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Ajera Standard Workflow Overview Series:

Roles in Ajera Deltek.

General Tab

Description — Name of the Role. @

View Employee (2] Role - Administrator EEIEE) Manage custom
Cost - Select it if reports and
you want employees Inquiries — Check
in thls ROIG to see cost ! lm. Designerl File | Company | Setup | Manage | Projects | Reports | Inquity | Attachn Ehls bOX EO
amounts on ' I manage” custom
standard reports/ ] Descrition |[Fckmystitor _ reports and a_llow
Inquiries/Widgets, in I access to all in-
the PCC and in Client a View employee cost Manage custom reports and inquiries P o~ 3 qu}rlt'es, C_hang_e_
. H-IEE (I

Invoices. \ " 4 View my projects only Manage financial statements v EXIStlng Inquiries,
View my projeCts Only Allow time and expense entry to projects and (:"r_eate custom
_This Check bOX does that | am not assigned to lnqull'les. -
not affect reports Manage financial
Allow time and statements -
expense entry to Select this check
projects that I am not box to allow _
assigned to - If employees_ in this
selected, employee role Fo design, _
can enter time and preview, and print
expense entries to financial
projects they are not (<] )] (CCiose_] [ Save Cancel | () statements (FSD)
assigned toas a . J and t_o create, _
resource. Allow Journal Entries to intercompany accounts ( p:etv 1ew, atnd print

— Multicompany only - Select this check box to statement groups.

allow employees in this role to enter journal

entries to intercompany accounts.

Designer Tab

Not Allowed - Design for Others -
Restricts Role - N Enables Role
members from AR - e members to create

changing any widgets and

dashboards, including dashboards for.
General | Designer I File | Company | Setup | Manage | Projects | Repoits | Inquity | Attachn

their own. Labor Costs -
Partial - Allows Role it Desiaumeiionss Enables Role _
members to change Not Allowed members to view
dashboards for Hﬁ. @ Partal employee cost, even
themselves and, Full if the View
potentially, others. Go A | Il #*% Employee Cost
to the next step to set YR ' 'ﬁ'"v“. check box is cleared
specific access General Ledger on the Company >
Options. Payroll and Employee Infomation ROle > General tab
Full - gives Role Custom Fields General Ledger -
members full enables Role mem-
dashboard design. bers to view general

@[BE] Close [ Save ] [ Cancel ] [ Help . ledger detail,

b balances, and
accounts.

Payroll and Employee Information - Custom Fields - Enables role Restricted Access in Designer - Select this check
enables role members to view payroll and members to view information box to allow role members to view custom fields
employee information, including pay and in custom fields. that may contain sensitive information.

personal information.
© 2021 Deltek, Inc. All rights reserved
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Roles in Ajera

File Tab

Deltek.

Import Journal

Database Backups -
Select this check box

QJ Role - Administrator

Entries - Select this

if you want employees
in this role to be able

to back up the
database.

Import In-House
Expenses - Select this
check box if you want
employees in this role
to be able to import
in-house expenses
from an extemnal file
into Ajera.

Import Time - Select
this check box if you

Database backups
Import in-house expenses
Import time

Import journal entries
Import credit cards
Can import credit cards for others

|___General |Desngner_ File [_Cornpany | setup | Manage | Projects | Repots | Inquiy | Attachn

check box if you
want employees in
this role to be able to
import journal
entries from an
external file into

| Ajera.

& Import Credit Cards -

Select this check box
if you want
employees in this
role to be able to
import credit card
information from an

wantemployeesin

Close [ Save ][ Cancel ][ Help ]

external file into

this role to be able to

| [0 )

Ajera.

import time from an
external file into.

Companies - Available only if
using multi-company — Allows
for access to the setup, editing

and deactivating of companies.

If these boxes are checked,
allows the employee with
this Role to set up and -

L

Company Tab

Can Import Credit
Cards for others -
Select this

checkbox if you want
employee to import
credit card
transaction for
others.

<J' Role | Administrator

'\:u‘I_EI‘ XZ_‘

!Geneﬁ |Desngner| File | Company _ Setup | Manage | Projects | Reports | Inquiry | Attachn

V| Bank accounts

Departments

®

maintain these areas of 2
Ajera found in the

Company sub — menu.

No partial access control.

If you clear a check

| 4% box, employees in this

| @YAY Role can still see and
{ select the item from a
list window.

Custom Fields — Allows the

ability to create and
maintain custom fields.

