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Introduction

Advertising and Marketing agencies are undergoing rapid transformation and businesses 

are moving at an exponential rate. The shift to digital coupled w ith increased competition 

and demand from clients putting pressure on margins, has made it increasingly important 

to deliver projects on time, to budget and of the highest quality, w hilst ensuring the 

maximization of return on employee efforts.

WorkBook is an end-to-end solution designed to assist you in meeting these challenges. 

Enabling you to manage your w orkflow from opportunities all the w ay through to billing, 

collecting cash and reporting on your projects.

We have taken experience from several decades of working with different types of 

agencies and have configured a pre-configured solution, w hich incorporates best 

practices and know ledge from hundreds of implementations. It is packaged-up w ith a 

pre-configured set of processes and settings to enable your agency to implement a 

system and set of procedures quickly and to industry best practices.

This Solution description document provides a bite size view  of what you have 

purchased w ith this specially configured offering. It covers four key areas, namely; 

clients, people, projects, and finance.

We recommend, w hen looking to optimize internal processes and business efficiencies 

in your delivery model, that you approach your optimization project w ith a focus on 

these four pillars

Please note, this document can be read as four individual chapters or w ork areas. 
When implementing your WorkBook solution it might be beneficial for you to delegate 

responsibility of these 4 areas to different people. Should you only be interested in 

implementing the People and Projects element of WorkBook, you can limit your 

reading as w ell as your purchase to those areas. Although you may f ind useful 

information in the Client and Financial sections.

Clients

People Financials

Projects
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Introduction  How to read this document

On the previous page w e identif ied the four pillars in agency management, to specify the four main 

chapters in this document

Each of these sections has then been broken dow n w ith the same sub-sections as described below: 

Setting the scene: The overall introduction and focus area on the solution

Best practice processes: Optimizing one area like project management can involve a lot of various 

processes, and you may have a hard time getting everybody to corroborate. Hence w e highlight 3-4 

processes that we know make a difference and should be follow ed by all. 
Further to this document w e have produced a complete process description w ith all process descriptions in 

sw im lanes. This document w ill provide inspiration on how  the entire process f low can work for your agency 

(WorkBook Process Descriptions)

Reporting within the area: In this section w e give an overview on how  the solution supports reporting and 
visibility w ithin the given area

3-4 areas of improvement: On the setting the scene page w e identify 3-4 areas of improvement. For each 

of these areas w e have described the WorkBook solution

What is included in your purchase?

This solution description details the fully configured WorkBook 

solution. If  you have only purchased Project & Resource 

Management the Client and Finance chapters are not a part of 

your purchase. 

As mentioned the document can be read so that each chapter can 

be combined to the different license packages w e offer. The only 

place w here this does not apply is under the Client Management 

‘Revenue Forecasting’ section w hich is for those that have 
purchased the Finance part of our solution.
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A role based solution

There are several roles within an agency. We often distinguishbetween 

Operations and Finance. A breakdown of these can be seen below:

Operations Finance

Employee: Creative.. Developer .. :

Executes tasks on projects and make sure to capture time 

& expenses

CFO: 

Ongoing control and approval of costs, in charge of revenue 

forecasts and match to people, contracts, month-end + 

statutory

Project Manager:

Manages the project from it start till it is delivered; budget 

& planning, execution, invoicing

Controller: 

Ongoing management of f inance budgets, managing revenue 

recognition and month end, reporting to management

Departmentmanager:

Ow ns the people in the department and must oversee 

utilization and optimize planning. Can also act as project 

manager 

Accounts Payable:

Controls all costs from the PO’s are raised till vendor invoices 

are received and paid. Controls all expense sheet payment

Account Manager / Client Partner:

Ow ns the client, in terms of managing opportunities, 

forecasting and overall project responsibility 

Accounts Receivable:

Is in control of WIP and Accounts Receivable – makes sure 

w e invoice the client and the money is collected

Resource Manager (Traffic):

Ow ns and drives the planning and optimization of 

resources

Finance all:

One role that has access to all of the f inance roles above. 

This can be used in case you are a small agency w ith just 

one person in f inance.  

Management: 

Gets a full picture of the business through insights - being 

people, clients and projects

Human Resources:

Can setup employees in the solution and have overview  of 

absence and can approve absence requests

Each of these roles has a distinct part to play in the 

running and success of a business and each is 

measured on their ow n set of KPI’s.

WorkBook is a full end-to-end agency solution and 
throughout the w orkflow process different roles will 

be interacting w ith the system to carry out their 

actions.

We have highlighted in this document, and in our 
‘WorkBook process descriptions’ how each role w ill 

interact w ith the system in terms of process 

execution

Finally, Appendix 2 provides a detailed breakdow n of 
the functionality that each of the roles listed here w ill 

have access to in the solution and their approval 

remits etc. 



Project Management
» Delivering projects on time, budget and quality
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Project Management  Setting the scene

Role Description

Project Manager Manages the project from start to f inish until it is fully delivered: budget & 

planning, execution, managing progress and invoicing

Line Manager Manages people, their team or department and oversees utilization and 

optimal planning

Employee Executes tasks on projects and capture time and expenses

Introduction 
Project Management is the nerve of the WorkBook Solution, from the start of a 

project opportunity in the CRM to it being fully delivered and paid for. In this 

section the description w ill cover all elements of this process. We start by setting 

the scene on the solution focus and for whom and w hat to focus on

KPI Description

Project net profit Revenue less external costs and less cost of hours – on the individual 

project

Project Write offs Write offs on the individual project in terms of revenue that can’t be 

invoiced

Client / Project 

revenue

Revenue and net revenue per the individual client and individual project

KPI’s and measures

Solution focus
Project life cycle is the focus for WorkBook w ith the follow ing key fundamentals: 

Full visibility on project performance: Full visibility of how  projects are 

performing, a clear determination of w hat the project manager’s 

responsibilities are and w hat they are measured upon

Setting the right baseline: Manage projects by proper estimation and 
pricing. So that it reflects the projects contracted scope in a baseline 

budget, regardless of w hether the project concerns f ixed price or time & 

material

Execute project: Plan daily and w eekly tasks, collaborate around the 
execution of the tasks and make sure there is progress on delivered tasks

Deliver and control progress: Control hours and spent costs against the 

set budget and re-plan to reflect latest estimates of project. Report 

progress to f inance on a monthly basis for correct revenue recognition

Control project financials: Set invoicing plans as part of the project 

establishment and make sure invoices are sent out on a monthly basis 

(T&M) or w hen invoice schedules are due

Roles / People in focus

CONFIDENTIAL © Deltek, Inc. All Rights Reserved. 7
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Project Management  Project processes

Set the right baseline: From the start of a project you must ensure 

that it has the right baseline in terms of securing a proper estimate, a 

proper statement of w ork and a plan for execution. All elements and 

more are covered 

Execute:Moving from A to B w e kick off the project. The key is to 

manage the progress of tasks and ensure execution. The solution 

supports task planning and management including collaboration 

around the tasks

Deliver and control progress: Hours are tracked on projects and 

so are costs. You may raise a PO to ensure costs do not exceed 

approvals. PM’s can approve the hours on a project. We 

recommend a w eekly process for registering and approving time. 

