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What’s New?

= Effective 5/24/2021, rolled out Deltek Time and Expense (TE) version 10
= New TEIO URL: https://cpweb.peraton.com

= When accessing TEI0, there is an additional sign-on. Every time you log into
TEIO, you'll be prompted to also sign into Okta. Okta provides multifactor
authentication (MFA)

= Legacy mobile Apps will no longer work (GovCon). For mobile access, simply
enter the URL above in the mobile device’s browser and follow these
instructions. i

= TEIO has a different look and feel, but prior functionality remains in the tool. .
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https://cpweb.peraton.com/

Points to remember - Suppliers working to Statement of Work /
Subcontractors

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

ROLES:

= Onl
TES

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): Supf)Iier 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)

gtime worked on project should be submitted. There are no absence codes as absences are not recorded in

= The same ID cannot enter 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 / 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)

n 1Q€SI§ time worked on project should be submitted. There are no absence codes as absences are not recorded in

= The same ID cannot enter 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 and Tool Navigation

Peraton
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Access Deltek Time and Expense 10 (TEI0)

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

3. Enter your User Name and Password
+ System: CPPROD

* Check “Remember Me” if you want to remember the
UserName and System

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
intoTEIO

Mobile Access: There is no mobile App to download, simply enter the URL above
in the mobile device’s browser and follow these instructions. Legacy mobile
Apps will no longer work.
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https://cpweb.peraton.com/

Initial setup of Okta Multifactor Authentication

I. On your first attempt logging into the Okta system, enter your User Name and |
Password, then click Sign'In Peraten
2. You will then be prompted to select your primary method for Multifactor 77\
Authentication (MFA) out of the options available for you. K /..'
You need to set up Security Question and at least one other form of MFA: Signin
«  OktaVerify:You can install the Okta Verify application on your Smartphone Username

« Short message service (SMS) Authentication
*  Voice call Authentication

Password

3. Follow the setup instructions for the methods you select. il

4. Once you complete the MFA setup and initial login, you will be asked to select a
picture for your security image.

Your security image gives you additional assurance that you are logging 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

Need help signing in?

Note: Neither Perspecta (a Peraton company) nor Peraton is not responsible for charges for use of personal device.

Already have an Okta account? The Deltek chicklet will be added to your Okta portal . .
Peraten



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.

#®
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OKta ‘ Q_ search your apps

My Apps
My Apps
Work

@ Work
Add section ®

You will see sections for your user informat

uestion, security image, extra verification and disp

the green Edit Profile button at the top.

Dana

Dana

Settings

ion, forFotten password
ay language. Click

Scroll down to the Extra Verification section and select

the Setup or Remove button with the ?'CF

to configure and follow the prompts to a
method of MFA.

e of MFA that you want
or modify the selected

Peraten
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Username
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Password Maintenance

= Your Peraton sponsoring manager or company supervisor
will have your initial password.Your password is identical to
your active directory password if you have email.

= For password/login issues, contact the Service Desk at 833-

994-2449

= Alternatively, Passwords can be reset:
hNG & hPeraton (If User ID starts with “N1” and is N1009214 ID or higher or if User ID
begins with a 3 please)
Reset their passwords at https://peraton.okta.com/ - Login there with a temp or
expired password and will be prompted to change the password
hPerspecta (If User ID starts with “N1” and is N1009213 ID or lower)
Reset their passwords at https://passwordreset.perspecta.com/

= Do not use the external log-in screen option (shown to the
right) to “Reset After Log-in”

Do NOT change your Deltek Time and Expense password except as
noted above
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Costpoint [ ek shotcu)
Which Interface would you like to use?
(O Classic Version (@ New Version

USERNAME

PASSWORD

Enter a valid password
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https://peraton.okta.com/
https://passwordreset.perspecta.com/
https://passwordreset.perspecta.com/

Password Maintenance

It is highly recommended that subcontractors set up reminders to change their passwords
prior to when they expire (every 90 days).

Passwords must be a minimum of eight (8) 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:
e 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
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% [@ Browse Applications

Navigation

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

* 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: Home Dashboard

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

* The following features are available from “MyDesktop”

Reportz & Analytics = Dashboards = Dashboards = Home Dashboard =

oty Q1Y M TSPeriod EndDate  Descripion  Statws  Hows WMleaveType  HsTaken  HrsRemaining flDate  Description

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 Outstanding Expenses
rt [lBatenType

Expense Date

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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Manage Timesheets

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

Menu
A " R G - T PO 702 here fo search applications
Timesheets ManageTimesh
Time & - - =
Expense Timesheet Reports/inguiries vanageApprove Timesheets

Expense
Canfiguration

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



Timesheet

Selecting “ Manage Timesheet” from the Dashboard OR/Time Menu
Navigation Area will open your current week’s timesheet. There are two

main sections for time entry:

Time & Expense > Time > Timesheets = Manage Timezheets

# W [0 browse Applications > Time & Expense > Time >
o Timesheet

Basic Information

Employee * Contractor, Test ) ID*  'N1001703 )
Class Subcontractor

Signature Approval
Organization 1.01.01. H@10.117

Timesheet Lines

Subcontractor Period Ending * 04/30/2021

Status Cpen

|

Correct I

Leave Pay Type Summary Charge Favorites
New || Copy | ¥ || Delete || Form || Query | v || —

Ll . - . . Sat Sun Mon Tue Wed Thu Fri
Line Description Project PO Release Line Pay Type 4421 42521 426121 4271214 412821 4129i21 43021 Total
] 1[Technology Transition LABOR 00403.004.009.09301010GV00 TE10TRAING/000/0001 - ﬁR =
] 2 Tsk09 Dir Lab-Subk LABOR 30012.202.014.5UB090000000 TE10TRAING/000/0002
Reqular
Overtime:
Total

Projects (charge
numbers) are entered in
this section
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Hours and comments are
entered in this section

| Add Line to Favorites |
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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

Application .
Preview/Print: Print the current timesheet in a form Toolbar Section Toolbars
mode OR Print the Timesheets for previous period in a
Table mode \l
Section Toolbar EGER (%] 7] DACRCREARE
New : Click this button to dISP|a)’ a hew, blank timesheet # % [0 BrowseApplications > Time & Expense > Time » Timesheets > Manage Timesheets 10

form / Timeshest New | Copy | v |[Delete |4 [ | Table [ cuery [ v [ m =[]

Basic Information

Copy: Click on this button to copy the existing timesheet

. . . . Employee* Contractor, Test ID*  N1001703 Subcontract Period Ending * 04/30/2021 Stati Open
information to the new timesheet period. I ' ;e eronEnane s o
Class Subcontractor
) Signature Approval
Delete: To Delete the unprocessed timesheet organization e

(Sign Correct

Click this directional arrow to display the timesheet for

the previous pay period Leave Pay Type Summary Charge Favorites
Tlmesheel Lines New || Copy | ¥ || Delete || Form || Query v‘*“
e ———
Click this directional arrow to d|sp|ay the timesheet for i Line Desciiption Project PO Release Line Pay Type a4 e s anm e v v Tota
the next Pa'Y Period. -)‘ 1|Technology Transition LABOR |00403.004.009.09301010GV00 TE10TRAING/000/0001 R
3 2 Tsk00 Dir Lab-Subk LABOR 30012 202.014 SUB090000000 TE10TRAINGI000/0002 R
Regular
View Controls s
you may have two display options to choose from, either e
Form or Table view ‘Add Line to Favorites
_____________

Query: Search for previous week’s timesheets; managers
may search for their previous timesheets or for
current/previous timesheets for their employees
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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
(Read-Only)

Status:
Missing - Employee has not opened timesheet

Open - Employee has entered and saved hours on
timesheet

Signed - Employee has completed timesheet for the
week and it has been routed to manager for
approval.

