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Overview

Overview

Welcome to the Time & Expense (T&E) 8.1.x. Post-Installation Configuration guide. The procedures
described in this guide should be completed after Time & Expense 8.1.x is fully installed but before
employees access the software.

This guide is for customers who have upgraded from version 9.x.
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Post Upgrade Configuration

Post Upgrade Configuration

To finalize the upgrade to Time & Expense 8.1.x, you must perform the 15 steps described in this
document in the order presented.
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O Step 1 — Log In to Costpoint (Time and
Expense)

Log in to Time and Expense 8.1.x as CPSUPERUSER.
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O Step 2 — Review Costpoint Security (User
Groups)

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

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

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

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

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

Note: Although you can grant access to Employee Self Service (ESS) from People » Employee »
Basic Employee Information » Manage Employee Information, the conversion will also create
user groups for ESS screen access. In the example above, if the EMPLOYEE role in 9.x had access
to ESS screens, a user group of ES_ EMPLOYEE would be created.

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

Manage User Groups Mew || Copy ¥ || Delete || Query “v ‘ — 3 X
| Active Directory ID
bl User Group ID* Name * (sAMAccountName)
156048 TFS ‘ A
ALL Permit full access all modules e
CER__ACCTG CER Accounting
CER__ACCT_ALL_SECURE CER Accounting All Secure
CER__ADMIN CER Cloud Administrator
CER__ADV CER Advanced User i #Qly

Assign Users to Group  Medule Rights  Application Rights ~ Active Directory Groups Ul Profiles

\Application List Query .. > Application Rights New || Copy W || Delete || Query V| ) (O]

<] Application Name Application * Name
ADMCHGTREE Charge Trees Time & & AOPUTLAP Import Accounts Payable Vouchers | Full
ADMDESKTOP MyDesktop Time & = AOPUTLVU Import Vendors
ADMEMAILTEXT E-mail Text Time & APMACCT Manage Accounts Payable Accounts Full
ADMEMPLGRP Resource Groups Time & ™
ADMEMPLINFQ Resource Information Time &
ADMEMPLPREF Profile Time &
ADMFUNCTIONALROLE Functional Roles Time &
ADMGENCONFIG General Settings Time & v
< > hts by Ap

As you perform your review, take note of the following:
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= T&E 8.1.x menus do not completely align with T&E 9.x.

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

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

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

Note If users have access to the Manage/Approve Timesheet application, but they do
not have any employee groups where they can at least view timesheets, timesheets will
not display in the application. The same is true for the Manage/Approve screens in
Expense.

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

= My Desktop and Preferences are menu selections in the new version. All user groups created
are granted rights.
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Step 3 — Create T&E Administrator User Account

O Step 3 — Create T&E Administrator User
Account

This step is required only under the following conditions:
= You are implementing a standalone deployment of T&E 8.1.x.
= You are implementing a shared deployment with Costpoint 8.1.x.x, and the T&E administrator is
not currently set up as a user in Costpoint 8.1.x.x.
To create a user account for the T&E Administrator, complete the following steps:

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

- Identification New || Copy | W Del;le‘ | ‘an1Ng«.v| || ” ‘Table Query v| B x

UserID* | User Name * l

Information = Workflow = Printing Defaults =~ Authentication User Interface

User Infermation Status Preferences User Can Change
Employsell ' Deactivation Date ) [[JName
Date Password Changed (=] [ ] Default Company
Phone it
Uat L ogin Date £ |:| Can Change Email Notification
Fxtensin Force Password Change D Phone and Extension
kocakill) ] ) [] Notify When Batch Job Is Completed [[] Can Add New FIDO Device
Email [ JAllow User to Override Batch Job Priority Password
Preferred Notification Mthd  Email D Can Report Issues From Application Screen DRt '

Company Access  Assigned User Groups  Module Rights  Application Rights Ul Profiles  FIDO/Biometric Devices

2. In the Identification section and on the Information tab, enter the following information:

Column | Description

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

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

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

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

3. Inthe Authentication tab, provide the following information:

Post Installation Configuration Guide for Customers Upgrading from Version 9.x 6



Step 3 — Create T&E Administrator User Account

& * [@E Bro
5 Identification

UserID*

Information ~ Workflow  Printing Defaults ~ Authentication  User Interface

Authentication Settings

2FA Settings
Authentication Method ™ E IDO Single None
[Kerberos Single Sign-on v EE@H” 9
Password Generate Temporary Pas sword Molale Apphicahin
Email

very Passward . Efective Date
Active Direct Cettificate ID anage User Groups

ctive Directory or Certificate mmﬁ've Joer Caupy PN

allow Access to Integration Consale [ Jtiow Access to Extensibility Cansole Allow Application Access via Integration Services

Company 1 (CTBBOQCM17SUBKST) ) Deltek Costpoint

wse Applications > Planning > Administration em Security > Manage Users P S Y]

(S]] o1 e [T 0] e [ s [ v | = x ]

| User Name * )

Company Access  Assigned User Groups  Module Rights  Application Rights Ul Profiles  FIDOiBiometric Devices

= Authentication Method — Select the authentication method for the T&E administrator

account.

= Password/Verify Password — If the authentication already exists in the database, provide

the initial
Costpoint

password that the account will use. This is unnecessary if T&E will co-deploy with
, since SMTP would be setup and the system will send e-mail to the administrator.

4. Inthe Company Access subtask, add one row assigning user access to Costpoint Company 1.

GEE0ER © UBERCR A0

@ W [B] BrowseApplications > Planning > Administration > System Security > Manage Users L fn O
=> Identification New || Copy | ¥ || Deete || | I || Table | Query | ¥ | X
User ID* User Name * I
Information ~ Workflow = Printing Defaults =~ Authentication = User Interface
User Information Status Preferences User Can Change
Employee ID N i
by l Deactivation Date ] [ ]iNam
Date Password Changed = [[] Default Company
Phone o i
Last Login Date £ []Can Change Email Notification
Extension 5
Force Password Change [[]Phone and Extension

Locale ID l I [] Notify When Batch Job Is Completed [[JCan Add New FIDO Device

Email [C]Allow User to Override Batch Job Priority Password

Preferred Notification Mthd ~ Email |:| Can Report Issues From Application Screen i

Default Company l
Company Access | Assigned User Groups Module Rights ~ Application Rights Ul Profiles  FIDO/Biometric Devices
[ O
= Suppress Suppress Suppress Suppress Suppress
* ; : 7
ENSCO| Q W | | [J |ENSCO\ Inc
4 >

= Company

ID - Click @ to select Company 1.

