 9.0.1 Path Overview of Changes
Manage Expense Record Overview of Improvements
Report Expenses ” = You can display the expense reports in Form
xXpense : d ! A
R view or Table view, which displays all the
eport o .
authorizations according to date.
= Customize table layout, including column size,
order, hide/show, and sort.
=  The Wizard buttons (Continue and Back
buttons) no longer display. Instead, you can
select any tab or section of the form, regardless
of where you are in the add/edit process.
= Attachment subtask enables you to add upload
attachments while creating the expense
authorization.
= Approval tasks (for managers and supervisors)
are now completed from the new Approve
Expense Reports screen.
New Interface Elements
= Details Tab — This tab displays additional fields
that previously displayed on the Purpose.
= Void Tab — This tab displays based on
permissions and all the rules for voiding are the
same as earlier versions.
Other Changes of Note
= Expense Report toolbar was replaced by action
buttons that display on the form. The buttons,
such as Correct, are always visible, but may be
enabled or disabled based on current status.
= Some schedules were combined.
Approve Expense N/A. This new screen enables managers to approve or
Authorization reject expense reports.
Print Expense N/A. This new report replaces print functionality previously
Authorization Report available from the Expense Authorization Form.

Expense Reports/Inquiries

Report and Inquiry screens in the Expense module are more streamlined in version 10.0. In
earlier versions, depending the screen, the report or inquiry results displayed on the Results tab,
where you could preview or print.

In version 10.0, use the Print options on the Global toolbar to preview and print results. On inquiry
screens, the results display in a table on the main screen. Since the report and inquiry screens
are no longer tabbed, other fields, such as those relating to workflow notifications, have been
consolidated on the main screen as well.
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Before you begin using the reporting screens, review the “Report Output Options” section of the
Deltek Costpoint Interface Getting Started Guide, and see “Basic Printing” video available in the
Getting Started area of the Costpoint online help.

Application 9.0.1 Path Overview of Changes

Outstanding Aging Analyze » = Notifications fields now reside on main screen.
Report Outstanding = The Execute button has been replaced by
Aging . ,ﬁfv
options under % .
Expense Audit » = Notifications fields now reside on main screen.
Authorization Status | Expense _ '&F o
Authorization = Use options under * to send Notifications.
Status
Expense Report Audit » = Notifications fields now reside on the main
Status Expense screen.

Report Status . .E{[:. o
= Use options under * to send Notifications.

Commitments Inquiry | Audit » The inquiry and report functions of the 9.0.1
Commitment Commitment Inquiry/Report screen were split into
Inquiry/Report | two separate screens. Use this screen to perform
inquiry functions.

Click - on the Global toolbar to display inquiry
results in the Commitments Inquiry Results table.

See the online help for more information.

Print Commitment N/A This screen was added to replace the Commitments
Report Inquiry reporting functions.

Use options under ¥ on the Global toolbar to
preview or print report results.

Batch Expenses

Application 9.0.1 Path Overview of Changes
Manage Expense Settings » Screen Changes
Batch Types Batch Types = Amex and Visa Import options were combined

on the Import Options tab. Fields on the screen
are enabled or disabled based on Batch Type
Code (Visa or Amex).

=  Filter options for Amex are now located in the
Filters subtask.

= Transaction Type filters for Visa are now located
in the Transaction Type Filter subtask.

= Filter Value fields for Visa are now located in
Wizard Type ldentification subtask.
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’ Application 9.0.1 Path Overview of Changes

= |dentification values for Ghost Card are now
located in a separate subtask.

Manage Batch Process » The basic functionality of this screen is unchanged.

Expense Maintain However, since the Wizard entry model is no longer
Imported supported, you are no longer required to enter batch
Expenses expense information in a particular order.

In Form view, for example, the wizard pages have
been replaced with tabs as follows:

= General tab — Fields on this tab resided on the
first wizard page in earlier versions.

=  Amounts tab — Fields on this tab resided on the
second wizard page in earlier versions.

