MFLC Deltek Costpoint Guide

TIME ENTRY FOR DESKTOP AND MAGELLAN-ISSUED PHONE

December 2020

Magellan

EDERAL



Table of Contents
Click any of the following links for step-by-step instructions:

Time Entry for Desktop

Time Entry for Magellan-Issued MFLC Phone (Android)

Resetting Your Password

Unlocking Your Account

Creating a Shortcut for Deltek on MFLC Phone Home Page

School MFLC Counselors: Deltek Time Entry During School Breaks

OCONUS Counselor Time Entry Guidance

Magellan

T+ EDERAL



Magellan

+EDERAL

Deltek Costpoint
Time Entry for
Desktop

MFLC FIELD TRANSITION TO MAGELLAN FEDERAL
TIME ENTRY TRAINING




Housekeeping items

Handouts of today’s training will be posted:

MagellanMFLC.org > Learning & Development > Live Trainings > Deltek Trainings

As we practice using Deltek Costpoint, it is highly encouraged that
Counselors utilize a personal device like a laptop or computer for

better ease of navigation.

Use the Q&A function of today’s webinar to post your question

Watch first, practice later!
Magellan
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Learning Objectives

In today’s presentation we will:

* Discuss how to open and build a new timesheet in Deltek after
logging in.

* Walk through screenshots of how to enter daily hours worked
into a timesheet on Deltek.

* Explore the save function in Deltek to capture entered time.

* Discuss the sign function which is necessary at the end of each
pay period.

Magellan
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Deltek Costpoint Timesheet Steps

1. LOG INTO Deltek Costpoint

2. BUILD time sheet

3. ENTER hours daily

4. SAVE hours daily

5. SIGN at the end of pay period

6. PRACTICE entering time

Magellan
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Log into Timesheet: Quick Look

* Logging into a timesheet is the first step in adding daily hours worked to Deltek Costpoint.
* Counselors must log into their timesheet daily.

* There are multiple ways to access Deltek Costpoint, but we are providing steps for MFLC Counselors to
access through the Magellan Federal website.

Magellan
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How to Log Into Deltek Costpoint

2. Employees

¥ Magellan Federal

A @ magellanfederal.com

@) COVID-19: Important: Learn more about COVID-19 (Coronavirus) and Magellan’s available resources. Go to COVID-19 Library —

Mage"an Mem @ Contact Q
+EDERAL

Who We Are v WhatWe Do v WHItSNew v Careers v

1. Goto
www.magellanfederal.com

EXPERIENCED.

We've supported military and federal families
for decades and bring a deep understanding of
the unique life challenges facing this essential
community.

2. Click Employees tab

M Pause
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http://www.magellanfederal.com/

How to Log Into Deltek Costpoint

3. Click Time & Expense
Resources

4. Click Access Deltek
Costpoint System

Magellan

+EDERAL

Magellan

+EDERAL

Home / Employees /

Employee Links

4

+ Useful Links

I Employee Links

Support Directory

3.
Referral Program + Time & Expense Resources

Veteran Benefits

— Time & Expense Resources

Entering Time

4.
Qccess Deltek Costpoint System Z)

Deltek Costpoint Time Entry Guide




How to Log Into Deltek Costpoint

GovCon Cloud Solutions

Deltek

Specifically designed for project-based firms

5. To login, click “Enter
your timesheet or
Expense Report”
under the Employees
section

Magellan
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(&
& Employees

[ ]
Enter your Timesheet or Expense Report

/

Unlock Account or Reset Password =>

== Accounting Procurement,

— = Materials, HR

Accounting, Procurement, Materials, HR ==
Project Reporting =>
Organize, Discuss & Get Things Done ==

- .
-t Project Managers

Manage Projects ==
Project Reporting =>
Analyze your Projects ==
Budgeting & Planning ==

£ Customer Care

Administrative Functions ==
Manage User Accounts ==
Upcoming Releases >=
Support, Guides and FAQ's ==
TE10 End User Training ==

System Maintenance

1 Important Message/s:

Infrastructure Maintenance:
Click here.

CLARITY




How to Log Into Deltek Costpoint

6. Log in with your username and
the password that you set up

when completing account setup

*Your username will be in this
format: 47161.A.##HiHH

(your employee ID will be #s)

* Remember the System Field
should say:

MAGELLANHEALTHCONFIG

If System field is not visible, click
“Show Additonal Criteria”

* Click Login

Magellan
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Deltek

Add Desktop Shortcut

Which Interface would you like to use?

() Classic Version (@ Mew Version

— USERNAME

PASSWORD

Enter a valid password

SYSTEM

[ Remember me Reset

LOG IN

=+ SHOW ADDITIONAL CRITERIA




Success! You are Now Logged In!

Access the Timesheet

After successfully logging 7.
into Deltek, click selections “ " Expense
in this pattern:

Expefse Manage Timesheets >

) Configuration 10
L]

7. Time & Expense
8. Time
9. Timesheets

10. Manage Time Sheets

Magellan
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Getting to Know Your New Timesheet

CO0ER QENE DAERCERARE

H % Browse Applications > Time & Expense > Time > Timesheets > Manage Timesheets ) BO)

= Timesheet New || Copy | ¥ || Delete Table || Query Yl Bl IO X%

Employee * w\m‘b‘- )] b* )] SEMIMONTHLY Period Ending*  (08/15/2019 @s Missing

Class Non Exempt ot

Signature Approval

™~

Sign ] Correct ]

Leave PAY TYPE Summary Charge Favorites

Timesheet Lines New || Copy | ¥ || Delete || Form \ A
e Thu Fri Sat Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed T
Line Description PROJECT PLC PAY TYPE¥| 8/1/19 812119 8/3119 8/4119 8/5/19 8/6/19 8/7T119 8/8/19 8/9/19 8/1019 81119  8M1219  8M3M9 81419 @ 8/1§| Total
| (] ddasadd
L2l | “Q

\ Y J
Magellan
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Deltek Costpoint Timesheet Steps

1. LOG INTO Deltek Costpoint

2. BUILD timesheet

3. ENTER hours daily

4. SAVE hours daily

5. SIGN at the end of pay period

6. PRACTICE entering time

Magellan
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Building a Timesheet

E‘!j Deltek has a unique way of capturing
your work and leave time.

E For Deltek Costpoint timesheets,
Counselors must:

Magellan
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Charge codes represent different types of time
(work time, leave time, holiday time).

