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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): Sup,alier 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)

k Snlly 'Icirjl_wggvorked on project should be submitted. There are no absence codes as absences are not recorded in
eltek :

= 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 | 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)

k Snlly 'Icirjl_wegvorked on project should be submitted. There are no absence codes as absences are not recorded in
eltek 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.

Peraton



Universal Functions, Password Maintenance and Tool
Navigation

Peraton
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Access Deltek Time and Expense vI0 (T&E)

|. Go to the T&E URL: https://cpweb.peraton.com
2. Deltek Costpoint login page appears

3. Enter your User Name
* If prompted, System: CPPROD
4. You will be rerouted to the Okta system for login.

Enter the same User Name and Password, then
click Sign In

«  905xxxxx, Nxxxxx or prefix of @peraton email (First.Last)

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

6. Once authenticated, you'll be redirected back and
logged into T&E

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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https://cpweb.peraton.com/

Initial setup of Okta Multifactor Authentication (MFA)

I.  On your first attempt logging into the Okta system, enter your User Name and Password,
thenyclick Sign In Priossme / / Peraten

2. You will then be prompted to select your primary method for Multifactor Authentication N\
(MFA) out of the options available for you. < ']
_/
You need to set up a secondary email and set up a Forgotten Password question. You can also
setup other forms of MFA:
«  OktaVerify:You can install the Okta Verify application on your Smartphone Ysername
*  Google Authenticator:a mobile app like Okta Verify
«  Short message service (SMS) Authentication
*  Voice call Authentication

Signin

Password

| Remember me

3.  Follow the setup instructions for the methods you select. “
4. Once you complete the MFA setup and initial login, you will be asked to select a picture for
)’OLII" SeCUI"It)’ Image. Need help signing in?

Your security image gives you additional assurance that you are Ingging into Okta, and not a
fraudulent website. Select one of the images listed and click save.You will see this image on the
login screen the next time you log into Okta.The image will appear after you type in your
username

Note: Peraton is not responsible for charges for use of personal device.

Already have an Okta account? The Deltek tile will be added to your Okta portal Deltek ga
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Change / Configuring Other Forms of MFA

To configure or change methods of MFA, such as enabling security
questions as a form of MFA or changing your security question:

|. 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 I Q Search your apps pana ~ Password

& My Apps Dana

My Apps
Work

® Work ;
Add section @® Settin

3. You will see sections for your user jnfqrmation,forﬁotten password
uestion, security image, extra verification and display language. Click
the green Edit Profile button at the top.

4. Scroll down to the Extra Verification section and select
the Setup or Remove button with the ?Aae of MFA that you want

to configure and follow the prompts to add or modify the selected Gort e
method of MFA.
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Password Maintenance

= DO NOT USE the external log-in screen options (shown to the right) to

Your Peraton Sponsoring Manager will have your initial password.

For password/login issues, contact the Service Desk at 833-994-2449
- If password is forgotten, call the Service Desk
Alternatively, passwords can be reset via Okta (https://sso.peraton.com)

- If 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.

“Reset Passwords” for either Costpoint or Okta

= When calling the Service Desk for password/login issues, the Service

Slide 9

Desk will ask who the Peraton Sponsoring Manager is as way of
authenticating the caller. Be prepared to provide.

Costpoint’ |4 veskop shorcu

Which Interface would you like 1o use?

Classic Version @ New Version

USERNAME

SSSSSSS

Peraten
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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:

|. 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. Select the option desired:
* Time & Expense: goes directly to timesheet and expense modules
* Reports & Analytics: Home Dashboard

% [0 Browse Applications Tvpe here to search applications

* [0 GBrowse Applications (Y RlECR G g e e e e

Time Timesheets Manage Timesh@s
Time & Expense Timesheet Reportsiingquiries ManagelApprove Timesheets
Expense
Configuration

Peraten



% [@ Browse Applications

Navigation

* |f the modules on the left
disappear ...

e Click Browse Applications and
they’ll return

# W [0 Browse Applications Loe here to search applications

Time &
Expense

. Reports &
*  Analytics
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Reports and Analytics

Reports & Analytics = Dashboards = Dashboards = Home Dashboard =

* Reports & Analytics: Home Dashboard

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

* The following features are available from “MyDesktop”

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

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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Timesheets

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

FILE LIME OPTICNS PROCESS HELP

Menu
Navigation Area

Timeshests

Expense Timeshest Reports/inguiries Manage/Approve Timesheets

Configuration

Timesheet: Select this link;
record time; to open your
current week’s timesheet.



Timesheet

Selecting “Timesheet” from Menu Navigation Area will open your current
week’s timesheet. There are two main sections for time entry:

Time & Expense > Time > Timesheets = Timesheet

S|CIER - QENE  DOCEORE0OE

# % [0 Browse Applications

> Time & Expense > Time > Timesheels > Timesheet 10
+ Timesheet New Timesheet || Copy | ¥ ‘ H7”7| Table || Query T‘ m O x‘.
Basic Information
Employee * Test, Contractor l ID* N1001703 l Subcontractor Period Ending * 11/04/2022 Status COpen
Class Subcontractor
Signature Approval
Organization 1.01.01 HQ10 117

sign
Leave Pay Type Summary Charge Favorites
Timesheet Lines Add Line || Copy | ¥ || Delete || Form || Query | ¥ |[—
[ —| Sat Sun Mon Tue Wed Thu Fri
= Line Description Project _PO Release Line Pay Type * 1029022 | 1030022 103122 10122 10222 100322 11i04/22 Total
> ' #4a | |
Regular
Overtime
Total
Projects (charge
numbers) are entered in LclisEREicommeRtsiate
e entered in this section
Slide 15
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Header/Application Toolbar

The Application Toolbar provides quick access to commonly used

timesheet functions. These include:

Application 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

Timesheet Section Toolbar
New Timesheet: Click this button to display a new,

Application

Toolbar Section Toolbars

IFIGIER D [EPRE - AR O EEE

@ % [I Browse Applications = Time & Expense > Time > Timesheets > Timesheet 1 0
blank timesheet form T " [New Timesheet [ Copy [ v |[Dekete ||« | - | Table | Query | v | m|[—|[O][ x|
. . L. . Basic Information
Copy: Click on this button to copy the existing timesheet
information to the new timesheet period. Employe. .+, Contractor l ID* N1001703 l Subcontractor Period Ending * 11/04/2022 Status Open
Class Subcontractor
. Signature Approval
Delete: To Delete the unprocessed timesheet
Organization 1.01.01. HQ10.117
. e A Fromcd . . Sign
Click this directional arrow to display the timesheet for
the previous pay period Leave Pay Type Summary _Charge Favorites
Timesheet Lines Add Line || Copy | ¥ || Delete | Form || Query | ¥ || —
Click thiS directional arrow to display the timesheet for ¥ Line Description Project PO Release Line Pay Type * 10\'5;;‘22 10\‘53“[::12 10’3?'\“!2 11]]1“22 11212 11!03‘.‘121 HJDA:'EZ Total
i 2| C 9
the next pay period. —
Overtime
View Controls T
you may have two display options to choose from, either

Form or Table view

Query: Search for previous week’s timesheets; managers
may search for their previous timesheets or for
current/previous timesheets for their employees
Timesheet Lines Section Toolbar

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

Slide 16
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Header/Basic Information Tab

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

Employee : Your Name(Read-Only)
ID: Your Employee ID(Read-Only)

Period Ending: Your Current timesheet Period Weekly;
always a Friday (Read-Only)

+/ Timesheat Mew Timesheel l::'.u;:-y v R ﬂul_':l"' Al 1

Basic Information  Moles

Status:
Missing - Employee has not opened timesheet Employee * Contractor, Test | ID*  N1000013 | Subcontractor IFenod Ending* 06/03/2022 I I Stalus  Open I
Open - Employee has entered and saved hours on Clace Subcontractor Revision 1
timesheet I Signature I [ Approva |
Signed - Empls)yee has completed timesheet for the Organization 1.01.01.HQ10.117 Custom Option Custom Option #1
week and it has been routed to manager for
approval. Total Hours (Previous Period) 0.00 Total Hours (Next Period) 0.00 I m I
Approved = Manager has approved timesheet. Leave Pay Type Summary Charge Favorites
Processed - Timesheet has been exported from time Timesheet Lines Add Line || Copy v | Delete | Form | Query| v | —
collection to be included in labor processing. = St S Men Tue Wed | Th i |
. . ) - Line Description Project PO Release Line Pay Type * BN | OSNR  ONWER  0SM 0B BU2R | 0MNR Tetal
Rejected - Manager has rejected timesheet and employee i : e ——
. 1 1.0001001 0014 R
has an action to correct ° S | |
Fagular
Cwartime
Signature: Your Signature with Timestamp (Read-Only) Tota

Jdd Line to Favorites
Approval: Supervisor Approval Signature with
Timestamp (Read-Only)

Sign: Sign your Timesheet button

Correct: Correct your Processed Timesheet
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Timesheet Lines/Timesheet Subtasks
The Timesheet Lines section data specific to the applied
charges.

