Maconomy Time & Expense Series:
Deltek Maconomy Quick Reference Guide

Time & Expense

The Time & Expenses workspace contains four sections: Time, Expenses, Mileage, and Favorites.

Deltek.

Time & Expen: X D
TIME EXPENSES MILEAGE FAVORITES REPORTS
WEEK DAY  MYPLAN 40 9 [5] [ Submit (%} Reopen [ Copy TimeSheet =L Print Time Sheet
“ 4 Aug 2021 » w  Employee Sean Williams 132 - Mon  Tue Wed  Thu Fri  Sat  Sun  Week

M T WTEF s 5  WekNo 3 Total 700 1000 10:00  &00  @&00  G:00 000 4300

26][27 282930 1 TimeUnit Hours Fixed 800 800  &00  &00 @00  G:00 000 4000

Balance 00 200 200 000 0:00 000 000 30 M invoiceable

9 (101 [12[12 14 15 Legend M Non-nvoiceable

16] 1701811911201 21 22 Due Invoiceable 700 1000 10:00 800 800 GO0 0:00 4300

EIER NSNS 6 2 Submitted Invoiceable%  100.00 100.00 100.00 10000 10000 000  0.00 100.00

ENE) 2

Approved
[ ] Fully Approved
Rejected
REGISTRATIONS ¢ & [ a®* =% 3° ¢ § Create favorite (] J{ Expense & Mileage v O
s Keep  Faverite Customer Neme  Project Name Task Description  Description Men Tue Wed Thu Fi  Sat  Sun  Tot. Invoiceab.. Details
10 Bank of America ... Exon - General consulting  Analysis Analysis 700 200 200 70| v oK
FREE] Boeing Boeing - Change manageme... Outsourcing Outsourcing 10:00 1000 v oK
s O ] ~[Bank of Amer... °. [Bank of America - Manag... . [Solution testing  [Solution testing [ [ a00] [ [ [1600] « Jox
DESCRIPTIONS ~ DETAILS ~ EXPENSES  MILEAGE ¢ & [ ~ 0
Hours Description
Men
Tue 200
Wed
Thu
Fri 200
Sat
Sun
Time o Expenses e Mileage o Favorites
For registering time For registering For registering mlleage. For setting up favorites,

spentin eithera expenses and outlays.
weekly or daily tab

Time Section

TIME EXPENSES MILEAGE FAVORITES REPORTS

DAY MYPLAN | & o [2] [4 Submit [#§ Reopen [E| Copy Time Sheet

WEEK

Connection between Day and Week panels

e A System parameter determines whether users can use the daily time sheet.

e Time entered in the Day tab can be viewed in the Weekly time sheet and vice versa.

e The guide includes a section for both Week and Day, but the time sheets
are similar. The only differences are that the overview displays either a week
oraday and similarly, Registration is either for a Week or a Day. The expansion
at the bottom does not include the Daily Description tab, as it can be entered
in Registration.
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which are shortcuts for
project numbers, tasks.

0 Week

where time can beentered on a daily
basis but submitted on a weekly basis

Day

where time is entered and submitted on

a daily basis

My Plan

for users with Maconomy integrated
within People Planner, which is not
included in this guide
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Time &Expenses X

TIME EXPENSES

MILEAGE

FAVORITES

REPORTS

Weekly Time Sheet

WEEK DAY

“ o4 Aug22l b ow
MTWTFS S
16 77)/28 2930 1

234506 7 8

224 [25)26)27] 28 29
30 31 2

Employee
Week No.
Time Unit

9 [0 1112 13 14 15 Legend

16|07 981000200 21 2 [

Due

A

PP
Fully

Sean Williams
El

Hours

Rejected

1132

MYPLAN 0 &[] [4 Submit [ Reopen [F] Copy TimeSheet L Print Time Sheet

- Mon  Tue

Total 00 1000
Fixed 800 800
Balance 00 200
Invoiceable 00 1000

Imvoiceable % 10000 100,00

1000 BO0 800 0:00 000 4300
10000 10000 10000  0.00 000 100,00

Wed  Thu Fi  Sat  Sun Week
1000 B00 800 0:00 000 4300

200 000 000 000 000 300

M nvoiceable
W Non-Invoiceable

4 Keep  Favorite

REGISTRATIONS ¢ & &P ¢+ §

Creste favorite. (] }{ Bxpense & Mileage

Customer Name  Project Name

Task Description  Description

Mon Tue Wed Thu Fi St Sun  Tot. Invoicesb.. Details

1 Bank of America... buon - General consulting  Analysis Analysis 700 200 800 w0 v ok
2 0O Bosing Bosing - Chenge manageme... Qutsourcing _ Qutsourcing 1000 0 v ok
s O ] ~ [Bank of Amer.. °. | Bank of America - Manag... . |Solution testing | Solution testing = [tew] ok

DESCRIPTIONS ~ DETAILS.

Tue 200
Wed
Thy
Fi 800

EXPENSES.

MILEAGE

&

> B

At the bottom is an expansion with the Descriptions and

Details panel. It provides additional information and
explanations for a selected entry in the Registration table.

This panel also has Expense and Mileage tabs displaying
entries linked to the time entry.

Color Coding

Deltek.

b The top part or the card pane of the

Week tab features a calendar in which
aweek can be selected for entering
time. The Time Informationis an
overview is playing entered and

missing time.

The Registrations table paneis

where weekly time is entered along
with a project and task.

R
Week I Day ] My Plan l O 5 [F] [ submit B Reopen
H o4 May 2013 [OY Employee  Sean Williams (1132) Time Information
Mon Tue Wed Thu Fri Sat Sun Week
M T W T F 5 5 Week No. 21
Taotal w00 10:. ie.. S:00  S:00 0:00 i0O 43
iNEEEN ¢ S

NEREER R 12 Legend Fixed g:00 &S00 &00 &S00 S00 000 000 40 B Invaiceable

13 14 (15 116 (17 15 1% - Due Balance -1:.. 200 200 000 000 0:00 0:00 300 M Moninvoiceable

20 (21 (22 73 24 = 26| [ ] Submitted Irwoiceable 7:00 10 10 &00 0:00 0:00 0:00 350

27 25 29 30 31 [ | Approved Invoiceable % 10..  10.. 10.. 0,00 0,00 0,00 &1,..

Rejected

e Bydefault the Time Sheet opens to the current week displayed with a highlight around the week in the calendar.

e Ifyouare late in submitting your time or want to submit for the following week, you can click in the calendar on any of the days of
the week. Atany time, you can also review your previously entered time by moving the calendar back and forth on the arrows.

e The Employee Name and Number of the user logged in are displayed together with the selected week number.

Time sheets have four actions:

Actions

© 2021 Deltek, Inc. All rights reserved
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Color Coding

The Time Sheet has color coding for a status overview: Legend
. . . Due
Red: The week is Due and is Not Submitted. _
: The week has been Submitted and is awaiting Approval. Submitted
: The week has been Approved. Approved
Dark Blue: The week has been Fully Approved - Fully Approved
: The time has been Rejected. )
No color: The week is in the future and not due for submission yet. Rejected
Time Information
Time Information Time Information has a daily
Mon Tue Wed Thu Fri Sat Sun Week overview of hours and a weekly
Total o000 5:00 S:00 §:00 &5:00 0:00 0:00 36 Summary,
Fixed 500  §00 500 &S00 500 000 000 40 B Irvoiceabls
Balance -Zi. 0 o0 o0 -2 00 00 -4 ' M Noninvoiceable Total hours is the total amount
Invoiceable 6:00 000 00 800 600 000 000 28 of entered time.

Invoiceable % 10.. 0,00 10.. 10. 10.. 0,00 000 77,..

Fixed hours are derived from a local and personal calendar. The Local calendar will contain public holidays to avoid
entering time on these days. The Personal calendar will show the amount of hours you have to work each day.

Balance is the difference between total and fixed and are displayed in Red when there are missing time and Green if
equal or more.

Invoiceable hours entered are displayed both with a total and as percentage of the total amount of hours.

Invoiceable hours compared to the non-invoiceable hours displayed in the colored graph makes it easy to get an
overview of the employees usability.

The Registration table is ready to use - always displaying an empty line -
where you can enter the necessary information for the specific day:

Registration Week

REGISTRATIONS ¢ 5 [He® =2 =24 § Create favorite (§1 J{ Expense & Mileage
—

4 Keep Favorite Custormner Mame  Project Name Task Description  Description Mon Tue Wed Thu  Fri Sat Sun  Tot. Invoiceab.. Details
1 O Bank of America ... Bxxon - General consulting Analysis Analysis 700 200 8:00 17:00 v OK
2 (] Boeing Boeing - Change manageme... Outsourcing Qutsourcing 10:00 10:00 i QK
3 O ¥ Bank of Amer... Bank of America - Manag... Solution testing ¥ | Solution testing 800 8:00 16:00 v OK

Note: It is possible to leave the
Project and Task unpopulated

Project and to save an entry with only

Task o _ Hours and an optional Description.
Description (optional) The missing information needs to
Hours

be entered before the week can
be submitted.

© 2021 Deltek, Inc. All rights reserved
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Actions Registration

Create Favarite 'ﬂ Expense =9 Milzage
e The Create favorite action will update the Favorites section with a new favorite for a selected project and task.
® The Expense action willadd an expense to an already created expense sheet or open a wizard to create a new expense sheet.

® The Mileage action will add a mileage entry to an already created mileage sheet or open a wizard to create a new mileage sheet.