= Details tab— Fields on this tab enabled or
disabled based on Wizard type. The fields were
located on the third wizard page in earlier
versions, and also varied by wizard type.

To import expenses, open the Import Expenses
subtask.

= File Location and File Name are new fields.
=  Click the Imp%rt button on this subtask to import
files or click % on Global toolbar.

=  Subtasks accessed from this screen are: Import
Errors Dialog and Import Errors Dialog.

Expense Interfaces

Application 9.0.1 Path Overview of Changes

Export Process » = New fields: File Location and File Name.

ERs/Advances Export = Check boxes for selecting report options were
ERs/Advances added to the main screen.

. Qs
= Use options under k to refresh group or class
selections or to print/export results.

Export Commitments | Process » - click @ in File Location to select export
Export location.

Commitments . .
=  The Preview/Print buttons have been replaced

by options under & on the Global toolbar.

= The Process button has been replaced by ©+on
Global toolbar.

af
= The Export button has been replaced by k: on
Global toolbar.
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Overview of Changes

Compute
Commitments

| 9.0.1 Path

Process »
Compute
Commitments

ot
The Execute button has been replaced by k- on the
Global toolbar.

Expense Controls

Application 9.0.1 Path Overview of Changes
Configure Expense Settings » UDT Options
Settings Expe_nse . = Now a subtask instead of a tab.
Configuration
= Signature/Approval Task is now a separate
subtask.
= Aging Option is now a separate subtask.
Export Options Tab
= Export Filter and Export have been removed
from this tab and now reside in the UDT Options
subtask table.
Miscellaneous Tab
The following fields are new to the screen but
previously displayed on the Domain Detail screen in
the Technical Console:
= Receipt Storage Location
= Traveler Location
= Traveler Reject Location
= Image Examine Level (was Traveler Examination
Level)
Manage Currencies Expense » No changes of note.
Settings »
Currencies
Manage M&IE Settings » No changes of note.
Breakdown M&IE
Breakdown
Manage Providers Settings » Visa Suppliers Name is now a subtask instead of a tab.
Providers
Manage Expense Settings » New Add Details button. For new charges, click Add
Charge Types Charge Types Details to add expense charge type details to the table
window.
Manage Pay Settings » Pay | No changes of note.
Methods Methods
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Application

Manage Currency
Schedules

9.0.1 Path

Settings »
Currency
Schedule

Overview of Changes

Tabs are consolidated and streamlined to display
as a single screen.

You can enter or edit exchanges rates directly in
the Exchange Rates table.

Manage Per Diem
Schedules

Settings » Per
Diem
Schedules

Tabs are consolidated and streamlined to display
as a single screen.

You can enter or edit schedules directly in the
Schedule table instead.

Click the Meal & Incidental subtask to view
additional data for line selected in the table.

Manage Tax
Schedules

Settings » Tax
Schedules

Tax Schedules Rates tab has been converted to a
subtask.

Tax Schedule Labels now displays as a separate
table element at the bottom of the main screen.

Manage Expense
Types

Settings »
Expense Types

Basic Information Tab

New fields: 1099 Type, Relocation Code, W-2
Code.

Over-Ceiling text box has been moved to User-
Defined Labels & Text subtask.

Input Options Tab

Label changed to Input Options — Required Fields.

Fields for all wizard types display and are enabled
or disabled based on selected Wizard Type.

The User-Defined Values table has been
converted to a subtask.

Other Screen Changes

Multiple tabs were converted to subtasks.

The User Defined tab has been converted to three
separate subtasks, which correspond to labels
entered for values 1-3 in the User-Defined Labels
& Text subtask.

Manage Expense
Report Types

Settings »
Expense
Report Types

Basic Information Tab

Fields that were on the Basic Information tab now
reside under Basic Information on the main
screen.

The Label fields under User-Defined Values have
been relocated to the User-Defined Values —
Labels subtask.

Other Screen Changes
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9.0.1 Path

Overview of Changes

= Tabs were converted to subtasks.

