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Points to remember — Suppliers working on Statement of
Work / Subcontractors

Supplier managers and proxies will have direct access to timesheets.
Peraton personnel will not have direct access to timesheets.

ROLES:
* LABOR: individual entering own time or expense

« APPROVER: Primary manager from Supplier company reviewing and approving timesheet or expense. This is the top
individual in the approval group; all other IDs align to this person

« BACKUP APPROVER: Supplier company personnel assigned to primary approver to backup approvals (can have multiple)

« PROXY (expense or timesheet): Supplier company personnel assigned under Primary approver group to enter hours or
expenses on behalf of the Labor individual (can have multiple)

« SUBCONTRACT EXPENSE APPROVER: Peraton POC assigned to primary approver group to review and approve
expenses submitted for payment (can have multiple)

= Only time worked on project should be submitted. There are no absence or vacation codes as they are not recorded in Deltek T&E.
= The same ID cannot sign AND approve timesheets due to application restrictions.

= Vouchers are processed for APPROVED timesheets and expenses. The pay clock begins from the processing date, NOT the week
ending date of the timesheet. Timely approval means timely payments.
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Points to remember — Agency Contractor (ACs) / Peraton
manager roles

Peraton personnel will have direct access to timesheets

Supplier managers and proxies will not have direct access to timesheets. Timesheet data will be visible in
Beeline within 1 week of processing.

ROLES:
« LABOR: individual entering own time or expense

«  APPROVER: Peraton manager reviewing and approving timesheet or expense. This is the top individual in the approval
group; all other IDs align to this person

- BACKUP APPROVER: Peraton personnel assigned to primary approver to backup approvals (can have multiple)

 PROXY (expense or timesheet): Must have clear documentation for audit. Peraton personnel assigned under Primary
approver group to enter hours or expenses on behalf of the Labor individual (can have multiple)

« SUBCONTRACT EXPENSE APPROVER: Peraton POC assigned to primary approver group to review and approve
expenses submitted for payment (can have multiple)

= Only time worked on project should be submitted. There are no absence codes as absences are not recorded in Deltek
T&E.

= The same ID cannot sign AND approve timesheets due to application restrictions.

= Vouchers are processed for APPROVED timesheets and expenses. The pay clock begins from the processing date, NOT
the week ending date of the timesheet. Timely approval means timely payments.
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Universal Functions, Password
Maintenance and Tool Navigation
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Access Deltek Time and Expense v10 (T&E)

1. All access to Deltek now needs to be done through
OKTA: https://sso.peraton.com

2. Peraton login page appears
3. Enter your User Name and Password

5. If already setup, Okta will then prompt you for Multifactor
Authentication; complete that

6. Once authenticated, you'll be directed to OKTA and will
see all available tiles.

7. Select Deltek Cost Point Time and Expense Peraten

A My Apps
Work

Add section @

A notifications (1)

Mobile Access: There is no mobile App to download, simply enter the URL
above in the mobile device’s browser and follow these instructions.
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By submitting your username and
password you attest that you are an
authorized user, and are bound to Peraton's
Acceptable Use Policy posted on The Lens.

My Apps

@ Work

SERVICE DESK
S Ll Lns |

Service Desk Portal

Deltekh:-

Contracto Deltek Costpoint
Information Management Time & Expense



https://sso.peraton.com/
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Initial setup of Okta Multifactor Authentication (MFA)

1. On your first attempt logging into the Okta system, enter your User
Name and Password, then click Sign In

2. You will then be prompted to select your primary method for Multifactor Peraton B
Authentication (MFA) out of the options available for you.

Peraten

You need to set up a secondary method and a Security question.

Optional forms of MFA:

« Okta Verify: You can install the Okta Verify application on your ©
Smartphone

» Google Authenticator: a mobile app like Okta Verify

 Phone: Short message service (SMS) Authentication or Voice Call
Authentication

3. Follow the setup instructions for the methods you select.
Note: Peraton is not responsible for charges for use of personal device.

Deltekin

Deltek Costpoint Time

Already have an Okta account? The Deltek tile will be added to your Okta portal

& Expense
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Change / Configuring Other Forms of MFA

To configure or change methods of MFA or changing your security question:

1. Log directly into your Okta start page/dashboard at
https://sso.peraton.com.

2. Select the drop-down arrow by your name from your Okta start
page/dashboard and select Settings.

okta Q, Search your apps Dana ~
#f MyApps Dana
My Apps
Work

@ Work ttin
Add section @ Settings

3. You will see sections for your Personal Information, Change Password,
and Security Methods. Click the green Edit Profile button at the top.

4. Scroll down to the Security Methods section and select
the Setup or Remove button with the type of MFA that you want to
configure and follow the prompts to add or modify the selected method of
MFA.

PERATON PROPRIETARY INFORMATION The information in this document is proprietary to Peraton. It may not be used, reproduced, disclosed, or exported without the written approval of Peraton.
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By submitting your username and

password you attest that you are an
authorized user, and are bound to Peraton's
Acceptable Use Policy posted on The Lens.

v Security Methods

Security methods help your

and other applications

Okta Verify

Google Authenticator

Phone

accol

nt security when signing in to Okta

Setup

Setup

Set up another



Password Maintenance

* Your Peraton Sponsoring Manager will have your initial password. Peraten

By submitting your username and

* For password/login issues, contact the Service Desk at 833-994-2449
* You will need your Employee ID and Peraton Sponsoring Manager’s name e e

Acceptable Use Policy posted on The Lens.

* [f password is forgotten, call the Service Desk

Username

- Alternatively, passwords can be reset via Okta ! |

Password

(https://sso.peraton.com) |

*|f logging in with a temporary or expired password; will be immediately
prompted to change the password

» To proactively change password, once in Okta, select the drop-down arrow “
by your name from your Okta start page/dashboard and select Settings.
Click the green Edit Profile button at the top. Complete the Change
Password section.

« DO NOT USE the external log-in screen options (shown to the right) to
“‘Reset Passwords” for Okta

-]
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https://sso.peraton.com/

Password Maintenance

It is highly recommended that subcontractors set up reminders to change their passwords prior to
when they expire (every 90 days). The system may not warn you of an impending expiration.

Passwords must be a minimum of ten (10) characters containing 3 out of 4 of the following
categories:

1. Uppercase characters (A through Z)
2. Lowercase characters (a through z)
3. Numbers (0 through 9)

4. Non-alphanumeric characters (Examples: !, $, #, %)

For password issues, contact the Service Desk at 833-994-2449
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Navigation

Menu Options assigned to your role will appear in the main application screen. If it doesn’t, please select the house in the
top left corner. Select the option desired:

* Time & Expense: goes directly to timesheet and expense modules

2 Costpoint _ |

Time & Expense o Time & Expense
2 Costpoint 2 e %2
Time - Time +
89  Dashboard A w
o+ Timesheets — Expense ==
(3"-0
'iﬁ? My menu wWork Schedule - Expense Authorizations T
aQ Resource Schedules/Leave Q Expense Reports i
Q. Menu search = . Manage/Approve Expense Reports o
Approve Timesheet Charges El
_
* Accounting Manage/Approve Timesheets * @ Print Expense Report
: @ My Qutstanding Expenses
Projects Timesheet Reports/Inquiries + =5 g RS
Qo
2 o Expense Reports/Inquiries +
@ Materials Time Controls +
Configuration +
2o People Time Utilities -
(® Time & Expense Expense +
(® Reports & Analytics Configuration +
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Navigation

* Reports & Analytics: Home Dashboard
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Reports and Analytics

* Reports & Analytics: Home Dashboard

*Here you will perform your tasks, see recent timesheets, and navigate within the system.

Priority
High
High
High
High

@ 99  Dashboard

Q
My menu B
W My g
D
Qo
<o
My Expense Reports
@ O Dpate Srarus

Description

My Tasks: Displays the number of tasks (for each task type).
This list may be expanded or minimized using the “+” and “-”
buttons under Manage Dashboards in the upper right-hand corner.
Only groupings that have tasks are displayed. An example of a
task type (grouping) is “Timesheets Pending Approval’.

Lau

nch

ey

W

Amount

My Timesheets

My Expense Authorizations

| Date

G X

ur @ My Workflow Approvals @ 7
s Bascription S Hours | Workfiow Name step Time Elapsed Time Remaining status
2 Weekly 0.00
0.00
0.00
ng 00
ssing 00
Missing
Missing
Missing
Open
Weekly Processed
Launch (@) My Outstanding Expenses 0]
e Y Amouny | | BaTch Type Expense Date Type Amount Currency

My Timesheets: Displays a number of your recent timesheets.
To open a timesheet, select the description. Status can be
“Processed”, “Open”, or “Rejected”
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Timesheet:

Timesheets
From the “Menu Navigation Area”, you can perform the following functions: | rerimee

open your
current week’s
Menu Navigation Area timesheet.

Time & Expense

Time & Expense Time & Expense

0o _
Time =

Timesheets =

Timesheets +
Work Schedule

oo
o+

00
+0

=
g
g

Expense 1

Configuration + : e +
Timesheet Reports/Inquiries - Hexbliics Bonedlas save
Time Utilities -+ _ Approve Timesheet Charges
o L i Manage/Approve Timesheets *
E I_l xpense <
oy Timesheet Reports/Inquiries HE
Q@ Configuration —
@ Time Controls +
c%g
Time Utilities -+
Expense +
Configuration +
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Timesheet

Selecting “Timesheet” from Menu Navigation Area will open your current week'’s timesheet.

There are two main sections for time entry:

2 Costpoint

Acfions

N

h | KA = R4
| oo | L3 ]; Peraton, Inc. - DELTEKCPUAT)
A Timesheet m|:ze--||r e v| O ery | |a§| - X
8
Basic Information  Revision Explanation Leave Balances
ﬁ Name * ID* Period Ending * Status
o User, Test 0 N1025404 (] Subcontractor 05/08/2026 ) Missing
Q Timesheet Lines | Add to Favorites |m\ py Vv || Delete
2 Sat Sun Meon Tue Wed Thu Fri
@ i Line Description Project Pay Type * PO Release Line 05/02/26 05/03/26 05/04/26 05/05/26 05/06/26 05/07/26 05/08/26 Total
> 1 =ZQ
(o
Regular
OVertme,
Total

Projects (charge
numbers) are entered
in this section

Hours and comments
are entered in this
section
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Header/Application Toolbar

The Application Toolbar provides quick access to commonly used timesheet functions. These include:

Application
Application Toolbar Toolbar
Save or Save & Continue: Save the current timesheet

Preview/Print: Print the current timesheet in a form
mode OR Print the Timesheets for previous period in a
Table mode

Peraton, Inc. - DELTEKCPUAT) Vv

- . — 3
Costpoint Actions ~ | | &~

Timesheet Section Toolbar

New Timesheet: Click this button to display a new, i
) @ Timesheet
blank timesheet form
i
o . oy . Basic Infor vision Expl ti \ |
Copy: Click on this button to copy the existing timesheet S ooy Revislon Explanation  teave Balances
information to the new timesheet period. i Name * D* Pdfiod Ending* Status
0 User, Test [} N1025404 L) Subconiractor 5/08/2026 O Missing
. ©:
Delete: To Delete the unprocessed timesheet =
Click this directional arrow to display the timesheet for Q Timesheet Lines
the previous pay period

[ Sat s Mon Tue Wed T Fri
N Line Description Project Pay Type ® PO Release Line 05/02/26 05/§3/26 05/04/26 05/05/26 05/06/26 /01/26 05/08/26 Total

Click this directional arrow to display the timesheetfor ~ “* ——++——+v [ ™
the next pay period. o ‘ ! ©Q

Regular
View Controls Overtime
you may have two display options to choose from, either Total

Form or Table view

Query: Search for previous week’s timesheets; managers

may search for their previous timesheets or for Section

current/previous timesheets for their employees
Toolbars

Timesheet Lines Section Toolbar

Add Line: Click this button to add a new line to the timesheet

an

&

=]
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Header/Basic Information Tab

The Header displays employee information, timesheet, characteristics, and navigational buttons.