Daily Timesheet

Time & Expenses X
TIME EXPENSES MILEAGE FAVORITES REPORTS The tOp part orthe card pane
S
WEEK DAY MYPLaN ¢ 4[] [} Submit (25 Reopen (2] Copy Time Sheet =) Print Time Sheet o of the Day tab features a
- Time Information calendar in which a Day can
“" o4 Aug 2021 Y Employee Sean Williams 132 hd : N
TRV IR RERESREcE| Dot o0/02/2021 Total 715 be selected for entering time.
A 1| Tmeunt Hours ;“’ 3:"5’ u The Time Informationis an
203 4.5 6 7 8 alance A Invoiceable . . .
[3)10 11 (1213 14 15 Legend ' B Non-imoiceable overview displaying entered
161718 18 [20] 21 22 Due Invoicesble 500 and missing time.
ﬁ : 215 2: o 28 2 Submitted Inveiceable % 2276
Approved
REGISTRATIONS ¢ © [L] 8% 2F 22 4 § # Createfavorite K] J| Epense & Mileage The middle part, or the
2 Keep |Favorite CustomerName  Project Name Task Description Daily Description Hours Invoiceab... Details o Registrations table pane,
1 O ~ | Bank of Amer... Bank of America - Manag... Workshops : = 6:00/ v [0]4 is for- entering dally t|me and
2 O Standard custom... Intemal time - Other time Training, received intemally 115 oK descriptions for the pr‘ojects
on which you have worked.
DETAILS EXPENSES MILEAGE PR E Create faverite
Customer Bank of America Corp. (10003) Customer Hierarchy o The lower part, or the exeangon
Customer Level Level 1 Level 1 Bank of America Corp. (10003) with the table pane Details, is
Project Manager Sean Williams (1132) t:::i where you can add or see
?::geecatagw Etemal Time, Bleble 100 C et . additional information and
Billing Price Total, Base 114000 Level 5 - explanations of a selected
Dimensions Estimate to Completion entry in the Registration part.
Executing Department  Management Consulting 1000 E" ;0“0 This part also has Expense and
Mileage tabs displaying entries
linked to the time entry.
WEEK DAY  MYPLAN &» & [J] [ Submit 7 Reopen (2] Copy Time Sheet =l Print Time Sheet ® Bydefault, the Time Sheet
- opens to the current Day.
- Time Informati . :
“ < Aug2021  » w | Employee Sean Williams 132 - T""el ormation 500 A selected day is outlined
ota 4 . .
M T WTF 5§ § Date 16/08/2021 , in black in the calendar.
26 27 28 29 30 1 Time Unit Hours Fixed 8:00
Balance -8:00 . Lo
3 130 :1 1‘; 153 11 135 Legend e Ifyouarelate in submitting
w7 198 e 0 21 2 Due N 000 your time or want to submit
2324235 (%6 (27 23 29 Submitted _ it for the following days, you
uDmItte: Invoiceable % 0.00 .
305112 Approved canclickin the calendar on
[ ] Fully Approved any day of the week. At any
Rejected time, you also can review

previously entered time by
moving the calendar timeline
using the arrows.
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e The Employee Name and Number of the user logged in are displayed together with the selected date.

Deltek.

® Follow your Time Sheet status for the selected day in Time Information. You can view total hours entered, as along with as a graphic
displaying the ratio of invoiceable: noninvoicable hours.

[ ]
The Fixed Hours are derived from both a local and personal calendar. The Local calendar will contain public holidays to prevent time

from being entered on these days. The Personal calendar will show the amount of hours you have to work each day.

REGISTRATIONS 4"

4 Keep Favorite
1 O
2 0O

The Registration table is ready to use - always displaying
an empty line where you can enter the necessary information,
including: Project, Task, an optional Description, and the Hours

for the specific day.

SHLLt ¥ Ha

Custermer Name
Boeing
¥ Standard cust..

REGISTRATIONS & [&]

f
2
3

Favorite

Bosing

Keep
]
O Sta
[m]

Registration Day

eate favorite m LH Expense & Mileage

Project Mame Task Description
Boeing - Change manageme... Qutsourcing

Internal time - Other time Training, received intemally ~

Inveiceab.., Details

0K
0K

Note: If you do not yet know the project, it is possible to
leave the field unfilled and save an entry with just hours
and a description (optional). Once you receive the project
and or task you can finish the time sheet.

Search Clients & Projects

There are two ways to enter the project:

Daily Description

REGISTRATIONS & [H]

Customer Name  Project Name Task Description
Bosing - Change manageme... Qutsourcing
ndard custom...

11 a
ProjectNo.  Project Mame
1120001 AT&T - General consultancy
1120002 Wal-Mart - Agency
1120003 KPMG - Management Consu.
1120004 KPMG - Change Management
1120005 ‘Work Order - Upgrade Soluti...

Q. More search results (Ctrl+G)

Custemer Name

or number. A drop-down list containing the most recently
vt sed projects will be populated.

KPMG International
KPMG International
Ford Motor

® The Project Name field is a combined field including both

- u 1. Search as you type - Start entering part of the project name

the project name, project number, and the customer name.

2.Clickonthe
Keep  Favorite Customer Mame  Project Name Task Description Daily De:

O Boeing Boeing - Change manageme... Outsourcing
O Standard custom... Intemal time - Other time Training, received intemally
O -

B Project X

Show: () My Projects () Department Projects (®) All Projects -

Now showing 1-25 << Prev Nexts» No of results to show: 25 ~

ProjectMo.  Project Name Customer  Customer Name ~
Mo,

a |

1 1020001 |Internal time - Sales zz10 Standard customer - 10

2 1020002 Internal time - Vacation and L.. ZZ10 Standard customer - 10

3 1020003 Internal time - Other time zz10 Standard customer - 10

41020004 Internal time - Finance 10 Standard customer - 10

5 1020005 Exoon - General consulting | 10003 Bank of America Corp.

6 1020006 Metlife - Management support | 10009 MetLife

7 1mnnnT Rneinn - Channe mananeme 1nnnT Rneinn ™

< >
oK Cancel

© 2021 Deltek, Inc. All rights reserved

Magnifying Glass and use this
search functionality to select a project from any of the
. available filter lists displayed in the pop-up window.
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Tasks

e When you have found your project, REGISTRATIONS &[]
you must complete the Task field.
4 Keep Favorite Customer Mame  Project Name Task Description Daily Description
1 ] Boeing Boeing - Change manageme... Qutsourcing
o |If you know the task number, you 2 ] Standard custom... Internal time - Other time Training, received internally
can enter it. Otherwise, open the s 0O | v |Boeing Boeing - Change manage... =]
drop- down list of tasks and make Task Name  Description
aselection. 100 Analysis
110 Strategic work
. . 120 Project M t
e Notice that only Time tasks that reeet Y anagemen
. 130 Method development
arerelevant to the project and 140 Outsourcing
included in the project Task List 150 Customer Meetings
can be chosen. 160 Consulting services in general
170 Subcontractor
3, More search results (Ctrl+G)

Hours and Descriptions

REGISTRATIONS ¢ & [J] 8% 29 2° ¢ § # Createfavorite ] | Expense & Mileage

« Keep Favarite Customer Mame  Project Mame Task Description  Description Mon Tue ‘Wed Thu Fr Sat  Sun  Tot.. Invoiceab.. Details

1 O Bank of America ... Bxxon - General cansulting Analysis Analysis 700 200 8:00 17:00 v OK

2 O Boeing Boeing - Change manageme... Outsourcing Outsourcing 2:00 2:00 v 0K

3 | O | ~ | Bank of Amer... Bank of America - Manag... Il e I External Time, Billable | | 3:OD| | | B:DO‘ | | 'I&l]]| v Task?

4 0O £:00 £:00 Project? A

e When you have chosen the task, enter the amount of

hours you have spent on the project and press Enter. More entries can be made for the Day or the
Week; however, before they are submitted, all

e Standard Task Description and the Customer Name entries must have a project and task displayed

are populated with this action. with OK'in Details.
® A manual text can be entered in Description.

REGISTRATIONS ¢ © [ e =f =2 ¢ § Createfavorite (] || Expense & Mileage

& Keep Favorite Customer Mame  Project Mame Task Description  Description Mon  Tue Wed Thu Fri Sat  Sun  Tot.. Invoiceab.. Details
1 O Bank of America ... Exon - General consulting Analysis Analysis 700 2400 8:00 17:00 i 0K
2 O Boeing Boeing - Change manageme... Outsourcing Cutsourcing 2:00 2:00 v OK
3 Bank of America ... Bank of America - Managem... System analysis System analysis 8100 &00 16:00 v 0K
4 | ~ [Bank of Amer... - [Bank of America - Manag... " |Solution design ~ [Solution design [ [eof] [ [ [ TJew v Jox

REGISTRATIONS » & e =f=°¢4 § Createfavorite (] Y] Expense  Often you will be working on the same project for a period of time. To
avoid searching for the project when making new entries, you can check

4 Keep  Favorite Customer Mame  Project Name the Keep field for the particular project, and reuse it again.

1 | Boeing Boeing - Change manageme...

: Standard custom... | Intemnal time - Other time When using the Keep option, the project and task will be populated

3 | | v |Bosing Boeing - Change manage... automatically within new Time Sheets in the following weeks until you

deselect Keep. However, you still will need to populate hours and a
description, if needed.