Timesheet lines for each charge code

Add timesheet lines

Add charge codes

15



Adding a Timesheet Line

EICEN Q8hE 0RECHMOREAE

“ * Browse Applications > Time & Expense > Time > Timesheets > Manage Timesheets } SN0}
‘_) Timesheet Mew || Copy | ¥ || Delete DD Table || Query VI B O x|
—
Basic Information
Employee * - ] 0¥ ] SEMIMONTHLY Period Ending*  |08/15/2019 %) status Missing
Class Hourly Non Exempt ot
Signature Approval

Sign I Correct I

- PAY TYPE Summary Charge Favorites

Timesheet Lines New |[*opy | ¥ || Delete || Form I:E| —

el

1. Click New which aligns with
“Timesheet Lines”

This begins a new line for a
charge code.

Magellan
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Building Your Timesheet
Adding Charge Codes.

EICEN Q8hE 0RECHMOREAE

“ * Browse Applications > Time & Expense > Time > Timesheets > Manage Timesheets } S0}

= Timesheet Mew || Copy | ¥ || Delete Table || Query VI Wl O xI
]

Basic Information

Employee * - ] 0¥ ] SEMIMONTHLY Period Ending*  08/15/2019 % status Missing
Class Hourly Non Exempt ot
Signature Approval

Sign ] Correct I

PAY TYPE Summary Charge Favorites

'I'Imesheet Lines New opy | ¥ || Delete || Form v
— Thu Fri Sat Sun Mon Tue Wed Thu Fri Sat W Mon Tue Wed
Line Description PROJECT, PLC PAY TYPE'| 81M9 = 8219 | 8/319 | 8419 | 8&/5M9 | 8/6M9 | 8719 | 8819 | 8919 | 8M0M9 | 8§A1M9 = 8M2M9 | 8M3M9 | 81419  8M{| Total
T - © '

1. Click New which
aligns with

2. Click the magnifying glass ; .
“Timesheet Lines”

Double tap to view
magnifying glass if on a
mobile device

Magellan
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What is a Charge Code?

This is Deltek’s way of capturing
different types of time.

I:‘yj Each time type requires a different
charge code.

Magellan
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Examples:
Work time
Leave time

Holiday time

Regular Labor Code for Work time:

18



Deltek Costpoint Charge Codes

Magellan

1500.01.01
MFLC 3 COUNSELOR LBR

1500.01.02—- MFLC 3

COUNS TRAVEL LBR

1500.01.03—- MFLC 3
COUNS TRAINING LBR

1500.01.04-- MFLC 3
INSTALLATION CLOSE

Regular hours on MFLC
Assignments for all activities
including:

face to face and virtual

counseling

ancillary activities
supervision

outreach

activity form submission
administrative tasks

+rEDERAL

Travel time noted in a
counselor’s CTA.

\

This code is used by
counselors for all formalized,
organized trainings.

This code is used by MFLC
School Counselors when
there is an unscheduled
closure due to inclement
weather. It is also used by
non-school MFLCs when
there is a multiple day
base or installation
cIosure.}

V

[ Regional Supervisors must pre-approve the use of these codes. J

© 2020 Magellan Federal. Armed Forces Services Corporation, d/b/a Magellan Federal, is a wholly-owned subsidiary of Magellan Healthcare, Inc.
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Finding Your Charge Code: Labor

Lookup Query | ¥ | OO X

‘—] Charge Lookup

Lookup Uuery | W | [ 4

Fa L [Z1 Charge Lookup
Charge/Branch Description Char, 5+ DIRECT PROJECT

*Favorites |
Lookup Query ‘I'| ] &

+ | PIRECT PROJECT o
1 Charge Lookup
+| INDIRECT =-1 DIRECT PROJECT

I* B MFLC THREE

gy Charge/Branch Description Charge Branch Code PR
[F]}FLC THREE 1500 | Lookm I EIE

Z1 Charge Lookup

—_— EH::I DIRECT PROJECT
Charge/Branch Description Charge Branch Code PR = MELC THREE

MFLC THREE PMOC 1500.00 | == MFLC THREE PMO

==
IG)

Lookup Query | ¥ | O x

E:I Charge Lookup
Charge/Branch Description Charge Branch C| EE%}%

[ +] JIFLC THREE LABOR 1500.00.01 51 MFLC THREE PMO

¥ MFLC THREE NON-BILL LABOR  1500.00.03 =) MFLC THREE LABOR
[ —

WFLC THREE TRAVEL LABOR  1500.00.02

h ‘ " - Charge/Branch Description |Charge Branch Code.  PROJECT  PLC Costpoint Cor

| ﬂ FLC THREE LABOR 1500.00.01 1500.00.01 1
" ’

Magellan
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Timesheet with Labor Charge Code Added

El OBNE 00OE80RE0

ﬁ* w m Browse Applications > Time & Expense = Time = Timesheeiz > Manage Timezsheets
Timesheet New || Copy | ¥ || |[ o |[ 1 [[ Table || Query AN =IE]
Basic Information
Employee * l Io* l SEMI MOMTHLY Period Ending * 11/15/2020 Status Open
Class Salaried Exempt
Signature Approval
Correct
Leave PAY TYPE Summary Charge Favorites
Timezheet Lines Mew || Copy | W || Delete || Form || Query ‘l'|
a2 sun Mon Tue Wed Thu Fri Sat Sun Mon Tu
Line Description PROJECT PLC PAY TYPE™ | 41/4/20 | 41/2/20 | 41/3/20 | 11420  11/6/20 | 140620 | 117720 | 11/820 | 11/920 | 11411 | Total
1|MFLC THREE LABOR |_1500.01.01 R ] T
Fegular
Overtime
Total
‘ n b

Magellan
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Finding Your Charge Code: Holiday

] Charge Lookup

i Charge/Branch Description Charge B

+ | *Favorites

+

DIRECT PROJECT

DIRECT

B INDIRECT

Magellan

+EDERAL

Charge/Branch Description Charge Branch Cd El Charge Lookup
FRNG E|C| INDIEECT
OVRH =+ Fringe Benefits
- Charge/Branch Description Charge Branch Code PRO.J
:"‘ Bereavement Leave FRMG.BERE |
— [Holiday FRNG.HOLI

|+ Jury Duty FRNG.JURY
Leave without Pay FENG.LWOP
Military Leave FEMNG.MILI

Paid Time Off FRNG.PDTO
Volunteer Time Off FRNG.VLTO

K

[Z1 Charge Lookup
=1 INDIRECT
=-{1 Fringe Benefits
-5 Holiday

+

Charge/Branch Description Charge Branch Codel PROJECT  PLC Costpeint Com

oliday

FRMG.HOLI FRNGHOLI (1

] b

© 2020 Magellan Federal. Armed Forces Services Corporation, d/b/a Magellan Federal, is a wholly-owned subsidiary of Magellan Healthcare, Inc.
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Finding Your Charge Code: PTO

