Deltek.

Maconomy Essentials

Adding or Removing Document During

Allocation and Approval
Quick Steps



Adding or Removing
Document

Step 1: Attach additional
documents to a vendor
invoice.

v

Step 2: Remove documents
on a vendor invoice.

IN11221901

Overview of Quick Steps procedure

B Click the numbered circles on the left to move to the

first step in each phase.

Use the arrows or Pg Up/Down keys to proceed

through each step and sub-step.

Best viewed in IE or Adobe PDF Reader.




_ . = Deltek IAccess
Adding or Removing

DOCU me nt Approval Center
Absence Approval IN11221901 . . .
oud VN1112190 Click the filter list. ubmitte
Step 1Att additional Allowance Approval T s

docume_nts t_o a Vendor Type: Invoice Status: Awaits Approval
INVOoICE.

Invoice Allocation | atmvoices v

INVQICE MESSAGES

Inveoice Date: 11/22/19 Vendor: Cloud VN11121901
* Jobs . Australia
g Era [malaes Due Date: 12/7/13 michaelmorales@deltek.com
. Responsible For Allocation
Step 2: Remove documents Invoices v .
on a vendor invoice.
Purchase Order No.
0 v
Customers
Customer Reports Invoice Allocated Unallocated
Customer Invoicing Amount Excl. Tax DKK 800.00 DKK 800.00 DKK (.00 .,.u...m;?mmu
DK-25% DKK 200,00 DKK 200,00 DKK 0.00 . Crmemmesm
Amount Incl. Tax DKK 1,000.00 DKK 1,000.00 DK 0.00 — =
Purchase Orders
L ] s ALLOCATION DOCUMENTS [ I
Under the Accounts Payable o
t th I - Local Account  Entry 1 1
menu, go 0 € Invoice Employee Account No. No. Description Quantity J— M

Employees Allocation workspace.

¥ Michaelc... ¥ v ¥ Vendor 1.00

Job Reports

Management Reports

Custom Employee Reports
Custom Job Reports

Custom Department
Manager Reports




Adding or Removing
Document

Step 1 Attath additional
documents to a vendor
invoice.

v

2

Step 2: Remove documents
on a vendor invoice.

= Deltek 1Access

Invoice Allocation | tinvoices ¥ < 30f242 » [™

Approval Center

A tlIncl. T
Absence Approval mount Incl. Tax,

Vendor No. Name Invoice No. Description Type Currency Inveoice Date

Allowance Approval

o o o, = A == =

WN11121901 Cloud IN11221901 Wendor Invoice 01 Invoice DKK 1,000.00 11/22/19

Jobs WN12131901 Cloud Vendor 2 IN12131502 Cloud Vendor 2 Invoice DKK 333.00 12/13/1%

Draft Invoices VN12121901 Cloud Vendor 2

Invoices WN11121901 cloud Select a vendor invoice Invoice DKK 500.00 12/18/18
from the filter list.

Invoice DKK 10.00 12/18/19

WN12131901 Cloud Vendor 2 ournal 01 Invoice DKK 1,000.00 12/21/19

Customers WN12131901 Cloud Vendor 2 WSCVendor Invoic...  Cloud Vendor2 Invoice DKK 100,00 12/18/19

Customer Reports VN11121901 cloud IN12181905 cloud Invoice DKK 1,000.00 12/24/19

Customer Invoicing
20003 SCION DTU MD1002 SCION DTU Invoice DKK 200.00 10/9/1%

20004 Plesner Svane Granborg MD1003 Plesner Svane Granborg Invoice DKK 300.00 10/7/19

Purchase Orders 20004 Plesner Svane Grenborg MD1004 Plesner Svane Grenborg Invoice DKK 400,00 10/8/18

Invoice Allocation
; 20009 Europaiske Rejseforsikring MD1005 Europaiske Rejseforsikring Invoice DKK 550.00 10/4/19

20338 CAVIDI MD1006 CAVIDI Invoice EUR 560.00 10/8/19

Employees 20000 Medicoindustrien MD1000 Medicoindustrien Invoice DKK 100.00 10/2/19

20016 BUCH & HOLM A/S INV_001 BUCH & HOLM A/S Invoice DKK 1,000.00 10/7/1%

20003 SCION DTU MD1000 SCION DTU Invoice DKK 125.00 10/2/1%
Job Reports

Management Reports 20006 QLE DICH ApS 1100 TestVRM Invoice DKK 2,000,00 4/5/18

Custom Employee Reports 20006 OLE DICH ApS 2150 Test VRM Invoice DKK 2,001.00 4/5/18

