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Per Diem IA workspace in iAccess and WSC
Quick Steps



Per Diem IA workspace
in iAccess and WSC

Step 1: Create a per diem sheet
in iAccess.

v

2

Step 2: Reopen a per diem sheet
in iAccess.

v

(3

Step 3: Create a per diem sheet
in the Workspace Client.

v

4/

Step 4: Reopen a per diem sheet
in the Workspace Client.

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.



Per Diem IA workspace
in iAccess and WSC

Step 1: Create a per diem sheet
in iAccess.

12

Step 2: Reopen a per diem sheet
in iAccess.

v

Step 3: Create a per diem sheet
in the Workspace Client.

v

Step 4: Reopen a per diem sheet
in the Workspace Client.

= Deltek i1Access

Weekly Time Sheets
Daily Time Sheets
My Plan

Expenses

Mileage

Per Diem

rdvuliLles

Absence

Time Sheet Overview

Team Absence Overview

Approval Center
Absence Approval

Allowance Approval

Jobs
Draft Invoices

Job Invoices

JobReports

Customers
Customer Invoicing
Collections

Customer Reports

Per Diem | MvOpenperDiem sh... v

February Per Diem
10700016

Total Amount

SEK 480.00
Under the Self Service menu,
go to the Per Diem workspace.
Favorite Job No. Country Start Date Started Closing Date Finished Breakfast
¥ 1020011 ¥ Sverige v 8 rooam @ 202 O sooen @ 200
1020011 Sverige 221/22 T:00AM 22322 &:00PM 2.00

To create a per diem sheet in iAccess:

Revert | Subm 7‘ Other Actions v

B Submitted

Dinner Nights NumberOfDays Reimbursement  Line Z@oed g

1.00 2.00 168.00

2.00 3.00 312.00

Click + New Per Diem Sheet

to open the Create Per Diem
window.

Follow the steps on the next slide to

continue creating a per diem sheet.

v+ Add Per Diem Sheet Line



Per Diem IA workspace
in iAccess and WSC

Step 1: Create a per diem sheet
in iAccess.

12

Step 2: Reopen a per diem sheet
in iAccess.

v

©

Step 3: Create a per diem sheet
in the Workspace Client.

v

4]

Step 4: Reopen a per diem sheet
in the Workspace Client.

Weekly Time Sheets
Daily Time Sheets
My Plan

Expenses

Mileage

Per Diem

Favorites

Absence

Time Sheet Overview

Team Absence Overview

Approval Center
Absence Approval

Allowance Approval

Jobs
Draft Invoices
Job Invoices

Job Reports

Customers
Customer Invoicing

Collections

Customer Reports

Per Dlem My Open Per Diem Sh... ¥

February Per Diem
10700016

Job
Test CRF 1020011

Employee
James Grotto 107

REGISTRATIONS
—

Favorite Job No.

¥ 1020011

1020011

~ + Add Per Diem Sheet Line

Country

¥ Sverige

Sverige

Create Per Diem Sheet

Per Diem

Employee

James Grotto ¥ o A

Description

March| Per Diem

FstCRF ¥ 1020011 v
vy O o O 22 O som © 2.00
2/21/22 T:00AM 2/23/22 8:00 PM 3.00

iAccess closes the Create Per Diem Sheet window
and displays the new per diem on the screen.

+ New Per Diem Sheet ,E

Save | Revert | Submit | OtherActions w

Enter a description for the per

diem.

If all lines on the Per Diem
sheet are for the same job,
use the job name and

number search fields to
locate that job. Otherwise,
you may leave these fields
blank.

Click Create.

Follow the steps on the next slide to
continue creating a per diem sheet.

Submitted



Per Diem IA workspace
in iAccess and WSC

Step 1: Create a per diem sheet
in iAccess.

12

Step 2: Reopen a per diem sheet
in iAccess.

v

Step 3: Create a per diem sheet
in the Workspace Client.

v

Step 4: Reopen a per diem sheet
in the Workspace Client.

= Deltek iAccess

s

Weekly Time Sheets March Per Diem . ) _
Daily Time Sheets 10700017 Now, enter individual trip entries in the

My Plan Job lines under the Registrations tab.

Test CRF 1020011
Expenses

Employee
Mileage James Grotto 107
Per Diem REGISTRATIONS
—
Favorites
Absence
Favorite Job No. Country Start Date Started Closing Date Finished Breakfast Lunch Dinner Nights MumberOfDays Reimbursement  Line Zeroed

¥ 1020011 ¥ Sverige B zooam @ 32

v 3

]

&) s:00PM

1.00 0.00 0.00 0.00

Time Sheet Overview

Team Absence Overview

Enter the time your
trip started.

