Deltek Costpoint Changes Summary Mage"an

For Deltek Costpoint8 New Version Release ~EDERAL

February 2021

Applications Panel

On the landing page of Deltek Costpoint in the last panel, “Manage Timesheets” will be titled “Timesheets” and
“Manage Work Schedule” will be titled “Work Schedule”.

This does not affect navigation.

Current Deltek Costpoint Version

Type here to search applications

75 Time & Expense

* Expense

Time Timesheets | Manage Work Schedule
Manage Timesheets

Configuration

New Costpoint8 Version

= Time & Expense
# Expense

Configuration

Expense

Please note: This section only applies to Magellan Federal team members who currently use the Expense
application in Deltek Costpoint. MFLC Counselors do not currently use the Expense application in Costpoint8.

In the new release of Deltek Costpoint (Costpoint8), there are minor improvements to graphics and navigation in
the Expense application.

New Costpoint8 Version

The “Approve” and “Reject” buttons have been renamed and color-coded for improved visibility.
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Expense Report

Recerved Class. m

ER00000137 O/Submitted | 0 52103 0.00[BIDPR 19 NETCENT |Employees  [01.01.01 - High Tech

‘Eﬂm_lll 0 Submitted 0 10000 000 10220 10.01 AB Employees  01.01.01 - High Tach 000 000 000 000 000 100 00|
| ER00000123 0 Submited 0 25635 0.00 20216.02.02 Employees  01.01.01- High Tech 000 000 000 000 000 25635
\mm 0 Submilted 0 875 0.00 See Schedule Employees  01.01.01 - High Tech 000 000 0.00 000 000 5.75)
| ER0000007S 0 Submted 0 120098 0.00 IDIQ1 001 Employees  01.01.01- High Tech 000 500 000 000 20000 1.480 98
| ERO0000122 1 Submited 0 130000 0,00 10220 10.01 Employees  01.01.01 - High Tech 000 000 000 000 000 1,300 00
‘Eﬂm 2 Submdted 0 117000 000 10220 10.01 Employees  01.01.01 - High Tech 000 3000 000 428 000 107572
| ER00000134 0 Submited 0 Frad) 0.00 10220 1001 Employees 01,0302 - Africa 000 000 000 000 0.00 477.00)
| ER00000110 0 Submited [} 400 0.00 10220 10.01 Employees 01,0302 - Alrica 000 000 000 000 000 34.00
| ER00000130 0 Submdted 0 559050 0.00 20400 MIL1 Employees  01.01 05 - Engineering & Planning 000 000 000 324800 750.00 3,002 50|
“ - »
Billable  Charge Distribution Company Paid  Labor Support  Non Reimbursable Payment Voucher Distribution  Locations Qverall Attachments  Default Charges Category View  Date View Workflow Charge Favorites

Primary Role Task em Status Attachment Asmgned Expense/Charge Amount Cumency  Sequence

| Pamary Supervisor Record - Expense Recept(s) (Required) Pending Parmenter. Megan R_(1001) Expenses/Entertanment 50000000 USD

| Empioyee Create - Expense Report (Required) Created Lark, Heather (7777) - Tue, 30 Jun 2020 09.03 44 0
|Empioyee Submit - Expense Report (Required) Submitied Almxander. Ashiey (1304) - Wed. 1 Jul 2020 16:05:1 1
| Employse Attach - Expense Receipt(s) (Required) Allached 18 Alexander, Ashiay (1304) - Wed, 1 Jul 2020 16051 Expenses/Entartainment 50000000 USD 2
Primary Supervisor Iwnwvu - Expense Recepl(s) (Required) | Panding ]v_u |Parmenter. Megan R (1001) ]Exmnw | 500.00000/USD 1)
| Primary Supervisor Review - Expense Report (Required) 5
| Primary Supervisor Approve - Expense Report (Required) ]

orkfl gnments

Time Entry

New Costpoint8 Version

In the new release of Deltek Costpoint (Costpoint8), there are minor improvements to graphics and navigation in
the Time application.

To create a new timesheet, click the “New Timesheet” button.