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

are not used. Basic information  Noles
Revision Audit : view all of the Empiloyee” Contractor, Test | D N1000013 | Suconiracor
“Corrections” made to the current Class Subcantracior Revision
timesheet if applicable Signature Approva

Organization 1.01.01. HQ0. 117 Custom Option Custom Oplion #1

Pay Type Summary:
Summarizes entered hours by

Tolal Hours (Frevious Period)

Tolal Hours (Wext Period

Penod Ending *

Open

06032022

Satus

1

R — Regular
OSK — Overtime Timesheat Lines
DBT — Double Time g fat fan o Tus e Thy |
B . Lirs Descrpion Progect PO Reteans Lime Pay Type * [ e s A ] [ lr ] [ 2rlrr] i) ) Tobal
Consult with Sponsoring manager
> 1 01 LABOR 43152 001 2001001 DOJONH00002 00 10H0 ;] I I

to see if Overtime or Double Time .

Reguisr
are allowed. .
Covdrtrta

Total
Charge Favorites: See the list of

Project that are saved to as
Favorites.

Add a Line to Favorites: Allows
you to add a Projects to Favorites
for future use.
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Global/Application Options

Application Toolbar provides additional tools

Slide 19

R CE 0

Click this icon 1o store any changes you make on
the screen. If you are working on a record, dicking
this icon refreshes the screen after saving.

CRErmD (R (2 (T I CRmh (D Chmms G CImmn

Toolbar icons

icon

Name

Reset Default Positioning
and View

Click this icon 10 restore the default
and view (Table View or Form View) of the
currently active screen

Click this icon to store any you make on
the screen. If you are working on a record, dicking
this icon retains that record after saving for further
editing

Show Messages and Errors

Click this icon 10 display the Messages window
where you can view messages that appeared of
efrors that occurred for the curently active
appication

Refresn|

Click this icon 10 restore the default values or clear
the fieids on a screen, subtask, or document

by

Clone Record

Click this icon to duplicate an existing record. You
can then eat that record and save it as new data

Workflow

Click this icon 1o resend the workflow emad. You
can use the grop-cdown amow to view workfiow
activity instructions and complete an activity

Lookup

Click this icon to open the Lookup window for a
selected field.

2
<

Default Action

Click this icon fo run an 's default
Process. You can click the drop-gown amow
beside this icon 1o view and select avallable
actions for the currently active screen.

Export to Excel

Click this icon 1o export the current report to
Microsoft Excel. Costpoint prints the report using
the sedections you made on the Page Setup and
Print Options dialog boxes, except the report
output is automatically set 1o Excel format

Execute

Ciick this icon to run an inquiry process

My Menu

Click thes icon 10 open the My Menu panel, where
youcmmewalyourcannmfyusedapphca‘lms
You can set up My Menu using the Screen
Configuration icon of the Configure User

Page Setup

Ciick this icon to open the Page Setup dialog box,
where you can set up the page layout for printing
reports.

Open Applications

This icon displays the number of open appliicabions
for the current session. CRCK this icon 1o view
these applications. You can use this kst to
navigate between applications of close an
application

Print Options

Click this icon % open the Print Options dialog
box, where you can set up the system printer, print
to file, email delivery, and archiving oplions

<

Preview Default Repon

Click this icon 10 préview a report. This icon
processes report previews for report applications
only

<

Print Default Reporn

Click this icon 10 print a report screen's default
report as set up in your print options, This icon
prints reports for report applications only

Page Layout

CHicK this icon to toggle between one-page and
two-page layout

Screen Configuration

Click this icon to view the current company.
sysiem, and validation frequency. You can aiso
customize your screen configuration (Top-Level
Toolbar, Current Application Layout, and My
Menu) and sedect an administrator profile. You
must dose all open applications before you can
Sedect an administrator peofile

-

Click this icon to log out of Costpoint. Upon
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Time Entry

Peraton
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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

. _I?_y navigating Time & Expense >Time >

Imesheets > Timesheet
* This opens your current week’s timesheet

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

s = Dashboards =

FILE LUNE OPTIONS PROCESS HELP

# W [@ Browse Applications

Description

Subcontractor
Subcontractor
Subcontractor
Subconiractor
Subcontractor

Type here to search applications

Home Dashboard >

Parameters | Reporis

Status
Open
Processed
Processed
Signed
Open

Time
Expense
Configuration

T Time &
 Expense

«/ Timesheet

Basic Information  Notes

Timesheets

Timesheet Reports/inguiries

Timesheet

Manage/Approve Timesheets

Status Open

Employee * Contractor, Test | D*  N1000013 | Subcontractor Period Ending* 06/03/2022
Class Subcontractor Revision 1

Signature Approval

organization 1.01.01. HQ10.117 Custom Option Custom Option #1

Total Houwrs (Previous Period) 0.00 Tatal Hours {Next Period) 0.00 Sign

— Sat Sun Man Tue Wed Thu Fa |
- ine: Description Praject PO Release Li e ay Typs * 05 | OSARF 0S50 OSOMIRE  DGAHMGE  0BORRE | 0GNR: Total
—)l 1 Y1 LABOR 48192.001.0001001.000000000002 100170001 R I
Regular
COvertime
Total
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Create Missing Timesheet (if needed)

!

toolbar. The Missing timesheet needs to be recreated manually.

Slide 22

a timesheet for a given week was not accessed/created by Friday of that week, it has Status of
issing. As a result, it is not searchable using the directional arrows in the Timesheet section

Manually create a Missing timesheet by navigating Time & Expense > Time > Timesheets
> Timesheet

* This opens your current week’s timesheet
Click New Timesheet 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
Basic Information
Employee*®

Class

Signature

Test, Contractor

Subcontractor

ID*

N1001703

Approva

Subcontractor

New Timesheet || (Copy | ¥ || Delete

Period Ending *

o [Septemberw [2022 Z| p
[sm T wWTF 5]

1 3
4 5 6 T & 10
" 12 13 14 15 17

18 19 20 21 22 23 24
25 26 27 26 29 30

Table || Query | v ||| — ||| X

ﬂ Status Missing

e Pay Type Summar y. Charge Favorites

v Form v (|
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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.

ﬁmesheei Lines Add Line || Copy | v || Delete

= o ) . X Sat Sun Mon Tue Wed Thu Fri
Line Description Project PO Release Line Pay Type ™ 05/28/22 05/29/22 0530122 05/31/22 06/01/22 06/02/22 06/03/22 Total
3] 1 9]
Regular |
QOvertime
Total

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

* 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.

Timesheet

Direct charge numbers

are 20 alpha-numeric

Employee * Contractor, Test ) ID*  N1001703
characters; Class e
PO information will Signature Contractor, Test (N1001703) 4/26/21 5:16:22 PM
populate based on the Organization 1.01.01.HQ10.117
project selected

=

Line Description Project PO Release Line Pay Type *
1 Technology Transition 00403.004.009.09301010GV00 TE10TRAING/G00;/0001 R
2 |T5k[]B Dir Lab-Subk LABOR 30012 202.014 SUB090000000 TE10TRAING/G00/0002 OSK Q
Regular
Overtime
Slide 23 Total

Form || Query | v | —
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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

w

Line Description Project PO Release Line Pay Type *
‘ 1 LABOR | 00403.004.009.09301010GV00 TE10TRAING/000/0001 R

‘ 2 LABOR  30012.202.014.5UB030000000 TEA0TRAIGI000/0002 08K
y 4
] 3 /

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

| E Charge Lookup Charge Lookug

- Contractor
L Charge/Branch Description " Charge/Branch Description Charge Branch Code
' *Favorites | AE] Technology Transition 00403.004.009.09301010GV00
' Contractor et MR R E] Tek09 Dir Lab-Subk 30012 202.014.5UB090000000

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
Technology Transition LABOR 00403.004.009.09301010GV00

- Charge/Branch Description Charge Branch Code
Technology Transition LABOR 00403.004.009.09301010GV00

Click “Select” to add charge number to timesheet

mmmmmmmmmm
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Add “Favorites” to the Charge Tree & Auto Load

To add a Project to Favorites area of Charge Tree

|. 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

113 tH 1
- Check the box _
Line scription PO Release Line Pay Type ™
|__‘] 4( 1 |Techno|ogy Transition LABOR ‘00403.004.009.0930101OGV{}O |TE10TRAING!DUD{DDU1 |R Q
2 Tsk09 Dir Lab-Subk LABOR 30012.202.014. SUB0S0000000 TE10TRAING/000/0002 OSK

- e T f

CI|Ck on “Add Line to ) * ‘s S22 085N AN k] 000022 M')'n '
Favorites” button -

I ASd L ine Yo F avonie I

To make the Project load to the timesheet automatically each week
|. Click “Charge Favorites”

2. Select (or unselect) the “Load” box next to the Project(s) to automatically load each week
3. Click“Close”
4. Save the Timesheet “Load” check box
Chargs Favoriies
Charge Favorites Delete | Query| ¥ |~/ 0| X
T - et T n ¥ Load Charge Description Project PO Release Line Pay Type
NN o2 o2 sy n V| Technology Transition LABOR (0403.004.009.093010106V00 TEA0TRAINGI000/0001
V| ‘TSk[]QDUlab-SubKLABOR 30012 202.014.5UB090000000 TEI0TRAING/000/0002 ‘
Slide 26
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Charge Number Entry

After you have poEuIated the timesheet with the correct charge numbers, you will
noticF thélt 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.