2 Costpoint actions ~ | [ ~| t2oon Peraton, Inc. - DELTEKCPUAT)
Name: Your Name(Read-Only) =S
ID: Your Employee ID(Read-Only) o Timesheet ) ore | ) B=] - x
. . . . oo
Period Ending: Your Current timesheet Period Weekly; oF Basic Information  Leave Balances
always a Friday (Read-Only) g —_ — Period Ending Status
o User, Test L] N1025404 (] Subcontractor 05/01/2026 Open
@
Status: =
Missing - Employee has not opened timesheet e
Open - Employee has entered and saved hours on Q
— Sat Sun Mon Tue Wed Thu
timesheet o~ U ‘ Line I Description | Project Pay Type* | PO Release Line 04/25/2 | 04/26/2 04/21/26  O4/826 | 04/29/26 04/30/26 |  05/01/26 Total
Signed - Employee has completed timesheet for the
week and it has been routed to manager for Correct button will only show once the
approval. timesheet has processed.
Approved - Manager has approved timesheet.
- - L i
Processed - Timesheet has been exported from time A9 Costpoint Actions | | & n Peraton, Inc. - DELTEKCPUAT) v/
collection to be included in labor processing.
. . . Ti heet = =
Rejected - Manager has rejected timesheet and employee @ nesIes = &
has an action to correct g0
Basic Information Leave Balances
i} Name * ID* Period Ending * Status
signature: Your Signature With Timestamp (Read_OnIy) o User, Test ] N1025404 [i] Subcontractor 04/24/2026 Processed
E Signature Approval
User, Test (N1025404) 4/24/26 8:55:44 PM Plitt, Jennifer L (330536) 4/25/26 11:40:53 PM £
Approval: Supervisor Approval Signature with
Timestamp (Read-Only) Q
[ Timesheet Lines
SIgn: SIgn )’OUI’ TlmeSheet bUtton [?3 G I Line Description Project Pay Type* PO Release Line 04,5108'&& oaflu:fza ua;ﬂznu'}za oa:zh;/za 04\,"\/::/25 042‘5“125 04,’2‘;‘/“ Total
| 1] 1BITSV-24-C-0020-00003 SC CONTRACTOR | B0007.001.L0003.0002 R AC-0001291/000/0001 I [ [ 0.00] A

Correct: Correct your Processed Timesheet



Timesheet Lines/Timesheet Subtasks

The Timesheet Lines section data specific to the applied charges.

Under More button:

Charge Favorites: See the list of
Project that are saved to as
Favorites.

Leave: Not Applicable.
Contractors submit time worked
(or sometimes 0 hours to indicate
time not worked). Absence codes
are not used.

Revision Audit : view all of the
“Corrections” made to the current
timesheet if applicable

Add a Line to Favorites: Allows
you to add a Projects to Favorites
for future use. Will be explained
further in future slide.

-

Timesheet

_Basic Information  Leave Balances
Name * iD*
User, Test Li] N1025404

-

Timesheet Lines

(@]
& ‘ Line Description Project

| 1| 1BITSV-24-C-0020-00003 SC CONTRACTOR [BO007.001.L0003.0002

o | ~a
Actions B N

[i) Subcontractor

PO Release Line

Pay Type ®
| AC-0001291/000/0001

Pay Type *®

B

Sat
04/25/26

Subcontractor

PO Release Line
AC-0001291/000/0001

Period Ending * Status

05/01/2026 Open

Sat Sun Mon Tue Wed Thu
04/26/26 04/27/26 04/28/26 04/29/26 04/30/26

04,/25/26

Peraton, Inc. - DELTEKCPUAT)

Advanced Charge Search

I Charge Favorites I
I Leave I
I Revision Audit I

Work Schedule

¢ Pay Type Summary

atus
pen

Wed Thu
8/29/26 04/30/26
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Fri
05/01/26 Total
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Global/Application Options

Common Icons for Navigation

lcon

Name

Description

Save or Save and

Click this lcon to store any changes you make on the screen.

Continue
=~ Refresh Click this icon to restore the default values or clear the fields on a screen, task or document
|:.;f':1. Home Screen Shows My Menu items and Recent Activity
82 Dashboard Shows My Tasks, My Timesheets, My Expense Reports
W My Menu l[tems that you have saved as your favorites to navigate to quickly

Open Applications

l[tems you have open. You can use this list as a short cut to the application

Time and Expense

Click to access Time and Expense

ap

Print

Print and Export Options

i

Layout Options

To save changes to the layout of a screen so the layout will be the same the next time you open that screen

Table or Form

Change view to a table or form view

Keyboard Shortcuts

Shows various keyboard shortcuts like F5 to Save or F3 to Execute

PERATON PROPRIETARY INFORMATION The information in this document is proprietary to Peraton. It may not be used, reproduced, disclosed, or exported without the written approval of Peraton.




Time Entry
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Access Current Timesheet

Open your timesheet by either:

« Selecting the hyperlink of the appropriate timesheet from
“My Timesheets” module of the Dashboard, or

My Timesheets

T/S Period E

06,719/ 2024

&

B O th & & &

gl o El o el g E o

4

Timesheet

Basic Information

Name *

User, Test

Timesheet Lines

] .
E Line

Description
Subcontractor
12 Subcontractor

Subcontractor
Subcontractor
Subcontractor
Subcontractor
Subcontractor
Subcontractor
Subcontractor

Subcontractor

Launch (&)
Srarus Hours
Missing 000
Missing 0.00
Missing 000
Missing 000
Missing [eR]w]
Missing 0.00
Missing 000
Open 0.00
Approved 40,00
Approved 40,00

* By navigating Time & Expense > Time > Timesheets > Timesheet

This opens vour current week’s timesheet

oo 3N
+0 R

=

0o
®:

G

Time & Expense

Time

Manage/Approve Timesheets
Timesheet Reports/Inquiries
Expense

Configuration

Use the directional arrows in the Section Toolbar to display the appropriate timesheet

Leave Balances

Description

ID*
N1025404

Project

Subconfractor

Pay Type *

PO Release Line

Sar
04/25/26

2
b5

Period Ending *

05/01/2026
Sun Mon Tue
04/26/26 04/27/26 04/28/26
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Fri
05/01/26

Total



Create Missing Timesheet (if needed)

If a timesheet for a given week was not accessed/created by Friday of that week, it has Status of Missing. As a result, it is
not searchable using the directional arrows in the Timesheet section toolbar. The Missing timesheet needs to be recreated

manually.

« Manually create a Missing timesheet by navigating Time & Expense > Time > Timesheets > Timesheet
* This opens your current week’s timesheet

+ Click New from the Timesheet section toolbar
* This creates a new blank timesheet. Employee (name) and ID auto-populate

» Select the calendar icon in the Period Ending field

* Select the Friday for the period of the missing timesheet

——
Timesheet Ne
Basic Information  Revision Explanation Leave Balances
Name * ID* Period Ending * Status
User, Test ) N1025404 e Subcontractor ') I Missing
4 |June v 2026 | >
. i M T W It
Timesheet Lines 1 2 3 4l s
7 8 9 101 5
o 14 15 16 17 18 19 20
i L Descripti Total 21 22 23 24 25 26 27
28 29 30

PERATON PROPRIETARY INFORMATION The information in this document is proprietary to Peraton. It may not be used, reproduced, disclosed, or exported without the written approval of Peraton.
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Charge Number Entry

To add a Timesheet Line to the timesheet, click Add Line. Add as many lines as needed to reflect all Projects worked.

Timesheet Lines

Description

Projects (i.e. charge numbers) may be typed or copy/pasted directly into the Project cell or they can be selected from the
Charge Lookup Tree

Project

Pay Type *

PO Release Line

Peraten

Tue Wed Thu
05/05/26 05/06/26 05/07/26

Sat
05/02/26

Sun
05/03/26

Mon
05/04/26

 As always, be sure to ask your manager for the appropriate charge number and authorization of its use.

 Enter charge number directly into the cell by placing your cursor in the cell and typing the full charge number, including
periods.

Direct charge numbers
are 20 alpha-numeric
characters;

PO information will
populate based on the
project selected

Timesheet

Basic Information Revision Explanation Leave Balances
Name *
User, Test [ ]

Timesheet Lines

ID*
N1025404

l Project

Period Ending *

=!

Status
Subcontractor

Missing

Fri

05/08/26

(Pl ' Sat Sun Men Tue Wed Thu Fri
. Line Description Pay Type * PO Release Line 05/02/26 | 05/03/26  05/04/26 = 05/05/26 | 03/06/26 | 05/07/26  05/08/26
‘ 1| 1BITSV-24-C-0020-00003 SC CONTRACTOR | BO007.001.L0003.0002 R Q|| AC-0001291/000/0001
Regular
Overtime
-

Total
>

i

Tota

Total
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Charge Number Entry via Charge Lookup Tree

Access the Charge Lookup Tree by selecting the magnifying icon from the Project cell

Timesheet Lines

&)
B Line

eeeeeeeeeeeeeeeeeeeee
‘ -24-C-0020-00003 SC CONTRACTOR | [=fo]s[epfo[o) WRslok N s[u)i

vertime
llllll

Select the “+” button to expand the “Contractor” Charge Tree or you can Query the Charge Lookup Tree

Add to Favorites Copy v || Delete Jue
[ Current Lookup M Tue Wed | Thu | Fri I |
Description | Project )

Mon
) ) 05/04/26 /05/26 /06/2 /07/26 5/08/26 otal
1 1BITSV-24-C-0020-00003 SC CONTRACTOR B0007.001.L0003.00C c.nreh criteria
Project begins with v
i 2 : :
Charge/Branch Description begins with v
Lookup [J search on current level only
_J Charge Lookup

P Query v‘

End Date

G] Charge/Branch Description Charge Branch Code
*Favorites
Contractor

Start Date

[ count |[ save Query || Reset |

e )




Charge Number Entry via Lookup Tree

Select the “+” button to expand the Charge Tree

* You may need to navigate 2 levels before the charge numbers are visible.

Lookup Lookup

- 1 Charge Lookup
—J Charge Lookup B+ Contractor

)] | Charge/Branch Description = Charge/Branch Description Charge Branch Code
+ | “Favorites Test Project 00425 201.0208ICCIOSUB
| Contractor Test Project 1 00425 201.02060FMICSUB

Check the box next to the charge number(s) you wish to add to your timesheet. Box will turn blue to indicate it's checked.