This leads into a monthly process where progress is evaluated and 
fully connected to how  much revenue is recognized

Control your financials: The WorkBook solution enables you to set 

invoicing plans, invoice accordingly get notif ied at the time, or simply 

invoice based on w hat has been spent on a more T&M basis

The core processes of project management
The start of a project opportunity to its delivery, involves a complete set of processes that are supported 

by the WorkBook Solution. Show n below  are the high level, core project processes of an agency. 

Covered project processes in WorkBook Solution
The solution covers a complete set of processes – all of these you can 

read about in the ”WorkBook – process descriptions”, including swim lane 

diagrams. We shortly present them here:

• Create new  project (billable and non-billable)

• Time submission

• Project execution

• Project invoicing 

• Project closing



CONFIDENTIAL © Deltek, Inc. All Rights Reserved. 9

Project Management  Where to focus: Full project visibility

Achieved through:
Our approach is to provide full visibility of progress on projects and ensure project 

managers are accountable for the amount a company earns on the project. It is 

important that project managers and those above have full visibility of projects that are 

profitable versus those that are not. 

Our one version of the truth is the project w orkspace 

Project Workspace – one version of the truth:

The project workspace is the nerve of the project manager, providing full transparancy of his project. 

In this view you can see a selected project and a KPI view, where you can track the progress of the 

project against the set budget.

The cost view – a subpart of the project workspace:

The costs view within the project workspace provides the project manager with detailed insight of the project 

through the different tabs i.e. hours, purchases, invoices

Reports & views to support project visibility:
As mentioned above the project workspace is where you get full overview of projects. In the upper 

right corner of the KPI view you can see a drop down (jobs list), here you can select between multiple 

views showing the project sliced and diced in different ways. Examples below:

• Jobs list: A summary view to enable the tracking of your project across budgets, actuals and 

planned work providing insights into EAC and ETC and any potential overspend on your project 

before its completion

• Status v iew: Enables you to review and update the production status on a project and plan next 

steps

• Inv oice v iew: Enables you to review the invoice values and status related to your projects 

• Gantt v iew: View each of your projects in a timeline to quickly review deliverables and 

milestones

• Expenditure ov erview cost and sale: Get granular insights into the breakdown of your project 

actuals

Please find a full view of all reports in the appendix 1: WorkBook reports
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Project Management Setting the right baseline

Achieved through
When starting a project it is crucial to establish the right control point. We call this our baseline. In 

essence the baseline can be many things. The project plan is the baseline for w hen you shall 

deliver, the budget is the baseline for your costs, and your Statement of Work is your baseline for 

w hat should be delivered. The WorkBook Solution helps to set this up

Project creation and templates

When starting a project you w ill be asked to f ill in information about the project, 

but w hat is more important is that this opens up the ability to use a number of 

templates throughout the setup and execution of the project.

There is support via usage of templates for the follow ing: 

• Client brief

• Project plans and WBS structure

• Budget and quotes

• Statement of Work (or any wordtemplates in a fixed format that you

want to attach to a projector type)

As part of delivering the preconfigured template there is support for usage of 

templates. In terms of defining i.e the project plan template, the brief etc. the 

responsibility w ill lay w ith the customer
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Briefing
The Brief can be generated in the solution. This can happen through an inbuilt template for your 

brief, or an uploaded template that is matched against your “type” of project. 

The brief can be setup to be approved internally before it is sent out to the client for their sign 

off and the format can be adjusted based on w hat you want to include from your information

Budgets

Follow ing the brief, the budget w ill be the core foundation for controlling your project 

and can also be the foundation for your quote to the client in the format determined 

by you.  

Budgets can be automatically linked to a client specif ic rate card to safeguard 
margins and ensure your staff are budgeting accurately whilst securing a similar rate 

based revenue recognition. 

Project Management Setting the right baseline
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Project Management  Setting the right baseline

Budget Approval
Once the budget is f inalized it can enter an approval w orkflow, automatically routed to a defined 

user or role for review. As a PM you can review the w orkflow status directly from the project.

If  the budget approval is rejected a new  version can be generated w ith the previous, rejected 

version going into a cancelled state so that there is a clear trail. The approval request w ill 

populate w ithin the native WorkBook Inbox of the defined approver(s)

Project plans
Project plans can be generated for delivery based on your budget. You can also start 

the other w ay around and let your project plan and staff ing become the foundation for 

your budget. Timelines can be linked by dependencies, safeguarding delivery 

structure, as w ell as contain milestones and lag for complete control and accuracy

Statement of Work
It might be that your approved quote becomes the contractual document w ith the 

client. Alternatively you could formalize it further w ith a Statement of Work. As 

mentioned earlier you can upload this as a document once signed, or attached as a 

template to the project type, so project managers use the correct format



Project task staffing
Finding the right people both in terms of skillset and availability is key w hen planning and making 

resource requests.

Within the task planning section of WorkBook, you can filter by skills set or discipline to identify the 
best suited resources and see the hours they have available w ithin the task period you w ish them 

to w ork. WorkBook automatically show s only their true availability in this timeframe as it removes 

any existing bookings, vacation and appointments synced from their Outlook/Google calendars

It is also possible to request a resource type, a Group Resource, rather than a named person. A 

Group Resource is a resource of a certain discipline, e.g. Developer, w hose hours are made up by 

aggregating the hours of all the developers in the agency.
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Where resourcing is done against Generic Resource the PM may choose to add 

additional information via a conversation to the individual responsible for deciding 

w hich named resource will be substituted to undertake the w ork

Collaboration surrounding tasks: 
Similar to the task conversation w ith the resource manager, there is also support for 

full collaboration, task conversation and document handling around individual tasks. 

Employees can also report progress around the tasks in their Kanban view

Project Management  Execute Project



Control hours and external costs
Once the w ork has commenced the PM has the opportunity to review  timesheet submissions 

on their projects via an approval w orkflow. This provides the PM w ith cost control over the 

hours logged on their projects ensuring the correct revenue can be recognized. Timesheet 

approval is routed to the WorkBook Inbox of the PM making it easier to review , decide to 
approve or reject the time 

The same goes for expenses

In addition to time registration the management of third party costs is essential to 

safeguarding the success of a project.
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Project Management  Control progress

As the project is in f light it is essential to track and compare against the baseline 

budget. The view  below  provides a simple comparison betw een budget, scheduled 

and actual so that the PM can take proactive action to mitigate overspend on their 

project

By creating a PO on the project it allow s for better management of committed costs on 

behalf of the client and ensures suppliers are informed of deliverables. PO’s can be routed 

through an approval w orkflow to ensure the process is applied.
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Re-plan your project
Where there are differences in your schedule versus budget you may decide to update the 

timing plan to bring it in line. Re-planning by potentially sw apping out higher rate resource 

w ith more junior ones or adjusting the duration or amount of hours assigned can also help to 

rebalance the situation

Shifting out, or replacing resources will put the request back in for resource approval by the 

resource manager

Analysis of progress may highlight w here there has been scope creep on the project.

