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Introduction to iAccess
for Maconomy

Step 1: Overview of iAccess.

v
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Step 2: Log in to iAccess.

v
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Step 3: Navigate iAccess.

Overview of Quick Steps Procedure

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.
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Week 20: 5/14/18 - 5/20448

u Weekly Time Sheets

Submit | OtherActionz w

0 Weekly Time Sheets
Step 1: Overview of iAccess.

Daily Time Sheets

Sean Williams 1132 . . . .
L iAccess is a browser-based application
P Expenses i designed for streamlined access to time S ;
Mileage 0 and expense activities, absence
Step 2: Log in to iAccess. Favorites IR IEWN  anagement, purchase orders, employee 8:00
information, approvals, and reports.
v Absence 102... Boeing 8:00
e Purchase Orders 102... Boeing-Ch. s 2:00
Step 3: Navigate iAccess. Employee Self Service
Employee Information
The user interface is based on the concepts
of the Deltek Maconomy product.
Approval Center
Absence Approval v
Allowance Approval | »
+ Add Time Sheet Line Total 800 800 &00 2400
RIS Fixed 200 200 800 200 2:00 40:00
Job Reports Balance 200 -2:00 6...
Management Reports R PR 200 800 &0 2400
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Step 3: Navigate iAccess.

= Deltek I1Access

Weekly Time Sheets
Daily Time Sheets
Expenses

Mileage

Favorites

Absence

Purchase Orders
Employee Self Service

Employee Information

Approval Center
Absence Approval
Allowance Approval

Job Reports

Management Reports

u Weekly Time Sheets

«[9»

Week 20: 5/14/18 - 5/20/18

Sean Williams 1132

IAccess is optimized for in-office as well
as remote access use.
102...

102... It features a simple, easy-to-use tab

design that allows you to click between
workspaces.

Look-ups provide quick and easy
searches for data and favorites.

q

+ Add Time Sheet Line Total £00 800 &00
Fixed B:00 200 800 E00 B0
Balance £:00 -B:00

Invoiceable 00 800  &00

Submit

Other Actions v

8:00
8:.00

2:00

40:00
-16...

200



Introduction to iAccess
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Step 1: Get overview of iAccess
for Maconomy.

v
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Step 2: Log in to iAccess.

©

Step 3: Navigate iAccess.

To log in to iAccess for Maconomy:

. English (United States) v

IAccess for Maconomy [kl

USER NAME

PASSWORD

Click Login.

B

Enter your password.
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Step 3: Navigate iAccess.

= Deltek IAccess

The iAccess workspace menu is divided into

Weekly Time Sheets _
three sections:

Weekly Time Sheets Neek 20: 5/14/18 - 5/20/18
Daily Time Sheets Sean WMags 1132

Expenses

A

Mileage SELF SERVICE ) -
Favorites v v||.. Boeing-... ¥ Consulti... v Consultings... 'Boeingreb... 2£:00
Absence v 102... Boeing-Ch.. Consulting... Consultings... "Soeing reb... 2:00
Purchase Orders 102... zosing- i) 860
Employee Self Service APPROVALS
Employee Information
Approval Center
REPORTS
Absence Approval
Allowance Approval |
= + Add Time Sheet Line Total 200 &00 &0
Fixed B:00 B0 E&00 200  E:00
Job Reports Balance £:00  -2:00

Management Reports

Invoiceable 800 200 &0

Other Actions v

8:00

8:.00

2:00

]
i
=
&

40:00
-16...

200
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Step 3: Navigate iAccess.

= Deltek IAccess

. Weekly Time Sheets < is) »

Weekly Time Sheets
Daily Time Sheets
Expenses

Submit | OtherActionz w

To navigate to a workspace, simply click the

Workspace Name in the menu.

Mileage ND

Favorites ¥ .. ¥ Boeing-.. ¥ Consulti.. ¥ | Consultings... "Boeingreb.. 200 800

Absence 102... Boeing-Ch... Consulting Consultings... "Boeing; reb... B:00 8:00

Purchase Orders v 102... Boeing-Ch... Consulting... Consultings... Testingand... &:00 800

Employee Self Service

Employee Information

Approval Center

Absence Approval -

Allowance Approval * E
+ Add Time Sheet Line Total 00 200 200 24:00

Fixed 800 200 200 2:00 E:00 40:00
Job Reports Balance 200 -2:00 -16...

Management Reports Invoiceable
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Weekly Time Sheets
Daily Time Sheets
Expenses

Submit | OtherActionz w

The Weekly Time Sheets workspace
allows you to register your time for the
week.