Approval Center

Absence Approval Click + Add Per Diem Enter the country Enter your trip start
Allowance Approval Sheet Line to start a where the trip date.
trip entry. took place.

Jobs
Draft Invoices
Job Invoices

Job Reports

Customers

Customer Invoicing Follow the steps on the next slide to
Collections continue filling out your trip entry.

Customer Reports

Per Diem | tyopenperDiemsh... v v.4 .. ) + New Per Diem Sheet

Save ‘ Revert | Submit ‘ Other Actions v

Open




Per Diem IA workspace
in iAccess and WSC
Weekly Time Sheets

o Daily Time Sheets

Step 1: Create a per diem sheet My Plan

in iAccess. Expenses
Mileage

Per Diem

g Favorites
Step 2: Reopen a per diem sheet Absence
in iIAccess.

v

9 Time Sheet Qverview

. Team Absence Overview
Step 3: Create a per diem sheet
in the Workspace Client.

+ Approval Center

e Absence Approval

Step 4: Reopen a per diem sheet AR
in the Workspace Client.

Jobs
Draft Invoices
Job Invoices

JobReports

Customers

Customer Invoicing

Collections

Customer Reports

HERIIERI oo pxben vd4 ..o + New Per Diem Shest &=

March Per Diem Save | Revert ‘ Submit | Other Actions v

10700017 Open
Job Total Amount

Test CRF 1020011 SEK0.00

Employee

James Grotto 107

REGISTRATIONS

—

Favorite Job No. Country Start Date Started Closing Date Finished Breakfast Lunch Dinner Nights NumberOfDays Reimbursement  Line Zeroed g
0.00 0.00 0.00 ] -

¥ 1020011 Y Sverige v oy O oA Qg B s ©®

In the Breakfast,
Lunch, and

In the Nights field,
specify the

Enter your trip Enter the time the
end date. trip ended.
Dinner fields,
specify the
number of meals
to be deducted
from the total
allowance.

number of nights
to be deducted
from the
allowance.

Follow the steps on the next slide to

continue filling out your trip entry.




= Deltek iAccess

Per Diem IA workspace
in iAccess and WSC

Per Diem | wopenperDiemst... v v.4 .. + New Per Diem Shest &=

Save |I(evert ‘ Submit l§ Other Actions v

‘ Open

Weekly Time Sheets March Per Diem
o Daily Time Sheets 10700017

Job

. i My Pl .
S Cr?at.e S R S P ! a_n Test CRF 1020011 click Save or press
in iAccess. Expenses S ENTER.

Mileage James Grotto 107

To save the trip entry line,

g Per Diem REGISTRATIONS
Favorites - 0
Step 2: Reopen a per diem sheet Absence Repeat steps on slides 5 — 7 for each
in iACCGSS_ Favorite Job No. Country Start Date Started Closin) JOb_COu ntry Com b|nat|on for your per y: Reimbursement  Liffe Zeroed ]
* ¥ 1020011 Y Sverige v oy B aoam O 347 dlem Sheet. 0.00 ] -

9 Time Sheet Overview

Step 3: Create a per diem sheet JeamASSEnCEOvEnEw
in the Workspace Client.

+ Approval Center
Absence Approval Once done, click Submit to
Step 4: Reopen a per diem sheet Allowance Approval submit your per diem sheet

in the Workspace Client. for approval.

Jobs
Draft Invoices
Job Invoices

Job Reports

Customers

Customer Invoicing

Collections

Customer Reports %



Per Diem IA workspace
in iAccess and WSC

Step 1: Create a per diem sheet
in iAccess.

v

Step 2: Reopen a per diem sheet
in iAccess.

Step 3: Create a per diem sheet
in the Workspace Client.

v

Step 4: Reopen a per diem sheet
in the Workspace Client.

Weekly Time Sheets
Daily Time Sheets
My Plan

Expenses

Mileage

Per Diem

FdavoriLes

Absence

Time Sheet Overview

Team Absence Overview

Approval Center
Absence Approval

Allowance Approval

Jobs
Draft Invoices
Job Invoices

Job Reports

Customers
Customer Invoicing
Collections

Customer Reports

PerDiemI My Per Diem Sheets v v l 202 p

+ New Per Diem Shest 1=

February Per Diem

To reopen a per diem sheet in iAccess:

Under the Self Service menu,
go to the Per Diem workspace.