Line Description Project PO Release Line Pay Type *

1| Technology Transition LABOR 00403.004.009.09301010GV00 TE10TRAING/000/0001 R

2 |T5k09 Dir Lab-Subk LABOR |31]012.202.U14.SUBUQDU{IDMD ‘TE1 0TRAING/000/0002 ‘m
Select the appropriate Lookup auery| ¥ [— [0 x §

Radio button to populate = |
the “Pay Type” v Pay Type ID Name
\ DBT |Doubletime - Subcontractor |
0SK Overtime - Subcontractor
| R Regular
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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

New Timesheet | Copy | ¥ of 5 i Pl || Table | Query | v ||l I

Basic Information  Motes

Employee™* Contractor, Test l I0* N1000013 | nir r Period Ending * 06/03/2022 Status Cpen
Class Subcontractor Revision 1

Signature Approval

Organization 1.01.01.HQ10.117 Custom Option Custom Option #1

Total Hours (Previous Period) 0.00 Total Hours (Next Period) 0.00 Sign

Leave Pay Type Summary Charge Favorites

imesheet Lines

Add Line || Copy ¥ || Delete || Form | Query | ¥ || ™ I
e o . ) N ” sat sun | Men | Tue | Wed | Thu | Fri | ‘ ]
Line Description Project PO Release Line Pay Type 05/28/22 05/29022 05/30/22 05731122 0601722 0ENZI22 060322 Total
> 1 OY1 LABOR 48192 001.0001001.000000000002 woor0001 R | 6.1 0.5 80 4.0 18.60
> 2 OY2 LABOR 48192.002.0001001.000000000002 ¥002/0002 R _ 20 75 8.0 IE 21.80
Regular £10 £.00 800 8.00 8 40.40
Overtime 0.00 0.00 0.00 0.00 0. 0.00
Total ‘ 810 8.00 8.00 800 a.ﬂ 40.40

Add Line to Favorites
—_—
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Line and Cell Comments

mesheet Lines

Tue Wed

n Ul
Line Description Project PO Release Line Pay Type * SHVE [ SRR OS2 [l DRAZEI [ Taisl

_—}l 1 01 LABOR 48192 0010001001 000000000002 V0010001 R R 8.1 05 20 4 1860
3 2 OY2 LABOR +3192.002.0001001 000000000002 V00210002 R — 20 75 0] [E 2180
Toguiar a0 800 500 500 5% W@
Overtima 000 000 000 000 004 000
Total | 410 8.00 8.00 800 8.3 40.40

s

Add Line || Copy | ¥ || Delete || Form || Que

- Total
(] Description
1|Tecnnology Transition LABOR B D |—_|;I 4 u 13 ﬁﬂ
Comment at timesheet line level b7} : : _
8.0 \ 43 21.80
00 3.00 230 4040
100 0.00 0.00 0.00
00 8.00 8.30 40.40
Mote tné_SLupewisnr—The Charge number was used for work o€
Project 4BC|
* To add or edit an existing line comment, select the line comment icon in the
first column of the table grid for the line. The Line Comments dialog will i
appear. i
* 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.
Ok Cancel |
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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.

* If 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 Button

"
* @

P Costpoint 7.1.1-Peraton, Inc/CPF X 4

c Q 8 cpweb.peraton.com/cpweb/masterPage.htm#A0

i Apps
Peraton, Inc. (PRODUCTION - CPPROD) »  Deltek Costpoint )

FILE LUNE OPTIONS PROCESS HELP

HIENS ~ M (] 1] € 1=1M 1M =] L =
] Browse atio e & p e & eshee anage
Employee * Contractor, Test ) ID* N1001703 ) Subcontractor Period Ending* 04/16/2021 Status  Signed
Class Subcontractor
Signature Contractor, Test (N1001703) 4/26/21 5:16:22 PM Approval
Organization 1.01.01.HQ10.117
Sign Correct
Leave Revision Audit Pay Type Summary Charge Favorites
I e Delete || Fo I
IEa ) Sat Sun Mon Tue Wed Thu Fri
Line Description Project PO Release Line Pay Type * 1021 411121 anz 131 441 41521 4n6i21 Total
1 Technology Transition LABOR 00403.004.009.09201010GV00 TE10TRAING/000/0001 R 8.0 8.0 80 8.0 8 40.00
2|Tsk09 Dir Lab-Subk LABOR 30012.202.014.SUB090000000 TE10TRAING/000/0002 0sK 30 30 30|D m‘ 2 13.00
Regular 8.00 8.00 8.00 8.00 8.0? 40.00
Overtime 3.00 3.00 3.00 2.00 2.0 13.00
Total 11.00 11.00 11.00 10.00 10.0 53.00
Add Line to Favorites
-

\

I E Save I Ej Save & Continue I

Slide 30
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Signing Timesheet

Slide 31

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

Timesheet

Employee *

Contractor, Test

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

Your timesheet has been submitted to your manager for approval.

New Timesheet || Copy | ¥

ID*  N1001703 | Subcontractor Pericd Ending * 04/16/2021

I Signature

Contractor, Test (N1001703) 4/26/21 6:29:51 PM

I Approva

Organization

1.01.01.HQ10.117

] un Mon Tue e ri
PO Release Line Pay Type * 41021 41 41221 413021 41421 41521 416021 Total

Description Projety

1 Technology Transition LABOR 00403 004.009.0930101 DG\]SQ TE10TRAING/000/0001 R 8.0 8.0 8.0 8.0 a. 40.00
2|Tsk09 Dir Lab-Subk LABOR 30012.202.014.SUEUBOUDOOUD\ |TEWUTRA\NGJ‘OUUFUDUZ ’ﬁ Q 3.0] 3.0] 3 0‘ \ 2 Ol 2 13.00
Regular 8.00 800 200 2.00 8.0 40.00

Overtime 3.00. 3.00 3.00 2.00 2.0 13.00

Total 11.00° 11.00 11.00 10.00 10.0f 53.00

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

Peraten

Click here to sign
your timesheet



Timesheet Corrections

Peraton

Slide 32



Timesheet Correction (Status: Open, Sighed, 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

Peraten



Timesheet Correction (Status: Rejected)

* The My Timesheets module of the Dashboard will show timesheet status, look for any Rejected

* Click on Update link and it will take you to Manage MyDesktop screen. Click on Launch button to
see the list of your Rejected timesheet

ﬂ* b 3 m Browse Applications = Reports & Analytics = Dashboards = Dashboards = Home Dashboard > Parameters | Reports

My Tasks My Timesheets
Category Pending Tasks Priority Ty T/S Pericd End Date Description

Timesheet Lowr 1| 043002021 Subcontractor
04/16/2021 Subconfractor

Subconfractor

# % [Z Browse Applications > Time & Expense > Configuration > Resources > Manage MyDesktop

Tasks Form | Qe — | 0|

" Task Object Task Type Task Sub-Object Task Count
‘ Timesheet | Update Timeshest | Overall | 1
QOutstanding_Expenses Outstanding Advances
Task Details Delete || Form | Query v |
o Timesheet Employee Name Period Ending Qrigination Date/Time \ Warning Date/Time Critical Date/Time Functional Rale Backup Functional Role Notes
ontractor, Test (N1001703) ‘nmaﬂzuzw |04F28f2021 04:07:42 PM | \ | ‘Emp\oyee |Emp|oyee |re-enter time on correct project
\ > Launch

N

Highlight the box next List of Rejected Click on the Launch
to the Rejected

. timesheet(s) button
Slide 34 Timesheet(s) Peramn



Timesheet Correction (Status: Rejected)

* 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, sighing and submitting your
timesheet to complete the timesheet correction process.