Approved - Manager has approved timesheet.

Processed - Timesheet has been exported from time
collection to be included in labor processing.

Rejected - Manager has rejected timesheet and employee
has an action to correct

Signature: Your Signature with Timestamp (Read-Only)

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.

ok O

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

Eiewse Appleations =

Tine & Expense > Time > Timeshesh = Man

Basic Informalion

o b Table Oeery v (@ — O X

Wew | Copy v

Employe: * Contsactor, Tes| | 10°  N1001703 |  Subcontractos Pesiod Ending * Wr/2021 Slats  Signed

Revision Audit : view all of the Clas Subcontractor
“Corrections” made to the current Signature Contractor, Test (N1001703) 426021 5:16:22 Pu Approva
timesheet if applicable Organization oG
Pay Type Summary: sml|  [ramd
Summarizes entered hours by

R — Regular

OSK — Overtime e

DBT — Double Time e Son s = Wed The
COnSUIt Wlth Sponsoring manager ¥ L ] Frogc P Release Ling Pay Tape " H A LaFirg) 4131 LAl 4151 e Toal
to see if Overtime or Double Time 1 Technskgy Transifon LABR, 0407 004 005 090010706V TEIDTRAMGODONT & i i 1 a0 i T
are allowed. 7/ Teki Dir Lo Subk LABOR. | 30012 202 D14 SUE90000000 TEIDTRANGH0ON00: 50 ] 1 1t 2 21 21 10

Riuter T in 200 i T A0

Charge Favorites: See the list of Cvartre i m i 20 Pl [H
Project that are saved to as Totel Hid 10 1000 T 10 1

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

5D (R 0

oalbar icons

Click this icen 1o slofe any changes you make on
the screen, I you are working on a record, clicking
this icon reffeshes M soreen after saving.

CEmmD (o (2 (I I (FRnn R0 CRmms CImes (Imen

Toolbar Icons

Icon Marme

Resel Defaull Positioning
and View

Click this icon 1o resione the defaull positioning
and view [Table View or Form View) of the
currently active screen

Save and Close

Click this icon 1o store any changes you make on
the screen. I you are working on a recond, clicking
this icon retains that record after saving or Turther
editing.

Sihow Messages and Emmors

Click this icon 1o display the Messages window
where youl Can Wiew messages thatl appeaned of
Emors thal ocoumed for e cumently active
application

Refresh|

Click this icon o resione fhe default values or clear
the fiedds on a screen, subtask, or document

y!

Click this icon 1o duplicate an exisiing recond. You
can then edf that record and save it as new data

Click thes icon 1o resend the workfow email. You
can use the drop-oown amow 10 view workfiow

activity instructions and complebe an activity

Click this icon o cpen the Lookup window for a
Sedeched field.

Export to Excel

Liookup
Default Action

Click this icon o run an application’s defaul
process. You can click the drop-down amow
beside this icon io view and select available
aclions for e cumently aclive Screen.

Click this icon 1o expart the current repor fo
Microsoft Excel. Cosipoint prints the report using
the sedections you made on the Page Setup and
Prrind Oplions diskog boxes, except the report
ouiput 15 automatically set 1o Excel foamat.

Exgoute

m Clone Reoond
]
S v

Click this icon borun an inguiry process.

Ny Menu

Click this icon to open the My Menu paned, wiere
you can view all your commonly used apphcations.
You can sl up My Me uging the Screen
Configuration icon or the Configure User

Page Setup

Click this icon to open the Page Setup dialog box,
where you can set up the page layoul for printing
repors

Cpen Applications

Thits icon displays e number of open applcabions
for the current ses<aon, Chck his icon 1o veew
these applications. You can use this list o
navigale between applicalions of cose an
application

ri
Print Cptions
ik

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

Preview Defaull Repon

D
4

Chick this icon i preview 3 report. This icon
processes report previews for report applications
anhy.

Prirt Defaull Repon

=
4

Click this icon i prnd 3 repor sereen's defaull
report as sel up N your print options, This lcon
prints repons for repor applications only

Page Layout
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Chick this iean 1o Togle betwesn one-page and
two-page layout

Screen Configurabion

L]

Click this icon to view the curment company,
sysiem, and validation requency. You can akso
CUstomize your screen configueaton (Top-Level
Toolbar, Current Application Lagout, and My
Menu) and sedecl an admmnisiralon profile. Yo
must chose all open applicalions before you can
Selec] an administrator profile

Log Tl

Click lhl;-lnl:nﬁ b Bag ot of Costpoind, Uipon

Peraton



Time Entry
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Timesheet
Open your timesheet by either:

> Dashboards > Home Dashboard > Parameters | Reporis

. . . Il Description Status

* Selecting the hyperlink of the appropriate s open
. ¢ . 9 ubcontractor Processed
timesheet from ‘My Timesheets” module of the w1520 Swomcky  Proessd

Dashboard, or Secoacks  opn
. _IIB_y navigating Time & Expense >Time >
Imesheets > Manage Timesheets
* This opens your current week’s timesheet

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

# W [0 Browse Applications Type here to search applications

Time Timesheets Manage Work Schedule
N Time & Expense Timesheet Reports/inguiries Manage Timesheets

4 Expense
Configuration Manage/Approve Timesheeis

.| Reports &
“" | Analytics

@ % [I Browse Applications > Time & Expense > Time > Timesheets > Manage Timesheets

 Timesheet New || Copy | ¥ ] Table || Query [ v [ m| — |/ x |

Basic Information

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

Signature Approval

Qrganization 1.01.01 HQ10.117

Correct

Leave Pay Type Summary Charge Favorites

Timesheet Lines New || Copy | ¥ || Delete | Form || Query | v || —
2 X . Sat Sun Mon Tue Wed Thu Fri
Line Description Project PO Release Line Pay Type 424121 4025121 4026121 4127121 4128121 4129121 430021 Total
_)‘ 1|Technology Transition LABOR 00403.004.009.09301010GV00 | TE10TRAING/000/0001 _[R ||j
-)‘ 2 Tsk09 Dir Lab-Subk LABOR 30012.202.014.SUB090000000 TE10TRAING/000/0002 R

Regular
Overtime
Total

| Add Line to Favorites |
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Charge Number Entry

