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While Deltek has attempted to verify that the information in this document is accurate and
complete, some typographical or technical errors may exist. The recipient of this document is
solely responsible for all decisions relating to or use of the information provided herein.

The information contained in this publication is effective as of the publication date below and is
subject to change without notice.

This publication contains proprietary information that is protected by copyright. All rights are
reserved. No part of this document may be reproduced or transmitted in any form or by any
means, electronic or mechanical, or translated into another language, without the prior written
consent of Deltek, Inc.

This edition published September 2012.
© 2012 Deltek, Inc.

Deltek’s software is also protected by copyright law and constitutes valuable confidential and
proprietary information of Deltek, Inc. and its licensors. The Deltek software, and all related
documentation, is provided for use only in accordance with the terms of the license agreement.
Unauthorized reproduction or distribution of the program or any portion thereof could result in
severe civil or criminal penalties.

All trademarks are the property of their respective owners.
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Overview

Overview

About Vision Mobile Timesheet

Vision Time is a time-tracking tool that allows you to enter your own timesheets and submit them
for processing. Vision Mobile Timesheet works with directly with Vision Time so that you can
enter timesheet data from your mobile device. The two applications follow similar formats and use
the same project, phase, task, and labor code structure to ensure seamless time tracking.

Vision Mobile Timesheets uses your Vision access rights to control the actions that you can
perform within the application.

Depending on your access rights, you can enter:
= Project, phase, and task work breakdown values for each labor charge on your timesheet
= Time, using special categories with pre-defined work breakdown structure values
= Any combination of regular hours and overtime hours for each day in a labor period
= Comments for each labor charge on your timesheet
When recording hours worked, you can:
= Enter or edit timesheet data for an open labor period at any time during the period
= Add any number of lines to record hours worked

= Submit your timesheet to a designated administrator for approval when the labor period
ends

Adding Custom Notes to This Guide

If you would like to add custom notes to this guide that are specific to your company, Adobe®
Reader® X provides this ability. If you do not already use Adobe Reader X, you can download it
here free from Adobe.

To add a custom note using Adobe Reader X, complete the following steps:

1. On the Reader toolbar, click Comment at far right.

2. Inthe Annotations pane that displays, click Sticky Note. The cursor changes to
match the button.

3. Position the cursor at the location in the guide where you want the note to appear, and
click. A note icon is inserted at the location and a text box pops up.

4. Enter your information in the text box.
Continue adding notes as needed.

6. Save the document.

Deltek recommends that you save the document to a slightly different filename so as to keep the
original from being overwritten.

When reading the document, cursor over a note icon to see the information. Double-click a note
icon to edit the information.
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If You Need Assistance

If You Need Assistance

If you need assistance installing, implementing, or using Vision Mobile Timesheets, Deltek makes
a wealth of information and expertise readily available to you.

Customer Services

For over 20 years, Deltek has maintained close relationships with client firms, helping with their
problems, listening to their needs, and getting to know their individual business environments. A
full range of customer services has grown out of this close contact, including the following:

= Extensive self-support options through the Customer Care Connect Web portal.
=  Phone and email support from Customer Care analysts

= Technical services

= Consulting services

=  Custom programming

= Classroom, on-site, and Web-based training

Find out more about these and other services from the Customer Care Connect site.

Customer Care Connect Site

The Deltek Customer Care Connect site is a support Web portal for Deltek customers who
purchase an Ongoing Support Plan (OSP).

The following are some of the many options you have at the Customer Care Connect site:
= Download the latest versions of your Deltek products
= Search Deltek’s knowledge base

=  Ask questions, exchange ideas, and share knowledge with other Deltek customers
through the Deltek Connect Customer Forums

= Display or download product information, such as release notes, user guides, technical
information, and white papers

= Submit a support case and check on its progress

= Transfer requested files to a Customer Care analyst

= Use Quick Chat to submit a question to a Customer Care analyst online

= Subscribe to Deltek communications about your Deltek products and services

= Receive alerts of new Deltek releases and hot fixes

If you need assistance using the Customer Care Connect site, the online help available on the
site provides answers for most questions

User Guide 2



' Delte Know more.

Do more™
If You Need Assistance

Access Customer Care Connect

To access the Customer Care Connect site, complete the following steps:

1. Go to http://support.deltek.com.

2. Enter your Customer Care Connect Username and Password.
3. Click Log In.

If you do not have a username and password for the Customer Care Connect site, contact your
firm’s Vision Mobile Timwsheet Administrator.

If you forget your username or password, you can click the Account Assistance button on the
login screen for help.

User Guide
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Before You Begin

Before You Begin

Before you begin using the Vision Mobile Timesheet application, it is important that you review
the following information.

System Requirements
The requirements are as follows:

= Vision Mobile Timesheet requires that Vision is accessible to your mobile device either
over the Internet or via a private network to which your device is connected. See the
Deltek Knowledge Base for additional information.

= Vision Mobile Timesheet supports communication with the Vision server via HTTP or
HTTPS.