Chart of accounts

Payroll

Recurring vendor invoices
Recurring journal entries
Budgets

Beginning balances
Distribute DPE/Overhead
Recaleulate time

Close fiscal year

Govemment Repoiting

[#] Form 1099
Payroll forms

These forms are found

in the Reports

Column.

Form 1099 - If this box

is checked, it allows

the employee with
. this Role to produce

Custom Fields

Preferences

Credit card import

(]l Jo ][]

Close Save

¢

Kona User Credentials — Only
employee with this Role the available if integrating with Kona for
Business - allow users to enter their

Kona user credentials to be able to see include options for accounts, billing, not to actually import credit

the Kona Widget.

© 2021 Deltek, Inc. All rights reserved
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Preferences — Allows the employee
the access to Set up and maintain
your company preferences, which

payroll, and time entry.

=% the 1099 MISC form.
Only available if using
in-house

payroll — If this box is
checked, allows the
employee with this
Role to produce Form
940, Form 941, Form
W2 and a Form W4.

Credit Card Import - Check
to allow users to setup
import credit card settings,

card files.
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Roles in Ajera

If these boxes are

checked, allows the
employee with this
Role to set up and

_ ‘
S roe raone Ll

Manage Tab

: General |Designef| File | Company | Setup | Manage !-.Frojedsw- Reports _[_.Inquivy |“Mad1_r|

Deltek.

maintain these areas

of Ajera found in the
Manage Column. No
partial access control.

When you select the
Client Invoices check
box above, this check
box appears. If selected,
the Manage menu task
does not show but the

Time & Expense
Timesheets
Project Time Approval
Payroll

Vendor invoices

Vendor payments

In-house expenses
Revenue Recognition

Client invoices

— Access from widget only

Open column on a Client
Invoice base widget is
available.

Finance charges
Client receipts
Bank register

item from a list window.

| (500

@ If you clear a check box, employees
@ in this Role can still see and select the

Schedule manager
See all projects
See dollars
Can edit

Journal entries

[J! Enable entries prior to don't allow entries date

Purchase Orders
Recurring vendor invoices

Recurring journal entries

Projects Tab

e T

Cancel ][W] |

When you select the Journal entries check box
above, this check box appears. This option
allows members to enter journal entries prior to
the “don't allow date” in Company Preferences.

Import Journal
Entries - Select this
check box if you
want employees in
this role to be able to
import journal
entries from an
external file into
Ajera.

Import Credit Cards -
Select this check box
if you want
employees in this
role to be able to
import credit card
information from an
external file into
Ajera.

Can Import Credit
Cards for others -
Select this

checkbox if you want
employee to import
credit card
transaction for
others.

)

Project command center -

Allow members of this Role

| | Genetal |Deslgner| File [Company | Setup I Manage | Projects ] Reports [ Inquity | Attachnl * | »

to access the PCC. When you

Project d center

select this check box, the
other options on the window
are available for you to select
areas of the PCC that you
want to be available to
employees in the Role.
Create new project - Allow
this Role to create new
projects.

Create new templates - Allow
this Role to create new
project templates.

Create new project
Create new templates

Allow changes to my projects only
From templates only
Create new invoice groups

| Project Info |

Project List | Phase Info | Manage | Invoices |

Description
» [&] Project Info Tab
B3 General Tab
3 Business Development Tab
3 Billing Tab
[ Revenue Tab
B Invoice Tab
Contacts Tab

Beginning Balance Tab

Permissions Tab
Attachments Tab

3 Projects Sub-Tabs

Option
Allow Changes
Allow Changes
Allow Changes
Allow Changes
Allow Changes
Allow Changes
Allow Changes
Allow Changes
Allow Changes

Allow Changes

Allow changes to my
projects only -
Appears only if the
View my projects only
check box on the
General tab is cleared.
Allow this Role to
make changes only to
their own projects.
From templates only -
Allow this Role to
create new projects
from templates only
but notbuild a project
from scratch.

Create new invoice
groups - Allow this
Role to create a new
invoice group in a
project.

(S}

W sub tabs, and fields in the PCC. The options you select also determine which columns and fields appear when you

click Customize in the PCC.

i Selecting a check box on the Project tab establishes which employees can access the Project Command Center

i @ (PCC) and which tasks they can perform within it. You can set the level of access that the Role has for specific tabs,
-

|

1

© 2021 Deltek, Inc. All rights reserved
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Roles in Ajera

) Deltek.