1020011

Sverige

v+ Add Per Diem Sheet Line

y| T:00AM

Total Amfunt
SEK 420800

Started Closing Date Finished Breakfast Lunch Dinner

® ywm O zwoen @ 2.00 200 2.00

T:00AM 27312 2:00PM 3.00 3.00 3.00

Use the search field and
search filter to look for the
per diem sheet you want to
reopen.

Click Other Actions »
Edit to open edit
mode. Edit the sheet
as needed.

bmit | Other Actions v

Print ‘

Nights jfimber OfDays Reimbursement  Line Zeroed e

2.00 168.00 :

3.00 312.00

Click Other Actions »
Reopen.



Per Diem IA workspace
in iAccess and WSC

Step 1: Create a per diem sheet
in iAccess.

v

2)

Step 2: Reopen a per diem sheet
in iAccess.

©

Step 3: Create a per diem sheet
in the Workspace Client.

v

o

Step 4: Reopen a per diem sheet
in the Workspace Client.

= Deltek i1Access

Per Diem | My Perbiem sheets v

Weekly Time Sheefs February Per Diem
Daily Time Sheets .
10700016
My Plan
Job
Expenses
Test CRF
Mileage
Employes
Per Diem James Grotto
Favorites
REGISTRATIONS
Absence
Favorite Job No. Country
Time Sheet Overview v 020011 Y Sverige

Team Absence Overview )
1020011 Sverige

Approval Center
Absence Approval

Allowance Approval

Jobs
Draft Invoices
Job Invoices

Job Reports

Customers
Customer Invoicing

Collections + % Add Per Diem Sheet Line

v 4 202 p + New Per Diem Sheet t=m
Cancel |
480.00
Lunch Dinner 4 Bumber Of Days  Reimbursement  Line Zeroed
200 2.00
200 200 I Once done editing,

click Save to save
your changes and
close edit mode.

You can then go on to resubmit the
per diem sheet for approval.




’} Deltek Macenomy - Administrator
File Edit Window Help To create a per diem sheet in the

Workspace Client: Deltek

Per Diem IA workspace
in iAccess and WSC

Step 1: Create a per diem sheet
in iAccess.

v

12

Step 2: Reopen a per diem sheet
in iAccess.

;
(3)

Step 3: Create a per diem sheet )
in the Workspace Client. e D Sheet In the List of Per Diem Total

Per Di Sh . . . Total Al
sr Diem sheet Sheets filter list, click + New stal Ameunt

Job Per Diem Sheet to open the
. Status Create Per Diem window.
Step 4: Reopen a per diem sheet
in the Workspace Client.

Time & Expenses X

TIME EXPENSES MILEAGE PER DIEM FAVO] A

LIST OF PER DIEM SHEETS (0 Ii| ﬂ Mew Per Diem Sheet GO to the Time & Expenses # Close Filter List
I I workspace and open the Per

Show: (®) My Open Per Diem Sheets () All My Per Didh Sheets () Open Per Diem SheetiSS DI gal=leli (o) a0l i1z -
workspace.

Mow showing: O results << Prew Mest = Mo of results to show: 25 =

Employee Name Total Created Submitted Approved Fully Settlement Remarks 1

Per Diem Description Efployee
. Amount Approved  Status

Sheet Mo.
o,

- -

<

PER DIEM SHEET

Submitted
Approved

Remarks

Settlernent Status

REGISTRATIONS

. Favorite Job Mo, Country Start Date Started Finish Date Finished Breakfast Lunch Dinner Mights Reimbursement  Line
Zeroed

ha]
4 v O

Follow the steps on the next slide to
continue creating a per diem sheet.

~PER DIEM SHEET LINE DETAILS



Per Diem |IA workspace
in iAccess and WSC

Step 1: Create a per diem sheet
in iAccess.

v

12

Step 2: Reopen a per diem sheet
in iAccess.

v

3]

Step 3: Create a per diem sheet
in the Workspace Client.

o

Step 4: Reopen a per diem sheet
in the Workspace Client.

’} Deltek Maconomy - Administrator

File Edit Window Help

"Time & Expenses X

TIME

EXPENSES MILEAGE

PER|

W [] @) New Per Diem S

AF PER DIEM SHEETS

'} Create Per Diem Sheet

Per Diem Sheet

A new per diern sheet will be created

Enter a description of the per
diem.

