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Time & Expense Interactive Emails Start to Finish Setup

How to Install/Set up
Interactive Emails for
Costpoint Time & Expense

Note: The Interactive Email feature relies on Adaptive Card technology. If your company is using Microsoft 365
@ Government Community Cloud High (GCC High), this platform does not support Adaptive Cards, so the feature
is unavailable to you.

What are Interactive Emails?

Costpoint Time & Expense can send interactive emails in a Microsoft adaptive card
format. This allows you to enter time, approve, or reject timesheets right from your
Microsoft (MS) Outlook email.

The selected actions are immediately reflected within the Time & Expense application.

Prerequisite

To use the Interactive Email features, you must register your Organization with Microsoft as a Provider (Sender)
of Actionable Messages.

@ Note: Registering with Microsoft is not required for Deltek Cloud customers because Deltek is registered with
=  Microsoft as a Global Sender.

For on-premise Costpoint customers, to start the registration process:

Actionable Email Developer Dashboard

Go to https://outlook.office.com/connectors/oam/publish, D C T D
. . For faster approval, please ask your Exchange admins to approve your request here: https:// ffice.com/connectors
and click + New Provider.

(® New Provider 1

Provider Status
2. Scope of submission

ho are you enabling this for? *
(2 Test UsgggTest your provider on users from same tznant auto-approvad) For the Scope of submission, select Organization
® 6 and then return to the first section.

Drganization (You will be submitting this request to your organization's Exchange administrators. Pleasg
note that rollout takes 24 hours after this submission is approved)

(2 Global (Please note that rollout takes 2 weeks after this submission is approved)

3. Additional Information
Email addresses of other people who should be notified.
expense-notification@contoso.com .

Add another email address

Comments

Any additional detail for yeur administrator to easily approve this
request.

[ accept the terms and conditions of the App Developer Agreement

m canc
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Actionable Email Developer Dashboard

e In the Friendly Name field, enter a name that is meaningful )
to you. This value is used just for your reference. ©Back

1. New Provider
Friendly Name ™

{anry name as you wish]|

Make note of the Provider Id and the Sender email address. Provder 1 (onginaton
These are the values that you need to enter 2021918-4aT0-4032-0210 960451015
into Configuration Utility. Organization nfo

Sender email address from which actionable emails will originate *

costpaint@sitek com 2 e
After you generate a key pair, click ellipses button to copy the Add ar

e Public Key, and enter it into the provider page. oz

(HTTPS URLs which will be invoked by the actions from the message card, Regex can be used to club mutiple URLS)

il address

(Costpoirt public URL) .
The Target URL is the Costpoint URL that must be publicly Add ancther actions URL
available on the Internet with a valid SSL certificate. R

Provide your own public key if you want to send signed card

yloads)
(generated public key rom Config Ltiity) .
Add ancther public key

Logo

e When doneg, save the provider page and save changes in

Costpoint Configuration Utility. °

= ‘)
IPmddnr D Sender Email |costpoint@deltek com

Private Key  MIEV2IEAD

Key -AQAB<Exponent-<FRSAKeyvalue» |. Generate Keys

Costpoint Configuration

The Interactive Email tab in Configure System Settings includes options to enable interactive email notifications for
Time & Expense. Select the Enable Time & Expense Interactive Email checkbox to enable.

Access: Admin > System Administration > System Administration Controls > Configure System Settings

& % O B Admin > System Administration > System Administration Controls > Configure System Settings

Company Setlings BaichJob  Case Reporing  Logn Banner  inferachive Emall

Enabie Time & Expense interactve Email I

Enable Workfiow Interactive Email
Enable Requisition Approval Infaractive Email

Itis essential for users to ensure that their email address in the Manage Users (SYMUSR) application matches the primary
email address in MS Outlook to receive interactive emails; otherwise, the system will default to a plain email format.

i % T I Admin > Secunty > System Security > Manage Users

Uger 1D * User Nama * [

Workiiow Frniing Defauls Autharicaon Web Sarvices  User Inberiace

Stilied Prefeleres Uses Can CPange

Empicyes 1D l Deacwation Cate Hame
e Date Pasgword Changad wa Hotficatian Qiptions
Extansion !élg.mpr,r‘-me_ = Last Login Date . Phens and Extansion
e

Locals 1D | | Farce Password Change ] - Regesler Biamainc Device
Emai [} MNotity Vimen Babch Job I3 Complated | Pasgword
B Allow Lser 1o Override Batch Job Prionty Dwetaull Company

leried
Lr:]n:l‘ul;ahnl" X Con Repolt Bawes From Appication Screen =i A
Method Diefauit Comparry I

4

Company Access  Axmgred User Growis  Module Bighis  Applisation Bights U8 Piofies  Pasakens

© 2024 Deltek, Inc. All rights reserved.



