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Introduction to iAccess
for Maconomy

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.

Begin

Step 2: Log into iAccess.

2

Best viewed in IE or Adobe PDF Reader.

Step 1: Overview of iAccess.
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Step 3: Navigate iAccess.

3

Introduction to iAccess
for Maconomy

Step 2: Log in to iAccess.

Step 1: Overview of iAccess.

1

Step 3: Navigate iAccess.

2

3



Introduction to iAccess
for Maconomy

Step 2: Log in to iAccess.

Step 1: Overview of iAccess.

1

Step 3: Navigate iAccess.

iAccess is a browser-based application 
designed for streamlined access to time 

and expense activities, absence 
management, purchase orders, employee 

information, approvals, and reports.
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The user interface is based on the concepts 
of the Deltek Maconomy product.



Introduction to iAccess
for Maconomy

Step 2: Log in to iAccess.

Step 1: Overview of iAccess.
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Step 3: Navigate iAccess.

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

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.
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Step 2: Log in to iAccess.
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Step 1: Get overview of iAccess
for Maconomy.

1

Step 3: Navigate iAccess.

Enter your username.
A

To log in to iAccess for Maconomy:

3

Enter your password.

B

Click Login.
C
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Step 1: Overview of iAccess.
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Step 3: Navigate iAccess.
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The iAccess workspace menu is divided into 
three sections: 

SELF SERVICE

B

C

A
2
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1

Step 3: Navigate iAccess.
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To navigate to a workspace, simply click the 
Workspace Name in the menu.
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Step 3: Navigate iAccess.
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The Weekly Time Sheets workspace 
allows you to register your time for the 
week.

You can also specify details, such as the 
relevant Job or Task, and a Description.
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Step 3: Navigate iAccess.
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The Daily Time Sheets workspace allows 
you to register daily time and specify details 
similar to those in the Weekly Time Sheets 
workspace.
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Step 1: Overview of iAccess.

1

Step 3: Navigate iAccess.

3

The Expenses workspace lets you create 
and register expenses you incur in relation to 
specific tasks or jobs.

You can even attach receipts to expense 
sheet lines.
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Step 1: Overview of iAccess.
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Step 3: Navigate iAccess.
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If you need to specifically file mileage-related 
expenses, the Mileage workspace lets you 
create and register mileage sheets.

You can also attach supporting documents to 
your mileage sheet lines. 
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Step 3: Navigate iAccess.
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In the Favorites workspace, you can create 
and save combinations of project and task 
information. You can then use these fields to 
quickly fill out fields during time and 
expense registration. 
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Step 1: Overview of iAccess.
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Step 3: Navigate iAccess.
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Use the Absence workspace to create and 
submit absence requests for approval.

You can also view your available and 
booked absence time.
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Step 2: Log in to iAccess.

Step 1: Overview of iAccess.

1

Step 3: Navigate iAccess.

3

The Purchase Orders workspace lets you 
create and maintain purchase orders.

You can also attach supporting documents if 
needed.
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Step 2: Log in to iAccess.

Step 1: Overview of iAccess.

1

Step 3: Navigate iAccess.

3
Use the tabs of the Employee Self Service 
workspace to view and update your personal 
data.
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Step 1: Overview of iAccess.
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Step 3: Navigate iAccess.

3

The Approval Center Workspace allows you 
to review approval items within iAccess.

You can approve or reject registered time, 
expenses, and other transactions and 
records for which Approval Hierarchies are 
set up in the Workspace Client.
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Step 2: Log in to iAccess.

Step 1: Overview of iAccess.

1

Step 3: Navigate iAccess.

3

The Absence Approval workspace allows 
managers to easily approve or reject 
absence requests for employees.
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Step 1: Overview of iAccess.

1

Step 3: Navigate iAccess.

3

Managers can also approve or reject 
employee absence allowance requests. You 
can do this through the Allowance 
Approval workspace.
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Step 2: Log in to iAccess.

Step 1: Overview of iAccess.

1

Step 3: Navigate iAccess.

3

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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Step 2: Log in to iAccess.

Step 1: Overview of iAccess.

1

Step 3: Navigate iAccess.

3

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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Step 2: Log in to iAccess.

Step 1: Overview of iAccess.

1

Step 3: Navigate iAccess.

This concludes the 
Introduction to iAccess for Maconomy

Quick Steps Procedure.
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