Deltek recommends the use of HTTPS protocol when transmitting data over the Internet.
HTTPS encrypts the data in transit.

= Vision Mobile Timesheet requires Vision 6.2 SP1 or later (with most recent hotfix).

= Vision Mobile Timesheet allows you to use your Vision login credentials to connect the
application to Vision and fully supports the use of Windows Authentication.

Mobile Device Requirements

The Vision Moblie Timesheet application runs on the Apple internet operating system devices that
run on iOS version 4.x or later.

Data Updates
When you use Vision Mobile Timesheet, data automatically transfers to Vision whenever you:
= Open atimehseet
= Change atimesheet line (add, edit, or delete)
= Submit or refresh data
= Bring the app to the foreground
= Log back in after the screen times out
The status of the update process displays in the footer of the Mobile Timesheet screen:
= Updating
= Last updated [date and time]

Data Conflicts

If changes are made to your timesheet in Vision Time while you are logged in to Vision Mobile
Timesheet, a data conflict occurs. The information in Vision overwrites the data in Vision Mobile
Timesheet.

User Guide 4
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Vision Mobile Timesheet data refreshes each time you update the timesheet or bring it back to

the foreground. You must force a data transfer by clicking the . Refresh button if you are

offline and come back online. The device transfers data to and from Vision. The Waiting
symbol displays until the transfer is complete. See Data Transfer on page 28 for more
information.

Work Breakdown Structure Naming Conventions

In Vision, the different levels of a project are collectively referred to as the Work Breakdown
Structure (WBS). As shown in the following table, the elements of the WBS are mapped to levels
of a project plan. The system defaults are:

WBS Element Plan Level
Project 1
Phase 2
Task 3
Labor Code 4

The structure of your WBS elements is automatically applied from Vision to your timesheets in
Vision Mobile Timesheet. The names of the elements, however, may differ from project, phase,
task, and labor code which are used in this guide. Contact your Vision Mobile Timesheet
administrator for information about your organization’s WBS element naming conventions.

What is Not Supported?

The following features are not supported in Vision Mobile Timesheet:
=  Automatically populate timesheets with resource planning assignments
= Units
= Payroll tax locale
= Start/end times
= Opening another user’s timesheet
= Approving a timesheet
= Extended data validation business logic for Timesheets via Web Services
= Viewing or copying approved timesheets.

= Timesheets outside of ninety days of the current date

User Guide 5



Delte Know more.
Do more™
Install Vision Mobile Timesheet

’ Install Vision Mobile Timesheet

Install the Vision Mobile Timesheet application from the Apple® App Store.

To install the app from the App Store, complete the following steps:

1. Open the App Store.

In the Search field [Q ] enter Deltek.

Tap Search.
Tap Deltek Vision Mobile Timesheet and review the download information.

Tap Free to begin the download process.

o gk~ w DN

Follow the screen prompts to accept the terms of agreement and usage tracking.

When the installation is complete, the BT Deltek Vision Mobile Timesheet icon

displays on your mobile device.

User Guide



& Initial Log In

Deltek kwumore

Initial Log In

To log in to Vision Mobile Timesheet, complete the following steps:

1.
2.

Select the Vision Mobile timesheet app.

Follow the screen prompts to accept the terms of agreement and usage tracking.

You can Tap the m button at any time during this process to access the Vision
Mobile Timesheet User Guide and Settings information. Contact your system

administrator to determine configuration requirements.

Enter your organization’s Vision Server URL in the following format:
http://servername/vision where vision is the irtual directory for your Vision instance.
Vision is the default virtual directory name in most implementations. Tap Connect. The
Login screen displays.

If you use Windows Authentication, select the User Authentication option the first time
that you log in to Vision Mobile Timseheet, to use your Windows credentials. See Log In
With Windows Authentication on page 7 for more information.

Tap in the Database field and select the database that you want to use. A check mark
displays by the selected database.

Tap in the Username field and enter your username.

Tap in the Password field and enter your Vision password. The option to create a 4-digit
security PIN displays. You can protect Vision Mobile Timesheet by creating a 4-digit PIN,
which you use instead of a password. A shorter security PIN makes it easier to access
the timesheets on your mobile device.

Complete one of the following actions:

= To create a PIN, enter a 4-digit number and then re-enter it to confirm the number.

= To skip PIN creation, tap Skip PIN Protection.

See Use a Security PIN on page 8 for more information.

Windows Authentication

Vision Mobile Timesheet includes an option for Windows Authentication, which allows you to
log in one time for both Windows and Vision Mobile Timesheet. After initial configuration, if you
create a PIN, you can use the PIN to access Vision Mobile Timesheet.

To log in with your Windows credentials, complete the following steps:

1.
2.

Tap in the User ID field and enter your Windows User ID.

Tap in the Password field and enter your Windows password. For security purposes, the
password is encrypted as you enter it in this field.

Tap in the Domain field and enter your domain.

Tap Login.