Lookup

‘—J] Charge Lookup

<

Charge/Branch Description Charge Branch Cod
+ | *Favorites

DIRECT PROJECT
+ JINDIRECT

Query "| ] »

Lookup

(1 Charge Lookup
£ INDIRECT

i

Query Tl ||

Lookup Query | W | X
Charge/Branch Description Charge Bra
2 P g [C1 Charge Lookup
FRNG =1 INDIRECT
OVRH =) Fringe Benefits
Lookup Query | ¥ | || %
¥ | ChargeiBranch Description Charge Branch Code PROJECT PL [—Egﬁﬁ%ﬁ
' EBereavement Leave FENG.BERE | | B-{Z1 Fringe Benefits
[+] Holiday FRNG.HOLI = Paid Time Off
Jury Duty FRNG.JURY
Leave without Pay FRMNG.LWOP [
: Military Leave ERNG.MILI - Charge/Branch Description Charge Branch Code. PROJECT  PLC Costpoint Com
A —
(|p Paid Time Off FRNG.PDTO aid Time Off FRNG.PDTO FRNG.PDTO |1
| +] Volunteer Time Off FRNG.VLTO " >
=

Magellan
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S ﬁﬁi Z Cancel |
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After You've Added Charge Codes on Lines

Bl OBNE 0OCN0ORE

* m Browse Applications =

> Time & Expense > Time > Timesheeis > Manage Timesheets
Table || Query | ¥ || |
Basic Information
Class Salaried Exempt
Signature Approval
Correct
Leave PAY TYPE Summary Charge F:
Timesheet Lines MNew || Copy | W || Delete || Form || Query
CJ Tue Wed Thu Fri Sat Sun Mon Tue Wed
Line Description PROJECT PLC PAY TYPE™ | 11/320 | 11/4/20 @ 11520 | 11620 10720 | 11820 11920  1MA020 | 114120 | 1
1|MFLC THREE LABOR |1500.00.01 [
2|Paid Time Off FRMG.PDTO PTO
3[Haoliday FRNG.HOLI | H
Fegular
Overtime
Total

Magellan
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How do | request leave (or paid time off)?

Your Regional Supervisor is your go-to resource for your scheduling needs,
including scheduling vacation time, or leave.

* Email your Regional Supervisor with requests for leave.

— Ask your Regional Supervisor how far in advance of your requested leave they
would like to receive your email request.

* There is a way to request leave in Deltek Costpoint, but we are not
encouraging MFLC Counselors to use this leave request method.

* You do not need to email your Regional Supervisor for time off on the
holidays that Magellan Federal recognizes.
— A list of those holidays can be found by clicking on your VERN tile in Okta,
then searching: “2021 Holiday Schedule.”

Magellan
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Deltek Costpoint Timesheet Steps

1. LOG INTO Deltek Costpoint

2. BUILD time sheet

3. ENTER hours daily

4. SAVE hours daily
5. SIGN at the end of pay period

6. PRACTICE entering time

Magellan
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Entering Daily Hours: Quick Look

* Daily number of hours worked must be entered every day worked to maintain compliance.
* At the end of each day worked, develop a routine to enter hours into Deltek Costpoint.

* Noncompliance of daily time entry results in a Deltek auto-alert to you and your supervisor.
— Daily alerts are called floor checks
— Example of floor check email:

Timesheet Failed Floor Check - Please update timesheet.

. : < Reply & Reply All
e timesheetadmin@afsc.com J heply D neply
To

EXTERMAL: This email originated from outside of the organization. Do not click on any links or open any attachments unless you trust the sender and know the content is safe.

This email is to inform you that your timesheet has failed the floor check that was performed.

2020-10-22 Please complete your timesheet through the last business day.

Magellan
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Enter Daily Hours

EhE OOE80REa

Browse Applications > Time & Expense > Time >

Timesheets > Manage Timesheets

New || Copy [ W || ||« |[ 1 |[ Tatie || Query A=

Employee *
Class Salaried Exempt

Signature

] 0¥

}  SEMIMONTHLY Period Ending * 11/15/2020 Status Open

Approval

Correct

Basic Information

Leave PAY TYPE Summary Charge Favorites

Timesheet Lines

™ | . o J|  Tue wed Thu Fri Sat Sun Mon Tue Wed
Line Description PROJECT PLC PAY TYPE 1173720 11/4720 11/5/20 11/6/20 1177720 11/8/20 1179720 1110020 1111720 11| | Total
1|/MFLC THREE LAEOR | 1500.01.01 R g 000
Regular
Overtime
Total

Magellan
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Time Entry: Partial Hours in Deltek Costpoint

Time entered in Deltek Costpoint may only be Tenths of an hour equate to:
entered to the tenths decimal place: .1=1/10 = 6 minutes
.2=2/10 = 12 minutes
£ _ .3=3/10 = 18 minutes
xample&. A4=4/10 = 24 minutes
8.2 hours is acceptable .5=5/10 = 30 minutes
8.25 hours will not be accepted .6=6/10 = 36 minutes

.7=7/10 = 42 minutes
.8=8/10 = 48 minutes

When entering your time into Deltek .9=9/10 = 54 minutes
. 1 hour = 60 minutes

Costpoint, round to the nearest tenth

of the hour.

Magellan

-l'-r E D E RA L © 2020 Magellan Federal. Armed Forces Services Corporation, d/b/a Magellan Federal, is a wholly-owned subsidiary of Magellan Healthcare, Inc.




Deltek Costpoint Timesheet Steps

1. LOG INTO Deltek Costpoint
2. BUILD time sheet

3. ENTER hours daily

4. SAVE hours daily

5. SIGN at the end of pay period

6. PRACTICE entering time

Magellan
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Save Your Hours Entered

1. Remember to hit the save button before leaving your timesheet each day;
otherwise it will appear as though you did not record anything!

= EIIED BNE OBCECERG

- m Browse Applications = Time & Expense > Time = Timesheets » Manage Timesheets

Mew || Copy | ¥ || || ][] rave || cvery | v || @ [T ][ X

Basic Information

2. After saving, this window confirms that the timesheet is updated.

Message(s) X

Message(s)

Record modifications successfully completed. ﬁ 2 .

Magellan
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When to Save Your Hours

* Click save after every time you add hours to your timesheet!

El G ER Bl DEEEO0RE0

ﬁ * m Browse Applications = Time & Expense > Time > Timesheets = Manage Timezheets

Timesheet New || Copy | ¥ || K] |:| Table || cuery | ¥ || [l || 0 || X

Basic Information

Magellan
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What if | have to change the time | entered and saved?