)

: Charge/Branch Description Charge Branch Code Project

+| 1BITSV-24-C-0020-00001 SC BO007.001.L0O001.0002

® Charge/Branch Description Charge Branch Code Project
» | 1BITSV-24-C-0020-00001 SC CONTRACTOR B0007.001.L0001.0002 BO007.001.L0001.0002

Click “Select” to add charge number to timesheet

)]
= ‘ Charge/Branch Description Charge Branch Code Project Pay Type PO Release Line Start Date

| 1BITSV-24-C-0020-00001 SC CONTRACTOR B0007.001.L0001.0002 B0007.001.L0001.0002 AC-0001291,/000,/0001

PERATON PROPRIETARY INFORMATION The information in this document is proprietary to Peraton. It may not be used, reproduced, disclosed, or exported without the written approval of Peraton.
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Add “Favorites” to the Charge Tree & Auto

To add a Project to Favorites area of Charge Tree

1. Add the Project to a timesheet line

2. Check the box next to the charge number, make sure box turns blue
3. Click “Add Line to Favorites” from the button below timesheet

Timesheet Lines

Load

Peraten

Click on “Add Line to
Favorites” button

13 ”
Check the box
(] sar Sun Maon Tue Wed Thu Fri
. Line Description Project Pay Type * PO Release Line 05/02/26 05/03/26 05/04/26 05/05/26 05/06/26 05/07/26 05/08/26 Total
‘/ 1| 1BITSV-24-C-0020-00003 SC CONTRACTOR | B0007.001.L0003.0002 R AC-0001291,/000/0001
‘ 2 1BITSV-24-C-0020-00001 SC CONTRACTOR B0007.001.L0001.0002 R AC-0001291,/000/0001

To make the Project load to the timesheet automatically each week

Click “Charge Favorites” under the More button

Select (or unselect) the “Load” box next to the Project(s) to automatically load each week
Click “Close”

Save the Timesheet

BN~

Advanced Charge Search

harge Favorites

artus
ubcontractor issing
Leave
“Load” check box if Work Schedule
n Ir hecked.
Ot a eady c ec ed Pay Type Summary =
Sat Ned Thu Fri
rge Favorites
@] | Load Wark Pet * Holiday Vacation Charge Description Project Pay Type
| v 0% 1BITSV-24-C-0020-00003 SC CONTRACTOR | BO007.001.L0003.0002

PERATON PROPRIETARY INFORMATION The information in this document is proprietary to Peraton. It may not be used, reproduced, disclosed, or exported without the written approval of Peraton.
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Charge Number Entry

After you have populated the timesheet with the correct charge numbers, you will notice that the “Charge

Description” and “Pay Type” fields are automatically populated.

* The default pay type is “R” (Regular), but can be changed under appropriate circumstances

 To access the lookup menu for the Pay Type, select the Magnifying icon.

Timesheet Lines

|l ‘

Line Description Project Pay Type * PO Release Line
| ‘ 1 1BITSV-24-C-0020-00003 SC CONTRACTOR B0007.001.L0003.0002 R AC-0001291,/000/0001
v ‘ 2| 1BITSV-24-C-0020-00001 SC CONTRACTOR | BO0O07.001.L0001.0002 0OSK @C-OOOINI/OOWOOOL "
Lookup
Regular =
Overtime I'—J'Il‘ Pay Type ID
Total _ DBT
OSK
R

SK2

Select the appropriate =

. SK4

Radio button to s

populate the “Pay Sy

Type” SK7

SK8
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. Pewen

Entering Hours Worked

 Enter the appropriate hours worked for each Project by day (0.1 hour increments)
* The time collection system calculates total time by day, by timesheet line, by pay type and total

hours

Timesheet

Basic Information PAWEFAINGSY Leave Balances

Name * ID* Period Ending* Status
User, Test [} N1025404 (] Subcontractor 05/08/2026 Open
Timesheet Lines
@ Sat Sun Men Tue Wed Thu Fri
i Line Description Project Pay Type* PO Release Line 05/02/26 035/03/26 05/04/26 05/05/26 05/06/26 05/07/26 05/08/26 Total
B 1| 1BITSV-24-C-0020-00003 SC CONTRACTOR | B0007.001.L0003.0002 R | AC-0001291/000/0001 71 8.2 8.5 8.5 7.7 40.00
2 1BITSV-24-C-0020-00001 SC CONTRACTOR B0007.001.L0001.0002 OSK AC-0001291,/000,/0001 E] 1.0 0.3 1.30
Regular 710 8.20 8.50 8.50 7.70 40.00
Qvertime 0.00 0.00 1.00 0.30 130

Total 7.10 8.20 850 9.50 8.00 41.30



Line and Cell Comments

Timesheet Lines

2 Sat Sun Men Tue Wed Thu Fri
i Line Description Pay Type * PO Release Line 05/02/26 05/03/26 05/04/26 05/05/26 05/06/26 05/07/26 05/08/26 Total
B 1| 1BITSV-24-C-0020-00003 SC CONTRACTOR | BO007.001.L0003.0002 R AC-0001291/000/0001 TE| 8.2 85| 8.5 7.7 40.00
v ‘ 2| 1BITSV-24-C-0020-00001 SC CONTRACTOR B0007.001.L0001.0002 0OsK AC-0001291/000/0001 | 1.0 0.3 130
Regular 710 8.20 8.50 8.50 770 40.00
Overtime 0.00 0.00 100 0.30 1.30
Total 710 8.20 8.50 9.50 8.00 41.30

Comments may be added to either a timesheet line or individual timesheet “hour-entry” cell.

Timesheet Lines

@]
. ‘ Line Description

| 1/ 1BITSV-24-C-0020-00003 SC CC

Line Comment

Timesheet Lines Sun ’ Tue We

= 05/03/16 /26 05/05/26 035/0
W ‘ Line Description
v‘ 1| 1BITSV-24-C-0020-00003 SC CONTRACTOR | BC ?I l 8 .2

Comment on timesheet at line leve|

ACTOR BC

1SCCC
— Add Line to Favorites — r D
Reverse Line
| 7.1 8.20
Reset Line
0.00 0.00
& show/Hide Screen Controls 710 8.20 71
 To add or edit an existing line comment, select the line comment icon in the first ¢ e B 09
column of the table grid for the line. The Line Comments dialog will appear. = Comment on the day N

* The line number of the comment will also appear in the dialog heading. Enter the
information you want to add or edit in the body of the line comment dialog and
then select OK to save the comment. The line comment field can accommodate

4 .000 characters.
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Saving Timesheet

It is extremely important that you “Save” your timesheet after making daily entries.
*If you do not save before properly exiting, the application prompts you to save.
*|f you do NOT logout (exit) properly and have not saved, all your entries are lost and must be re-entered.

*Do not select “X” to close the browser to exit the time collection system.
You should click on the Log Out [E53 Button

» costpoint | Actions “| (o ] g iR

Q Timesheet

[s]s]

k2 B Informat Warnin g Leave Balances

?:? N ID Period Ending* Status
o User, Test Li] N1025404 Subcontractor 05/08/2026 Open

@z

Peraton, Inc. - DELTEKCPUAT) Vv
 @=) -

More u‘ D L] ‘.';'_ii_” v

Timesheet Lines Add to Faverites | JUCUARLEY | Copy v || L
v Sat Sun Mon Tue Wed u i
== Line Description Project Pay Type * PO Release Line 05/02/26 05/03/26 05/04/26 05/05/26 05/06/26

Th Fri
== 05/07/26 05/08/26 Toral
B 1| 1BITSV-24-C-0020-00003 SC CONTRACT%,B{O?.OO1.L0003.000?_ R AC-0001291/000/0001 | 71 8.2 8.5 8.5 T 40.00
v 2| 1BITSV-24-C-0020-00001 SC CON CTOR B0007.001.L0001.0002 OSK AC-0001291/000/0001 1.0 0.3 130
710 8.20 8.50 8.50 770 40.00
vertime 0.00 0.00 100 0.30 150
710 8.20 8.50 9.50 8.00 4130

IR
@
H E
o @
[
z
b <
x i
K2
vy
o
el
= fr-1
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Signing Timesheet

» At the end of the work week, and after saving your timesheet, click “Sign” in the Header section.
« If there are any errors in your timesheet, you will be prompted with an error message.

* You are then prompted to certify the hours, click “OK”
* If you have unsaved changes, you will be prompted to save first

* Note the status will change to Signed and your Signature appears (name/time stamp)

* Your timesheet has been submitted to your manager for approval.

eNpd Ending * Status
05/08§ /2026 Open
Sat Sun Mon Wed Thu
05/02/26 05/03/26 05/04,/26 05/05/ 05/06/26 05/07/26
(] 71 8.5 8.5
1.0

Timesheet

710
0.00
710

8.20 8. 8.50
0.00 1.00
8.20 8.50 .50

Je= | — X
5(:1;\; !_nj'c_\‘rm_m;or Warningsy Leave Balances
Name * ID* Period Ending * Status
User, Test (] N1025404 i) Subcontractor 05/08/2026 Signed
Signature
User, Test (N1025404) 6/29/26 11:45:26 AM
Fi Timesheet Lines
05/08/26 Total
i @ Sa Sul Mol Tu Wed Fri
77 40.00 % Line Description Pay Type* PO Release Line 05/02/26 05/03/26 05/08/26 05/05/26 05/06/26 05/07/26 05/08/26
] 1| 1BITSV-24-C-0020-00003 SC CONTRACTOR | B0007.001.L0003.0002 Q| AC-0001291/000/0001 B 71| 8.2| 8.5 85| L7
0.3 1.30 : I Il I
2 1BITSV-24-C-0020-00001 SC CONTRACTOR B0007.001.L0001.0002 AC-0001291/000/0001 0.0 0.0 1.0 0.3
7.70 40.00
0.30 1.30 710 8.20 850 8.50 770
8.00 41.30 0.00 0.00 1.00 0.30
710 8.20 8.50 9.50 8.00

Click here to sign
your timesheet

After submitting timesheet, you will see
your name in the signature box, and a
status of “signed” in the toolbar
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Total
40.00|
130
40.00

130
41.30



Timesheet Corrections
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Timesheet Correction (Status: Open, Signed, Approved)

* To correct a timesheet with any status: Open, Signed or Approved you simply
make the changes directly to the data in the timesheet and then save and sign.

*The timesheet will return to “Signed” status and will be routed to your manager’s queue for
review and approval.

* Note: The “Correct” button is only used on timesheets with Status:
Processed. It is not used on Status: Open, Signed, Approved or Rejected
timesheets

PERATON PROPRIETARY INFORMATION The information in this document is proprietary to Peraton. It may not be used, reproduced, disclosed, or exported without the written approval of Peraton.



Peraten

Timesheet Correction (Status: Rejected)

« The My Tasks or My Timesheets module of the Dashboard will show timesheet status, look for any that need Updated or
Rejected

» Click on Update link and it will take you to Manage MyDesktop screen. You can either click on the Update under Pending
Tasks under My Tasks or you can click on the Date link under My Timesheets of the one in Rejected Status.

My Tasks @ A My Timesheets Launch (3)

:;::g:;r :?Ir:lcii_r;g Tasks E;::fif's’ QTt ] T/5 Period End Date Description Status Hours
A [ Q7/03,2026 Subcontracror Missing 000

] 0h/ 26/ 20206 Subcontracror Missing 000

(I 0619/ 2026 Subcontractor Missing 000

[ D6/12,2026 Subcontractor Missing 000

[ 06,05,/ 2026 Subcontractor Missing 000

[ 05/ 29/ 2026 Subcontractor Missing 0.00

(I 05/ 22/ 2026 Subcontracror Missing 000

] 05/15/ 2026 Subcontractor Missing 000

| 0508 /2026 Subcontractor Signed 41 .30

[ 05/01,2026 \ Subcontractor Rejected 4100

Click on the Update \

Ii_nk to launch Click on the timesheet
timesheet. date link to launch
timesheet.
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Timesheet Correction (Status: Rejected)

Peraten

« Modify the timesheet according to your managers direction. You can make corrections directly in the cell (of any column)
or by selecting “Delete Line” and adding the correct charge number, pay type, or hours to a new line.

» Follow the same procedure of saving, signing and submitting your timesheet to complete the timesheet correction process.