Creating a change order against a project by adding an additional budget w ill allow  the 

PM to generate an additional set of services that the client can approve. Once 

approved, these additional funds are added to the project budget to give a new  
aggregated baseline, but importantly, the budgets can alw ays be reviewed 

independently so it is clear a change order w as raised 

Project Management  Control progress
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Forecast revenue and evaluate progress
It is fundamental that PM’s can review  and update the progress of their projects in terms of 

revenue.

The Net Revenue forecast can automatically calculate periodic revenue depending on the 
settings applied to the system, for example even spread of fees across project start and end 

date.

How ever once projects are in progress the PM may re-evaluate and decide there needs to be 

adjustments regarding the amounts that can be taken in particular months to give the 
business a more realistic picture of expected revenue.

Similarly, as a project is progressing it is important that a PM evaluates the progress 

on their projects in order to define the amount of revenue that can be recognized 

based on project completion. 

The crucial part is to be able to secure this to happen as automated as possible and 
w ith as accurate a revenue as possible, and w ithin a short period of time as part of 

f inance doing the month end

Project Management  Control progress
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Invoicing plans 
When adding your budget you can propose an invoice/billing plan.  

Creating a invoicing plan ensures you agree a set payment plan for the project you are 

delivering w hich creates a mutual contract betw een the agency and the client. Invoicing plans 
may be more relevant for f ixed price projects 

We recommend uploading your signed Statement of Work, to ensure you have documented 

financial terms to hand

The invoice plan routes to the WorkBook Inbox prompting the user to take action, ensuring 

invoicing and payments are not missed 

Depending on the process in place either the PM or Finance team w ill be alerted via the 

WorkBook Inbox to billing due on their projects, according to the agreed billing plan

Project Management  Control project financials



Invoicing
Once the Statement of Work and budget have been signed off and an agreed billing plan is in place 

you can generate an invoice based on this. If  w orking w ith a client on a time and material basis you can 

generate an invoice w ithin the solution, based on time and cost spent. In general the solution supports 

both f ixed price and T&M billing

The invoice can then be routed if an approval w orkflow has been set up, appearing in the WorkBook 

Inbox of the defined approver
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Project Management  Control project financials

Print layouts (i.e. invoices)

The invoice is separated into 2 parts. 

1) The standard format w ith logos, invoice number, bank account details to 

payee and similar 

2) The content to clarify w hat is being invoiced. 

The f irst element is a part of the layout and the latter is defined as part of 

selecting how  you w ant to break-down the invoice.

These layouts can be edited to reflect your identity. As part of the package 
w e have defined layouts w here the implementation covers change to include 

your logo, address and bank account information. 

Through purchasing of additional services from Deltek consultants layouts 

can be further adjusted



» Getting the most out of your talent

Resource Management
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Introduction 
In any agency, Resource Management is a vital part of optimising the business. 

This is natural as your people are the hub of the agency and carry out the w ork 

on projects. Resource Management is also vital, given the constant changes to 

projects and client assignments 

Roles / People in focus

Resource Management  Setting the scene 

Solution focus
The focus of our solution is centered around: 

Resource visibility:  Full visibility of all assigned projects and 

people, short and long term

Get everybody to plan: Project Managers should staff the project, 

Resource managers / line managers should ow n and plan the 
resources, and employees should execute the assigned tasks. We 

show  you how

Measuring utilization: Measuring your business on performance, in 

terms of actual utilization and planned utilization

Capacity planning, hiring on data & insights: Long term planning 

requires planning of opportunities and proper forecasting on revenue, 

to hire based on facts 

KPI Description

Planned 

utilization

Weekly view  of future workload – i.e. expressed as hours booked or 

utilization

Actual utilization Hours on billable project as a percentage of available hours – per person

KPI’s and measures
The solution supports management of resources based on the follow ing KPI’s:

CONFIDENTIAL © Deltek, Inc. All Rights Reserved. 20
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Resource Management Planning processes 

The core processes of resource management
Resource management is a diff icult discipline to implement. It is important that 

everyone makes necessary updates for the data to be trustw orthy. The WorkBook 

solution support these processes, but at the end of the day the agency must enforce 

planning at all levels: 

We recommend the follow ing 3 processes for a strong level of control: 

Setting the 

project team

Set the right team on 

the project based on 

needs – not only 
availability  

Weekly planning

Make sure 

planning is alw ays 

up to date. PM’s to 

plan on a given 
day every w eek

Monthly forecast:

Plan capacity 

ahead w ith a 

monthly update 

process

Setting the project team

Projects fail w hen you staff them based on availability instead of the best skilled 

for the project. Gather the right managers to select the right team, especially on 

bigger projects, from its fruition. Once the team is agreed, plan for the full duration 

of the project, if  possible to lock the required resources

Weekly planning process

Successful companies regularly and clearly update their plans. Follow  this 3 step 

approach to ensure you can achieve the same: 

Step 1:  PM’s alw ays update plans on a Thursday. 
Step 2: Line Managers and Planners review  and adjust bookings on Fridays. 

Step 3: Employees execute according to bookings for the follow ing w eek 

Monthly forecast:
In an ideal w orld resource plans are updated for the full length of the project, and 

future opportunities are planned. If this scenario is not possible, introduce a 

process whereby once a month client partners and project managers are asked to 

plan 3-4 months ahead for a full picture of upcoming w ork. 

Read the Process Descriptions document for more detailed information for planning processes



CONFIDENTIAL © Deltek, Inc. All Rights Reserved. 22

Resource Management  Full resource visibility 

Achieved through:
Our approach is to provide full visibility of resourcing from granular daily requirements, w eekly 

planning to longer term management. In addition to this providing clear details on resource 

skillsets 

Through this insight those responsible for resource management, have the transparency to 

make the right decisions on usage of freelancer costs and increase peoples productive time 

and utilization

Once a PM has put together their timing plan, provided dates and resource requests across 
their plan the Resource Manager can see this information in one space, namely the Weekly 

Schedule. 

Weekly Schedule view 

The Weekly Schedule is the heart of the Resource Managers full transparency of resourcing. 

In this single view they can see bookings across live and provisional projects and where 

resources are over-booked. Bookings can be confirmed or amended from this view

Kanban view for employees 

Once the Resource Manager has confirmed the bookings they 

automatically appear in the employees task list ensuring 

accountability for work that needs to be done

Reports & views to support resourcetransparency:

• Employee profitability report: Informs you about the employee’s basic time 
compared to actual time spent split betw een a number of categories including

billable and non-billable hours. It highlights the variance betw een the employees

actual utilization versus their target both as a % and billable value

• Weekly Schedule: Configurable visualisation of employees allocated tasks and the 

impact of of this on their capacity
• Task Matrix: Allows for review of employee’s by client and project, enabling 

Resource Managers to easily assess staffing at these levels and make changes if 

required

• Capacity Status Graph: Visualize resourcing requirements coming in from projects 

and their impact on the capacity of resources in a simple graph

Please find full view of all reports in the appendix 1: WorkBook Reports
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Resource Management  Get everybody to plan
1 of 2 

Achieved through:
To ensure project success, planning needs to be tied to the budget. As the PM is the person 

accountable for the budget and deliverables, the planning needs to start w ith them. 

WorkBook provides comprehensive tools to assist the PM in this process by allow ing a 

request to role rather than individual, as w ell as helping them identify the right resources by 
skillset, level and availability.

