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Overview of Quick Steps

Click the numbered circles on the left to move to the
first step in each phase.

Click Next to proceed through each step and
sub-step.

Best viewed in IE or Adobe PDF Reader.
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The Workspace Client is the Maconomy desktop client.

It is a system consisting of modules, organized
hierarchically around a:

Workspaces

e Business entity (such as a customer)

* Role (such as a project manager)

* Process (such as financial reporting

Filters

Actions

Wizards

‘ Exit Maconomy \




Intro to Workspace Client To log in to Maconomy:

Log in to Maconomy }

Modules

A
Enter your User Name and
Password.

Note: If your organization
Password uses MFA, you must also

Language | enter an authorization code.
Server Configuration \T

Workspaces

B
Filters Select the language
yOU want the SyStem User name Administrator
tO use. Password 7.000..1}.

Actions C Language |English (United States) -

Click Login.

Wizards

Exit Maconomy
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Workspace modules display
according to your role and
access.

Each module contains one or
more workspaces designed for
specific tasks.

i B To-Dos

1 Submit Expense Sheet (1)
= Submit Time Sheet (1)
21 Submit Mileage Sheet (1)
» I Job Exceeds Budget (1)
= Time Sheet not Created (5)

21 Vendor invoices without responsible (1)

Click a module to view
available workspaces.
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’1 Deltek Maconomy - Administrator
File Edit Window Help

1 Time & Expenses | U Jobs |mﬂ|‘

g ) Workspace Client IE
o [ |
Search menu
& cRm =
»l Jobs

1 Blanket Invoicing

=i Job Invoices

1 Job Administration
= Job Entries

i Batch Invoicing

%) Time & Expenses
I'. Reporting

3‘. Human Resources
] General Ledger

T2 Assets

a Accounts Receivable
"L Finance Budgets

a Accounts Payable
- o ~
a To-Dosl

>

» 1 Vendor invoices without responsible (1)
» 1 Submit Expense Sheet (1)

» @ Submit Time Sheet (1)

> 1 Submit Mileage Sheet (1)

> 11 Job Exceeds Budget (1)

» @ Time Sheet not Created (5)

» 1l New Job (1)

B—udgetiNJobMivities | Progress Evaluation

Inveicing ‘ Closing | Lookup Reports | Setup

Overview | Information

tomer Information | Tasks ‘ Employees  Subjobs | Prices Documents  Inveice Preparation | @

To close, click the X on the .

workspace tab.

Current Budaet
400,000 0 Budget Details
300,000 Billing Price
200,000 .
100,000 . Actuals Cost Price

Current Budget

1 o S
Contract  Actuals

0 Invoice
Aporoved Time

Hours Registered 319,70 [Last Invoice

Open Billing Price, Time 287,50000 NOK  Invoiced, Total
Open Cost Price, Time
Billing Price Registered, Time  319,700.00 NOK  Contracted Value

ost Price Registered, Time 159,850.00 NOK

Currencv

Base Currency

000 MOk~ Currency
Invoice Currency

0.00 NOK

0.00 NOK

0.00 NOK

click it in the menu.

Workspaces

143,75000 Nok,_ Billing Price Up/Down, Total

To open a workspace, double-

Profitabilitv
ka Job Profitability
1,000.00 NOK  Revenue Recognized, Total
850.00 NOK  Gross Margin, Invoiced
15.00 Gross Margin Percenta...
Markup Percentage, In...
A/R. This Job Onlv (Incl. Tax)
3/12/2021 b A/R Transactions
34,808.70 NOK  Customer Balance
0.00 NOK  Customer Balance Due
0.00 NOK
Job Dates
Start Date
MNOK  Estimated Ending Date
Work Completed On

322,308.70 NOK
16,100.00 NOK
46.25

86.06

43,510.88 NOK
43,510.88 NOK

You can open several workspaces
simultaneously.

You can also open the same
workspace more than once. This is
useful, for example, when you work
with a number of jobs at the same
time.

*

Deltek e
* Show Filter List
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o Time & Expenses = Absence 1 Absence Approval 4

Employees | Monthly Overview = Absence Requests | Allowance Requests || “mm— EClIO
IOW.

Absence I"F

“ 4 . w Leaend Vacation Period

MTWTFSS

12
3456789
10111213141516
171819 2021)22 23
24252627 282930
3

Open hea,
Submitted Period

S8
Approved  Time Unit Tab
Rejected

Overlap Absence Information for Period

Allowance Carried Forward Available Booked

Emplovee Information
Employee

Supervisor

Secretary

Absence Approver

Available Time
Today Selected Date

Deltek &oee

@ Show Filter List

M

Search Filter

Sliding Panel

SN

Now showing: 0 results

First Day of

, Duration

Working Last Day of Absence

Absence Time

Absence

Type

Tirme Unit

Temporary Remarks

Submitted Submitted by

Absence Requests | Allowance Requests Year Overview | Teamn Overview | Allowance HishDry Iu" © New Absence Request # Submit Absence 7] Reopen Absence @ Delete Absence Calendar Line
: election pen uDm PRI Je

