


Ajera Tips & Tricks

Deltek

Damon is currently a Deltek University Sr. Curriculum Manager for Vantagepoint
and a certified Sr. Instructor for Ajera with extensive experience and skills in
Training and Development. Damon works in Deltek’s Portland, OR office. He has
been responsible for Customer Support, new hire training and client training on
various Ajera topics.

Prior to coming to Deltek, Damon has been a teacher at the Secondary and Post-
Secondary levels, a trainer at various corporations as well as an instructor in the
Army as an adjunct faculty member for the National Cryptologic School.

Damon has a B.S. in Biology/Chemistry, a B.S. in Secondary Education and an
M.A. in Education from the University of Alabama at Birmingham
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Ajera Tips &
Tricks

This session is designed to increase
your comfort level working in Ajera
and give tips and tricks to take back to
the office and share with other users.

© Accutera Architects =AU YY

Aging ~ | YTD Utilization - Hours

- Timeshaats < 40 Hours Last Week

You will learn about common issues : , = ——

Tomat Amoyne
23188
s
25000
02,
ws

that are submitted into Ajera Support -
everything from finding missing WIP,
fixing incorrect Billing Rates, creating
a Widget to show Accrual information
and changing employee pay rates.
You will also have the opportunity to
ask questions.
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Ajera Tips & Tricks

All operations and workflows discussed in this
session are based on recommended “best practices”
for Ajera. Although alternate methods may be
available, the long-term impact is not predictable if
using a non-standard workflow or operation.
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Missing WIP
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Ajera Tips & Tricks

1 1
" General | Billing | Invoice | Revenue | Contacts | Beginning Balances | Permissions | Attachments | Notes |

£

Description |Flander's Fields Memorial | Status | Closed ~]

If you cannot find the WIP p—— —

entries to a project that you
Want to Close Or bl” out dlrectly & Schematic Design cannot be closed,

L& Billable Work-in-progress transactions exist for this phase.

in the invoice for the project,
these are the most common
steps to take.

Location E]|
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Ajera Tips & Tricks

roject Commany - . Preliminary, Active, Hold, Work Hold, Billing Hol
P
Acelg Action D Description Foiect Noies | BilingType | HOMS | Hours Actal | GoMrat Spert | SpentProfit | Billed | p B | Billed Prol
» 201802 [Flanders Fields Memo. Active Percent Co. 3000 4650| 8740283 1163183 -131377| 621825 B113464| 6727
2018-04-05  |Chilliwack Dam Preliminary Percent Co. 1,135.00 0.00 129,023.60 0.00 0.00 0.00 123,02260 ou
20180524 |May flowers Preliminary Percent Co. 54200 000 6515683 250000 000 000 e515639| 25001
M04-163 Busin. ¥ Percent Co. 952.15 0.00 '90,000.00 0.00 0.00 0.00 90,000.00 Di@
< i ] v
| Projectinfo | Manage | Invoices | ) Progress - Snapshot | "7 Plan |
ME| 4 41 ofl b M|« ©|SExmE-| 100% -
201802 Flander's Fields Memorial
All WIP amounts by P hase e — e
B Contract
can pbe seen on e T et e
Snapshot Report
.
Hours
Project Contract Billed wip Spent  Budget Billed WP Spent
2018-02 Flander's Fields Memorial 87,403 6,218 3114 11,632 3 24 47
2018-024 Basic Services 77,403 4,493 1,734 8,527 590 3 24 47
2018-02.11 Schematic Design Detail 5310 219 1205 1,614 45 10 4 14
2018-02.12 Design Development Detail 11,825 2,649 [ 4,937 75 13 4 7
2018-02.13 Construction Docs Detail 42,500 o 88 88 300 o 4 4
2018-02.14 Bidding &Negotisfion Detail 11,882 1,725 38 1,813 125 ] 4 4
2018-02.18 Construction Admin Detail 5,987 0 175 175 45 ] 8 8
2018-022 Additional Services Detail 10,000 1,726 1,380 3,106 100 ) 0 )
] Cap WIP Labor Adjustment Detail o 0 A o 0 o 0 o
Cap WIPExpenseAdjustment Detail o 0 [ o 0 o 0 o
Cap WIP Consultant Adjustment Detail [ 0 0 [ 0 [ 0 [
Save | [ Cance

m

Deltek.
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jeraTips & T

ricks

Edit the Invoice for the
Project in question.

. e : A 1
- = =
1€ Tnvoice for City of Portl Jject 2018-02 Flander's Fields Memarial Y S
i 7
Status [Draft - dat <] available [0.00
coorase [ ] b [ ] aicammn
=
Epense & Consultant | Percent Complete | Invoice Adjusiments | Text & Amounts | Attachments | Backup Attachments | Notes |
Status Date Phase Activity Vendor CostUnits |  CostRate Cost Amount Units Billing Rate | Billing Amount
» Billable ~ |oznz2g 2018-02.2 Additional Services Photos 000 0.0000 120000 000 0.0000 1,380,
0.00 120000 000 $1.380.00
4 m »
[ Cese ][ Save || Cancel |[ Preview |[ Help ]
Import Joung || naft 032418 | 2018-01-01 Fells Pointrenovat. 3558.05
Import Credit | 1 Jo g 2018-02 Flander's Fields Mem. | purs Last Week
Dratt 2018-04-05 Chilliwack Dam 0.00 -
- . il I E Employse Timeshs
o Ending Date
Close | [ Edit | [SelectAll | [ Clesr P | [ Preview | [ Pint | [ Email | [ Help
risionher Meshan TR e T
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Ajera Tips & Tricks

Inveice for City of Portland 's Fields Memorial ;_

i
oo oot [ 7] Preparmris i
Cutidne N Ineice smourt

| Expense & Consultant | Percent Complete | Invaice Adustments | Text & Amounts | Atiachments | Backup Atachments | Netes |