Timesheet @

Basic Information SAMGrnings Leave Balances

Name * ID™* Period Ending *
User, Test [ ) N1025404 (] Subcontractor 05/01/2026
Signature
User, Test (N1025404) 6/29/26 12:07:27 PM
Timesheet Lines
7 ‘ Sat Sun Men Tue
- Line Description Project Pay Type * PO Release Line 04/25/26 04/26/16 04/27/26 04/28/26
v | 1 1BITSV-24-C-0020-00003 SC CONTRACTOR B0007.001.L0003.0002 R AC-0001291,/000/0001 8.0 8.0
| 2| 24-C-0020-05 Charlofte SC CONTRACTOR | BOO07.001.L0005.0002 R [ AC-0001291,/000/0001
| 3 24-C-0020-07 Dallas SC CONTRACTOR B0007.001.L0007.0002 R AC-0001291,/000/0001

PERATON PROPRIETARY INFORMATION The information in this document is proprietary to Peraton. It may not be used, reproduced, disclosed, or exported without the written approval of Peraton.

Status
Rejected

Wed
04/29/26

8.0

Thu
04/30/26

8.0

Fri
05/01/26

9.0

Total
41.00 A
0.00|
0.00



Timesheet Correction (Status: Processed)

+ If you need to correct a timesheet that has already been Processed, return to Home Dashboard and select the desired timesheet for the

MyTimesheets list

* Click the link to re-open timesheet

* Orlocate timesheet by navigating Time & Expense > Time > Timesheets > Timesheets
* This opens your current week’s timesheet

 Use the directional arrows in the Section Toolbar to display the appropriate timesheet or use the Query button to search for the
weekending timesheet that needs corrected. Choose the weekending date and click the find button.

o [  Emes -

My Timesheets

[

[

T/5 Period End Date
07,/03/2026
06/26/2026
06,/19/2026
06,/12/2026

06,/05/202¢

05/01/2026

Description

Subcontractor
Subcontractor
Subcontractor
Subcontractor
Subcontractor
Subcontractor
Subcontractor
Subcontractor
Subcontractor

Subcontractor

Select the “Processed”
timesheet that you need to

correct

Launch Selected (§)

Status

Missing
Missing
Missing
Missing
Missing
Missing
Missing
Missing
Signed

Processed

Hours
0.00

000
000
000
0.00
0.00
000
0.00
41.30
0.00

Or

ID*

|N10254 Timesheet

Project
[L0003.00
(L0005.00
L.LOO07.00
L.LO009.00
LLOOLL.OO!
L.LOO13.00
L.LOO15.00
L.LOOLZ.00
L.L0031.00/
L.LO033.00
1.L0035.00
[ 1ANRT7 NDOT

Search Criteria
Period Ending

Status

D

Period Endi Status
| |Processed |

is D4/0

is ™

begins with v ‘ Copy v ‘

Mon Tue Wed Thu Fri
03/30/26 03/31/26 04/01/26 04/02/26 04/03/26

"Quer\; ~ }

Total

0.00 \ A

(" count | save Query [ Reset |

A \
|| Close |
AC-ANNT291 /0NOANNT

The “Correct” button is only used on timesheets with Status: Processed
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0.00
0.00
0.00
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Timesheet Correction (Status: Processed)

» Click on “Correct” button

 This will change the timesheet status to Open and open the Timesheet Lines for editing

»

:

Timesheet

Basic Information Leave Balances

Name* ID* Period Ending * Status
User, Test 0 N1025404 [ ] Subcontractor 04/17/2026 Processed
Signature Approval
User, Test (N1025404) 4/17/26 11:43:50 AM Plitt, Jennifer L (330536) 4/17/26 2:09:17 PM L4
i - -
Timesheet Lines v uery
[Z‘] Sar Sun Mon Tue Wed Thu Fri
s Line Description Project Pay Type * PO Release Line 04/11/26 04/12/26 04/13/26 04/14/26 04/15/26 04/16/26 04/17/26 Total -
| 14 24-C-0020-75 Johnson SC CONTRACTOR B0007.001.L0075.0002 R AC-0001291/000/0001 0.00 A
| 15 1BITSV-24-C-0020-82 SC CONTRACTOR B0007.001.L0082.0002 R AC-0001291/000/0001 8.0 8.0 8.0 8.0 8.0 40.00
| 16 24-C-0020-84 Bolger SC CONTRACTOR B0007.001.L0084.0002 R AC-0001291,/000/0001 0.00

The “Correct” button is only used on timesheets with Status: Processed

PERATON PROPRIETARY INFORMATION The information in this document is proprietary to Peraton. It may not be used, reproduced, disclosed, or exported without the written approval of Peraton.



Timesheet Correction (Status: Processed)

» The button changes from Correct to Undo Correct. The Undo Correct button enables the employee to revert the Original entries if necessary.
* Make necessary changes to the timesheet:

» Modify hours and/or pay type on existing project lines as applicable.

« Add new charge number(s) and hours on next available line(s) as applicable.

» Save changes and enter required comment explaining reason for the changes. The explanation becomes part of the official source
documentation subject to both internal and external audit review.

» Sign your timesheet. The timesheet will show up on your manager’s desktop, but you should also alert your manager to ensure timely
processing.

oo - - @ -

Basic Information Leave Balances

”~

Name * D" Period Ending * Status
User, Test (i) N1025404 (] Subcontractor 04/17/2026 Open
Timesheet Lines Add to Favorites | [T, Bl | copy v || Delete | | Query
@] Sar Sun Mon Tue Wed Thu Fri
e Line Description Project Pay Type * PO Release Line 04/11/26 04/12/26 04/15/26 04/14/26 04/15/26 04/16/26 04/17/26 Total -
| 14 24-C-0020-75 Johnson SC CONTRAQTOR B0007.001.L0075.0002 R hC-0001291,/000/0001 0.00 A
| 15 1BITSV-24-C-0020-82 SC CONTRACJOR B0007.001.L0082.0002 R hC-0001291/000/0001 8.0 8.0 8.0 8.0 8.0 40.00
| 16 24-C-0020-84 Bolger SC CONTRACTPR B0007.001.L0084.0002 R hC-0001291/000/0001 0.00
| 17 24-C-0020-86 Multi SC CONTRACTO B0007.0011 00860002 R hC-0001291,/000/0001 0.00

The “Correct” button is only used on timesheets with Status: Processed
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Timesheet Correction (Status: Processed) — RETRO RATE

Occasionally the timesheet needs to be resubmitted to capture updated rates
Select the Correct button

On any of the timesheet days, hover over the hours for any of the days and click the little note box. Put anything in there, a period, a note, anything.
Just need it in one of the boxes on any timesheet day for that week — MAKE NO OTHER CHANGES TO THE TIMESHEET

Save and then Sign your timesheet. The timesheet will show up on your manager’s desktop, but you should also alert your manager to ensure timely processing.

The voucher process will automatically calculate and summarize the rate difference for invoicing

Timesheet

Basic Information

Leave Balances

Name * n*
User, Test () N1025404

signature
User, Test (N1025404) 4/17/26 11:43:50 AM

Approval

PERATON PROPRIETARY INFORMATION The information in this document is proprietary to Peraton. It may not be used, reproduced, disclosed, or exported without the written approval of Peraton.

Timesheet Lines

)

Line Description Project
15 1BITSV-24-C-0020-82 SC CONTRACTOR  B0007.001.L0082.0002

***Note if the
signature date
reverts back to

the originally

signed date,
the change did
not take effect***

I mﬁ a»[quey V) \@Qé‘ T
Period Ending * Status
'Subcontractor 04/17/2026 IProcesse: d
Plitt, Jennifer L (330536) 4/17/26 2:09:17 PM ©
Timesheet | 4 p | Query Vv - X
A% Basic Information Leave Balances
Name * ID* Period Ending * Status
User, Test L] N1025404 () Subcontractor 04/17/2026 Open
Timesheet Lines | Ad Favorites |
o Sat Sun Mon Tue Wed Thu Fri
_ Line Description Project Pay Type * PO Release Line 04/11/26 04/12/26 04/13/26 04/14/26 04/15/26 04/16/26 04/17/26 Toral

11 24-C-0020-35 Atlanfa SC CONTRACTOR | BO007.001.L0035.0002 R AC-0001291/000/0001 0.00|a
12 24-C-0020-37 Chicago SC CONTRACTOR | B0007.001.L0037.0002 R AC-0001291/000/0001 0.00
13 24-C-0020-54 Kansas C SC CONTRACTOR  B0007.001.L0054.0002 R AC-0001291/000/0001 0.00
14 24-C-0020-75 Johnson SC CONTRACTOR  B0007.001.L0075.0002 R AC-0001291/000/0001 i — 0.00
15 1BITSV-24-C-0020-82 SC CONTRACTOR | BO0O7.001.L0082.0002 R | ac-0001291/000/0001  RE D 8.0] 8.0 80| 8.0 40.00|
16 24-C-0020-84 Bolger SC CONTRACTOR B0007.001.L0084.0002 R AC-0001291/000/4 ) ) V] 0.00
17 24-C-0020-86 Multi SC CONTRACTOR B0007.001.L.0086.0002 R AC-0001291/000/4 gcpe anything; Teason; geried, retirate, 0.00
18 24-C-0020-89 Dallas SC CONTRACTOR B0007.001.L.0089.0002 R Ac-0001291/000/ 0.00
19 24-C-0020-91 Atlanfa SC CONTRACTOR  B0007.001.L0091.0002 R AC-0001291/000/4 0.00
20 24-C-0020-93 Abilene SC CONTRACTOR  B0007.001.L0093.0002 R AC-0001291/000/4 0.00
21 24-C-0020-101 NJ SC CONTRACTOR B0007.001.L0101.0002 R AC-0001291/000/4 0.00
22 24-C-0020-101 NJ SC CONTRACTOR B0007.001.L0101.0002 R AC-0001291/000/4 0.00
25 24-C-0020-105 Memphis SC CONTRACTOR  B0007.001.L0105.0002 R AC-0001291/000/4 0.00
24 24-C-0020-105 Memphis SC CONTRACTOR | B0007.001.L0105.0002 R AC-0001291/000/4 0.00
25 24-C-0020-107 ST Louis SC CONTRACTOR | B0007.001.L0107.0002 R AC-0001291/000/4 0.00
DA VAC_ANINCITT Trarlkemrmar er FONTDACSTAD ’RANNTNANT I N111 NNND D AC_nnnt1naot innn nnn




Timesheet Correction

When the Timesheet is saved, a Revision Audit will be created.
* Revision Audits track any changes to the previously saved timesheets
* The revision audit will include changes to all lines and individual cells

-

Timesheet Undo Correct | [ Mo , — X
: : Advanced Charge Search
Basic Information Leave Balances
Nara® ID* Charge Favorites Bt
User, Test [ ] N1025404 (i} Subcontractor gned
Leave
Signature
User, Test (N1025404) 6/29/26 12:50:44 PM Revision Audit
Work Schedule - ;
Timesheet Lines / v || Delete | | query
Pay Type Summary ey =
P Sat I i s Wed Thu Fri
i Line Description Project Pay Type * PO Release Line 04/11/26 04/12/26 04/13/26 04/14/26 04/15/26 04/16/26 04/17/26 Total
13 24-C-0020-54 Kansas C SC CONTRACTOR B0007.001.L0054.0002 R AC-0001291,/000/0001 0.00 4
14 24-C-0020-75 Johnson SC CONTRACTOR B0007.001.L0075.0002 R AC-0001291/000/0001 0.00
15| 1BITSV-24-C-0020-82 SC CONTRACTOR | B0007.001.L0082.0002 |R || AC-0001291/000/0001 | O 8.0/ 8.0 8.0 8.0/ 8.0 40.00|
16 24-C-0020-84 Bolger SC CONTRACTOR B0007.001.L0084.0002 R AC-0001291,/000/0001 0.00
Audit v
IZ] Revision Line No Date Project Account Charge Description Revision Audit Detail Revised By Date Revised
6(15 | 04/13/2026 B0007.001.L0082.0002 561-300-01 1BITSV-24-C-0020-82 SC CONTRACTOR Added Cell Comment User, Test (N1025404) | 06,/29/2026 12:50:37 PM
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Manager / Primary Approver Time
Functionality
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Primary Approver - Timesheet Approval

Access timesheets pending approval via one of two methods:
2.