Mileage
Favorites
Absence
Purchase Orders

You can also specify details, such as the i
relevant Job or Task, and a Description. 500

102... Boeing-Ch... Consulting Consultings... Testingand ... 2:00 2:00
Employee Self Service
Employee Information
Approval Center
Absence Approval v
Allowance Approval | »
+ Add Time Sheet Line Total 200 200 200 24:00
Fixed B:00 200 800 E00 B0 40:00
Job Reports Balance 200 200 16...

Management Reports Invoiceable
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Step 3: Navigate iAccess.
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Daily Time Sheets

Weekly Time Sheets
Daily Time Sheets
Expenses

5/16

SeanWilllams 1132

A BT
WORITE

Mileage

(5L

Favorites
Absence

Purchase Orders

ATET

Employee Self Service

Employee Information

Approval Center
Absence Approval

Allowance Approval

+ Add Time Sheet Line

Job Reports

Management Reports

<[5 »

The Daily Time Sheets workspace allows
you to register daily time and specify details

similar to those in the Weekly Time Sheets kil
workspace. @ Due
A SCRIPT 4

1020007  Soeing-Changeman... Consulti... 6:00 y
0003 w  TLX-PDM-QA ¥ |Syst. ¥ 2:00 :

Total £:00 N

Fixed 8:00

Balance

Invoiceable 2:00
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Step 3: Navigate iAccess.

= Deltek IAccess

Weekly Time Sheets
Daily Time Sheets
Expenses

Mileage

Favorites

Absence

Purchase Orders
Employee Self Service

Employee Information

Approval Center
Absence Approval

Allowance Approval

Job Reports

Management Reports

EXDEHSE‘S AL ¥ |us v 4 P+ NewExpense Sheet...

Submit | OtherActions »

The Expenses workspace lets you create
and register expenses you incur in relation to

UStrip
10700016

specific tasks or jobs.

Job: Automation Job 1010057
Employee: Sean Williams 1122 Total Amount: L5D 1,025.00 Settlement Status: None

Period: None

You can even attach receipts to expense

sheet lines.

REGISTRATIONS RECEIPTS

ENTRY FAV.. JOE  JOBNAME DESCRIFTION OUA UNITPRICE CUR... AMOUNT JUST. REC

5 & ¥ .. ¥ Automat, ¥ Hotel ¥ Hotel 100 USD 60000 .. ¥ USD 800.00 vl ©
CT 101... Automation... Meals Meals 7.00 JeD 50.00 USD 50 350.00

Cl 101... Automation.. Otherexpen... Miscellaneous 1.00 USD 75.00 USD UsD 75.00
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for Maconomy M”eage v v| 4 P +NewMileage Sheat...
0 Weekly Time Sheets . Revert | Submit | OtherActions v
, . . Customer Meeting :
Step 1: Overview of iAccess. Daily Time Sheets

S If you need to specifically file mileage-related
[RenTATm——TV X eNnses, the Mileage workspace lets you
create and register mileage sheets.

v Expenses

Mileage
Step 2: Log in to iAccess. Favorites

Employee: Sean Williams 1132

7 il REGISTRATIONS  DOCUMENTS
9 Purchase Orders ,: FAVORITE JOBNO. JOBNAME QUANT AMOUNT VEHICLE FROM 10 DOCU
Step 3: Navigate iAccess. i — =
P g Employee Self Service ... B v 10.. ¥ Metlife-Man... ¥ 2,00 USD 132 OwnCar v Home Office y, ¥
Employee Information /
8/15/18 1020008 ”'E'Z“?'-E--'-'!I".agé... 3.00 UsD 122 OwnCar Office 2 =

Approval Center You can also attach supporting documents to
Absence Approval your mileage sheet lines.
Allowance Approval
Job Reports ;

Management Reports

+ Add Mileage Sheet Line
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for Maconomy Favorites
0 Weekly Time Sheets cave. | Revert: | Edit
Step 1: Overview of iAccess. Daily Time Sheets

+ Ex o FRYURITE JUB WU JUE RAME AN ME sAFEival MILEADE ‘L

@ 5 Dunhill v v v

= Mileage

Step 2: Log in to iAccess. Favorites Travel Expenses 0002 Project IACCESS Travel airfare, taxi stc v v
v Absence Project IACCESS, Invoicing ... | 0002 v Froject IACCESS ¥  Invoicing on Account v v v :

9 Purchase Orders

Step 3: Navigate iAccess. Employee Self Service In the Favorites workspace, you can create
Employee Information and save combinations of project and task
information. You can then use these fields to
quickly fill out fields during time and
expense registration.