User Guide
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Initial Log In
> ‘wi_Verizon 3G 2:44 PM ==
Back Login Login
Database Sample Database >
UseriD |
Password

Windows Authentication
a|w|E|R|T|Y|u|i|o|P
Alsip|Fla|H|JfK]L]

® DNEOoND &

5. On the Vision Mobile Timesheet Login screen, tap in the Database field and select the
database.

Tap in the User ID field and re-enter your Windows User ID.
Tap in the Password field and re-enter your Windows password.
Tap the Windows Authentication option to confirm the Windows authentication login.

© o N o

Tap Login. The Timesheets screen displays.

Password Changes or Expires

If your Vision password or network password that is used with Windows Authentication changes
or expires, you must enter your new password the next time that you access the mobile timesheet
application.

Vision Mobile Timesheet is not capable of resetting your Vision or network password.

Use a Security PIN

Because Vision passwords are often lengthy and complex, you can make it easier to access
timesheets on your mobile device by opting to use a 4-digit security pin. This screen displays
whenever you open the application again after it times out or after you close it.
To configure or change your security PIN, complete the following steps:

1. Tap ESettings and then tap Security PIN.

User Guide 8
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wi_Verizon 3G 9:25 AM =
Reset PIN Enter PIN

Please enter your PIN code to unlock
the application.

2. If a Security PIN is enabled, you must enter the PIN. After you enter the PIN, the Security
PIN screen displays.

Turn security PIN off

Change PIN code

3. Complete one of the following actions:

= Tap Turn security PIN on to turn on the security PIN. Enter the four-digit PIN code
and re-enter to confirm.

=  Tap Turn security PIN off to turn off the security PIN. Enter the four-digit PIN code
to disable the security PIN requirement.

= Tap Change PIN code to reset the security PIN. Enter a unique four-digit PIN code,
and keep track of this code as you will use it each time you access Vision Maobile
Timesheet.

4. Tap Settings to return to the Settings screen.
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Initial Log In

If you disable the PIN, you must enter your Vision password each time that you open
Vision Mobile Timesheet.
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Open a Timesheet

Open a Timesheet

You can open your own timesheet at any time. However, your access rights to Vision and the
status of the selected timesheet and time period determine which processing options are
available to you.

= Timesheet Status — The status settings for mobile timesheets are as follows:

= In Progress timesheets are not yet submitted and allow you to enter data. These
timesheets display in green highlight.

Submitted timesheets that have not been approved display in the list. If your access
rights allow you to resubmit, you can reopen it and resubmit. See Mobile Timesheet
Settings on page 34 for more information. These timesheets display in gray highlight.

New timesheets prompt you to copy the previous timesheet before you enter data.
These timesheets display in blue highlight.

Unable to Save timesheets display in red highlight and contain errors. You must
correct the errors before the timesheet can be saved to Vision. See Timesheet
Noatifications on page 26 for more information.

= Timesheet Period option — If Default to Timesheet is selected in Settings, Vision
Mobile Timesheet opens your timesheet for the current period. See Mobile Timesheet
Settings on page 34 for more information.

To open atimesheet after you log in, complete the following steps:

1. Tap the timesheet period that you want to open. Only timesheets within ninety days of the
current date are available.

If Default to Timesheet is selected in Settings, Vision Mobile Timesheet opens your
timesheet for the current period. See Mobile Timesheet Settings on page 34 for more
information.

-t Verizon 3G 6:44 PM =

Dec 19, 2011 - Dec 25, 2011 3

Dec 27, 2011 - Dec 28, 2011 >

Dec 26, 2011 - Jan 1, 2012
Jan 2, 2012 - Jan 8, 2012

Jan 9, 2012 - Jan 13, 2012
Jan 5,2012 - Jan 18, 2012
Jan 14, 2012 - Jan 20, 2012
Jan 21,2012 - Jan 27, 2012

G Last updated: 1/26/12 6:41 PM

The Time entry screen displays.
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i Verizon 3G 6:49 PM -

Timesheets  Time entry Submit

Jan 14, 2012 - Jan 20, 2012

™ T R
8 19 20

Fri, Jan 20, 2012

Vacation

>
Sick Leave

>
Holiday

>
Belmont Park :
010, Administrative ! >

G Last updated: 1/26/12 6:48 PM

2. Scroll through the day icons and select the date. As you scroll, the date that displays in
the center of the scroll is the active date. The border around the date is color-coded to
indicate the type of date as follows:

= Weekend days — green border
= Holidays — aqua border
= Workdays — blue border

The detalils for the specific date display in the lower portion of the screen.

“a You can tap the Timesheets button to view a list of all timesheets.

3. Complete one of the following actions:
= Enter time on an existing timesheet line (see page 13 for more information).

= Enter a new timesheet line (see page 17 for more information).

User Guide 12
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Enter Time on an Existing Timesheet Line

Existing timesheet lines allow quick entry of time information. You can open the timesheet line
and make changes as needed. Refer to the timesheet status listing on page 11 for details on the
types of timesheets that display.