If the entrles are Connected tO a Phase Activity Type | ContractAmount | PercenttoBill | Billing Amount | |2l Fercent LEET] Bilable WIP
B L 2018-02.1 Basic Services / 2018-02.11 Schematic Design Expense 240.00 000 0.00 000 000 750|

Tlme and Expense bl"lng type 2018-02.1 Basic Services / 2018-02.11 Schematic Desion Censultant 2,500.00 0.00 0.00 0.00 0.00 0.00

2018-02.1 Basic Services / 2018-02.12 Design Development Labor 782463 0.00 000 346 27403 8768

h h . I I h h b 2018-02.1 Basic Services / 2018-02.12 Design Development  |Expense 250000 000 0.00 3100 775,00 0.00

p ase, t ey WI S OW On t Ose ta S 2018-02.1 Basic Services / 2018-02.12 Design Development  |Consultant 1500.00 000 0.00 100.00 1.500.00 0.00

. . . 2018-02.1 Basic Services / 201-02.13 Construction Docs Labor 15,000.00 000 0.00 000 000 2789
in the invoice. If they are not or are 75021 i o 82 T Corariciono oo 200 ow T om ow 2]

2018-02.1 Basic Services / 2018-0213 Construction Docs Consultant 750000 000 000 000 000 000

In addltlon to go to the Fee bllllng 2018-02.1 Basic Services / 2018-02.14 Bidding & Nagotiation Labor 5.356.67 0.00 0.00 0.00 0.00 8769

) 2018-02.1 Basic Services /2018-02.14 Bidding & Negotiation Expense 632500 0.00 000 nn 1.725.00 0.00

2018-02.1 Basic Services / 2018-02.15 Construction Admin Labor 886 50 0.00 000 0.00 0.00 000

type tab and select a Phase where = s N I N~ N
the entries were listed. —) e 2

E

Ending Dats]
Print Email

Deltek CONFIDENTIAL © Deltek, Inc. All Rights Reserved. 9



Ajera Tips & Tricks

'€ Invoice for Gity of Portiand - Proyect 2012.02 Flanders Fields Memorial
Entries N
ciaf S Workshest Time And Expense Enties ’ [ =]
r {2l P L
i ]
f Cutoff dd | E et #i .
= lsbor | Expense & Consultart
‘ S | Date ‘ Fio ‘ (R | Errme | Erme s ‘ e | Billing Rete ‘ Billing Arwamt ‘ e |
2018-02.
201802 .
. 2018-02. Eriry Satus _
Go to the Entries o e ™
2018-02 | [ Defer
button and change e
2018-02. Nonbillable
the View to include — e
u 2018-02.
2018-02 N
all Statuses e
.
b 2018-02.
000 50.00 £0.00
[ Close ][ save || Cancel |[__Help
— - : — —
TmporT CredT }‘Draﬂ | |2m&02 Flander's Fields Mem. | ‘ U |purs Last Week
‘Draﬂ | |2ﬂ13—04‘[)5(:hllhwa(:k[lam 0.00 | ‘ .
| ool L u I E Employee Timesheet Date
e Ending Date
= [ Close | [ Edit | [SelectAll | | ClesrwiP | [ Preview | [ Print | [ Email | [ Help |
topher Meshan TIZ068 [ mmmmmm FTA00T
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Ajera Tips & Tricks

7l |

=
<) Invoice for City of Portiand - Project 2018-02 Flander s Fickds Memorial -
[ Entries
I <] & WorksheetTime And Entr
i
1 cwrd ] wistoses
Lsbor | Expense & Consutant
Expense &
Status Date Phase Activity Employes Employes Type Hours Billing Rate Billing Amount =
v (I - o208 2018-02.1 Basic Services 20, Billable Time P2t D, Hill Iacministration 800 218222 175,28 0.00
2018.02
Entries on Hold may =
2018-02
d to be ch d o
needa to be changed to e
- - 2018-02.
either Nonbillable or s
201802
Write off =
" 2018-02.
»|2018-02
800 7538 50,00
[ Cose ][ Save || Cancel |[_Help
MPOTEIEA Iy Tra [2018-02 Flander's Fields Mem. | burs Last Week
Draft | |2msm—os Chilliwack Dam 000 ‘ | =
or 4l | O Emplovee Timesheet Date
ovee
[ Close ]| | [(Selectail | [ ClearviiP | [ Preview ] [ Prnt | [ Email | [ Help

Deltek.
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Ajera Tips & Tricks

In order to determine whether the entries should be changed to non-billable or write off, it is
important to remember the difference between the two:

Non-billable

Project-related but not being billed. The project still shows the cost amount but no spent
amount. The non-billable costs are included on your project reports when you select to show
cost, and they affect the profit calculation for the project.

Write-off

Reflected on the project and the financials as a write-off. The project still shows the cost and
spent amounts. When you write off an amount by changing the status of the work-in-
progress (WIP) item, it appears on your project and financial reports as a write-off.

Deltek CONFIDENTIAL © Deltek, Inc. All Rights Reserved. 12



jera Tips & Tricks

/' Project Info } Manage ] Invoices ] "1 Progress /':'ﬂ_,j Snapshot ] "3 Plan

E M 41 of1 b M |e @ SE A3 E- | 100%
201802 Flander’s Fields Memorial

Snapshot Dollars

Billed $6,218.25 + WIP $0.00 = $6,215.25

Once all changes have

l

Snapshot Hours

Billed 22.50 + WIP 0.00 = 22 50

une 21, 2018

Spent 45.50
Dollars
b e e n m ad e ) th e WI P WI I I b e Project Description Contract Billed WIP Spent Budget wiP Spent
re m Oved 2018-02 Flander's Fields Memaorial 87,403 6,218 0 11,632 690 23 0 47
) 2018-02.1 Basic Services 77,403 4,493 o 8,627 580 23 o 47
2018-02.11 Schematic Design Detail 5310 219 0 1514 45 10 o 14
2018-02.12 Design Development Detail 11,925 2,548 0 4,937 75 13 o 17
2018-02.13 Construction Docs Detail 42 500 0 0 88 300 0 o 4
2018-02.14 Bidding & Megotiation Detail 11,682 1,726 0 1813 125 0 [} 4
2018-02.15 Construction Admin Detail 5,987 0 0 175 45 0 0 8
2018-02.2 Additional Services Detail 10,000 1,728 0 3,108 100 0 o 0
Cap WIP Labor Adjustment Detail 0 0 0 Q 0 Q 0 /]
Cap WIP Expense Adjustment Detail 0 0 0 0 0 0 0 0
Cap WIP Consultant Adjustment Detail 0 0 0 V] 0 V] 0 0

Deltek.
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Questions?