© 2021 Deltek, Inc. All rights reserved
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Favorites

When a time entry has been entered with a project number and task, it can be When a Favorite has been created, Project Number and Task can
saved as a Favorite utilizing the Create Favorite action. be entered by selecting the Favorite from the Favorite column.
REGISTRATIONS ¢ & [ e® == ¢4 § Create favorite ] J{ Expense & Mileage REGISTRATIONS ¢ o [H e =22 ¢4 § Create favorite E§] | Expense
& Keep Favorite Customer Name  Project Mame Task Description D0 & Keep Favorite Customer Mame  Project Name
1 ] Bank of America ... Exxon - General consulting Analysis A 1 O Bank of America ... Boon - General consulting
2 O Boeing Boeing - Change manageme... Qutsourcing c 2 O Boeing Boeing - Change manageme...
3 Bank of America .. Bank of America - Managem... System analysis 5 3 Bank of America ... Bank of America - Managem...
4 | | ~ | Bank of Amer... Bank of America - Manag... Solution design ¥ IS 4 Bank of America - Managei Bank of Amer... Bank of America - Manag...
Favorite Name Project No. Task
Bank of America - M, t project, Solution ... 1020008 115
Q. More search results (Ctrl+3G)

Note: Learn more about Favorites in the specific section
later in this guide.

Time Sheet Expansion

REGISTRATIONS & & D= =24 § Createfavorite (] Y] Expense & Mileage

o The expansion at the bottom Of the Week tab WI” dlsplay 2 Keep Favorite Customer Name ~ Project Name ) Task Description  Description Mon Tue
. . . 1 O Bank of America ... Bxon - General consulting Analysis Analysis T00 200
fOUr tabS When expanded. The flrSt tab dlspla\/ed is 2 O Bosing Bosing - Change manageme... Qutsourcing Qutsourcing
. . | L. ! 3O T ~ | Bank of Amer... . |Bank of America - Manag... . |System analysis ~|System analysis | [ &oo]

Description, used for Daily Description, and is not

included in the Day time sheet.
DESCRIPTIONS DETAILS EXPENSES MILEAGE PRI ['5/] Create favorite

o . . wtomer ik of Ameria Cor Customer Hierarchy
e The remaining three tabs Details, Expenses, and Mileage et o e Co (00 Lol Bonk of America Corp (1005
. . . . - Level 2 -
are available on both tabs and the information displayed Project Manager Seon Wil (1132 Levl2
X . . K . . . Activity External Time, Billable (100)

refers to the highlighted information in Registrations. Employes Cotegary g
Billing Price Total, Base 3,040.00 evel
Dimensions Estimate to Completion
Executing Department  Management Consulting 1000 Hours 000
Project Type System Implementations 130 Days 000
Spec. 5 R [ Completed
i" E“ z 5 - Project Manager Approval
el Spec. .

Status
Date

Daily Descriptions

L)
REGISTRATIONS o0 9 [] 2° = 2° 4 B ¥ Createfavorite (] {{ Expense & Mileage = Deltek Maconomy
Keep Faverite Customer Name & Project Name Task Description  Description Mon Tue Wed Thu Fri ¢ You must enter a daily description for Thursday on bask 100 belanging to
1 O ¥ Bank of Amer... “. | Boon - General consulting Analysis ¥ Analysis 7:00| 200 800 project no, 1120001
3 O Bank of America ... Bank of America - Managem... System analysis  System analysis 200 200
2| O Boeing Boeing - Change manageme... Outsourcing Outsourcing 200

DESCRIPTIONS DETAILS EXPENSES MILEAGE Y [‘5’]

"

Hours Description

Men 700 Analysis and research
Tue 200

Wed

Thu 200

In the Descriptions tab you can enter a Daily Description of your task for each day of the
selected week in the calendar. Compared to the Description field in the Time Sheet line, which
covers all days in the week per project/task combination, this is a detailed description per day.

Note: Be aware that it is possible for the Project
Manager to make Daily Descriptions mandatory,
as this is needed as additional invoice information
on some projects. If so you will receive a
notification when attempting to submit the

time sheet without the description entered.

When a line in the Registrations pane has been selected, the hours are displayed in the
Description tab per day and the additional description can be entered. Press Enter when you
are done.

© 2021 Deltek, Inc. All rights reserved 7
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Details

e From the Details tab you can find standard project information such as
Customer and Project Manager.

DESCRIPTIONS

DETAILS

EXPENSES

Customer
Customer Level

Project Manager

Bank of America Corp. (10003)

Level 1
Sean Williams (1132)

MILEAGE b

Deltek.

4[] # Create favorite
Customer Hierarchy
Level 1
Level2
Level 3

Bank of America Corp. (10003)

Activity External Time, Billable (100)
Employee Categor Level 4
ploys gory
Level 5
. . . . . . . . Billing Price Total, Base 3,23000
® Thedisplayed information will follow the line selected in Registration. - y
Dimensions imate to Completion
Executing Department  Management Consulting 1000 Hours 000
Project Type General Consulting 150 Days 000
spec.s [ Completed
Spec.& - Project Manager Approval
Local Spec. 2 0 Status )
Date
REGISTRATIONS ¢ © [& ,f ;0 :Z° t ‘ Create favorite ﬁ:l 'H Expense & Mileage
Keep Favarite Customner Name & Project Mame Task Description  Description Mon Tue Wed Thu Fr Sat Sun  Total Inveiceab.. Details

1 (| ~ Bank of Amer... Exoton - General consulting Analysis ~ Analysis 700 200 8:00 1700 ¥ 0K

3 | Bank of America ... Bank of America - Managem... System analysis  System analysis 800 800 16:00 v QK

2 [l Boeing Boeing - Change manageme... Outsourcing Qutsourcing 2:00 2:00 v QK

DESCRIPTIONS DETAILS EXPENSES MILEAGE ¢ [H] g% g° m
Row Height Fit to content |3
. Expense Entry Date  Task Description Description Expense Justification Reference Qua... UnitPrice,  Amount, Currency Exchange  TaxCode
Sheet No. Currency Currency Rate
1 10700014 02/08/2... ~ |Hotel * |Client meeting by client UsD| 125.00USD |USD = 1.00| US 0% =

® When a time entry has been entered with a project number and a task, it is possible
to create a new Expense Sheet or add an entry in an already opened Expense

Sheet using the Action Expense.

Note: Learn more about Expense
Sheet in the specific section later

in this guide.

e Once created, the expense line can be viewed in the Expenses tab within the expansion.

Mileage

REGISTRATIONS & & [ 8®° =2 %4 § Create favorite K] J{ Expense & Mileage
Keep Favorite Customer Name & Project Name Task Description  Description Mon Tue Wed Thu Fr Sat  Sun  Total |
1 O * Bank of Amer... Exoton - General consulting Analysis * Analysis 7:00| 200 8:00 17:00
3 ] Bank of America ... Bank of America - Managem... System analysis  System analysis 200 00 16:00
2 O Boeing Boeing - Change manageme... Qutsourcing Qutsourcing 200 200
DESCRIPTIONS ~ DETAILS  EXPENSES  MILEAGE ¢ & [ 8° =° @
—
Mileage Entry Date  Description Quantity Unit Price, Currency , Amount, From To \iehicle
Sheet No. Currency
1 [10700035  [o2/08/2.. ~[Customer Mesting | 044UsD| 5940UsD|Home [Clients Office.  [ownCar  ~

When a time entry has been entered with a project and task, it is possible to create a new
Mileage Sheet or add an entry in an already opened Mileage Sheet using the ﬁ Mileage

action.

Once created, the expense line can be viewed in the Expense tab in the expansion.

Note: Learn more about the Mileage Sheet and
how to calculate the quantity using Google map
in the specific section later in this guide.

© 2021 Deltek, Inc. All rights reserved
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Submit

TIME EXPENSES MILEAGE FAVORITES REPORTS
WEEK DAY  MYPLAN ¢ & (5] [4 Submit [§ Recpen [E] Copy Time Sheet [ Print Time Shest
“ o4 Aug 2021 o Employee Sean Williams: 1132 - Mon Tue Wed Thu Fri Sat Sun  Week I"F!‘Deltek Macﬂnon‘ly
M TWTE S 5  WeekNo 3 Total 700 1000 200 800 &00 000 0:00 3500
et e ;:Z:(E ‘;m o im oo f?} . Less hours than fixed have been registered For Monday
9 10 11 12 13 14 15 Legend
o] A NBIEIONEN] 21 22 Due Invoiceable 700 1000 200 800 800 GO0 000 3500
Sl e = » Submitted Invoiceable % 10000 10000 10000 10000 100.00 000  0.00 100.00
REGISTRATIONS «» & [H]e® g ¢+ § Crestefavorite [J] { Expense & Mileage
Keep Favorite Customer Name 4 Project Name Task Description  Description Mon Tue Wed Thu Fi Sat Sun  Total Invoiceab.. Details
1 O ank of America... Bon - General consulting nalysis nalysis v
s o I o
2O ] ~ |Besing Bosing - Change manage.. .| Outsourcing ~ | Outsourcing [ [ | [ [ [20] v o
e \When all the entries for the e Allentries will be validated and the time sheet will not be submitted if you e Submitted time sheets can
day or week have been have omitted either a project or a task. The submission can also be prevented be approved by the Project
entered, it is time to submit if the project is Blocked or Closed for time entries or if you have to Manager, Supervisor, or both
your time sheet. Click Submit. populate mandatory Daily Descriptions. when approval is required.
e When atime sheet is submitted, the amount of hours can be checked against a daily amount of ® Anerror message will be issued when the
Fixed Hours displayed in Time Information. Employees can be required to enter the minimum entered amount of hours is less than the
amount, making it easier to measure missing time. required Fixed hours.

