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iAccess Expense Sheets

Step 1: Create and edit an
expense sheet.
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Step 2: Copy from an expense
sheet.
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Step 3: Delete an expense
sheet.
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Step 4: Duplicate an expense
sheet.
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Step 5: Submit an expense
sheet.
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Step 6: Attach a receipt to an
expense sheet line.
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Step 7: Add receipts to the
receipts tab.

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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Expenses

2021/1

10700000

Weekly Time Sheets
Daily Time Sheets
Expenses Job

Mileage )
A

Favorites

Absence

Time Sheet Overview

Team Absence Overview
3/5/21

Approval Center
Absence Approval

Allowance Approval

Jobs
Draft Invoices
Job Invoices

Job Reports

Customers

Customer Invoicing

Collections

Customer Reports +Add

Entry Date

AT To create an expense sheet:

Under the Self Service menu,
go to the Expenses workspace.

Job No.

Favorite

1020000

Currency

Total Amount

NOK 125.00
Job Name Task Description
Consulting Andre divers... Andre diverse utlegg

Reference

1

Click + New Expense Sheet.

Exchange Kate
0.00

Settlement Status
Paid

Unit Price,

Quantity Currency  Unit Price, Base Currency

1.00 NOK 125.00 125.00 NOK

Follow the steps on the next slide to continue

creating an expense sheet.

-
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: Create Expense Sheet
Expenses |t~ s

Expense Sheet

Weekly Time Sheets 2021/1

Employee
Daily Time Sheets 10700000

Sean Williams

Exnencec Job

Description
In the Create Expense Sheet C
wizard, enter a description and a Job
project for which the expense was M
incurred. Exchange Rate
Time Sheet Overview Hivengy
Team Absence Overview :
Entry Date Favori Exchange Rate

Adding a project is optional. Leave
it blank if entering an expense
sheet for multiple projects.

Click Create.

Jobs
Draft Invoices
Job Invoices

Job Reports

Customers
Customer Invoicing

Collections

Customer Reports

0.00

s 7%

4 3 + New Expense Sheet EE

Save | Revert | Submit | OtherActions w

Select an employee name from
the drop-down list. Specify your
name, or that of another
employee (if you are registering
by proxy).

Enter the currency in which
the expense was incurred.

IAccess automatically displays the

expense sheet you just created.
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Step 1: Create and edit an Weekly Time Sheets PH Expense

Expenses | &~ To add lines to the expense sheet: v I + New Expense Sheet 155

Revert | Submit ‘ Other Actions w

expense sheet. Daily Time Sheets 10700004 Open
* Expenses Job Currency
. Currency project 1020003 usb
g Mileage
Employee Total Amount ELLIEMENL olalls
Step 2: Copy from an expense Favorites Liz Hunter 111 NOK 0.00
sheet. Absence Period
e REGISTRATIONS RECEIPTS
Step 3: Delete an expense ULu=ead e bt 50
sheet. Team Absence Overview Unit Price,
Entry Date Favorite Job No. Job Name Task Description Reference Quantity Currency  Unit Price, Base Currency
+ 1/6/22 [ v 1020003 v Currency... ¥ v 1.00 USD 0.00 0.00 USD -
e Approval Center
Step 4: Duplicate an expense
sheet Absence Approval
Allowance Approval . :
¥ Fill out the fields as needed.

1S4

Step 5: Submit an expense
sheet.

v

Jobs

Draft Invoices

Job Invoices

JobR
Step 6: Attach a receipt to an ob Reports

expense sheet line.

+ Customers

Click + Add Expense Sheet Line.

Customer Invoicing

Step 7: Add receipts to the

X Collections
receipts tab.

Customer Reports
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Weekly Time Sheets
Daily Time Sheets
Expenses

Mileage

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

Expenses |atv

PH Expense
10700004

Job

Currency project 1020003

Employee
Liz Hunter 111
Period

REGISTRATIONS

RECEIPTS

Unit Price, Base  Unit Price, Currency Currency

0.00 USD 0.00 USD

v

v 4 lof3 p + New Expense Shest =

Revert | Submit | OtherActions w

Open
Currency
usD
Total Amount
NOK 0.00 None
PE—
Just.
Amount, Currency Amount, Base Tax Code Tax, Currency Tax, Base] Req. Exchange Rate Receipt Status Y
usp 0.00 0.00 ¥ USD 0.00 0.00 51.00 v : -

If the Just. Req. field is selected for the

line, fill out the fields in the Expense
Justification pane.
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ALY