* There is an easy solution to this!
1. Simply delete the incorrect hours and type in the correct hours.

2. Click a save button.

BElE OOCEEOREa

Browse Applications > Time & Expense > Time > Timesheeis > Manage Timesheets
New || Copy | ¥ |:| P |:| Tabie || Query | v [ @ || ][ X
Employee * . ] " ] SEMIMONTHLY Period Ending * 14/15/2020 Status Open
Class Salaried Exempt
Signature Approval

Correct

Leave PAY TYPE Summary Charge Favorites

Timesheet Lines New || Copy | W || Delete || Form || Query v|
il . o N Tue 'ﬂed Thu I_=ri Sat Sun Mon Tuel We:_j
Line Description PROJECT PLC PAY TYPE 1173520 11i4120 11/6/20 11/6/20 1177720 11/8/20 1109720 11110020 1111720 1] | Total
| 1|MFLC THREE LABOR | 1500.01.01 | R 8 | | | | | | | 0.00
Regular
Overtime
Total
| [N

Magellan
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What if | have to change the time | entered and saved?

<> Revision Explanation | || | 10f1 Newl || || | Table || W || || 3
Revision 2
Explanation Previously entered time was incorrect. This revision is an update to ensure correct hours are reflected.

3. This box will appear. Type in an explanation for the
change in hours that you are adding to your timesheet.

Magellan
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Deltek Costpoint Timesheet Steps

1. LOG INTO Deltek Costpoint
2. BUILD time sheet
3. ENTER hours daily

4. SAVE hours daily

5. SIGN at the end of pay period

6. PRACTICE entering time

Magellan
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Signing Timesheets: Quick Look

7-.." Signing timesheets is like the “submit” function on Workday

After you sign your timesheet by clicking a button, your supervisor will

[
— review your timesheet, and your supervisor will also click to sign your
e 6 © .
timesheet
U U Timesheets are signed twice per Timesheet Sign Due Dates:
E -! h h d f h . d e Last day worked on or before the 15t of the month
— mont ’ at the end ot the pay perlo J e Last day worked on or before the last day of the month
Magellan
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Signing Your Timesheet

* This is similar to the submit process in Workday and is completed at the end
of each pay period twice monthly.

* At the end of each pay period, remember to sign your timesheet to advance
it to your supervisor for approval and payroll processing.

ElE U0OCROREA

Browse Applications > Time & Expense > Time = Timesheeis = Manage Timesheets

New || Gopy | ¥ || [ | B || Tabie || Query 'r| B Ol x

Basic Information

Employee * Your Name l ID* l SEMI MONTHLY Period Ending * 10/31/2020 Status Signed
Class Salaried Exempt
Signature Your Name (Your ID)  11/1720 12:50:52 AM Approval /
orred
Leave RevisionAudit PAY [YPE Summary Charge Favorites
Timesheet Lines Mew || Copy | W || Delete || Form || Query | W
A Fr Sat Sun Mon Tue Wed Thu Fr Sa
Line Description PROJECT PLC PAY TYPE™ | 10/16/20 10047720 10/18/20 1019720 10720020 10724720 10022120 10723720 10124 Total
1|MFLC THREE LABOR | 1500.01.01 | R 10.0 11.0 9.0 8.0 9.0 8.0 110.00
2 Paid Time Off FRNG.PDTO FTO 0.00
Regular 10.00 11.00 8.00 8.00 8.00 8.00 110.00
Overtime

M age IH Total 10.00 11.00 9.00 3.00 9.00 8.00 110.00
b L
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After You Click Sign

ElE U0OCROREA

Browse Applications > Time & Expense > Time = Timesheeis = Manage Timesheets

New || Gopy | ¥ || [ | B || Tabie || Query 'r| B Ol x

Employee*  [Wour Name j D * ] SEMIMONTHLY Period Ending * 10/31/2020 Status Signed
Class Salaried Exempt
Signature Your Name (Your ID)  11/1/20 12:50:52 AM Approval

Sign Correct

Leave RevisionAudit PAY TYPE Summary Charge Favorites

Timesheet Lines Mew || Copy | W Delete || Form || Query | W
A _ o A Fri Sat Sun Mon Tue Wed Thu Fri Sa
Line Description PROJECT PLC PAY TYPE 10620 | A10M720 | 1011820 | 10M9720 @ 10020020 | 10724720 | 10022720 | 10723720 | 10724 Total
1|MFLC THREE LABOR | 1500.01.01 | R 10.0 11.0 9.0 8.0 9.0 8.0 110.00
2|Paid Time Off FENG.FDTO PTO 0.00
Regular 10.00 11.00 9.00 5.00 9.00 8.00 110.00
Overtime

Total 10.00 11.00 9.00 2.00 9.00 .00 110.00

* Your signature will be visible
*  When your supervisor signs, their signature will be visible in the approval box.

Magellan
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What if | accidentally sign my timesheet in error?

There is a simple solution for this!

1. Go back to the timesheet.

2. Correct and save more time to the timesheet.

3. This places the timesheet back in open (unsigned) status.

4. Counselors and supervisor will still need to sign their timesheet again at
the end of the pay period.

Magellan

F E D E RA L © 2020 Magellan Federal. Armed Forces Services Corporation, d/b/a Magellan Federal, is a wholly-owned subsidiary of Magellan Healthcare, Inc.




Logging Out

After entering and saving time each day, be sure to log out of Deltek Costpoint to
protect your information.

= O e
’ Costpoint 7.1.1-MAGELLAN FEDE X -+
< C 1)} & magellanhealth-cp.deltekenterprise.com/cpweb/masterPage.htm?16034 1963 1#A0 ® &« » 6
FILE LINE OPTIONS PROCESS HELP MAGELLAN FEDERAL(MAGELMNHEALTHCDNF|G)) Deltek Costpo l"r)

ER ElE OOEN 0N Ea

fﬁ\ * E Browse Applicationg > Time & Expense > Time > Timesheeiz > Manage Timesheets

Timesheet

Click the log out button, which looks like a
power button (circle and short vertical line)

Magellan
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Deltek Costpoint Timesheet Steps

OPEN a Deltek Costpoint

BUILD with charge codes

ENTER hours in daily

SAVE after each time entry

SIGN at the end of pay period

* PRACTICE entering time daily

Magellan
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Counselor Practice Expectations

* Throughout November, Counselors are expected to practice time entry in
Deltek.

* Practice allows Counselors to gain familiarity with Deltek Costpoint.

* Remember to continue to enter time into Workday!