= Tables on the Expense Authorization tab were
split into two separate subtasks:

= Expense Authorization Tasks — Authorization
= Expense Authorization Tasks - Advance

= The User Defined tab was converted to three
separate subtasks, which correspond to labels
entered for values 1-3 in the User-Defined Labels
& Text subtask.

Manage Expense
Classes

Settings »
Expense
Classes

Basic Information Tab
= The Advance Request field has been removed.

= Costpoint Charge Lookup options are currently not
supported pending future improvements.

Other Screen Changes

Expense Report Types and Pay Method tabs were
converted to subtasks.

Expense Utilities

Application

9.0.1 Path

Overview of Changes

Clear Expense
Reports

Utilities » Clear
Expense
Reports

The Execute button has been replaced by <+ on the
Global toolbar.

Clear Expense
Authorizations

Utilities » Clear
Expense
Authorizations

The Execute button has been replaced by ©-on the
Global toolbar.

Maintain Expense

Utilities »
Expense Utility

g
The Purge button has been replaced by k: on the
Global toolbar.

Advance Utility

Utilities »
Advance Utility

No changes of note.

Maintain Payment

Utilities »
Payment Utility

No changes of note.

Change Expense
Report/Advance
Status

Utilities »
Change
ER/Advance
Status

= The Execute button label was changed to
Update.

g
= Click % on the Global toolbar or Refresh
Groups to update group selections if you
change the criteria.
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Application 9.0.1 Path Overview of Changes

Bar Code Processor | N/A. This is a new screen that enables administrators to
manually run the Bar Code Processor.

Other Changes of Note

= Per Diem Preprocessor — This application is no longer supported.

Manage Expense Authorizations

Detailed content pending.

Approve Expense Authorizations

To open the Approve Expense Authorizations screen, click Expense » Expense Authorizations
» Approve Expense Authorizations.

If you are a supervisor, use this new screen to manage employee expense authorizations, or if
you have proxy rights to create or sign expense authorizations on behalf of others, you can do so
from this screen.

Although the Approve Expense Authorizations screen is new, the functionality existed previously.

In earlier versions, you clicked Qs 1) the Global Toolbar in the Expense Authorization
application. The Search dialog box displayed the same fields that you will now see in the Approve
Expense Authorizations screen. Thus you will already be familiar with basic layout and
functionality of this screen.

One key difference is that the Costpoint architecture allows for display of search results in Table
view, allowing for easier and more efficient review and approval/rejection of expense
authorizations. Once you have selected an expense authorization, the approval/rejection tasks
are completed in the same manner as in earlier versions. The only difference is that in Version 10
you click Workflow subtask to display the Workflow section of the screen. The use and various
states of this screen are illustrated in the two examples that follow below.

Example 1: Initial Default Values

@ Under Criteria, select (2) Under Status, select the expense authorizations
search parameters to you want to display. In the example below, once
narrow your search results. you click ©*, only expense authorizations with a

status of Submitted will display in the Manage

Expense Authorization table directly below.

Approve Expense Authorizations (] i

Criteria Counts
Flic o 5 Status
nction v T
uneli upervisor [ Dreft
Group* Al v [ Submitted Draft Submitted Under Review Approved Rejected Processed Voided

Last Name [] Under Review 6 3 1 5 0 0 0
Authorization ID [ Approved
[ Rejected

[ Processed
[ Voided

Type Al
Blanket * Al

Start Date ] End Date

Select employee groups

This section displays the total number of
@) authorizations by status category.