To enter time for an existing timesheet line, complete the following steps:

1. Tap the timesheet line for which you want to enter time. In this example, the line is
Intercompany Project.

w1 Verizon 3G 1:08 PM =]

Timesheets  Time entry Submit

Jan 6, 2012 - Jan 30, 2012

8 29 30

Mon, Jan 30, 2012

02011R0O.LL 2011 Role Forward. ..
0100000, Administrative >

2000011.00 Belmont Park
0300000, Administrative 5
Anderson & Associates, LLC

DOINTER.CO Intercompany Project
002 AB Boston Engineering >
0000000, Administrative

106322-GB South Fourth Street-5...

000000 Ads

C Last updated: 2/10/12 ==

The Log Entry screen displays for the selected line. This displays the project, phase, and
task. If there is more than one level in your work breakdown structure, an arrow displays
next to the top level name. In this example, Intercompany Project has additional levels.

2. Tap the arrow to change the phase or task. You cannot change the project after the line
has been saved.

applied from Vision to your timesheets. The names of the elements may differ from
project, phase, task, and labor code which are used in this guide. Contact your Vision
Mobile Timesheet administrator for information a your organization’s WBS element
naming conventions.

‘ In Vision Mobile Timesheet, the structure of your WBS elements is automatically
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w1 Verizon 3G 12:15 PM -

Cancel New Log Entry Done

Intercompany Project

O00INTER.CO

Date Jan 30, 2012
Regular time 2:24 »
Labor Code 0220000 >

Labor category  Administrative »

Comment >

3. Tap the line for each category of time that you need to enter. The possible categories are
Regular, Overtime, and Overtime 2.

The same screen displays each time that you tap any of the time categories.

wi_Verizon 3G 10:17 AM =

Timesheet

Regular time

Overtime 0:00

Overtime 2 0:00

4. Select the amount of time for each time category and tap Done. The Log Entry screen
displays.

If the Labor Codes are enabled, the Labor Code field defaults with your labor code.

5. Tap the Labor Code line to change it. Scroll through the list to select a labor code for
each level that displays.

User Guide 14
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Enter Time on an Existing Timesheet Line

EditLogEntry Labor Code Done
LC Level 1 03
LC Level 2 0

02: Project Auth.

Depending on your Vision settings, the labor code or labor code description displays on
your timesheet.

6. Tap Done. The Log Entry screen displays.

If Labor Categories are enabled, the Labor Category field defaults with your labor
category.

7. Tapthe Labor Category line to change it. Scroll through the list to select a labor
category for each level that displaysfd

8. Select a category or use the Search field to filter the labor category list.

Design Architect v
Senior Architect
Sr Design Architect

Sr Project Architect

Als|oFle|H|JfKfL

Lz [xc[v[s MV

As you type the labor category name, Vision Mobile Timesheet filters the list for any labor
categories that contains the text entered.

9. Tap the Comment field to enter comments and then tap Done. The Log Entry screen
displays.

10. Tap Done. The timesheet information is saved. If comments are required for this project
and are not yet entered, the Comment screen displays.
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11. Enter a comment or tap Pick from history/global comments to select a comment from
the list. This list includes all comments used in this timesheet and all global comments
created by your administrator in Timesheet Company Configuration.

Log Entry Comment Done

Pick from history/global comments

There are two indicators that can display on timesheet lines:

" ~ 'indicates that comments are required and are missing for the timesheet line.

/
= indicates that comments were entered for the timesheet line.
12. Tap Done to save your comment and return to the Log Entry screen.

13. Tap Done to save your entries.

User Guide 16
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>J Enter a New Timesheet Line

To enter a new timesheet line, complete the following steps:

1.

Tap the + icon in the lower right corner to enter a new line. The top level of your work
breakdown structure displays. In this example, the label is Projects; this label may be
different, depending on your organization’s naming conventions.

w1 Verizon 3G 807 PM =

Log Entry Projects

Favorites

~, 2011 Role Forward Project
02011RO.LL

& Adelphi Research Lab
~  2003005.00, BioMed Technologies LTD

Back Bay
100189-01, Town of Marblehead

Belmont Park
2000011.00, Anderson & Associates,...

A Benson Research Lab with WBS...
OBENSON.02, Anderson & Associate...

Construction Documents
103303-38, US Army Engineer DIstric...

Hampton Research Center
104335-25, MA Labs

The information that displays is available in two different views: All or Favorites.

Favorites

Complete one of the following actions:
= Tap All to view a list of all projects.

= Tap Favorites to see favorite projects, and then scroll through the list to select one.

= Usethe G ] Search field to filter the project list for
either All or Favorites. As you type, Vision Mobile Timesheet filters the list for any
projects that have a number, name, or client that contains the text entered. If the
project is not in the list, it has not been used recently or it is not one of your favorites.

After you enter a minimum of three characters in the Search field, tap Continue
search on server... to search the Vision database for the project name, project
number, and primary client name.

Tap the project to select it.

Tap Done. If there are additional WBS levels associated with the top level, you are
prompted to select them from a list. In this example, the levels are Phase and Task.