Deltek Costpoint > Time & Expense Series
Time & Expense Interactive Emails Start to Finish Setup

What are Interactive Emails used for?

Interactive Email functionality enables administrators to send automated reminders
directly to the inboxes of designated recipients, if timesheets have not been saved,
signed, or approved. Interactive emails contain details sourced directly from the
timesheet, as well as other interactive fields.

Timesheet Interactive Email

Resources can enter and submit hours from within the email without logging on to Costpoint. Hours and other changes
saved in the email automatically update the real timesheet.

The image below provides an example of the fields and options that are displayed in the body of the email:

Timesheet Remindeﬂ

costpoint@deltek com © Reply | 9 Reply A ) ronened | |8 | [
To @ Ava lackson : et

@ Timesheet for:  Friday S dre'd -
04,28,202;}Explratlon date of the email. ]

| v h:  04/29/2023 01:43: PM

Revision Notes: l Enter I'e‘lision nOteS
0 m Save your changes.

Enter line comments. oI
. : | Enter hours worked.
¥ PHELPS Project - CPFF/TL/PHELPS Project - CPFF/TL
an [Enter cell comments. =+

Al

For 04/28/2023. This is a friendly reminder to enter your time worked on your timesheet. Thank You. Our company policy is every employee should enter their timesheet as soon as possible. If you cannot
‘enter hours every hour, you should try to enter it every 2-3 hours. If you cannot enter it every 2-3 three hours, you should try to enter it every 6 hours. At least you should make a good effort to enter it daily.

Timesheet Approval/Rejection Interactive Emails

Interactive emails enable personnel responsible for approving timesheets the ability to approve or reject timesheets from
within the email itself, and the selected actions are immediately reflected within Time & Expense.

The image below provides an example of the fields and options that are displayed in the body of the email:

09/21/2023 08:20 PM

Resource: Sally Field Status: Signed
Ending: 09/23/2023 Revision: 2
Regular Total: 50 Total Hours: 50

Overtime Total: 0

Remember as with any Approval you are responsible, not the person seeking approval

% REJECT ¥' APPROVE
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Timesheet Reminders

Use the Timesheet Reminder screen to generate automatic email reminders for entering, signing, or approving timesheets.
From this screen, you can check whether timesheets are outstanding (unsaved) for the current day, or unsigned, or unapproved
for the current period. The check can be performed according to functional role and by employee group and timesheet class.
Email reminders are automatically sent based on results.

Option

Send

CIEAENODERAOREY

= Timesheet Reminder

Parameter ID * Description *

Criteria

Reminder Types
Daily Time Entry.

Sign Timesheet Approve Timesheet

Entered Time Reminder

Send * Interactive E-Mail v send® [Interactive E-Mail ¥ Send* Interactive E-Mail

Expire after 24Hours v Expire after * 24 Hours v Expire after 24 Hours v

Approve Timesheet Reminder

Sign Timesheet Reminder

Work Schedule Options.

[ Always Send on Workdays
Send if Hours < Scheduled . . . .
() Send on Holiday Sign Timesheet Reminder Approve Timesheet Reminder

() Send on Approved Leave

Select this option to check for Select this option to check for
timesheets in the current timesheets in the current period
Functional Role * period that are not yet signed. ) that are not yet approved.
Group Option * All v [J Non-Contiguous Ranges Class Option * All v () Non-Contiguous Ranges
Starting Group l Starting Class l
Ending Group l Ending Class l
Daily Time Entry
In this section, select Entered Time Reminder to run a check for any timesheets for the current
period or current day where hours have not yet been saved. Use settings under Work Schedule —

to further customize the delivery options.

Description

If interactive email functionality is enabled for Time & Expense within Costpoint Administration,
the Email checkbox is replaced with the Send drop-down list.