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

5. Click Save.
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Step 4 — Grant T&E Administrator Rights

O Step 4 — Grant T&E Administrator Rights

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

e TM_ADMIN — Administrator screen rights for Deltek Time
e EP_ADMIN — Administrator screen rights for Deltek Expense
To assign Time and Expense Administrator User Groups to the Primary Administrator, do the
following:
1. Click Administration » Security » System Security » Manage Users.
2. Query to find the particular Admin Account.
3. Open the Assigned User Groups Subtask.
Gompany 1 (GTBS0GGM1TSUBKST)

GEER & nlale-Ja - Ele]E)

# % [@ BrowseApplications > Planning > Administration = System Security > Manage Users L e O

=» Identification new || copy | ¥ || Detete || |[1 o Il | Table || Query v|. = x‘

UserID* User Name * )

Information | Workflow | Printing Defaults ~ Authentication  User Interface

Authentication Settings 2FA Settings
Authentication Method * [Kerberos Single Sign-on v IDO Single None
ign-on
Password Generate Temporary Password hlaDilcifipniication
Email
Verify Password DO Effective Date
Active Directory or Certificate 1D maﬂﬁg&u{ﬁ%ﬁé?ﬁps PIN
Allow Access to Integration Console [ Jlow Access to Extensibility Console Allow Application Access via Integration Senices

Company Access Assigned User Groups Module Rights  Application Rights Ul Profiles  FIDO/Biometric Devices

Identification > Assigned User Groups New || Shpy | ¥ || Detete | :l =l |} X.

o User Group * '$' User Group Name Company

Identification > Company Access Hew || cone | ¥ || || Form || K E]
7 Suppress Suppress Suppress Suppress Suppress
Company ID* Default Taxable Entity ID Org Security Group 10| Labor SSH Cost Price AP Tax ID Company Name 0Org Security Group Name Taxable Entity Name
4 = »>

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

Click Save.

Log out and log back in.

Note: This step only needs to be performed for one administrator. In a later step, all remaining user
accounts will be created in a mass action.
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Step 5 — Create Alternate File Locations

[0 Step 5 — Create Alternate File Locations

In T&E 9.x, file directories were configured within the Technical Console. In Costpoint 8.1, they are
replaced by alternate file locations.

In this step, you will set up the alternate file locations for the Export Location, Import Location, and Trash
Location and various Expense Attachment Locations.

To add alternate file locations, complete the following steps:

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

rijoje v J8 v JE]®)

/ﬂ\ Browse Applications > Admin > System Administration > File Management > Manage Alternate File Locations ]. ﬁlﬁ (,')

Manage Alternate File Locations Mew || Copy W || Delete || Form || Query V| — O x

=) Alternate File Content Content Type CMS CMS CMSs

Location ID * Name * URL/Folder Type Description = Location ID Name
&**OHHIHIHIH-09-9-090-80-9090- test test test test \imakd-dmanibog\PAYROLLchuva A
01CATHY-0000000000000000000001 Cath's Alternate File Location \IMakfsp5\CostpointiQE'ACPJ BNPVACPJ\ =
01_GAVIN_MAIELLA_ALT_LOCATION! | (TR ENVW NIKEININE  \MAKLELATINAJATNew FolderRegressi| | | | ] |
444830 jean WMAKLMASORIA1\Sample\444830
AAPOSTOL AAPOSTOL \makfsprd3\costpointiDev\Peer Review\An
ABBY ABBY Was100293\Share\ALTLOC
ABBY2 ABBY Was100293\Share\ALTLOC\TRASH
ACA ACA XML File I WAS100841\Users\ErikaYu\Desktop\Deltek v

P " >
Assigned Users/User Groups New || Copy | W || Delete Query | ¥ | —
User/
i User Group * Name Company *
|ALL ‘Perm\t full access all modules ALL

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

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

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

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

= Expense (if applicable):

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

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

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

For each of the locations, you will need to add the appropriate user groups that would need
access. For example, access to the Export, Import, and Trash locations would be needed by any
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Step 5 — Create Alternate File Locations

user groups that runs integration between Costpoint and T&E. For expense locations, it should be
granted to all expense user groups that need to attach and view expense attachments.

Note: Refer to the Costpoint Online Help for details on the Manage Alternate File Locations screen.
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Deltek

Step 6 — Configure Alternate File Locations and Default Authentication Method

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

To configure alternate file locations and set a default authentication method, do the following:
1. Click Time & Expense » Configuration » General Controls » General Settings.
2. Click the General Options tab.

CEGEEN AN E LUaoeuMorciw

& *x @ Browse Applications > Time & Expense > Configuration > General Controls > General Settings 2 Bk O

New || Deloto | | ‘ |1 0f1 Existing| - | Query v‘ | x

Locale (CountrylLanguage)*  Usjen | Description United States/English ) Load Defaults

+ General Settings

General Options  UDT Options = Miscellaneous

Defaults

TEAccount Type Code * Direct Labo Q
Employee Security Role * RSI_MANAGERS SECURITY ROLES |
Subcontractor Security Role ‘Shop Workers TS only I
Date Edit * [Soft Edit v
Currency * US Dollar I
—
I Notification Method * |[Email v l

D Employee ID not allowed as Login ID

Server Settings

Time Zone*  Eastern Standard Time (America/New_York) I

UDT Labels User-Defined Field Labels  Attachments

Select options for the following new field:

Description

Notification Method Change the Notification Method to Email since alerts are
no longer created in T&E 8.1.x.

3. Click the Miscellaneous tab.
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Step 6 — Configure Alternate File Locations and Default Authentication Method

General Options =~ UDT Options | Miscellaneous  Integration Setting

Miscellaneous
Costpoint Multicompany
() Restrict Delegation
Use Group Cache for Charge Lookup

Charge Lookup Method ®  |Advanced v
Import/Export Alternate File Locations.