Deltek.
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Change Billing Rates

Deltek.
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Ajera Tips & Tricks

From the Client Invoice List, select the invoice that you need to review
and click on “edit”.

. Sg Client Invoice List O Acsens A - | = E PS |
9 @ Diraft, Approved ‘t]:
[n .
Status Billing Review Stage Cutoff Date Client Project Manager Project
A ¥ |Diraft Pre-review Milwaukie Hospital Mary T. Boyle Cooke County Health Centg
1 Diraft Ready to Bill 12/25M13 Dawson Developers Mary T. Boyle 03-121 Glison Lofts
¢ Diraft Pre-review 1272513 Anderson Construction |Mary T. Boyle (03-138 Highland Shopping
Diraft Pre-review Portland Public Schocls (Mary T. Boyle 03-148 Wilson Elementary §
Diraft Pre-review Trimet Mary T. Boyle (03-152 Lightrail Expansion
q Diraft Pre-review 12/25M13 Trimet Mary T. Boyle (03-152 Lightrail Expansion
Draft Ready to Bill 12/2513 Dawson Developers Mary T. Boyle (04-107 Oakland Heights Mg
:_E Diraft Pre-review 12/25M13 Milwaukie Hospital James M. Singer 04-110 Milwaukie Hospital L
Diraft Pre-review 12/25M13 Edward Stephenson Kris M. Kingsley (04-115 Stephenson Estate H
i I I ] 3
i
Close | [ Edit | [ SelectAll | [ Preview | [ Print Email Help
e —" T . r

Deltek.
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Ajera Tips & Tricks

For the Time and Expense
Billing Type, the entries are
listed by the type of Entry,
either Labor or

Expense/Consultant. |

If you are using a Percent
Complete or Fixed Fee billing
type on the project, you will
need to go to the Entries button

for the phase wanted.

< Invoice for Milwaukie Hospital - Praject 04-110 Milwaukie Hospital Landscape [=[@] = ] l
*
il
Status [Draft <] inveice dae | -] available [0.00
Cutoff date | < Inveice number | | Inveice amount [27,352.95
Labor | Expense & Consultant | Text & Amourts | Attachments | Notes |
Status Date Phase Activity Employes. Employee Type Hours Billing Rate | Billing Amount
¥ |Billable ~ 050113 Foyer Remodel Billable Time Scott B. Nunn Intern Architect 800 53.4000 47520
Billable 052013 Foyer Remodel Billable Time Christopher E. Meehan |Principal 10.00 $16.7500 816750
Billable 052113 Foyer Remodel Billable Time Christopher E. Meehan |Principal 10.00 #16.7500 2.167.50
Billable 05722113 Foyer Remodel Billable Time Christopher E. Meehan | Principal 10.00 8167500 816750
Billable 0523013 Foyer Remodel Billable Time Christopher E Meshan |Principal 10.00 12251250 1225125
4200 £37,22895

Deltek.
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Ajera Tips & Tricks

-
< Invoice for Milwaukie Hospital - Project 04-110 Milwaukie Hospital Landscape

0
]
d.

+ 1k
fl
Status |Draft <] imoicedste [ ~| Prepayments available
Cuoffdete | 7| Imvoicsrumber [ | Invoice amount [27.952.95
Lsbor | Bxpense & Consutant_| Tt & Amounts | Attachments | Hotes |
‘ Status | Date ‘ Fhase Activity Employee Employee Type Hours Billing Rate | Billing Amount
Select the row for the e ntry N leilzbie ~losouna [Foyer Remodel Billable Time Scott B Hunn Intern Architect 200 59,4000 47520
Entries... oyer Remodel Billble Time (Christopher E. Meehan |Principal 10.00 816.7500 8,167.50

t' R H ht I k th th | Recalculate Billng Rate oyer Remodel Billable Time (Christopher E. Meshan |Principal 10.00 16,7500 216750 |l
q U eS I 0 n . I g 'C I C WI e Change Project... ayer Remode! Billable Time (Christopher E. Mechan |Principal 10.00 £16.7500 £167.50

Split Transaction... oyer Remodel Billable Time (Christopher E. Meehan  |Frincipal 10.00 1,225 1250 1225125

mouse to open the menu choices

Preview Invoice

on that row. Choose “Recalculate
Billing Rates” I

48.00 $37.22895

DEItek CONFIDENTIAL © Deltek, Inc. All Rights Reserved. 18



Ajera Tips & Tricks

If the Billing Rate/Billing Amount changes to what you want, then you are done with that entry
and can click on “save”.

If the Billing Rate/Billing amount does not change, or changes to an amount you do not want
then the following procedure is recommended for changing the billing rates.

Deltek CONFIDENTIAL © Deltek, Inc. All Rights Reserved. 19



Ajera Tips & Tricks

Go to the phase on the project with
the entries and on the billing tab,
click on the ellipses next to the
billing rate table field.