Project Sub - Tabs

Project Info |F‘|qecx List | Phase Irfo | Manage I lnvoicec! \

Description Option - :
» [ Project Info Tab Allow Changes -~
[ General Tab Allow Changes
[ Business Development Tab Allow Changes
B4 Billing Tab Allow Changes o
‘E T n'm Allow Changes 1

The Project Info tab- Determine what sub tabs
appear on the Project Command Center > Project
Info tab. You can enable the General, Business
Development, Billing, Revenue, Invoice, Contacts,
Beginning Balance, Attachments, and Notes tabs.

I) R General Info

& People

& Billing &lnvoicing
& Dates

® RPC

2 e - >
HNEEELEQ g

Project List

The Project List tab- Allow access to specific
categories of information on the Project Command
Center > Project List.

Tt | ot ] P i [Harge s
Descripton Allow ~
» (] General Info
Phase ID
Phase status L
Department i
Project type
Project manager

Reports Tab

| General | Designer [ Fie | Company | nage | Projects | Repots | inquiy | Atachments [ Notes |
I Session journals [ My sessions only
Name Allow =
» |AP NonControlAccount @ EJ
AR NonControlAccount
BA NonControlAccount
| |CC NonControlAccount
| Certified
|GL Entries Prior To BB
iF'a'/roll Service Reconciliation
PD NonControlAccount
| iF'F' NonControlAccount
| |Reconcnliation Report
| |SP NonControlAccount -
(1] <] [ 1) Save [ Cancel
Session journals — Allows the Role to view and print
session journals.

o Checking the Session journals box enables the
My sessions only check box. This enables the Role to
view and print only session journals for an employee's

own sessions.

To allow the Role to preview and print a report, click
Allow. To select all check boxes, right-click and click
“Select All". To clear them all, right-click and click
“Deselect All”.

Phase Info |

The Phase Info tab- Allow access to specific
categories of information on the Project Command
Center > Phase Info tab.

| Proect nfo | Prosect Lt | Phase infa | Manage | invorcss |
[ Description Allow Option
b [-] Manage Tab Allow Changes
£ General Info Allow Changes
8 Billing &Invoicing ¥ Allow Changes
‘ M RPC Allow Changes
D Dates Allow Changes

Manage Tab

The Manage tab- Determine what columns of
information are accessible on the Project
Command Center > Manage tab.

| Project Info | Project List [ Phase info | Manage | Invoices |

[¥] Show Invoices Tab

The Show Invoices tab checkbox - Allow Role
members to view the PCC Invoices inquiry on the
Invoices tab. They can use this inquiry to review,
preview, and track client invoices in the PCC
during the billing review process.

[ol®] = T

Inquiry Tab
r(J Role - Administrator
| [Genera 1?! [ Company | _Setup_ | Manage | Frojects | Repotts | ety [ Atachments 16
: Custom Show on Menu

» Receipt Inquiry_Test

E
2

S
|

Marketing Report_1

Payroll GL breakdown-LisaNelson

ﬁnref»

SHSHSIS S HSHSHSHSHENSHSHS

Forecast to Complete (RPC)

| Transaction - Labor

Dashboard Bank Account

iAdvanced Formula Training'Payroll Input Sheet

Historical Prepayment Research by Client

Reverse Taxes Test

|onus Review Revenue 2012

IACCOUNTS RECEIVABLE'AR By Project By Phase

Koontz_inquiry

SIS HSHSHSHSHSHSHSHSHS
ESHSHSHSHNSHNHSHEHSHS

e -

A=) o=
o A checkmark here indicates that an Inquiry is a custom

J

¢
]
i
&

created inquiry.

Allow — Role members cannot see the inquiry on the
Reports > Standard Inquiries or Custom Inquiries menu,
but can access it through alink.

Show on Menu - Role members can see this inquiry on
the Reports > Standard Inquiries or Custom Inquiries
menu. When you select this check box, Ajera automati-
cally selects the Allow check box.

© 2021 Deltek, Inc. All rights reserved
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General Tab: Functionality Controls