Expenses

v 4 1of3 p

=+ New Expense Sheet =

Step 1: Create and edit an
expense sheet.

v
g M Employee

PH Expense

Weekly Time Sheets

To edit an expense sheet:

Step 2: Copy from an expense Favoriter _
You can only edit reports that are

sheet. Absence _
7 not yet submitted or have been
e reverted to unsubmitted status.
Step 3: Delete an expense LLL
sheet. Team Absence Overview o o
Unit Price, Base  Unit Price, Currency Currency
é 0.00 USD 0.00 USD v UsD 0.00 0.00
A | Cent
Step 4: Duplicate an expense PRIVEETEE
sheet. Absence Approval
+ Allowance Approval
Step 5: Submit an expense T
sheet.
+ Draft Invoices

Job Invoices

Job Reports

Step 6: Attach a receipt to an
expense sheet line.

+ Customers

Customer Invoicing
Step 7: Add receipts to the
receipts tab.

Collections

Customer Reports

ne  Use the Search Tool to select an
existing expense report to edit.

Amount, Currency Amount, Base Tax Code Tax, Cur

Print

Copy From...
Duplicate...

Attach Receipts

Delete Expense Sheet

From the Other Actions
drop-down list, select Edit.

Stawrs o

-

v USD |

Follow the steps on the next slide to continue

editing the expense sheet.
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Expenses M v 4 1lof3 p + New Expense Sheet =
Step 1: Create and edit an Weekly Time Sheets PH Expense Cancel
expense sheet. Daily Time Sheets 10700008 Spen
* Expenses
5 Job Currency Exchange Rate
g Mileage )
Currency project v 1020003 ¥ uUsD v
: F it
Step 2 Copy from an eXpense SNOIEES Employee Total Amount Settlement Status
sheet. clissiles Liz Hunter 111 NOK 0.00
+ Period
(3 o - o |
Step 3: Delete an expense W0 B D S ————— Enter the start and end dates for this expense.
sheet. Team Absence Overview — Then, edit the other fields as needed.
e Entry Date Favorite Job No. Job Name Task Description Reference Quantity Unit Price, Base  Unit Price, Currency Currency
Step 4: Duplicate an expense Approval Center 1522 M v 1020003 ¥ Currency... ¥ Hotell v Hotell 1.00 0.00 USD 0.00 USD -
' sheet Absence Approval
+ Allowance Approval
Step 5: Submit an expense .
sheet.
Draft Invoices
v

Job Invoices

. Job Reports
Step 6: Attach a receipt to an

expense sheet line.

1 Customers Follow the steps on the next slide to continue

Customer Invoicing

editing the expense sheet.

Step 7: Add receipts to the
receipts tab.

Collections

Customer Reports

- + Add Expense Sheet Line
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Weekly Time Sheets
Daily Time Sheets
Expenses

Mileage

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

Expenses | atv

PH Expense

10700004

Job
Currency project 1020003

v, 4 lof3 p

=+ New Expense Sheet EE

Revert | Submit ‘ Other Actions w

Open

Currency
usD

Employee Total Amount ELLIEMENL olalls
Liz Hunter 111 NOK 0.00 None
Period
REGISTRATIONS RECEIPTS
Lpit Price
Entry Date Favorite Job No. Job Name Task Description Reference Quantity Currency  Unit Price, Base Currency
1/6/22 t ¥ 1020003 v Currency... v v 1.00 USD 0.00 0.00 USD -

Fill out the fields as needed.

To add additional lines to the
expense sheet, click + Add

Expense Sheet Line.

Follow the steps on the next slide to continue

editing the expense sheet.
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Weekly Time Sheets
Daily Time Sheets
Expenses

WEEES

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

Expenses | v

PH Expense

10700005

Job

Currency project 1020003

Employee

Sean Williams 101

Period

1/3/22 - 1/7/22
REGISTRATIONS

RECEIPTS

Unit Price, Base  Unit Price, Currency Currency

0.00 USD 0.00 USD

Currency
uso

Total Amount
NOK 0.00

Amount, Currency Amount, Base Tax Code

usp 0.00 0.00

Optional: To save this project and task

for future use, click the

Tax, Currency

v USD

=+ New Expense Sheet =

v 4 >
Revert | Submit ‘ Other Actions »
Open

0.00

Exchange Rate
5.50

Settlement Status

Just.

Tax,Base Req. Exchange Rate Receipt

Status i
0.00 5.50 v .