After a line has been saved, you cannot change the top-level project. However, you can
change the phase and task selected.
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Enter a New Timesheet Line

_— " Adelphi Research Lab
=S e 200E005.00
2011 Role Forward Project
0201 1ROLLL
& Acaiphl Ressarch Lab Design Development
2003005.00, BioMed Technologies LTD
Back Bahl Task
10071 8801, Town of Marblehaad
Balmont Park
2000011.00, Andarson & Associabed. ...
& Benson Research Lab with WBS...
OBENSOMN, 02, Anderson & Associate..,

. Construction Documents 4CD: Construction Documents
10330:3-38, LS Army Engineer Cistric...

¢ Hampton Research Center
d 104335-25, MA Labs

Select the phase and task information.

Tap Project to return to the list of projects, or tap Done to save your entries and return to

the Log Entry screen.

Tap the project to select it.

Tap the line for the category of time that you need to enter. The possible categories are

Regular, Overtime, and Overtime 2.

The Time screen displays.

ui_Verizon 3G 10:17 AM

Timesheet

Regular time
Overtime 0:00

Overtime 2 0:00

9. Select the time for each category and tap Done to return to the Log Entry screen.

If the Labor Codes are enabled, the Labor Code field defaults with your labor code.

10. Tap the Labor Code line to change it. Scroll through the list to select a labor code for

each level that displays.

User Guide
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Logentry  Labor Code Done
LC Level 1 08
LC Level 2 0

07: Drafting

Depending on your Vision settings, the labor code or labor code description displays on
your timesheet.

11. Scroll through the list, select a labor code, and then tap Done to return to the Log Entry
screen.

12. If Labor Categories are enabled, your labor category defaults in this new line. Tap the
Labor Category line to change it.

13. Select a category or use the Search field to filter the labor category list.

Design Architect v
Senior Architect

Sr Design Architect

Sr Project Architect

Als|o|FlaH]JK]L

Lz [xc[v[s MV

As you type the labor category name, Vision Mobile Timesheet filters the list for any labor
categories that contains the text entered. Select the appropriate category.

14. Tap Comment to add comments to this line. The Log Entry screen displays.
15. Tap Done. The timesheet information is saved.

16. Enter your own comment, or tap Pick from history/global comments to select a
comment from the list. This list includes all comments used in this timesheet and all
global comments created by your administrator in Timesheet Company Configuration.
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Enter a New Timesheet Line

Log Entry Comment

Pick from history/global comments

There are two indicators that can display on timesheet lines:
] EI indicates that comments are required and are missing for the timesheet line.

E
= indicates that comments were entered for the timesheet line.
17. Tap Done to save your comment and return to the Log Entry screen.

18. Tap Done to save your entries.
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Delete Timesheet Data

Delete Timesheet Data

You can delete a single timesheet line or delete a project from a timesheet.
Delete a Single Timesheet Line

To remove atimesheet line from a project, complete the following steps:

1. Onthe Time entry screen, scroll to select the date.

2. Select the timesheet line and tap Delete entry.

One of the following occurs:

= If this is the only day with time for this project, then the following message displays:
Do you want to delete the entire project from the timesheet or just the time for
it on this day?

Select Delete, Delete time on this day only, or Cancel.
= If more than one day has time for this project, the Delete confirmation dialog box
displays.

Delete this time record?

Cancel

Click OK. The timesheet line is deleted. The project, and time associated with it on
any other day, remains on the timesheet.

Delete a Project

To delete a project from a timesheet, complete the following steps:

1. From the Time entry screen, swipe your finger across the line that you want to delete.
You can swipe in either direction.

-
2. Tap Delete for that line.

If time has been logged against this project, a warning message displays.

3. Review the warning’s details, and then tap Delete to confirm the deletion or Cancel to
return to the Time entry screen without deleting the line.
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Copy a Timesheet

Copy a Timesheet

When you create a new timesheet, you are prompted to copy the previous timesheet. This is
useful for copying the timesheet’s structure (projects, labor codes, and labor categories) into the
new timesheet.

a You cannot copy a timesheet into an existing In Progress timesheet.

To copy an existing timesheet, complete the following steps:

1. Tap on the timesheet in the Timesheets list. You are asked if you want to copy the
previous timesheet.

2. Tap Yes. The timesheet opens with all of the information copied from the previous
timesheet, with the exception of associated hours. You can now edit the timesheet and
add time to it.

Copy a Timesheet Line

You can copy an existing timesheet line into the timesheet. This line contains the same project,
labor code, and labor category, but does not have hours associated with it. You can edit the line
and add time to it.

To copy an existing timesheet line, complete the following steps:

1. From the Time entry screen, long-tap on a line (keep your finger on the line for a couple
seconds). A menu displays with an option to copy the line.

' Copy line X
2. Tap — Copy line. The line is duplicated just below the line that you copied.

3. Edit the line and add time to it.
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View Timesheet Summary

View Timesheet Summary

The Timesheet summary gives you an overview of each line of the timesheet.