Split Weeks
PP Aug 2021 [ Employee Sean Williams 1132 A ( . . . )
M T wT s s WekNo. 5A Note: Ifawegk|ssp||tovertwomonthsyoumlght
S EE G ] Tieme Unit Hours have to submit the same week twice, asin Week A
53045 8 7 & and Week B. This is called Split Week and will
9 (101112 (12 14 15 Legend support a quick month-end closing, as you must
1617 18|19 {20 21 22 Due submit all days covering the last week of the month
Sleslsiiel i 28 29 Submitted on the first day of the new month regardless of
2 Approved the weekday.
- Fully Approved \ J
Rejected
Reopen
e o MILEAGE  FAVORTES  REPORTS Itis possible to submit a time sheet and then
T ov e o 5 @ @ seo] el realize that you want to change a description or
e 2t v Men T W T ES S oveek add extra hours. This is possible as long as the
PR, e o st time sheet has not been approved by your Line
= pe momomomomonon o Manager yet, i.e. itis still grey.

e Approved

[ e
Reeced

Either overwrite the hours entered or add a new
entry; this will reopen the week. Or, click the action

Ay
ReosTRTONS > 9 [ 80 89 87 B & X Conetorte @1 1 e 6 e i . Reopen

When you have made the necessary adjustments
Jﬂ!’ Submit the time sheet again.
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Delete TimeSheet Lines Rejected Entries

] Time & Expenses  x
w Time & Expenses - Registrations @

Time Expenses. Mileage Favorites Reports.
@ The line cannot be deleted as it has been transferred Week | Day | MyPlan | &0 © [H] & Submic 7 Reopen [ Copy Time Sheet & Print Time Sheet
“« 4 Aug 2021 Yy Employee Sean 132 - Mon Tue Wed Thu Fri Sat Sun Week
M T WTEF s s  WeekNo 3 Total 800 800 800 300 800 000 000 4000
1 Time Unit Hours Fixed 800 800 800 800 800 000 000 4000
2.3 456 7 ¢ Balance 0.00 0.00 0.00 000 000 000 0.00 0.00

9 [10 1112 193] 14 15  Legend

%4718 10 m0] » » [ Due Invoiceable 000000 000 000 000 000 000 000
3 2425 % 27 8 Submitted

= | Invoiceable % 000 000 000 000 000 000 000 000
I Approved

Fully Approved

. . . . . Rejected

Itis NOT possible to delete time sheet lines if they have been . a

submitted. The amount of hours can be reversed by entering [Tregmmoion | & [ 40 4 0 4 & + Crotetnore @) H Eipore @ biese

anegative line and new entries can be entered on anew line L Kep  Favore Customer Name _Project Name TaskDeccrption _ Description Mon Tue  Wed
within the week. o] ~WeMart [TestNow2d P Tap

In the event that entries have been rejected by either the project manager,
the employee will receive a To-Do Rejected Time Sheet Lines.

In the calendar, the date of the entries are highlighted in the Rejected
color - yellow.

Expense Sheet Registration

This is a step-by-step guide on how to register and submit expense sheets.
Entering expenses directly on a project is timesaving and ensures a timely invoicing to customers. Expense sheets can be automatically

selected for payment, which ensures a fast reimbursement. It is possible to follow the expense sheet for approval and payment, as it can
be opened and reviewed at any time.

All Employees

Within the Time & Expenses tab is an Expenses section.

u“mww& *] UelteK &
e | ror | o |

o T @ © Newbpensesheet @ Close

Show: O My o o ©AllExpense Sheets

The section is splitinto four panes.

feste o Emplojee  Employee Name Totl  Crested Submitted Approved Fily  Settiement
No. Amount Approved _ Status . .
x S Afilter|
1 [ Copy 10700014 test 132 Sean Williams 500,00 23/09/2020 I ter lSt
2 [JCopy 10700030 TestExpenses 132 Sean Willams 000 29/00/2001  29/09/2021
Bpensesheet | 9 (2 © @ & & [ submit £ Reopen [F] Co,
Expense Sheet Period Exchange Rate
Expense Sheet  EENERIEE 10700030 Period ~] - v Curency hd
Project Bk of America - Manageme 1020008 Exchange Rete %0
Status
The Exp Sheet head
e st 1 o U — e Expense Sheet header
Approved -
Regiatios |_Docoments | & © (8 8 8° # § B B * Cratetovorte i Atach DocumenttoLine (3 View Document ]
Row Height Fitto content B
. EntyDate Favorte  ProjectName Customer Name Task Description Description Expense Justfication Refe.. Qua.. UnitPrice, Amount,  Cur.. bxh.. TaxCode  Tax,
Cumency_ Currency Currency.
1 00 - ~ [Bank of America - Manog... & |Bank of Amesica Corp. Mesis - Breakfast 100] 2000UsD| 2000USD U.. - 100 USCX - O

Expense Sheet Registration per project and task

Details | & 0 [

e s p—
Project B: 1020008 Level 1 Bank of America Corp. (10003) ) . .

: o test - Registration Details
Activity Transportation (550) Level3
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New Expense Sheet The Creation Wizard
m D3 Crestepense sheet o x| e Selecting New Expense Sheet
e ilbeced will open a Create Expense
fime e ‘ Fevortes ‘ S | Sheet wizard in which you
List of Expense Sheets | < E1] @ New Ewpense Sheet e can add the header
Show: @ My Open Expense Sheets () All My Expense Sheets () Open Expense Sheets () All Expense Sheets :J: information to be used as
Exchange Rate the default for the expense
) cunerer s ¥ registrations.
® Tostart creating anew Expense sheet, select the o New Fetmeniae o
Expense Sheet. e The text entered in Description
field will help to identify the
e Theactionis available when the filter list is open. expense sheet.

e When a Project no. is entered in the wizard, it will default to each entry later.

o If the items have been expensed abroad in a foreign currency, the Currency
and Exchange Rate can be entered to convert the expenses to the local
currency (base).

e Allentries can be entered after the expense sheet is created. To create the
Expense Sheet, click Create.

List of Expense Sheets

When a New Expenses Sheet has been created it will be
added to the Filter List in the List of Expense Sheets tab.

] Time & Bxpenses  x Deltek E:(::‘u;\ﬂc

Time Mileage Favorites Reports
List of Expense Sheets || &) K] @ New Expense Sheet

Show: O My Open Expense Sheets (O All My Expense Sheets @ Open Expense Sheets (O All Expense Sheets

I (& Close Filter List l

-
You can close the filter list Nowshoving 1401 e << rev Nest O
‘& Close Filter List Duplite  Bpeniz - Desetin Emcyes  Empiayes Name T e Submitted Approved ;\:Lymm Setiement "
. . FFeTS - -
in the upper-right corner D  wmm e T2 SeonWilams oo oz
. = OPY AP 2021 29/00/2021
and start enterlng your 3 B copy 070000 test 1132 Sean Williams 500.00 23/09/2020
4 [B copy 0700013 test 132 Sean Willams 000 23/09/2020 v
expenses. You can also Bpensesheet | @ 0 [ © @ 2 & [ Submit [ Reopen [E] Copy vo
. - »
double-click on one of the e — period Exchange Rte
Expense Sheet  test 10700031 Period - - < Cumency -
expense sheets n the Project Bank of America - Manageme 1020008 Exchange Rate 0.00
. X Employee Sean Williams (1132) Status
f| |ter ||St Total Amount 0.00 USD Submitted
Approved
v

Expense sheets have three actions: L Submit ﬁ‘- Feopen Copy
* Submit @
* Reopen [

* Copy |E|
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Expense Sheet Header

Show:  Test Expenses (10700030) Sean Williams

In the Expense Sheet header you will find Bpensesheet | < 0 21 © @ B 8 [ sbmit B fecpen [ Cony o
the same fields as in the wizard - Expense Expense Sheet Q | Period Exchange Rate
Expense Sheet  Test Expenses 0700030 I Period - - *  Currency -
Sheet name and currency. If you have not Project Bank of America - Manageme 1020008 1 Exchange Rate 0.00
already entered the information, you can Employes  Sean Williams (1132) SS“‘:"‘ ) » -
. .. ubmitte ministrator
doit here; however, it is not necessary. Total Amount anus | Approved
Settlement Status

The Expense Sheet area in the overview The Total Amount in base e APeriod date range can be entered
includes a unique reference number (company) currency is included.
(transaction number) for the expense In Exchange Rate, a default currency
sheet added at creation. e Status:f up(.;ated with da;e anq employee and exchange rate can be entered.

name when the expense sheet is:
e When no Exchange Rate is entered for a
The name and number for the Project ® Submitted foreign currency entry, the rate from the
are included, along with the Employee. ° éF{ZfOVed standard Exchange Rate table will be used.

e Paj

Expense Registrations

Registrations Documents. II P} H 5% % 29 t ’ @ © Create favorite [[] Attach Documentto Line (-5 View Document m
ow Height Fit to content |2
. EntryDate  Favorite Project Name Customer Name Task Description Description Expense Justification Refe.. Qua.. UnitPrice, Amount, Cur... Exch.. 1
Currency Currency
1 29/09/2021 Bank of America - Managem... Bank of America Corp. Meals Breakfast 100 20.00USD § 20.00USD USD 1001
2 29/00/2021 Bank of America - Managem... Bank of America Corp. Travel airfare, taxi etc. Travel airfare, tax etc. 1.00 30.00UsSD § 30.00USD UsD 1.00 L
3 29/09/2.. * ¥ Bank of America - Manag... Bank of America Corp. Hotel * Hotel 1.00] 4500USDf 45.00USD U.. = | 1001
© Inthefirst tabin the table pane you will find Registrations. The table is ready to use - In most cases it is best to enter Quantity
always displaying an empty line — where you can enter the necessary expense information: as 1for the total amount on the item.
® Project Name
® Task
e Description (optional)
e Quantity
® Unit Price

@ Inthe Documents tab, documents attached to the expense sheet are listed.