<J Project Command Center - Includes Marketing, Preliminary, Active, Hold, Work Hold, Billing Hold, Closed == =
| Sach [ ] ©ID © Description © Client =)
. - Hours Contrast Spent Frofit Workin- | Billed + V1P | Rec ~ | b,
Acctg Action D Description Billing Type Hours Actual | & Spent | Spent Proft o Bled | BiledPoft | progess | BRECAT | FE 1]
0 |es Lightrail Expansion-Ir.. | Percent Co. 162000 56300 21199000 9139112 1532854 1677| 8091234 484976 93170 571 3
04107 (Oakland Heights Medi.. |Percent Co. 959.00 39600) 13450000 6408487 | 156604 244 3BISLIZ| 236771 2006375 264 15 (ShowGam
g N Milwaukie Hospital Lan.. Time & Exp. 70000 34050 7500000 7288083| 1327351 1821| 3265179 2598563 37.95395 1556 3
[ —— —— — N —— e —— i o
Projectinfo | Manage | Invoices | Progress | 7 Snapshot | 5] Plan |
Description General” Invoice | Revenue | Contacts | Beginning Balances | Permissions | Aftachments | Notes |
» (=] Milwaukie Hospital Landscape
Bilng Group
Foyer Remosel Biling Type
f
Rate Table | Standard Markups = [F] Summarize phases
< Billing Rate Table List =]
& # &
ul Description -
ECItest
Portland Putlic School Ristes E
E‘ b |Standard Markups
‘Standard Rates 0y
Close || Select |[ Edt |[ New ][ Copy |[ Delete ][ Hep |
Al [¥] (4] [»] [ Copy New Phase | | New Invoice Group | | New Adjustment |
IR E T T e e T T v

Deltek.
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Ajera Tips & Tricks

{4 Billing Rate Table - Standard Markups [
< Billing P

S [fotve ]
General | Attachments | Motes

Date Ranges
From  ¥|  Through
» (0103113

2
T TS PR

Description |Standard Markups

After clicking on the “edit” button for the S
Billing Rate Table selected, the Billing Rate o™ omm e T e

[Bo0 % [Bom |z [0 |x

Table will open and can be adjusted to Gt pmie | |
meet the billing rates needed. After all pormwreche. 8 e I =
changes have been made, “save” the billing

rate table.

—

i +
s ]2 ) Close Save Copy Cance Delete Help

DEItek CONFIDENTIAL © Deltek, Inc. All Rights Reserved. 21



Ajera Tips & Tricks

Go back to the invoice and after
selecting the row wanted, right —
click with your mouse and choose
“recalculate billing rates”. The
billing rate and the billing amount
will change in accordance with the
changes made in the Billing Rate
Table.

Deltek

<) Inveice for Milwaukie Hospital - Project 04-110 Milwaukie Hospital Landscape E@%
4;.
Cuofidate [ ~| Invoicenumber [ | Invoice amount |37.953.55
Labor | Expense & Consubant | Tert & Amounts | Attachments | Notes |
‘ Status ‘ Date Phase Activity Employee Employee Type Hours Billing Rate Billing Amount
‘E\Hah\ 51 ‘DS)DT n3 ‘ -oyer Remodel Billable Time: Scott B. Nunn Intern Architect 800 59.4000 47520
Entri oyer Remodel Billable Time Christopher E. Meshan |Principal 10.00 8167500 8.167.50
e Foyer Remodel Billable Time: Christopher E. Meehan |Principal 10.00 816.7500 8.167.50 I
Foyer Remodel Billable Time: Christopher E. Meehan |Principal 10.00 816.7500 8.167.50
Foyer Remodel Billable Time: Christopher E. Meehan |Principal 10.00 1.225.1250 1225125
48.00 $37,228.95

CONFIDENTIAL © Deltek, Inc. All Rights Reserved.

22



Questions?

Deltek.

© 2018 Deltek, Inc. All Rights Reserved



Accrual Hours Widget

Deltek.
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Ajera Tips & Tricks

A user must be given access to the Design Mode in their Role.

The amount of access in the Design Mode is also controlled in the Role.

Deltek

L4

(‘J_ﬂ

Py Favorites
= Employees
25 Preferences.
Z Roles
2 e Expense
[ Client Invoices
T3

@ Vendor Invoices

Hide All <

i Client Invoice Aging
lu Vendor Invoice Aging

New Project

PAT D. HILL

Accutera Architects
= Setup

Clients

Vendors

Employees

Contacts

+ General
Company

Utility

Angerson Construction  Active

Commercial

& Manage

Time & Expense
Payroll
Schedule

Project Command Center

Client Invoices

Finance Charges

Client Receipts

Vendor Invoices

Vendor Payments
In-house Expenses
Purchase Orders

Bank Register

Journzl Entries.
Recurring Vendor Invoices
Recurring Journal Entries
Import Expenses

Import Time

Import Credit Cards

Fixed Fee Mary Boyle

= Reports
Session Journals
Manage Custom Reports

+

Quick Reports

+ Manage Financial Statements

el

econciliation Report

Project
Employee

Client

Vendor

Financial

Bank Register

Payroll

Setup

List

Government Reporting

O e S

4

Custom Inguiries
Standard Inquiries

All Tabs ~

Help

Ajera Learning Center and Help
Release Notes

About Ajera
Customer Care Connect
Ajera Users Association

Send Data to Deltek

Dettek Support Assist
+ QA Tools
0.00 0.00 17538

AJERA.

Billing review

| Receivable  Accounting

Balance  Action  F
15 2965012
5 T4,43482
o 2278042
1] 11,527.00
H 7,500.00
o 18,900.00
o 0.00
n 0.00
o 0.00
o 0.00
o 0.00
1] 0.00
17538 0.00

© 2018 Deltek, Inc. All Rights Reserved
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Ajera Tips & Tricks

Sometimes it is best to create a new tab to create new widgets. This way, you do not interfere
with Tabs that are currently being used by other employees.