Magellan
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Practice Using Deltek

E{og into Deltek Costpoint daily.
Yénter the same hours in Deltek that you do in Workday.
Egave the hours entered daily.

%t the end of the pay period, click to sign your time sheet (on the
last day worked before November 15 and November 30.)

Magellan

rEDERAL



Magellan Magellan

HEALTH. ~EDERAL
workday
Accessed via Okta Accessed via MagellanFederal.com >
Employees > Time & Expense
Resources
Time entered daily Time entered daily
No charge codes used Charge Codes used to

designate work time

Click “Submit” once per week Click “Sign” twice per month at the end
of the pay period

Magellan
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Magellan
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Deltek Costpoint
Time Entry
for MFLC Phones

MFLC FIELD TRANSITION TO MAGELLAN FEDERAL
TIME ENTRY TRAINING




Housekeeping items

This handout refers to steps of time entry on Magellan-issued MFLC
phones, which use the Android mobile device platform.

These steps may not be applicable for other personally-owned phones
and devices, like iPhone, Apple products, or other Android devices.

Do not use the Deltek Costpoint app for access on a mobile device.

A If prompted to add the app or a shortcut, close the window.

These are not recommended due to variations in navigation and
device settings.

Magellan
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Learning Objectives

In today’s presentation we will:

* Discuss how to open and build a new timesheet in Deltek after
logging in.

* Walk through screenshots of how to enter daily hours worked
into a timesheet on Deltek.

* Explore the save function in Deltek to capture entered time.

* Discuss the sign function which is necessary at the end of each
pay period.

Magellan
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Deltek Costpoint Timesheet Steps

1. LOG INTO Deltek Costpoint

2. BUILD time sheet

3. ENTER hours daily

4. SAVE hours daily

5. SIGN at the end of pay period

6. PRACTICE entering time

Magellan
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Log into Timesheet: Quick Look

* Logging into a timesheet is the first step in adding daily hours worked to Deltek Costpoint.
* Counselors must log into their timesheet daily.

* There are multiple ways to access Deltek Costpoint, but we are providing steps for MFLC Counselors to
access through the Magellan Federal website.

Magellan
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How to Log Into Deltek Costpoint

10:00 @ Q NET Tl 7%

11:30 i @ Qo TUal 98% M

1. (>  &Cmagellanfederal.com ,:l o

{3 @& magellanfederal.com (3

© covip-19:

o lcn?V(:I:;-Z s o sbout COVID. Important: Learn more about COVID-
19F2Coron.avirus) and Magellan's 15 {Coranavirus) and Magelan'
available resources. 2' CIICk the el

Go to COVID-19 Library = three Iines e
Magellan Q e to see Magellan Q R
1. Goto menu. 7
www.magellanfederal.com EXPERIENCED i

Who We Are

We've supported military and federal

2. Click three lines on families for decades and bring a deep

right side to view understandmg.of tht.a umque.llfe
challenges facing this essential

menu. community.

What We Do

What's New

Careers

3. Then click

Employees tab 3. Click Members Employees

00 Pause

Employees RN

)

Magellan

-
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http://www.magellanfederal.com/

How to Log Into Deltek Costpoint

3. Click Time & Expense
Resources

4. Click Access Deltek
Costpoint System

Magellan

+EDERAL

1131 i@ Qo

FU5a 98% M

O @ magellanfederal.com/e () ©

© covip-19:

Important: Learn more about COVID-
19 (Coronavirus) and Magellan's
available resources.

Go to COVID-19 Library =

Magellan

+EDERAL

Home / Employees /

Employee Links

+ Useful Links

~F Time & Expense Resource>
\

+ Travel
11

11:31 @ Qo T 98%

O @ magellanfederal.com/e () ©

Magellan G =

+EDERAL

Home / Employees /

Employee Links

4+ Useful Links

— Time & Expense Resources

Entering Time

Access Deltek Costpoint System [&'

B Deltek Costpoint Time Entry Guide

Access Deltek University for Training

Videos

1] O <
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How to Log Into Deltek Costpoint

5. To login, click “Enter
your timesheet or
Expense Report”

under the Employees / g
section

If your device allows, try
zooming in or expanding the
screen for increased visibility.

Magellan
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t r . System Maintenance
& Emplovees # ProjectManagers —
1 Important Message/s:
|
Enter your Timeshest P Manage Projacts
 Oryeeerliscuss & i'ﬂ‘”\*yﬁ‘_}”ﬁi‘:'gnf;’_u = Infrastructure
Unlock Account or R d Budgeting & I = Maintenance: Click here.

11:31 dhp @ Q o @ al 98% M

-

O @ deltekenterprise.com/\ 7)) ©

GovCon Cloud Solutions

Specifically designed for project-based firms

Magellan

~EDERAL

== Accounting Procurement, @
Mg \1oterials, HR ‘ Customer Care

e Functions >>

unts >>

Support, Guides and FAQ's >> 5
TE10 End User Training >> X
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1019 O @ N T a0 100% 0

How to Log Into Deltek Costpoint

6. Log in with your username and the password S S S s
that you set up when completing account setup USERNAME
*Your username will be in this format: bkl
47161.A.#H#H#H# PASSWORD
(your employee ID willbets ~  [m
8 Remem R
* Smartphone Mode should be checked B v i
* Do not click Use PIN SYSTEM
MAGEL LA} ?
_ APPLICATION
* Remember the System Field should say: ?
MAGELLANHEALTHCONFIG COMPANY ,
If System field is not visible, click “Show Additonal
Criteria” LANGUAGE
* Click Login
Magellan s

+EDERAL
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11:32 hr @ Qo Tl 98% i

O ® O

Success! You are Now Logged In!

Access the Timesheet

@ p.deltekenterprise.com

Manage Work
Schedule

After successfully logging
into Deltek, click selections N o e Tt
in this pattern: 10.

7. Time & Expense
8. Time

9. Timesheets

Configuration

10. Manage Time Sheets

Magellan
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Accessing Your Timesheet
Turn phone to landscape position /

Employee*  EE TESTMFLC ID* TESTMFLCEE SEMIMONTHLY Period Ending™ 11/30/2020 Status Open
Class Salaried Exempt
Signature Approval
S | | Comect | 1

Ae@n i

This page may be visible before accessing your timesheet.
If you see this page, simply click on the button circled in the upper right-hand corner of the screen to view the timesheet.