ﬁ\ * E Browse Applications > Time & Expense > Time > Timesheeis » Manage Timesheets

+ Timesheet New Timesheet || Copy | ¥ 1 of 5 Existing P || p] | | Table || Query 'r‘ B

Basic Information

Employee Contractor, Test | ID*  N1001703 ] Subcontractor Period Ending* 04/16/2021 Status  Rejected
Class Subcontractor

Signature Contractor, Test (N1001703) 4/26/21 6:29:51 PM Approval

Organization 1.01.01.HQ10.117

Correct

Leave Revision Audit Pay Type Summary Charge Fav

Add Line || Copy | ¥ || Delete || Form || Query v|

Timesheet Lines
2 ) Sat Sun Mon Tue Wed Thu Fri
Line Description Project PO Release Line Pay Type ™ 410/ 4 41221 41321 41421 41521 41621 Total
1|Technology Transtion LABOR 100403.004.009.09301010GV00 [TE10TRAING/000/0001 R | | 7| 10 E 80| 84 37.00
2 Tsk09 Dir Lab-Subk LABOR 30012.202.014.5UB090000000 TE10TRAING/000/0002 0K 30 30 30 20 24 13.00
Regular 7.00 7.00 7.00 8.00 8.0 7.0
Overtime 300 300 300 200 200 13.00
Total 10.00 10.00 10.00 10.00 10.00 50.00

| Add Line to Favorites |
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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

* Or locate 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

ﬁ‘ w E| Browse Applications > Reports & Analytics = Dashboards > Dashboards = Home Dashboard > Parameiers | Reports

My Tasks My Timesheets

Category Pending Tasks Priority T/5 Pericd End Date Description Status

04/30/2021 Subconfractor Processed 11.00
0416/2021 Subconfractor Processed S0.00
03/12/2021 Subconfractor Processed 40.00

NO ROWS FOUND THAT MEET SELECTION CRITERIA

Select the “Processed”
timesheet that you need to
correct

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

——

Slide 36
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Timesheet Correction (Status: Processed)

* Click on “Correct” button next to Sign
* This will change the timesheet status to Open and open the Timesheet Lines for
editing

ﬁ‘ * m Browse Applications > Time & Expense > Time > Timesheeis = Manage Timesheets

Timesheat New Timesheet || Copy | ¥ 1 of 5 Exsting P | Pl || Table || Query | ¥ | B
Basic Information

Employee * Contractor, Test | ID*  N1001703 | Subcontractor Period Ending * 04/30/2021 Status Processed

Class Subcontractor

Signature Contractor, Test (N1001703) 4/28/21 4:20:18 PM Approval Knoecklein, Donna R (108350) 4/28/21 4:22:19 PM

Qrganization 1.01.01.HQ10.117

Ser

Leave Revision Audit Pay Type Summary Charge Favor

Timesheet Lines Add Line || Copy | ¥ || Delete || Form || Query | ¥ |
v Sat Sun Man Tue Wed Thu Fri
Line Description Project PO Release Line Pay Type * 424/ 42511 4126121 427121 4/28/21 429121 430121 Total
1 |Tecnno|ogy Transition LABOR |00403_004.009.0930101oevon |TE1UTRAING!OUDJDOU1 |R | | a.o| | | | .00
2 Tsk09 Dir Lab-Subk LABOR 30012.202.014.SUB090000000 TE10TRAING/000/0002 0SK 30 3.00
Regqular 2.00 2.00
Overtime 3.00 3.00
Total 11.00 11.00

| Add Line to Favorites |

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

—_————— e ———— T SS—
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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.

Slide 38

&

* E Browse Applications >

Timesheet

Basic Information

Time & Expense >

Time > Timesheets > Manage Timesheets

New Timesheet || Copy | ¥

1 of 5 Existing p || Bl || Table || Query | ¥

— T —

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

Employee* Contractor, Test | ID*  N1001703 l Subcontractor Period Ending * 04/30/2021 I Status Open I
Class Subcontractor
Signature Approval
Organization 1.01.01.HQ10.117
Undo Correct
Leave Revision Audit Pay Type Summary Charge Fa
Timesheet Lines Add Line || Copy | ¥ || Delete || Form | Query | ¥ | 1
v Sat Sun Mon Tue Wed Thu Fri
Line Description By PO Release Line Pay Type * g 424121 42511 21 W1 W1 W1 4#% | Total
1 ‘Technology' Transition LABOR 00403.004.009.09301010GV00 FE10TRAING/000/0001 I|ﬁ | L} 0‘ 2.00
2 Tsk09 Dir Lab-Subk LABOR 30012.202.014.5UB090000000 FE10TRAING/000/0002 I 0SK 30 3.00
Regular 8.00 2.00
Overtime 3.00 3.00
Total 11.00 11.00
Add Line to Favorites
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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 — MAKE NO OTHER CHANGES TO THE TIMESHEET

* 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

# % [3 Browse Applicalions > Time & Expense > Time > Timesheels > Manage Timeshes

Timesheet Mew Timeshaat | Copy » | #l || Table | Query | v | B

Basic Information

Employee Contractor, Test | D% N1001T03 | Subcontraclor Period Ending * 0473012021 Status Processed
Class Subcontractor

Signature Contractor, Test (N1001703) 4/28/21 4:20:18 PM Appraval Knoecklein, Donna R (108350) 4/28/21 4:22:19 PM

Organization 1.01.01. HQ10.117

I Sign [ Comect ] I

Leave Revision Audiit  Pay Type Summary Charge Favor

Timesheet Lines Add Line || Copy | ¥ || Delete | Form || Query | ¥
b Line Descripton Projeci PO Ralwase Line Pary Type © A4 A5 AR AT AFEH AFH 43071 Todal
1| Technology Transition LABOR 00403004 009, 09301 0G0 TE1OTRAING/DOM0001 R 810 B.00|
2 Tz&09 Dwr Lab-Subk LAEOR 30012 202 014, SUE020000000 TEIOTRAING/DONDO0Z OSK 3.0 300
Regqular 800 200
Owertima 300 300
Total 11.00 11.00

!AMLI“GWFMMGS
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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

# % [3 Browse Applicalions > Time & Expense > Time > Timesheels > Manage Timesheets

Timesheet New || Copy | ¥ Table |[Quengie| W | — | O

Basic Information

Employee * Contractor, Test ] ID*  N1001703 ] Subcontractor Period Ending * 04/30/2021 Status  Processed
Class Subcontractor

Signature Contractor, Test (N1001703) 4/28/21 4:20:18 PM Approval Knoecklein, Donna R (108350) 4/28/21 4:22:19 PM

QOrganization 1.01.01.HQ10.117

sin

Timesheet Lines

i Sat Sun Mon Tue Wed Thu Fri
Line Description Project PO Release Line Pay Type * 4124121 4125021 402621 4027121 4/28121 420121 430121 Total
| 1{Technology Transition LABOR 00403.004.009.09301010GV00 TE10TRAING/000/0001 R 8.0 2.00
| 2/ Tsk09 Dir Lab-Subk LABOR 30012.202.014.5UB080000000 TE10TRAING/000/0002 0SK 30 3.00
Regular 8.00 8.00
Qvertime 3.00 3.00
Total 11.00 11.00

Add Line to Favorites
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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:

I. NaVigate thl”ouléh Tlme & EXPense >Time > Time & Expense = Time = Timesheets > Manage/Approve Timesheets

Timesheets > Manage/Approve Timesheets

2. From Home Dashboard / My Tasks: 1

El Browse Applications > Reports & Analytics = Dashboards = Dashboards > Home Dashboard > Paramefers | Reports
* Click the Approve hyperlink under Pending My Tasks My Timeshests
Ta.SkS Categery Pending Tasks Priority QryY TS Period End Date Description Status Hours
| 111372020 Weekly Cpen 0.00
— 1
Timesheet ﬁve Lowr L

* Clicking the Approve hyperlink from My Task will open
Manage MyDesktop

* Click Launch to open the timesheet

e Select Launch under Task to see all timesheets to
approve, or

e Select Launch under Task Details to see individual
timesheet to approve

Slide 42

[P T P T P

# % [Z Browse Applications

> Time & Expense > Configuration = Resources > Manage MyDesktop

Tasks

Task Object Task TI?O

Approve Timeshaat

Task Suh-OHsct Tﬂl( Count

Timasheat Ovarall

Outstanding Expenses USRI AHTANCES

Peratoen



Primary Approver - Timesheet Approval

* Either method will open the Manage/Approve Timesheets screen
* Upon arriving at this screen as the Primary Approver, it is automaticalgl If an expected timesheet doesn’t appear,
Filtered By:ApfrovaI Tasks. This means that any timesheets that are pending the Primary Approver may need to “Search”
ap roval are listed in theTimesheet section. for it. See next slide for Search instructions
* Select a timesheet from list, make sure box turns blue
* The details of that timesheet appear in the Timesheet Lines section below
* Select Approve or Reject
* Repeat for each timesheet needing approval