1. Navigate through Time & Expense > Time >
Timesheets > Manage/Approve Timesheets

PERATON PROPRIETARY INFORMATION The information in this document is proprietary to Peraton. It may not be used, reproduced, disclosed, or exported without the written approval of Peraton.

Time & Expense

Time

Timesheets

Work Schedule

Resource Schedules/Leave

Timesheet *
Approve Timesheet Charges
I Manage /Approve Timesheets *I
Timesheet Reports/Inquiries T
Time Controls +
Time Utilities #+
+

Expense

From Home Dashboard / My Tasks:
Click the Approve hyperlink under Pending Task

Clicking the Approve hyperlink from My Task will take you directly to

the timesheets that need approved

Click Launch to open the timesheet

» Select Launch under Task to see all timesheets to approve, or
» Select Launch under Task Details to see individual timesheet

to approve
-
Category
ﬁ Expense Report
Expense Report
B Expense Report
- Timesheet
% Timesheet

Pending Tasks

Approve

Attach
Submit

Priority
High
High
High
High
Low

aTyYy
48
2

5

2

2




Prlmary Approver - Timesheet Approval

Either method will open the Manage/Approve Timesheets screen

« Upon arriving at this screen as the Primary Approver, it is automatically Filtered By: Approval
Tasks. This means that any timesheets that are pending approval are listed in the Timesheet

section. If an expected timesheet doesn’t appear,
. . the Primary Approver may need to “Search”
- Select a timesheet from list, make sure box turns blue ity See“:‘ e)apsli e for Syearch A

 The details of that timesheet appear in the Timesheet Lines section below
» Select Approve or Reject

* Repeat for each timesheet needing approval
Costpoint Execute | [ actions o o~ bR

Manage /Approve Timesheets — O X

Filter By * Approval Tasks v

?
Name* m* Status Period Ending®  Netes Show Prorated Hours® Revision = schedule Desc And Period Text class organizarion signature approval ‘custom option Appreve warnin
est Userl N1002625 Signed 07/24/2021 Entered ~ 1| Subcontractor Subcontractor 1.01.01.HQ10.117 Test Userl (N1002625) 9/2/26 12:25:50 PM Custom Option #1
Test User N1025404 Signed 07/24/2021 Entered ~ 1| Subcontractor Subcontracter | 1.01.01.HQ10.117 Test User (N1025404) . 9/2/26 12:24:48FPM Custom Option #1
- >
()
Timesheet Lines i
sat Sun Men Tue wed Thu Fri
Line Description Project Pay Type * PO Release Line 07/18/20 o7/19720 07/20/20 ow21/20 07/22/20 07/23/20 o7/24/20 Total
| 1(CO22 ENB QY5 FP Labor LABOR SENBLOY5.FP01.002 R PO-0027346/006/0013 8.0 8.0 8.0 8.0 32.00
Regular 8.00 8.00 B.00 8.00 3200
Overtime

Toral 8.00 8.00 8.00 8.00 32.00



Primary Approver - SEARCH

* Navigate through Time & Expense > Time > Timesheets > Manage/Approve Timesheets
» Change Criteria in the Approve Timesheet section:
* Filter By: Status

« Status: check boxes as needed (If looking for only ones that need approved, click only Signed box)

« Last Name or ID: as needed
* Press Execute to run query

+ Search Results appear in Timesheet section; details of those timesheet(s) appear in the Timesheet Lines section
© Costpoint (2 ~) 23

) Manage/Approve Timesheets

0o

oF Iter By stat -

ﬁ Sched Ope Missin Ap

o Yea 7|signed op 1) Rejected
©: Period Approved s 1| Processe d
Primary Approver a Rejected
Group Al L Timesheet Class All v Processed

Q It N v Include Missing

Filter Value

©

@ Timesheet [ New

Qo

&b =

'5‘| Name * m* Status Period Ending® Notes  Revision = Schedule Desc And Period Text Class. Signature Approval Custom Option

pr—
ey | <
]

(e =

Timesheet Lines
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Backup Approver and Proxy Time
Functionalities

PERATON PROPRIETARY INFORMATION The information in this document is proprietary to Peraton.
It may not be used, reproduced, disclosed, or exported without the written approval of Peraton.



Role Functionalities
- LABOR:

* Enter/Correct/Sign their own timesheets

 PRIMARY APPROVER (aka Manager):
* Approve timesheets
 Enter/Correct timesheets on behalf of others
« Sign timesheets on behalf of others *

« BACKUP APPROVER:
» Approve timesheets (via Search method)
 Enter/Correct timesheets on behalf of others
« Sign timesheets on behalf of others *

* PROXY:

* Enter/Correct timesheets on behalf of others
» Sign timesheets on behalf of others

Note: It is possible to have a
Labor and Approver/Proxy role
with the SAME ID. Multiple IDs

are not necessary.

* The same ID cannot both sign AND approve timesheets due to application restrictions. For example, if a
Primary Approver signs a timesheet, the Backup Approver will need to approve it (and vice versa).

PERATON PROPRIETARY INFORMATION The information in this document is proprietary to Peraton. It may not be used, reproduced, disclosed, or exported without the written approval of Peraton.



Backup Approver and Proxy - SEARCH

Navigate through Time & Expense > Time > Timesheets > Manage/Approve Timesheets

Change Criteria in the Approve Timesheet section:
* Filter By: Status
* Function: Backup Approver or Timesheet Proxy
« Status: check boxes as needed
» Last Name or ID: as needed

Press Execute to run query

The number of timesheets by Status will display in the “Counts” box

Search Results appear in Timesheet section; details of those timesheet(s) appear in the Timesheet Lines section

@ Costpoint

og
0

r

12,

'@

g8

Lo o -orerercronr < Y & |

Manage/Approve Timesheets = X
Status -
4 o Q2
2 o
T4
4] 105 P
Bockup Approver
an
v =
M1025404 .
=
b {
Timesheet = =
Mame * o $1omes Period Encing®  Nomes Show Promosed Mosrs® Revitien | Schedule Desc And Pariod Takt Closs appraval
iy vt 1 setconivaior A ERSTAM] Tt S A
R T T BT o, el LI IR T s IV =
@

Timesheet Lines

Lina Daseriptian

PO Bulscsa Ling

ere Tor wea e Fri
OI/18/24  OT/1&/24  OFALM  ONIFM ONINM | Tessl

80 80 8C 40,00

200 8.00 [T

2,00 8.00 LT
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Backup Approver - Timesheet Approval

Navigate through Time & Expense > Time > Timesheets > Manage/Approve Timesheets
Change Criteria in the Approve Timesheet section:

+ Filter By: Status

* Function: Backup Approver

+ Status: Signed

» Last Name or ID: as needed
Press Execute to run query
The list of timesheets pending approval appear in the Timesheet section
Select timesheet from list, make sure box turns blue

* The details of that timesheet appear in the Timesheet Lines section below
Select Approve or Reject © Costpoint

Repeat for each timesheet needing approval

Manage/Approve Timesheets

Backup Approvers must SEARCH for
timesheet to appear for approval.

@ 1 X
00
o+ Status v
W 4 i Q
: 2 1)
.;D:o : u
== orove L o 105 =
Backup Approver jo
All ~ mashe . All
Q o o S
= er Value N1025404 S
15l m
@ Timesheet « 0 .
0o
(=)
m* Srotus Period Ending®  Nctes Show Proroted Hours® Revision  Schedule Desc And Period Text Class Organizatian Signature Approval
" oo - i & 1
Foierm > L =
>
®

Timesheet Lines

= l Ling Description

AACPUR A GOt A TR AT AOC PO UL PO Tt

Sat un Mon Tus Wed Thu Fri
PO Release Line L oI/14/24 07/15/24 07/16/28 or/LTae OT/18/24 o7/1%24 Tetal
R B AL 8.0 8.0 80 8.0 80  40.00)

800 .00 800 800 8.0¢

8O0 800 800 800 BOC
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Approver and Proxy - Timesheet Entry/Correction

» Use the SEARCH steps to locate timesheets that need to be entered/corrected

» Select timesheet from Timesheet section, make sure box turns blue
* The details of that timesheet appear in the Timesheet Lines section below

* Make necessary entries/corrections to timesheet

* When entries/corrections are complete, click Save

« Click Sign © Costpoint 2]
@ ;;cnmge.-'Approve Timesheets ™ i
{-? 0
c-:-:e od o be
Q = = . = :
ﬂ N1025404
.
@ Timesheet EH
jc_::% | Name * e Status Period Ending® Notes Show Prorated Hours ®*  Revision Schedule Desc And Period Text Class Organizati jon Approvol
E?;\}j Aok Aptunad | _N"IDZS&D-‘- Open __f.z,.fzo,».'zoz il | Emered v | l.iubccﬂrct‘-c' __s:yl_acon:mcfr _loloiHauoar B =
_':@. _-\-.-.n. N, MN1025404 Open 07/24,/202 Ermerad w 1| Subcontroctor Subcontractor 1.0LOLHG10.117

Timesheet Lines

ewine

‘ sat sun Men Ton Wed Thu Fri
| Line Description Project Pay Type * PO Release Line OIi8/26  ONI19/26 | OWI0/16 OV QNI ONINI6 0N/
1 1BITSV-24-C-0020-00003 SC CONTRACTOR BO0O07.001.L0003.0002 R AC-0001291/000,/0001 5.0 20 50
2 24-C-0020-05 Charlotte SC CONTRACTOR J BOOO07.001.L0005.0002 R AC-0001291,/000,/0001 a0 6.0 .0 80 8.0
800 800 8.00 800 8.00
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Approver and Proxy — Create Missing Timesheet (1/2)

* Navigate through Time & Expense > Time > Timesheets > Manage/Approve Timesheets
» Change Criteria in the Approve Timesheet section:

* Filter By: Status

« Status: Open and Include Missing

» Last Name or ID: is populated
* Press Execute to run query

 Click Missing timesheet hyperlink

%}k COStpomt Execute Clone Actions  ~~ Lo cd it Peraton, Inc. - DELTEKCPUAT) v a

e

@ Manage/Approve Timesheets | Backup approverstatus v || save criteria | — O X
82 Filter By * Status v
ﬁ Schedule Q J = bpen Missing 4| Approved 0 Q
o Year Q Signed Open 2| Rejected 0
@: Period q Approved Signed 0] Processed 105 &
Function Backup Approver Rejected

Group All v

]
Limesheet Class All o Processed
Q Filter ID v v|Include Missing
Filter Value N1025404

ap
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Approver and Proxy — Create Missing Timesheet (2/2)

» Select desired timesheet week from list and press Create timesheets button, then click Close

* New timesheet is added to the Timesheet section
« Select Add Line in the Timesheet Lines section to add project, pay type and hours. Save and Sign timesheet.