Actions Registrations

% Create favorice ([l Attach Document [SF View Document The Registration section has three actions:

® Create Favorite F
e Attach Document [m
® View Document =
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Search Client & Projects

The search functionality in the expense Registrations ] Docurnents I 5 H
sheet works in the same way asin the time sheet. Row Height Fit to content ~ B
There are two ways to enter the project:
Entry Date  Favorite Project Mame Customer Mame Task Description
° Search as you type - Start entering part of 1 29/09/2021 Bank of America - Managem... Bank of America Corp. Meals
Fhf proie?t‘na:;"e or nutmber' 'ildrOp_C(Ijowr.] . 2 1 29/09/2021 Bank of America - Managem... Bank of America Corp. Travel airfare, taw etc.
Istcontaining the most recently used projects 3 29/09/2021 e T e Hotel
will be populated. -
4 |E,"09,f2... E = 'I'I| Bank of Amernica Corp. . |Hotel
e Clickonthe . Magnifier Glass and use this Project Mo Project Name Customer Name
search functionality to select a project from any 1120001 ATA&T - General consultancy  AT&T
of the available filter lists displayed in the 1120002 Wal-Mart - Agency Wal-Mart
pop-up window. 1120003 KPMG - Management Consu.. KPMG International
1120004 KPMG - Change Management KPMG International
1120005 Work Order - Upgrade Soluti.. Ford Motor
9, More search results (Ctrl+G)

Currency

When a Currency and Exchange Rate
have been entered in the wizard or in

. 5 = g g

the Exchange Rate in the Expense Expersesheet | 0 0 (5] @ @ & & 4 submit 1 feopen [ Cory
Sheet tab, it will default to the lines in Expense Sheet Period Exchange Rate o

. . . . | h Expense Sheet  Test Expenses 10700030 Period 01/08/2021 | - 29/09/2021 h Currency usp -
RengtratlonS It IS pOSSIb e to C ange Job Bank of America - Manageme 1020008 Exchange Rate 1.00
them per item. The Expense Sheet can Employee Sean Williams (1132) Status
. . . . . Total & t 95,00 USD Submitted
include items with multiple currencies. otal Amoun o uso | Approved

Settlement Status
Allitems will be converted to the local
currency with the exchange rate entered Registrations | Documents | & © [5] 87 8% 2® & B B [ & Createfavorite [J Attach DocumenttoLine [ View Document (]

. Row Height Fit to content v 3
or with a default system rate. )
K Entry Date  Faverite Job Name Customer Name Task Description Description Qua.. Amount,  Cur.. Exch.. TaxCode  Tax,
The amount to be reimbursed can be Currency Currency
£ din Total A tinthe E = [Bank of America - Manag... - [Bankof AmericaCorp. . [Meals ~ [Breakfast [ 100] 2000usD[u.. ~| 1muses - ooousD
oundin lfota mountin e Xpense 2 1 29/09/2021 Bank of America - Managem... Bank of America Corp. Travel airfare, taxi ete. Travel airfare, tax ete. 1.00 30.00USD USD 1.00 USO% 0.00USD
Sheettab portion above. 3 29/09/2021 Bank of America - Managem... Bank of America Corp. Hotel Hotel 100 4500USD USD | 100 USO% 0.00USD

Note: Be aware that the amount reimbursed might be different, if the Finance department has changed the currency before posting.

Tax

e Columns with Tax Codes in both base and currency can be added to the expense sheet, making it
possible for the employee to select a Tax Code and have the tax amount calculated when applicable.

.. Tax Code Tax, Exp
e Taxcodes can be entered at any time before the expense sheet is approved, which makes it possible Currency
to have the Finance department enter or change the code before the approval. 0 Us0% 0.00UsD
0 =] ooousD
0 Mame Tax Rate

BE BS21 21.00
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Customize Columns & Details

The Expense Sheet Registration table can be Registrations | Documents | & 0 [ 82 5% 2° 4 § B B ¥ Crestefovorite 1) Attach Documentto Line [ View Document 7
customized to only display necessary Row Height Fitto content -3
iﬂformatioﬂ, Columns can be made mandator\/ Entry Date  Job MName Customer Name Location Employee Task Description Expense Justification
. L Mo.
to make sure information is entered. 1 20/09/2021 Bank of America - Managem... Bank of America Carp. 1000 ] Meals
2 [29/08/2... ¥ [Bank of America - Manag... . [Bank of America Corp. =N1000 o132 Travel airfare, taxi etc. -
3 ica - ]
Columns that can be added or removed are: 20/09/2021  Bank of America - Managem... Bank of America Corp. 1000 1132 Hotel
. . . <
e Dimensions (such as Location)
° Employee No. I Details I W% (5] b Create favorite
e Expense Justification Project Manager Sean Williams [1132) Customer Hierarchy
Job Bank of America - Manageme 1020008 Level 1 Bank of America Corp. (10003}
. . . : Level 2
The bottom portion of the wizard contains an Customer Bank of America Corp. 10003 Level 2
. . . . Activity Airfares (530) Ve
assistant with Details, such as project and | Level 4
nvoiceable Yes
customer name and number. Level 3
Project Manager Approval
. . Status - Remarks
The area canalso include Remarks fields, where

you insert a message to the Finance Managers.

Create Favorite

Registrations [ Documents 1 o b g° gf =9 t ‘ §i + Create favorite ILm Attach Document to Line [ View Document m

You haye the opFlon to cregte pr.O_jeCt entr.IeS as Row Height Fitto content = 3
Favorltes, maklng the regIStratlon faSter if you Entry Date  Job Name Customer Name Location Employee Task Description Expense Justification
are using the same project regularly. b,

1 29/0%/2021 Bank of America - Managem... Bank of America Corp. 1000 1132 Meals

. . 2 129/09/2... ~ Bank of America - Manag... Bank of America Corp. 1000 1132 Travel airfare, taxi etc. -

When the entry has been made, highlight the 3 29/02/2021 Bank of America - Managem... Bank of America Corp. 1000 132 Hatel
particular entry and press one of the two <
available Create Favorite buttons. EnEE Ej ¥ Creste favorite |

Project Manager Sean Williams (1132) Customer Hierarchy

lob Bank of America - Manageme 1020008 Level 1 Bank of America Corp. (10003)

Customer Bank of America Corp. 10003 Level 2

Activity Ajrfares (330) Level 3

Invoiceable Ves Level4

’} Time & Expenses - Registrations x

@ You now have a favorite '‘Bank of America - Management project, Travel airfare, taxi

A confirmation of the created favorites etc.'. You can rename it in the window 'Favorites'

Similar to time entries, created Favorites can Registrations | Documents ‘ G b [He%efe® ¢ J E & o Ceatefavorite [ At
be selected from the Favorite column and the
Project number and Task will be populated Row Height Fit to content T3
automatically. Entry Date  Favorite Job Mame Customer Name

1 29/09/2021 Bank of America - Managem... Bank of America Corp.

2 | 29/09/2... ~|:ELl R N ETRNELET | 7 | 3ank of America - Manag... . | Bank of America Corp. {

3 29/09/2021 Favorite Mame Job No. Task

€ Bank of America - Management project, Travel air.., 1020008 530
Details 1.:" Q. Maore search results (Ctrl+G)

Note: Learn more about Favorites in the Favorite section.
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Documents

Registrations Documents } o b [H 10 E:-e E..e ‘.‘ '. El E‘J i Create favorite [[| Attach Document to Line B‘u"iew Document ﬂ]

Row Height Fit to content (13
Entry Date  Favorite Job Mame Custermer Mame Lecation Employee Task Descripticn
Mo.
1 29/09/2021 Bank of America - Managem... Bank of America Corp. 1000 1132 Meals

PR LT TR B ank of America - Manaﬂ Bank of America - Manag... . | Bank of America Corp. S, 11000 Q1132 Travel airfare, taxi etc. -

e Scanned copies of the expense receipts can be |ﬂ| attached to the expense sheet.

e Save the scanned copies on your computer and select them individually from the File Open dialog that opens when you select the Attach Document
to Line action. Remember to attach the correct copy to the item selected.

e Selecting % View Document will display the copy.

Registrations ll Documents I [ ] g° @ Update | = Export ¥ Show @ Lock @ Unlock ﬂ] 0 Mew

Docume... Document Type Document  Locked Locked By Latest Revision Revision Text Changed on Changed by
- Size (Bytes) Revision is Mo.
Closed
1 [How to r... |Microsoft Word [1es00s | | | O [ | 07/10/2021 Administrator

e From the Documents tab, you can see what type of documents has been attached.

e Documents can be Word, Excel, PDF, TXT, and image files.

Create from Time Sheet

Registrations G h [H % 2F =22 ¢ B o Create favorite ﬂ] Y Expense |& Mileage
o [eep Favo.. Customer Mame Job No. Job Mame Task Description  Description Mon Tue Wed
1 | ] | - |Bank of Amer... “. | 1020008 <L |Bank of America - Manag... . |Systern analysis * |Sy5bem analysis | B.U.Tll EOG" &Eﬂ|
2 ] Bank of America ... 1020008 Bank of America - Managem... Requirement spe... Requirement specification 2.00
Make sure you have selected the correct entry. Then press IH Expenses and one of two things will occur.
Note: Expenses often go hand-in-hand with Time spent with a client. To save time you can use an entry in the time sheet with hours
registered to create an associated expense entry.

If you already have an open/unsubmitted
Expense Sheet, the entry will be inserted.

If youdo NOT have an open Expense
Sheet a wizard will open to help you
create one.
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Associlated Expenses

e AnAssociated Expenses wizard is used with the time sheet, which is P Associated Expenses o X
similar to the New Expense Sheet wizard explained earlier.

MNew Expense Sheet

Create a new expense sheet

e Select Expense to create the Expense Sheet.