Hosted Help Release Notes 35



>,

y

\ Expense Module Application Changes

Know more.
Do more™

Delte

Example 2: Expense Authorizations by Last Name, Type, and Status

In this example, Last Name
and Type are added to narrow

The Submitted status
was also selected as a

The updated totals for each status
category display in the Counts

: filter. section.
the results. Click ©* to refresh
the expense authorization
counts.
Approve Eieense Authorizations ] X
Criteria Counts
e \ o Status
unction upervisor [ Draft
Group * Al v ¥ Submitted Draft Submitted Under Review Approved Rejected Processed Voided
Last Name Parry {1 Under Review 0 1 0 2 0 0 0
Authorization 1D [ Approved
Type Long Dislance - Government 1 Relected
Bkt = [] Processed
Ae a s [] Voided
Start Date [ End Date
Select emoloves aroups
If All is selected in Groups,
records for all groups display.
If you choose Selected, click
the Select Employees Groups
subtask to select the group.
‘Approve Expense Authorizations. —J[x]
Criteria Counts
= Status.
Function Supervisor [ Draft
Group * Al v |2 Submitted Draft Submitted  Under Review Approved Rejected FProcessed Voided
Last Name Parry [ Under Review 0 1 [1} 2 o 0 0
Authorization |D [] Approved
Type Long Distance - Government LIHSRCE
Blanket* Al = [ Processed
. [ Voided
Start Date [#] End Date =]
Select employee groups
Manage Expense Authorization New Form || uery | ¥ =]
%] Expenss Authorization ID | Descripion *  Employee Employoe Name. Dste * Revision Status. From * To* Purpose. First Day of Trip Last Day of Trip _Charge Type * Class

| |EAooo00z2 TestEA  |DEL_010 Parry, Willam F.

0[Submitied

[02/142015 7 7[0ai1ai2015 [ Chient Visits. =l M 20002 |Long Distance - Govermert |Govemment Div Em

>

In Table view, the filtered
results set display in list format.
In this example, there is just
one Submitted authorization
available to view.

Manage Expense Reports

Detailed content pending.

Submit | Void

Locations Default Charges Revision History Workflow Charge Distribution Advance UsgeDirected

Buttons display and are enabled or
disabled depending on the status of the
expense authorizations.

Approve Expense Reports

The Approve Expense Report application is new for Version 10. To display the screen, click
Expense » Expense Reports » Approve Expense Reports.

If you are a supervisor, use this new screen to manage your employees’ expense reports, or if

you have proxy rights to create or sign
this screen.

expense reports on behalf of others, you can do so from
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Although the Approve Expense Reports screen is new, the functionality existed previously. In

. . f 5
earlier versions, you clicked b8

earch

on the Global Toolbar in the Expense Report application.

The Search dialog box displayed the same fields that you will now see in the Approve Expense
Reports screen. Thus you will already be familiar with basic layout and functionality of this screen.

One key difference is that the Costpoint architecture allows for display of search results in Table
view, allowing for easier and more efficient review and approval/rejection of expense reports.
Once you have selected an expense report, the approval and rejection tasks are completed in the
same manner as in earlier versions. The only difference is that in Version 10 you click Workflow
subtask to display the Workflow section of the screen.

The use and various states of this screen are illustrated in the two examples that follow below.

Example 1: Initial Default Values

@

Under Criteria, select
search parameters to
narrow your search results.

2)

Under Status, select the expense report categories
you want to review. In the example below, once you

click ©*, only expense reports with Draft and
Rejected statuses will display in the table directly
below.

Approve Expense Reports O .
Criteria Counts

- - _ status

unction Superviso & Draf

Group Al v 0] Submitied Draft  Submitted  Under Review  Approved  Rejectad Processed Voided
Type Al [] Under Review 1 0 0 3 1 3 0
Filter [None- 0 L] Approved

Rejectod

Filter Value by et

& i [ Processed

Special Filtler [ -None- v

P None. iy

Start Date =] End Date

@)

Select employee groups

This section displays the total number of
authorizations by status category.

Example 2: Expense Reports by Last Name and Status

In this example, the filter Last
Name is added to narrow the

Three status categories
were also selected.