Custom Job Reports 20006 OLE DICH ApS 2151 Test VRM Invoice DKK 2,002.00 4/5/18
Custom Department
Manager Reports

20006 OLEDICH ApS 2152 Test WRM Invoice DKK 2,003.00 4/3/18

Arnae PR T KR R e Tk vt Beermiom e Anna AR aicien




-

« ? &

= Deltek i1Access

Adding or Removing

Invoice Allocation | Atinveices v v 4 30f242 B i=
Approval Center
Document s IN12181901 Save | Revert | Submit for Approval Other Actions =
Absence Approval
o Al Ap | Cloud Vendor 2 wM12131901 Open
op lowance rova
Step 1 Attach additional ’ Click Attach Document.
docume_nts toa vendor Types Invoice voice Allocated
InVICG. obs Invoice Date: 12/18/19 Amount e 200 — Vendor: ilm:d r’endorz WN12131901 *+ Add Participant Subscribe
. 1 Excl. ustralia
g Draft Invoices DueDates 1/2/20 T:; michaelmorales@deltek.com
R ible For Allocati
. Invoices csponsie Terocanon DK-25% DKK 2.00 DK 0.00
Step 2: Remove documents v v
on a Vendor InVOICe . Amount DKK 10,00 DKK 0.00
urchase Order No. Incl.
v} v Tax
Customers
Customer Reports ! '
ALLOCATION
Customer Invoicing ——
Purchase Line Local Account  Entry
Type Job Task Employee Account Me. Na. Description Quantit:
Purchase Orders -
Invoice Allocation
Employees
Job Reports
Management Reports
Custom Employee Reports i
4 3

Custom Job Reports

Add Allocation Li
Custom Department + ocation Line

Manager Reports




Adding or Removing
Document

Step 1 Attath additional
documents to a vendor

invoice.

v

2

Step 2: Remove documents
on a vendor invoice.

— IACcess

Approval Center
Absence Approval

Allowance Approval

Jobs
Draft Invoices

Invoices

Customers
Customer Reports

Customer Invoicing

Purchase Orders

Invoice Allocation

Employees

Job Reports

Management Reports
Custom Employee Reports
Custom Job Reports

Custom Department
Manager Reports

All Invoics

Invoice Allocation

IN12181901

Cloud Vendor 2 vN12131901

Type: Invoice
Invoice Date: 12/18/19
Due Date: 1/2/20

Responsible For Allocation

Purchase Order Mo.

0 v
ALLOCATION

Purchase Line

Type Job Task

1

+ Add Allocation Line

Attach Additional Document

v 4
(T
Select afilef§ Choose Files fNo file chosen . .
| B—_——— In the dialog that opens, click
Bl - Choose Files to open your file
explorer.
Invoice Allocated Status: Awaits AlloZS
. g + Add Particip c
— T AGT 3T QT Vendor: Cloud Vendor2 VN12131901
Excl. Australia
Tax michaelmorales@deltek.com
DK-25% DKK 2.00 DKK 0.00
Amount DKK 10.00 DKK 0.00
Incl.
Tax
‘ 3
Local Account  Entry
Employee Account No. Mo. Description Quantity

Other Actions w

Open



— o Pou ] G Open

Adding or Removing Invoice Al € v 1 [« CeGues > OficaiRacee mi
Appri | Cent 0 T New fold
Docu ment RSB IN121819 e e Reve Submit for Approval | Attach Document | Other Actions =
Absence Approval Narme
0 . pp l Cloud Vendor 2 # Quick access p—— Dpen
. a Icial hecel
Step 1 Attach additional owance Approva M This PC -
documents to a vendor Type: Invoice | 78 30 Objects Select the file/s you
InVOICe Invoice Date: 12, I Desktop want to upload + Add Particip Subscribe
* Jobs Due D o8 @ Documents
9 Draft Invoices e ate: 1 4 Downloads peltek.com
Responsible For A -
] R J‘! Music
Step 2: Remove documents RS S
on a vendor invoice. Purchase OrderN 1B Videos
0 o Windows (T
Customers
[_} Metwork
Customer Reports
ALLOCATION
Customer Invoicing 5SS < L
burchacel File name: | Official Receipt PDF ~| | AlFiles v
Type | Open [ I Cancel Quantity

Purchase Orders

Invoice Allocation

Employees

Job Reports

Management Reports

Custom Employee Reports
Custom Job Reports

Custom Department
Manager Reports

OrdS 1O SHOW T this grid.