Expense Sheet

Description Expesnes September
Job

Exchange Rate

Currency -
Exchange Rate 0.00

Neis |[Epense || Cancel

Registration Associated Expenses

Registrations | Documents | & O [l 2% =¥ 2 &+ & Bl Crestefavorite ||l Attach Documentto Line [ View Document ]
Row Height Fit to content -3
Entry Date  Favorite Job Name Customer Name Location Employee Task Description Expense Justification Description Qua... Amount, Cur..
Blo, =
1 |20/0972.. ~ ~ | Bank of America - Manag... . | Bank of America Corp. Q Q |13z ravel airfare, taxi etc, = | ‘\.Oﬂl 0.00 USD | U...
2 21/09/2021 Bank of America - Managem... Bank of America Corp. 1132 1.00 0.00 USD USD}
3 22/09/2021 Bank of America - Managem... Bank of America Corp. 1132 1.00 0.00USD USD;

e Theproject selected in the time sheet is now inserted in either an existing or a new Expense Sheet. When there are time entries made for
more than one day in the week, a line will be added for each day.

e Remaining fields for Task, Quantity, and Amount must be filled out in the same way as explained earlier.

Time Sheet Line

Details | Time SheetLine | & O

Customner Bank of America Corp. (10003) Hours Estimate to Completion
Customer Level Level 1 Hours Description Hours 0.00
Praject Manager Sean Williams (1132) Mon &0 - Days 0.00
Job Bank of America - Managemen... Tue 800 - Completed No
. Wed 800 -

Task Systemn analysis (100) " w00 Project Ma r Approval
Activity External Time, Billable (100) Y ' - Status A

: Fri 800 -
Invoiceable Yes Date i
Overtime Spec. - sat -

Sun -

e Whenan Expenses entry is created from the time sheet, a Time Sheet Line tab will be available and display the details of the time entry.
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Expenses in Time Sheet

“ Dac.:nphonsl Detall.sl Expen;e;l Mll.eagel ¢ D [‘ﬁ‘] g° =® m

Row Height Fit te content - |3
Expense Entry Date  Favorite Task Description Description Expense Justification Refe.. Qua.. UnitPrice  Amount, Cur... Exch.. Tax Code Tax,
Sheet No. Currency  Currency Currency
1 [10700022 20/09/2... * | Travel zirfare, taxi stc. | Trave! airfare, taxi ete. | | 100] ooouso| ooouspfu.. +[ 1oofusox +[  ooousD
2 10700032 21/09/2021 100 0.00USD 0.00USD USD 1.00 0.00 USD

® When Expenses are created from the Time Sheet entry, the created line or lines

can be viewed in the Expenses sub tab in the time sheet. Note: Additional Information entered in the

Expense tab in Time will update Registration
e Remaining fields Task, Quantity, and Amount must be completed in the same in Expenses and vice versa.

way as explained earlier.

Copy Expense Sheet

Expense Sheet (R [‘5‘] o 9 El_, @ Submit E‘} Reopen Copy

e Previously created expense sheets can be Copied and save time when there are B3 Copy Erpence Shet boox

similar entries. Copy Expense Sheet

Enter the number of the expense sheet to copy from

e Select the action Copy when a new expense sheet has been created. This will open a Expense Sheet Number (10700037 |
Copy Expense Sheet wizard.

e Enteroruse the search functionality to find the Expense Sheet number.
e Seclect Copy Expense Sheet.

e Alllines from the old expense sheet will be inserted without Quantity and Unit Price
populated.

=

Submit Expense Sheet

Expense Sheet PR T 0 9 EE [ Submit % Reopen Copy

e Submitis part of the approval process for the expense sheet and must be

Note: When Project Manager approval is requested,
completed by either the employee or the supervisor.

a To-Do will be created when the employee submits
the expense sheet.

e \When the expense sheet is submitted, a To-Do can be created for either a
Manager or the Finance Department.
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Print Expense Sheet

® Employees can Print and Sign the Expense Expense Sheet
Sheet. The layout can be customized. Sean witams _
EMPLOYEE NO. 1132 Mileage Rate
DATE 12/10/2021
EXPENSE SHEET NO. 10700032
° T h e p ri nted a n d s ign ed expen Se S heet’ togeth e r ::;9/2“21 ?:::;:; ;’“le:l N::e - Task Name _Description Currency Currency Exch. Rate Base.
) L. ) R ank of America - Manageme 530 Travel airfare, taxi etc. usD 0.00 1.00 0.00
with the Or|g|na| rece|pts will be handed over to 21/09/2021 1020008 Bank of America - Manageme usD 000 100 0.00
. . 22/09/2021 1020008 Bank of America - Manageme usD 0.00 1.00 0.00
the Finance Department for reimbursement. 23/09/2021 1020008 Bank of America - Manageme usb 000 100 0.00
24/09/2021 1020008 Bank of America - Manageme usD 0.00 1.00 0.00
ToTAL usp 000

e Amanager’s approval and employee
confirmation of expenses can be made
before the Expense Sheet is delivered to the
Finance department.

| hereby certify that the above statement of expenses is correct.

Signed: Dated
ALL ORIGINAL RECEIPTS TO BE NUMBERED AND ATTACHED
Approval - Manager
Name: Signature: Date:

Overview Expense Sheets

. .
List of Expense Sheets (] m o Mew Expense Sheet

Show: (O My Open Expense Sheets () All My Expense Sheets @) Open Expense Sheets () All Expense Sheets
MNow showing 1- 13 of 13 results << Prew Flest =

o Duplicate Expense Description Employee Employee Name Total Created Subrnitted . Approved Fully S

Sheet No. No. Amount Approved 5

[+} v

1 |E| Copy 10700013 test 132 Sean Williams 0.00 23/08/2020

2 |E| Copy 10700014 test 132 Sean Williams 500.00 23/09/2020

3 |E| Copy 10700019 Test 1007 Gert Freeman 0.00 25/11/2020

4 |E| Copy 10700025 test 1049 Fay Miller 0.00 15/04/2021

® Expense Sheets are added to the Filter List once created and can be opened and reviewed at any time.

e Employees can search for and follow the approval process to track when the Expense Sheet has been Submitted, Approved, and Payments
have been made.
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Mileage Registration

This guide will take you through the steps of registering and submitting mileage.

o . . o . | — Deltek e
Within the Time & Expenses tab is a Mileage section e | ooene oo | s |
. . . . . Show: O O. il -
The Mileage section is similar to Expenses, but can R —— —
have a different Registration layout and a separate Reize e Pt s o S i
. . . . | h
print version of the expense sheet in the Mileage Sheet. | [ o] [ ol [mova —
e =t e S i il
The section is split into four panes. et T — | e - i
i e (w1 et o
© Afilterlist 6 st (50 et a5
ilter lis oot .
Registrations | Documents | & 9 [ 8% 8% 8° # § & B # Cestefovarite (| Attach Document o ine (55 View Document @] % O
© The Mileage Sheet header o U e i
© Mileage Sheet Registrations per project and task e N T T -5
Project Manager Customer Hierarchy
© Registration Details e 3 ot o Srocrene A
Activity Mileage (550) t"‘l i
Project Manager Approval o
Status. - Remarks.

Approved

New Mileage Sheet

® Tostart creating a new Mileage sheet select 0 New Mileage Sheet. = Time B Expenses % ‘

e Theactionis available when the filter list is open.

Time

The Creation Wizard

Selecting New Mileage Sheet will open a Create Mileage Sheet wizard where you P Create Mileage Sheet

can add a Description for the Mileage sheet and add a Project name and number. .
Mileage Sheet

® The textentered in Description will help identify the Mileage Sheet. A new mileage sheet will be created
e When a Project Number is entered in the wizard, it will default to each entry later. Mileage Sheet
e Allentries can be entered later. Click Create to first create the Mileage Sheet. Emp"_”":e e 13
escrlp on
Project

| Create | I| Cancel
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List of Mileage Sheets

When a New Mileage Sheet has been
created it will be added to the Filter List

List of Mileage Sheets |¢‘ @1 @ New Mileage Sheet

Deltek.

in the List of Mileage Sheets tab.

Show: () My Open Mileage Sheets () All My Mileage Sheets () Open Mileage Sheets ®) All Mileage Sheets

You can close the filter list ‘#' Close Filter List Mow showing 1- 5 of Sresults << Prev et ==
in the upper-right corner and begin . . . .
enteringsourfxpenses You ca g Duplicate Mileage = Description Total Submitted Approved
: Sheet Mo. Amount
also double-click on one of the a |
Mileage Sheets in the filter list.
1 |[5] Copy [10700022 0.00{29/03/2021
2 g Copy 10700018 Test 25112020 0.00
Mileage Sheet Header
1
° In the Mil ” Sheet head .," 49 H @ B & [ submit 5 Reopen [E] Copy e
n the Mileage Sheet header you
P . . Mileage Sheet Period Exchange Rate
W!” find the same fields a_s in the Mileage Sheet  Mileage Oct 10700033 Period 01/10/2021 - 31/10/2021 - | Currency s -
wizard — Name for the Mileage Project Exchange Rate oo
Sheet and Project. If you have Employee Sean Williams (1132) 5‘“‘“‘_
not already entered the Total Amount 0.0 USD submitted
Approved

information you have the option
toenterithere.

The Mileage Sheet tab includes a unique
reference number (transaction number)
for the mileage sheet added at creation.

The Project name and number and the
Employee are included.

The total amount in Base (Company)
Currency is included.

In the sub tab you will find the Registrations

©

e A Period date range can be entered.

In Exchange Rate a default Currency
and Exchange Rate can be entered.

When no Exchange Rate is entered for a
foreign currency entry, the rate from the
standard Exchange Rate table will be used.