The updated totals for each status
category display in the Counts

results. Click * to refresh the SISGI:
expense report counts.
Approve EXT“ Reports 0 o
Criteria Counts
Status
Function * Supervisor ¥ Drait
Group* Al ¥ [] Submitted Draft Submitted  Under Review Approved Rejected Processed Voided
Type =All [] Under Review 1 0 0 3 1 9 0
Filter Last Name v 4 Approved
Filter Value Velez Tl T
cpeal rame i Mone: - B H'j';’:;;”“"
Start Date ] End Date [
Select employee groups
If All is selected in Groups,
records for all groups display.
If you choose Selected, click
the Select Employees Groups
subtask to select the group.
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Approve Expense Reports L[ — [ x
Criteria Counts
Status
Function * |Supervisor & Draft
Group * (Al v [] Submitted Draft Submitted  Under Review Approved Rejected Processed Voided
Type A ) [ Under Review | | e 1 9 [ [
Filter [Cast Name v Approved
Filter Value [velez M ety
Special Filler  [None v e
. hone [ Voided
Start Date [5] End Date B

Select employee groups

==

Manage Expense Report Fom | query | ¥ |
5 ! I
[ERO00000G4 test 10011 Velez, Eduard J. 0810872015 13| 1 Rejected 08/08/2015 ['7] test 0 M [~ 20001 500.00 500.00 0.00 oo
ERODO0DOBT test 0011 Velez Eduard). 07152015 [ 1 Approved 0782015 [ 071152015 [ test S~ O~ T "0 100 000 of
ERO00D0056 test 10011 Velez, Eduard J. 0710172015 %) 0 Approved 071012015 [ 07012015 7] test 0 ~ 500-20 200 200 000 oo
ERD00D0014 Test 173422 -1 710011 Velez, Eduard J. 1111872011 113 5 Approved 11872011 7] 11182011 [7] Test 1734221 o ] M 20001 100.00 100.00 0.00 oo
< b >
Correct | submit | voi | Launen

Billable Charge Di Conjpany Paid Labor Support Non Payment Revision History Voucher Di: Locations User Directed Advances Attachment Default Ch; s Category View

Date View Workflow

In Table view, the filtered
results set displays in list
format. In this example, there
are five records that match the
filter criterion of Last Name,
and the statuses of Dratft,
Approved, and Rejected.

Buttons display and are enabled or
disabled depending on the status of the
expense authorizations.
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Configuration Module Application Changes

This section describes changes made to applications in the Configuration module.

o Screens in the version 10.0 Configuration module existed in the Administration module in
C}-‘ /" version 9.x.
b

Overview of Changes by Menu Area

Refer to the tables below for an overview of changes made to applications within the
Configuration module. The tables are organized according to the version 10.0 menu structure. If a
screen includes additional information within this document, a page number reference is included.
Otherwise, refer to the online Help for additional information.

General Controls

Application 9.0.1 Path Overview of Changes

Configure General Administration Many settings and functions controlled from this
Settings » Product screen are now managed through Costpoint, most
Configuration » | often in screens located within the Administration
General module.
Configuration

In the screen header, click Q in Locale
(Country/Language) to change the locale, if more
than one exists, and then click Load Defaults to
refresh the screen data. In earlier versions, you
clicked the Search icon on the toolbar to change the
locale.

General Options Tab
Fields removed:

= All password settings except for Allow PIN use
on Mobile device were removed.

=  Show Menu check box was removed.
= Row Settings fields were removed.
Fields added:

= Authentication Method — Select the method you
use to authenticate user logins. If you select
Database, the Email field on the Configuration
>> Resources >> Manage Resource Information
screen must contain a valid email address.

UDT Options Tab

The UDTs table section of the tab is now the UDT
Labels subtask.

Note, however, that you now modify UDT labels from
the Administration >> System Administration >>
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Overview of Changes

Workspace Customization >> Manage Standard
Label Customizations screen

Miscellaneous Tab

Fields/Sections removed:

=  Show Employee ID

=  Show Employee ID in Workflow

= The User-Defined Labels section was converted
to a subtask.

= The Attachments section was converted to a
subtask.

Fields/Sections added that were previously located in
the Technical Console:

= Export Location — Enter the location where all
export files will be stored.

= Import Location — Click @ to select the location
where all import files will be stored.

= Trash Location — Click & to select to select the
location where all trash files will be stored.

=  Custom Stored Procedures — Enter the names
of custom stored procedures.