B0 hHEaUOENOREAaE

ions = Time & Expense = ime = Timesheets > Manage/Approve Timesheets 1 L',J
Approve Timesheet m Ol x |
Filter By * |Approval Tasks v
Criteria Counts
Status
Schedule | Open
Year l Signed Missing Open Signed Approved Rejected Processed
Period ) Approved
Function Primary Approver ) Rejected
Group All Processed
Include Missin
Last Name D 9
Timesheet New || Copy | ¥
- Employee * o* Status Period Ending*  Notes Show Prorated Hours | Revision | Schedule Desc And Period Text Class [8] izati Signature Apprdg
| [contractor, Test N1001703 Signed 04/30/2021 || [_J/| Entered v | 5|Sul:|l:ontrador Subcontractor 1.01.01. HQ10.117 ‘Commmor, Test (N1001703) 4/28/21 4. 46:‘
4 >
I Approve | Reject |I Sign | Undo Correct
Leave Revision Audit Pay Type Summary Charge Favorites
Timesheet Lines New || Copy | ¥ || Delete || Form || Query | ¥ | -
Sat Sun Mon Tue Wed Thu
=2
Line Description Project PO Release Line 4124121 4125/21 4126121 4127121 4128121 4/29/21 Total
1 |Tet:?‘|nl)|1:lg',r Transition LABOR 00403.004.009.09301010GV00 TE10TRAING/D00A 80 8.0 8.0 24.00
2 Tsk09 Dir Lab-Subk LABOR 30012.202.014.5UB090000000 TE10TRAING/000A 3.0 3.00
Regular 8.00 8.00 8.00 24.00
QOvertime 3.00 3.00
Total 11.00 8.00 8.00 27.00
4 T >4 = >
Slide 43 Add Line to Favorites e' n
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Primary Approver - SEARCH

Slide 44

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

Change Ciriteria in the Approve Timesheet section:

* Filter By: Status
e Status: check boxes as needed
e Last Name or ID: as needed

Press Lightning Bolt icon to run query

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

&R0 E!B..EJE!.DEBIB-EI

# W [E] Browse Applications > Time & Expense > Time = Timesheeiz = Manage/Appr

[ Approve Timeshest
Filter By * Status v
Criteria unts
Status
Schedule | Open
Year I Signed Missing
Period | Approved
Function Prifary Approver | | Rejected
Group All Processed
Include Missin
Last Name 0 N1001703 g

Timesheet

[

Employee * n*

Status Period Ending *  Motes Show Prorated Hours  Revision  Schedule Desc And Period Text

Open

Class

Signed

Ofganization

Approved

Rejected

Signature

X O

n O x

Protessed

Selecl employes groups

Appid

Contract

or, Test N1001703

Signed 04/30/2021 || [ Entered v 6| Subcontractor

Subcontractor

1.01.01.HQ10.117

Contractor, Test (N1001703) 4/28/21 4:45:'

4

Approve | Reject |

Sign | Undo Corect | |

»>

Leave Bevigion Audit Pay Type Sumimary Chargs Favorites

Timesheet Lines MNew || Copy | ¥ || Delete | Form || Query | W
. . Sat Sun Mon Tue Wed Thu
Lime Description Project PO Release Line Ai24i21 AIZEI21 2621 AATIZ AFE21 Ar2a21 Total
1| Technology Transition LABOR 00403.004.009.09301010GV00 TE10TRAING/000/ | | 8.0 8.0 8.0 24.00
2 Tsk09 Dir Lab-Subk LABOR 30012.202.014.3UB090000000 TE1OTRAING/O00N 30 3.00
Regular 8.00 8.00 8.00 24.00
Overtime 3.00 3.00
Total 11.00 8.00 8.00 27.00
4 LAk >

Add Line to Favorites ! )
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Backup Approver and Proxy Time Functionalities
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Role Functionalities

= LABOR: Note: It is possible to have a
» Enter/Correct/Sign their own timesheets Labor and Approver/Proxy role
with the SAME ID. Multiple IDs
= PRIMARY APPROVER (aka Manager): are not necessary.

» 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

*The same ID cannot both sign AND ap X)rove 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).

Peraten



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 Lightning Bolt icon 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 B0 B8 Ea DA
# W [@ Browse Applications > Time & . ...& >
.'.:5'.'.‘." ’ e hd — R
Schedule I W Open
Yaar ] b Swgned MR HiIRG Open Sighed Approved Hajected Procassed
Panod ) M Approved [ 2 1 (1] (1] 2
penyy ' ) Pracasess
luu Hame 0 N1001703 W Inchude Missing
Conftractor, Test Nlml!:':::l; sgn:qm. :«::wd:::mh|w$ﬂ;|s;:;r:¢m.wm: Rwhl-or's :;:;B::AMPNN'M Smcm:;:;:n 1.01 o?x":m Contractor, Test:t‘r;:';oa]mmn:ﬁ|‘pj
- Approve | Rm.ct] Sign | U‘nuomecl.‘]
| Lm1|1omnulom r:;;'l'maon mmanu.mogamiwm T:?om:awﬁ 8.0 8.0 8.0 24.00
| 2 Tk Dir Lab-Subk LABOR 30012 202.014.5UB090000000 TE10TRAINGDOOA 30 3.00
Slide 47 s i< - : | : O '
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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 Backup Approvers must SEARCH
* Status: Slgned for timesheet to appear for approval.
* Last Name or ID: as needed

Press Lightning Bolt icon 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
Repeat for each timesheet needing approval

ime & Expeass > » Maaageikpprove Times
Filter By Status
. Stabws
Schedule | [Jopen
Year | ¥ Signed Miissng Cpen Signed Appraved Rejected Pracessed
Penod ) [ Approwed
Function piackup Approvesd q Rejectea
Group All - [ Processed

[ Inciude Missing

Lasi

n* atey Ped [ncing *  Wotes. Shom Procuied Hows  Sevisen  Seteciaie Dese And Pesesd Test Claw Crgararshoe Sgrature Ao oval Curstomn Opton Apceove TaTEngn Save Wamangs  Sign Massngs Totsl Mours (1
|mm.1m W07 Sapiued 05U 2021 Entired - 2 Subosnirscior Ralue s ) 1D HONAT Contractor, Tast (N0 1700} 3721 302 Cugism Ophsn 11

n
| Leawn  Feviiion Aud m
. Inas M || Copry | W | Dhstis | Fsim | Do
m
L L Py yps * Y, L2 il il ¥ AL

1| Tachniology Trafamsn LABOR 0T 004 08 (R0 100300 TE 1 TRAR G001 A 00|

2 TekDB Dir Lab-Tubk LABDR ID0NZ 0D 1 SLIBISMN0 TENNTRAR I R 23 am
(] 3 Technology Trarsfoen LABOR DB 0 08 DR 30 1D BOGDD TEATTRAB G0 Lo d 0y 1] §e | 70

4 Technology Tramion LABOR 0003 004 009 (930 100500 TE 10 TRARMOOS0001 ] (1]

& Technology Trarsfion LABOR D007 004 009 DRI01019CVR0 TEANTRAM G000 R . 0

Tots | 100 (1] EF] 0

o eraten




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

Slide 49

When entries/corrections are com

Click Sign

ElEalOacCEaCcRGEaaE

Browse Applications > Time & Expense =

Approve Timesheet

Filter By *
Criteria

Staws v
Schedule

Year )

Period
Function Timesheet Proxy I
Group B -

Last Name [}

Time =

NA1001703

Timesheets =

4
I
g
#

UKW EHEE

Manage/Approve Timesheets

Open
Signed
Approved
Rejected

Processed

nclude Missing

plete, click Save

Counts

Mizssing Open Signed Approved Rejectad Processed

65 2 1 1] 0 2

Select employee groups Missing timesheets

MNew Copy | ¥

Form || Query | ¥ | -

- Employee * D> Status Period Ending ™| Notes  Show Prorated Hours | Revision  Schedule Desc And Period Text Class Organization Signature
or, Test MN1001703 Open 01/03/2020 Entered - 2 Subcontractor Subcontractor 1.01.01.HQ10.117
(@ontractor, Test MN1001703 Processed 03122021 | | Entered - 4| Subcontractor Subcontractor 1.01.01. HQ10.117 Contractor, Test (N1001703) 4/28/21 4'20'|Kn
o nitractor, Test N1001703 Open 03192021 Entered - 2 Subcontractor Subcontractor 1.01.01. HQ10.117
Contractor, Test N1001703 Processed 04/16/2021 Entered - 5 Subcontractor Subcontractor 1.01.01. HQ10.117 Contractor, Test (N1001703) 4/28/21 4:19: Kn
Contractor, Test N1001703 Signed 043072021 Entered - 6 Subcontractor Subcontractor 1.01.01. HQ10.117 Contractor, Test (N1001703) 4/28/21 4:46:

« " »
Approve | Rejed] J Sign | Correct |
Leave Revision Audit Pay Type Summal awvorites

e || Guery | v | —

Sat Sun Mon Tue Wed Thu

! Line Description Project PO Release Line 3621 321 B2 3921 IMoi21 31121 Total
1|Technology Transition LABOR 00403.004.009.09301010GV00 TE10TRAING/00C 8.0 8.0 8.0 8 40.00
2 Tsk09 Dir Lab-Subk LABOR 320012.202.014. SUB0S0000000 TET0TRAING/00C 0.00
Regulal .00 2.00 2.00 8.0 40.00

o =
Total .00 2.00 2.00 8.0 40.00
< = |- = >

Add Line to Favorites |

er
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Approver and Proxy — Create Missing Timesheet (1/2)

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

Change Ciriteria in the Approve Timesheet section:
* Filter By: Status
 Status: Include Missing
e Last Name or ID:is populated

Press Lightning Bolt icon to run query
Click Missing timesheet hyperlink  issing timesheets

S| ] k4 L 1=
Bro Applicatio e 8 p esheets anage/Appro
Approve eshee =
Criteria Counts
Status
Schedule l () Open
Year l () Signed Missing Open Signed Approved Rejected Processed
Period l [7) Approved 97 1 0 0 0 0
Function Backup Approver l [[] Rejected
Group All v [7) Processed
"3 Include Missing
Last Name ID N1001703 /] I
Select employee groups Missing timesheets
Que
4 Employee * ID* Status Period Ending * Notes Revision Schedule Desc And Period Text
- 4
Leave Pay Type Summary
v Line Description
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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 | —_ | — 3l %
- Employee Employee ID Period Ending Schedule oo i hEEtSI
Cnntrat:tur Test MN1001703 011072020 Subcontractor 'y
Cnntrat:tur Test MN1001703 AT R2020 Subcontractor £
|Cnr|tra|::tur Test N1001703 0172472020 Subcontractor
| Contractor, Test MN1001703 0173172020 Subcontractor
| Contractor, Test MN1001703 021072020 Subcontractor
| Contractor, Test M1001703 021472020 Subcontractor
| Contractor, Test M1001703 0272172020 Subcontractor v
Timesheet Lines Add Line v Form || Query | ¥ || —
Sat Sun Mon Tue Wed Thu ———
L Line Description Project PO Release Line Pay Type * 06/25/22 06/26/22 0627722 06/28/22 0629722 06/30/22 070122 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

Time Expense Keports Expense Report

Expense <: Manage/Approve Expense Keports

Configuration Frint Expense Feport

_ My Qutstanding Expenses

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.
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Switch 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 ReRlorts > Expense Report, if the initial screen does
\l?lVQT Ela\l‘l'le tdhe Continue button at the bottom right, then you are NOT in Wizard mode. You will need to switch to
izard Mode.

* To Switch to Wizard mode:
|. Click the Wizard icon in the Application Toolbar to Reopen the Expense Report in Wizard Mode, then click “OK”

FILE LINE OFTIONS FROCUESS HELF

JEEN0 BNE DPEECRRER

“ * Browse Applications > Time & Expense > Expense > Expense Reports > Manage E Reopen in Wizard Mode

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

A & [2 Browse Appl

>

ssssss
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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
=G Elﬂ I];IE!ﬂEﬂ \_EI

#& W [1 Browse Applications = 1 O
New Expense Report || Delete ‘7“7‘ 1.0f 1 New ‘7“7H7‘ Table || Query | ¥ ‘ W x ‘
Report ID Description Revision 0 Total To Me 0.00
Dat Correc tion o Payment Receive: d 0.00
Status Draft currenc Yy uUsD

Provide details about the purpose of the expense report

Date * 11/15/2022
Type* [contractor
Description™
*
To™ 11/15/2022 Instruction Text
Purpose
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Creating 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

* Click on Continue

# W [Z Browse Applications

>

=

Report ID Description Revision Total To Me 0.00
Date Correction 0 Payment Received 0.00

Status Draft Currency usD

# N Add Charge || Delete

Default Charges Add to Favorites

v

D Charge Type * Charge * 4 Description Default Allocation %

El 1| Project v Q] Vd i 100,00

Instruction Text

Query | v || X

[_1 Charge Lookup
=43 Contractor

GLC Costpoint Company PLC Costpoint Company Work staue T lecommute

Charge/Branch Description
[+] TTO 001 Award Fee Sharing

Charge Branch Code
00403.003.001.999000AFS000

Sel cl Cancel

!
e s s 9] Peraten




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

£}
= B}
v Twdl L

File Upload X

Fila Mamea* I. Browse.. | Mafile selected.

Description |

Upload Close

T e 1 e L
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Creating an Expense Report - Expenses / Expense Type

* To enter expenses, select the Add Claimed Expense button and select the Expense Type
* Click Continue

Slide 58

Report ID ERD0153629

Description Sample expense Revision
Date 0510312021 Correction
Status Draft @
Purpose . Add Claimed Expens Edit Expense
Defauft Charges (] ‘
Overall Attachments . Expense ID Expense Type Expense Date Payment Method Expensze Incurred Trans
Expenses

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

Expense Type*

Lookup

7

| oDCs

Category

Query | v ||| x

Expense Type
Other Direct Cosis

Travel
Award Fee

|Tra\rel

| Rate Change
| Labor

| Computer Usage

|
Award Fee

Computer Usage
Raie Change
Labor

o [eeme )
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.
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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

e Click Continue when done

Expense Type

Expense Details
Please enter details about the expense you are claiming.

Expensze Date ® 11/11/202 2 | Instruction Text
Short Description V00002/11/11/2022
Comments

BN ST T
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Creating an Expense Report — Expense Amount

Slide 60

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.

Expense ID Expense Type Travel

1
Expense Type ‘
Expense Defails '
Expense Amount

Payment Method *

Report 1D ER00153629 Description Sample expense

[Contractor Paid

05/03/2021 Report End
05/19/2021 Expense Amount

Please enter the total incurred amount and break out any personal or unallowable portion if needed on the expense report.

05/19/2021

Reimbursable Pay Amount

| Expense Incurred * 5.00
-] Fersonal 0-00
[-] Non-Reimbursable /\ 0.00
Reimbursable Expense 5.00

Efing 0.00

m{lﬂ

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

Expense Details

Expense Amount Allocate By Amount

Charge Allocations Under Ceiling

F g I Amount I Expense Charge Type Project D iption Account PO Release Line (9] i Expense Reference Code
q| byl 5285 Contractor 00403.004.003.033200TLOC0OO TCV LABOR 561-950-09 TET0TRAING/000/0001 1.01.51.7345.161

2| U.DO| D.DO|Contract0r 00403.004.003.033200TLOO0CO TCV LABOR 561-950-00 TE10TRAING/000/0001 1.01.51.7345.161

11D

Instruction Text

g
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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

Report ID ER00196370 Description My ER Revision 0 Total To Me 152.85
Date 11/16/2022 Caorrection 0 Payment Received 0.00
IStatus Draft I Currency UsD

Details . Add Claimed Expense || Delete | Edit Expense

Default Charges @|=
o - .
Expense ID Expense Type Expense Date Payment Method Amount Transaction Currency Short Description
Overall Attachments
| 1| Travel - Travel 1111172022 Contractor Paid 152.85|US Dollar (USD) VO0002/11/11/2022
(31 L ———————
-)| 0 0.00

Expense Reports with Status: Processed cannot be corrected.
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Submitting an Expense Report (1/3)

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

e Click Submit

Report ID ERD0153629 Description Sample expense Revision 1] Total To Me 5.00
Date 05/03/2021 Correction 0 Payment Received 0.00
Status Draft Currency usD

Purpose
Default Charges
Overall Attachments

Expenses

Add Claimed Expense || Delete

(v

Expense ID

Edit Expense

Expense Type

Expense Date

Payment Method

Expense Incurred Transaction Cumrency

Short Description

1| Travel - Travel

05/18/2021

Contractor Paid

5.00{US Dollar (USD) V00002/05/19/2021

entry process to avoid losing your information.