Mileage Registrations

Status is updated with date and employee
name when the expense sheet is:

e Submitted
® Approved
* Paid

Registrations Documents | & © [E g% g° g° ‘.‘ ‘ @ “ Createfavorite [ Attach Document to Line |5 View Document ﬂ]

a

table ready to use - always displaying an
empty line - where you can enter the

1

2

necessary expense information:

3

® Project Name

Task
Description (optional)

[ ]
[ ]
Quantity

Unit Price

Entry Date  Project Name Customer Name Description Quantity Unit Price, mount, From To Vehicle
Currency urrency

07/10/2021  Bank of America - Managem... Bank of America Corp. Mileage 50,0 0.44USD § 2200USD office site Own Car

08/10/2.. v |Bank of America - Manag... ~. |Bankof AmericaCorp. . |Mileage [ 30 0.44UsD | 13.20USD | home customer

09/10/2021  Bank of America - Managem... Bank of America Corp. Mileage 25.0¢ 0.44USD § 11.00USD customer site Own Car

Note: The unit price for mileage/kilometres can be derived automatically when the Task is selected.

Actions Registrations

The Registration section have two Actions

Create Favaribe
® Show Direc

® (Create Favorite

tions
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Google Maps

U Registrations Documents \ o o8 [ B® g° =° ‘.‘ ., @ 4 Createfavorite [[| Attach Documentto Line [FF View Document ﬂ] ¥ 0O The M“eage panel inthe
. EntryDate  Project Name Customer Name Description Quantity Unit Price,  Amount, From To Vehicle Time & Exp.er?se
Currency  Currency « workspace IS Integrated
1 07/10/2021 Bankof Amer!ca - Managem... Bank of Amer!ca Corp. M!Ieage 50.00 044USD  2200USD office site Own Car §' with GOOgle Maps, for
2 08/10/2.. = Bank of America - Manag... Bank of America Corp. Mileage 30.00 044USD  13.20USD home customer Own Car  ~ o . .
3 09/10/2021 Bank of America - Managem... Bank of America Corp. Mileage 2500 044USD T1.00USD customer site Own Car directions.
The assistant Route is a
link to Google Maps.
0 The Route Assistant has two links which will Registrations I Documents l GOy Hefsfe*1t B B+ Createfavorite [ Attach Documentto Line [ View Document ﬂ]
open a map with directions to the Customer . EntryDate  Project Name Custorner Name [ Route ll“" +
address from the Employees home address - -
1 07/10/2021 Bank of America - Managem... Bank of America Corp. Customer Address
and from the Company Address~ 2 08/10/2.. = Bank of America - Manag... Bank of America Corp. Bank of America Corp.
3 09/10/2021 Bank of America - Managem... Bank of America Corp. 7500 Centurion Parkway, 28255 Charlotte, NC
i @ .
Note: The Address fields for company, @ show Directions from Employee
employees, and customers must be entered
correctly so they can be located on Google Maps.
The search functionality in the Mileage Sheet works in the same way as Registrations [ Documents l S SOt § El + Createfavorite |
inthe time sheet. Entry Date  Project Mame Customer Name Description Qua
There are two ways to enter the project 1 07/10/2021 Bank of America - Managem... Bank of America Corp. Mileage
2 08/10/2021 Bank of America - Managem... Bank of America Corp. Mileage
o Search as you type - Start entering part of the project name or number. 3 |09/10/2.. ~lle Bank of AmericaCorp. . | Mileage
A drop-down list containing the most recently used projects will be Riectlic Rrjsculane Eeomsglies
popu lated. 1020005 Bowon - General consulting Bank of America Corp.
. o e . . . . [ TUOUTE T Eo N - Consuitng Uays o Gank of Amerca corp. |
e Clickonthe ' Magnifying Glass and use this search functionality 1020107 DHI testing Execon Mobil
to select a project from any of the available filter lists displayed in the 1020109 MarcurlnvoiceEditingTest  Exocan Mobil
pop-up window. 1020113 ETC test Wal-Mart
I Q. More search results (Ctrl+G)

Details

I Descriptions Details Expens&:[ Mileage I *:' 4 [‘ﬁ'] - Create fa

® |nthe bottom of the wizard you will have an assistant with Details

including Project and Customer name and number. Customer Procter & Gamble (10008)
. . . Cust Level Level 1
® Thearea canalsoinclude a Remarks field to insert a message . ) omerhevE =e o
to the Finance Manager. Project Manager Sean Williams (1132)
Activity External Tirme, Billable (100)
Employee Category Senior Project Manager m -
Billing Price Total, Base 6,080.00
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Create Favorite

Deltek.

You have the option to create project entries as
Favorites, making the registration faster if you are

. Entry Date  Project Name Customer Name Description Qu using the same project regularly.

1 07/10/2021 Bank of America - Managem... Bank of America Comp. Mileage When the entry has been made, highlight the

2 08/10/2021 Bank of America - Managem... Bank of America Carp. Mileage particular entry and press one of the two Create
3 0910/2.. = Bank of America - Managen Bank of America Corp. Mileage Favorite buttons available.

Details | & O [2]] ¢ Create faverite

Project Manager Sean Williams (1132) :

Project Bank of America - Manageme 1020008

Customer Bank of America Corp. 10003

Activity Mileage (360)

°
You now have a favorite '‘Bank of America - Management project, Mileage'. You can
rename it in the window 'Favorites'

’] Time & Expenses - Registrations *

A confirmation is issued when a Favorite is created.

J Regiaions | Documents | 9 [ 8959 5° 4 8 B B + Cresterovore ) Atach Documenttoline 3 View e Similar to time entries created, Favorites can be

e — - - — S — selected from the Favorite column and the Project
ntr ate roject Mame avorite ustomer Mame escription uanti nit Price, . .
[ d 5 W Currency number and Task will be populated automatically.
1 07/10/2021  Bank of America - Managem... Bank of America Corp. Mileage 50.00  0.44UsSD
2 08/10/2021 Bank of America - Managem... Bank of America Corp. Mileage 30.00
3 |09/10/2... v |Bankof America - Manag... “. E Bank of America Corp. =3 |Mi|eage 25000 044
Favorite Mame Project Mo. Task
Bank of America - Management project, Travel air,. 1020008 1 Note: Learn more about favorites in the
Bank of America - Management project, Mileage 1020008 560 Favorite section.

Q. More search results (Ctrl+G)

Create from Time Sheet

Make sure you have selected the correct

Registrations Ooh [ g® gf =° t ‘ 1 Create favorite ﬂ] Iﬂ E(pensl = Mileage I

o entry. Then press E Mileage andone o Keep Favo.. CustomerMame ProjectMo.  Project Name Task Description  Description Mon Tue Wed
of two things can occur. i .
1] | [Procter & Gamble [1020150  [Test [Consulting [Consulting [ 800] 800 800]
[ Descriptions l Details [ Expensasl Mileage o b [H] g® g? m
. . . . o Mileage Entry Date  Favorite Description Qua... Unit Price,  Amount, From To Vehicle
Note: Mileage will often go hand-in-hand with Sheet No. Cumency  Currency

time spent with a client. To save time, you can 1 [fo7oo0ss [27/0972.. ~ | d | 000 000USD| 000USD
inthe ti h ithh 2 10700034  28/08/2021 000 000USD  0.00USD
use anentryin the time sheet with hours W B 20l 0m0uso BRGHTD
registered to create an associated Mileage entry. 4 10700034 30/09/2021 000  000USD  0.00USD

If you already have an open/unsubmitted Mileage Sheet, the entry will be inserted.
If you do NOT have an open Mileage Sheet, a creation wizard will open.
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Mileage in Time Sheet

o Expenses created from the time sheet can Registrations | «* 9 [5] 85 5% 8° & §  Createfavorite (§J Y| Expense & Mileage
be viewed and updated in the Mileage sub tab Keep Favo.. Customer Name Project No. Project Mame Task Description  Description
in the expansion at the bottom of the -
time sheet section. 1 Procter & Gamble 1020150 Test Consulting Consulting
® The Mileage tab and Registrations tab are both Descriptions | Detals | Expenses | Mileage | v» 9 [ 57 &% ]
updated simultaneously when an entry is made o Mileage Entry Date Description Qua... UnitPrice, Amount,
to one area. Sheet Mo, Currency Currency
1 | 10700034 27/09/2021 Mileage 000  000USD  0.00USD
2 |10700034 28/08/2021 Mlleage 000  000USD  0.00USD
3 |10700034 29/09/2021 mileage 000  000USD  0.00USD
4 (10700034 30/09/2021 ~ | Mileage] | ooo| ooouso| ooousp

Copy Mileage Sheet

® Previously created mileage sheets can be Copied, saving Mileage Sheet | & © (5] €3 & [§ Submit [?Z Reopen Copy

you time if you will be entering similar entries.

o Selectthe Copy action when a new Expense Sheet has been B Copy Mileage Sheet O *

created. This will open a Copy Expense Sheet wizard. Copy Mileage Sheet

Enter the number of the mileage sheet to copy from

® Enter or use the search functionality to find the Expense Sheet number. Mileage Sheet Number 10700033

Expense She... Description

e Select Copy Mileage Sheet. 10700033 Mileage Oct

Q. More search results (Ctrl+G)

e Alllines from the old mileage sheet will be inserted without Quantity filled out.

| Copy | I Cancel

Submit

| Expense Sheet | o 5 [H g E @- L4 Submit [ Reopen |E| Copy

o @ Submit is part of the approval process for the Mileage Sheet and must be done
either by the employee or the supervisor.