9-Z Accutera Architects Al Tabs AJERA

board  Project Manager Dashboard - Phase Base  Supervisor Dashboard My Timesheets

Accounting Dashboard  Principal Dashboard  Basic Employee Utilization  Principal Dashboard - Copy  Project Manager D:

My Expenses My Projects  Projects  Project Type WIS ClientType  ClientInvoices  Client Receipts ~ Vendors ~ Vendor Type  VendorInvoices  Time & Expense  Employees  Project Managers
Inhouse Expenses  Bank Accounts  Credit Cards ~ GLAccounts  Reconciliations ~ WIP Balance  Payable Balance  Receivable Balance  Security  testpage  Forecast  Journal Entry Task  Credit Card Import

Bilingreview  Testtab ~ POTask  Purchase Orders  Employee Anniversary info  Project contract, billed received by Phase  Outsource payroll accruals AP information  employee utilization by timesheet

Phase level PM Dashboar

Home Page Tab Properties ¥ Edit Layout + Add widget ~ Tab Security A Edit Security
| + Add Tab ' Clionts Clients, R‘Xﬁ: istrator
= D T Group  Link Only ~] Enpioyees
%€ Exit Design Mode Devices =) Desktop  [J Tablet Target resolution Default
Client List —
Description Client Type Contact Name Mailing Address Phone Number Website ‘WIP Hours Receivable Balance
American Auto Body Privste 2850 N. lesno 503.671-8891 000 000 0.00
Anderson Construction Builder Dominica Appleton 965 NE Savie Drive (503)240-5000 www_andersonc onstr.com 110,551.28 419.00 T4,434.82
City of Portland Municipality Stan Meinkin 555 SW Capitol Hwy 503-520-5655 www.portiandenline.com Q.00 90.00 0.00
Dawson Developers Builder 4302 Sherman Drive 02.502.6680 wn o 13570814 2000 4147702
Edward Stephenson Private Adrian Datton 4512 SW Hamilton Court 360-248-465¢ 17.500.00 000 18,900.00
Mitwaukie Hospital Hospital Adrian Datton 3250 S.E. Jennings Way 503.771-5645 mitwaukichosp.com 7.50000 26400 7.500.00
Portland Public Schools Sehool Distric! Adrian Dalton S50 N Bryant Avenue 503-916-6400 www.pps.edu 114,000.00 2.00 54,711.00
Trimet Government Jarod Parkinson 552 SE 17th Ave (503)245-1550 www._trimet org 0.337.40 58.50 22,780.42
WSE Engincers Engineer 2915 E 215t Avenue 360-423-5683 www.wseenginesrs.com 000 00 0.00
Wyatt and Hart Architect 502.231.8956 wyattandhartsreh.com o000 ago .00

DEItEk © 2018 Deltek, Inc. All Rights Reserved 26
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g-<

Aczounting Deshbosrd

Client Invoices  Glient Reseipts

Forecast  Joumal Entry Task

Principal Dashboard

Vendors

Gredit Gard Import

PAT D.HILL

Accutera Architects
Ssic Empioyes Usizston

Vendor Type

Vendor Invoices

Billing review

Testtsh PO Task

Principal Dashboard - Capy

Time & Expense  Employees

Purchase Orders

Project Mansger Dashboard

Employes Anniversary info

Project Mansgers  In-house Expenses  Bank Accounts  Credit Cards.

Project Managar Dashboard - Phase Base

Supervisor Dashbasrd

GL Accounts

My Timashaets

Reconciliations

My Expenses

amn~ 0 AJERA

Project Type

Glient Type

Receivebie Balance  Security  test pege

WP Hours

Receivable Balance

Project coniract, biled received by Phase  Ouisouros payroll sccrusls AP information Phass level PM Dashbosrd
Home Page Tab Properties ¥ Edit Layout I + Add Widget ITab Security & Edit Security
. Roles:
:h- Add Tab Titie | Clients Ciients e ierator
Copy Tab
Groua Link Ot Employees
* Delete Tab o v
=]
4 Exit Design Mode ~ Deviss '+ Deskiop Ll Tablet Target resolution| Default
Client List ~
ngten comtres  comtsctusms ng agorsse Pronsuumbsr  wensits ousg we Hours Rscaivabis Batsnce

[r———— - ssson no ra— o ) oo
snsrson Consienen suser Do Agpctan 565 ne savs ome (S0324Es000 wawansersonsonitesom Tressizs s1em s
oyt artsna sy Stantenkin £33 5w Capo ey Sospsss wewputanconinecam o wm o0
Sawson Savslopare Salder £302 Snerman Srve SOSness wewdsesonersopars com e 2m samn
Saara siphensan P Adnan Caren 4512 5wt ramian Court sevazeae +7.50000 ax Tss0000
s ezpast Hoeptat dnin Daton s2s08 2 sennmge way s mivssenocom 750000 P 70000
Sortana pusic sencos Sensorcie Aann Saten 550N yantAveras T R —— 11000 20 serria
romat Gowemment  Jana parcmson ssaseman (B0 weermelon waan B 27w
s Ergnesrs Saginesr 23152 2tet Avenae B R —— o am o0
iy ans e Aecnsact sosavesss wpsmssensnarncon o am osa
Client List ~

S0k

a00k

300

200¢

100

ok

Deltek.
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Ajera Tips & Tricks

Choose the type of widget to create, in this case, a Table widget.

Home Page Tab Properties WeEdtlayout  + Addwidget Tab Security A Edit Security
+ Add Tab it [ Clienis Clients e et
Ch copy Tab = )
x Delete Tab Group | Link Only Employees:
4 Exit Design Mode ~ Deviees [/ Deskiop (] Tablet Target resolution Defenit
Client List 2
Daserioton Clent Tipe Contact name 0 Agoress Enonsmumber  website siisg WP Hours Recaivabis Balance
Amenisan auto Boay Frcats 250 K. aano sa3<71.8891 um am 000
‘Anderson Construction Bulger Dominica Appiton 565 NE Saviz Dve (SI52405000  www.ancersoncanstr.com sz 1800 T4
oy ot pamzna ey sz S5 Sw capant y sa3-520655 wiew persaraaning am um a0 000
Dawsan Developers Bulder 8302 Sherman Grve soss0zsen wendsmonds Add Widget x| Josss 2000 PIRE AT
Eauses steprenson Prcats arian Do 4512 8w Hamison Caun s60-248-4654 0.00 am 18.900.00
MEwaukle Hosplial Hospiial ‘Adrian Daltan 3250 S.E. Jennings Way S03-TT1-5645 mivautehosp, Browse Gallery or create a ja0.00 2%e00 7.500.00
Poniana Pl Sencos Soooioeret Asren Datan S50 Byart Averus sa3at66400 wwwppeens | Widget using the options below ;5 2m se7iron
Tamat Govemment Jarod Parkinsan S5z Tl Ave A wedineos o . e e 2704
WsE Enginsars Engrnasr 2315 2 218t vsnus 3604235661 um am o000
Wiysttand Han Architect EERERET wystandharar Table 000 g0 oo
Chart
Client List Tasks -
S00k —_—
Revenue
oor Purchase Orders
Journal Entry
Credit Card Import Log
300k Payroll Service Accruals
200¢
Cancel
100k
o
Billed WIPHours Receivable Balance
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Ajera Tips & Tricks