4

+ Add Allocation Line

Click Open, or press ENTER.

Use '@' to add a participant to 4




— IAccess 0 8 ?

: H Attach Additional Document X

Adding or Removin . . _
s 8 Invoice Allocation | « v| 4 30f25+ p =

Approval Center - : : )
Docu ment = Select afile:| Choose Files | Official Receipt.pdf Save | Revert | Submitfor Approval | Attach Document | Other Actions =

Absence Approval IN12181901
0 _ o : Cloud Vendor 2 V12131901 Cancel Open
Step 1 Attath additional owance Approva

documents to a vendor

Type: Invoica Invoice cation
INVOICE. Invoice Date: 12/18/19 Amount K 8.00 or2 VN12131901 + Add Participant Subscribe
* Jobs moun DKK 8.
Due Date: 1/2/20 Bl
9 Draft Invoices S =l T michaelmorales@deltek.com
| . ' Responsible For Allocation
Step 2: Remove documents nvoices v g  DK25% DKK 2.00 DKK €
on a vendor invoice. Amount DKK 10.00 DKK (
Purchase Order No. Incl.
0 v Tax
Customers
] 3
Customer Reports
. ALLOCATION DOCUMENTS
Customer Invoicing ——
Document Type Size Changed On Changed By Remark

Purchase QOrders

Invoice Allocation

Employees

Job Reports

Management Reports
Custom Employee Reports
Custom Job Reports

Custom Department
Manager Reports
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Adding or Removing

Invoice Allocation | attinveices v v| 4 30f25+ P =
DOCU ment Approval Center — I . .
Revert | Submitfor Approval | Attach Document | Other Actions w
Absence Approval IN12181901
o Cloud Vendor 2 wh12131501 Open

Step 1 Attath additional

docume.nts t.O a Vendor Type: Invoice Invaice Alloc Status: Awaits Allocation
invoice. Invoice Date: 12/18/19 . - Vendor: Cloud Vendor 2 + Add Participant Jscribe
* Jobs Amount DHK 8.00 DHK e
Excl VM12131501
. Due Date: 1/2/20 * Australi
Draft Invoices Tax ustratia
. Responsible For Allocation michaslmorales@deltek.com
Step 2: Remove documents TEEE . ,  Dkasw DKK 2.00 DKK
on a vendor invoice. Amount DKK 10.00 DKK
Purchase Order No.
Incl.
0 v Tax

Allowance Approval

Customers

Customer Reports

Customer Invoicing

Purchase Orders

Invoice Allocation

Employees

Job Reports

Management Reports
Custom Employee Reports
Custom Job Reports

Custom Department
Manager Reports

ALLOCATION

Document

Official Receipt.pdf

R Acrobat

Size Changed On

55283 2/11/20

Changed By

Administrator

Remark

ee

The file/s are uploaded and listed

in the Documents tab.



= Deltek iAccess

Adding or Removing

Document Approval Center
Absence Approval IN12181901

Cloud Vendor 2 WN12131901

Invoice Allocation | tivoices v

il

=

m
T

- Allowance roval
Step 1: Attach additional “
documents to a vendor Type: Invoice i Alocy  Status: AwaitsAllocation
Involice. . . 19/1a/f . I 9 + Add Participant et herriba
* Jobs Invoice Date: 12/18/19 Amount S B.00 i 0. Vendor: Cloud \n_’eI'IdDFZ VN12131901 Subscribe
e Excl. Australia
g Draft Invoices Due Date: 1/2/20 Tax michaelmorales@deltek.com

s Responsible For Allocation

Step 2 Remove documents on v y| (U= ok 200 oo

a vendor invoice. Amount DKK 10.00 DKK 0.1
Purchase Order No. Incl.
Customers 0 M fax
Customer Reports ! i’
Customer Invoicing ALLOCATION DOCUMENTS 3
Purchase Line Local Account  Entry
Type Employee Account No. No. Description
Purchase Orders -
Invoice Allocation
Under the Accounts Payable
menu, go to the Invoice

Employees Allocation workspace.
Job Reports
Management Reports
Custom Employee Reports -

Custom Job Reports !