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

eeeee Summary Charge Favorites

New || v || || Form || v|[—
= Sat Sun n Tue lad Thu Fri
Line Project PO Release Line Pay Type * 5121 121 21 21 21 EHO21 Total

nnnnnnnnn

Timesheet Lines

ri
||||||

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 l =

N1001703
o
CharaCters, Class Subcontractor
PO information will Signature Contractor, Test (N1001703) 4/26/21 5:16°22 PM
Crganization 1.01.01. HQ10.117
populate based on the
.
project selected
= Line Description Project PO Release Line Pay Type *
1 Technology Transition 00403.004_.009.09301010GV00 TE10TRAING/O00/0001 R
2|T5k[]!3 Dir Lab-Subk LABOR |3Dﬂ12,202,014 SUBO0S0000000 TE10TRAING/G00/0002 OSK q
Regular
Overtime
Slide 23 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

v

Line Description Project PO Release Line Pay Type *
‘ 1 TR gy s e 00403.004.008.09301010GV00 TET0TRAING/000/0001 R
‘ 2 Tek09 Dir Lab-Subk LABOR  30012.202.014.5UB030000000 TE1OTRAIG/000/0002 03K

y 4

3 ] \7

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

ies
Employee* Contractor, Te . . o .
ployt Cafltfamnf, Tgst. I i Period Ending. 05/07/2021 Status ‘Open
Class ‘Subcontractor Project [begins withw | |
Signature Charge/Branch Description [begins vith ¥
Organization 1.01.01-HQ10.117 Search on current level only
f ne Description Project
1 Technology Transition LABOR 00403.004.009.09301010GV00
2 Tsko9 Dir Lab-Subk LABOR 30012.202.014 SUB020000000
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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 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

2

“Check the box”

Line scription PO Release Line Pay Type *
B 4%—”’71|Techno|ogy Transition LABOR ‘00403.004.009.0930101OGVDD |TE10TRAING.~'000{UOU1 |R Q
2 Tsk09 Dir Lab-Subk LABOR. 30012.202.014.SUB020000000 TE10TRAING/000/0002 03K
New || Copy | ¥ || Delete || Form || Query | v
Sat Sun Mon Tue Wed Thu Fri
. <t 41021 . 4111 41221 41321 414721 415721 416121 Total

Click on “Add Line to ka.tﬂ 8.0] 8.0] 8.0] 8.4 40.00
H L 30 3.0 20 2.0 20 12.00

Favorites” button

.00 8.00 8.00 8.0 40.00
2.00 2.00 2.0 12.00

52.00
I Add Line to Favorites |

‘ 3.00

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”

“Load” check box

Revision Audit Pay Type Summary harge Favorites J
_ Charge Favorites Delete | Query| ¥ |~/ 0| X
Mew || Copy | ¥ || Delete || Form || Query | ¥
- Load Charge Description Project PO Release Line Pay Type
Thu Fri Technology Transiion LABOR 00403,004.000.033010106V00 TEAOTRAINGI000001
415521 416521 Total -
‘Tsk[]g DirLat-Subk LABOR 30012.202.014 SUB030000000 TEAOTRAINGI0000002 ‘
8.0 8.0 40.00
Slide 26
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Charge Number Entry

After you have poEuIated 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.

Line Description Project PO Release Line Pay Type *

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

2 |TEKU{J Dir Lab-Subk LABOR |31]012.202.U14.SUBUQDUGDDU[I ‘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.l hour increments)

* The time collection system calculates total time by day, by timesheet line, by pay type
and total hours

Timesheet New || Copy | ¥ o | p | Table | Query | v ||\ W|— ||O0|| X
Basic Information

Employee* Conractor, Test | D N1001703 | subcontractor Period Ending * 04/16/2021 Status  Signed

Class Subcontractor

Signature Contractor, Test (N1001703) 4/26/21 5:16:22 PM Approval

Qrganization 1.01.01.HQ10.117

Sign Corect
Leave Revision Audit Pay Type Summary Charge Favorites

Timesheet Lines New || Copy | ¥ || Delete | Form || Query | ¥

Description Project PO Release Line Pay Type ™ 41?:0”21
1| Technology Transition LABOR 00403.004.009.09301010GV00 TE10TRAING/000/0001 R 8.0‘ 8 0| 8.0 8.0 8 40.00
2 Tek09 Dir Lab-Subk LABOR 30012.202.014.5UB090000000 TE10TRAING/000/0002 0SK 30 30 20 20 2 ﬂ 12.00
Reqular 8.00 8.00 8.00 8.00 8 40.00
Overtime: 3.00 3.00 200 200 20 12.00
Total 11.0{? 11.00 10.00 10.00 10.0 52.00
Add Ling/B Favortes o

Totals by Totals by Pay Type

Totals by Day timesheet line and Grand Total
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Line and Cell Comments

Trvaritinet Lves

Fropec

RTAER  OATENDSWEN TATIINTIFDENT WUEETCATLHLT

1 Technology Transhen LABOA 01 DL 05 DRI D0 TENITRANG00 R [T] T i T T )
2 ok Do Lk uble LABOR: A7 2 014 SUBRO0NE0] TEHTRANG00E e 1 T b ] i 2]
Fagi [0 im [T] [T} | nx
Dvarr " i m in 2| oM
et T ] m 0w nw | T

| AckeLirw o Faverims

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

Description
1 |Tecnno|ugy Transition LABOR

* 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
appear.

* 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.

Slide 29

Sat Sun
10031120 | 11020

Total

0.00

0.00|

0.00

0.00

0.00

Mote to Supervisor - The Charge number was used for work of%

Project ABC|

l Ok |Cance||
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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

_X
* @

P Costpoint 7.1.1-Peraton, Inc/CPF X 4
c Q 8 cpweb.peraton.com/cpweb/masterPage.htm#A0
Peraton, Inc. (PRODUCTION - CPPROD) »  Deltek Costpoint )

i Apps

FILE LINE OPTIONS PROCESS HELP
1ol

EC &R BNE ODOCRONEAA

> Time & Expense > Time > Timesheets > Manage Timesheets
New (| Copy | ¥

« | p| Table || Query| v | m||— || x |

# w [ Browse Applications

+ Timesheet
Status Signed

Biisic Information
) ID*  N1001703 ) Subcontractor Period Ending * 04/16/2021

Contractor, Test
Subcontractor
Approval

Signature Contractor, Test (N1001703) 4/26/21 5:16:22 PM
Sign Correct

1.01.01.HQ10.117

Employee*

Class

Organization

Leave Revision Audit Pay Type Summary Charge Favorites

New || Copy | ¥ || Delete || Form || Query v|*
Fri

Tlmeslleet Lines
IEa ) Sat Sun Mon Tue Wed Thu
Line Description Project PO Release Line Pay Type * 41021 411021 4221 41321 414721 41521 4621 Total

1 Technology Transition LABOR 00403.004.005.09301010GV00 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 3.0 3.0 al 0|D m‘ 2 13.00

Regular 800 8.00 2.00 800 E.D? 40.00

Overtime 3.00 3.00 3.00 200 2.0 13.00

Total 11.00 11.00 11.00 10.00 10.0 53.00

Add Line to Favorites

e —

I E Save I Ej Save & Continue I

Slide 30
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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.
Timesheet 4| p|Tavie | quey | v | m||—|O
Employee * Contractor, Test ID*  N1001703 | Subcontractor Peried Ending * 04/16/2021 Status Signed
I Signature Contractor, Test (N1001703) 4/26/21 6:29:51 PM I Approva
e 333?22‘332?32?3535335\\ o ET— S \\ T
After submitting
timesheet, you will see . .
your name in the Click r_\ere to sign
signature box, and a your timesheet
status of “signed” in the
Slide 31 toolbar
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Timesheet Corrections
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#
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, not Open,
Signed, Approved or Rejected timesheets

Peraton
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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

e 34 Timesheet(s) nEElieeE) oL Per aten



Timesheet Correction (Status: Rejected)

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.