PER DIEM SHEET "

Per Diem Sheet
Per Diem Sheet
Job

Status

Empl@
Description

Job

107

| February 17 Per Diem

Amazon Sonett

1020010

Submitted

Approved

Rermarks

e |

Cancel

Settlement Status

REGISTRATIONS ¢

Job No.

. Favorite Country Start Date

Started

Finich Date

Finiched

Breakfast

Lunch

If all lines on the Per Diem
sheet are for the same job,
use the job name and
number search fields to
locate that job. Otherwise,
you may leave these fields
blank.

Click Create.

The application closes
the window and displays
information you entered
on the Per Diem tab.

Mights Reimbursement  Line

Follow the steps on the next slide to
enter trip entries for your per diem.

+ PER DIEM SHEET LINE DETAILS



Per Diem |IA workspace
in iAccess and WSC

Step 1: Create a per diem sheet
in iAccess.

v

12

Step 2: Reopen a per diem sheet
in iAccess.

v

3]

Step 3: Create a per diem sheet

in the Workspace Client.

o

Step 4: Reopen a per diem sheet
in the Workspace Client.

’1 Deltek Maconomy - Administrator
File Edit Window Help

“Time & Expenses X

TIME EXPENSES MILEAGE PER DIEM FAVORITES

LIST OF PER DIEMSHEETS b ] €D New Per Diem Sheet

Now, enter individual trip entries in the

v Close Filter List

Show: (®) My Open Per Diemn Sheets () All My Per Diem Sheets (O lines under the RegiStrationS sub-tab.

Mow showing 1-1 of 1 results << Prew Fext ==

.H. -

Mo of results to show: 25
Per Diem Description

Employee Employes Name Total Created Submitted Approved Fully R Settlement Remarks 1
Amount Approved  Status
il eFiole £ = James Grotto 0.00 2/18/2022 AllowancesWsC
PD-1adD 10 A d D € >

- it H— Reopen v O
Per Diem Sheet Employee Total "
Per Diem Sheet February 17 Per Diem 10700016 Employee  James Grotto (107) Tetal Amount 0.00 SEK
lob 1020010
Status
Submitted I Enter the country where the . . .

, Enter your trip start date. Enter the time your trip started.

Approved - trlp took place. y p Yy p
Remarks

Settlement Jtatus

REGISTHATIONS 9 [5]

v O
o Favglite Job MNe. Country Start Date ished Breakfast Dinner Mights Reimbursement  Line
s Zeroed
1 v[1020010  °[Sverige  v[2/17/2022  ~|T.0000AM |2/18/2022 v |80G:00PM

0.00
Follow the steps on the next slide to
continue filling out your trip entry.

 PER DIEM SHEET LINE DETAILS




’1 Deltek Maconomy - Administrator

- O X
Per Diem IA workspace File Edit _ Window _Help
in iAccess and WSC Time & Expenses X i
0 TIME EXPENSES MILEAGE PER DIEM FAVORITES
Step 1: Create a per diem sheet LIST OF PER DIEMSHEETS ¢ =] €@ New Per Diem Sheet A Close Filter List
" IAiceSS. Show: (®) My Open Per Diem Sheets () All My Per Diemn Sheets (O Open Per Diemn Sheets () All Per Diemn Sheets W
g Mow showing 1-1 of 1 results << Prew Fext == Mo of results to show: 25 ~
Step 2: Reopen a per diem sheet o E:Lg?{;, Description II:Z‘Irslr_llog,fee Employes Name ;ria‘lmnt Created Submitted Approved ,'c:::-_.lgwed R gf:::]e:nent Remarks 1
in iAccess. - -
+ {'I 10700016 February 17 Per Diem 107 James Grotto 0.00 2/18/2022 AllowancesWsC ~
9 PERDIEMSHEET 0 9 [J] €3 B [§ Submit [# Reopen v O
Step 3: Create a per diem sheet Per Diem Sheet Employee Total o
in the Workspace Client. Per Diem Sheet February 17 Per Diem 10700016 Employee  James Grotto (107) Tetal Amount 0.00 SEK

ob Arnazon Sonett 1020010

(4] K

Step 4: Reopen a per diem sheet

L

: i Enter the time the trip In the Breakfast, Lunch, and Dinner fields, specify
in the Workspace Client. er yo D end date
ended. the number of meals to be deducted from the total
allowance.
Settlement Status
L
REGISTRATIONS ® [&] v O
. Favorite Job MNe. Country Start Date Sta Finish Date Finished Breakfast Dinner Reimbursement  Line
Zeroed

1 v[1020010  °[Sverige  v[2/17/2022 < |T.0000AM |2/18/2022 v |80G:00PM 2.00| 2.00] 2.00] 1.00 0.00

Follow the steps on the next slide to

. continue filling out your trip entry.