Insert Expense Sheet Line

Delete Expense Sheet Line

I Create favorite I

Attach Receipt To Line

button. View Receipt

Then, click Create favorite.
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Weekly Time Sheets
Daily Time Sheets

Expenses

LY. HEEEY: 7

To copy from an expense sheet:

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

-

4 1lof3 p + New Expense Shest =

Save | Revert | Submit I Other Actions w

Expenses

PH Expense

10700004 JA it

Job From the Search Tool, select the Exchange Rate

Currency project 1020003 expense sheet you want to copy to. 51.00 Reopen

Settlement Status .
Print
NOK 0.00 None
I Copy From...

Duplicate...

B

REGISTRATIONS

RECEIPTS

Attach Receipts
From the Other Actions drop-down list, '

select Copy From...

Delete Expense Sheet

Entry Date Favorite Job No. Job Name Task

16/2 O

it Prictycomemeycomemay

¥ 1020003 ¥ Currency... ¥ Hotell ¥ Hotell 1.00 0.00 USD 0.00 USD

Follow the steps on the next slide to continue

copying from an expense sheet.

+ Add Expense Sheet Line
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Weekly Time Sheets
Daily Time Sheets
Expenses

Mileage

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

o

Copy From Expense Sheet

Expenses | A~

Select an expense sheet to copy from

PH Expense

+ New Fxpense Sheet 3=

d R

Submit | OtherActions ¥

Copy From
10700004

Job

Currency project 1020003
Employee

Liz Hunter 111 NOK 0.00

Peried
1/3/22 -

Click Copy From Expense Sheet.

REG

Entry Date

16/2 O

Favorite Job No. Job Name Task

¥ 1020003 ¥ Currency... ¥ Hotell

+ Add Expense Sheet Line

| Copy From Expense Sheet Cancel

Open

In the Copy From Expense Sheet

wizard, select the expense sheet from
which you want to copy lines.

Description Reference Quantity Unit Price, Base  Unit Price, Currency Currency

¥ Hotell 1.00 0.00 (USD 0.00, USD

iIAccess adds the copied lines to the
Registrations tab of the current expense

sheet and automatically saves your changes.
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Expenses 4 lof3 p + New Expense Sheet =
o Save | Revert | Submit f Other Acti
Step 1: Create and edit an Weekly Time Sheets PH Expense ! mtI therhctons ¥
expense sheet. Daily Time Sheets 1o7ooes A it
* Expenses Job Use the Search Tool to select an Exchange Rate
g Mileage Currency project 1020003 existing expense report to delete. 5100 Reopen
) Employee Settlement Status Srint
Step 2: Copy from an expense Favorites Liz Hunter 111 NOK 0.00 e
sheet. Absence Period Copy From...
1/3/22 - 1/7/22

v

e REGISTRATIONS

Step 3: Delete an expense To delete an expense sheet:
sheet.

RECEIPTS

Job Name Task

020003 ¥ Currency... ¥ Hotell

9 approv YOU can only delete reports that
Step 4: Duplicate an expense apsenc @re not yet submitted.

sheet.

Allowar.
6
Step 5: Submit an expense Iobs

sheet. :

Draft Invoices
v

Job Invoices

Job Reports
Step 6: Attach a receipt to an

expense sheet line.

+ Customers

Customer Invoicing
Step 7: Add receipts to the
receipts tab.

Collections

Customer Reports

+ Add Expense Sheet Line

Duplicate...

B

From the Other Actions drop-down list,
select Delete Expense Sheet. I Delete Expense Sheet

it Pricd

Attach Receipts

¥ Hotell 1.00 0.00 USD 0.00 USD

Follow the steps on the next slide to continue

deleting the expense sheet.
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Weekly Time Sheets
Daily Time Sheets
Expenses

Mileage

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

=

Expenses A~

Delete

+ New Expense Sheet 3=

Are you sure you want to delete this line?

PH Expense
10700004

Job

Currency project 1020003
Employee

Liz Hunter 111

Period

1/3/22 - 1/7/22

REGISTRATIONS RECEIPTS
Entry Date Favorite Job No.
62 B ¥ | 1020003

+ Add Expense Sheet Line

Submit | OtherActions

Open

Currency
usD

Total Amount
NOK 0.00

Job Name Task

¥ Currency... ¥ Hotell

Exchange Rate
51.00

C

Click Delete to confirm deletion or

Cancel to exit without deleting.