Once the PM has made their requests this can feed into an approval w orkflow for a Resource 

Manager to view , approve, reject or amend. Any changes are automatically fed back into the 

PM’s timing plan ensuring everything stays in sync with one version of the truth

Set budget & staff project (Project manager view)

Finding the right people both in terms of skillset and availability is key w hen planning 

and making resource requests. Within the task planning section of WorkBook you can 

f ilter by skills set or discipline to identify the best suited resources and then see the 

hours they have availble w ithin the task period you w ish them to w ork on. 

It is also possible to request a resource type – a Group Resource – rather than a 

named person. A Group Resource is a resource of a certain discipline, e.g. Developer, 

w hose hours are made up by aggregating the hours of all the developers in the 

agency.

Project plans can be generated for delivery based on your budget or if  required, generated by 

planning requirements, staff and effort that then converts this into a budget.
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Resource Management  Get everybody to plan
2 of 2 

Weekly schedule (Resource manager view):

Kanban view – the Employee task execution list:

The Weekly Schedule brings together all the individual project requests into a single view , 

sw itching the focus to resources and how the requests made are impacting their capacity.

The Resource Manager can clearly see the bookings across live and provisional projects, 

w hen resources are overbooked and any sickness or absence.

Task matrix – an alternative view for transparency:
As resourcing needs differ, WorkBook provides a number of view s to cater for these 

requirements.

In addition to the Weekly Schedule another resourcing view called the Task Matrix allow s for 

review  of resource by client and project, enabling Resource Managers to easily assess 
staff ing at these levels

Once the Resource Manager has 

confirmed the bookings they 

automatically appear in the employee’s 

task list ensuring accountability for work 

that needs to be done. The collaborative 

nature of WorkBook allows for the 

exchange of information and data about 

the task
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Getting a view of utilization – actual performed:
Once your employees have submitted their time it is fundamental that these are analysed by 

utilization, billability and recoverability to ensure they are in line w ith their set targets.

The utilization report below  can be split depending on your requirements, e.g. by department, team 
etc. and provide a clear breakdow n on utilisation metrics. 

Resource Management  Measure on utilization

Getting a view of utilization – planned:
The left column reflected past performance in terms of utilization. In the w eekly 

schedule you can also sw itch to a utilization mode and view  by either day, w eek 

or month for individual employees
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Revenue and capacity forecast – the baseline for hire needs:
In order to plan ahead your company must make decisions on how  to grow, reduce capacity, or 

adjust to freelancers. To do this requires full insight into both capacity planning as w ell as revenue 

forecasting

Capacity view – the capacity graph:

Resource Management  Capacity plan –hire on insight

This insight provides certainty around the need for a freelancer or a full time hire 

and helps judge the best time to run a large campaign. The view  can be grouped 

and sliced differently

Forecast revenue – the second decision input 

As w ell as the Weekly Schedule, the Capacity Status Graph allow s you to visualise resourcing 

requirements coming in from projects and their impact on the capacity of your resources in a simple 

graph. This highlights any overbooking in red, provisional/opportunity w ork in yellow , free capacity 

in blue and vacation time in orange.

The Net Revenue Forecast provides a full picture of potential revenue broken dow n 

by agreed client projects and pipeline. Using Net Revenue Forecast in tandem w ith 

the Capacity Status Graph provides you w ith a complete picture of your required 

resources across all w ork as w ell as a complete picture of revenue streams. This 

allow s you to decide if you have the revenue to hire additional people, versus being 
better off w ith freelancers for an interim period (requires f inance module)



» Grow revenue and control client profitability

Client Management
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Client Management  Setting the scene

Role Description

Client partner / 

account manager

Ow ns the client, in terms of managing opportunities, forecasting and 

overall project responsibility

Project Manager Manages the project from start to f inish until it is fully delivered: budget & 

planning, execution, invoicing

Introduction 
Client Management is all about tracking and having visibility on the potential 

and existing w ork of your client, in terms of current performance, opportunity 

management, follow  up activities and pipeline and revenue forecasting. In this 

section the description w ill cover all elements of this process. We start by 
setting the scene for whom and w hat to focus on and solution content

KPI Description

Client Revenue – 

actual 

month-by-month basis tracking of net revenue per client brocken dow n by 

project

Client Margin The revenue less project costs, hours and external as a summary of all 

underlying projects, including business development costs

Client Write-Off’s A summary of all w rite-offs for all projects under the given client

KPI’s and measures
The solution supports management of clients based on the follow ing KPI’s:

Solution focus
The Client management element of WorkBook is centered around the 

follow ing 4 areas: 

Client visibility:  Get an overview  of client performance by reviewing 

historical information as w ell as future forecasted activity and revenue

Managing the single opportunity: Add an opportunity against a prospect 

or client registering key information such as value, probability, sales status  
and expected close date. Link activities to the opportunity for management 

and follow  up

Managing the pipeline: Review all opportunities in a single pipeline 

overview to better understand and manage opportunities and potential 
revenue

Managing the revenue forecast: Review project backlog revenue as w ell 

as pipeline revenue to provide a full year revenue picture for the agency

Roles / People in focus
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Client Management  Manage Client processes

The core processes of client management
The start of an opportunity, to a project f inally being delivered, covers a complete 

set of processes that are supported by the WorkBook Solution and is part of the 

project management section. Here, how ever the focus is on how  the solution 

manages client development and keeps track of how  the client is performing.

There are 2 key processes we wants to put forward that ensure good client visibility 

and control: 

Pipeline process – (Weekly)

Revenue forecast process (Monthly)

We suggest you introduce a w eekly process for client responsible people to 

update pipeline, their prospect and client data. Your sales team should update the 

solution w ith activities as they happen, and use it as an active tool. How ever, since 

sales people tend to avoid administrative w ork, set aside a day a w eek to add 

updates and use your w eekly client services meeting to w alk-through the pipeline 
and take actions.

Revenue forecast is instrumental for decision making w hen hiring and understanding w here

the company is heading, f inancially. We recommend a monthly process for updates. It 

should be a task that sits w ith your client partners. They may require PM’s to provide 

updates on existing backlog projects and inform them of remaining revenue falls.

Client management processes covered in WorkBook Solution  
The solution covers a complete set of processes, all of w hich can be read in the Process

Descriptions dopcument, including sw imlane diagrams.. Some of these are listed below ; 

• Create new  client

• Create new  opportunity

• Update pipeline

• Client revenue forecasting

• Receive client payments
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Client Management  Full client overview

Achieved through:
Our approach is to provide full visibility of progress on opportunities, overall pipeline and 

ensure account managers are accountable for forecasted information. Therefore it is 

important that account managers and those above have full visibility of all opportunities and 

understand the impact of these on the agencies potential revenue. We achieve this through 
the 12 month summary and net revenue forecast workspaces 

Pipeline view 

Revenue Forecast

The pipeline overview provides insight into future client work, with drill down 

on details around opportunities

Client profitability
Account managers also have access to relevant areas of the project w orkspace such as 

the project profitability report w hich provides them w ith a breakdow n of the project per 

client, to better understand performance. 