 PER DIEM SHEET LINE DETAILS




’1 Deltek Maconomy - Administrator

- O X
Per Diem IA workspace File Edit _ Window _Help
in iAccess and WSC “Time & Expenses X .
o TIME EXPENSES MILEAGE PER DIEM FAVORITES e 0 eld, spe s
. pel O O O DE
Step 1: Create a per diem sheet LIST OF PER DIEMSHEETS 4> ] € New Per Diem Sheet Hed od Fro o # Close Filter List
in iAccess. ;
* Show: (®) My Open Per Diemn Sheets () All My Per Diemn Sheets (O Open Per Diem Sheets (O allowance i
g Mow showing 1-1 of 1 results << Prew Fext == Mo of results to show: 25 ~
. ; Per Diem Description Employee Empl . . . i Approved Fully Settlement Remarks 1
Step 2: Reopen a per diem sheet A Sheet MNo. Mo. To save the trlp entry ||ne, click Approved * Status
in iAccess. =l Save or press ENTER. - -
+ 1 (10700016 February 17 Per Diem 107

o g

AllowancesWsC
>
PER DIEMSHEET ¢ © : v O
Step 3: Create a per diem sheet Per Diem Sheet Repeat steps _On slides 12 tal A
in the Workspace Client. Per Diemn Sheet February 17 Per Diem 10700016 _ 14 for eaCh JOb-Country otal Amount .00 SEK
Job Armazon Sondit el combination for your per
(4] diem sheet.
. Status
Step 4: Reopen a per diem sheet Submitted
in the Workspace Client. Approved
Remarks - Once done, click Submit to
Settlement Status ) submit your per diem sheet for v
REGISTRATIONS 9 [H] approval. v O
. Favorite Job MNe. Country Start Date Started Finish Date Finished Breakfast Lunch Dinner Mights Reimbursement  Line
Zeroed
1 v[1020010  °[Sverige  v[2/17/2022 < |T.0000AM |2/18/2022 v |80G:00PM 2.00 200 2.00 1.00 0.00

 PER DIEM SHEET LINE DETAILS




’} Deltek Macenomy - Administrator

File Edit Window Help

Per Diem IA workspace
in iAccess and WSC

Step 1: Create a per diem sheet
in iAccess.

v

12

Step 2: Reopen a per diem sheet

To reopen a per diem sheet in the
Workspace Client:

Time & Expenses X

TIME EXPENSES MILEAGE PER DIEM

February Per Diem (10700016) James Grotto

FAVORITES

% Show Filter List

Show:

PERDIEMSHEET ¢ 9 [U] € B |3 submit| | Reopen

In the Time & Expenses
James Grotto (107) : work_space » Per_Diem
section, use the filter to

Per Diem Sheet Employee

mployee

Per Diem Sheet February Per Diem 10700016

Job Test CRF

in iAccess. search for the per diem sheet
7 Status you want to reopen.
Submitted Administrator (2/22/2022)
9 Approved

Step 3: Create a per diem sheet
in the Workspace Client.

-
4)

Step 4: Reopen a per diem sheet _ ]
in the Workspace Client. ! ¥ | 1020011 Sveige v |/17/202 v |T0000AM |2M1§/2022 v | &00:008 The per diem sheet opens for

2 1020011 Sverige 2/2172022 T:00:00 AM 22372022 ags .
i editing. Edit as needed.

Remarks

Settlement Status

Click Reopen.

REGISTRATIONS ¢ & [ 8% 22 22 4 § E @ Zeroline [

. Favorite Job Mo. Country Start Date Started Finish Date

Breakfast Dinner Reimbursement  Line

C

Once done, click Submit to resubmit your
per diem sheet for approval.

~ PER DIEM SHEET LINE DETAILS



Per Diem IA workspace
in iAccess and WSC

Step 1: Create a per diem sheet
in iAccess.

v

2

Step 2: Reopen a per diem sheet
in iAccess.

v

(3

Step 3: Create a per diem sheet
in the Workspace Client.

v

4/

Step 4: Reopen a per diem sheet
in the Workspace Client.

Per Diem Sheet

Status

This concludes the
Per Diem |A workspace in iAccess and

WSC
Quick Steps Procedure.

PER DIEM SHEET LINE DETAILS
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