To view a summary of the entire timesheet, tap E Summary on the Time entry screen. You
can select an item to view on the Edit Timesheet screen.

i Verizon 3G 10:23 PM =
Time entry Timesheet Submit
Jan 9, 2012 - Jan 13, 2012
Total 16:30

Day .Proiex':t
January 9, 2012 10:15
Vacation -
|/ 4:00 >

Adelphi Research Lab

Schematic Design |=f 3:00 »
Design : '

050, Administrative

2011 Role Forward Project

026, Architect = 3115 »
January 11, 2012 3:00
Sick Leave :

|=f 3:00 »

c Last updated: 1/26/12 10:23 PM

The time for this timesheet is grouped by date. You can view this information by project. Tap
Project to view the hours by project.

Day Project

View Summary Table

While in the Day or Project summary view, you can tilt your device so that you can hold it in the
landscape position. The view changes to a table that displays the time charged for each project
and day.

'wi_Verizon 3G 3:53 PM —3
’ [ von | R T 1
Timesheet summary 9 10 1 12
Jan 8, 2012 - Jan 13, 2012
10:15 0:00 3:00 0:00
Vacation
400 4:00
Sick L
ok heave 3:00 3:00
Holida
a8y 0:00
2011 Role Forward Pro...
036, Administrative Support 3:30 3:15 (
2011 Role Forward Pro...
0:00

036, Administrative Support

Adalnhi Resaarch | ah

Click a timesheet charge within the grid to view or edit its details.
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Submit Timesheet Data

Submit Timesheet Data

The way in which you submit timesheet data depends on role access rights set in Vision Security
Configuration. The possible settings available in Vision Mobile Timesheet are:

= Submit — You can submit your timesheet only one time. After you submit the timesheet, it
remains in the list for copying purposes, but you cannot make any changes to it.

= Resubmit — You can edit timesheet data after you submit your timesheet. Once the
timesheet is approved, you can no longer re-open and resubmit it on your device. If you
need to resubmit after it has been approved, you must use Vision Time.

Your system administrator can configure Vision to notify you when timesheets are due for
submission or approval. These alerts display as dashboard or email alerts, depending on your
settings. They do not display within Vision Mobile Timesheet. However, you can also configure
reminders to give you a pop-up alert within Vision Mobile Timesheet on the day that the timesheet
is due. See Create a Reminder on page 30 for more information.

To submit a timesheet, complete the following steps:

1. Log into Vision Mobile Timesheet. The Timesheet Selection screen displays.
'wi_Verizon 3G 2:17 PM =

Timesheets
Jan 9, 2012 - Jan 13, 2012

Jan 5, 2012 - Jan 18, 2012 3

Jan 14, 2012 - Jan 20, 2012

Jan 21, 2012 - Jan 27, 2012

Jan 25, 2012 - Jan 28, 2012 >

Jan 24, 2012 - Jan 29, 2012
Jan 6, 2012 - Jan 30, 2012 s
Jan 19, 2012 - Jan 31, 2012

Jan 28, 2012 - Feb 3, 2012

G Last updated: 2/10/12 2:14 PM

2. |If Default to Timesheet is selected in Settings, Vision Mobile Timesheet opens your
timesheet for the current period. Or, you can select the timesheet period you want to
submit.

3. Review the timesheet for accuracy. You can tap the E Summary button to view a
table summary of the time by date or project. See View Timesheet Summary on page 23
for more information.

4. Complete one of the following actions :

= If you are not required to sign the timesheet, tap m Submit. On the Confirm
Submitting screen, tap Yes to submit and continue.

= |f you are required to sign the timesheet, tap m Submit and then enter your
password or PIN.
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\ Submit Timesheet Data

Data validations are performed. If a discrepancy is found, Vision Mobile Timesheet
displays a warning or an error.

5. If a warning displays, tap Yes to continue submitting your timesheet or tap No to revise
and resubmit your timesheet. If an error displays, you must revise your timesheet entries
and submit a second time. Contact your system administrator if the error displays again.

Deltek kwumore

6. Tap Done to return to the main menu.

Re-open Timesheet
If your security role is allowed to resubmit data, you can edit timesheet data after it has been
submitted and approved.

To re-open your timesheet, complete the following steps:
1. Select the processed timesheet from the Timesheets list, and click Re-open.

2. Edit the timesheet and submit it when it is complete.
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Timesheet Notifications

If there is an error or warning for a line of data, a color-coded indicator displays next to the line on
the Timesheet and Summary screens.

wil MOBITEL.., & 10:51 s

Tunsshests  Time entry

21 Jan 2012 - 27 Jan 2012

3 24 25 26 2

Wed, 25 Jan 2012

Sich Leave
3
Holiday
>
OBUDGET 64 Budget Test Case,
00T Przse 00T »
010000, Archiiootural inben
S Q00-00 Ceaneral arkiating
0420000, Admrinistimlba >

G updated: ZATZ2012 1045

Error and Warning Indicators

The error or warning text displays at the top of the screen with an icon that indicates whether it is
a warning or error. The indicators are as follows:

= Red — This indicates an error message for the timesheet.
= Yellow — This indicates a warning for the timesheet.
. n Notifications button — Tap this button to view the Notifications screen wtih all

notifications for the current timesheet. This button is only available to tap when there are
errors or warnings for the timesheet. It is grayed out when there are no notifications.