Custom Department + Add Allocation Line

Manager Reports



= Deltek 1Access

Adding or Removing

Invoice Allocation | Alinvoices v 4 30f242 » [M
Document Approval Center
Amount Incl. Tax,
UEELERL I Vendor No. Invoice No. Description Currency Invoice Date
. ¢ A All I

Step 1: Attach additional owance Approva - x. x. X. -

docume.nts 1':0 a Vendor WN11121901 Cloud IN11221901 Wendor Invoice 01 Invoice K 1,000.00 11/22/19
Invoice.

* Jobs WN12131901 Cloud Vendor 2 IN12131902 Cloud Vendor 2 Invoice K 333.00 12/13/1%
g Draft Invoices VN12131801 cloud Vendor 2 i Invoice K 10,00 12/18/19

Invoices TETYETS) Coua Select a vendor invoice Invoice ® 500.00 12/18/19
from the filter list.

WN12131901 Cloud Vendor 2 Journal 01 Invoice K 1,000.00 12/21/19

Step 2 Remove documents on

a vendor invoice.

Customers WN12131901 Cloud Vendor 2 WS5CVendor Invoic...  Cloud Vendor 2 Invoice K 100,00 12/18/1%
Customer Reports VN11121901 Cloud IN12181905 Cloud Invoice K 1,000.00 12/24/19

Customer Invoicing
20003 SCION DTU MD1002 SCION DTU Invoice (K 200.00 10/9/1%

20004 Plesner Svane Granborg MD1003 Plesner Svane Granborg Invoice K 300.00 10/7/19

Purchase Orders 20004 Plesner Svane Granbarg MD1004 Plesner Svane Granbarg Invoice K 400,00 10/8/1%

Invoice Allocation
. 20009 Europaiske Rejseforsikring MD1005 Europaiske Rejseforsikring Invoice K 550.00 10/4/19

20338 CAVIDI MD1006 CAVIDI Invoice 2 560.00 10/8/19
Employees 20000 Medicoindustrien MD1000 Medicoindustrien Invoice K 100.00 10/2/1%
20016 BUCH & HOLM A/S INV_001 BUCH & HOLM A/S Invoice K 1,000.00 10/7/19

20003 SCION DTU MD1000 SCION DTU Invoice (s 125.00 10/2/1%
Job Reports

Management Reports 20006 QLE DICH ApS 1100 Test VRM Invoice K 2,000.00 4/5/18

Custom Employee Reports 20006 OLE DICH ApS 2150 Test VRM Invoice (K 2,001.00 4/5/18

Custom Job Reports 20006 OLE DICH ApS 2151 Test VRM Invoice 0 2,002.00 4/5/18

Custom Department

Manager Reports 20006 QLE DICH ApS 2152 Test VRM Invoice K 2,003.00 4/5/18

2 e




Adding or Removing
Document

Step 1: Attach additional
documents to a vendor
invoice.

!
(2)

Step 2 Remove documents on

a vendor invoice.

= Deltek iAccess

Approval Center
Absence Approval

Allowance Approval

Jobs
Draft Invoices

Invoices

Customers
Customer Reports

Customer Invoicing

Purchase Orders

Invoice Allocation

Employees

Job Reports

Management Reports
Custom Employee Reports
Custom Job Reports

Custom Department
Manager Reports

Invoice Allocation

IN12181901

Cloud Vendor 2 viN12131%01

Type: Invoice
Invoice Date: 12/18/19
Due Date: 1/2/20

Responsible For Allocation

Purchase Order No.

0

ALLOCATION DOCUMENTS [E3

Decument

Official Receipt.pdf

All Invoices ¥

Amount
Excl.
Tax

DK-25%

Amount
Incl.
v Tax

Invoice Allocat
DKK 8.00 DKK 0.
DKK 2.00 DKK 0.1

DKK 10.00 DKK 0.

Status: Awaits Allocation

Vendor: Cloud Vendor2 YN12131901
Australia
michaglmorales@deltek.com

Open the Documents tab.