The Net Revenue Forecast provides a consolidated view of revenue to date as well as 

forecasted revenue for the remainder of the year. The information used to populate this 

view comes from projects as well as opportunities 

Reports & views to support client transparency:
• Pipelines: Reports & views to support clienttransparency:
• Overview of dif ferent opportunities and status

• 12 Month Sales Forecast: Informs you of potential revenue broken dow n month 

by month by pulling live data from both your opportunities and live projects 
• Net Revenue Forecast: Informs you of revenue to date as w ell as forecasted 

revenue for the remainder of the year using live information from opportunities 

and live projects to provide complete revenue forecast 

Please find a full view of all reports in the appendix 1: WorkBook Reports
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Client Management  Managing the single opportunity 
1 of 2 

Achieved through:
The system provides a central repository for client and prospect opportunities. These can be 

grouped and review ed for easy analysis of your potential pipeline, w ith direct drill to individual 

opportunities

The opportunity – all information in one place

Managing pipeline activities

An Account Manager can add detailed information in relation to a new  opportunity, including 

potential value, sales stage, probability and time (how  long the opportunity w ill take to close).

This information can be pulled into the Net Revenue Forecast as w ell as the Sales 12 Month 

Forecast giving the business insight into project and opportunity data i.e. the full potential 

revenue

Once an opportunity has been identif ied, all related activities such as meetings 

and phone calls can be logged against it, providing full visibility of all planned 

activities.

This information can be rooted to the WorkBook Inbox to prompt the Account 

Manager of activity follow  up required 



CONFIDENTIAL © Deltek, Inc. All Rights Reserved. 32

Client Management  Managing the single opportunity 
2 of 2 

Information on the single opportunity

As shown above, you can move directly from pipeline overview to maintenance of the 

individual opportunity. You can track all information on the activity, including contact 

information, upload documents and use the collaboration tool to w ork with colleagues on 

activities 

When an Account Manager believes that an opportunity requires further investment they can 

convert it into a project (as show n in the upper right corner above)

This allow s Account Managers to build out a budget, a timing plan and potentially 

request resources – in the project w orkspace shown above
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Client Management  Pipeline overview  

Achieved through 
Having an overview of your pipeline along w ith project information in one place provides 

insight into your revenue potential over the year. In addition the ability to identify busy and 

quiet times w ill support managing your resourcing requirements  

The pipeline views – your foundation for client services meetings
If  you are part of a w eekly management or client services meeting, you need clear visibility of 

pipeline

The image below  shows an automatic periodic view  of the calculated revenue based on your 
projects, opportunities and the related start and end dates of these projects, giving an 

indication of revenue for the coming months. It is available in a visual and number based 

format

Secondly and potentially more important for the client services team, is a full 

dashboard show n below, providing them overview of the current pipeline they are 

w orking on and w here they are in the process of closing these. This view  can be 

grouped by client, account manager, stage or other dimensions based on w hat is best 
for the given meeting or analysis
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Client Management  Client Revenue Forecasting

Achieved through 
The Net Revenue Forecast provides a consolidated view  of revenue to date as w ell as 

forecasted revenue for the remainder of the year. In addition you can also include the 

opportunities in your pipeline to give a complete revenue forecast for the agency.

The information used to populate this view  comes from the projects and opportunities in the 

projects and CRM w orkspaces. The Net Revenue Forecast can automatically calculate 

revenue depending on the settings applied to the system, for example even distribution of 

revenue or, for opportunities, their w eighted values

Forecasting the backlog of projects 

Forecasting the opportunities

Although the information is likely to be correct as the data is linked directly from the projects 

w orkspace, there will inevitably be circumstances when the revenue will need to be adjusted 

to reflect w hen the revenue will be earnt. The system accommodates the f lexibility of 

accurately forecasting revenue and manually updating the numbers to provide precision for 

the months ahead. Likew ise it also gives a view  of achieved revenue, month by month

By sw itching the view  to look at your pipeline you can see opportunities and the 

amount of revenue they w ill generate, w ith the ability to update numbers, as above. 

Notice: In order to use the above you need to purchase the Finance part of 
WorkBook



» Improving cash flow and your bottom line

Finance Management
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Finance Management  Setting the scene

Role Description

CFO Overall responsibility of the company’s f inancial performance

Finance Controller Managing the daily operations w ithin the Finance department

Accounts Payable Responsible for the day-to-day transactional supplier data

Accounts Receivable Responsible for the day-to-day transactional client data

Introduction 
WorkBook Finance brings all of your operational processes together to ensure

you have accurate project data and valuable business intelligence. This section 

w ill cover all elements of this process. We start by setting the scene on w hom 

and w hat to focus on as w ell as the solution content

KPI Description

WIP Work in Progress (aged) – control and make sure all is invoiced 

AR Accounts Receievable (aged) – make sure all is collected and paid

Revenue to Net 

Result

Any key metrics w ithin the income statement i.e. Revenue, Operating 

income and Net Result

Costs Control on project and account level, against the set f inance budget

KPI’s and measures
The solution supports the management of f inance based on the follow ing KPI’s:

Solution focus
Finance management is a key focus in the WorkBook solution and provides: 

Financial visibility: Complete visibility of the f inancial agency performance

Management of working capital: Manage your WIP costs ensuring client 

invoicing is done on time, ensuring cash collection is in line w ith agreed 

terms and promptly paying your suppliers for w ork delivered. By doing the 
above, you ensure proper management of the full cash cycle

Control of month end and revenue: Review  WIP, outstanding 

transactions, bank reconciliations and review  costs in order to ensure the 

f inalization of accounts on time

Cost Control: Review  and control costs through Purchase Orders, 

expense sheet handling and f inance budgets

In smaller agencies the f inance team may be dow n to one person only. The solution includes a 

‘Finance All’ role and can support both a small as w ell as large f inance agency setup

The 4 items specif ied above w ill be detailed out on the follow ing pages

Roles / People in focus
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Finance Management  The core processes

The core processes of finance management
The WorkBook Solution supports the standard processes of a f inance department. How ever a few processes stand out as key drivers that allow firms to eff iciently manage their

agency’s finance department. 

Full finance support – also for multiple companies

Below and on the follow ing page w e have outlined the processes we believe should have most focus in the f inance department, being the invoicing process and the month end 

process. It is important to mention that WorkBook is a full f inance solution covering the core items and functionality of General Ledger, AR and AP – and then the full value is in 
how it is integrated w ith the rest of the solution.

WorkBook also supports the ability to manage multiple companies and intercompany transactions betw een the different companies – and on the same database. The WorkBook 

configuration is delivered as a single company setup, but w ith purchase of additional services the solution can be configured to both handling multiple companies as w ell as 

intercompany

Invoicing process – from time to payment

Project 

scoped 

& priced

Client 

signs

SOW

Project 

kicks 

of f

Time cost 

spent

Serv ice 

delev ery

Inv oice 

clinte

Collect 

money

The solution supports the entire process from w hen a project is scoped, priced and kicked off. Enabling you to than invoice up front based on invoicing plans or as spent, and incur 

invoices accordingly. Invoices can be prepared by Finance or initiated by Project Managers before being f inalized by f inance to be sent out. After this the collection process is supported, 

including tracking of correspondence around payments.