There are two ways to view a notification:
= Notifications screen — Tap the n Notifications button to view the Notifications
screen with all notifications for the current timesheet.

= Time Entry or Summary screen — These screens display an indicator that there is an
error or warning. Tap the line to view the errors and/or warnings for that line.

After you rectify the issue that caused the error or warning, save the timesheet. The status of the
item updates and the error/warning indicators no longer display for this line.
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Timesheet Notifications

Error Messages and Warnings

Error Messages

Errors are indicated in red on the Timesheet and Summary screens, and a status of Cannot
Update displays. You receive a pop-up message stating that there are errors with the timesheet
line and that it cannot be saved to Vision.

Refer to the following list of potential errors:

= Budget Validation — If a project plan or a labor code has budget validation set in
Vision, and you enter time against a project or labor code that is not budgeted, a
validation error displays.

= Exceed benefit hours — This error displays if your hours are over the number of benefit
hours specified.

= Comments required — This error displays if your timesheet does not include comments
when comments are required for this project.

Warnings

Warnings are indicated in yellow on the Timesheet and Summary screens. When there is a
warning, you can still save and submit the data.

A potential warning is Check against expected hours, which displays if the total hours that are
submitted on the timesheet exceed the total hours that you are expected to submit for the labor
period. This can also be an error, depending on Company Timesheet Configuration.
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Data Transfer

Data Transfer

Vision Mobile Timesheet automatically transfers data with Vision whenever you open the
application, submit data, make a change to a timesheet (add, edit, or delete a line), or you bring
the application to the foreground. To keep track of the most recent data transfer, check the time
stamp that displays in the footer on screen.

When Vision Mobile Timesheet data updates to Vision, the entire timesheet updates, not just a
single line of data.

For example, if you enter data in Vision Mobile Timesheet but you are not connected to the Vision
database, and then you update the same timesheet in Vision, a data conflict occurs. In these
situations, you are notified on your mobile device that Vision has been updated and that the
Vision data will overwrite the mobile timesheet data.

You can force a data transfer. This is useful when you work on a timesheet offline and need to
ensure that your data transfers.

To force data transfer, complete the following steps:

1. Tapthe Refresh button. The device transfers data with Vision.

The n Waiting symbol displays until the transfer is complete.

If there are issues with the timesheet'’s data, error or warning indicators display. Use the
Timesheet Notifications screen to view a list of all warnings and errors.

2. Sign or submit your timesheet.

User Guide 28



' Delte Know more.

Do more.™
Favorite Projects

Favorite Projects

When you search for a project, you can view projects by All or by Favorites.

All Favorites

)¢

To create a list of favorite projects, tap the Star icon to the left of a project for which you
searched. This adds the project to your list of favorites. These projects are always included in the
project list without the need to search the server.

If you use the Log Out button on the Settings screen to log out of the application, your list of
favorite projects is deleted.
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Create a Reminder

The Settings menu includes a Reminder option that allows you to set a reminder for an In
Progress timesheet. These reminders display as notifications on your device and are
independent of the Vision Timesheet alerts.

To use reminders, complete the following steps:

Tap E] Settings.
2. On the Settings screen, tap the Reminders field.

In the Use reminders field, select ON. Vision Mobile Timesheet reminders are set to
occur on the last day of the timesheet.

4. Use the time selector to specify the exact day and time time to receive the reminder.

5. Tap E Settings to return to the Settings screen.

‘a If you use the Log Out button on the Settings, your reminder is deleted.

To create a reminder, complete the following steps:

1. Tap E] Settings.
2. On the Settings screen, tap the Reminders field.

3. Inthe Use reminders field, select ON. Vision Mobile Timesheet reminders are set to
occur on the last day of the timesheet.

4. Use the time selector to specify the exact time of day to receive the reminder.

w1 Verizon 3G 9:33 PM =]

Settings Reminders

Use reminders M\

Whe:

1:05 PM

-
5. Tap Settings to return to the menu.
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Unlock Vision Mobhile Timesheet

After a period of time in which the device has been used, or in which the device has been closed,
Vision Mobile Timesheet enters sleep mode. This ensures the security of your timesheet and
requires that you unlock the app to use it again.
To unlock Vision Mobile Timesheet, complete the following steps:
1. The method that you use to unlock the app depends on your configuration settings.
= If you are using a Security PIN, enter your PIN to unlock the device.
= If you are using a password, tap in the Password field and enter your password.
._Verizon 3G ¢ B:42 PM ==

Log out Unlock

Please enter your password to unlock the
application.