Other Changes

The Charge Lookup Options tab was removed. This
was used in conjunction with Costpoint Direct
Lookup, which is currently de-supported pending
future improvements.

Administration
» Product
Configuration »
UDT 01 Types

Manage Account
Types

No changes of note.

Manage Resource Administration

No changes of note.

Group Types » Product
Configuration »
Employee
Group Types
Resources

9.0.1 Path

Application

Overview of Changes

Administration
» Users and
Groups »

Manage Resource
Information

All the tabs, except for Charge Favorites (removed),
were converted to subtasks and fields previously on
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Application 9.0.1 Path

Overview of Changes

Employee
Information

the Basic Information tab now display on main
screen.

Other changes to Basic Information include the
following:

= Access table is now a separate subtask.
New Fields
= Active Directory —

= Resource Type — Select either Employee or
Subcontractor.

=  Email field — Was located on the Miscellaneous
tab. This field is required when Database is
selected as the Authentication method in
Configure General Settings.

= Costpoint Vendor fields (new for Subcontractor
Management):

= Costpoint Vendor Employee ID — Enter up
to a 20-character, alphanumeric ID that will
be used for the Subcontractor Employee
interface.

= Costpoint Vendor Email — Enter the
subcontractor's Email address.

= Create User Account button — When you add a
new record, the subtasks are not enabled until
you click this button. Previously, you had to click
Save.

Administration
» Users and
Groups »
Employee
Groups

Manage Resource
Groups

All the tabs, except for Charge Favorites (removed),
were converted to subtasks and fields previously on
the Basic Information tab now display on main
screen. There were otherwise no changes of note
made to this screen.

Administration
» Users and
Groups »
Security Roles

Manage Security
Roles

In version 10, the User groups assigned to the user
control the application menu options. Therefore,
security roles are now associated with one more user
groups, and by extension, granted access to the
Time and/or Expense modules.

Screen changes include the following:

=  Addition of a User Groups subtask, where you
assign module rights to the selected user group
based on the selected Security Role.

=  Security is assigned at the module level. You
can no longer assign rights at the application
level.
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Application

Overview of Changes

See the Deltek Time & Expense Post-Installation
Configuration Guide for more information on
implementing this change prior to users logging on.

Administration
» Users and
Groups »
Functional
Roles

Manage Functional
Roles

No significant changes.

Manage Preferences You clicked f’

on the Global
Toolbar.

Click Time & Expense » Configuration » Resources »
Manage Preferences.

Time and Expense tabs have been removed but
some functionality has been replaced by Costpoint
features. For example, to specify which application
will first display by default when you log in:

1. In My Menu, click Manage My Menu.

2. From the My Menu Application List, copy the
application code for the application you want
to display upon logging in to Time &
Expense.

Exit Time & Expense.

On the Login Screen, click Additional
Criteria.

5. Paste the code in the Application field.

Select the Remember Log in Information
check box.

This is on the
Home Page.

Manage Desktop

Screen changes include the following:

= Pending tasks display in new Tasks and Task
Details tables.

= The My Timesheets section no longer resides
on the screen. Instead, open Time » Timesheets
» Manage Timesheets and use Table view to list
all of your timesheets.

= The Alerts section has been removed.

= MyMenu no longer resides on this screen. It has
been replaced with Costpoint’s My Menu feature
on the Navigation toolbar.

See page 44 for more information.

Administration
» Users and
Groups »
Password
Utility

Manage Resource
Licenses

Screen changes include the following:

= Fields and tabs have been consolidated to a
single screen.
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= The Execute button has been replaced by .-
on Global toolbar. The results display in the
Resources table on the main screen.

Master Data

Application 9.0.1 Path Overview of Changes
Maintain Charge Maintain This application functions the same way as it did in
Trees Charge Trees earlier versions, except that the Add/Edit dialog

boxes were replaced by subtasks.