Magellan
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Welcome to Your New Timesheet

1:44 v40

(3 @ magellanhealth-cp.deltekenterprise.com/cpweb/masterPage (@) i

Form Query

|| Mon  Tue  Wed Thu  Fii
Description PROJECT  PLC PAYTY [11/16/20 11/17/20 1118120 11719720 11/20/20 1

| MFLC THREE 1500.00.01 R 1200 1200 110 140 |

| LABOR

Regular [ 12.00 12.00 11.00 14.00
Overtime
Total 12.00 12.00 11.00 14.00

Landscape Orientation

Magellan

1:46 vs0

() @& Ith-cp.deltekenterprise.com ()

Ned Thu Fri Sat sun | Mon

16 17 18 19 20 EENEER 23

Total Hours: 0.0

Add Line to Favorites

T E D E RA L © 2020 Magellan Federal. Armed Forces Services Corporation, d/b/a Magellan Federal, is a wholly-owned subsidiary of Magellan Healthcare, Inc.

4

Portrait Orientation

57



Welcome to Your New Timesheet!

1:06 Gd NERCal 88% m

{3 @ magellanhealth-cp.deltekenterprise.com/cpweb/masterPagemobileh  (6) ¢

58 B 0O CR 08 G
” vunicsheet: EE, TESTMFLC TESTMFLCEE Open 11/30/2020 o ‘ ES ‘
l Add Line to Favorites Totals New ’ v I Form ’ Query v ‘ = ‘
L — Mon Tue Wed Thu Sat Sun Mq O

\ Description PROJECT PLC PAY TYPE*| |11/16/20 11/17/20 11/18/20 11/19/20 11/20/20 11/21/20  11/22/20 11/2{| Total
L

K +

Ensure that your phone is in landscape orientation before proceeding with time entry.
Notice the locations of the save button, sign button, and new button.

Magellan
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Deltek Costpoint Timesheet Steps

1. LOG INTO Deltek Costpoint

2. BUILD timesheet

3. ENTER hours daily

4. SAVE hours daily

5. SIGN at the end of pay period

6. PRACTICE entering time

Magellan
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Building a Timesheet

E‘!j Deltek has a unique way of capturing
your work and leave time.

E For Deltek Costpoint timesheets,
Counselors must:

Magellan
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Charge codes represent different types of time
(work time, leave time, holiday time).

Timesheet lines for each charge code

Add timesheet lines

Add charge codes
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Adding a Timesheet Line

;-?f al 470/0-
é" V‘ Totals’ New v ’ Query v ‘ — ’ ’
‘ & Description PROJECT | PLC PAYTYPE* |11/16/20 11/17/20 11/18/20 11/19/20 11/20/20 11/21/20 11/2%2| Total
3 | | | |
‘ Regular
‘ Overtime
‘ Total
1. Click New

This begins a new line for a
charge code.

Magellan
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Adding a Timesheet Line

f'; al 470/0 -

o v’ Totals New | ||W¥ ’ Query’ v ‘ E’ ’

Mon Tue Wea u Fri Sat Su
& Description PROJECT  PLC PAYTYPE* |11/16/20 11/17/20 11/18/20 11/19/20 11/20/20 11/21/20 11/2% | Total
3 | | | |
Regular
Overtime
Total

1. Click New which
aligns with
“Timesheet Lines”

2. Tap in the project column
to continue

Magellan
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What is a Charge Code?

This is Deltek’s way of capturing
different types of time.

I:‘yj Each time type requires a different
charge code.

Magellan

=
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Examples:
Work time
Leave time

Holiday time

Regular Labor Code for Work time:
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Deltek Costpoint Charge Codes

Magellan

1500.01.01
MFLC 3 COUNSELOR LBR

1500.01.02—- MFLC 3

COUNS TRAVEL LBR

1500.01.03—- MFLC 3
COUNS TRAINING LBR

1500.01.04-- MFLC 3
INSTALLATION CLOSE

Regular hours on MFLC
Assignments for all activities
including:

face to face and virtual

counseling

ancillary activities
supervision

outreach

activity form submission
administrative tasks

+rEDERAL

Travel time noted in a
counselor’s CTA.

\

This code is used by
counselors for all formalized,
organized trainings.

This code is used by MFLC
School Counselors when
there is an unscheduled
closure due to inclement
weather. It is also used by
non-school MFLCs when
there is a multiple day
base or installation
cIosure.}

V

[ Regional Supervisors must pre-approve the use of these codes. J

© 2020 Magellan Federal. Armed Forces Services Corporation, d/b/a Magellan Federal, is a wholly-owned subsidiary of Magellan Healthcare, Inc.
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Finding Your Charge Code:

703 2Q EEME 8 G

Lookup: PROJECT

—J Charge Lookup

Charge/
Branch Description

v

-
+ || *Favorites

]
a DIRECT PROJECT

[+ j’ INDIRECT

\

<)

718 Q MG 8 Q

Lookup: PROJECT

] Charge Lookup
[=-“_] DIRECT PROJECT

Charge/
Branch Description

|| MFLC THREE

Magellan

+EDERAL

Labor

il 47% =

Find‘ v \ Query v

7:03 @& Q a5 a8 ™ Gl 8

Lookup: PROJECT

1 Charge Lookup
[={_] DIRECT PROJECT
[=“—] MFLC THREE

,7 Charge/
Branch Description

703 R QaEdE MG 8 Q

Lookup: PROJECT

MFLC THREE PMO

1

il 47% =

Query v

1 Charge Lookup

[=-{_] DIRECT PROJECT

[=-_] MFLC THREE
[=-_J MFLC THREE PMO

Charge
Branch
Charge/Branch Description Code

MFLC THREE LABOR 1500.00.01

MFLC THREE NON-BILL LABOR 1500.00.03

703 2O GEEME 8 O

] Charge Lookup
[=-{_] DIRECT PROJECT
=] MFLC THREE
=] MELC THREE PMO
[=}“_J MFLC THREE LABOR

MFLC THREE TRAVEL LABOR  1500.00.02

>

Charge PLC
Charge/ Branch Costpoint
i l?rangh Pgsgip(ign - Codeﬁ - PROJECT Company PLC PAY TYPE
MFLC THREE LABOR 1500.00.01 1500.00.01 1




Timesheet with Labor Charge Code Added

o as 05 M LBd 8 © 0
Sign B Add Line to Favorites Y ota Que o
Mon Tue Wed Thu Fri Sat Su
Description PROJECT @ PLC PAYTYPE* (11/16/20 11/17/20 11/18/20 11/19/20 11/20/20 11/21/20 11/2 Total {
MFLC THREE
1500.01.01 R

e

Regular
Overtime
Total

Magellan

T
1

EDERAL
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Finding Your Charge Code: Holiday

703 2 QD dEEE™ME 8 §

Lookup: PROJECT

—J Charge Lookup

8:32 @ & g% Q) 4

O

@ magellanhealth-cp.deltekenterprise.com/cpweb/masterPagemobile.