From the Send drop-down list, select the type of reminder you want to send. Choose from the following:

@ Interactive Email: Select this option to send an email that is enabled with interactive fields that directly
update the timesheet in Costpoint, enabling the recipient to complete the timesheet without logging in
to Costpoint.

® From Expires After: Choose the number of hours for which the email message will be valid. After that
period elapses, the email is no longer editable.

@ Email: Select this option to send an email that includes only a reminder. When this option is selected,
resources need to log on to Costpoint to complete the timesheet.

Work Schedule | yse options in this section to manage email delivery according to resource work schedules.

Options

® Always Send on Workdays: Select this option to deliver emails only on workdays.

@ Send if Hours are Less Than Scheduled: Select this option to send the reminder only if the hours
entered on the timesheet are less than those scheduled.

® Send on Holiday: Select this option to send the reminder even on holidays.

® Send on Approved Leave: Select this option to send the reminder even on days where leave is approved.

© 2024 Deltek, Inc. All rights reserved.
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Emails can be scheduled for delivery in advance for designated days and times. You can direct email reminders toward groups
and classes by functional role or to all groups and classes.

The system-generated emails include default text specific to the reminder type (for example, “Remember to sign your

timesheet.”), but the subject line and body text are both customizable. See the Customize Timesheet Reminder Alerts
section below for details.

Customize Timesheet Reminder Alerts

In the Email Text application, you can set Timesheet Reminders as an Email Source option. You can customize the subject line
and body text of the email for all three types of reminders: enter timesheet, sign timesheet, and approve/reject timesheet.

Access: Time & Expense > Configuration > General Controls > E-mail Text

W Time & Expense > Configuration > General Controls > E-mail Text

Ly E-mail Text New || Copy | ¥ || Deete | [ 14 |[ 4 1[4 of 1 New || Tatie auery| v || — 1 x

E-mail Source ® |Timesheet Reminders  w Language * en

E-mail Reason * Country * us

E-mail Section * pme ﬁel LERtered BIYRRen?iréder E-mail Section * -Select-

imasheet Approval Reminder

Role * Timasheet Sign Reminder . t'

Role Subject
Text Bﬁdy
Default

This is a friendly reminder to enter your time worked on your timesheet. Thank You.

Custom

You can enter customized text in the Custom field, as for example, to add the time by which the action must be completed.

- E-mail Text New || Copy | W || Detete || = 1 oramew [ | 5 1[50 ]| Tabte Query | ¥ | m|
E-mail Source ® [Timesheet Reminders v Language * en
E-mail Reason * [Time Not Entered By Reminder v Country * us
E-mail Section®  |Body v
Role * Resource
Text
Default

This is a friendly reminder to enter your time worked on your timesheet. Thank You.

Custom

This is a friendly reminder to enter your time worked on your timesheet tby 5:00 p.m. EST. Thank You.
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Daily Floor Check Report Interactive Emails

The Interactive Email option on the Daily Floor Check screen is available only if this feature is enabled for Time & Expense.
When enabled, selecting the Interactive Email option allows you to send resources an email where they can complete
assigned tasks directly within the email body, streamlining the process.

@ Note: The Interactive Email functionality is configured from the Configure System Settings screen
= inCostpoint Administration.

Access: Time & Expense > Time > Timesheet Reports/Inquiries > Daily Floor Check

“ w 0O Time & Expense > Time > Timesheet Reportsi/inquiries > Daily Floor Check Q
+ Daily Floor Check New || Copy | W || Delete | | |« || o || 4 of 22 Existing B || B || Table Cuery | ¥ | B X
Parameter ID* AL [XSUP Description® | Supervisor Email only
Criteria
Check Date Filter Sort
Scheduled (lgnore Specific Date below) Failed Primary * [Resource Name v
Monday - Friday with Monday run checking Friday [ Passed Secondary*  [Timesheet Class -
[] Check current day instead of previous day (7] Off

Specific Date  01/17/2025

Notifications
Automatically Send Notification After Previewing/Prinfing Report
Function * Primary Administrator l Notify Notify Types
Group Optien® [Al | [] Non-Configuous Ranges [] Resources Task
Starting Group | otner —
Ending Group I

Expire after [24 Hours v
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