Import Location

ACA_IMPORT |

Import Trash Location

ACA_TRASH |

Export Location

ACA_EXPORT |

Email
System Email Address
SYSTCB&1QCM1 SSUEKS?@deIteK.D
Time Sender Email Address
TSTCEIS‘IQCMWQSUBKST@DELTEKD
Expense Sender Email Address

EXPTCBE&1QCM1 SSUEKS?@DELTED

Custom Stored Procedure Names
Timesheet Pre Save Put all in TEMP

Timesheet Post Save

Timesheet Pre Sign Timesheet Post Sign
Timesheet Pre Approve Timesheet Post Approve
ER Pre Sign ER_PRESUBMIT_PROC ER Post Sign
ER Pre Save ER_PRESAVE_PRCC ER Post Save
EA Pre Save EA Post Save
EA Pre Sign EA Post Sign
Native Mobile Options Mobile Privacy Option
Allow Mobile Access Allow ICR Expense Processing

Allow users to send information to Google Analytics
Allow Mobile Time Application
Allow Mobile Expense Application

Allow Offline Access

UDT Labels  User-Defined Field Labels

Attachments

4. Under Import/Export Alternate File Locations, select values in the following fields:

Field | Description

Import Location

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

Trash Location

Click @ to select the alternate file location where all
trash files will be stored.

5. If you are an Expense client, click Time & Expense » Expense » Expense Controls » Expense

Settings.

6. Click the Miscellaneous tab.

Post Installation Configuration Guide for

Customers Upgrading from Version 9.x
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Expense Settings

Locale US/en United States/English

General
Foreign Reimbursement * |'Actual v
Header UDT * upbtoz |

AP Invoice Date * |Expense Report Date ¥

Last Expense Report Number * RSISY70831
Allow Unauthorized Charges
Allow User Override of ORG in Expense Wizard

Allow ORG entry in General Wizard
Allow Submitter to Perform Charge Approvals
Query field for UDF fields

General Wizard default ORG * |'None

Expense Authorization

Last Expense Authorization Number * TADD000084

Tolerance % * 1%

Receipt Storage Location*  |[EXPENSERECEIPTS l
Traveler Location * EXPENSERECEIPTS l
Traveler Reject Location® [T '

Image Examine Level ¥ |5 - most careful ¥

1 of 1 Existing Query v| m{ | x

Export Options Miscellaneous

Defaults.
Number of MyExpense Reports * [25 v
Default Expense Class * Employee - Commercial l
Number of MyExpense Authorizations * |25 v

Hide Voided Expense Reports on Desktop

Hide Voided Expense Authorizations on Desktop

Image Options.
File Imaging*  [Standard v

Gather Receipt Info at ER Sign

Print Options
Include Voucher Distribution Schedule on ER Print

Commitments
Include Expense Authorizations in commitments at status * |'Squirted v

Include Expense Reports in commitments at status |Approved A

UDT Options ~ Signature/Approval Text  Aging Option

7. Under Expense Authorization, enter location values in the following fields:

= Receipt Storage Location.
= Traveler Location (FAX attachment location)

= Traveler Reject Location

Console.

Note: In version 9.x, this information was located on the Domain Details screen in the Technical

Post Installation Configuration Guide for Customers Upgrading from Version 9.x 13
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O Step 7— Sync T&E Admin User Account

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

T&E Manage Resource Information

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

Costpoint Manage User

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

To synchronize the main administrator account, complete the following steps:
1. Click Time & Expense » Configuration » Resources » Resource Information.

Query to find the particular Admin Account.

- Resource Information [ Ihw”capy" vii( Delete | |7H7‘Idl Naw”iniuj iiTaueri' auery ¥ ||

Identification Payroll

Employee ID* INSTALL Active Payroll ID
Last Name * User Payroll Employee ID
First Name * Installation Middle Initial
Costpoint Vendor.

Govemnment 1D 000000000 Costpaint Vendor Employee ID |
Vendor ID

= Costpoint Vendor Email
Login ID* 99999.PHILIPPARRY
Active Directory 99999 philip parry
Hire Date T ——
Termination Date ) Creale User Account
Email
Resource Type * [Employee v

Access

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

3. Verify that Active Directory field is correct.

This only needs to be verified if you are using an authentication method other than Database, as
selected on the Authentication tab in Admin » Security » System Security » Manage Users. (If
necessary, you can confirm the 9.x Authentication method in the Domains screen of the
Technical Console.)
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Step 7— Sync T&E Admin User account

4. Click Create User Account.

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

Message(s) X

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

Close I

5. Log out and log back in.

Post Installation Configuration Guide for Customers Upgrading from Version 9.x 15
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O Step 8 — Configure SMTP and Valid
Attachment Types

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

To define SMTP server information, complete the following steps:

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

Post Installation Configuration Guide for Customers Upgrading from Version 9.x 16
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Deltek

Company 1 (CTBBOQCM17SUBKS7) ) [Pl Seettestellytd

UBcROoREaa

Browse Applications > Admin > System Administration > em Administration

System Settings

Company Settings  Batch Job = Case Reporting = Login Banner

[JApply Organization Security  [JAllow Reusing of Passwords Heador Colot

Controls > Configure System Settings !

[LightSkyBlue  v|  [/IDisplay System in the Header

Apply Org Security for Employees without User ID [JAllow HR Org Rep/Spusr from Other C
Environment Name
Email System
SMTP Server Name * |SMTP.DELTEK COM
SMTP Server User ID Pa:

E-mail Redirect
[JRequire SSL/ TLS [JSend all emails from SMTP Server User ID
Company Defaults
[VPrint Cover Page Report Table Purge (Days)* 8
Costpoint User Accounts

[ JAuto-create User Accounts

Authentication Method * kerberos Single Sign-on v Dgl‘gr?osnmgle

Generate Random Password DManage User Groups in AD

SMTP Port Number * 25

issword I}

2FA Settings

None

Preferred Notification Method ~ Email

Mobile Application
Email
FIDO

[Default Settings =

Default Page Size

Page Size Letter v Unit of Measure ~ (Inches v Page Height
Top Margin 0125 Bottom Margin 0125 Left Margin
Default Font Arial Narrow I

Default Locale * en_US | English (United States)

Company Logo DELTEK SYSTEMS l

Footer Label Footer Label

Footer Text Footer Text

11.000 Page Width 8.500

0.125 Right Margin 0.125

l Print Currency Symbol

[Corporate Settings
General Settings Security Settings

Batch Job Retry Defaults

Number of Retries * 25 Licensing Email ID*  ConfigSysSet@deltek com

Retry Period 1

[) Enforce Segregation of Duties Rules Enable AutoComplete Use Auto Position mode