1 of 2 
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Covered finance processes in WorkBook Solution  
The solution covers a full set of processes – all of these you can read

about in the Process Descriptions document, including sw imlane

diagrams. Some are listed here:

• General journal entry
• Revenue recognition & Monthend

• Create new creditors and customers

• Receive client payments

• Register creditor invoices

• Pay creditor invoices
• Finance budgeting

Our focus and solution support is centred around eff iciently managing the month end process by completing 

the revenue recognition and cost elements on business day 1 and 2. You are than able to focus on 

reconciliations and other impending areas on business day 3. This allow s you to close on business day 4. 

Speed of execution w ill vary according to you, how ever the follow ing sections show how the solution 
supports this process.

2 of 2 

Revenue recognition and Month end process 

Get time 
sheets in

Get all external 
project costs in

Accrue for 
outstanding costs

Inform PM´s to 
evaluate progress

PM´s  evaluate 
progress

Follow up and 
control revenue

Post and control 
all fixed costs

Calculate and 
post depreciation

Reconcile 
balance sheet

Final check 
income statement

Final check 
balance sheet

Post tax if 
applicable

Produce month 
end package

Finance Management  The core processes
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Finance Management  Full finance visibility 

Achieved through:
Full visibility is achieved w hen you purchase the complete and fully integrated solution. This 

w ill enable you to extract reports that utilize the know ledge throughout the solution and use 

some of our many pre-built reports. 

Below  are some examples of reports from a f inance management perspective 

Working capital – Example view

Income statement – Example view

Reports & views to support financial transparency
There are many reports available to support the management of your financials, 

including but not limited too; 

• Trial Balance report
• Income statement report

• Fiscal report 12 months

• Invoice list w ith debtor balance

• Bank reconcile report

Please find full view of all reports in the appendix 1: WorkBook Reports

The essential part of the balance sheet is managing working capital. This report focuses on WIP, 

AR and AP aged over time – and the drop down in the upper right corner allows to shift between 

the different views

Within the Chart of Accounts workspace, you get a complete view of your income statement with the 

ability to drill down for details. Further to this, you may run any of the standard reports for income 

statement on a month-by-month basis or with comparison to budget
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Finance Management  Manage working capital 

Achieved through:
Be in control of your w orking capital from w hen a project starts and time is 

captured through to w hen you invoice the money and the client pays. Below , we 

w alk you through the full process supported by WorkBook

Capturing time, on time

Invoicing – partial or on account 

As the project progresses you will need to raise invoices to your client, in line w ith the 

agreed billing plan. Flexible invoicing allow s you to raise bills based upon the agreed 

method of delivery, w hether it be T&M or f ixed fee. This means bills can be raised on 

time and paid on time

1 of 2 

The employee w ill register time against a project. If you have an approval 

w orkflow set up for time submission this w ould route into that 
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Finance Management  Manage working capital 

Collecting money Transparency of WIP and AR

Once time has been registered by the employee, approved by the PM and invoices have been 

sent, you can get complete transparency over your WIP position and debtor’s status using the 

Expenditure and invoice analysis report 

Likew ise the screen at the top left provides you full visibility of your AR aged over time w ith the 
option to drill dow n to invoices. A similar report is available for AP and aged vendor invoices to 

cover the most important aspects of w orking capital 

2 of 2 

As you issue client invoices it is important that Finance are alerted promptly to 

w hen these invoices are due for payment

A notif ication in the WorkBook inbox w ill prompt named users (as defined in the 

system setup) of w hen invoices are due for payment helping you collect cash 
promptly. You w ill also be able to track communication w ith the client regarding 

payments 
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Finance Management  Month end process 

Achieved through: 
Finalizing accounts for a given month is essential for any agency. The system supports this process with tight 

controls and strong approval w orkflows which improve eff iciencies.

Month end – step 1 - revenue recognition

Revenue Recognitionas principle:

Revenue recognition in WorkBook is done based on the production principle. This means that as hours are 

incurred, the solution recognizes revenue based on the set up price lists for the clients and the related projects. 

Similarly for external costs, revenue will be recognized based on the cost value of the cost or based on the mark 
up set on the project for that specif ic task. Other principles can be applied, but are subject to change during 

implementation.

Revenue Recognitionprocess

In relation to the solution, it is key to mention that Finance can (in 

the solution) oversee w hether all time sheets have been submitted 

and approved and if  necessary hunt the last employees to submit 

anything pending. Once all costs and hours are submitted they can 

let PM’s know  it is time to evaluate progress.

This task can be conducted by the project manager to see the value 

of WIP show n in the screen below  or the % completion of a project 

w hich details how  much revenue can be recognized. Performing 

proper project management enables you to update your remaining 
plan and then use your updated plan and budget as a foundation 

for correctly setting the percentage completion. 

Finance can than approve the set evaluation and let the solution 

post the adjustment for month end

1 of 2 
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Finance Management  Month end process 

Month end, step 2 – finalize the income statement and reconcile your balance sheet

2 of 2 

The above represents a view of the input to revenue recognition and approval for finance

After the process of revenue recognition is carried out, or in parallel to this, a number of 

additional month-end tasks must be f inalized to complete a full income statement and 

balance sheet for the month. 

The “Monthly checklist” w orkspace supports the month end process by alerting you to tasks 

that have yet to be f inalized in the system. This may include missing approvals on revenue 

recognition, alerts for invoices due, supplier invoices on hold or entries that have been 

rejected.
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Finance Management  Control costs 

Achieved through: 
Costs w ill be controlled through purchase orders and approvals on any external costs. Fast 

and eff icient distribution of approvals are an integrated part of the solution. It covers the full 

process from PO to payment, Expense sheets that w ill handle minor purchases by the 

employee

From purchasing to payment of vendor

The system allow s you to create a budget for all expected fees and costs. Once this is 

approved, PO’s can be raised w ithin the system against agreed costs and sent to the 

supplier. By creating a PO on the project it allow s you to manage your committed costs on 

behalf of your client and ensure your supplier is informed of the deliverables

When goods/services are received the supplier invoice can then be reconciled against the 

PO. This allocates costs directly on to the project.  Easy supplier invoice allocation 

ensures costs are allocated accurately and approved by the correct individual. A list of 

outstanding vendor invoices can then be generated and form as the foundation for 

payments in the bank

1 of 2 



CONFIDENTIAL © Deltek, Inc. All Rights Reserved.CONFIDENTIAL © Deltek, Inc. All Rights Reserved. 45

Finance Management  Control costs 

Expense sheets

Expenses are another element associated w ith costs. As part of the basic user role, 

employees w ill have access to f illing expense sheets. 

Expense sheets are set up to be approved by Project Managers. They then flow  into f inance 

for review and pay-out through bank payments. Employees are set up as specif ic vendors to 
cover for this

Finance budgets 

2 of 2 

The system also assists by helping you control costs w ith a f inancial budget.

The Financial budget allow s you to manage your agency’s annual expenditure and 

income and compare it to your actuals, providing visibility on how  you are tracking based 

upon your set target for the year.