NET S 10%

®©

Charge
& Charge/ Branch
Branch Description Code PROJECT
*Favorites
(1 Charge Lookup
+ || DIRECT PROJECT [=-_1 INDIRECT
- -4 Fringe Benefits
INDIRECT - g
PLC
‘ (@ Charge/ Costpoint
Branch Description Charge Branch Code PROJECT Company PLC PAY TYPE
\ Bereavement Leave FRNG.BERE A
+ WNHoliday FRNG.HOLI w

If Holiday is not visible
at first, use the up and
down arrows to scroll
to find it.

8:32 @ & Q a5 [d

Notice: there are no more +

signs here. This means we are
the end of the charge code
lookup. Click Select.

Magellan

+rEDERAL

O

(1 Charge Lookup
[=+_] INDIRECT

® magellanhealth-cp.deltekenterprise.com/cpweb/masterPagemobile.

N Fu 10%

@

Find ‘

v ' Query

[=1-_] Fringe Benefits
[=-“_] Holiday
PLC
(@ Charge/ Costpoint
Branch Description Charge Branch Code PROJECT Company PLC PAY TYPE
Holiday FRNG.HOLI FRNG.HOLI ‘1 ‘ H

~

Select Cancel




Finding Your Charge Code: PTO

703 2 QD dEEE™ME 8 §

Lookup: PROJECT

—1 Charge Lookup 832 @ & QdE NET U 10%
O @ magellanhealth-cp.deltekenterprise.com/cpweb/masterPagemobile. G
<
@ Charge/ Find ‘ v ’ Query
Branch Description Code PROJECT
Pa—— —p — 1 Charge Lookup
Favorites ‘ 25 INDIRECT
DIRECT PROJECT B3 Frlnge Benefits . . .
s o | If Paid Time Off is not
ST visible at first, use the
’7 Charge/ Costpoint ‘_A—‘
Branch Description Charge Branch Code PROJECT Company PLC PAY TYPE up and down alfrows to
+ || Military Leave FRNG.MILI . .
‘ 3 n | scroll to find it.
L‘ Paid Time Off FRNG.PDTO -
\ 832 @ & O a5 & NEF S 10%
\ {3 @ magellanhealth-cp.deltekenterprise.com/cpweb/masterPagemobile. (3 3
, 1 <
Lookup: PROJECT Q Ok ‘ Find ‘ v ’ Query v
1 Charge Lookup
=-_1 INDIRECT
=] Fringe Benefits
=1+ Paid Time Off
@)
Notice: there are no more + L - N
. h h . | Branch Description Charge Branch Code PROJECT Company PLC PAY TYPE
SIgns here. This means we are ‘ Paid Time Off FRNG.PDTO FRNG.PDTO 1 PTO
Ma E'“an the end of the charge code s 1l
g.;.- lookup. Click Select. \
+EDERAL P

’ Cancel




Timesheet with Labor, Holiday and PTO Charge Codes Added

8:34 @ a§ & Q [d Tl 9%

O ® magellanhealth-cp.deltekenterprise.com/cpweb/masterPagemobile. (13)

I

{ ‘ w Add Line to Favorites d" "’ | Totals New | ¥ Form‘ QUQW’ v — ’ ’
A Mon Tue Wed Thu Fri Sat
Description PROJECT PLC PAYTYPE* |11/16/20 11/17/20 11/18/20 11/19/20 11/20/20 11/21/20 11| Total
MFLC THREE | 1500.01.01 R ‘ 0.00
LABOR | .
Holiday FRNG.HOLI H 0.00
Paid Time Off FRNG.PDTO PTO 0.00
Regular
Overtime
Total

Magellan

"-.l"-r E D E RA L © 2020 Magellan Federal. Armed Forces Services Corporation, d/b/a Magellan Federal, is a wholly-owned subsidiary of Magellan Healthcare, Inc.




Deltek Costpoint Timesheet Steps

1. LOG INTO Deltek Costpoint

2. BUILD time sheet

3. ENTER hours daily

4. SAVE hours daily
5. SIGN at the end of pay period

6. PRACTICE entering time

Magellan
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Entering Daily Hours: Quick Look

* Daily number of hours worked must be entered every day worked to maintain compliance.
* At the end of each day worked, develop a routine to enter hours into Deltek Costpoint.

* Noncompliance of daily time entry results in a Deltek auto-alert to you and your supervisor.
— Daily alerts are called floor checks
— Example of floor check email:

Timesheet Failed Floor Check - Please update timesheet.

. : < Reply & Reply All
e timesheetadmin@afsc.com J heply D neply
To

EXTERMAL: This email originated from outside of the organization. Do not click on any links or open any attachments unless you trust the sender and know the content is safe.

This email is to inform you that your timesheet has failed the floor check that was performed.

2020-10-22 Please complete your timesheet through the last business day.

Magellan
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Enter Daily Hours

7032 dE6oE MG 8 @

Add Line to Favorites

Description
D MFLC THREE

LABOR

PROJECT  PLC PAY TYPE¥

]1500.00.01 ’ R

6" ¥ | | Totals New

Mon Tue Wed Thu

al 470/0 m

Fri

11/16/20 11/17/20 11/18/20 11/19/20 11/20/20 11/21/20 11/2%

Sat Su

Regular
Overtime
Total

(

Magellan

+EDERAL

Mon 11/16/20 8 (% B X
7 || 8 9 |
( X
4 ‘ 5 6
1 || 2 3
1 OK
- | 0
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Time Entry: Partial Hours in Deltek Costpoint

Time entered in Deltek Costpoint may only be Tenths of an hour equate to:
entered to the tenths decimal place: .1=1/10 = 6 minutes
.2=2/10 = 12 minutes
£ _ .3=3/10 = 18 minutes
xample&. A4=4/10 = 24 minutes
8.2 hours is acceptable .5=5/10 = 30 minutes
8.25 hours will not be accepted .6=6/10 = 36 minutes

.7=7/10 = 42 minutes
.8=8/10 = 48 minutes

When entering your time into Deltek .9=9/10 = 54 minutes
. 1 hour = 60 minutes

Costpoint, round to the nearest tenth

of the hour.

Magellan
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Deltek Costpoint Timesheet Steps

1. LOG INTO Deltek Costpoint
2. BUILD time sheet

3. ENTER hours daily

4. SAVE hours daily

5. SIGN at the end of pay period

6. PRACTICE entering time

Magellan
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Save Your Hours Entered

1. Remember to hit the save button before leaving your timesheet each day;
otherwise it will appear as though you did not record anything!