The Restrictions tab was replaced by the following
subtasks that display on the main screen:

=  Tree Restrictions
=  Branch Restrictions

= Charge Restrictions

Manage UDTO01 Manage Tabs are now subtasks and there are separate
uDTO1 subtasks for adding direct links and wild card links.
Otherwise, no changes of note.
Manage UDTO02 Manage Tabs are now subtasks and there are separate
uUDTO02 subtasks for adding direct links and wild card links.
Otherwise, no changes of note.
Manage UDTO03 Manage Tabs are now subtasks and there are separate
uUDTO03 subtasks for adding direct links and wild card links.
Otherwise, no changes of note.
Manage UDT04 Manage No changes of note.
UDT04
Manage UDTO05 Manage No changes of note.
UDTO5
Manage UDTO06 Manage No changes of note.
UDTO06
Manage UDTO7 Manage There are separate subtasks for adding direct links
uDTO7 and wild card links. Otherwise, no changes of note.
Manage UDTO08 Manage No changes of note.
uDTO8
Manage UDTO09 Manage There are separate subtasks for adding direct links
UDTO09 and wild card links. Otherwise, no changes of note.
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Manage UDT10 Manage No changes of note.
UDT10

Manage UDT11 Manage No changes of note.
UDT11

Manage UDT12 Manage No changes of note.
UDT12

Manage UDT13 Manage No changes of note.
UDT13

Manage UDT14 Manage No changes of note.
uUDT14

Manage UDT15 Manage No changes of note.
UDT15

Interfaces

Application 9.0.1 Path Overview of Changes

Import Master Data Administration | The Log tab was removed and is replaced by the
» Process » Master Data Import screen.

Import Console afh
The Execute button has been replaced by k on
Global toolbar.

Master Data Import This was Some fields are obsolete due to the new framework
History previously the while others have been added.

Log tab of the
Import Console
screen

Other Changes of Note

= Custom Text — This application has been discontinued.
= Recurrence Codes — This application has been discontinued.

= Scheduling — This application has been replaced with Costpoint functionality.

Manage MyDesktop

In 9.0.1, the MyDesktop screen displayed by default when you logged into Time & Expense. For
Version 10.0, click Time » Configuration » Resources » Manage MyDesktop to display the
screen.
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You can still use this screen to view pending tasks related to timesheets, expense reports, and
expense authorizations and launch the necessary applications to carry out these tasks directly
from this screen. However, note the following changes:

= The My Timesheets section no longer resides on the screen. Instead, open Time »
Timesheets » Manage Timesheets and use Table view to list all of your timesheets.

= The Alerts section has been removed.

= MyMenu no longer resides on this screen. It has been replaced with Costpoint’s My Menu
feature on the Navigation toolbar:

FILE LINE OPTIONS

O~

K;ﬁ Browse Applic ati

PROCESS WORKFLOW HELP

2@a- - @O

> System Administration > System Adminig

v

ons | Administration

My Menu

E'My Applications
Maintain Expense
Generate Timesheets
Manage Pay Methods

My Menu Application List

#% Manage My Menu ———

User Name * | aura Pastemak

Default Report Delivery Opti
“found) [ System Printer
[] Print to File
Download

[] Email

[] Archive

[ Local Printer

PN [

|| My Menu

Que',‘i'i

For more information on My Menu functionality, see the Navigation Toolbar section in the
Costpoint Getting Started Guide.

The Manage MyDesktop screen contains two tables:

= Tasks Table — The Tasks table lists all the open tasks that the user needs to perform.
Information categories tracked in a task include Task Object, Task Type and Task Count.

= Task Details Table — Below the Tasks table is the Task Details table. The information
displayed here depends on the task highlighted in the Tasks table.

The Tasks table displays
pending tasks, such as
Submit tasks for
timesheets, Attachment
tasks for expense reports,
and for supervisors, various

Task Count displays the number of tasks
awaiting completion for a given Task Type.

—_— Tk

v Task gt o | v s~ rascoms
Timeshest Approve Request Overall 44
Timeshest | Approve Timeshest [overal 4 *
Expense Authorization Approve Overal 5v

Task Details

Outstsnding Expenses

elete )| Form

cuery [ w

OQutstanding Advances

See image below
for details on
these subtasks.