For this widget, choose the Transaction Base.

If you want to see the information available in
a base, you can look in the Learning Center
under widget bases or in the Schema
supplied in Ajera.

Deltek

Select Widget Base

Search columns...

2]

.......
Payroll Service Accruals
Phase

Project

Project Manager
Project Progress
Project Timesheet List
Project Type

Purchase Order
Purchase Order Detail
Receipt

_ Recurring Journal Entry

Recurring Vendor Invoice

Reported Percent Complete

0K Cancel

© 2018 Deltek, Inc. All Rights Reserved
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Ajera Tips & Tricks

Add the standard columns for
Employee, Pay Description, Pay Date,
Activity Type, Pay Type, Date, Activity,
Units/Hours and Transaction Type.

The Standard Columns do not show the
formula symbol f(X)

Deltek

Edit Columns

Add Columns
X Oy D Employee SYET
X ho Pay Description =]
X h Pay Date &=
% On Activity Type b 4
¥ Oy <@ | PayType Y
x Oy a@ Date &
x [h @ Accrual Hours i
®x [hnaD Vacation Hours Used Fu
X o Sick Hours Used S
X [ Activity
¥ [ Units/Hours
X [ Transaction Type Y
x ho Accrual Balance Total E
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Ajera Tips & Tricks

Sort the Employee column Ascending,

filteritto “ <> *“ and Group Expanded.

Group the Pay Description Column
Collapsed. Group Expanded on the
Pay Date Column. Filter the Activity
Type Column “ = Labor “ and Hide.
Sort the Pay Type Column Descending
and Filter “Is One Of” on your Accrual
pay names and the pays for these
Accruals. Filter the Transaction Type
column on “= Entry”

Deltek

Edit Columns

Add Columns
x ha@ Employee FSYE™T
X [ha@ Pay Description 5
X h Pay Date &=
% On Activity Type b
X ha@ | PayType Y
x Oy a@ Date &
* Oy @ Accrual Hours fu
®x [hD Vacation Hours Used Fu
X Oh<a@ Sick Hours Used Fu
x Activity
X [ Units/Hours
X [ Transaction Type Y
x ho Accrual Balance Total fu
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Ajera Tips & Tricks

You next will need to add formula columns
for the calculating of Accrual Hours, and
the Hours used for the accruals.

This example has only one Accrual Hours
for Employees, called “Vacation and Sick”
— it could be named “PTO” or “PPL”. If you
have more than one type of accrual hours,
you will need to incorporate that into some
of the formulas. This data also has two
different types of accrual paid hours —
“Vacation” and “Sick”. If you only have
one, you will adjust the formulas to match.

Deltek

Edit Columns

Add Columns
x ha@ Employee SYET
X ho@ Pay Description E
X h Pay Date &=
% On Activity Type b 4
¥ Oy <@ | PayType Y
x Oy a@ Date &
x [h @ Accrual Hours i
®x [hnaD Vacation Hours Used Fu
X o Sick Hours Used S
X [ Activity
¥ [ Units/Hours
X [ Transaction Type Y
x ho Accrual Balance Total E
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Ajera Tips & Tricks

Formula

. Heading Accrual Hours Validate [] Percent

CASE WHEN [Pay Type] = 'Accrual’
THEN [Units/Hours]

ELSE O

END

Here is the formula to calculate the
Accrued Hours for each Employee.

Deltek
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Ajera Tips & Tricks

Formula

. Heading Vacation Hours Used Validate [ Percent

CASE WHEN
[Activity] = "Vacation'
THEN [Units/Hours]
. ELSE 0

Here is the formula to calculate the END

Vacation hours used for each

Employee.

Deltek
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Ajera Tips & Tricks

Here is the formula to calculate the Sick
hours used for each Employee.

Deltek

Formula

. Heading Sick Hours Used

validate [ Percent

CASE WHEN
[Activity] = "sick’
THEN [Units/Hours]
ELSE O

END

© 2018 Deltek, Inc. All Rights Reserved
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Ajera Tips & Tricks

Here is the formula to
calculate balance for each
employee for their Accrual
Hours.

[Formula] = Accrual Hours
[Formula 1] = Vacation Used

[Formula 2] = Sick Used

Deltek

Available Columns

Existing

Employee [employes)

Pay Description [ray Description]
Pay Date [pay Date]

Activity Type [actvity Typel

Pay Type [pPay Type]

Date [pate]

Accrual Hours (rermulal
Vacation Hours Used [Formulz 1]
Sick Hours Used [Formula 21
Activity [Activiey]

Units/Hours [units/Hours]
Transaction Type [Transaction Type]

Formula Tags
General Information

People

Formula

.. Heading Accrual Balance Total

Validate [] Percent

[Formula)] - ([Formula 1] + [Formula 2])

© 2018 Deltek, Inc. All Rights Reserved
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Ajera Tips & Tricks

Table Options x
Show Top Record(s)
Conditional Row Formatting hd
Colors Column Apply to Level Operator Value
X I+ I~ Accrual Balance ¥ Employee v  <lessThan ~ O |
X I+ [ v Accrual Balance Employee ~ Between ~ Oand 8
x v [~ Accrual Balance ¥ Employee ~ | | > Greater Than v 8 I
- I v v v
oK

Here is the Conditional Formatting applied to the Widget by row on the Employee Grouping Level.