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

Browse Applications =

Modify the timesheet according to your managers direction. You can make corrections directly in the cell (of any column) or by

+f Timesheet New || Copy | ¥ Table | [Query T| 1/
Basic Information

Employee * Contractor, Test | ID*  N1001703 ]  Subcontractor Period Ending * 04/16/2021
Class Subcontractor
Signature Contractor, Test (N1001703) 4/26/21 6:29:51 PM Approval

Organization 1.01.01.HQ10.117

Leave

Revision Audit

Status Rejected

Correct

Pay Type Summary Charge Fav

Timesheet Lines New Comr ¥ || Delete || Form || Query

71 s 7 sm [ M | Te |  Wed  Ttw | fm | |
Line Description Project PO Release Line Pay Type * 410121 4 41221 41321 41421 41521 MS.’H 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

Slide 35

| 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 > Manage 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 l

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

Timesheet New || Copy | ¥ Table || Query 7| m—||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

Qrganization 1.01.01.HQ10.117

Ser

Leave Revision Audit Pay Type Summary Charge Favor

Timesheet Lines Form || Query | v

Sun Man Tue Thu Fri
Line Description Project PO Release Line Pay Type * 4.'24f21 42511 4126121 427121 4.'231'21 429121 4130i21
|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

Peraten




Timesheet Correction (Status: Processed)

* The button changes from Correct to Undo Correct, enabling 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.

Timesheets >

ﬁ‘ * E Browse Applications >

Time & Expense > Time > Manage Timesheets

Timesheet New || Copy | ¥ Table ||Query | W —
Basic Information
Employee * Contractor, Test ) ID*  N1001703 ] 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 New | Copy | ¥ || Delete || Form || Query|
v Sat Sun Mon Tue Wed Thu Fri
Line Description By PO Release Line Pay Type * g 424121 42511 24 W1 W1 W1 4#% | Total
1 Technology Transition LABOR 00403.004.009.09201010GV0D FE10TRAINGI000/0001 | |§ | 80) | | | 2.00
2 Tsk09 Dir Lab-Subk LABOR 30012.202.014.SUB090000000 FE10TRAINGI000/0002 IOSK 30 3.00
Regular 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

Slide 38
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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

# % [ Browse Applications > Time & Expense > Time > Timesheets > Manage Timesheets

Timesheet New || Copy | ¥ Table |[Queny v 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

Qrganization 1.01.01.HQ10.117

I Sign l [ Correct ]I

Leave Revision Audit Pay Type Summary Charge Favor

Timesheet Lines v Form || Query | ¥
m ] ] B Sat Sun Mon Tue Wed Thu Fii
Line Description Project PO Release Line Pay Type 424121 4725021 42621 427121 4128121 4129721 4130121 Total
| 1 ‘Technulogy Transition LABOR ‘nmua,noa 009.09301010GV00 |TE10TRA\NGIOUDFDDU1 ‘R ‘ ‘ ) 0| | ‘ ‘ 8.00
2 Tsk09 Dir Lab-Subk LABOR 30012.202.014.3UB030000000 TE10TRAING/000/0002 08K 3.0 3.00
Regular 8.00 800
Qvertime 3.00 3.00
Total 11.00 11.00
Add Line to Favorites

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

When the Timesheet is saved, a Revision Audit will 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 >

Timesheet ey v Table |[Quengiw | (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

Timesheet Lines

i Sat Sun Mon Tue Wed Thu il
Line Description Project PO Release Line Pay Type * 4/24/21 4125121 4i26/21 4211 428121 42921 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

Slide 40
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Manager / Approver Functionality
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Timesheet Approval - Primary Approver
Access timesheets pending approval via one of two methods:

I. NaVigate throuléh T|me & EXPense >T|me > Time & Expense > Time = Timesheets = Manage/Approve Timesheets
Timesheets > Manage/Approve Timesheets

2. From Home Dashboard / My Tasks: A % O

Browse Applications > Reports & Analytics = Dashboards = Dashboards > Home Dashboard > Paramefers | Reports

* Click the Approve hyperlink under Pending My Tasks My Timesheets
T&Sl(S Category Pending Tasks Priority QryY TS Period End Date Description Status Hours
| 111372020 Weekly Cpen 0.00
1
Timesheet A-.re Lowr 1 1

[P T P T P

* Clicking the Approve hyperlink from My Task will open
Manageg MyDelsDIEtop P / P

* 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

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

Ti,k uw
Approve Timashaat

Timasheat

(G ]

Outstanding Expenses TSRO ARTANCES

Peraten



Timesheet Approval —= Primary Approver

* Either method will open the Manage/Approve Timesheets screen
* The list of timesheets to pending approval appear in the Timesheet window
* 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

B0 BNEA0OCHCRAAE

’ﬂ\ * Browse Applications = Time & Expense = Time = Timesheets = Manage/Approve Timesheets .'. (.I.l

" Approve Timesheet gl 0x]

Filter By * [Approval Tasks v
Criteria Counts
Status

Schedule ) Open

Year l Signed Missing Open Signed Approved Rejected Processed
Period | Approved

Function Primary Approver l Rejected

Group All Processed

Include Missin
Last Name (0] ‘

Select employee groups

MNew || Copy | ¥ Form || Query | ¥ | -

Employee * ID* Status Period Ending *| Notes Show Prorated Hours Revision | Schedule Desc And Period Text Class Organizati i Apprd
ontractor, Test N1001703 Signed 04/30/2021 || LJ/| Entered v | 6|Suhcunlrador Subcontractor 1.01.01.HQ10. 117 |Contrac10r, Test (N1001703) 4/28/21 4:46:|

>
I Approve | Reject ||Sign ] Undo Correct ]

Leave Revigion Audit Pay Type Summary Charge Favorites
Timesheet Lines New || Copy | ¥ || Delete || Form || Query | ¥ | —

= Sat Sun Tue Wed Thu

Line Description Project PO Release Line 4124121 4/25/21 4126/21 412721 4128121 4129/21 Total
1| Technology Transition LABOR 00403.004.009.09301010GV00 TE10TRAING/000A 8.0 8.0 8.0 24.00
2 Tsk09 Dir Lab-Subk LABOR 30012.202.014. SUBQS0000000 TE1OTRAING/O00A 3.0 3.00
Regular 8.00 8.00 8.00 24.00
Overfime 3.00 3.00
Total 11.00 8.00 8.00 27.00
P NIE >

e 43 _ Add Line to Favorites | Per l n



Timesheet Approval - SEARCH

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

* Change:
* Ciriteria (including Function, and Status)
* Press Lightning Bolt icon to run query