Approval Center
Absence Approval .

Allowance Approval + Add Favorite

Job Reports

Management Reports
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Step 3: Navigate iAccess.
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Absence <[ »

Weekly Time Sheets

_ 2018: 1/1/18 - 12/31/18
Daily Time Sheets Employee: Sean Williams 1132 Date Selected: 5/15/12
Expenses
MHEBE‘E ABSENCE REQUESTS ALLOWANCE REQUESTS PERIOD SUMMARY
Favorites
Absence ABSENCE  FRST ABSENCE. V \

Purchase Orders -
Employee Self Service

Employee Information = : ¢ : 00 rows:  &00 boun

Use the Absence workspace to create and
Approval Center submit absence requests for approval.

Absence Approval

You can also view your available and
Allowance Approval

booked absence time.

Job Reports

+ New Absence Reguest

Management Reports

3/1/18 v 200 310712 M v 0.00 56.00 Hours 56.00 Hours Vacation

[liness

v

=5
m
[

Days off

Edit
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Purchase Orders | & ~ v| 4 P 4 NewPurchase Order...

0 Weekly Time Sheets Mid Year Project Ssve | Revert | Submit | OtherActions w
Step 1: Overview of iAccess. :
P Daily Time Sheets igansod
v Expenses _ .
@ : Details Vendor Price
o Mileage Requisitioner: Light Yagami 0002 AT&T 1000 Currency: USD
Step 2: Log in to iAccess. i
Favorites Submitted by: None P.0. 20X 72314 Line Sum, Currency: 425.00
v Absence Apgved by Noos None Invoice Discount %: 0.00

9 Purchase Orders
Step 3: Navigate iAccess. Employee Self Service

Closed by: None 85062-8314 Inveice Discount, Currency: 0.00

Remarks: None Phoenix Expense % 0.00

Employee Information s
Pioy Mompany: Trifolium Consulting MY Inc. 10 Attention: //one Delivery Costs: 0.00

i: None Invoice Tax Sum: 0.00

The Purchase Orders workspace lets you Invoice Amount: 425,00
Approval Center create and maintain purchase orders.
Absence Approval

You can also attach supporting documents if
Allowance Approval PP 9

needed.
Job Reports 1020005 Exxon-G... Inveoicing.., LightYag... 5.00 75.00 75.00 Invoicing... Services g/21/18 B

Management Reports 1010057 ¥ Auto.. ¥ Reve.. ¥ |Light.. ¥ 1,00 50.00 50.00 Revenue... Miscellan...| 5/30... ;
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for Maconomy Employee Self Service
0 Weekly Time Sheets s
Step 1: Overview of iAccess. Daily Time Sheets Sean Williams
1132
v Expenses
(2] : Employment Address
Mileage Position: Froject Manager Orange Street 25
Step 2: Log in to iAccess. Favorites
Company: Trifolium Consulting NY Inc. 10

Use the tabs of the Employee Self Service

v Absence
9 Purchase Orders

Step 3: Navigate iAccess. Employee Self Service

A

Location: Management Consulting 1000

workspace to view and update your personal
data.

ployees

Emplovee Information Suparvisort Fuy Miflar: 049 Postal District: Srooklyn

Secretary: None Country: NY

Absence Approver: Nans Phone: None

Mobile: None

Approval Center
Absence Approval

Allowance Approval EMERGENCY CONTACTS

E-mail: SeanWilliams. FSOEMAILEpso.com

Job Reports

Management Reports

v v Anne...  Orang... ... % Br.. ¥ NY W &3457.. 48928._ anne...

Wife E
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Deltek IAccess

Weekly Time Sheets
Daily Time Sheets
Expenses

Mileage

Favorites

Absence

Purchase Orders
Employee Self Service

Employee Information

Approval Center
Absence Approval
Allowance Approval

Job Reports

Management Reports

Approval Center
ETs TiME skeeT Lngs D
13 1:::-{:....
illiams 13 1020...
illiams 18 1020...
Williams 18 1020...
zan Williams 13 1020...
Sean Williams 19 1020...
s Sean Williams 18 1020...
(s Sean Williams 12 1020...
s Sean Williams 1§ 1710

Boeingz - Change, .,

=08Ing - Lhange,

=rr Chanes
SO€INg - LNange..

Sank of Amenca. .

Bank of America.

Bank of Amenca...

Bank of Amenca.

AT&T - Genaral ¢

. Outs...
Outs..,
Custo...
Outs...
Proje...
Proje...
Proje...

Froje...

PIIF

The Approval Center Workspace allows you

to review approval items within iAccess.