G < Employee - Pat . o L]
\! mm; [ ion | Payrol Tases | D fFrnges | Contacts | Custom Fieds | mlmm"ﬁj' | /ManagerType_
Name me & Epenass | Poy ool s Fngen Engloros “5 ¢ Ifthe employeeisa
The first, middle and last —~n— T st | Marll_ag%rl, se}lectl;[ge
name of the Employee e ] — applicable checkboxes
Supervisor | Christopher E. Meehan Hhupal P-uiaetmmgu-
- | Supervisor | Accounting
| Emeioves e [Advnsion L) FlMakingcotat L }
b dnin &l /' Date Hired
Target bilable [2500 | Date ired [04/28/05 | The employee’s hire date.
Title Gender Dateterminated [ -] _
The job title of the employee Birth date Daterehired [ ~| Date Terminated
The employee’s termination
Emsil | ) Roles [ date.
Logni0 L & .
T g Date Rehired
If the employee was rehired,
Supervisor ~~—_ the rehire date.
The name of the employee’s » ~_
supervisor <] ] (esen) [ Seve ([ Concnl ) ool | ] : °
Roles
The security access for the
employee. If you assign
Department _ Email . multiple roles to an
Employee Type Required if you are using ‘ Employee’s Email Address gmployee, the tasks and
Required-The type for the Departments. The employee's Login ID information that person can
Employee Department. ID the employee uses to log into access is determined by the
Ajera role with the greatest access.
Password
The employee’s password to log
into Ajera

Address Tab: Employee Address Information

[ (=l
= 2
| General | Address | Time & Expenses | Pay Information | Payroll Taxes | Deductions/Fringes | Cortacts | Custom Fieids | Employee 1D | Attachmer <[ »
Phone Numbers
[502-540-3233 | [Home ]
| i \
Phone Numbers | Il \
Contact Phone numbers for Rddress
the employee [1265 SE Gretalia ‘
: } Address
The employee’s home
Gy [Prind | SR ] 2 ] canny cdiress )
e -
[#] Same as address
| \
Mailing Address : }
The employee’s mailing : )
address, if different from the Bl | el | = e
Address. If the same, mark : . —
‘same as address’ checkbox. ([ )(e] (enimns) (_Sove ) [ Corcel ] Dok ] fumlicines)

© 2021 Deltek, Inc. All rights reserved.
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Setup Employees
Time and Expense Tab: Time and Expense Entry Information

Deltek.

<j Employee - Pat D, Hill e - - = EIN|
Status |Active - "._'j

General | Address | Time & Expenses| pay

von | Payroll Taxes | Deductions/Fnges | Contacts | Custom Fields | Employes ID | Attachmer ¢ | >

Allow Changes After

Timesheet Entry
- Oveeagroup [amnston (] |
Use Expense
Overhead Group [7] Use expense reports [7] Allow changes after processed I Reports
Enter the employee’s Credit card (& name Allows the employee to use
Overhead Group. The . 1 [Amencan Express Card =] [Patra ] T gﬁzgﬂzg rtehpeo]{:t;. eIIfl Isft
overhead group determines 2 [ViSA-Crase & [am ] | T - . XP
which overhead categories Cateie ment e by Reports Tab will not appear
appear on the employee’s 3| ) [| | etz s T 1 in the Time and Expense List
timesheet. 4 | Doy ot morkopey [22 ] window for the employee.
|
|

5 | |
6 | o

Credit Card
Enter the Company Credit (1]l )2 ]

Cards that the employee is
authorized to use for expense
reports.

Cardholder Name

name that appears on the
credit card. Thisis whatis
matched to in the Credit Card
Import.

Vendor Information (Optional)

Information related to the employee

vendor invoice creation from a
processed expense report.

Processed

Allows employees to be able
to edit and change their own
expense reports.

Pay Information Tab: Payroll Pay Information

<J Employee - Pat D, Hill (=@ = |
. — =

General | Address | Timed | Pay

ion | Payrol Taxes | Deductions/Fringes | Contacts | Custom Fields | Empioyee ID | Attachmer * | »

Payroll Service Employee

N
Social Security number |874-95-1644

D Payroll senvice employee 1D [P106 /] ,/ Enter information
If using outsourced payroll, e for Regular and Overtime
the employee ID that you - - - - . pay for the employee. These
send to the payroll provider. SanDme | PoyPeiod | Houty | Somy |Poyfme | Quime |iein | Doietne |inteln | Ot tne are the pays tied to the

%DIJ‘DM’N lSﬂmMmlNy S | 180000 21 92227 [N])V 0.00 E: | OOD‘ : payrolll Eé(pense accounts

- = | setup in Company >

e < I | Preferences

Additional Pays
Any other pays that the N il ey amount | 00 [ Supp | vimit [ Limitperia | Jo2uta, [Redoce | Rec 0
employee might receive on [Pfvacaton and Sick accrua ] Hours 3g500| [ | © | 4000f Pervear v[| E | 000 Reduce Month/
a repeating basis that are d = | = st Day
not part of the Regular or The month and Day the
Overtime pay amounts. N reduction occurs.