B0 BNRGADPERCREEE

Backup Approvers “Search” for
timesheets to approve

Filter By: Status
Function: Backup Approver

- + El Browse Applications = Time & Expenze > Time = Timesheets > ManageflApprove Timesheets 1 (_'_l
Mmoo TEmackhant Hm| O X |
Filter By * [Approval Tasks v

Criteria
Status
Schedule l Open
Year l Signed Open Signed Approved Rejected Processed
Period ) Approved
Function Primary Approver l Rejected
Group All Processed
Include Missin
Last Mame D 9
Select employee group
Timesheet Mew || Copy | ¥ Form || Query | ¥ | -

b Employee * IoD* Status Period Ending * | Notes Show Prorated Hours | Revision  Schedule Desc And Period Text Organization Signature Apprd
Contractor, Test NA001703 Signed 04730/2021 || [_J/| Entered - 6| Subcontractor 1.01.01. HQ10. 117 Contractor, Test (N1001703) 4/28/21 4:46: |

4 >

Approve | Reject | Sion | Undo Correct |
Revision Audit Pay Type Summary Charge Favorites
Timesheet Lines Mew || Copy | ¥ || Delete || Form || Query | W | -
= Sat Wed Thu
Line De=scription Project PO Release Line 4124121 4128121 4129721 Total
1 |TEEt:I’Inl:lIl:Ig',l Transition LABOR 00403.004.009.09301010GV00 TET0TRAING/000M 8.0 8.0 3.0 24.00
2 Tsk09 Dir Lab-Subk LABOR 30012.202.014. SUB0S0000000 TE10TRAING/000A 3.0 3.00
Regular 8.00 8.00 8.00 24.00
Overtime 3.00 3.00
Total 11.00 5.00 8.00 27.00
4 >4 »

Add Line to Favorites |

Slide 4%
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Timesheet Entry - Proxy
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Timesheet Backup Approver / PROXY - SEARCH

Slide 46

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

Change Filter By to Status

Enter search criteria in Criteria window:
* Year, Period, Last name, ID, Status
* Function

* Group:All (use All unless you have multiple groups and want to reduce list; then select Group: Selected and in the “Select employee
grouEs” sublink select the appropriate groups)

Press Lightning Bolt icon to run query

Counts of statuses will display in top window; Timesheets appear below
=

B0 B85 EEE000E8 O 0

] W [F Browse Applications = Time & Expens

Approve Thm==to=:

Filter By * Status -
Criteris

e rnaE
Sehaduta I W Open
Yaar ' 7 Stgned MEERIRg Cipan
Fariad l [ Appredad 65

Funcian I Timeahasl Praxy ]
CHaup v

I Last Mams

I NT00TT0

o] Hmjadted
] Processad
B Include Missing

Ermpleryes * o

Foletl sy eT W eERe

St Poriod Ending * | Moies  Show Promsted Homms | Revision  Schediis Dess And Pevicd Test Class Organeation signaturs
Contractor, Tast HI001T03 Dpen (R Tk Ty o] Eminrod - 2 Sl irictarn SGubCOMacion 1,01.01 HO 10 117
Coniractor, Toal | W01 Fad Processod BAM 201 | Enlered - 4 Subeonlracts e 1,01 01, MO0 117 Contracios, Tesl (M1D01703) 28551 4 20 | Kl
.l ke
Coniractor, Tost 1001 703 Open O30 Ernarad - 2 Subcontractor Subconaracios 1.01.01 HGI0 117
Conlractor, Test HAD 703 Processed  D4MEZ021 Enterad . 5 Subcontractor Subconfracior 1.01.04 HO10. 147 Confracior, Test (1001703} 42821 415 Kn
Coniractor, Test HADE1 703 Sigrod 021 Enered . & Subcontractor Subcontracion 1.01.01 HO10 117 Contracior, Test (N1D01703) 42871 4 46
F »
Appronen | Pt ! =g I Corract |
Y Leave  Ravision Audii  Pav Tyes Ssmmary  Charos Favorites
i Sl S o Tue Wl LT
Liine Drescrigriicn Project PO Heloawe Line | | poral arr 3 b ral e lral R Era) Tolal
1| Technology Transiion LABOR [00203 004 o0 093010 105vV00 TE 0T RAINGO0C [ 8.0 8.0 80| B 40,00/
2 TakO9 Dir Lab-Subk LABOR 30012 202014 SUBCICONG000 TENGT RAINGIO0 0.00
Feaguiae .00 B.OG B.00 (3 20,00 |
Crvertimren
Toal 8.00 B.OD 800 B 40,00
- = > |l = »

A Lire ba Favantes |
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Timesheet Backup Approver - Approval

Slide 47

Change Filter By to Status
Function: Backup Approver
Press Lightning Bolt icon to run query
The list of timesheets to pending approval appear in the Timesheet window
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

(C]#)

W W [0 Brosse Applcaticay > Time
" approve imesneet
Filber By * States
Cinienia Ald
Stabws
Schedule ' [ open
i | ¥ Signea Mhisgang Cipen Signand Appiravid Rejocted Processed
Penod ] [ Approwed
Funclion Blackup Aaprover] q Rejecied
Groap All - | Processed
Last Hame D Inchede Bissing
Snleci employe

Pyice] Enchng " Wotes Fhom Prospied Mo Bevision  Schedks Desc And Pesied Text Clany
DaTE] Enbinad & Bubconiracior

Urgarirslion
Sagbeoniracka 180 BT

Hgnture
(Confracior, Tes! (NHOTT03) 8721 8302

Approvsl i Ohplion) Approyve Menngs v Wamengs  Sign Mg 1ol Foan (P
Cumism Dpiish 1

Lina Cxacripton Progecr F1 Abeasis Ling Py Type* BUH W [ A LI (L) BT Tatsi
1| Tochnolopy Tranaien LABOR 0 DM 0 (K0 1 0G0 TE 10T RAMG M0 g [} 1 i Il [T
2 Tokld Do Lab-Subk LABOH OO IR 018 SLIBHR00 TE 10T RAMNITRGTIT R 32 2320
| ] 3 Technokgy Trarsfen LAEDR D)3 D04 00 (301 D IGEVE0 TE1OTRAMNGTED0N Lo FE Y B oo -1 I T80
& Tectnolagy Trafmban LARCHT e B 600 03301 0 p3dnva0 T 0T Rt 1 A i [-T-]
5 Technolagy Trarafen LABOR QL] D0 R TR0 D GV TENTRAMNGIESI0N R | 0
Reguiar FFL) || 120
CrPRTT 200 LT ] S0 11 T80
Tetal 200 [T HEL || w30

A L b3 Fireoiiles
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Timesheet Backup Approver /| PROXY -Timesheet changes

Once timesheets are Io.cated
Select timesheet from list, make sure box turns blue
pear in the Timesheet Lines section below