Approved  Approved by

Q@

Actions

Wizards

18/
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Anatomy of a Workspace

T

No of results to show: 25 1
Rejected Rejected by
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i Time & Expenses

Employees | Monthly Overview

Abseno&l
MTWTFSS
12

34567829
10111213 141516
17181920[21)22 23

24252627282930
e

Leaend

1 Absence

=1 Absence Approval x

Absence Requests | Allowance Requests I

Vacation Period

Open Name
Submitted Period
Approved  Time Unit
Rejected

Overlap Absence Information for Period

Allowance Carried Forward Available Booked

Absence Approver

Available Time
Today Selected Date

Request Details | =

Deltek &

Absence
First Day of Absence

Now showing: 0 results

First Day of
Absence

. Duration

y:]

ow: '®) Selection ) Open '_’ Submitted '_J Approved |_) Rejected ' _J All

Working Last Day of Absence
Time Absence Type

Time Unit

Navigating a Workspace

Temporary Remarks

l_ﬁbsence Requests | Allowance Requests  Year Overview | Team Overview | Allowance History u‘" © New Absence Request & ¢ Duration

Working Time

Last Day of Absence

Absence Type
First Day is Half Day
Last Day is Half Day
Temporary

Rermarks

Synchronized with Tim...

Time Unit

Hours, First Day

Hours, Last Day

Status

Submitted

Approved

Rejected

Reopened

No
No
No

= Rhow Filter List

v -

Click the arrow to
expand or collapse
the filter.

Click the arrow to
expand or collapse
sliding panels.

Use the panel to edit
or review data.
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Search menu 1

s U
~

Time & Expenses

L1 Time & Expenses

= Time

= Express Purchase Orders
[ Purchase Orders

= Supervisor Time 8 Expen:
& Project Manager Approva
= Time Sheet Audit

= Absence

= Absence Approval

= Absence Administration
= Approval Center

S 41 hd

@ To-Dos

-
[N

» W Vendor invoices without resg
= Submit Expense Sheet (1)
= Submit Time Sheet (1)

= Submit Mileage Sheet (1)
= Job Exceeds Budget (1)

= Time Sheet not Created (4)
= New Job (7)

R

Wizards

18/
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2 = |EI Time & Expenses l ’ = Time *

Delte

Know more
Domore™

Mileage ‘ Favorites ‘ Reports ‘

Show: PH Expense (10700005) Sean Williams

Expense Sheet

u"4 [5] @ & 4 Submit ¥ Reopen [ Copy

For example, to add an Expense document,

Expense Sheet

Exp
Job

ense Sheet

Employee
Total Amount 5

Registrations I Documents l ¢ 9 [£) 2° ® Update [# Fxport B Show ® Lock @ Un

PH Expense

Currency project

Sean Williams (101)
0.00 NOK

Period navigate through the following areas:
10700005 Period
1020003 .
Status Time & Expenses [module]
Submitted .
Time & Expenses [workspace]
Approved

Expenses [section]
Expense Sheet [tab]

a

B Wi =

Document Name

Document Type

DeltekMaconomyBPM... Adobe Acrobat

Official Receipt.pdf

Official Receipt_2.pdf
Official Receipt_3.pdf

Adobe Acrobat
Adobe Acrobat
Adobe Acrabat

Document  Locked
Size (Bytes)

8428762
55283
55283
55283

Navigating a Workspace

Example

L . Documents [sub-tab]
O 1 1/11/2022
L] 1 1/12/2022
O 1 1/12/2022

This type of sequence appears in Maconomy
documentation in the format:

Time & Expenses » Time & Expenses » Expenses »
Expense Sheet » Documents

~ « + & Show Filter List

~
0.99
0.00 NOK o
¥ O
Changed by

Administrator
Administrator
Administrator

Administrator
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& Time & Expenses = ‘ HJobs x

» Show Filter List E\
|
Iose Filter List

Job List | «* &1 ©@ New Job & Copy Job € Import

lhow: ® My Open Jobs () All My Jobs (O Department Jobs () Open Jobs () Invoicing (U All Jobs () Responsible I

No of results to show: 25 ~

ow showing 1 - 16 of 16 results << Prev Next ==

Job No. Job Name Customer Location Project Project Manager Name Fixed Price, Hou... Reg. Cost, Base  Reg. Billipg,
Manager No. Currency,
w LA | SRS 0.00NOK|319... 162,45870NOK| 32308.7¢

a
1

2 1020000-01 sub

3 1020001 WSC consul
4 1020002 iAccess copfsultancy
5 1020003 Curren
6
7
8
9

A
Cap Gemini NOK  0.00 0.00 NOK 0.0
WSC Contact Co ciect a fadio 0ggle the arrow to Show o NOK 0.00  2,000.00NOK / 2,000.0¢
ccess Customer [ sl RS B.S 0se the € NOK 90.00  55,000.00 NOK 100,000.0¢