Period Ending* 0613072020

Emplayee* Parmenter, Megan R
Class Applied Tech Ful Time Salary
Signature Approval

Organization 019905

Loaxe  Pav.lyvos Summacy  Chame favoriies

Ter  wee T 0 2 S on . e o ™
LA st e Ovscrgmon ) MG oI GW\BI  G6WaD o703 | ST 063 oWIM | eNaea  OAINM __oennd
« . Qe - »

Employee* Parmenter, Megan R Perded Ending”® 0613072020
Class Appiied Tech Full Time Salary
Signature Approval

Organization 019908

™ 2 o
PR
< - »lie - »
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All buttons to move forward are green.

Pariod Ending *

06/30/2020

Employes*

Parmenter, Megan R
Class Applied Tech Ful Time Salary
Signature Approval

Organization 01,9908

Status S
] Open
Year ] Signed Missing Open Signed Approved Rejected Processed
Pariod ] Approved
Function Primary Supervisor ] Rejected
R AS Processed
\ ’
Last Name 0 Inciude Missing
Select emol

Timesneet -

e Corpnryee 0* Sates  Penod Ending * Show Prorsted Mours _fevisin _Scheduie Duac And Period Test o granae Avgeovs wobanm Cyeon otal Mo
Berwon Fam [1020 Signec V182020 | Entered v 1 Sem Moo ‘Aoohed Tech F o Time Satary 010002 |Benson. Pam (1020) ¥27/20 ¥ 45 54 AW Custom Option #1 -
Cartnon, Jerry Vo34 Swned OVIS2020  Entered v 1 SameMorgw ‘AGowed Tach F il Tima Satary 010002 Caison. Jewy (1024) 227720 10.08.52 AN Cuttom Opton #1
Evans, Tony 1008 Swgrea 0VIS2020  Emeres v 1 Seme Moomh Apowed Tach Fus Time Satary 010105  Evams Tony (1005) 227720 9.40. 29 AM Custom Option #1
Morgen. Ginger 1008 Sgrea 04302020 Enteces - 1 Seme Moot Apohed Tech F Ul Tume Hourty o190t Morgen Cinger (1009) 422720 3 37 33 P Custom Ogton #1
Page, Amy 1016 wgnea 01152020  Entered v 1 SemeMeomiv Appmed Tech Fus Time Satary 010302  Page, Amy (1018) 22720 § 1538 AM

- -

Lea

Work Schedule/Request Leave (PTO)

Please note: Using the Deltek Costpoint system to request/manage leave is a recommended practice. If you are
not sure whether this applies to you, check with your Manager or Supervisor.

1. Navigate to the Work Schedule application in Deltek Costpoint

=] 3] &M v O 1 €49 L1 A4 L= L

(1] Browse App 0 Type here to search applications
Time Timeshests || Work Schedule
e 8 Expense Manage Timesheets
pELEE Configuration
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2. Click the “New Leave Request” button in the middle of the Work Schedule screen

Employee Parmenter, Megan R 1001
This calendar shows. by month, your schedule. Click on New Leave Request of New Planned Leave bulton 1o open up the popup. Seiect Ihe date(s) and leave type on which you would like o request leave and
Press the submit button. The current leave batance shall be displayed aflong with the curent calendar year approved of pending leave request
Legend
Non-Work Day Leave Work Day (On Site/Off Site) Month/Year 07/06/2020 =
Holiday Pending Leave
Employee Work Schedule Dates
v
s (g San o Tue s ™ m -
57042020 | T I 2 p)l 0
|
072020 1‘ 5 O 7 O 9 0 "
07182020 2 0 “ "% “» ” "
o252020 | % » 7 2 a b 2
) Il » n a » » n

3. Inthe New Leave window:

a. Use the calendar icons to change the “From” and “To” dates. You can request a single day or a range.

b. Use the down arrow in the “Leave Type” field to select the type of leave you are requesting. Your
available balance displays

c. Enter the number of hours requested per day in the Daily Hours field

d. Enter any explanation related to your request in the Notes field

e. Click the “Apply” button

f. “Save” and out of the Work Schedule screen(s)

.
From* To'
07/06/2020 n 07:06:2020 —-’
Loave Typa"* Naotes
PTO »
Dally Maun* Total Mours
000 000

On Your Timesheet

You will receive an email notification when your Timesheet Approver takes action on your leave request.
Approved leave displays green, pending leave displays light , and rejected leave displays bright red.