Slide 48

* The details of that timesheet a
Make necessary edits to times

When edits com
Then Sign

plete, Save

ﬁeet

ElEalOacCEaCcRGEaaE

Browse Applications

Approve Timesheet

Time & Expense

= Time =

Timesheets =

Manage/Approve Timesheets

Filter By *

|Status
Criteria

Schedule

Year

Period
Function Timesheet Proxy I
Group |Adl v

Last Name [}

NA1001703

Status

| Open
Signed

] Approved
Rejected
Processed

Include Missing

Counts

Mizssing

65

Open

Signed
1

Approved
(1]

Rejected
0

Select employee groups

New

Copy | ¥

Processed

2

Missing timesheets

Form || Query | ¥ | -

Employee * ID* 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
Q@ontractor, Test MN1001703 Processed 03122021 | | Entered - 4| Subcontractor Subcontractor 1.01.01. HQ10.117 Contractor, Test (N1001703) 4/28/21 4'20'|Kn
or, Test N1001703 Open 0371972021 Entered hd 2 Subcontractor Subcontractor 1.01.01. HQ10.117
Contractor, Test N1001703 Processed 04/16/2021 Entered hd 5 Subcontractor Subcontractor 1.01.01. HQ10.117 Contractor, Test (N1001703) 4/28/21 4:19: Kn
Contractor, Test N1001703 Signed 04/30/2021 Entered hd 6 Subcontractor Subcontractor 1.01.01. HQ10.117 Contractor, Test (N1001703) 4/28/21 4:46:
< w >
Approve | Rejed] J Sign | ] Correct |
Leave Revision Audit Pay Type Summal awvorites

e || Guers | 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 |
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Timesheet Proxy — Create Missing Times

 Be sure Criteria includes:
e Last Name or ID
* Status “Include Missing”

* Select MISSING TIMESHEET sublink for queried resource

Browse Applications = Time & Expense Time =

Approve Tim~=frn+

PGB EEOEORE

Timesheets >

ManagefApprove Timesheets

heet

Filter By * [Status. v
Criteria Counts
Status

Schedule ' Open

Year l Signed Missing Open Signed Approved Rejected Processed

Period l Approved 65 1 1]} 0 2

Function Timesheet Proxy ) Rejected

Group = Processed

Include Missini
[astname ID N1001703 g
Select employee groups Missing timesheets

imesheet New || Copy | ¥ Form || wuery | v |
i Employee * D * Status Period Ending * | Notes |Show d Hours| R Desc And Period Text Class Organization

Contractor, Test N1001703 Open 01/03/2020 Entered - 2 Subcontractor Subcontractor 1.01.01. HQ10.117

Contractor, Test N1001703 Processed 03122021 | | Enterad - 4| Subcontractor Subcontractor 1.01.01. HQ10.117 Contractor, Test (N1001703) 4/28/21 4:20: [Kn

Contractor, Test M1001703 Open 0371972021 Enterad L4 2 Subcontractor Subcontractor 1.01.01. HQ10.117

Contractor, Test MN1001703 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 04r30/2021 Entered - 6 Subcontractor Subcontractor 1.01.01 HQ10.117

Contractor, Test (N1001703) 4/28/21 4:46:

< "

»

Approve | Reject | Sign | cCorrect |

Pay Type Summary

Charge Favol

Form || Qus
= Line Description Project PO Release Line 3;21 3?7“!‘;1 3’:8?;1 3‘{9“.:;1 3:"‘:;‘:1 31'11-?:.21 Total
1| Technology Transition LABOR 00403004 .009.09301010GV00 TE10TRAINGSD0C 8.0 8.0 2.0 8 40.00
2 Tsk09 Dir Lab-Subk LABOR 30012.202.014.5UB020000000 TE10TRAING/00C 0.00
Regular 8.00 2.00 8.00 8.0 40.00
Overtime
Total 8.00 8.00 8.00 8.0 40.00
< w [ w

Add Line to Favorites I
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Timesheet Proxy — Creating Missing timesheet

* Select desired timesheet week from list and press Create timesheets button, then click Close
* New timesheet is added to the timesheet list
* Select NEW in the timesheet lines to add project, pay type and hours, Save, Sign ...

Missing timesheets Form || cuery | w || — {0 || %

. . Create fimesheets
— Employee Employee ID Period Ending Schedule I
| Contractor, Test MN1001703 0112020 Subcontractor A
Contractor, Test N1001703 0172020 Subcontractor =
| Contractor, Test N1001703 012472020 Subcontractor
| Contractor, Test N1001703 01312020 Subcontractor
| Contractor, Test MN1001703 021072020 Subcontractor
| Contractor, Test MN1001703 02142020 Subcontractor
| Contractor, Test MN1001703 02721/2020 Subcontractor v
Close
Timesheet New || Copy | ¥ Form || Query | ¥ || —
2 Employee * ID* Status Period Ending*  Notes Show Prorated Hours  Revision  Schedule Desc And Period Text Class Organization Signature
- | Contractor, Test MN1001703 Open 01/03/2020 | | Entered v | 2|Suhconlrador Subcontractor 1.01.01. HQ10.117 A
Contractor, Test N1001703 Open 01/10/2020 Entered v 2 Subcontractor Subcontractor 1.01.01. HQ10.117
|Contractur‘ Test N1001703 Processed 03/12/2021 Entered v 4 Subcontractor Subcontractor 1.01.01 HQ10.117 Coniractor, Test (N1001703) 4/28/21 4:20: Kn| =
| Contractor, Test N1001703 Open 03/19/2021 Entered v 2 Subcontractor Subcontractor 1.01.01. HQ10.117
|Contractur‘ Test N1001703 Processed 04/16/2021 Entered v 5 Subcontractor Subcontractor 1.01.01. HQ10.117 Contractor, Test (N1001703) 4/28/21 4119 Kn
4 »
Approve I Reject I Sign I Correct I
Leave Revisiof ATGIT PRy Type Summal Charge Favorites
Timesheet Lines New || Cojy | ¥ || Delete || Form || Query | ¥ [~
= Wed Thu Fri
- Line D ipti Project PO Release Line Pay Type * 11720 172120 113120 Total
3 1
Regular
Overtime
Total
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Creating an Expense Report

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

Manage Expense Report

W [0 Browse Applications Type here to search applications

Time Expense Authorizations Manage Expense Report
Time & Expense @ Expense Reports @ Manage/spprove Expense Reports
Expense

Configuration Print Expense Report

Peraten



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 Reports > Mana%/c\a/ Expense Report, if the initial screen
do\e/istOd I\I/]1a\:je 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:
|. Click the Wizard icon in the Application Toolbar to Reopen the Expense Report in Wizard Mode, then click “OK?”

FILE LINE QOFIIONS PROUESS HELF

IEEN0D BNE DPRERCRRER

& * Browse Applications > Time & Expense > Expense > Expense Reporlis = Manage E Recpen 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

Slide 53
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Creating an Expense Report - Purpose

* Enter the following information: Date, Description, From Date, To Date, Purpose

* Click Continue when complete

# W [Z] Browse Applications = Time & Expense = Expense > Expense Reports > epor 1A O
New Expense Report || Delete ‘7H7‘ 10f1 Hew ‘7“7“7‘ Table || Query | ¥ | o x ‘
Report ID Description Revision 0 Total To Me 0.00
Date Correction 0 Payment Received 0.00
Status Draft Currency usb

Date ® 05/03/2021 = Type * [Contractor v
Description * Sample expense

From* 05/03/2021 =

To* 051972021 |

Purpose sample expense report for training

Instruction Text
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# ]
Creating an Expense Report - Project ID

. tl)Jnder Charge, use the magnifying glass to lookup the project code. Use the Charge Tree Description to find the code. Click on the Select
utton.