V|

Timesheet Employee Name

e

p

Supervisor

Pasternak, Laura D. (10010) 02/07/2016 02/05/2016 02:37:11 PM {DMS!ZEIWDE:W:H PM \umwﬁ 02:37:11 PM | Supervisor |
Approval taSkS Pasternak, Laura D. (10010) 02/07/2016 02/052016 02:37:11 PM 02052016 08:37:11 PM  02106/2016 02:37:11 PM  Supervisor Supervisor
Abusaid, Samir P. (10028) 02012015 03/09/2016 07-59.03 AM  03/09/2016 01:59:03 PM  03110/2016 07:59.03 AM  Supervisor Supervisor
Abusaid, Samir P. (10028) 0112522015 03092016 07-50-10 AM  03/002016 01:56:10 PM 0311072016 07-59-10 AM  Supervisor Supervisor
< IC
The Task Details table
displays all the tasks for the
selected Task Type in the
table above, such as all Clamr

Timesheets currently
awaiting approval.

Click Launch to display the application
where you can complete the selected task.
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Outstanding Advances — This subtask displays the user’s outstanding advances. As the

user claims the advances in the Expense Report screen, they are deleted here.

= Qutstanding Expenses — This subtask displays the user’s outstanding expenses. As the
user claims the expenses displayed in the Expense Report screen, they are deleted here.
If any of these expenses are personal expenses and therefore not company-paid, the
user can delete them here.

This subtask displays
outstanding expenses.

Tasks

Fom N =)TE

M Tauk Ocpect Task Typ Tash Sub-Coject Tacount |

|| Tmeshest Approve Request Overal Al

!hmw | Approve Timeshaot Ovaeal [E

|| Expense Authorzation Approve Overal :,v|
CStanding ExpenEs

Task Details

[

Timesheset Em Narmse. Period Ending | Onigination DaseTinse
Praslornak, Lavra D (10010} 2072016 02052016 02 37.11 PM

""nm

nJl

Pastermnak, Lsura 0 (10010) 023711 PM

083711 PM 0237,
MGG 015903 PM  D3M02016 0759
OTSG10PM 3102016 0754

| Abusasd, Samir P (10028) 02012015 030972016 07.50 03 AM
| Abusad, Samir P. (10028) 075610 AM
[« -
Expenzes -
¥ Hige  gatch Date | Wizard
| |Corporate Visa Enterianment

Higgen Expenses
oK

Select Hide for any personal
expense that is not paid by the
company. Clear the check box
for any outstanding expense
that is company-paid.

Click this link to display a list of
personal expenses you
previously chose to hide.

o] [T v

This subtask displays

outstanding advances.
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Administration Domain

Deltek Time & Expense 10.0 is built on the Deltek Costpoint platform, and as such, it includes
much new functionality related to the Costpoint framework.

Refer to the Deltek Time & Expense 10.0 Administration Guide to learn more about administrative
tasks and procedures required to manage the software.

Time & Expense 9.0.1 also included an Administration module. In version 10.0, those screens
@ now exist within the Configuration module.
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For Additional Information

For Additional Information

Customer Care Connect Site

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

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

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

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

= Access Cloud specific documents and forums

= Download the latest versions of your Deltek products

= Search Deltek’s knowledge base

= Submit a support case and check on its progress

= Transfer requested files to a Customer Care analyst

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

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

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

Access Customer Care Connect

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

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

2. Enter your Customer Care Connect Username and Password.
3. Click Log In.

If you forget your username or password, you can click the Account Assistance button on the
login screen for help.
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Deltek is the leading global provider of enterprise software and information solutions for professional
services firms, government contractors, and government agencies. For decades, we have delivered
actionable insight that empowers our customers to unlock their business potential. Over 14,000
organizations and 1.8 million users in approximately 80 countries around the world rely on Deltek to
research and identify opportunities, win new business, optimize resource, streamline operations, and deliver
more profitable projects. Deltek — Know more. Do more.®

deltek.com

www.deltek.com Delte ggon\:orpg:e.
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