project WS8Customer W0 uUSD 1.00 50.00 NOK
1020007 1010 101 Sean Williams 0.00§
1020008 1010 101 Sean Williams Wl Control the number of
1020009 Cap Gem Sean Williams Wl items to display
1020010 Endre litt pa rapporter Test kont, Job Job Name Sean Williams 0.00
0 1020011 D Cap Gem| Sean Williams 0.00 NOK 0.00 0.00 NOK 0.0¢
Use the text fields to Klarna "~ consul Sean Williams 0.00 NOK 0.00 0.00 NOK 0.00
search for specific Klarna ‘1020000 Cersiling] Sean Wfllfams 0.00 NOK 0.00 0.00 NOK 0.00
information Klarna ~TOTO TOT Sean Williams 0.00 NOK 0.00 0.00 NOK 0.00
1 St 100 e T Interkunde firma 10 1010 101 Sean Williams 0.00 NOK 0.00 0.00 NOK 0.00
15 Intern101 Ferie og fravaer Interkunde firma 10 1010 101 Sean Williams 0.00 NOK 7.50 3,750.00 NOK 0.00
16 Intern102 Justering flex/ferie Interkunde firma 10 1010 101 Sean Williams 0.00 NOK 0.00 0.00 NOK 0.00

Filters Each workspace has one or more Filter Lists.
Double-click on a row to view detail or edit.
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iVAlIPH Expense (10700005) Sean Williams

Deltek koo

Intro to Workspace Client

Favorites Reports

v« » @ Show Filter List

Expense Sheet] > © [ @ & & Submit ¥ Reopen &

Copy

—

g Expense Sheet Period ~
_ Expense Sheet PH Expense 10700005 Period 1/3 - - Actions are generally buttons
Log in to Maconomy 5
Job Currency project 1020003 Status on the toolbar on tabs and
Employee Sean Williams (101) Submitted - sub-tabs.
9 Total Amount 0.00 NOK Approved =
Modules - - - f

They are also available in
Registrations Documentsl W 9 1 8?sf2® ¢ B & + Create favorite I Attach Document to Line ¥ View Document =J I some filter and dropdown lists.

Row Height Fit to content ~ B
9 Entry Date Favorite Job Name Customer Name Task Description Description Refe... Qu
Workspaces
1 11/7/2022 ~|Currency ... ~ Currency project WSC Customer Hotell ~ Hotell

@

B

_ Actions help you perform a task.
Filters

To use an action, click on it.

Actions

Wizards
(8] ; ]
ex
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& Time & Expenses » | @ Time x| = Absence Approval * | @ Jobs x| @ *Work Orders x Deltek &
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Work Order List | & Iilo New Work Orderl # Close Filter L

Show: (® My Open Work Orders () All M ] % s () Invoicing () All Wo Wizards are often triggered by A

” Create Work Order .
actions.

Now showing: 0 results << Prev Next ==

Job No. Customer New Work Order

. In this example, when you click
Log in to Maconomy 0. , /

the +New Work Order action,
the Create Work Order wizard
displays to guide you through

o
A
D

Work Order Na... <= i
Modules the steps.
Select Tembplate
Template v * Complete the fields and click
9 ) Create.
Details
Workspaces Customer . .
Company * : :
(5 L neation . . v Wizards are special pop-up
_ windows that help you perform
Filters a specific task in Maconomy.
6 Create Cancel Wizards combine steps in a
Actions seguence to guide you

through a task both common

Wizards

@ r<

Exit Maconomy




bl Deltek Maconomy - Administrator

- X
o File Edit Window Help
Change Password 1| = Time & Expenses  x Deltek ssne
Intro to Workspace Client Restart
- 1 Time Mileage Favorites Reports
i
g ————p— |l [ Expense (10700005) Sean Williams * =+  Show Filter List
i Jobs se Sheet ‘ ¢ 4 [ @ & & Submit F# Reopen B Copy
Log in to Maconomy @) Time & Expenses Expense Sh Period Exchanae Rate ~
Expense Sheet PH Expense 10700005 Period 1/3/2022 v - 1/7/2022 ~  Currency DKK e
- Time & Ex| _
—— Job 1020003 Exchange Rate 099
9 8 Time Status
= Express Purchase Orders Employee Submitted - Total
Modules = Purchase Orders Total Amount Approved - Total Amount 0.00 NOK
= Supervisor Time & Expen: I —
= Project Manager Approva J Registrations | Documents | < © &8s =+ § # te favorite 1 Attach Document to Line ¥ View Document T v a
9  Time Sheet Audit Row Height Fit to content -3
= Absence Entry Date  Favorite Job Name Customer Name Task Description Description Expense Justification Refe... Qu
Workspaces = Absence Approval 9
Sk fdminicteat 1 11/7/2022 ~|Currency ... ~ Currency project WSC Customer
@ To-Dos
6 < Select File » Exit.
Filters » @ Vendor invoices without resp
> & Submit Expense Sheet (1) -
+ @ Submit Time Sheet (1] The system automatically
6 » & Submit Mileage Sheet (1) |0gS you out.
> & Job Exceeds Budget (1)
Actions > @ Time Sheet not Created (4)
> @ New Job (6)
0 Exit Maconomy when done.
Wizards
: < >

Exit Maconomy
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