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

* Click New 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 (2] Browse Applications > Time & Expense > Expense > Expense Reports
=
Report ID Description Revision 0 Total To Me 0.00
Date Correction 0 Payment Received 0.00
Status Draft Currency usb

Default Charges Add to Favorites

- D Charge Type * Charge * ‘ Description Default Allocation %
3 1| Project ¥ rd | | 100.00]

Instruction Text

Query | v ||| X

] Charge Lookup
=4 Contractor

Telecommute

PO Release Line

GLC Costpoint Company PLC Costpoint Company

Charge Branch Code
00403.003.001.899000AFSD00

Cancel

Peraton
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Attaching Receipts

* Select Attach and enter a description and browse for the receipt(s) to upload.

* You may upload all receipts to one PDF/receipt package and click the Select
All button to upload the receipt package to all lines. Or,

* You can upload a PDF/receipt for each line item one-by-one.
* These steps will need to be repeated for each expense type to attach a PDF.

* Click Save Report

-H : Sl ] s iy — . P
File Upload X
File Hame* | Browse.. | Mo file selected
Descripton |
Upload Cloze

ETES ST T
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Adding Expenses to an Expense Report

* To enter expenses, select the Add Claimed Expense button and select the type of expense to add

* Click Continue

Report ID ERD0153629
Date 051032021
Status Draft

Purpose
Default Charges

Overall Attachments
Expenses

Slide 57

Description Sample expense Revision
Correction
Add Claimed Expens Edit Expense
- Expense ID Expense Type Expense Date Payment Method Expensze Incurred Trans
Use loockup below to select the type of expense you are claiming.
Expense Type* ]
Lookup Query | ¥ ||| X
] Cate
gory Expense Type
| obcs Other Direct Costs
Travel |Tra\rel |
Award Fee Award Fee
| Computer Usage Computer Usage
|Rale Change Raie Change
| Labor Labor

Cancel
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Adding Expenses to an Expense Report

* 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

FPlease enter details about the expense you are claiming.

Expense Date * 05/19/2021 E]
Short Description VO00002/05/M19/2021
Comments

Instruction Text

S TR T
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Addlng Payment Method to an Expense Report

* Contractor expenses should be the summary amount for the expense with required receipts attached

Slide 59

for detailed breakout

Enter total amount in Expenses Incurred field. This is the amount that will be paid to the contractor

company.

DO NOT enter Personal Amounts as these amounts will not be reimbursed.

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
05/19/2021 Expense Amount 5.00

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

Reimbursable Pay Amount 5.00 uso

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

Efing 0.00




Adding Charge Code to an Expense

* All the information will be defaulted in this screen. If you need to add additional charges, then click
on Add Charge button and repeat the same steps

* If additional project ids are required, they can be added at this step. The project id must be listed in
the expense summary section before being used in the detail section

¢ Use the Allocate by Amount or Allocate by Percent to allocate costs accordingly

* Click Continue or Save Expense when done

Add Cnargellhllocate By Amount |

Al Percentage Amount Expense Charge Type Project Description Account

Organizati

[ 1 [f00.0q] 5.00] Contractor |00403.003.001.99000AF 000 |TTO 001 Award Fee Sharing TRAVEL |561-050-09 [1.01.51.2132.161

>

Instruction Text
e Peraten




Save Expense Report

* It’s good practice to save the expense report to avoid losing your information on the expense report.

* You can Save it on by clicking the save button on your Deltek Costpoint screen tool bar or You can
click on the Save Expense button in the expense report

BN O0OCROR - O3

Browse Applications = Time & Expense > Expense > Expense Reporiz = Manage Expense Report
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Correcting Expense before Submitting

* If an expense needs to be corrected before submitting for approval, select the check box next to the
category and click Edit Expense

Add Claimed Expense || Delete | Edit Expense _

v

Expense ID Expense Type Expense Date Payment Method Expense Incurred Transaction Currency Short Description
| 1‘Trauel ~Travel ‘05119!2021 ‘Comrador Paid ‘ 5.{:u‘us Dollar (USD) |v00002m5f19r2021

I

* To edit the purpose, location, and charge allocation, go to the Purpose section

Peraton



Submitting an Expense Report

* Once the expense report is complete, click Submit at the bottom

Report ID
Date

Status

Purpose
Default Charges
Overall Attachments

Expenses

Slide 63

ER00153629
05/03/2021
Draft

Expense ID

Add Claimed Expense

Description

Sample expense

Delete || Edit Expense

Expense Typs

Expense Date

Payment Method

Revision

Correction

Expense Incurred

(=}

0 Payment Received

Currency

Transaction Currency

Total To Me

uso

Short Description

@
=
=

=
=
=

1| Travel - Travel

05/19/2021

Contractor Paid

5.00|US Dollar (USD)

V00002/05/19/2021
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Update Report —After Attaching Receipts

* Check“l Agree” box

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

Report ID ERD015362% Description Sample expense Revision 0 Total To Me 500
08032024 Corection 0 Payment Received 0.00

SN BT T
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Expense Approval

Peraton

Slide 65



Approving/Rejecting Expense Reports

* From the Home Dashboard screen Under Category/My Tasks/Pending Tasks You will see the Expense report/
Approve Link

* Click on Approve Link

* IE Browse Applications > Reports & Analytics > Dashboards = Dashboards > Home Dashboard = Parameiers | Reports

My Tasks My Timesheets

Category Pending Tasks Priority Qry T/5 Period End Date Description Status Hours

Timesheet Approve High 3 05421/2021 Weekly Cpen 0.00

Expense Report Approve High 1 05142021 Weekly Cpen 0.00

Expense Report Attach High 1 04/16/2021 Weekly Cpen 0.00
03/26/2021 Wieskly Cpen 0.00
03/19/2021 Wieskly Processed 40.00
031272021 Vieskly Processed 4000
03/05/2021 Wieskly Cpen 0.00
02/26/2021 WVieskly Cpen 0.00
021972021 Wieskly Cpen 0.00
021272021 Vieekly Open 0.00
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Approving/Rejecting Expense Reports

* You will be taken to My Desktop screen

* Click on the Expense Report check box and Click on Launch button

ﬁ.‘ * @ Browse Applications > Time & Expense > Configuration > Resources > Manage MyDeskiop

- Tagk Object Taszk Type Task Sub-Object Task Count
| Expense Report |Appr0ve | Overall | 1
| Launch I
A
Task Details
Expense Report ID Description Employee Expense ID Exp Type Paid Amount Currency Attachment Type Origination Date/Time Warn
| ER00153629 |Sample expense |Coniractur, Test (N1001703) | | T | 5.uuoou|usu | |05.-‘194'2021 03:25:16 PM |05.-'194'2021
Tasks > Outstanding Expenses
Hide Batch Type Expense Date Wizard Type Amount Currency
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Approving/Rejecting Expense Reports