It’s good practice to save the expense report throughout the

You can Save it on by clicking the save button on your

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

Slide 63
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Submitting an Expense Report (2/3)

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

 Click on Continue

Rule Description Expense/Charge Amount Currency Attach t Required Attached Missing Reason for Missi Storage Location Original File Name
|Optiona| |Optiona| overall attachment | | | |1 ile | | | O | |RECEIF’TS |ER_202211161 30900.x1sx
Optional Optional overall attachment 0 file : RECEIPTS ER_20221116130900 xlsx

Peraten



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

* 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

v

Report 1D ER00196370 Description My ER Revisian o Total To Me
Date 11/16/2022 Correction 1] Payment Received
Status Draft Currency uspD

Attachments

Certification
By signing this expense report you are certifying that expenses charged are in accordance with company policies and procedures.

ﬂ

]
co
cn

<
o
=]
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Expense Approval
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Approving/Rejecting Expense Reports
Access Expense Reports pending approval via one of two methods:

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

Browse Applications > Time & Expense > Expense = Expense Reporls = Manage/Approve Expéense Reports

2. From Home Dashboard / My Tasks:

. .
° CIICI( the APProve hyperllnk under 13 2 = Reports & Analytics > > >
.
Pe n d I ng Tas k My Tasks My Timesheets
Category riori T/S Period End Date
05/21/2021
05/14/2021
04/16/2021
03/26/2021 Weekly Open 0.00
03/18/2021 Weekly Processed 40.00
03/12/2021 Weekly Processed 40.00
03/05/2021 Weekly Open 0.00
02/26/2021 Weekly Open 0.00
02/19/2021 Weekly Open 0.00
02/12/2021 Weekly Open 0.00

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

Peraten



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.

* 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

* The list of Expense Reports to those that need to be reviewed/approved/rejected will appear in the Expense
Report section

s Refresh n G Actions/Reports .ﬂ Export to Excel n % Default Action n n Page Setup ﬂ Print Options n mn n

A W [E Browse Applications > Time & Expense > Expense > Expense Reports > Manage/Approve Expense Reports 12 0

Manage/Approve Expense Reports

Filter By * Status

Criteria Counts

Status ask Type

I Function Primary Approver l I 7] Draft Approve Expense Report Draft 1
Group Al = Submitted Approve Charge Allocation Submitted 2
Type *All l () Under Review Approve Attachments Under Review 0
Filter -None- v (] Approved Review Approved 0
Filter Value (] Rejected Attach Rejected 0
Special Filter -None- v (] Processed Record Processed 0
Start Date ) End Date ray (] Voided Include Optional Tasks Voided 0

Expense Report New Expense Report Form || Query | ¥ || — ||

W Expense Report 1D Description * Employee ID ™ Employee Name ™ Date * Revision Status From * To™ Purpose Correction  First Day of Trip Lg
ER00195391 | STETEINCEMAT  [#)/N1001703  [Test Contractor 11162022 | 0/Submitted  |11/01/2022 [)|11/11/2022 (%] Visited Memphis site to perform system tes 0| ‘
ER00196370 My ER N1001703 Test, Contractor 11/16/2022 0 Submitted 11/01/2022 [ 11/11/2022 [ World tour 0
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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.
* |t is 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)
* May need to arrow over in the Expenses section if there is more than one Claimed Expense

g G CYSEIND (IR (PR D X0

“ * @ Browse Applications > Time & Expense > Expense > Expense Reporis > Manage/Approve Expense Reports 1 (V)
Manage/Approve Expense Reports " X
Filter By * Status v
Criteria Counts
Status Task Type
Function Primary Approver l ") Draft Approve Expense Report Draft 1
Group All v Submitted Approve Charge Allocation Submitted 2
Type *All l [7] Under Review Approve Attachments Under Review 0
Filter -None- v (") Approved Review Approved 0
Filter Value [[) Rejected Attach Rejected 0
Special Filter -None- v [[) Processed Record Processed 0
Start Date I8 End Date oy ) Voided Include Optional Tasks Voided 0
Select employee groups
Expense Report New Expense Report Form || Query | ¥ | — ||[0J
Expense Report ID Description * Employee ID* Employee Name * Date * Revision Status From * To* Purpose Correction  First Day of Trip | L4
ER00196391 System Test Trip N1001703 Test, Contractor 11672022 | QISubmmed }11/01 2022 [%)/11/11/2022 [ Visited Memphis site to perform system les{ 0| |
== ER00196370 My ER N1001703 Test, Contractor 11/16/2022 0 Submitted 11/01/2022 [ 11/11/2022 ) World tour 0
1 " | 2

Billable Charge Distribution Company Paid Labor Support Non Reimbursable Payment Voucher Distribution Default Charges Category View Date View Workflow Charge Favorites

——==_ Peraten




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)
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s Refresh | ¥ , Execute G Actions/Reports l§ Export to Excel [ ¥ % Default Action | W n Page Setup n Print Options E Preview | ¥ l Print| ¥
1) :
Select employee groups
Que .
- Expense Report ID Description * Employee 1D * Employee Name * Date * Revision Status From * To* Purpose Correction  First Day of Trip L
ER00196391 [System Test Trip N1001703 Test, Contractor 1111672022 | 0|Submitted f11/o1/2022 111171172022 [%)|Visited Memphis site to perform system tes O; \
ER00196370 My ER N1001703 Test, Contractor 11/16/2022 0 Submitted 11/01/2022 % 11/11/2022 ™) World tour 0
4 4
Billable Charge Distribution Company Paid Labor Support Non Reimbursable Payment Voucher Distribution Default Charges Category View Date View | Workflow [ Charge Favorites
S -
- Primary Role Task Item Status Attachment Assigned Expense/Charge Amount Currency Sequence
] Employee Create - Expense Report (Required) Created Test, Contractor (N1001703) - Wed, 16 Nov 2C 0
] Employee Submit - Expense Report (Required) Submitted Test, Contractor (N1001703) - Wed, 16 Nov 2C 1
Employee Attach - Overall Expense (Optional) Atiached 1file Test, Contractor (N1001703) - Wed, 16 Nov 2C 2
rimary Approver Approve - Expense Report (Required) Pending |Ball, Howard C. (81089384), Knoecklein, Dorl 3
Subcontractor Expense Approver Approve - Expense Report (Required) 4
Subcontractor Expense Approver Attach - Overall Expense (Optional) Attached 1file Test, Contractor (N1001703) - Wed, 16 Nov 2( 5
Workflow Assignments
———c




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
on behalf of.

s Refresh n ¥y Actions/Reports HE Export to Excel n

3‘ Default Action n r"' Page Setup n Print Options n n E Reset View

# % [ Browse Applications > Time & expense > Expense > Expense Reports = Manage/Approve Expense Reports

MananalAnnrava F¥ynansa Ranarts

New Expense Report

Filter By * [Status | v
Criteria Counts
Status Task Type
Function Expense Proxy l I . 17 S Approve Expense Report Draft 0
Group (AN v Submitted Approve Charge Allocation Submitted 2
Type Al l Under Review Approve Attachments Under Review 0
Filter [Last Name v [J Approved Review Approved 0
Filter Value [0 Rejected Attach Rejected 0
Special Filter [-None- v [J Processed Record Processed 0
Start Date D End Date m [ Voided Include Optional Tasks Voided 0
Select employee groups

Form || Query v| —|[O°



Reporting
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Running Reports in Deltek Time and Expense vi0

Pere

Follow Browse Applications > Time & Expense > Time > Timesheet Reports/Inquiries> Resource Activity
Parameter |D and Description have red asterisks; however they should be left blank

Under Criteria/Date Range, change |st drop down to ‘Range’ and then enter the desired date range under Start
Date and End Date.

Select Show Details

Under Employee Selection, click Select All or the specific Function needed.

Add Additional Detail Columns as desired.

Go to the top of the screen and select either of the print icons in the top menu (Paper with Eye or Printer).

S 0ERAM DEROREAAE

@& W [ Browse Applications > Time & Expense > Time > Timesheet Reports/inquiries > Resource Activity 1 O

- Resource Activity MNew || Copy ¥ | Delete 1.0f 1 New Table || Query V| m O x|

Parameter ID * Description *
Criteria
Lookup
Date Range Drill-Down Options -
- UDT Label
Start Date End Date Level 1 l e ‘
[Range v 11/01/2022 | 11/11/2022 | Level 2 | Line No
PO ID
Level 3 l Account
Project
[] Show Self Only [J Show Details Additional Detail Columns | s it
Column 1 Pay Type| (_1 PO Release Line
GLC
Column 2 l Stz
Organization
Employee Selection Pay Type
W ‘Work State
Selected Function Group SRR
4 |Backup Approver ‘Test. Contractor
v Primary Approver Test, Contractor l m Cancel I
v Timesheet Proxy Test, Contractor
Select All | Deselect All

oN




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

* Vendor 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)

Supplier can work with their Peraton Subcontracts Administrator (SCA) to get set up to receive these reports.
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Additional Reference
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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

Time Expense Keports Expense Report

Expense <: Manage/Approve Expense Keports

Configuration Frint Expense Feport

_ My Qutstanding Expenses

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.
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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:
|. Click the Wizard icon in the Application Toolbar to toggle between Expert and Wizard modes, then click “OK?”