Missing Timesheets ' - O
< Rezour ] Resource 1D Period Ending Schedule
dx Pl GEAeRRA L L 1% N1025404 | 07/31/2026 [Subcontractor
| Bl Mptorm (L N1025404 |08/07/2026 ' subcontractor
R, Aisdion N N1025404 08/14,/2026 Subcontractor
REich, L Aion e N1025404 08/21,/2026 Subconfractor

Timesheet Lines

Sat Sun Mon Tue Wed Thu Fri

©
et Line Descriptien Project Pay Type ¥ PO Release Line 07/18/26 07/19/26 07/20/26 07/21/26  07/22/26 07/23/26 07/24/26 Total

Alternatively, a Missing timesheet can be created manually by the Approver/Proxy on this Manage/Approve Timesheets screen by following
similar steps as identified in the LABOR Time Entry section of this Reference Guide (see slide Create Missing Timesheet)
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Expense Entry (Wizard Mode)
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Creating an Expense Report

* Navigate to Time & Expense menu
 From the main screen select Time & Expense > Expense > Expense Reports >

Expense Report G

Q Time & Expense
8% Time =5
w Expense e
G}_Eo Expense Authorizq\y +
Expense Reports e
Q Expense Report W
Manage/Approve Expense Reports *
Print Expense Report
My Outstanding Expenses
@ Expense Reports/Inquiries -+
4%3 Configuration -+

s
y

Access to Expense is not automatically given to every subcontractor. This access is given as needed and may also be taken away if not recently used.

PERATON PROPRIETARY INFORMATION The information in this document is proprietary to Peraton. It may not be used, reproduced, disclosed, or exported without the written approval of Peraton.



SW|tch to Wizard Mode (if needed)

This Reference Guide provides instructions for entering an Expense Report via the Wizard mode

 After navigating through Time & Expense > Expense > Expense Reports > Expense Report, if the initial screen does NOT have the Continue button at the bottom
right, then you are NOT in Wizard mode. You will need to switch to Wizard Mode.

* To Switch to Wizard mode:

1. Click the Wizard icon in the Application Toolbar to Reopen the Expense Report in Wizard Mode, then click “OK”

2. You can tell you are now in Wizard mode because the Continue button appears at the bottom right of the Expense Report
o (&)

) Costpoint
- =
Q Expense Report
&
Report ID Description
% Date Resource
Draft
o Status Lrovt
©:
Details
Name *
Date®
Type*
Description®
® From*
To*
o
Is

Purpose

PERATON PROPRIETARY INFORMATION The information in this document is proprietary to Peraton. It may not be used,

Clone

Provide details about the purpose of the expense report.

08/21/2026

Contracter

08/21/2026
08/21/2026

v

[~ s KA
= X “ ;L

10of 1 New

Revision ) Total To Me
Correction o Payment Received
Currency usD
2

Instruction Text

EXit

3

~ Continue

reproduced, disclosed, or exported without the written approval of Peraton.

Exit

Continue




Creating an Expense Report - Details

 Enter the following information: Date, Description, From Date, To Date, Purpose
» The Type field prepopulates with Contractor

* Click Continue when complete

?‘- C05tp0|nt [ clone | | actions ~ | T
e - s = =
Q Expense Report 1 of 1 New
8
Report 1D Description Revision (o]
ﬁ Date Resource Correction 0
Draft
_o Status rart
0:
l Details
Q = Provide details about the purpose of the expense report.
Name * Q| Q@
Date * 08/21/2026
Type® Contractor
Description *
@ From#* 08/21/2026
& To* 08/21/2026
o
o Purpose @

PERATON PROPRIETARY INFORMATION The information in this document is proprietary to Peraton. It may not be used, reproduced, disclosed, or exported without the written approval of Peraton.
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Creatlng an Expense Report — Default Charges

Under Charge, use the magnifying glass to lookup the project code.

* In the Lookup dialog box that appears use the Charge/Branch Description to find the appropriate code. Use the “+” button to expand the list. You may need to
navigate 2 levels before the charge numbers are visible. Select the line for the appropriate Charge Code, make sure box at the left of the line turns blue. Click on

the Select button.

* Alternatively, you can type or copy/paste the project code into the Charge field.

» Click Add Charge to add an additional lines for additional project codes if applicable.
» Change the Default Allocation % as needed; or later will have opportunity to Allocate by Amount

Expense Report

* Click on Continue

Report ID
Date

Status Draft

Details

Default Charges

& ‘ Charge/Branch Description
+‘ 1BITSV-24-C- 0020 0002 TVL

+[ 1BITSV-24-C-0020-0004 TVL
+‘ 1BITSV-24-C-0020-83 TVL
+‘ 24-C-0020-06 Charloft TVL
+‘ 24-C-0020-08 Dallas TVL

+‘ 24-C-0020-10 Denver TVL
+‘ 24-C-0020-100 Kansas TVL

PERATON PROPRIETARY INFORMATION The information in this document is proprietary to Peraton. It may not be used,

Description

Resource

Default Charges

1 Charge Type *

Travel
N1025404

Charg

Royal, Alphonzo

o

Revision

Correction

=3

Description

Total To Me
Payment Received

Currency

usD

Default Allocation %

1| Project

Charge Branch Code
B0007.001.L0002.0002
'BOOO7.001.L0004.0002

B0007.001.L0083.0002
B0007.001.L0006.0002
B0007.001.L0008.0002
B0007.001.L0010.0002
B0007.001.L0100.0002

~

Project

ZQ,..“:

PO Releaze Line

Start Date

End Date

100.00

Account

reproduced, disclosed, or exported without the written approval of Peraton.
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Creating an Expense Report — Overall Attachments

« Select Attach and browse for the document to upload.

 Upload all documents as one PDF/document package.
« Description field is not editable in the File Upload box
* Click Upload

* Click Save Report

Details Overall Attachments

Default Charges

(@]
< | Artachment Type Description Required Artached Missing Reason for Missing Attachment  Storage Location Original File Name
overall Attachments 0 @=-=--

| Overall Expense

| Overall Expense

-

Overall Attachments [ @uery:
| Attach Receipt X | ‘ ‘
Attachment Type rent Attachmen Storage Location Original
Overall Expense ] e i s s ' |
}.) Overall Expense ar - 1
L H :
Drag and drop files here or |E\

{/

Exit [ | Back III Save Report I




Peraten

Creating an Expense Report — Expenses /| Expense Type

» To enter expenses, select the Add Claimed Expense button, click the magnifying glass for a list of Expenses and select the Expense
Type

* Click Continue

Gelois Expenses
Default Charges
Ii‘ Expense ID Expense Type Expense Dare Payment Method Amount Transaction Currency sl
Overall Attachments  ~—~~~=~=~=~=~=@ ‘S0
| 0 0.00
Notes
«

Expenses

Use lookup below to select the type of expense you are claiming.

Expense Type* Q

Lookup s ¢
Ii“| Category Expense Type

| ODCs Other Direct Costs

| Travel Travel

| Award Fee Award Fee

| Computer Usage Computer Usage

| Rate change Rate Change

| Labor Labor

‘Select [ Cancel

74

| Exit ] [ Back ] m

Subcontractors do not itemize Travel expenses in Deltek. Select the “Travel” category and simply state the total travel expense amount. [If
itemization is required for your program, use the Attachments to upload a document with the breakdown of the expense.




Creating an Expense Report — Expense Details

* Fill in all the Required information on the Expense Details screen

» The Expense Date must be within the date range of the report
» Click Continue when done

Expense Type
i . Please enter details about the expense you are claiming.
Expense Defails
Expense Date* 07/03/2026fm Instruction Text
Merchant
Short Description V00002,/07/03/2026
Comments (4
| Exit | Back | Continue ﬁ]

PERATON PROPRIETARY INFORMATION The information in this document is proprietary to Peraton. It may not be used, reproduced, disclosed, or exported without the written approval of Peraton.



Creating an Expense Report — Expense Amount
« Enter Payment Method: Contractor Paid

« Enter total amount in Expenses Incurred field. This is the amount that will be paid to the supplier.
« DO NOT enter Personal Amounts as this will prohibit the ER from processing.

* Click Continue when done.

Report 1D ER0O0330435 Description Travel Report Start 07/01/2026 Report End 07/03/2026
Expense ID 1 Expense Type Travel Expense Date 07/03/2026 Expense Amount 600.00
Expense Type
F————— Please enter the total incurre ount and break out any personal or unallowable portion if needed on the expense report.
Expense Amount athoct i v
I Expense Incurred* 600.00 I Reimbursable Pay Amount 600.00 uUsD
[-] Personal * 0.00
Reimbursable Expense 600.00
Ceiling 0.00
| Exit | | Back | r Confinue ml

Repeat the steps for “Add Claimed Expenses” to breakout costs by each unique Project.

PERATON PROPRIETARY INFORMATION The information in this document is proprietary to Peraton. It may not be used, reproduced, disclosed, or exported without the written approval of Peraton.



Creating an Expense Report — Charge Allocations Under
Ceiling
« All of the information previously entered is defaulted on this screen.

* If you need to add additional Project(s), then click on Add Charge button.

« If using more than one Project, it is recommended that costs be broken out by unique Projects using an
associated “Add Claimed Expenses” as stated on prior slide(s).

+ Alternatively (not recommended) if using more than one Project, expenses can be allocated as follows:
* Allocate the expenses by percentage by updating the Percentage column, or

» Allocate the expenses by amount by first clicking the Allocate by Amount button to enable the Amount
column, then update the Amount column.

* Click Continue or Update Expense when done

XPER=ERVRS Charge Allocations Under Ceiling
Expense Details

Add Charge Allocate By Amount

Xxpense Amount o) l l
2 ‘ All ien ID Per Amount Expense Charge Type Description Project

Charge Allocations Under Ceiling | 1 100.00 600.00] Contractor 1BITSV-24-C-0020-0002 TVL EXPENSE B0007.001.L0002.0002 561-950-09
< =
Exit [ | Back | f Save Expense

PERATON PROPRIETARY INFORMATION The information in this document is proprietary to Peraton. It may not be used, reproduced, disclosed, or exported without the written approval of Peraton.
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Correcting Expense before Submitting

The expense report is now in Draft status. If any corrections need to be made to it before submitting for
approval:

 Description, From Date, To Date or Purpose - Click Details on the left menu to make updates
« Add an additional Project - Click Default Charges on the left menu, then click Add Charge
» Expense Incurred - Click Expenses on the left menu, then click Edit Expense

Expense Report New Expense Report [P
Report ID ERQO330435 Description Travel Revision 0 Total To Me 600,00
Date 08/21/2026 Resource MN1025404 .'.'.-"1_.(:;\‘.‘.'_:.;_ Correction 0 Payment Received 0.00

I Status Draft l Currency usD
Vo
Expenses Edit Expense
efal
j Expense 1D Expenss Type Expanse Dare Payment Method Amaount Transaction Currency 8l
| 1| Travel - Travel 07/01/2026 |Contractor Poid 600.00| US Dollar (USD) V00002/07/01,/2026
-4 L

Expense Reports with Status: Processed cannot be corrected.



Submitting an Expense Report (1/3)

* Once the expense report is complete, make sure it is saved.
. CIiQ_k Submit

Expense Report

Report ID ER00330435 Description Travel Revision 0 Total To Me 600.0
Date 08/21,/2026 Resource MN1025404 Frivrn, -«:n‘..*.'.x. A Caorrection 4] Payment Received 0.00
Status Draft Currency
betails : Expenses
Jefau
% o ’ w Expense ID Expense Type Expense Date Poyment Method Amount Transoction Currency sl
PRI AN | [Trovel-Travel [07/01/2026 | Contractor Paid 500.00] US Dollar (USD) V00002,/07/01/2026
Notes -« [ 3
» It's good practice to save the expense report throughout
the entry process to avoid losing your information. @
| Exit Back

* You can Save it by clicking the save button on your (T submit )

Application tool bar or you can click on the Save Expense
button in the expense report.

PERATON PROPRIETARY INFORMATION The information in this document is proprietary to Peraton. It may not be used, reproduced, disclosed, or exported without the written approval of Peraton.