DEItEI( © 2018 Deltek, Inc. All Rights Reserved
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Ajera Tips & Tricks

The finished Widget

Employee Accrual Balance o=
Emplovee l'j';m o — P [ —— Vacation Sick Hours Accrual
Pay Description — E— Hours Used Used Balance Total
v Totals: 397.40 107.00 86.00 204.10
~ Chiis
w7/1412019 19.25 0.00 0.00 19.25
» Vacation and Sick accrual 19.25 0.00 0.00 19.25
~ 73012018 3.85 0.00 0.00 3.86
» Vacation and Sick accrual 3.35 0.00 0.00 3.85
v James Singer 2140 16.00 6.00 810
w Ne Pay Date 0.00 16.00 6.00 -22.00
» Vacation 0.00 16.00 6.00 -22.00
> 7142019 2328 0.00 0.00 23.26
» Vacation 0.00 0.00 0.00 0.00
» Vacation and Sick accrual 2326 0.00 0.00 23.25
~ 713012019 3.85 0.00 0.00 3.85
» Vacation and Sick accrual 3.35 0.00 0.00 3.85
cwmmee . me am we e
¥ Ne Pay Date. 0.00 8.00 16.00 -24.00
» Vacation 0.00 .00 16.00 -24.00
~ 7142018 7626 0.00 0.00 76.26
» Vacation 0.00 0.00 0.00 0.00
» Vacation and Sick accrual 7626 0.00 0.00 76.26
~ 713012019 3.85 40.00 0.00 -36.15
» Vacation 0.00 40.00 0.00 -40.00
» Vacation and Sick accrual 3.85 0.00 0.00 3.86
T ST * B
wNo Pay Date 0.00 0.00 4.00 -4.00
» Vacation 0.00 0.00 4.00 -4.00
> 71142019 3925 0.00 0.00 39.25
» Vacation 0.00 0.00 0.00 0.00
» Vacation and Sick accrual 39.25 0.00 0.00 39.25
- 7/302019 3.35 0.00 16.00 -12.15
» Vacation 0.00 0.00 16.00 -16.00
» Vacation and Sick accrual 3.35 0.00 0.00 3.85
cesew . me e sm me

Deltek.

© 2018 Deltek, Inc. All Rights Reserved

38



Ajera Tips & Tricks

Deltek

By adding the standard
column for “Employee
Key” , and putting the
filter on it of “Current
User”, you can set the
widget to display only
the logged in
Employee’s Accrual

Balance.

Employee Accrual Balance

Emplovee
Pay Date
Pay De

 Totals:
 Christopher Meehan
v 7142019
» Vacation and Sick accrual
~ 71302019
} Vacation and Sick accrual
w James Singer
~No Pay Date
} Vacation
~ 7142019
» Vacation
} Vacation and Sick accrual
> 713012019
} Vacation and Sick accrual
 Jan Engstrom
¥ No Pay Date
» Vacation
~ 71472019
» Vacation
} Vacation and Sick accrual
- 713012019
} Vacation
} Vacation and Sick accrual
~ Karen Winger
o Pay Date
» Vacation
~7/14/2019
» Vacation
» Vacation and Sick accrual
~7/30/2019
¥ Vacation
} Vacation and Sick accrual

v Kris Kingsley

Pay Type

Date

Accrual Hours

397.10
2310
19.25
19.25

3.85
3.35
27.10
0.00
0.00
2325
0.00
2325
385
3.35

0.00
0.00
7525
0.00
7525
385
0.00
3.85

0.00
0.00
39.25
0.00
3925
3.35
0.00
3.35

Vacation
Hours Used

107.00
0.00
0.00
0.00
0.00
0.00
16.00
16.00
16.00
0.00
0.00
0.00
0.00
0.00
48.00
8.00
8.00
0.00
0.00
0.00
40.00
40.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00

2018 Deltek, Inc. All Rights Reserved

lou
Used

86.00
0.00
0.00
0.00
0.00
0.00
6.00
6.00
6.00
0.00
0.00
0.00
0.00
0.00
16.00
16.00
16.00
0.00
0.00
0.00
0.00
0.00
0.00
20.00
4.00
4.00
0.00
0.00
0.00
16.00
16.00
0.00
3.00

Accrual

Balance Total

204.10
23.10
19.25
19.25

3.85
3.85
510
-22.00
-22.00
23.25
0.00
23.25
3.85
3.85
15.10
-24.00
-24.00
75.25
0.00
75.25
36.15
-40.00
3.85

-4.00
-4.00
39.25
0.00
39.25
4245
-16.00
3.85
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Questions?
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Pay Rate Changes

Deltek.
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Ajera Tips & Tricks

S0 Employee - Kis . Kingsey i (o
| seus )
atll]

| General | Addess | Time & Expenses| Pay Information | Payroll Taxes | Deductions/Fringes | Contacts | Custom Fields | Employee ID | Attachmer +[* | |

Social Security number

Payroll service employee 1D [P103 |
New pay rates should always be st Sty | 1| acanol s aw | ow B | owl
entered as new rows within the L - o ol
Pay Information window. pcstiorl Py

Pay Tl Amount | O | Supp | Limit | LimitPeriod | giuo - |Reducs | Red
} [Vacation and Sick accrual B Hours 3.8500 0.00 0.00
# @] @ =

@EE@ Close ]| Save || Cancel || Delete |[ Help

Deltek.
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Ajera Tips & Tricks

After the change is made and
saved in the Employee record,
go to Recalculate time and enter
the information needed to
change all entries within the
time period.