Please note: Leave can be requested into the future but cannot be recorded on your timesheet until the pay
period in which it occurs.
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Adding Leave/PTO Hours to Your Timesheet in Costpoint8

Once leave time (PTO) is approved, a green highlight will display in those dates on the current timesheet. To add
PTO hours to the timesheet:

1. Build a new timesheet line by clicking on the “Add Line” button.

Employee * Parmenter. Megan R ] 0 1001 ) SemiMoniniy Period Ending*  06/30/2020 Status  Open
Class Applied Tech Full Time Salary
Signature Approval
Oranization 019505
ives Summary __ Chatos Eaveriien
r— Toe o e " ot o e The [
LA S e Oescrgmon e | owea  owtian  owtsaw  ewvean _ewme:  senam _oed W20 eana e
« - Qg - »

2. Click or tap in the Project field to drill down (i.e., open folders) into the Charge Lookup tree.

3. Click into the “Indirect” folder, then “Fringe Benefits” and select the appropriate Charge Branch Code.

" Lookup Query| ¥ Ol x
(1 Charge Lookup
=] INDIRECT
=3 Fringe Benefits
- Charge/Branch Description Charge Branch Code PROJECT PLC Costpoint Company
+ | Bereavement Leave FRNG BERE
+] Holiday FRNG.HOLI
4] Jury Duty FRNG.JURY
1] Leave without Pay FRNG.LWOP
lj Military Leave FRNG.MILI
_+J Paid Time Off FRNG.PDTO
4 " »
[ I

4. Enter hours for the date(s) on the timesheet line(s) that corresponds to the correct Charge Code.

5. Click “Save” to save your timesheet entry.
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Approving Leave Requests for Supervisors/Managers

Managers receive emails notifying them of leave requests submitted by their employees. Leave requests are found
in the Resource Work Schedules > Pending Leave Requests screen. There are two ways to navigate to this screen:

e Through the application panels: Time » Timesheets » Resource Work Schedule, or

o Inthe Browse Applications field, type “Manage My Desktop” and select “Work Schedule” from the Tasks list.

Resource Work Schedules — O X

Criteria % Legend
Employee ID cJo5 ) Non-Work Day
Last Name Holiday
Active * [Yes v Leave
Functional Role * Primary Supervisor ) After you view the

employee’s leave request,
select the check box for
the request and click
Approve or Reject.

Work Schedule Date*  07/13/2020  ["%] Jul 13, 2020 to Jul 19, 2020

Sort By * [Last Name v

Click an employee’s name to view

= that employee in the Pending

v
Employee Name
‘Cipriano, KeaneEMP L. (CJ05) Leave Requests table'

Employee Work Schedule

I Resource
‘gpnano, KeaneEMP L_ (CJ05)

— < " »

Edit Day Edit Daily Schedule

Pending Leave Weekly Hours 713 714 7186 716 M7 7118
0.00 8 8 8 8 0

On the Resource Work Schedules screen:

1. Click an employee’s hyperlinked name in the Employee Work Schedule table to view the Pending Leave
Requests table for that employee.

2. After you view the employee’s leave request, select the check box next to the employee’s name for the
request and click Approve or Reject.

3. A Friendly Reminder: Don’t forget to click Save!

About Leave Requests in Costpoint8

The Leave Requests table displays both leave that has been approved and leave awaiting approval. Approved leave
displays in @@ green while leave pending approval displays in [BBE red. The first of the
two numbers displayed in the cell represents the number of hours that have either been requested or approved,
while the second number represents the total standard hours for the employee’s workday.

Leave requests that span multiple days display with each day allotted its own row in the Pending Leave Requests
table. You can approve or reject all days of the requested leave, or individual ones.

Reach out to your next level Supervisor or Manager if you have any questions.
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