] Logo
i Name * <€E>

() Enable Hey Deltekt

Allow Offiine Access

New || Copy W || Delete || Query v|_

Logo Logo

ile Upload Limits

Description File Location * File Name *
DELTEK SYSTEMS |deltek logo [7]|BABES file name logo |
LOGO LOGO EFILES LOGO BMP
AMDELTEKLOGO AMDELTEKLOGO AMATIRA AMDELTEKLOGO BMP
LOGO1 logo1 AMATIRA AMDELTEKLOGO1 BMP

== File Upload Maximum Never Expiration Expiration

¥ Extension * Description Rights * Size (MB) * Source Purge Age Timeframe  Allow Override
(NONE) Files With No Extension Allow v 100.00| System Files ‘ ‘ -None- v A
PDF PDF Allow v 100,000.00 User Files -None- v X
ACH ACH Files Allow w 1.00 User Files -None- »
Ccsv Comma Separated Values Files Allow v 100.00 System Files -None- ¥
DAT text files Allow v 1.00 User Files -None- v
poc poc Allow v 1.00 User Files -None- v v

2. Onthe Company Settings tab, enter the SMTP server information for Time and Expense, if it is

not already defined.

3. If you use expense attachments, define the valid file extensions accepted for attachments. In the
File Upload Limits table, add rows for the various file types (PDF, JPG, PNG, and so on)

acceptable for attachments. Enter the following i

Column

Description

nformation:

Upload Rights

Select Allow from the drop-down list.

Post Installation Configuration Guide for Customers Upgrading from Version 9.x
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Column | Description
Maximum Size (MB) Enter 10.

Source The source is User Files.

Never Purge Select the check box.

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

Time & Expense 8.1 enables companies that are licensed for Time to define preset revision explanations
for use by their employees when revising timesheets.

To configure time settings, complete the following steps:
1. Click Time & Expense » Time » Time Controls » Time Settings.

Time Settings |_||_| 1 of 1 Existing |_I|_||_| Query ¥ | "X |
Locale  yS/en United States/English
General Miscellaneous
Timesheet Schedule * Q| TrackLeave By * ubTio )
Work Schedule ® RSI Managers Work Schedule l Line Level Approval * [Required v
Timesheet Class * Ovrhd Class(Shop Supervisors)o l Hours Proration * [Enabled (Hours) ¥
Auto Load Favorites Value in TS Header * None |
Enhanced Leave Edit * [Asof ¥
User-Defined Rates Wage Determination * [Enhancea ¥
Use Label Previous Day Revision Deadling * ‘m
Rate 1 Billing 01 ] Allow Unauthorized Charges Track Lunch StartEnd
Rate 2 Labor 02 () Disable Line Comments (] Prorate Hours Upward
Disable Cell Comments (] Aliow Timesheet Period Text
[ Allow Rejection of Processed Timesheels [ Must Use Predefined Revisions ]
Enable Mass Approvals
UDT Options  Signature/Approval Text

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

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

3. On the Revision Explanations subtask, enter the preset revision explanations.
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O Step 10 — Configure Enhanced Correcting
Timesheet Feature

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

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

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

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

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

{\'\ + m Browse Applications = Time & Expense > Time > Time Controls > Workflow Events

Event™ 1scTS Description ™ | Timesheet Supervisor correction Approval
Basic Information
General Priority
* = (-
Type™  Timesheet L | o M
ACIOr™ || ets see if we can really go out 60 characters for the descr ' Upgrade to Medium After
. Days* Hours * Minutes *
Action *IApprme Request for Timesheet Corection v ] .
o Y| [0 vl o hd
Active
Upgrade to High After
Days * Hours * Minutes *
o " o v D v
Workflow Events > Employee Notifications Query ¥ | & O] X |
L] Class Description Task ™ Email
AJSALREGEXMPT Ava's Salary Regular Exempt Correct Timesheet v A
ANALYST ANALYST None b4 D =
ANALYST JR ANALYST JR None v D
ANALYST SR ANALYST SR None
BATS CLASS Booz Allen Timesheet Class MNone hd D
BREAKS BREAKS None v O
CHE CLASS Che's Timesheet Class None v O v

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

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

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

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

1.

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

Timesheet Classes New || Copy | W | Delete || | o Ect.??E:-).wngi P Pl Tebie |OQuey | VW

Class® 4914 Description™  testing 1572752

Basic Information Reguilar Hours Rules ~ Overtime Hours Rules Notes

Entry Options Mobile Lookup Options
Entry Mode * Standard v Allow Mobile Access
Show Project
¥ Show Manufacturing Orders

Require Confirmation

Entry Valigation * None Show Account
Rounding * None

Export Options
Hours Increment * Quarter v Labor Distribution
Total Time Method * None v Fay

(] Subcontractor
Overtime Options () Export In-Process Timesheels

Overtime Hanaling * None v

Schedule Rights
Overtime Distribution ™ Daily Must Request Leave
Pay Type Rules Source*  none Allow Edit of Day Properties

Allow Edit of Standard Hours
Allow Edit of Lunch Hours/Times

Miscellanous Allow Edit of Work/Non-Work Hours
Revision Explanation ® Required ¥

Custom Overtime Dialog

Create Interim Charges User Defined Rates

Interim Validation * None Rate View Modify

|_ea Reverse Timesheeton correction | Biling 01 = o
) Generate Exception-Based Timesheets

] Populate Scheduled Leave on Timesheet Open Labor 02 B ]

UDT Options PAYTYPE Links Leave Notifications

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

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

or the online Help.

Note: For more information, see Deltek Time And Expense 1000 General Availability Release Notes

Post Installation Configuration Guide for Customers Upgrading from Version 9.x 21



Step 11 — Create/Sync Remaining User Accounts

Deltek

O Step 11 — Create/Sync Remaining User

Accounts

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

users.

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

1. Click Configuration » Resources » Resource Information.

— Resource Information

Identification

Employee ID*

Last Name *

First Name *

Government 1D

Vendor ID

Login ID*

Active Directory

Hire Date M
Termination Date
Email

Resource Type*  [Employee ¥,

Active

Middle Initial

Payroll
Payroll ID

Payroll Employee ID

Costpoint Vendor.