Note: When project manager approval is

e When the Mileage Sheet is submitted, a To-Do can be created for the Finance
Department Manager.

requested, a To-Do will be created when the
employee Submits the Mileage Sheet.
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Print Mileage Sheet

Mileage Sheet:
pate 1311012021 pace 1
e Employees can Print and Sign the Mileage Sheet. The layout can be customized. [ )
e The printed and signed Mileage Sheet can be handed over to the Finance R e L
department for reimbursement. e seenutans

::71'2;;021 :Ii:ge :GAD u:: 50.00 044 0.00 2200

e a5 L
TGooo0s. | Bank or Amerca M 560 G PO om e

e csones
Note: The procedure depends on the approval process and ol D B e e

can be created in many different ways.

ToTaL usp 000 4620

Overview Mileage Sheet

I List of Mileage Sheets ] & ] @ New Mileage Sheet

Show: () My Open Mileage Sheets (O All My Mileage Sheets (O Open Mileage Sheets (8) All Mileage Sheets

Mow showing 1-7 of 7 results << Prev Mest =

Mileage  Description Total Submitted Approved Employee Name Created Employes Fully

Sheet Mo, Amount MNa. Approved
[« -
1 (10700034 mileage September 0.00 Sean Williams 13/10/2021 1132
2 10700033 Mileage Oct 46.20 Sean Williams 13/10/2021 1132

® Mileage Sheets are added to the Filter List once created and can be opened and reviewed at any time.
e Employees can search for and follow the approval process to track when the mileage sheet has been Submitted and Approved.

® For Tax purposes, Mileage can also be reimbursed together with the payroll.

Favorites

This guide is a step-by-step guide on how to create Favorites that can be used in the Time, Expenses, and Mileage Sheets.

Guide for Project Managers

Overview Mileage Sheet

[ Time & Expenses  x

N
Tme | Bpenses | bieage w fctots Note: As the tasks are used
List of Favorites M‘p Hh Ut 4 3 @ Copy from Other Employee [ Create from Time Sheets (2) Show All Favorites 5 Update Lines to specify the kind of work
Favorite Name Project No. Project Name Task Task Description Can be Can be Can be W ) )
a d f d f d f
TimeRegi.. ExpenseR... Micage . performed, it might be
1020011 Matrix Marketing budget 2012 | Actnp Action planning v necessary to create more
merica - Management pro] FIZ 1020008 . [Bank of America - Manag... . [530 = [Travel airfare, taxi etc. ] [ v 1 ~ 1
3 |Bank of America - Management project, Mileage || 1020008 Bank of America - Managem... 560 Mileage v v than one favorite per project
All Favorites created from the Time, Expenses, and Mileage entries can be viewed in the List of with different tasks.
Favorites in the Favorites tab. \ y

e Afavorite is acombination of the Project and Task. The favorite will by default receive a name
combining the two.

e The default Favorite Name can be renamed to something more user friendly.
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Actions

Copy from Other Employee = Create from Time Sheets @ Show All Faveorites = Update Lines

=
|_E| Copy from Other Employee E Create from Time Sheets F=‘|' Update Lines

New Favorites

List of Favorites ] E

Favorites can be created Favorite Mame Project Mo, Projeck Marme Task Task Description Canbe  Canbe  Canbe
. . used for  used for  used For

manua”y in Favorites b\/ Time R... Expens.. Mieage..
entering a Project, Task, 1 Metlife - Management support, Mileage 1020008 Metlife - Management suppart Mg Mileage v v
and possibly, anew 2 Exxon - General consulting, Hotel 1020005 E:xcon - General consulting 540 Hotel v v
Favorite Name. 3 Boeing - Change management analysi... 1020007 Bioeing - Change management analysis 140 Ouksourcing v

4 ica - Mai i etica - Main contract 150 Project planning v

5 |General Consulting a, | = | =
Based on the selected Task List of Favorites | &0 [E] g° gf 29 "‘ 'y 52| |E| Copy from Cther Employes [ Create from Time Shests [ Update Lines

,
the respective columns Favorite Mame Project Mo, Project Mame Task Task Description  [Can l_Je used  Can be used C‘_an be used for
i Far Time for Expense Mileage
Where the Task W||| be Reqistration Reqistration Reqistration
used will be selected — 1 Metlife - Management support, Mileage 1020006 Metlife - Management support Mg Mileage v v
Ti E &Mil 2 |Exxon - General consulting, Hotel 1020005 Q on - @eneral consulking |54D ~ |Hotel = v v
Ime, expense | eage‘ 3  Boeing - Change management analysi... 1020007 Boeing - Change management. analysis 140 Cutsourcing v

4 Bank of America - Main contract, Proj...  1020008-01 Bank of America - Main contract 150 Project planning v

Favorites can be created for List of Favorites | ' 9 [‘ﬁ‘] a‘,’ E:‘-’ E—o ‘t ' j U—'j Copy from Other Employee [ Create from Time Sheets 2] Update Lines
- H Favarite Mame Project Ma. Project Mame Task Task Description Canbe  Canbe  Canbe Walid From Walid To
a SpeleIC per|0d' Adate u_sed for  wsedfor  used for
raﬂge can be entered in the Time Re... Expens... Mileage R...
| |d d 1 Metlfe - Management support, Mileage  10Z0006 Metlife - Management suppaort g Mileage v v 01/01f2013 L0jo7f2013

columns Valid From an 2  Exxon - General consulting, Hotel 10Z0005 Exxon - General consulting 540 Hotel v v

Valid To.

e Usethe Create favorite actionin Time,

Create Favorite Actions

Create favorite

ﬂ] ¥ Expense & Mileage

Registrations o b [ g® g% g° ‘.‘ ‘ ¥

Expenses, and

Mileage for automatic creation based on the entered . Keep Favo.. CustomerMame Project Mo.  Project Name Task Description
project and task.
1 Procter & Gamble 1020150 Test Consulting
Descriptions I Details [ Expenses ] Mileage l O B [‘5‘] “ Create favorite
Custorner Procter & Gamble (10008) Customer Hierarchy
Customer Level Level 1 Level 1
Project Manager Sean Williams (1132) Level 2
Artivity Fxternal Tims Rillahls (10 Level 3

am

e The favorite is created immediately and
in the card pane Favorites.

= Time & Expenses - Registrations
can be altered B g

The Favarite 'Boging - Change management analysis, Qutsourcing' has this
combination of Project, Task and Ackivity

e Openthe Favorite tab to rename the created favorite.

an
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Copy Favorites Wizard

e Ausefulactionis Copy from Other Employee ﬂ Copy Favorites O et
which allows created favorites to be copied from one
employee to another. Copy Favorites from Other Employee

. ) ) . Enter an employee number to copy favorites
e This functionality can be used to copy all internal

project/task for new employees. Like Vacation,
meetings etc. or when a team of employees are
working on the same projects.

Employee  Annie Leonard| 1136

Copy from Other Emplayeel | Cancel

Create from Time Sheets Action

° Clle|ng the I§ Create from J List of Favorites I o o HePsf4 § ﬂ] Copy from Other EmplcvyeelEf Create from T\meSheﬂsI@ Show All Favorites =7 Update Lines

Time Sheets action will copy Favorite Name Project Ne.  Project Name Task Task Description Can be Can be Can be '
H - used for used for used for
projects thaF have been saved D3 Trme & Brperies % | Brpense R Micage R
and have a time entry. 1 Test 1020011
2 Bank of America - Management project, Travel airf... 1020008 @ MNo new fav_om:s were created from the latest time sheet lines on which the field v v
e Amessage will beissued 3 Bankof America - Management project, Mileage 1020008 e I s | v v
indicating if favorites have or 4 Test (1020150), Consulting 1020150 I
have not been created.
Unsubmitted lines in Time’ listofFavorites | & © H 2222 ¢ § ﬂ:l Copy from Other Employes [ Create from Time Sheets (5) Show Al Favorrtzl Update Lines I
Expense, or Mileage entered Favorite Name Project Mo, Project Name Task Task Description Can be Can be
. . - used for used for
with favorites caPﬁbe updated T
with the action [=F Update I 1 Test lmeoon Matrix Marketing budget 2012  Actnp Action planning v
Lines’ e.g., anew name or task. 2 Bank of Amenca - Management project, Travel airf... 1020008 Bank of America - Managem... 530 Travel airfare, tax etc. v
3 Bank of America - Management project, Mileage 1020008 Bank of America - Managem... 360 Mileage v
4 | Test (1020150), Consulting 1020150 Test 100 ~ | Consulting - v
Favorites can be organized List of Favorites | &* & [5] 8° 89 &% E § T [ Copyfrom OtherEmployes [ Create from Time Sheets 5 Update Lines
using the arrows 4 § tomove Favorite Name Job Mo. Job Mame Task Task Description Can be
entries up or down, or each & #sed f;r )
field can be sorted in r Fom— e . Account T . .me;g;...
. . ccounting support, Review 0000 ccounting suppo eview
ascending or = descendin
& d g g 2 | Administrative T&E, Department Activities 10016 |Administrative TRE *[313  ~|Department Activities | v
oraer. 3 Fraud investigation (10009), Forensic Accounting Time 10009 Fraud investigation 100 Forensic Accounting Time v
4  New accquisition, Strategic Consulting Services 10005 Mew accquisition 102 Strategic Consulting Services v
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Limitations to Using Favorites

Favorites can be blocked. They can also be limited by date ranges.

When a favorite is blocked, it does not display in the table part of the window or in the time registration windows.

When ajob is closed or blocked for registration, the favorites that were distributed for the job are also blocked

and are no longer visible. If a job is later reopened or unblocked, Maconomy unblocks the favorites that were

distributed for the job. —
To resolve name clashes, Maconomy automatically renames a favorite that is unblocked whenever an employee

already has a favorite with the same name.

Afavorite can include a date range that specifies when the favorite can be used. If the date of the intended
registration is outside the date range of a favorite, the favorite does not display in the time registration windows.
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