Submitting an Expense Report (2/3)

* Ensure all required documentation is attached
* Click Attach if needed

* Click on Continue

Attachments

Attachments

l'l‘ Antachment Type Rule Description Expense/Charge Amount Currency Amtachment Required
/| Overall Expense Optional Optional overall attachment 1 file

/| Overall Expense Optional Optional overall attachment 0 file

|

PERATON PROPRIETARY INFORMATION The information in this document is proprietary to Peraton. It may not be used, reproduced, disclosed, or exported without the written approval of Peraton.

Artached Missing Reason for Missing Attachment Storage Location

RECEIPTS ER_900J0t
RECEIPTS ER_900J0t
I
|Attach| |Missing| |View|
Exit [ Continue
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Submitting an Expense Report (3/3)

You are required to certify that the expenses charged are in accordance with all applicable policies and procedures.

» Check “l Agree” box (even though it states Peraton Employees, it does not apply to Suppliers but, you need to check
that box for Expense Report to process).

» Click on Update Report button to complete the Expense Report submission process

 Status now changed to Submitted and ER is routed for your Primary Approver for review/approval

Expense Report X
Report ID ER0D0330435 Descripfien Travel Revision 0| Total To Me 600.00
Date 08/21/2026 Resource N1025404 Test User Correction 0 Payment Received 0.00
Status Draft Currency UsD

Attachments
Peraton Employees - I certify that this expense report is only for business expenses that are legitimate and incurred in accordance with Peraton Policy. I have reviewed and understand applicable
Certification company policies FIN-002, FIN-002.01, FIN-007 and LGL-015

I Agree ;

Exit [ | Back | [ Update Report |

PERATON PROPRIETARY INFORMATION The information in this document is proprietary to Peraton. It may not be used, reproduced, disclosed, or exported without the written approval of Peraton.
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Expense Entry
(Manual Entry/Expert Mode)
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Creating an Expense Report

* Navigate to Time & Expense menu
* From the main screen select Time & Expense > Expense > Expense Reports > Expense Report

O

(s

Time & Expense

Time
Expense
Expense Authorizations
Expense Reports
Expense Report @
Manage/Approve Expense Reports
Print Expense Report
My Qutstanding Expenses

Expense Reports/Inquiries

Configuration

Access to Expense is not automatically
given to every subcontractor. This access
IS given as needed and may also be taken

away if not recently used.

PERATON PROPRIETARY INFORMATION The information in this document is proprietary to Peraton. It may not be used, reproduced, disclosed, or exported without the written approval of Peraton.



Switch to Expert Mode (if needed)

This section provides instructions for entering an Expense Report via Expert mode. Wizard Mode is the
recommended mode to enter an Expense Report.

After navigating through Time & Expense > Expense > Expense Reports > Expense Report, if the initial
screen has the green Continue button at the bottom right, then you are in Wizard mode and NOT in Expert
Mode. You will need to switch to Expert Mode.

To Switch to Expert mode:
1. Click the Wizard icon in the right tool bar to toggle between Expert and Wizard modes, then click “OK”

2. You can tell you are no longer in Wizard mode because the green Continue button no longer appears
at the bottom right of the Expense Report

Expense Report New Expense Report [[NE N B | 1 of 1 New @)= X
Report ID Description Revision 0 Total To Me 0.00
Date Resource Correction 0 Payment Receive d 0.00
Status Draft £ Y uUsD

Details_ Default Charges  Overall Attachments
Name *
Date* 09/02/2026
Type* Contractor
Descripti
From* 09/02/2026
To® 09/02/2026
Purpo
(5
Expenses -0
Expense Incurred Transaction Currency Location Per Diem Rates Provider Provider

®
| Expense ID Expense Type Expense Date Payment Methed

«

(& More )

PERATON PROPRIETARY INFORMATION The information in this document is proprietary to Peraton. It may not be used, reproduced, disclosed, or exported without the written approval of Peraton.

4 B= X
Notifications
usD
Files
-~
Print

Wizard Mode

nstructiop ™==*

Keyboard Shortcuts

Help




Expense Report Section — Details tab

» Ensure you are on the Details tab in the Expense Report Section

« Enter the following information: Date, Description, From Date, To Date, Purpose
» The Type field prepopulates with Contractor

Expense Report 1 of 1 New
Report ID Description Test Trip Revision 0 Total To Me
Date Resource N1025404 i ] Test User i ] Correction 0 Payment Received
Status Draft Currency
I Details I efault Charges Overall Attachments
Name * N1025404 Test User
Date* 07/01/2026 m]
Type™* Contractor hd
Description® Test Trip
From* 07/01/2026 w]
To* 07/02/2026 (]
Purpose Test Trip =
]
Expenses
2 Expense ID Expense Type Expense Date Payment Method Expense Incurred Transaction Currency Location Per Diem Rates Provider

<

PERATON PROPRIETARY INFORMATION The information in this document is proprietary to Peraton.

More '|

It may not be used, reproduced, disclosed, or exported without the written approval of Peraton.

uUsD

Provider

>



Expense Report Section — Default Charges tab

 Click the Default Charges tab in the Expense Report Section
* Under Charge, use the magnifying glass to lookup the project code.

the line turns blue. Click on the Select button.

* In the Lookup dialog box that appears use the Charge/Branch Description to find the appropriate code. Use the “+” button to expand the list. You
may need to navigate 2 levels before the charge numbers are visible. Select the line for the appropriate Charge Code, make sure box at the left of

* Alternatively, you can type or copy/paste the project code into the Charge field.
» Click Add Charge to add an additional lines for additional project codes if applicable.

Expense Report

» Change the Default Allocation % as needed; or later will have opportunity to Allocate by Amount

. Pewten .

Report ID

Description
Date | |

Status

D 1 of 1 New

evision

Lile

E]| i)

3|

Charge ®

Lookup

Default Allecation %

™= (] charge Lookup
E;

=

4 @
e Charge/Branch Description

E= ntractor

Charge Branch Code
ER ]:vorl'Tes

100.00

O



& m @ O

e

Costpoint

Expense Report

Expense Report Section — Overall Attachments

 Click the Overall Attachments tab in the Expense Report Section

+ Select Attach and browse for the document to upload.
 Upload all documents as one PDF/document package.
* Description field is not editable in the File Upload box
* Click Upload

* You must Save at this step; click Save in the Application tool bar on the top

Actions hd = e ::

Report ID Description Revision
Date Resource [i] Test User [i] Correction Payment Received
Status Draft
Details Default :h(:rgesl Overall Attachments I
[€3])
. | Attachment Type Description Required Missing Reason for Missing Attachment
| Overall Expense
| Overall Expense
|
Expenses
(@]
| Expense 1D Expense Type Expense Date Expense Incurred Transaction Currency
<

PERATON PROPRIETARY INFORMATION The information in this document is proprietary to Peraton. It may not be used, reproduced, disclosed, or exported without the written approval of Peraton.
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Report ID ER00330438 Description
Date 07/01/2026 Resource
Status Draft

[ void |

Details  Default Charges _Overall Attachments  Nofes

=

‘:'| Attachment Type Description Required
| Overall Expense |

| Overall Expense

Expenses
Report ID ERO00330438 Description
Expense ID 1 Expense Type

ils Expense Amount

Test Trip
N1025404

Attached

Test Trip

Travel

[} Test User

o

issing Reason for Missing Artachment

Revision

Correction

Report Start

Expense Date

0

Attachment Sto

RECEIPTS

07/01/2026
07/02/2026

Category * Travel

Expense Date* 07/02/2026 [m]
Merchant

Short Description 'V00002/07/02/2026

Comments

Expense Type®

Travel

Subcontractors do not itemize Travel expenses in Deltek. Select the “Trave
amount. If itemization is required for your program, use the Attachments to upload a document with the breakdown of the expense.

Expenses Section — Expense Details

» To enter expenses, select the Add Claimed Expense button in the Expenses section

» On the Expense Details tab, select the Category and Expense Type and enter the Expense Date and any Comments
* Expense Date must be within the date ranae of the report

Total Tc Me 0.00|
Payment Received 0.00
Currency usD
rage Location Original File Name
a_MANAGER_MOVE.csv
|Attach| [Missing] |[View)
10f 1 New | Teble [
Report End 07/02/2026
Expense Amount 0.00

|II

category and simply state the total travel expense
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Expenses Section — Expense Amount

« Still in the Expenses section, click on the Expense Amount tab
« Enter Payment Method: Contractor Paid
» Enter total amount in Expenses Incurred field. This is the amount that will be paid to the supplier.
» DO NOT enter Personal Amounts as this will prohibit the ER from processing
A - —— B e N e —3
(void ) o .
E'| Attachment Type Description Required Attached Missing Reason for Missing Atachment Attachment Storage Location Original File Name
[ Overall Expense [ ] _ ,. i 1 [itie [RECETPTS [_MANAGER_MOVE.csv
[Overa\l Expense
(rtach] (missing] (view)

IExpenses

10f 1 New =
Reporf ID ER00330438 Description Test Trip Report Start 07/01/2026 Report End 07/02/2026
Expense Type Travel Expense Date 07/02/2026 Expense Amount 0.00
Contractor Paid v Ceiling 0.00|

[-] Personal® 0.00
[-] Non-Reimbursable 0.00
Reimbursable Expense 0.00
Reimbursable Pay Amount 0.00 usD

Repeat the steps for “Add Claimed Expenses” to breakout costs by each unique Project.
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Expenses Section — Charge Allocations Under Ceiling

Still in the Expenses section, click on the Charge Allocations Under Ceiling hyperlink; that will open the Charge Allocations Under Ceiling window

All of the information previously entered is defaulted on this screen.

* If you need to add additional Project(s), then click on Add Charge button.

stated on prior slide(s).

* Allocate the expenses by percentage by updating the Percentage column, or

» Allocate the expenses by amount by first clicking the Allocate by Amount button to enable the Amount column, then update the Amount column.

Expenses

If using more than one Project, it is recommended that costs be broken out by unique Projects using an associated “Add Claimed Expenses” as

Alternatively (not recommended) if using more than one Project, expenses can be allocated as follows:

1 of 1 New -
Report ID ERD0330438 Description Test Trip Report Start 07/01/2026 Report End 07/02/2026
Expense ID 1 Expense Type Travel Expense Date 07/02/2026 Expense Amount 1,954.00
Expense Details Expense Amount
Payment Method * Contractor Paid v Ceiling 0.00
Expense Incurred * 1,954.00
[-] Personal * 0.00
[-1 Non-Reimbursable 0.00
Reimbursable Expense 1,954.00
Reimbursable Pay Amount 1,954.00 uspb
l I (i)
Expenses > Charge Allocations Under Ceiling — O X
| Add chargell |Allocate By Amount|
[i" Allocation ID Percentage Amount Expense Charge Type Description Project Account Organization PO Release Line Expense Reference Code
‘ 1 100.00 1,954.00 Contractor 3006 FFP DBA S ODC A7500.003.506.CL3006DBAS059 561-300-06 1.27.51.7213.161 2300000712,/000/0028
‘ 2 0.00 0.00 Contractor 3006 FFP DBA S ODC A7500.003.506.CL3006DBAS059 561-300-06 1.27.51.7213.161 2300000712,/000,/0028
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Correcting Expense before Submitting

» The expense report is now in Draft status.

Expense Reports with Status:
Processed CANNOT be corrected.

» Make any needed corrections before submitting for approval. Make corrections directly in the appropriate section/tab.
» Be sure to save the expense report throughout the entry process to avoid losing your information. You can save at any

time by clicking Save or Save & Next on your Application tool bar.