Costpoint Vender Employee ID l

Costpoint Vendor Email

Access

2. Click Query and on the Query tab, filter based on currently active users as shown below:

Resource Information

Saved Queries

Find ~ Query Sort

Query Condition

|and |Active

|checked

Return all records where:

[ |Match case of values

Count Save Query

[ o

X

Reset

Close

3. Select the employees for whom you want to create user accounts. For example:
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Resource Information New || copy | ¥ || pete || Fom || cvey v || — /| x
¥ Employee D*  Actve LastName * First Name * Middle Initial | GovenmentiD | Vendor ID Login ID* Active Directory | HireDate  Terminat

100 Shayne Lucy 000000000 test 100 0170111995 =] 2

10010 Toth Jo Linda M 100100001 TOTH 10010 077292004 1] T

10011 Velez Eduard J 158789754 ~1001 10011 03/01/2005 1]

10012 Rubin Michael M 084018134 ~10012 10012 11/08/1998 [

10013 Linder Jeanetie s 317368159 ~10013 10013 06/22/1998 [

10014 [ [Purcen Laurie L 351909769 ~10014 10014 05/12/2000 [

10015 Biggs Sidney K 830761007 ~10016 10016 1110112000 1

| 10017 Niu Lilly P 351045661 ~10017 10017 05/17/2000 11

| 10018 Goswanmi Ashok [ 125663346 ~10018 10018 047031999 1%

‘10019 Tran w z 667234939 ~10019 10019 05/01/1999 ]

| 10020 Widlus Barbara o 657311465 ~10020 10020 05/22/2017 1) v
B " »

Access History Leave GroupMembership _Group Supervised Defaults _Pay Methods

As you select employees, you should confirm that login ID information is accurate for users with
existing Costpoint login credentials.

4. Click Create User Account. Only existing user accounts are updated. Verify that users can log in
to Time & Expense.

Note: If a User ID in the Costpoint Manage User screen does not match the one entered on the T&E
Manage Resource Information screen, you may receive an error message: “Different User Account
exists for this Active Directory.” To address this issue, revise the login ID on the T&E Manage
Resource Information screen to match the User ID on the Costpoint Manage User screen.
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O Step 12 — Database Attachments Conversion
Utility
In this step, you run the Expense Report Convert Attachment utility, which converts attachments stored in

the 9.0.1 database to PDFs. These PDFs are available to users after the upgrade to version 8.1 is
complete.

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

" Convert Expense Report Attachments . = x |

Attachments found in database 98
Previously converted 98
Missing attachment data 0
Number of attachments converted 0
Storage location EXPENSERECEIPTS

Max number of Attachments to convert in run 10000]

Convert attachment

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

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

The utility includes the following fields:

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

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

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

For version 8.1, Time & Expense installations that are co-deployed with Costpoint now read directly from
the Costpoint tables for UDTs (01-11) across all domains, eliminating the need to import and export data

in co-deployed systems.

To support this level of integration, many Time & Expense fields were added as hidden fields to the
underlying Costpoint tables.

In this step, you will run a utility that transfers your data to these fields in Costpoint. To access the utility,

click Time & Expense » Configuration » Utilities » Toolkit.

The first time you open the application, the check boxes on left-hand side of the screen under Transfer
TE Specific Data to Costpoint are selected by default, as shown in the example image below.

This check box is selected by
default.

Check boxes in this section
are also selected by default.

Each label that pertains to a
TE UDT indicates the source
table in T&E and the
destination table in Costpoint.

This check box updates
overtime pay types in
Timesheet Classes.

This check box transfers T&E
Functional Roles to
Costpoint, where they are
now managed.

@“ W Browse Applications >

Toolkit

> Configuration > Utilities > Toolkit

A
I Post Upgrade Co-Deployed I

P Transfer TE Specific data to Costpoint Tables

TE UDTO1 to CP ACCT

TE UDTO2 to CP PROJ and CP MO_HDR

TE UDTO6 to CP GENL_LAB_CAT
TE UDTO7 to CP BILL_LAB_CAT
TE UDTO08 to CP WORK_COMP
TE UDT10 to CP PAY_TYPE

\ Update Class UDT10

Migrate Functional Roles to Costpoint

Vad

Settings in this section would
reverse the process, transferring
values from Costpoint to T&E.
Do NOT select them during the
Pre-Standalone Process post-upgrade process.

Transfer TE Specific data from Costpoint Tables

CP ACCT to TE UDTO1

CP PROJ and CP MO_HDR fo TE UDT02
CP GENL_LAB_CAT to TE UDTO6
CPBILL_LAB_CAT to TE UDTO7

CP WORK_COMP to TE UDT08

CP PAY_TYPE to TE UDT10

Update Class UDT10

Migrate Functional Roles to Time and Expense

This is an example image. The UDT fields that display in your application are those that are selected for
use on the Labels subtask of Time & Expense » Configuration » General Controls » General Settings.

Note: The Update Class UDT10 and Migrate Functional Roles to Costpoint check boxes are also
related to version 8.1 enhancements. You can leave these check boxes selected when you run the
utility. For additional information on these settings, see online Help, or in the Time & Expense section of
the Deltek Costpoint 81 Release Notes, see feature descriptions for “Costpoint Functional Roles” and
“Automatic Overtime Calculation.”

Following the installation of version 8.1, do the following to run the Toolkit:

1. Click Time & Expense » Configuration » Utilities » Toolkit.

2. On the Toolkit screen, confirm that:

= The Post Upgrade Co-Deployed check box is selected.

= All the check boxes under Transfer Specific TE Data to Costpoint are selected.

3. On the Process menu, click Action Menu » Execute Toolkit.

Process dialog boxes display that indicate the progress of each action being processed.
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Note: The procedure above is a one-time requirement following the upgrade to version 8.1.If you re-
run the Toolkit with the same settings selected, you may overwrite new data with old data..

For your reference, the table below shows the application path of the destination tables in Costpoint.

UDT Check Box in Toolkit Full Path of Destination Application in Costpoint

TE UDTO1 to CP Account Accounting » General Ledger » Accounts » Manage
Accounts
TE UDT 02 to CP Proj and CP MO_Hdr = Projects » Project Setup » Project Master »

Manage Project User Flow
= Materials » Production Control » Manufacturing
Orders » Manage Manufacturing Orders

UDT 06 to CP GENL_LAB_CAT People » Labor » Labor Rate Controls » Manage
General Labor Categories

UDT 07 to CP BIL_LAB_CAT = Projects » Project Setup » Project Labor »
Manage Project Labor Categories (PLC)

= Materials » Production Control » Manufacturing
Orders » Manage Manufacturing Orders

TE UDTO08 to CP WORK_COMP People » Labor » Labor Controls » Manage Workers’
Compensation Codes

TE UDT10 to CP PAY_TYPE People » Labor » Labor Rate Controls » Manage Pay
Types

Note: An Integration Settings tab was also added to Time & Expense » Configuration » General
Controls, which displays in co-deployed systems. To learn more about this tab, see online Help or in
the Deltek Costpoint 81 Release Notes, see “Enhanced Integration of Costpoint and Time & Expense.”
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O Step 14 — Clean Up Data Discrepancies

As described in the previous step, Time & Expense installations that are co-deployed with Costpoint will
read directly from the Costpoint tables for UDTs (01-11) across all domains.