This visibility w ill allow  you to make the right decisions about how  to manage your 

forthcoming costs based on activity already taken place

The finance budgets support budgeting on different dimensions (i.e. by department), 

how ever as part of the pre-configured template w e have configured it to support an 
account based budget at company level



» Appendix 1 – Reports
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Roles & Reports Appendix 1 

Operation roles – access to reports
The table below  outlines w hich reports the operational roles has access to: Most of the project management and resource management reports can also be executed/grouped by client

Area Report Report/View
Report 

Number Employee
Project 

Manager
Department 

Manager
Resource 
Manager

Account 
Manager Management

EMPLOYEE T&E

Absence overview Menu item X X X X X X
Flex day  overview Menu item

Personal expense status Menu item X X X X X X
Time statistics View X X X X X X

PROJECT 

MANAGEMENT 
Jobs Lists View 1 X X X X X
Status v iew View 2 X X X X X
Expenditure overview View 4 X X X X X
Task Progress View View 5 X X X X X
Price Quotes Overview View 7 X X X X X
Price State Ov erview View 8 X X X X X
Inv oice view View 11 X X X X
Purchase Orders Overview View 12 X X X X X
Costs menu - Jobs Menu item X X X X
Job ETC report Report 230 X X X X X
Status report Report 10 X X X X
Job prof itability Report 185 X X X X X
Price Quote Report 348 X X X X X
Project Price Quote Report 448 X X X X X
Purchase Order Report 4 X X
Inv oice Report 351 X X
List of  external purchases on job Report 271

Customer/job expenditure Report 150

Time expenditures Report 68 X
Expenditures / invoice overview Report 91 X X X X
WIP v alue statement Report 229 X

1 of 2 
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Roles & Reports Appendix 1 

Operation roles – access to reports
The table below  outlines w hich reports the operational roles has access to: Most of the project management and resource management reports can also be executed/grouped by client

Area Report Report/View
Report 

Number Employee
Project 

Manager
Department 

Manager
Resource 
Manager

Account 
Manager Management

RESOURCE MANAGEMENT

Holiday  Calender 12 weeks Report 115 X X X X
Allocated hours / used hours Report 139 X X X
Employ ee Profitability Report 323 X X X
Holiday  specification year Report 188 X
Task Matrix Menu Item X X X
Time sheet status Menu Item X X
Weekly  Schedule Menu Item X X X X
Capacity Graph Menu Item X X
Calendar Menu Item X
Timeline Calendar Menu Item X
Employ ee Task Summary Menu Item X
Schedule - list v iew Report 99 X X
Gantt chart 8 weeks Report 39 X X X X X
Gantt chart 12 months Report 398 X X X X X

CLIENT MANAGEMENT   

Pipelines Menu item X X
Pipelines status report Report 157 X X
12 month summary forecast Menu item X X
Inv oice list with debtor balance Report 457 X X

2 of 2 
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Roles & Reports Appendix 1 

Finance roles – access to reports
The table below  outlines w hich reports the f inance roles has access to

1 of 3 

Area Report Report/View Report Number Accounts Receivable Accounts Payable CFO
Finance 

Controller Finance All
Human 

Resources
DEMO USER AR AP CFO FC FA HR

EMPLOYEE T&E

Absence overview Menu item X X X X X X
Flex day overview Menu item

Personal expense status Menu item X X X X X X

Time statistics View X X X X X X
PROJECT MANAGEMENT 

Jobs Lists View 1 X X X X X
Status view View 2 X X X X X
Expenditure overview View 4 X X X X X
Task Progress View View 5 X X X X X
Price Quotes Overview View 7 X X X X X
Price State Overview View 8 X X X X X
Invoice view View 11 X X X X X
Purchase Orders Overview View 12 X X X X X
Costs menu - Jobs Menu item X X X X
Job ETC report Report 230

Status report Report 10

Job profitability Report 185 x x x
Price Quote Report 348 X X X X X
Project Price Quote Report 448 X X X X X
Purchase Order Report 4 X X X
Invoice Report 351 X X X
List of external purchases on job Report 271 X X X X
Customer/job expenditure Report 150 X X
Time expenditures Report 68

Expenditures / invoice overview Report 91 X X X X

Expenditures / invoicing summary by dimension Report 186 X X
Job budget and expenditure with graphs Report 439 X X

List of quote / expenditures in a period Report 184 X X
Client profitability report Report 564 x X X
Job cost and profitability Report 506 x X X
Job profitability w. Time Report 554 X X
Job profitability with time capacity usage Report 259 X X
Estimate / allocated Hours Cost Report 525 X X
Estimate / allocated Hours Sale Report 540 X X
Employee time statistics Report 123 X X X
WIP value statement Report 229 X X X
Work in process (WIP) project data Report 168 X X X
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Roles & Reports Appendix 1 

Finance roles – access to reports
The table below  outlines w hich reports the f inance roles has access to

2 of 3 

Area Report Report/View Report Number
Accounts 

Receivable
Accounts 
Payable CFO

Finance 
Controller Finance All

Human 
Resources

DEMO USER AR AP CFO FC FA HR
RESOURCE MANAGEMENT

Holiday  Calender 12 weeks Report 115 X
Allocated hours / used hours Report 139

Employ ee Profitability Report 323 X X X
Holiday  specification year Report 188 X X X
Task Matrix Menu Item

Time sheet status Menu Item X
Weekly Schedule Menu Item X
Capacity Graph Menu Item X
Calendar Menu Item

Timeline Calendar Menu Item

Employ ee Task Summary Menu Item

Schedule - list view Report 99

Gantt chart 8 weeks Report 39

Gantt chart 12 months Report 398

CLIENT MANAGEMENT   

Pipelines Menu item

Pipelines status report Report 157 x x x
12 month summary forecast Menu item X X X
Inv oice list with debtor balance Report 457

FINANCE AR
Debtor list Menu item X X X X
Debtor balance by age Report 378 X X X X
Debtor sales list Report 304 X
Debtor Sales list for VAT reporting (EU only) Report 527 X X X
Goods / Services Overview Report 333 X
Inv oice Report 351 X X X
Debtor reminder invoice list Report 344 X
Statement of accounts (Transactions) Report 225 X X
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Finance roles – access to reports
The table below  outlines w hich reports the f inance roles has access to

3 of 3 

Roles & Reports Appendix 1 

Area Report Report/View Report Number Accounts Receivable Accounts Payable CFO Finance Controller Finance All

Human 

Resources

DEMO USER AR AP CFO FC FA HR
FINANCE AP

Creditor list Menu item X X X X
Balance creditor by age Report 219 X X X X
Creditor purchase list Report 291 X X
Goods / services overview Report 334 X X
Purchase order Report 4 X X X
Booked vouchers Report 541 X X X
Approved purchase orders Report 14 X X X X
Purchase order/delivery list Report 17 X X X X
Voucher data sheet Report 449 X X

US Checks Report
366, 519, 518, 262, 

390 X
Statement of accounts (Transactions) Report 226 X X

FINANCE MNG

Account Balance by period Report 255 X X X
Profit & Loss Report 500 X X X
Balance sheet with comparison Report 274 X X X
Trial Balance Report 216 X X X
Profit analysis by dimension Report 341 X X X
Financial bookings report Report 264 X X X
Trial balance with dimension split Report 316 X x x