Adobe Acrobat

55283 2/12/20

Remark

Administrator

Submit for Approval

Attach Document | Other Actions =

Open



Deltek IAccess 0 0 ? &
Adding or Removing

Invoice Allocation | Atinvoices ¥ v| 4 30f25+ B IZ
Docu me nt Approval Center
ave | Revert | SubmitforApproval | Attach Document | OtherActions v
Absence Approval IN12181901 " |
Cloud Vendor 2 VN12131901 Open
; — Allowance Approval P
Step 1: Attach additional App
docume.nts 1':0 a Vendor Type: Invoice Invoice Allocat Status: Awaits Allocation
Invoice. . ot . U + Add Participant R
* Jobs Invoice Date: 12/18/19 Amount S B.OD S Vendor: Cloud \n_’erldDFZ WN12131901 dd Farticipant Subscribe
e Excl Australia
g Draft Invoices Due Date: 1/2/20 Tax michaelmorales@deltek.com
TS Responsible For Allocation
Step 2 Remove documents on v y| (DK% Di 200 ool
a vendor invoice. Amount  DKK 10.00 DKK 0.
Purchase Order No. Incl.
Ti
Customers 0 M >
Customer Reports ! ’
ALLOCATION DOCUMENTS
Customer Invoicing i a
Document Type Size Changed On Changed By Remark E
Purchase Orders Official Receipt.pdf Adobe Acrobat 55283 2/12/20 Administrator m Click the Row Tools |C9n
Invoice Allocation [ oo oocumen: | of the document you wish
to remove.

F

Click Delete Document.

Employees

Job Reports

Management Reports

Custom Employee Reports
Custom Job Reports

Custom Department
Manager Reports




— IAccess 0 1 7?7 &

Adding or Removing ) , Delete x| -
Invoice Allocation | Atinvoices + v| « 30f25+ » IZ
DOCU ment Approval Center Are you sure you want to delete this line? " m R Ul AttachD ¢ | Otheract
Save | Revert | Submitfor Approva ch Documen er Actions v
Absence Approval IN12181901
N ——— ) Delete Cancel
; e Allowance Approval CUCEnToni e Open
Step 1: Attach additional App
documents to a vendor : Invoi
; . Type: Invoice Invoice Allocat
Invoice. . - + Add Participant ~ eyberribs
* Jobs Invoice Date: 12/18/19 Amount i 8.00 o . cribe
. 1/2/2 Excl. LS8
9 Draft Invoices PIEE S T michaelmorales@deltek.com
e Responsible For Allocation
Step 2 Remove documents on v y| (DE=% Lo Loitl
a vendor invoice. Amount DKK 10.00 DKK 0.C
Purchase Order No. Incl.
T
Customers 0 M >
Customer Reports ! '
ALLOCATION DOCUMENTS
Customer Invoicing - a
Document Type Size Changed On Changed By Remark
Official Receipt.pdf Adobe Acrobat 55283 2/12/20 Administrator : .

Purchase Orders

Invoice Allocation

Employees

Job Reports

Management Reports
Custom Employee Reports
Custom Job Reports

Custom Department
Manager Reports
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Adding or Removing

Invoice Allocation | almvoices v v| 4 30f25+ B IS
DOCU ment Approval Center
Save | Revert | Submit for Approval | Attach Document | Other Actions v
Absence Approval IN12181901
Cloud Vendor 2 vN12131901 Open
- — Allowance Approval P
Step 1: Attach additional
documents to a vendor Type: Invoice voce Allocat | Status: Awaits Allocation
Involice. : . 12/18/ X .- 3 + Add Participant e hecribe
* Jobs Inveoice Date: 12/18/19 Amount DKK 8.00 DKK 0. Vendor: Cloud \'_’eI'IdDFZ VN12131901 Subscribe
i Excl. Australia
g Draft Invoices DueDate: 1/2/20 Tax michaelmorales@deltek.com
R Responsible For Allocation
Invoices ..
Step 2 Remove documents on v y D 200 D
a vendor invoice. Amount DKK 10.00 DKK 0.1
Purchase Order No. Incl.
T:
Customers 0 M -
Customer Reports ! i’
.. ALLOCATION DOCUMENTS
Customer Invoicing —
Document Type Size Changed On Changed By Remark

Purchase Orders

Invoice Allocation

The file/s are removed from the

Documents tab.

Employees

Job Reports
Management Reports

Custom Employee Reports
Custom Job Reports

Custom Department
Manager Reports




Adding or Removing
Document

Step 1: Attach additional
documents to a vendor
invoice.

!
(2)

Step 2 Remove documents on
a vendor invoice.

This concludes
Adding or Removing Document During

Allocation and Approval
Quick Steps.