* You will be taken to Manage/Approve Expense Reports

* Review the Expense Report and Click on Workflow link

#& % [E Browse Applicali - Time & Expense > Expense > Expense Reporls > Manage/Approve Expense Reports

Manage/Approve Expense Reports

Filter By * Outsianding Tasks

Criteria Counts.
Status. Task Type
Function | Draft Approve Expense Report Draft
Group All Submitted [] Approve Charge Allocation Submitted
Type | Under Review (] Approve Attachments Under Review
Filter Approved [] Review Approved
Filter value Rejected [ Attach Rejected
Special Filter Processed [J Record Processed
Start Date End Date Voided Include Optional Tasks Voided
Select employee groups
Manage Expense rt New Expense Report Form || Query | ¥

v

Expense Report ID Description ™ Employee * Employee Name * Date * Revision Status From * To™ Purpose Correctit *

|Samp\e expense ‘N1OU1TU3 |Camramor.Test ‘usmafzum | |UEFI13J2021 EI‘[]SHEWDN r:l|
4 w

First Day of Trip_|_Last Day of Trip Type
| | Contractor ‘

Close Blanket Total To Me  Amount Other Reference  Ct

Billable Charge Distribution Company Paid Labor Support Non Reimbursable Payment Voucher Distribution Default Charges Overall Attachments Category View

Add Claimed Expense || Delete 1 of 1 Existing

Report ID ER00153629 Description Sample expense Report Start 05/03/2021 Report End 05/19/2021

Expense I1D Expense Type Travel Expense Date 05/19/2021 Expense Amount 5.00

Expense Details Expense Amount

Category * Travel | Expense Type* Travel |
Expense Date ™ 05/19/2021 ]

Short Description V00002/05/19/2021 Z

Comments Sample for Training

Charge Allocations Under Ceiling Charge Allocations Over Ceiling Charge Allocations Unallowable
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Approving/Rejecting Expense Reports

* Select appropriate task to update.Tasks are color coded by status
* Click on Perform Selected Task to Approve Expense Report(s)

* Click on Reject Selected Task to Reject the Expense Report(s)

Filter By * |Outstanding Tasks v
Criteria Counts
Status Task Type
Function l Draft Approve Expense Report Draft
Group All Submitted [J Approve Charge Allocation Submitted
Type ) Under Review [J Approve Attachments Under Review
Filter Approved [ Review Approved
Filter Value Rejected [ Attach Rejecied
Special Filter Processed [ Record Processed
Start Date End Date Voided Include Optional Tasks Voided
Select employee groups
Manage Expense Report New Expense Report Form || Query | ¥ ‘ —||O
Expense Report ID Description * Employee * Employee Name * Date * Revision Status From * To* Purpose | Correction | First Day of Trip | Last Day of Trip Type * Close Blanket | Total To Me | Amount Other Reference
[ER00153623  |Sample expense  |N1001703 [ Contractor, Test [osr03rz021 | d (050272021 [ [0sr9i2021 B3] | Contractor | |
4 " >
Submit
Billable Charge Di ution

Primary Role Task Item Status Assigned Expense/Charge Amount Currency Sequence
‘ Employee Create - Expense Report (Required) Created Contractor, Test (N1001703) - Wed, 19 May 2021 14:35:54
‘ Employee Submit - Expense Report (Required) Submitied Contracter, Test (N1001703) - Wed, 19 May 2021 15:25:15 1
‘ Employee Attach - Qverall Expense (Optional) Aftached Contractor, Test (N1001703) - Wed, 19 May 2021 15:25:18 ™ ™1 2
. Primary Approver |Approve - Expense Report (Required) Pending Dieterman, Jon (603385); Doe, Jane E. (404146); Doe, Jan(‘ ‘ ‘ 3
T Subcontractor Expense Approver Approve - Expense Report (Required) 4
‘ Subcontractor Expense Approver Attach - Overall Expense (Optional) Attached Contractor, Test (N1001703) - Wed, 19 May 2021 15:25:20 v v 5

Missing View

Unrecord Attachment

. Perform Selecied Task [ Reject Selected Task || Atial

Expenses Add Claimed Expense || Delete 1 of 1 Existing Table ||| —
Report ID ER00153629 Description Sample expense Report Start 05/03/2021 Report End 05/19/2021
Expense 1D Expense Type Travel Expense Date 05/19/2021 Expense Amount 5.00

R Expense Details Expense Amou
Slide 69
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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

* Filter by: Status

* Function: Expense Proxy

* Group: Select group to proxy

* Status: Draft
Click Execute icon

Follow instructions to create new expense report

Manaoe/Annrove Fynensa Renorts

Filter By * [status ||
Cfjteria
Status Task Type

Function Expense Proxy ) Draft Approve Expense Report
Group [am [ Submitted Approve Charge Allocation
Type Contractor | [J Under Review Approve Attachments
Filter [-None- v [J Approved Review
Filter Value [J Rejected Attach

e eien i - = —sceccca Record
Start Date 5 End Date ) [] Voided Include Optional Tasks
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Running reports inTEIO

* Follow Browse Applications > Time & Expense > Time > Timesheet Reports/Inquiries> Print Resource Activity Report

* Parameter ID and Description have red asterisks, however they should be left blank
* Under Criteria/Date Range, change It drop down to ‘Range’ and then enter the desired date range under Start Date and End Date.

* Select Show Details

* Under Employee Selection, use Select All. If selecting a specific function, click the box under Selected and the space under the check mark on the

far left
* Add Additional Details from Lookup list using magnifying glass icon

* Go to the top of the screen and select either of the print icons in the top menu (Paper with Eye or Printer)
* To output to Excel, select Printer with Wrench icon, select File Option/File Type Excel 2010 and use the Printer print icon

Time Timeshests Daily Floor Check Inquiry

Expense Timesheet Reports/inquiries T atus
Configuration Time Controls i
Time Utiities Print Resource Activity Report

Print Charge Activity Report
Print Resource Utilization Report
Print Timesheets By Charge

Print Interim Timesheet Report |

BEEROS mmlﬂﬂl‘;‘!ﬂllﬂ@

@ % [Z] Browse Applications > Time & Expense > Time  — auiries > Print Resource Activity Report

- Employee Activity

Parameter ID* Deseription *

Criteria
Drill-Down Options.
Start Date End Date Level 1
[ToEna v l06/01/2021 s Level 2

Date Range

Level 3

New || Copy | ¥ || Delete

1of1 New

Print Options
NI Re—
T

Lookup

UDT Label

Description |

() Printto File g Download (1] Email | | Archive () Local Printer

Work Assignment

Line No

Additional Detail Columns
Column 1

(J show Self Only (J show Details

Column 2

[][][]EE

[setectall | [ Deselectal |

Pay Type

Project

PO D
Account
Project

Labor Location

™ PQ Release Line

GLC

PLC
Crganization
Pay Type
Work State
Telecommute

Slide 73

Cancel

Peraton



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 (TESS) 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)
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