Description Reference Quantity Unit Price, Base  Unit Price, Currency Currency

¥ Hotell 1.00 0.00 USD 0.00/ USD '
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4 1lof3 p + New Expense Sheet =

Save | Revert | Submit I Other Actions w

Expenses

Weekly Time Sheets PH Expense

Daily Time Sheets 10700004 Edit
Expenses Job Select an expense sheet from the Search Tool. Exchange Rate
. Currency project 1020003 51.00
Mileage
Employee OtatANg Settlement Status Print
Favorites Liz Hunter 111 NOK 0.00
Absence Period Copy From....
13/22- 1122 Duplicate...

REGISTRATIONS RECEIPTS Attach Receipts

From the Other Actions drop-down list,
Time Sheet Overview select Duplicate...

Delete Expense Sheet
Unit Price, Base  Unit Prictscarremey—carremey

Team Absence Overview
Entry Date Favorite Job No. Job Name Task

sz O

Description

¥ 1020003 ¥ Currency... ¥ Hotell ¥ Hotell 1.00 0.00 USD 0.00 USD

To duplicate an expense sheet:

The Duplicate... action copies header
Jol information, job and task numbers,

Dr - and quantities and amounts.
Jol

Job

Customers Follow the steps on the next slide to continue

Customer Invoicing

duplicating the expense sheet.

Collections

Customer Reports

+ Add Expense Sheet Line
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Weekly Time Sheets
Daily Time Sheets
Expenses

Mileage

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

Expenses

PH Expense

10700004

Job

Currency project 1020003

Employee
Liz Hunter 111
Period

13022 - 1/1/22

REGISTRATIONS

Entry Date

1/6/22

Duplicate Expense Sheet

ALY

A new expense sheet will be created with a copy of the current
fields and lines.

Duplicate Cancel
.

Total Amount

v 4 lof3 »p + New Expense Sheet 1=

Submit | OtherActions ¥
Open

Exchange Rate
51.00

Settlement Status

In the Duplicate Expense Sheet
wizard, click Duplicate.

NOK 0.00
RECEIPTS
Favorite Job No. Job Name Task Description
O ¥ 1020003 ¥ Currency... ¥ Hotell ¥ Hotell

Reference Quantity Unit Price, Base  Unit Price, Currency Currency

1.00 0.00 USD 0.00 USD

iIAccess navigates to the new expense
sheet duplicated from the original.

Follow the steps on the next slide to continue
duplicating the expense sheet.

+ Add Expense Sheet Line
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Expenses v

Notification

A new expense sheet (10700005) has been created from

Weekly Time Sheets PH Expense 10700004

Daily Time Sheets 10700005

Expenses Job

_ Currency project 1020003
Mileage

Employee
Favorites Sean Williams 101
Absence Period

1/3/22 - /7122
REGISTRATIONS RECEIPTS

Time Sheet Overview

Team Absence Overview
Entry Date Favarite Job No.

iz B v | 1020003

Approval Center
Absence Approval

Allowance Approval

Jobs
Draft Invoices
Job Invoices

Job Reports

Customers
Customer Invoicing

Collections

Customer Reports

- + Add Expense Sheet Line

usDh

Total Amount
NOK 0.00

Job Name Task

¥ Currency... ¥ Hotell

v 4 I + New Expense Sheet =
Save | Revert | Submit | OtherActions ¥
Open
In the Notification wizard, click Ok.
Reference Quantity Unit Price, Base  Unit Price, Currency Currency
1.00 0.00 USD 000 USD 7
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Weekly Time Sheets
Daily Time Sheets
Expenses

Mileage

Favorites

Absence

Time Sheet Overview

Team Absence Overview

Approval Center
Absence Approval

Allowance Approval

Expenses

4 204 p + New Expense Sheet =

PH Expense 25.:0therActi0ns v
10700004 Open
Job If you are not already in the expense

Currency project 1020003

sheet, use the Search Tool to select an

existing expense report to submit. Click Submit.

Employee Settlement

Liz Hunter 111

Period
1/3/22 - 1/7/22

REGISTRATIONS RECEIPTS
Entry Date Favorite Job No. Job Name Task Description Reference Quantity Unit Price, Base  Unit Price, Currency Currency
1/6/22 ] ¥ 1020003 v Currency... ¥ Hotell v Hotell 1.00 0.00 USD 0.00 USD

To submit an expense sheet:

Job Invoi~

JobRep  YOU can only submit open
expense sheets.