Therefore, unresolved data discrepancies, such as when a UDT exists in one system but not in the other,
may result in system errors in version 8.1.

In this step, you will run a utility that enables you to to identify and address potential data discrepancies
after upgrading to version 8.1. To access the utility, click Time & Expense » Configuration » Utilities »
CP/TE Diagnostics Toolkit.

The utility includes 19 separate diagnostics, and where issues are identified, it can automatically resolve
the discrepancy by setting the value in one system to that of the other, or in some cases, you may be
required to manually update the data, such as adding or deleting a UDT.

After you upgrade, the Costpoint values, such as for UDTs, become the default value, and the older
values from Time & Expense are moved to archive tables.

Warning: Depending on the issue, failure to correct the data may cause errors due to records no
longer being available after you upgrade to version 8.1.

For each item you select under Type, the CP/TE Diagnostics Toolkit displays instructions specific to that
diagnostic. The first time you use the application, you must Intialize to populate the Type drop-down list.

2.)
This list populales after # W [0 Browseappications > Time & Expense > Configuration > Utilities > CPITE Diagnostics ToolKit 1A M O
you click Initialize. It CPITE Diagnostics Toolkit m|—ollx
displays all the Initialize Worktables
diagnOSﬁGS where |Ty'pe * [Eror - Not in Costpoint - UDT in use ¥ I A he C w
5 s 1 Initialize to compare the Costpoint an P
results were identified. RE ¢
This identifies all records that exists in T&E but dont exist in Costpoint_ If Record Counts e an I poce = MR LA

discrepancies that require cleanup prior to the
8.1 upgrade. Once the process is complete the
drop down will populate with all the data
discrepancy types that were found. Select each W

records are found, you will see a list of records in the results subtask. If nothing
is done, the record will no longer be available for use and may produce an error
accessing existing records after upgrade to 8.1 in the co-deployed emvironment, 3)

To clean up this data, add the records to Costpoint in the appropriate
applications Click this after you nitialize
select an option 1.) /
from the Type
drop-down list. Click this button to initialize
the data and populate the

Type drop-down.

Time and Expense Costpoint

)g

This table displays unT uDT Value Value Value
after you click Show Labor locations 123 A!
Results. Labor locations 477 =
Labor locations BAR
Labor locations BLST
Labor locations BMD
| Labor locations co3
‘ Labor locations uo3z
‘ Labaor locations uo3z
‘ Labor locations VLL
‘ Labor locations wDC
| TEAGcount 0001
| TEACCount 00151 ||
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«f CPITE Diagnostics Toolkit > Record Counts

This section displays if Error - Account type does not match - UDT in use 0 Warning - Calculation does not match 0
you CIICk Record E Cost d it match V: Cost Only flag d tmatch
rror - Costpoint company does not matl g Warning - Cost Only lag does not matct 0

Counts. For each
diagnosiic, it displays Error - Not in Costpeint - UDT in use 143 Warning - Description does not match 0
the number of records Eror - Org Is set notto export - UDT in use 0 Warning - Factor does not match 0
where discrepancies :

Error - Project required flag does not match - UDT in use 0 Warning - Not in Costpoint but in Charge Tree 0
were found.

Error - Whether for time andlor expense doas not match - UDT in use 0 Warning - Org is setnotto export - UDT notin use 0

Warning - Abbreviation does not match 0 Warning - Overtime flag does not match 0

Warning - Account type does not match - UDT not in use 0 Warning - Project required flag does not match - UDT notin use 0

Warning - Active flag does not match 0 Warning - Whether for time and/or expense does not match - UDT notin use 0

Waming - Allow Charging flag does not match 0

Close

Following the installation of version 8.1.1, do the following to run the Toolkit:
1. Click Time & Expense » Configuration » Utilities » CP/TE Diagnostics Toolkit.
2. Inthe Toolkit screen, click the Intialize button.

This process compares the Costpoint and Time & Expense data to identify discrepancies
between them. After the initialization process is completed, the Type drop-down populates with
different diagnostics where discrepancies were found. Up to 19 separate types may display.

3. From the Type drop-down, select the diagnostic you want to review and click Show Results.

The Results table is populated with the data discrepancies uncovered by the diagnostic.
Optionally, you can click Record Counts to display record results for all the separate diagnostics.

4. Depending on the type of diagnositic you selected, one of the following options may display below
the Results table:

= Set CP Value to T&E Value: Select this option to change the value in Costpoint to match the
value in Time & Expense.

= Remove from Charge Tree: This option displays only for the diagnostic that identifies
records that exists in the Time & Expense charge tree for UDTs 01-11 but do not exist in
Costpoint. Select this option to remove the charges from the T&E charge tree. The charges, if
needed, must be manually added to the appropriate application in Costpoint.

If no options display, corrections must be made manually in the appropriate area of Time &
Expense or Costpoint.

The table below provides a brief description of each diagnostic that may display under Type. Refer to the
on-screen instructions in the CP/TE Diagnostics Toolkit application for details on how to correct the data
for each one that occurs in your system.

Error - Not in Costpoint - UDT in use | This identifies all records that exists in Time & Expense but
do not exist in Costpoint.

Error - Project required flag does not = This identifies all Accounts where the Project Required
match — UDT in use setting in Time & Expense does not match the same setting
in Costpoint.
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Error - Whether for time and/or
expense does not match - UDT in use

This identifies all Projects where the time and/or expense
value in Time & Expense does not match the same value in

Warning - Abbreviation does not
match

Warning - Account type does not
match — UDT not in use

Warning - Account type does not
match - UDT in use

Warning - Active flag does not match

Warning - Allow Charging flag does
not match

Warning - Calculation does not
match
Warning - Cost Only flag does not

match

Warning - Costpoint company does
not match

Warning - Description does not
match

Warning - Factor does not match
Warning - Not in Costpoint but in
Charge Tree

Warning - Overtime flag does not

match

Warning - Project required flag does
not match — UDT not in use

Costpoint.