Cancel Delete

e 00

On Demand
Use this to control when the
pay is included on a paycheck.

Supp
Use this to automatically

include the pay in a
Supplemental paycheck.

Limit

Any maximum annual
amount or number of
hours for this pay.

Per Year
Use this option to set the limit period as per year.

Cap at Limit

When selected, the accrual hours will continue to
accrue based on the balance (instead of YTD limit)
Note:

This new method is only available when Payroll
type = Process Payroll - If using the new limit
period of Cap at Limit, the Auto Reduce option

is disabled/not available

© 2021 Deltek, Inc. All rights reserved.

Reduce To
When using the Auto-
Reduce function for the
number of hours to retain
on the reduce date.

Auto-Reduce
Used for automatically
removing accrual hours
on a specified date.
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Setup Employees
Payroll Taxes Tab: Payroll Tax Information

Deltek.

< Employee - Pat D. Hil (=@ = |
Status |Active - ':j
General | Address | Time & Expenses | Pay jon | Payroll Taxes | Deductions/Fringes | Contacts | Custom Fields | Employee ID | Attachme: >
Federal filing status Federal i itional federal withholding [0.00 -
EIC status [Not Applicable ] Employee Social Security/Medicare Exempt || Employer Sacial Security/Medicare Exempt
["] Covered by retirement plan [] Third party sick pay
) Homestate (Oregon  ~| [|Salewdbhoding [V Staledsablity (V] State unemployment
Information from the
) ‘Work state State withholding State disabilty State unemployment I
employee’'s W 2 form for
calculating payroll taxes Statefilingstatus Single -] State exemptions [1 | Additional state withholding (000 -]
Additional Taxes
[ Tax [ G i | Amount | OnDemand | Supp Limit imit Peri I
bl &l | O] _
Any State and/or Local taxes Limit
that may need to be Any maximum annual
calculated on the employee’s amount for this tax.
paycheck. E]E]E]E} 7 [Lcge ][ s=e Cancel Delete
On Demand Supp
Use this to control when Use this to automatically
the tax is included on a include the taxina
paycheck. Supplemental paycheck.

Deductions/Fringes Tab: Payroll Deductions, Fringes
and Direct Deposit Information

<J Employee - Pat D. Hill - — - e (==
Staus |
| General | Address | Time & Expenses| Pay Information [ Payroll Taxes | Deductions/Fringes | Contacts | Custom Fields | Employee ID | Attad + [ »
Deductions
Deducti [ Calculat [ Amount [ OnDemand | Supp Limit | LimitPeriod | MNotes || -
» 407k [t Percent of Total Pay 4.0000 ] B |
| [section 125 Flat Amount | o0 @ | @ = The "On Demand’,
Input Employee Deduction UnitedWay Contributi_. Flat Amount 150000) [0 a f ‘Supp’, and “Limit” check
information. The order that Insurance Flat Amount sso0) 1) a i boxes have the same
appears on the paycheck is e — meaning here as on the
based upon the order they [Fouting urber | Foeut | Typs [P On Dernand | Swp iing | oot | o previous entry Tabs.
appear in the main v | ® O O W | |
deduction list. /
T — If an employee is .
Fringe [ Caleutati | Amount [ OnDemand | Supp Limit Limit Period | Netes | using Direct Deposit, the
b |40k Matching =] Percent of Toal _ w0 B | @ ‘ bank account information
Insurance Flat 50000 [ [a] is listed here. More than
Input Employee Fringes 2| / | o w one account may be
information. The order that chosen. Any specific dollar
appears on the paycheck is DDl [ofiose] [ seve ][ Concel [ Delete amounts should be entered
based upon the order they as accounts first, and then
appear in the main fringes list. the remaining amount bank
account should be checked
The “On Demand” and "Supp” The “On Demand’, “Supp’, and remaining.
check boxes have the same ‘Limit” check boxes have the
meaning here as on the same meaning here as on the
previous entry Tabs. previous entry Tabs.

© 2021 Deltek, Inc. All rights reserved.
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<) Employee - Pat D. Hill - —— — (=[@] = |
Status |Active - :3
General | Address | Time & Expenses | Pay Information | Payroll Taxes | Deductions/Fringes | Contacts | Custom Fieids | Employee ID | Attac < [
[Pamer I
Contact | [eed] N
I | |
[ |
I Contact [ [
[ |
| |
E]EE]@ Close Save Cancel Delete
<) Employes - Pat D. Hill - — ' — (=@ = )
Status |Active - ’_l_'.j
Time & E [ Pay ion | Payrol Taxes | Deductions/Fringes | Contacts | Custom Fields | Employes 1D | Attachments | Notes | [«]
[ ] Category [ Descripti [ Added
"y
Open | [ Show Foider | [ Unattach
E]E]E@ Cleose Save Cancel Delete

Status |Active =

jon | Payrol Taes | D fFinges | Contacts | Custom Fiekds | Empi

| Tme4B | Pay

© 2021 Deltek, Inc. All rights reserved.