Approve all

You can approve or reject registered time,
expenses, and other transactions and

records for which Approval Hierarchies are
set up in the Workspace Client.

Qutsourcing £:00 Hours v

Project planning 6:00 Hours ¥ Sub., b g

Project planning 2:00 Hours v Sub.. i i
Project planning 800 Hous ¥ Sub.. W ¥
Project planning 16:00 Hous v Sub b e

Praiert Manaee
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Weekly Time Sheets
Daily Time Sheets Illness: 5/9/18 -5/9/18

B33

Expenses
Status

Mrieage Submitted: Yes
Favorites
Absence

Purchase Orders

Approved: No

Absencas

5 Absence Type: Illnass
Employee Self Service »
Emplwee Information Duration: £.00 Hours
Working Days: 2.00 Hours
Remarks: None

Rejection Reason: /one

Approval Center
Absence Approval
Allowance Approval

Job Reports

Management Reports l

Absence Approval

Martin White 1001

Synchronized with Time Sheats:

AWNAITING AFFROVAL ¥ L J 4 b

“avert | Approve | Reject... | OtherActions w

Reopened: Mo

Rejected: No

First Day of Absence: 5/3/12 Last Day of Absence: 5/3/12

First Day is Half Day: No Last Dayis Half Day: No

Hours, First Day: 2.00 Hours Hours, Last Day: 2.00 Hours

The Absence Approval workspace allows

managers to easily approve or reject
absence requests for employees.
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Introduction to iAccess

for Maconomy Allowance Approval | @= v 4 b

o Ve LR s Karen Stabler 1013 seve | Revert | Approve.. | Reiect... | Edit
Step 1: Overview of iAccess. Daily Time Sheets

Time in Lieu: 16.00 Hours

v Expenses

Status

Mileage Submitted: No Approved: No Rejected: No
Step 2: Log in to iAccess. Favorites

Rejection Reason: /ons

v Absence
9 Purchase Orders

Step 3: Navigate iAccess. Employee Self Service

Allowance Request
Entry Date: 5/15/18 Absence Type: Time in Lieu Number of Days: 16.00 Hourz

: Reason: Worked durning the weekend
Employee Information

Approval Center

Absence Approval :
Managers can also approve or reject

employee absence allowance requests. You

Allowance Approval

can do this through the Allowance
Approval workspace.

Job Reports

Management Reports
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0 Weekly Time Sheets
Step 1: Overview of iAccess. Daily Time Sheets

v Expenses

= Mileage
Step 2: Log in to iAccess. Favorites

v Absence
9 Purchase Orders

Step 3: Navigate iAccess. Employee Self Service

Employee Information

Approval Center
Absence Approval
Allowance Approval

Job Reports

Management Reports

Job Reports

3

[
(s

[sd

*
=
(s
(s
(s

[sd

Job Profitability Summary

Job Profitability Budget

Job Profitability Budget, by Tazk
Job Profitability Comparison
Job Profitability Periodic

Job Profitability Transactions
Job Budget to Actuals YTD

Job Budget to Actuals, by Tas
Job Status, by Task & Employee
WIP Aging

Revenue Analysis /

34

The Reports section consists of BPM reports
grouped by category. This enables you to

easily access reports used by your company.

The Job Reports workspace is a list of

reports you can view and use.
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Weekly Time Sheets
Daily Time Sheets
Expenses

Mileage

Favorites

Absence

Purchase Orders
Employee Self Service

Employee Information

Approval Center
Absence Approval

Allowance Approval

Job Reports

Management Reports

Management Reports

™ Utilization, by Employee

™ Realization, by Employee

(2 Realization, by Account Manager

[P Job Profitability Summary, by Job
™ Customer Profitability, by Customer
(™ AR Aging

™ Profit and Loss

(® Profit and Loss, by Dimension

The Management Reports workspace is a
list of reports that Managers can use to

review employee and job statistics and
utilization.
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Weekly Time Sheets
Daily Time Sheets
Expenses

Mileage

Favorites

Absence

Purchase Orders
Employee Self Service

Employee Information

Approval Center
Absence Approval
Allowance Approval

Job Reports

Management Reports

Weekly Time Sheets < is) »

Week 20: 5/14/18 - 5/20/18

Sean Williams 1132

This concludes the

Introduction to iIAccess for Maconomy
Quick Steps Procedure.

{

+ Add Time Sheet Line Total 800 800 200
Fixed 200 200 200 200 2:00
Balance -2:00  -2:00
Invoiceable &:00 800 200

u ? &

Submit | OtherActionz w

8:00
8:.00

2:00

24:00
40:00
-16...

200
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