Trial balance with budget and dimension filter option Report 269 X x x
Fiscal report, 12 months Report 310 X X X

Statement of accounts by dimensions, 12 months Report 314
X X X

VAT code combinations Report 431 X X X
VAT reconciliation report Report 227 X X X
Job value statement Report 231 X X X
Period balance sheet with comparison Report 277 X X X
Job expenditures group summary Report 497 X
Ledger Report 217 X
Ledger postings Report 412 X
WIP project postings age distributed Report 381 X X X
Financial budget Menu item X X
Cash flow forecast Menu item X X
Due items Report 222 X X X X
Net revenue forecast Menu item X X

FINANCE - JOB MNG

Actual writeup/writedowns list Report 300 X X X
Job statement, invoiced + estimated Report 201

PQ Billing Plan Report 535 X X
Purchase order Overview Report 234 X X

WIP adjustments overview Report 286 X X X



CONFIDENTIAL © Deltek, Inc. All Rights Reserved. 52

» Appendix 2 – Roles & Access

Appendixes
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Operations - roles
The table below  outlines w hat the different roles have access to in the solution. This tables is related to operational / ”Front-off ice roles” – this is page 1 of 2

1 of 2 

Roles & Access Appendix 2 

Workspace Employee Project Manager Department Manager Resource Manager Account Manager Management

Inbox

Inbox x x x x x x

History x x x x x x

Deleted items x x x x x x

Tasks

To-do x x x x x x

Tasks x x x x x

Calendar view x x x x x

Approval

Absence entry for approval x

Invoices awaiting your approval x x x x

Mileage entries awaiting approval x x x

Personal expense approval x x x

Price quotes for approval x x x x x

Task approval of the user's x x x

Supplier invoices for approval x x x x

Time entry approval x x x

Resource request x x

Purchase orders for approval x x

WIP adjustment x x

Time sheet

Time sheet x x x x x x

Expense sheet x x x x x x

Mileage x x x x x x

Personal information

Absence overview x x x x x x

Flex day overview

Personal expense status x x x x x x

My settings x x x x x x

My purchase orders x x x

My settings: 

My settings x x x x x x
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2 of 2 Operations - roles
The table below  outlines w hat the different roles have access to in the solution. This tables is related to operational / ”Front-off ice roles” – this is page 2 of 2

Roles & Access  Appendix 2 

Workspace Employee Project Manager Department Manager Resource Manager Account Manager Management
Resources
Resources x x x x x

Jobs
Jobs list x x x x x
Briefing x x x x x x
Chat x x x x x x
Schedule x x x x x
Budget x x x x x
PO x x x
Costs x x x x x
Mail x x x
Docs x x x x x x
Sales Invoice x

Scheduling
Weekly schedule x x x x x
Task Matrix x x x x
Time sheet status x x
Capacity Status graph x x x
Employee task summary x
Timeline calendar x
Task follow up x
Task list x x
Calendar x

CRM
My activities x x
Clients & Prospects list x x
12 month summary forecast x x
All Activities x x
Opportunities x x

Finance
General Ledger
Net revenue forecast x x x x
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Finance - roles
The table below  outlines w hat the different roles have access to in the solution. This table is related to f inance roles” – and is page 1 of 4

1 of 4 

Roles & Access  Appendix 2 

Workspace Accounts Receivable Accounts Payable CFO Controller Finance All Human Resources

Inbox

Inbox x x x x x x

History x x x x x x

Deleted items x x x x x x

Tasks

To-do x

Tasks x

Calendar view x

Approval

Absence entry for approval x

Invoices awaiting your approval x x x x x

Mileage entries awaiting approval x x x x x x

Personal expense approval x x x x x x

Price quotes for approval x x x

Task approval of the user's

Supplier invoices for approval x x x x

Time entry approval

Resource request

Purchase orders for approval

WIP adjustment x x x

Time sheet

Time sheet x x x x x x

Expense sheet x x x x x x

Mileage x x x x x x

Personal information

Absence overview x x x x x x

Flex day overview

Personal expense status x x x x x x

My settings x x x x x x

My purchase orders

My settings: 

My settings x x x x x x



CONFIDENTIAL © Deltek, Inc. All Rights Reserved.CONFIDENTIAL © Deltek, Inc. All Rights Reserved. 56

Finance - roles
The table below  outlines w hat the different roles have access to in the solution. This table is related to f inance roles” – and is page 2 of 4

2 of 4 

Roles & Access Appendix 2 

Workspace Accounts Receivable Accounts Payable CFO Controller Finance All Human Resources

Resources
Resources x x x x x x

Jobs
Jobs list x x x x x
Briefing x x x x x
Chat x x x x x
Schedule x
Budget x x x x x
PO x x x x x
Costs x x x x x
Mail x x x
Docs x x x x
Sales Invoice

Scheduling
Weekly schedule x x x
Task Matrix x x
Time sheet status x x
Capacity Status graph x x x
Employee task summary x x
Timeline calendar x x
Task follow up x x
Task list x x
Calendar

CRM
My activities x x
Clients & Prospects list x x
12 month summary forecast x x x
All Activities x x
Opportunities x x
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Finance - roles
The table below outlines w hat the different roles have access to in the solution. This table is related to f inance roles” – and is page 3 of 4

3 of 4 

Roles & Access Appendix 2 

Workspace Accounts Receivable Accounts Payable CFO Controller Finance All Human Resources
Finance
General Ledger
Chart of accounts x x x
Project Postings x x x x x
Journals x x x x x
Posting Search x x x x x
Financial Budget x x x
Cash Flow Forecast x x x
Net revenue forecast x x x
General reporting x x x x x

Debtors
Debtor list x x x x
Debtor invoices x x x
Debtor reminders x x x

Creditors
Creditor list x x x x
Purchase Orders x x x
Creditor invoices x x x
Creditor payment proposals x x x

Month End
Bank reconciliation x x x x x
Intercompany reconciliation
Monthly checklist x x x x x
Accounting periods x x x
Month /year closure x x x
Monthly wip adjustments followup x x x x
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Finance - roles
The table below  outlines w hat the different roles have access to in the solution. This table is related to f inance roles” – and is page 4 of 4

4 of 4 

Roles & Access Appendix 2 

Workspace Accounts Receivable Accounts Payable CFO Controller Finance All Human Resources
Administrative followup
Jobs with expired end date x x x
Changelog x x
Due billing plan followup x x x
Billable jobs with open Price quotes x x
Open expenditures on closed jobs x x x
Open job adjustments x x x
Open material entries x x
Open Mileage entries x x x
Open personal expense entries x x x
Open time sheet entries x x x
Rejected entries x x x x
Vouchers on hold x x x
Users with no login last 30 days x x
Time entry statistics x x x

Export, import maintenance
Databoard export x x x
Bank reconciliation (manual) x x x
Data export x x x
Job dimension update x x
Time entry price update x x
Personal expense credit card import x x x
Google adwords import x x x
Bing import x x x

Cost entry
Time sheet x x x x
Expense entry x x x x
Mileage entry x x x x

Employee settings
Employee creditor mappings x x
Employee cross-company access x x
Employee settings grid x x x
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