Deltek.

Contacts Tab:
Employee Contacts
Information

] Personal Contacts for the employee are entered
O ] on this Tab. For a contact to be added, they
A

J must be part of the main Contacts list.

Attachments Tab:
Employee Specific
Attachments

The Attachments tab is for any related
information you may need to access related to
this employee. A linked file must be in a shared

location for other people to open it (for example,
on a shared network location or a website).

Notes Tab:
Employee Specific Notes

Notes about the employee.
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General Tab

(€5 New Client —— ko B ] %
\\ Seke 1~ send Statement
Name = - iﬁltifrtl;fuyc%lﬁy fclude this
The clients name | Neme | ) St stk client when printing client
] clienttype = 1 Crst rance crares | statements. Otherwise,
| Date i v} I I Annual percentage rate |18.01 % N clear it.
/ | Prepeyment beginning balance (000 -] F\:::_\\
Client Type S | ccount 0 Create Finance
The client type used for [ il | Charges
reporting purposes. If you set up finance charges
[ | | on in Company > Preferences,
[ ][ | the Create finance charges
Fax | ] | check box appears. If you do
not want to create finance
] = =]y " changes on any of this
Datte E;St?lb%IShEd rted vebsite | client's outstanding balances,
enter the date you starte — ; : i .
doing business with the W] ] Comt ) e | cleat this checibox
client. - —
Annual
Percentage Rate
enter the percentage rate you
want to charge this client if
Phone Numbers Website Email Account ID different from the general
List phone numbers for this The client's website The general email for the An account ID you rate setup in company
client. Once a number is address. client have associated to preferences.
entered, the field to the right the client.

becomes available for notation.

Prepayment Beginning Balances
Prepayments you have from the client still
usable from prior to using Ajera. Once a receipt is
entered in Ajera for this client, this field locks.

Address Tab

< Client - American Ato o ) i
Sats o
| [Genemi | Addwess | Contacts |asd | Atachments | Notes |
Address
[3950 . 1daho \
| \
Address | |
Enter the street address for City [Poriand | swte R | zip [s7216 | country | \
the client.
Mailng Address
[[7] Same as address }
] Same As
| ] Address
[ ] Check this if the address
If the mailing address is ity [ | stote [ | 2 | | Country | ] and the mailing address
different than the street are the same.
address for the client, " - ; ;
uncheck the “Same as [ < o i} - (Gl [ Seve ][ Cocel ] [nbittnl] |

address” checkbox and
enter the information here.

© 2021 Deltek, Inc. All rights reserved. 10
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Setup Clients Deltek.

R oL o Contacts Tab

Contacts for the Client are entered on this Tab.
For a contact to be added, they must be part of the
main Contacts list.

| 1}\ Contacts Tab

Contact | ]

=]

|

[

| Once a contact name has been selected, on a
Contact [ @) row, the field below it will become available for

|

[

|

| any textual information.

=]

N]‘]El Close [ Save H Cancel ] Help |

Attachments Tab
-~

General | Address | Contacts | Attachments | Notes |
[ Category [

The Attachments tab is for any related

information you may need to access related to

this client. A linked file must be in a shared location
for other people to open it (for example, on a shared
network location or a website).

Add [ Open | [Shm.' Folder | | Unaﬂach] Search
Close I Save || Cancel | Help

Notes Tab

Notes about the client c

e ) [ oo ) e ) (]

© 2021 Deltek, Inc. All rights reserved. 11
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Setup Vendors

Name
the vendor’s name

Vendor Type

used for reporting
purposes. Special
types include credit
card and consultants

Department

the department that
you want to appear on
an invoice distribution
for non-project entries.

Account

the account that you
want to appear on an
invoice distribution
for non-project entries.

Date established

the date when you
started doing business
with a vendor

1Y

0 <

G ral Tab

Deltek.