BE 0 R ODBCECE B3

# W [0 Erowse Applications > Time & Expense > Expense = Expense Reporls = Exp 'rl'l-l.' n in Exqpert B

£

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

=
=
=

Report ID Description Revision 1] Total To Me

=
=)
=)

Date Correction 0 Payment Received
Status Draft currency usD

Details Default Charges = Overall Attachments

Date*

Type* [Contractor v
Description *

From*

To* 11/16/2022

Purpose

Expense ID Expense Type Expense Date Payment Method Expense Incurred Transaction Currency Location Per Diem Rates Provider Provider Htinerany

Charge Allocations Under Ceiling Charge Allocations Over Ceiling Charge Allocations Unallowable Outstanding Expenses
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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
* TheType field prepopulates with Contractor

- Expense Report

New Expense Report || Delete |_||_| 1 of 1 New |_||_||_| Table || Query [ v ||| — || X
Report ID Description System Test Trip Revision 0 Total To Me 0.00
Date Carrection 0 Payment Received 0.00
Status Draft Currency usD
Details |)efault Charges | Overall Attachments
Date * 11/16/2022 o
Type * [Contractor v
Description* System Test Trip
From* 11/01/2022 o
To* 11/11/2022 5]
FPurpose Visited Memphis site to perform system testing.
Charge Favorites
Expenses Add Claimed Expense | | Edit Expense | — |0
¥ Expense ID Expense Type Expense Date Payment Method Expense Incurred Transaction Currency Location Per Diem Rates Provider Provider Itinera
4 >
Charge Allocations Under Ceiling Charge Allocations Over Ceiling Charge Allocations Unallowable OQOutstanding Expenses
Slide 80
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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.

* 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 1 of 1 Existing m X
Report |ID ER00195391 Description System Test Trip Revision [1] Total To Me 0.00
Date 11/16/2022 Correction 0 Payment Received 0.00
Status Draft Currency usD

Void

Details = Default Charges Overall Attachments

Add Charge | Delete
Add to Favorites
B D Charge Type * Charge * Description Default Allocation %
| 1 Project w (0403.004.003.033200TLO00O TCV LABOR 100.00
—)| 2| Project L4 q 0.00
I O
@ Charge Lookup O
v Exps Itineral
4 4

=

*Favorites

|"| pritractor

Charge/Branch Description Charge Branch Code Project PO Release Line
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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 or Save & Continue in the Application tool bar
BE 28 BElE OOEEONREGA

ﬁ‘ * El Browse Applications > Time & Expense > Expense > Expense Reporis > Expense Report
Expense Report
Report ID ER00196391 Description System Test Trip Revision 0 Total To Me 0.00
Date 11/16/2022 Correction 0 Payment Received 0.00
Status Draft Currency uUsD

Void

Details = Default Charges = Overall Attachments

- Attachment Type Description Required Attached Missing Reaszon for Missing Attachment Attachment Storage Location Original File Name
Overall Expense | | | | O | |0 file | |
Overall Expense O 0 file

Expenses Add Claimed Expense | | Edit Expense | — ||

Expense D Expense Type Expense Date Payment Method Expense Incurred Transaction Currency Per Diem Rates Provider Provider

Charge Allocations Under Ceiling Charge Allocations Over Ceiling Charge Allocations Unallowable Outstanding Expenses
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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 range of the report

Expense Report 1.0f 1 Existing ™ x |
Report ID ER00196391 Description System Test Trip Revision 0 Total To Me 0.00
Date 11/16/2022 Correction 0 Payment Received 0.00
Status Drait Currency usp
Void
Details Default Charges = Overall Attachments
(@] Type Description Required Attached Missing Reason for Missing Aft: Storage Location Original File Name
QOverall Expense | \:| | 1 file RECEIPTS Sample Upload.docx
Overall Expense O 0 file

CDED D

= Expenses Add Claimed Expense | Delete 1 of 1 New Table | W|| —

U
i

Report ID ER00196391 Description System Test Trip Report Start 11/01/2022 Report End 11/11/2022
Expense |D 1 Expense Type Travel Expense Date 11/11/2022 Expense Amount 0.00
P —
Category * Travel l Expense Type * Travel l
Expense Date * 11/11/2022 =
Short Description V00002/11/11/2022
Comments

Charge Allocations Under Ceiling Charge Allocations Over Ceiling Charge Allocations Unallowable

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.

Peraten



Expenses Section — Expense Amount

e 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
Expense Report
Report ID ER00196391 Description System Test Trip Revision 0 Total To Me 0.00
Date 11/16/2022 Correction Payment Received 0.00
Status Draft currency usD
Query | ¥
— ;:I:::;n:ntﬁrpe Description Required Attached ‘ MD g | Reason for Missing — Attachment — Storage Location e Original File Name:
Overall Expense O 0file
[ 1 g ] v |
- Expenses Add Claimed Expense || Delete 10f 1 New
Report ID EROD195391 Description System Test Trip Report Start 11/01/2022 Report End 11/11/2022
Expense 1D 1 Expense Type Travel Expense Date 11/11/2022 Expense Amount 0.00
Expense Details Expense Amount
Payment Method * |Contractor Paid v Ceiling 0.00
Expense Incurred*
[-] Personal * 0.00
[-] Non-Reimbursable 0.00
Reimbursable Expense 0.00
Reimbursable Pay Amount 0.00 uso
- Repeat the steps for “Add Claimed Expenses” to breakout costs by each unique Project.

Peraton



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.
* 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.

I Expenses

Report 1D ER00196391 Description System Test Trip Report Start 11/01/2022 Report End 11/11/2022
Expense 1D 1 Expense Type Travel Expense Date 11/11/2022 Expense Amount 1,977.32

Expense Details Expense Amount

Payment Method * |Contractor Paid v Ceiling 0.00

Add Claimed Expense | Delete 1 of 1 New Table | W || —

Expense Incurred * 1,977.32
[-] Personal * 0.00
[-] Non-Reimbursable 0.00
Reimbursable Expense 1,977.32
Reimbursable Pay Amount 197732 uspD

Charge Allocations Under Ceiling Charge Allocations Over Ceiling Charge Allocations Unallowable

Igpenses > Charge Allocations Under Ceiling =l e R 4

Add Charge | Allocate By Amount

v

Allocation ID Percentage Amount Expense Charge Type Project Description Accoun t PO Release Line O ization Expense Refe Code

3| 1 100.00 1,977.32| Contractor 00403.004.003.033200TLOCOD TCV LABOR 561-950-09 TE10TRAING/000/0001 1.01.51.7345.161
) 2 0.00 0.00 Contractor 00403.004.003.033200TLO0O0D TCV LABOR 561-950-09 TE10TRAING/000/0001 1.01.51.7345.161

Close

Peraten



Correcting Expense before Submitting

Expense Reports with Status:

Processed cannot be corrected.

The expense report is now in Draft status.

* 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 & Continue on your Application tool bar.

Slide 86

BhE  OOGEH0REAEA

# W [I Browse Applications > Time & Expense > Expense > Expense Reports > Expense Report

Expense Report

Report 1D ER00196391 Description System Test Trip Revision 0 Total To Me 0.00
Date 11/16/2022 Correction 0 Payment Received 0.00
|S1atus Draft I Currency usD
e—
Void
Details | Default Charges Overall Attachments
i | Query | ¥
d Attachment Type Description Required Attached Missing Reason for Missing Attachment Attachment Storage Location Original File Name

Qverall Expense 1file RECEIPTS Sample Upload.docx

]
Overall Expense: | O |

-» Expenses Add Claimed Expense || Delete

Report 1D ER00196391 Description System Test Trip Report Start 11/01/2022 Report End 11/11/2022
1 Expense ID il Expense Type Travel Expense Date 11/11/2022 Expense Amount dE O

Payment Method * |Contractor Paid v Celling 0.00

Expense Incurred *

[-] Personal * 0.00

[-] Non-Reimbursable 0.00

Reimbursable Expense 1,977.32

Reimbursable Pay Amount OTFI2 uso

Charge Allocations Under Ceiling | Charge Allocations Over Ceiling Charge Allocations Unallowable

Peraton



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. Click OK

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

q
- cpweb.peraton.com says

By signing this expense report you are certifying that expenses charged
are in accordance with company policies and procedures.

1‘977:32
1,977.32 usD
Charge Allocations Unallowable
Peraten
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