This identifies Project and Org records where the
abbreviation does not match between Costpoint and Time &
Expense.

This identifies Accounts where the Time Collection Account
Type value in Costpoint does not match Account Type in
Time & Expense.

This identifies accounts where the Time Collection Account
Type value in Costpoint does not match the same setting in
Time & Expense.

This identifies all records where the Active setting in Time &
Expense does not match the same setting in Costpoint.

This identifies all records where the Allow Charging setting
in Time & Expense does not match the same setting in
Costpoint.

This identifies all Pay Type records where the calculation in
Time & Expense does not match the calculation in Costpoint.

This identifies all Pay Type records where the Cost Only
setting in Time & Expense does not match the same setting
in Costpoint.

This identifies all Project and MO records where the
Costpoint company in Time & Expense does not match the
company in Costpoint.

This identifies all records where the description in Time &
Expense does not match the description in Costpoint.

This identifies all Pay Type records where the factor in Time
& Expense does not match the factor in Costpoint.

This identifies all records that exist in the Time & Expense
Charge Tree but do not exist in Costpoint.

This identifies all Pay Type records where the overtime
setting in Time & Expense does not match the overtime
setting in Costpoint.

This identifies all account records where the Project
Required setting in Time & Expense does not match the
same setting in Costpoint.
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Whether for time and/or expense This identifies all project records where the time and/or

does not match- UDT not in use expense value in Time & Expense does not match the same
value in Costpoint. It also identifies Orgs where Export to
Time Collection is not selected.
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O Step 15 — Create Scheduled Jobs

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

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

.‘. Time Expense Self-Service Administration

@ Scheduling

Add Process
Process | Parameters | Recurrence Run As Report To
Daily Floor Check | Test Daily Administrator, Timesheet (TIMEADMIN} | Administrator, Timesheet (TIMEADMIN
Self Service Sync |All Tasks Daily Pasternak, Laura D. (10010} Pasternak, Laura D. (10010)

Mote: Run Time and Next Run dateftime are based on time zone of AmericaNew_York

Close

Once the parameters are specified, you must set up scheduled jobs. See the Deltek Costpoint 8.0
Process Execution Modes guide for further information. Also see KB8094 on the Deltek support site.

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

1. Create a job parameter.

2. Create ajob ID.

3. Create a job queue.

4. Create a server.

5. Submit the job to the queue.

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

Create a Job Parameter (Step 1 of 5)

To create a job parameter, complete the following steps:

1. Click Time & Expense » Time » Time Reports/Inquiries » Daily Floor Check.
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-3 Daily Floor Check

| New || copy | ¥ Ddete‘ H |m1uml ” H ‘Tﬂl‘le auery | v || M| | X%

Criteria
Check Date

() Scheduled (ignore Specific Date below)
Monday - Friday with Monday run checking Friday
Check current day instead of previous day

Specific Date  02/20/2022

Function *

Group Option* [l v [ Non-Contiguous Ranges
Starting Group l

Ending Group l
ClassOpion* [l | [J Non-Contiguous Ranges
Starting Class l

Ending Class l

Parameter ID* 1051882 Description ® Group1

Filter Sort

Failed Primary * [Employee Name ¥
[ Passed Secondary*  [Timesheet Class v
O of

Notifications

—
D Automatically Send Notification After Previewing/Printing Report
Notify Notify Types
[ Employees [ Task
(] Other [ Email
Notes

Show Floorcheck Result (Notify)

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

Field Description

Parameter ID

Provide a unique ID for the parameter.

Description

Provide a unique description for the parameter.

Run for Previous Day

Select this check box to run the report for the
previous system date, which is always
yesterday's date.

Automatically Send Notification
After Producing Report

Select this check box to automatically send
workflow notifications after the report runs.

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

Under Delivery Options, select an option (for example, Email). Do not select Local Printer.
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Print Cover Page separated by commals), e.g.-1.4.10-15)

System Printer ~ File Options Email Archive

File Options

File Type (PDF v | FileName |
Alternate File Location |

Print Options X
Parameter ID (1051882 Description |
Delivery Options Queueing
() System Printer Print to File Download Email Archive () Local Printer Submit Batch Job
Document Locale Pages
. All pages |
Locale (As Generated v (Enter page numbers and ranges

If you choose Print to File, indicate the delivery options on the File Options tab. Specify the

name of the file and designate the location where the report should be saved.

If you choose Email, use the Email tab to specify options for email delivery.

Print Options X
Parameter ID [1051882 Description |
Delivery Options Queueing
[ System Printer Print to File g Download Email Archive (] Local Printer Submit Batch Job
Document Locale Pages
) All Pages |
Locale [As Generated ¥ (Enter page numbers and ranges

Print Cover Page separated by commals), eg_-1,4,10-15)

System Printer | File Oplions Email Archive
Email
To

Cc [
Subject [

Additional %]
Attachments [

File Name Alternate File Location

N

Text

-

Create a Job ID (Step 2 of 5)

To create a job ID, complete the following steps:

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

2. On the Manage Jobs screen, create the job that is associated with the application and parameter

you saved in step 1 of the previous procedure (Create a Job Parameter).
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[ Identification
JobID*
Job Group
Details

On Application Failure

@ Use Default
() Halt

() Continue

Default Priority 50

Comments

New || Copy | W De\ete‘ H ‘1uf?New:‘;| [ o] rave || cvery | w | ml| — ||| %

Description *

Modification Information
Creator 9439

Creation Date/Time 02/21/2022 09:32:03 PM

Last Mod Date/Time 02/21/2022 09:32:03 PM

- Job Operations

Sequence *
Module
Application *
Parameter *
Process

Report

New C(»]:l)(E W || Delele ii‘ ‘7‘1 of 1 Newliniﬂii Table ‘ iT" | N

Review values in the following fields:

Field

Description

Job Group

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

Module

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

Application

Provide the application name. In the current example, it
is TMRFLRCHK.

Parameter

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

Report

Because you already set notification values when you
created the parameter, you need to indicate the report.
You do not need to indicate processes.