<)’ Vendor - BVA Group

St

Address 1099Info  Insurance Direct Deposit

Contacts

Custom Fields ~ Attachments Notes

MName ‘ BVA Group

\ Vendor type ‘Eleclrical Consultant | | Calculate payment date by |Numberofda‘,fs L'J
Department ‘ | Mumber of days from invoice date El
Account | - Day of the month to pay [0
Date i ~ | Account ID |
Phone Numbers
|5ﬂ3-l51-5530 | |Eu5iness |
| Il |
| Il |
Fax |503-451-5532 | |Bu5insessfax |
Email ‘
‘Website ‘www.bvagmup.com
D| < |m Close Save Cancel Delete Help

Phone Numbers

phone numbers for the vendor.
To the right of a phone number,
type a description of it.

Email 0

the vendor's email address

Website
the vendor's website address

Clicking on the ellipses in
these fields will either launch
the vendor’s entered website,
or create an email through
Outlook to the email

address entered.

Calculate payment date by
Select an option for
calculating the due date:
Day of the month - assign
the due date to a day of the
month,

Number of days - assign
the due date based on a
specified number of days
after the invoice date,
None - not automatically
assign a due date.

Number of days from
invoice date

if using the “Number of
days” payment date above,
specify the number of days
in the Number of Days from
Invoice Date field.

Day of the month to pay

if you selected Day of the
Month in the Calculate
Payment Date By field, type
the day of the month as

a number of 1 through 31.

Account ID

Account number associated
with this vendor. This account
ID will print on vendor checks.

Address
enter the street address
for the vendor.

Same as address

check this if the address
and the mailing address
are the same.

Q Vendor - BVA Group -
e
General Address 1099Info  Insurance Direct Depost  Contacts  Custom Fields  Attachments Motes
Address
|109M Rosemont Drive |
City [Portland | sme[oR | zip 7200 Country
Mailing Address
1 Same as address
iy | | sote | |z Comry [ ]
m Close Save Cancel Delete Help

Y

—©

If the mailing address
is different than the
street address for the
vendor, uncheck the
“Same as address”
checkbox and enter
the information here.

© 2021 Deltek, Inc. All rights reserved
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Setup Vendors

Receives 1099 form

if the vendor receives a
Form 1099-MISC, or 1099
NEC select the Recieves
1099 form check box, and
complete the remaining

| 4 Vendor - BVA Group
| Seus [poive ]

General Address 1099 Info Contacts

Insurance  Direct Deposit

1099 Info Tab

Custom Fields

Deltek.

1099 Override

use to print a specific
amount on the vendor’s
1099 rather than amount
calculated by Ajera.

Attachmerts MNotes

Reported amount
to print a specific

amount on the 1099 form

for this vendor instead

of the amount Ajera
automatically

fields on the tab. ' I Receives 1093 fom
| Form type |Nonemployee compensation (1093-NEC) w |

Form type e Recipient D 931239877 |
Enter the type of 1099 | e | |
form that the vendor | 1099 Overde

. 1
receives | Reportedamount [000 |

. Federal tax withheld |0.00 R
Recipient ID

the federal ID number of
the vendor

[ 13 form received

calculates, type it here.

Federal tax withheld
to print a specific amount

W9 business type |Individuzl/Sole Proprietor v

W3 other description

Recipient name

Ajera automatically
prints the vendor name
in the recipient’s name
box on the 1099 form. If
you enter a name here,
Ajera prints it on the

first line. On the second
line, it prints the vendor
name prefaced with DBA.

Close

) W9 form received

if you received a Form
W-9 from the vendor,
click the W9 form

received check box. Description field.

W09 other description
If you selected “Other” for
the business type, enter the vendor’s
business type in the W9 Other

Direct Deposit

for Federal income tax
withheld on the 1099 form
for this vendor, type it here.

Delete Help

W9 business type

if you check the box for recieved

WO form, select the vendor’s type
of business from the drop-down.

Enter the following information to set up direct deposit for payments for this Vendor.

cg]-.-f‘:::"-f.—:":_.:‘ ) ) o B o _

Address 1099 Info  Insurance Direct Depost  Contacts  Custom Fields  Attachments Motes

{ General

B —

| Bank account number | ||

Routing number
Type the routing number which identifies
the vendor’s bank.

Bank Account Number
Type the number of the account where
the vendor wants the funds deposited.

vl

| Bank account type |Checking I

Bank Account Type
Make a selecion to indicate if the bank

—O

|Individua\ i I

Prenote

actual direct deposit. After your bank approves the direct deposit, clear
this box and start generating direct deposits for the vendor.

© 2021 Deltek, Inc. All rights reserved

this check box to send a pre-notification, instead of an actual direct deposit,
to the bank where the funds are to be deposited. We recommend that you
use this option to test the direct deposit for the vendor before making the

account is a savings or checking account.