Costpoint

Expense Report

Report 1D ER0Q0330438 Description Test Trip Revision 0 Total To Me 0.00
Date 07/01/2026 Resource N1025404 [:] Test User [ Correction 0 Payment Received 0.00
) IS?C fus Draft I Currency usD
(void )
I Details  Default Charges  Overall Attachments  Notes l
g
A Type | Descripion  Required ttached Missi Reaso! tachmemt  arachment ra. original Fil
‘ Overall Expense 1f | RECEIPTS | a_MAMAGER_MOVE.csv

1 of 1 New
Report ID ER00330438 Description Test Trip Report Start 07/01/2026 Report End 07/02/2026

Expense ID 1 Expense Type Travel Expense Date 07/02/2026 Expense Amount 1,954.00

Exp Detail Expen I
Payment Method* Contractor Paid 7 Ceiling 0.00
Expense Incurred* 1,954.00

] Per | 0.00

[-] Non-Reimbursable 0.00
Reimbursable Expense 1,254.00|
Reimbursable Pay Amount 1,954.00| uspD

PERATON PROPRIETARY INFORMATION The information in this document is proprietary to Peraton. It may not be used, reproduced, disclosed, or exported without the written approval of Peraton.

Actions o S ea n Peraton, Inc. - DELTEKCPUAT)




Submitting an Expense Report

» Once the expense report is complete, make sure it is saved.

» Click Submit
» A box will pop up asking you to certify that the expenses charged are in accordance with all applicable policies and
procedures. This only applies to Peraton Employees but, you need to click “OK” for Expense Report to process.

. S_tatus is now changed to Submitted and ER is routed for your Primary Approver for review/approval.

Expense Report

Report 1D ERD0330438 Description Test Trip
Date 07/01/2026 Resource N1025404 (] Test User
Status Draft

|_submit | [ veid |
Details Default Charges Overall Atftachments  Notes
@
Attachment Type Description Required anached Missing Reason for Missing Atrachment
‘ Overall Expense

Overall Expense

Expenses
Report 1D ER00330438 Description Test Trip
Expense ID 1 E Type T |

Expense Details Expense Amount

Payment Method * Contractor Paid

Expense Incurred* 1,954.00
[-] Personal* 0.00
[-] Non-Reimbursable 0.00

le Expen 1,954.00
R able Pay Ar 1,954.00

usoD

1 of 1 Existing

0 T o Me
0 nf Rec d
£l y usp
storage Location original
RECEIPTS a_MANAGER_MOVE.cs
{
X
1 of 1 Existing
07/01/2026 Report End 07/02/2026
07/02/2026 Expense Amount
ffff g 0.00

cpuat.peraton.com says

Peraton Employees - | certify that this expense report is only for
business expenses that are legitimate and incurred in accordance with
Peraton Policy. | have reviewed and understand applicable company
policies FIN-002, FIN-002.01, FIN-007 and LGL-015

1,954.00 ;
e
y)h\
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Expense Entry - Proxy
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Expense Entry as Proxy

» Navigate to Time & Expenses / Expense / Expense Reports / Manage/Approve Expense Reports

» Select the following criteria in the Manage/Approve Expense Reports section:

* Filter by: Status
 Function: Expense Proxy
« Status: Draft

* Click Execute icon

» Click New Expense Report in the Expense Report section

» To enter the expense report, follow the Manual Entry/Expert Mode instructions in this Reference Guide, starting with “Expense Report Section — Details tab,” with

one addition:

» Update the Employee on the Details tab in the Expense Report section to be the person you are entering the ER

I Execute ICione Actions ~ 4

() Costpoint

Peraton, Inc. - DELTEKCPUAT) V' B

o v i 7
' Manage/Approve Expense Reports ﬁ i s || | — X
82 Filter By * Status >
_e Function Expense Proxy v Draft Draft 361
- Group Al ~ Expense Class Al - Submitted Submitted 157
Type Al Under Review Under Review 132
Q Filter -None- v Approved Approved 23
Filter Value Rejected Rejected 749
Special Filter -None- v Processed Processed 44498
Start Date End Date [=] Voided voided 7099
o)
3 ‘
m Expense Report mw‘ v | ﬁ:ﬂ" ]
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Expense Approval
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Approving/Rejecting Expense Reports

Access Expense Reports pending approval via one of two methods:

1. Navigate through Time & Expense > Expense >
Expense Reports > Manage/Approve Expense

Reports

@ Time & nse
oo
ok Ti
ﬁ Expense
o
©: Expense Autho ns

Expense Reports

/

Q Expense Report
Manage/Approve Expense Reports
Print Expense Report

My Outstanding Expenses

Ea Expense Reports/Inquiries
Og c
o Configuration

From Home Dashboard / My Tasks:

« Click the Approve hyperlink under Pending Task

My Tasks
Category Pending Tasks Priority
Expenﬂe ﬁepnrr Approve | High
Expense Report Attach High
Expense Report Submit High
Timesheet Sign High

Either method will take you to Manage/Approve Expense Reports screen
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Approving/Rejecting Expense Reports

» Upon arriving at the Manage/Approve Expense Reports screen as the Primary Approver, it is automatically Filtered By: Outstanding Tasks.

This means that any Expense Reports that are tied to this Primary Approver and have any outstanding actions are listed in the Expense
Report section.

* The list of Fxnense Renorts to those that need to he reviewed/annroved/reiected will annear in the Fxnense Renort section

T B

N

Manage/Approve Expense Reports

Status

Primary Approver

~

All

-None-

o ol o a (a

128

28

Expense Report

gt

Description *

Southwest Airlines Airfare

EBSA (Chicago and NYC) Upgrade

To* Purpase

d | 06/25/202 03| 07/13/202 Y
d  04/30/2020 05/15/202 0 Upgrade EBSA Legacy VTC to Micro

e
il sl tton s

on
0
0

First Day of Trip Last Day of Trip
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» To narrow the list of Expense Reports to those that need to be reviewed/approved/rejected, change the Filter By: Status, ensure Function:
Primary Approver and check Status: Submitted. Click Execute

« Can further filter by entering any necessary Criteria (Last Name, ER ID)
» Backup Approvers will need to use Function: Backup Approver

O



Approving/Rejecting Expense Reports

» Select an Expense Report from the Expense Report section, make sure box on the left turns blue. The details of that Expense Report
now appear in the Expenses section.

* Itis recommended to switch the Expense Report section to Form view for easier viewing.
* Review the Expense Report, by clicking on the various components (Expense Report section: Details tab, Default Charges tab;

Expenses section: Expense Details tab, Expense Amounts tab)

astpoint

Manage/Approve Expense Reports

Stofus w

Primary Approver

2z
All v w 2
Al R o
-Mon w o
3
Mone hd 128
t ) ] 28
Expense Report ‘New Expense Repo ::_ﬂ
= Expense Report 1D Description * m* Mame * Date * Revisian Sratus From * To® Purpase Motes  Correction First Day of Trip ~ Last Day of Trip
B ERo0329386 | Southwest Airlines Airfare N1025404  |Tast User 07/15/202¢ 0| Submitted | 08/23/20283| 07/15/20% ) 0 Contracrar
ERQ0324659 EBSA (Chicogo and NYC) Upgrade N1025404 Test User 05/26,/202 2 Submitted 04/30/2020 05/13/202/0 Upgrade EBSA Legocy VTC to Micro 0 Cantractor
-
[ Approvel
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Approving/Rejecting Expense Reports

» Once reviewed, access the Expense Report > Workflow screen. This shows the workflow steps.
* If the Expense Report > Workflow screen isn’t visible, click the Workflow hyperlink in the Expense Report section

 In the Expense Report > Workflow screen, click the row for Primary Approver, ensure the box turns blue. That row should be colored
yellow as it is the current actionable step.

» Click Approve or Reject
« The Expense Report is now routed for Peraton approval (Subcontractor Expense Approver)

Expense Report [—': o f:‘ =
— ! xpense Report ID Description * n* Nome * Date * Revition Status From * To® Purpoze Mote:  Correction First Day of Trip Last Day of Trip
Bl froos29386  [Southwest Airlines Airfare N1025404 | Test User (077137202t | 0| submitted | 06/25/202 8] 07/13/202¢ 0| - | 0 Contractor
R0C 'EBSA (Chicago and NYC) Upgrade  N1025404  Test User 05/26/202 2 submitted  04/30/20209 05/13/202/ (3 Upgrade EBSA Legacy VIC fo Micro ' 0 " Contractor
-« >
pprove M Reject
= = =
Expense Report > Workflow X
g ‘ Primary Role Task Irem Stratus Artochment Assigned Expense/Charge Amount <]
Employee Create - Expense Report (Required) Created Brown, Everett (N10225663) - 07/13/2026 03:46:26.0(
Employee Submit - Expense Report (Required) Submitted Brown, Everett (N1022663) - 07/13/2026 04:12:20.0(
Employee Attach - Overall Expense (Optional) file Brown, Everett (N1022663) - 07/15/2026 04:12:24.0(
rin':c:r\.r Approver Approve - Expense Report (Required) Ball, Howard C. (81089384); Cheriathundam, L ;
ubcontractor Expense Approver | Approve - Expense Report (Required) 0 I e | R R RS _ B
Subcontractor Expense Approver Atrtach - Overall Expense (Optional) Attached 1 file Brown, Everett (N1022663) - 07/13/2026 04:12:25.0( q
>

-
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Running Reports in Deltek Time and Expense vi0

» Follow Browse Applications > Time & Expense > Time > Timesheet Reports/Inquiries> Resource Activity

+ Parameter ID and Description have asterisks; however, they should be left blank

« Under Criteria/Date Range, change 1st drop down to ‘Range’ and then enter the desired date range under Start Date and End Date.
» Select Show Details

» Under Resource Group Selection, click Select All or the specific Function needed.

* Add Additional Detail Columns as desired.

* Go to the right of the screen and select print icon where you can choose Print, Preview or Export to run the report or you can choose the Print or Preview options
on the top to run the report.

-~ . . - N S .
@ COStPC"nt I Print s Preview v l Actions i R I Peraton, Inc. - DELTEKCPUAT) v B
- — — — - - = . - - - =,
A Resource Activity i&;;}i Copy v || Delete J = 10f 1 New |Query v | (mfE | — OX
a0 Parameter ID * Description *
o@
Eo Start Date End Date Level 1 Q &,
Range ~ 06/01/2026 (] 06/30/2026 () Level 2
-
- Sy
Column 1 Pay Type Q
Column 2 Q
— — — — — — — - .,
@ Resource Group Selection | v T
Oo
i = Selected Function Group
é"‘ v Backup Approver N
o] ¢‘ v Primary Approver Lockey, AmyS. |
D _JI Time and Expense Proxy | N =
e _ﬂ Timesheet Proxy N ®
«‘ Timesheet View Only N
| Select All| | Deselect All |
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Automated Reconciliation “Burst” Reports

Weekly reconciliation reports can be sent to the Supplier. These include:
*Pending expenses (if any)
* Timesheet detail (all statuses from open through processed) — 6 week rolling window

*VVendor voucher (summary) — Voucher status and payment date with check number, includes all
vouchers: manual, expense and labor

*\Vendor voucher subcontract detail: Voucher status for labor (timesheets) by project, week,
individual, hours, amount and calculated rate

» These reports should be used to verify hours submitted for project vouchering match supplier
timekeeping system and that the rates charges are the rates agreed upon in the contracts

» Timesheet corrections will appear in the voucher reports as a summary amount of the change
under the same week ending date (but not the same process date)

» These reports can be sent to only 1 email address. This address is listed in lvalua under the
Remittance Email. Supplier can update this in lvalua by clicking the Request Information Change,
then clicking the Shopping Cart Icon to make the Remittance Email update.

Supplier can work with their Peraton Subcontracts Administrator (SCA) to assist with any issues setting up the reports.
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