Password

ojwjefriT|vju|ijo]P)
Als|o|Fle|H|JjKfL

5 GNEO00D

Unlock

2. Tapthe - Unlock button. Mobile Timesheet returns you to the last screen you
were on before it timed out. The method that you use to unlock the app depends on your
configuration settings.
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Log Out of Mobile Timesheet

The Log out button is located on the Settings screen. You do not need to log out when you finish
using the application because Vision Mobile Timesheet automatically locks. You can then enter
your PIN or password to re-open the application.

You must log out when changes are made to any of the following:
= UserlID
=  Server

= Database
To log out of the application, complete the following steps:

1. Tap E Settings.

L t . ,
2. Tapthe Log out button. The application closes and the following saved data
is removed:

= Favorite Projects
= Reminders

= UserID

= Server

= Database

3. Tolog back in, complete the steps described in the Initial Login procedure on page 7.
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Configuration

Before you enter data in Vision Mobile Timesheet, you must configure the settings that dictate
how your system is protected, and the types of data that you can enter and save.

Some of these settings are dependent on options in Vision. For example, if the Require
electronic signature when submitting timesheets option is selected in Vision, then Vision
Mobile Timesheet users must enter their Password or PIN as the signature before they are
allowed to submit their mobile timesheets. Contact your System Administrator for additional
information on Vision settings that impact the Mobile Timesheet application.

Vision Settings that Impact Mobile Timesheet

The following Vision settings impact the information that is available in Mobile Timesheet.

Timesheet
= Company Timesheet
= Treat inactive projects/plans as dormant
= Allow staff users to resubmit timesheets
= Require electronic signature when submitting timesheets
= Allow users to enter overtime
= Require comments when hours are entered
= Limit timesheet entry to particular hour increments
= Left grid options
=  Check hours entered against the expected

= Timesheet Categories

Employees
= Accounting Tab
= Hours/Day
= Labor Category
= Time Tab
= Default Labor Code
= Allow Employee to change in timesheet

=  Check hours entered against expected

Projects
= Accounting Tab
= Restrict Charge Companies (Vision Multicompany only)
= Time & Expense Tab
= Budgeted Validation Options:
= Budgeted Validation
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= Budgeted Source

= Budgeted Level

=  Check Project Planning for Start/Finish Date
= Check Project Planning for Planned Hours

= Labor Code Levels

= Require Comments for Hours

Mobile Timesheet Settings

The Vision Mobile Timesheet settings that are available depend on the Vision settings that are
listed in the previous section.

To configure Vision Mobile Timesheet settings, complete the following steps:

1. Launch the application and tap E} Settings.

'wi_Verizon 3G 12:24 PM =
Done Settings Log out
User ID Joannes

Server URL http://204.51.97.253/...

Database Cohen and Associates

Security PIN Enabled >

Default to timesheet m

Reminders Disabled >

Usage tracking M )

2. The following options display, based on settings that you established when you logged in.

= User ID — This is the ID of the current user. When you change this option, Vision
Mobile Timesheet prompts you to log out of the application and then log back in to
enforce your updates.

= Server URL — This is the server URL that you entered when you first opened Vision
Mobile Timesheet. When you change this option, Vision Mobile Timesheet prompts
you to log out of the application and then log back in to enforce your updates.

= Database — Enter the database in which you open your timesheet. When you
change this option, Vision Mobile Timesheet prompts you to log out of the application
and then log back in to enforce your updates.
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3. Select from the following options to configure your mobile timesheet defaults:

Security PIN — Select from the following settings:

= Select Enable to require entry of a PIN number, rather than a Vision password,
to access your timesheet. This also works with User Authentication and allows
you to enter your PIN to access Vision Mobile Timesheet while logged in to
Windows. See Use a Security PIN on page 8 for more information.

= Select Disable to turn off the PIN protection. When the PIN is disabled, you need
to enter your Vision password each time you open Vision Mobile Timesheet.

Default to timesheet — Select ON to have the current period display when you open
your timesheet.

Reminders — Tap the Reminders field and select ON in the Use reminders field to
turn on reminders. These reminders display as notifications on your device and are
independent of the Vision Timesheet alerts.

Vision Mobile Timesheet reminders are set to occur on the last day of the timesheet.
However, you can use the time selector to specify the exact time of day that you want
to receive the reminder. Tap the Settings button to return to the Settings screen. If
you use the Log Out button on the Settings screen to log out of the application, your
reminder is deleted.

Usage tracking — Select ON to send high-level usage statistics to Deltek. These
statistics include data related to the number of times the application is launched and
the number of timesheets submitted. Deltek uses this information to develop the
product further and to monitor application use levels. No personally identifiable or
company-related information is collected or transmitted when Usage tracking is
enabled.

Help — Select Help to access a link to the Deltek Vision Mobile Timesheet User
Guide on the Customer Care site. This contains detailed information about how to
configure and use Vision Mobile Timesheet. Tap the Settings button to return to the
Settings screen.

Version — This field displays the mobile application’s version number.

4. Tap Done to return to the Timesheets screen, or tap Log out to log out of the application.
See Log Out of Mobile Timesheet on page 32 for more information.
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