Individual Identification

Type an individual identification to use on
direct deposit NACHA files. This field will
print on every detail row in the NACHA file
for the vendor.

Note:

Per NACHA standards, this field should
only be 15 characters and should not
contain any special characters.
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Setup Vendors Deltek.

Insurance Tab

<J' Vendor - BVA Group - o x < Vendor - BVA Group - B X
Selus =) Sats =
General Address 1099 Info  Insurance Direct Depost  Cortacts  Custom Fields  Attachments Notes
General Address 1099 Info  Insurance  Direct Deposit Contacts Custom Fields ~ Attachments Notes
Contact Notes Title Type Phone Phone 2 A
Type Proof Required Company Mame Policy Mumber | Policy Limit] Effective Expires |
¥ | General Liability v lAmerican Insurance 177-3455621-01 1,000,000§01/09/20 01/08721
Automobile |State Farm Insurance pa76-32322-990 0§12/0919 12/08/20
+ (m]
Type _ e Policy Limit
select the type of insurance. the amount the
The Other 1 and Other 2 OptionS insurance pohcy
are available for you to track covers. a ol
other insurance requirements. EEEE ——
Proof Required . o Effective Contacts Tab
select this check box to indicate the date the policy contacts for the vendor are entered on this Tab.
that you require a_mef of becomes effective. For a contact to be added, they must be part of the
nsurance from this consultant. main Contacts list
Company Name 0 Expires
the name of the insurance the date the policy Cust Fiel d It b
company issuing the policy. expires. ustom rields la
Policy Number
the number of the insurance policy. G ercer B o I
POlCY saus 2
General Address  1099Info  Insurance Direct Depost  Contacts  Custom Fields  Atachments  Notes
Rating
<) Vendor - BVA Group el 3
Status [Active - 'Tj
[ Gener | Addess [ 1059 | imsmnce | Comots | eschmerts | hetes |
Category I Descripbon Added ]
m Clos: Save Cancel Delete Help.

AttachmentsTab

the Attachments tab is for any related information you

Status | Active

| Gened | Addess | 1095bo | ineumnce | Contacts | Atachmerts | etes

ey 22 2 oo

may need to access related to this vendor. A linked file
must be in a shared location for other people to open it
(for example, on a shared network location or a website).

[ Save |[ Comcel || ODelese Help

Notes Tab
any notes you want to record about this vendor.

© 2021 Deltek, Inc. All rights reserved 14
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General Tab

Name
The first, middle and last
name of the contact.

Company

The name of the company
associated to the contact.
This does not link the
contact to any Client or
Vendor automatically.

Deltek.

New
S [feive ]
General | Address | Atachments | Notes |
\1 Eirst Middle Last
Name | | { 1|
foormm [ ]
Title [
Tyee | =
Email |

Title

L]

Email

Close

| ([she ) (“Comn ] [0 ] )

7

The email address of the
contact.

Website
The website associated to the
contact or company if needed.

Clicking on this set of
ellipses will automatically
go to the website with this
address.

Address Tab

Phone Numbers

List phone numbers for this
contact. Once a number is
entered, the field to the right
becomes available for
notation.

Same As Address
Check this if the address
and the mailing address

are the same. If the mailing
address is different than
the street address for the

The title of the contact.
Type

The category you

want to associate with a
contact.

Clicking on these
ellipses will
automatically create
an email through
Outlook for the entered
address.

Address
The Contacts’ Address.

client, uncheck the “Same as
address” checkbox and
enter the information here.

© 2021 Deltek, Inc. All rights reserved.

If the mailing e

address is different than
the street address for the
contact, uncheck the “Same
as address” checkbox and
enter the information here.
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Setup Contacts Deltek.

Attachments Tab

(€ Contact - Gordon Trinton [E=SECE>
Stws [icive -]
1,
|| | Genersl | Address| Atachments | Notes |
i | [ Category [ Descri Added
: Open | 'Shcﬁ-Fo\der: Unenach:
[ <] |m ([ Ciose J[ Sove | [ Corcel | [ Delete | [ Hel ]|

Attachments Tab - the Attachments tab is for any related information you
may need to access related to this contact. A linked file must be in a shared
location for other people to open it (for example, on a shared network
location or a website).

Notes Tab

(L] [Cose ][ Swve | [ Corcel ] [LDoleis]

Notes about the contact

© 2021 Deltek, Inc. All rights reserved. 16
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