Custome:.
Customer Invoicing
Collections

Customer Reports

+ Add Expense Sheet Line
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a

You can attach the receipt directly
from your local drive, or you can

=+ New Expense Sheet EE

Expenses | v

. . Revert | Submit | OtherActions w
Step 1: Create and edit an Weekly Time Sheets PH Expense choose to associate an expense
. . R — " . . . - 0
expense sheet. Daily Time Sheets sheet line with an existing receipt. per
v Expenses Navigate to Expenses workspace » Eg[;e”cy
g Mileage Registrations Tab.
Total Amount Settlement Status
Step 2: Copy from an expense Favorites . NOK 0.00
sheet. Absence Period
+ 1/3/22 - 1/7/22
o - Select the line you want to add a receipt to.
Step 3: Delete an expense Time Sheet Overview B
sheet Team Absence Overview - Just. .
: Unit Price, Base  Unit Price, Currency Currency Amount, Currency Amount, Base Tax Code Tax, Currency Tax,Base Req. Exchange Rate Receipt Status iR
+ | 0.00 USD 0.00 USD v UsD 0.00 0.00 v USD 0.00 0.00 51.00 v B‘
e Approval Center

) Insert Expense Sheet Line
Step 4: Duplicate an expense

sheet.

v

1S4

Step 5: Submit an expense
sheet.

v

Absence Approval Delete Expense Sheet Line

Allowance Approval

Click the n button and select Attach R
Receipt To Line.

I Attach Receipt To Line I
Jobs

Draft Invoices

Job Invoices

Step 6: Attach a receipt to an To attach a receipt to an expense sheet
expense sheet line. line from your local drive:

Customers

Follow the steps on the next slide to continue

Customer Invoicing

attaching a receipt to an expense sheet line.

Step 7: Add receipts to the
receipts tab.

Collections

Customer Reports
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v

Step 6: Attach a receipt to an
expense sheet line.

Step 7: Add receipts to the
receipts tab.

Attach Document To Line

In the Attach Document To
Line wizard, click Choose SE'M““E o llchpeen

Weekly Time Sheets ) -
e File to open your file i

v 4 20f4 p =+ New Expense Sheet =

Save | Revert | Submit | Other Actions ¥

Open
explorer.
Expenses Curcncy
_ usD
Mileage
) Employee @ Open >
Favorites Liz Hunter 111
) «— v 1 <« Documents > My Work > My Assignments » Quick Steps > Official Receipt v [$) 2 Search Official Receipt
Absence Period
1/3/22 - 1f1[22 Organize ~ New folder = O @
REGISTRATIONS WSClient L e Name - Status Date modified Type Size
5 = T —_ Lync Recordir # ;
e Sheet e o> . m ® 2/10/2020 12:40 PM Adobe Acrobat D... 54 KB
Team Absence Overview )
Unit Price, Base U @ OneDrive - Deltek i e ra
0,00 USD @ This PC . . = o

B 3D Objects In file explorer, select the file you want to upload.
Approval Center B Deskiop
Ab A | @ Documents

sence Approva # Downloads

Allowance Approval J Music

&= Pictures

E Videos
Job % Windows (C) Click Open, or press ENTER.
obs

¥ Network

Draft Invoices v
Job Invoices File name: | Official Receipt <] [AnFiles o
Job Reports I Open | I Cancel

Customers

The receipt is attached to the expense sheet line. It is also

Customer Invoicing

added to the Receipts tab of the Expenses workspace.

Collections

Customer Reports



iAccess Expense Sheets

Step 1: Create and edit an
expense sheet.

:
(2]

Step 2: Copy from an expense
sheet.

v

©

Step 3: Delete an expense
sheet.

v

4]

Step 4: Duplicate an expense
sheet.

v

1S4

Step 5: Submit an expense
sheet.

v

Step 6: Attach a receipt to an
expense sheet line.

Step 7: Add receipts to the
receipts tab.

= Deltek iIAccess s ? 8O

-

ALY v 4 204 p + New Expense Sheet 1=

Revert | Submit | Other Actions v

Open

Expenses

Weekly Time Sheets ) Expense
Daily Time Sheets .
Navigate to the Expenses Ay
workspace and locate the expense @

sheet using the Search Tool. tal Amount
0K 0.00

Expenses

Click the Save.

Mileage

Favorites

Absence Period
1/3/22-1/1/22

REGISTRATIONS RECEIPTS

Time Sheet Overview

Team Absence Overview

Just.
punt, Base Tax Code Tax, Currency Tax,Base Reaq. Exchange Rat Status HI

0.00 UsD 0.00 0.00 $1.00 Official Rece...

Click the Registrations tab.