Deltek

The 22 L

i
R

= Setup
Clients
Vendors
Employees
Contacts

+  General
— Company

Bank Accounts
+  Financials
+ Payroll

+ Recurring

Budgets

+ Beginning Balances
Distribute DPE/Overhead
Recalculate Time

Close Fiscal Year

Credit Card Import

Timesheet Non-Work Days
Custom Fields

Roles

Prefaranrac

PAT D. HILL

Accutera Architects

# Manage

Time & Expense
Timesheets

Project Time Approval
Payroll

Schedule

Project Command Center

ki Reports

Session Journals
Manage Custom Reports

# Quick Reports
+ Manage Financial Sia

Certified

Recalculate Time
-

Reset rates for unpaid and unbilled time

From [01/0218  ~| through [01/12/18

[] All employees

By employee |Kris N. Kingsley|

=]

LR

][ Close H Help ]

CONFIDENTIAL © Deltek, Inc. All Rights Reserved.
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Ajera Tips & Tricks

Only unbilled and unpaid entries
can be recalculated.

If the time-frame entries have
been paid or billed, and your
concern is not the project cost
but the payroll side, it will most
likely be better to manually make
the change on the next
paycheck.

-
#
&
2
[ 22

—~ PAT D. HILL
" Accutera Architects
= Setup # Manage ki Reports
Clients Time & Expense Session Journals
Vendors Timesheets Manage Custom Reports
Employees Project Time Approval . Quick Reports
Contacts Payroll
Schedule # Manage Financial Staten
+ General
— Company Project Command Center Certified
Bank Accounts nciliatio

+ Financials
+ Payroll
+ Recurring

Recalculate Time

Question

Budgets
+ Beginning B

@% Are you sure you want to recalculate unpaid and unbilled time for this
Y date range?

Credit Card Im)

Timesheet Nonks
Custom Fields
Roles

Preferences — + Custom Inquiries

Import Time
+  Utility Import Journal Entries
Import Credit Cards

+ Standard Inquiries

Deltek.
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Ajera Tips & Tricks

Calculate the amount needed to In this example:

cover the difference between the 30.6681 — 30.5757 = .0924

old pay rate and the new pay

rate.

Take the difference and multiply by the 7.392, or actually, $7.39 needs to be
number of hours: added to the next paycheck.

.0924 X 80 hrs = 7.392

DEItEI( CONFIDENTIAL © Deltek, Inc. All Rights Reserved. 45



If not already set up, create an
adjustment pay.

Timesheels

Release Notes

About Ajera

EmployerTax Exsmpt

Federal unemployment

|| State disability insurance
State unemployment
Local withholding

Reeeto

=]

&‘ Vendors Manage Custom Reporis
Employees Project Time Approval N
+ Quick Reports
L Contacts Payroll Po
+ General <} Pay - Pay Adjustment
E—o — Company
Bank Accounts Status
+ Financials
- Payrall Description Employse Tax Exempt
Pays
Taxes Type |Dther Federal withholding
Deductions ocial security
- Track hours/units )
4 Pay List e [ Include in quarterly report Medicare
Include in regular pay calculation tate withholding
[include in salary tate disabilty insurance
D: method | Flat Amount tate Ur t
Act Regul
e = Bloe
Active \Adjustment Pay
lactive Overtime Expense account | 7120 Indirect Salaries - Employee [+ Accrual Options
e[Skt e — Dl ke
Act Pay Adjustment
b pctive = ncls W2 form boxes 10-20 | ot Reported -
Active Vacation
Wi-2 bex des Reduce month/
\Active |Sick Hourly SR l:l day l:l
Active Sick - salary
Active Heliday
ctive Paic Medical Leave Close || Sowe

|| Concel |[_ Help

» Jsmes Singer

)

Deltek.
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Ajera Tips & Tricks

< P ki rgiey D . )
Dosripion (gl Pordl | Focodbogimingdio [TU08 =] Fayporicd Ve |
Pay date (0171918~ | Period ending date Status |
[] Allow tax overide
| Payheck | Pays | Tames | Deductions |  Fringes | Direct Deposis |
Edit the paycheck for the e e -
employee, go to the Pays tab N E— T e
and, using the adjustment pay,
enter the calculated amount.
Close |[ Save ][ Cancel |[ Deleie ][ Pay |[_ Help ]|

Deltek.
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Ajera Tips & Tricks

After saving the change, the paycheck
Is available to pay and contains the
corrected amount.

The amount will hit the ledger account
chosen and will not be associated to a
project.

<) Edit Paycheck - Kris N. Kingsley

[o= = ]

-
Description Period beginning date Pay period
Pay date Peried ending date Status
[ Allow tax ovenide
Paycheck | Pays I Taxes | Deductions I Fringes: | Direct Deposits. ‘

Description Hours Pate Amount Year to Date

1 Reguiar 80.00 2,850.00 2,650.00
Pay Adjustmen 73 738
Vacation and Sick acerual 385 ac 3850 ac
Total pay 20.00 2,657.39 2,657.39
Federalwithholding 217.82 782
Socislsecuriy 18414 184.14
Medicare 38.38 38|39
Oragon, State Withholding 183.00 168.00
Oregon SDI - Employee 136 136
Total taxes 589.71 589.71
401k 105.30 108.30
Section 125 10.00 10.00 T
Total deductions 116.30 116.30
Met pay 1.951.38 1.951.38

o
Save |[ Cancel Delet Help

Deltek.
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Questions?

Deltek.

© 2018 Deltek, Inc. All Rights Reserved



Deltek INSIGHT > 2019
Next Steps

. Complete the session survey in the mobile app.

2. Utilize the Post-Event Toolkit to share what you’ve learned.

3. You can download Continuing Education credit information from
your certificate hub link. The linkis in the mobile app and will be
emailed to you after the conference.

Downloading Presentations?

> Available presentation PDFs are in the Insight Attendee Portal
(Schedule Builder) and in the mobile app.

2 Online and mobile app access to this year’s presentations
expires on March 1, 2020.

#deltekinsight