Create a Job Queue (Step 3 of 5)

To create a job queue, complete the following steps:

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

2. On the Manage Job Queues screen, create a new Job Queue, or if one already exists that you

want to use instead, you can skip this step of the process.
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Company 1 (CTBBOQCM17SUBKST) 3 [P GO A

DBCECROREA

> Admin > Job Management > Job Management Codes > Manage Job Queues

- Job Queues New || copy | W || Delete ‘Wi || 1071 New

Identification

Job Queue ID* | [Process Sequentially

Scheduled Jobs

Start Recur  Recurring
Job. Description Status * Date Time  Priority Every Timeframe

| : >

Job Steps

*

3. If you are creating a new job queue, enter an ID in Job Queue ID.
4. Click Save.

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

Create a Server (Step 4 of 5)

To create a server, complete the following steps:

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

2. On the Start/Stop Job Server screen, create a server if one does not already exist. You will also
assign the Job Queue you created in the above procedure (Create a Job Queue).

ompa B80Q B Deltek Costpoint
S| v M (< [y €43 (=16 1M =1 L 1=
@ a anageme anagement Processing
a =
Daily Shutdown Daily Restart.
- Server Hame * Status. Destination Server * Time Time
[AsHAPTE2 Running Default Server or Cluster = ]
AvailableJonueues New || Copy | ¥ || Delete || Query W || —
- Job Process ] Job Active Process
- Queue . Gueus * for Server i
BORISQ N VADLQ ] N
CSs1 N VINCE_Q I N
PROJT N RIVERO I %
a1 N -
RIVERO i
VADI_Q N %
VINCE_Q N

3. Review values in the following fields:

Field ’ Description

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

Active for Server Select this check box to activate the queue for the
server.
Start Click Start to schedule the jobs currently in the queue.
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Submit a Job to the Queue (Step 5 of 5)

To submit a job to the queue, complete the following steps:

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

2. On the Submit Job to Queue screen, submit the job to the queue.

Company 1 (CTBBOQCM17SUBKST) ) Deltek Costpoint

8006

Browse Applications > Admin > Job Management > JobManagement Processing > Submit Job to Queue

(1] ] o oro mxsna | ][ |1 [ e || avery |
Job Queue ) Notify When Job Is Completed

Execute Job Recurrence Comments
Execution Option Every

Priority Until
Start Date End Date
Start Time End Time

Application
Hame

¥ Module Application

a. Review values in the following fields:

Field | Description

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

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

Execution Option Select the Start Time/Date.

Start Date Specify the date the job should first run and reoccur
from.

Start Time Specify the time of day you want the job to first run and

reoccur from.

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

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

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

After you complete this step, both the job and server display on the Manage Job Queues screen.
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Note: When setting up future scheduled processes, provided you are not adding queues and servers for other
jobs, you will only need to perform three of the procedures from this example:

=  Create a job parameter (Step 1).
= Create a job ID (Step 2).
Submit the job to the queue (Step 5).
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Appendix A — User Interface Customization

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

= Toolbar

= My Menu

= Hiding Fields/Controls

= Columns, both size and order

= Auto Position Mode

= Tables, including row sorting order

= Application elements, such as tabs and group boxes

To learn more about user profiles, see the online Help for Administration » System Administration »
Workspace Customization.
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For a complete list of available Costpoint Technical Documentation, including configuration guides for
Deltek Costpoint Mobile Time & Expense, and release notes for all versions, click Help » Costpoint
Information Center » Product Help » Additional Costpoint Release Documents. For example:

Help Shift [+ F1

|Costpofnl Information Center |

Videos and Learning Aids
About

For release notes for each major point release, select Major Version Release Notes:

Costpoint Information Center

Home > Costpoint Information Center (C... > Costpoint Release Notes > Major Version Release Notes

Table of Contents .

Using the Help Search

Major Version Release Notes

Major Version Release Notes

8.1.X Maintenance Releases (MRs)

8.0.X Maintenance Releases (MRs , :
(MRs) Costpoint, Costpoint Enterprise Reporting, Budgeting and Planning, and Time and

7.1.X Costpoint Maintenance Releases Expense have all provided detailed enhancement documents for major releases

Costpoint 7.1.1 System Jar Release .
Notes The following are links to the latest major release note enhancement documents

Compatibility Matrix | Deltek Costpoint 8.1 LA Release Notes |

PO, WV S

Accessing Costpoint =

| Deltek Costpoint 8.0 Release Notes |
Costpoint Online Help e
Vidane And | anrnina Rire v Costpoint 7.1.1 Release Notes Enhancements

Search Results Budgeting_and Planning_ 7.0 General Availability Release Notes

|Ti-me and Expense 10.0 Release Notesl

For subsequent updates to major releases, see links to Maintenance Releases (MRs):

Table of Contents - 4pr < &2
Costpoint Release Notes ~ .
8.1.X Maintenance Releases (MRs)
Major Version Release Notes g
8.1.X Maintenance Releases (MRs) Each month, there is a Costpoint maintenance release. All MRs have corresponding

release notes that include regulatory updates, enhancements, and defects delivered

8.0.X Maintenance Releases (MRs) )
in the release.

7.1.X Costpoint Maintenance Releases
Costpoint 7.1.1 System Jar Release All MR release notes can be accessed individually through the table below:

Notes
Release Notes Link | Release Month
Compatibility Matrix

Accessing Costpoint v Deltek Costpoint 8.1.4 Release Notes January 2022
Deltek Costpoint 8.1.3 December 2021
Search Results
Deltek Costpoint 8.1.2 November 2021

Deltek Costpoint 8.1.1 Release Notes October 2021

e I I . BN ot I et DB e ol _p P
For Technical Guides and Costpoint Mobile T&E documentation, select Additional Costpoint Guides.
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Table of Contents

Videos and Learning Aids
Data Dictionaries

Costpoint Monthly Release Notes -
Summary Lists in Excel

Additional Costpoint Guides

Costpoint 8.1 Guides

Costpoint 8 Guides
Costpoint 7.1.X Guides

Developer Resources

Search Results

v

Costpoint Mobile Time & Expense Documents (2.1)
Deltek Costpoint Mobile Time and Expense Release Notes

.

Deltek Costpoint Mobile Time and Expense Cumulative Update Release Notes

Deltek Costpoint Mobile Time and Expense FAQ

Deltek Costpoint Mobile Time and Expense Technical Installation and
Configuration Guide

.

AA N A S A

MMWWM—A.I)

Also visit the Deltek Learning Zone (https://education.deltek.com), and under Costpoint, browse for
“Understanding Time & Expense” to see a list of available training resources
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About Deltek

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