Approval Center v DKK 0.00 0.99 v

Absence Approval Expense Sheet 10700004

Allowance Approval Official Receipt.pdf

In the Receipt field, select a More search resul
file from the drop-down list.

Jobs
Draft Invoices

Job Invoices

To attach an existing receipt to a line: The receipt is attached to the

expense sheet line.

Customers

Customer Invoicing
Collections D

Customer Reports v




iAccess Expense Sheets

Step 1: Create and edit an
expense sheet.

v

2]

Step 2: Copy from an expense
sheet.

v

©

Step 3: Delete an expense
sheet.

v

4]

Step 4: Duplicate an expense
sheet.

v

1S4

Step 5: Submit an expense
sheet.

v

Step 6: Attach a receipt to an
expense sheet line.

v

Step 7: Add receipts to the

receipts tab.

= Deltek i1Access

Weekly Time Sheets
Daily Time Sheets
Expenses

Mileage

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

Expenses atv

PH Expense

Navigate to Expenses
workspace » Receipts tab.

Period
1/3/22 - 1/7/22

REGISTRATIONS RECEIPTS

Official Receipt.pdf

Document

To add several receipts to the < 2004 »
Receipts tab:

+ New Expense Sheet EE

Save | Revert Subm'tl Other Actions w

Edit
Currency Exchange Rate
usD 51.00 Reopen
Total Amount Settlement Status .
Print
NOK 0.00 None
Copy From...
Duplicate...
I Attach Receipts
From the Other Actions drop- Al Delete Expense Sheet
Type S down list, select Attach Receipts. -
Adobe Acrobat 55283 v -

Follow the steps on the next slide to continue

adding several receipts to the Receipts tab.




iAccess Expense Sheets

Step 1: Create and edit an
expense sheet.

:
(2]

Step 2: Copy from an expense
sheet.

v

©

Step 3: Delete an expense
sheet.

v

4]

Step 4: Duplicate an expense
sheet.

v

1S4

Step 5: Submit an expense
sheet.

v

Step 6: Attach a receipt to an
expense sheet line.

v

Step 7: Add receipts to the

receipts tab.

-

Weekly Time Sheets

Expenses |Atv

In the Attach Document

Daily Time Sheets
Expenses
Mileage

Favorites Liz Hunter 111

wizard, click Choose Files
to open your file explorer.

Attach Document

C Select a filg)| Choose Files fNo file chosen

v 4 20f4 p

Period
1/3/22 - 1/1/22

Absence

REGISTRATIONS
Time Sheet Overview

Team Absence Overview
Official Receiplf

Approval Center
Absence Approval

Allowance Approval

Jobs
Draft Invoices
Job Invoices

Job Reports

Save
Cuniciy
usD
Total Amount
NOK 0 00 lnno
€ Open X
« v 4 « Documents > My Work > My Assignments > Quick Steps > Official Receipt ~ [&] O Search Official Receipt
Organize ~ New falder = W @
UnReleased # ™ MName Status Date modified Type Size
WsClient  # :| Official Receipt ® 2/10/2020 12:40 PM Adobe Acrobat D... 54 KB
Lync Recordir # | Official Receipt_2 (©] 2/10/2020 12:40 PM Adobe Acrobat D... 54 KB
252 * | Official Receipt_3 © 2/10/2020 12:40 PM Adobe Acrobat D... 54 KB

@ OneDrive - Deltek

= This PC

_# 3D Objects
B Desktop
@ Documents
¥ Downloads
D Music

=/ Pictures

E Videos

. Windows (C)

e

D

In file explorer, select the files you want to upload.

Click Open, or press ENTER.

v

File name: | "Official Receipt” "Official Receipt_2" "Official Receipt_3"

«| | Al Files

I Open I Cancel

Customers
Customer Invoicing
Collections

Customer Reports

s 7?7 B

+ New Expense Sheet 1=

Revert | Submit | OtherActions ¥

Open

Attached To
Line L

v ;

The files are uploaded and listed in the Receipts tab.




iAccess Expense Sheets

Step 1: Create and edit an
expense sheet.

v

2]

Step 2: Copy from an expense
sheet.

v

©

Step 3: Delete an expense
sheet.

v

4]

Step 4: Duplicate an expense
sheet.

v

1S4

Step 5: Submit an expense
sheet.

v

Step 6: Attach a receipt to an
expense sheet line.

v

Step 7: Add receipts to the
receipts tab.

This concludes the

iAccess Expense Sheets
Quick Steps Procedure.
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