703 2 Qa5ds M Gd 8 @

d“' ¥ | | Totals New

Maon Tue Wed Thu Eri Sat Su

2. After saving, this window confirms that the timesheet is updated.

Message(s) X

Message(s)

Record modifications successfully completed. ﬂ 2 .

Magellan

"-.l"-r E D E RA L © 2020 Magellan Federal. Armed Forces Services Corporation, d/b/a Magellan Federal, is a wholly-owned subsidiary of Magellan Healthcare, Inc.



What if | have to change the time | entered and saved?

* There is an easy solution to this!

1
2
3.
4

Simply tap into the box of time to edit.

Delete the incorrect hours and type in the correct hours using the number pad that appears.
Click the OK button

Click Save.

Magellan
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703 2 Qaias MG 8 @

o | sign [l Add Line to Favorites £ |v||Totals | | New | ¥ ’ Query | ¥ ‘ —
I Mon Tue Wed Thu Fri Sat Su
! . Description PROJECT | PLC PAYTYPEX |11/16/20 11/17/20 11/18/20 11/19/20 11/20/20 11/21/20 11/2%| Total <
I —
‘ - |MFLCTHREE |1500.00.01 R g \
LABOR |
Regular O
Overtime
( N
Total Mon 11/16/20 8 (X B X
7 8 9
1 ) 4
4 | 5 6 Il
1 - 3
< ‘ = — OK
= ‘ 0 .

© 2020 Magellan Federal. Armed Forces Services Corporation, d/b/a Magellan Federal, is a wholly-owned subsidiary of Magellan Healthcare, Inc.




What if | have to change the time | entered and saved?

<> Revision Explanation | || | 10f1 Newl || || | Table || W || || 3
Revision 2
Explanation Previously entered time was incorrect. This revision is an update to ensure correct hours are reflected.

3. This box will appear. Type in an explanation for the
change in hours that you are adding to your timesheet.

Magellan
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What if | added an incorrect charge code by mistake?

If a charge code was added by mistake and the timesheet has not been saved,

it can be deleted from the timesheet.
Follow the directions on the next slides to delete the line from the timesheet.

If a charge code was added by mistake and the timesheet has been saved, it

cannot be deleted.
Simply do not add any hours to the incorrect charge code. It is not a problem

for the incorrect charge code to remain on the timesheet if no hours are
added to the charge code.

Magellan
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What if | added an incorrect charge code by mistake?

1. If the timesheet as
not been saved click on
the arrow on the left
hand side of the screen
to highlight that charge

code

line.

Magellan
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1234 & Q (4

& ’ Sign Add Line to Favorites

Mon

—
New v

Tue

Wed

Form ’ Query

Thu

Fri

N T

Sat

Jl 99% M

Su

F | Description PROJECT | PLC PAY TYPE¥ [11/16/20 11/17/20 11/18/20 11/19/20 11/20/20 11/21/20 11/23| Total
MFLC THREE  1500.00.01 R 13.5 9.0 10.0 8.0 9.0 62.50
LABOR
=M ey
: : - —
[ = MFLC THREE  |1500.00.01 R
LABOR
—
Regular 13.50 9.00 10.00 8.00 9.00 62.50
Overtime
Total 13.50 9.00 10.00 8.00 9.00 62.50

© 2020 Magellan Federal. Armed Forces Services Corporation, d/b/a Magellan Federal, is a wholly-owned subsidiary of Magellan Healthcare, Inc.
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What if | added an incorrect charge code by mistake?

1234 @ Q NET 0 99% A

2. Click the arrow button

Add Line to Favorites é’ "‘ Totals | | New { V¥ Form‘ QUGW] \ o ‘ — ’ ’
. & Mon Tue Wi
esige NeW Description PROJECT | PLC PAY TYPE* [11/16/20 11/17/20 11/1 Copy Record L <
MFLC THREE  1500.00.01 R 13.5 9.0 50
LABOR Copy Data to Paste into New Record(s)
- |MFLCTHREE  |1500.00.01 R
LABOR
{ Delete Record =i
Regular 13.50 9.00 1 50 O
3. Then click Delete Record B
¢ Total 9.00 10.00 8.00 9.00

Magellan
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What if | added an incorrect charge code by mistake?

12:34 @ Q Gd NETCal 99% A

‘ & |] Sign Jl Add Line to Favorites Totals New | ¥ | Form’ Queryy \o - ’ ‘
S’ Mon Tue Wed Thu Fri Sat Su
. . Description PROJECT | PLC PAYTYPE*|11/16/20 11/17/20 11/18/20 11/19/20 11/20/20 11/21/20 11/24| Total %
A I’EdX WI” appear bGSIde 'C”/fé—g;HREE 1500.00.01 R 13.5 9.0 10.0 8.0 9.0 62.50
the deleted charge code. X [MRCTHREE 15000001 | |n
Regular 13.50 9.00 10.00 8.00 9.00 62.50 O
Overtime
4. The Char‘ge Code W|” Total 13.50 9.00  10.00 8.00 9.00

not erase from the
timesheet until clicking
the save button.

Magellan
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What if | added an incorrect charge code by mistake?

1234 & Q Gd NERCal 99% A

Sign M Add Line to Favorites & " ‘Totals‘ New V. Form | | Query | ¥ ‘ — ’ ‘
- — _J — — 1 - — — — g

,— Mon Tue Wed Thu Fri Sat Su
| 1= Description PROJECT | PLC PAY TYPE* [11/16/20 11/17/20 11/18/20 11/19/20 11/20/20 11/21/20 11/23| Total 7%
MFLC THREE  |1500.00.01 R 13.5 9.0 10.0 8.0 9.0 62.50
LABOR 1
Regular 13.50 9.00 10.00 8.00 9.00 62.50
Overtime
Total 13.50 9.00 10.00 8.00 9.00 62.50 O

5. After clicking the save button the charge code will no longer be
visible on the timesheet.

Remember that this only applies to timesheets that have not been
Magellan saved dfter adding the charge code.
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Deltek Costpoint Timesheet Steps

1. LOG INTO Deltek Costpoint
2. BUILD time sheet
3. ENTER hours daily

4. SAVE hours daily

5. SIGN at the end of pay period

6. PRACTICE entering time

Magellan
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Signing Timesheets: Quick Look

7-.." Signing timesheets is like the “submit” function on Workday

After you sign your timesheet by clicking a button, your supervisor will

[
— review your timesheet, and your supervisor will also click to sign your
e 6 © .
timesheet
U U Timesheets are signed twice per Timesheet Sign Due Dates:
E -! h h d f h . d e Last day worked on or before the 15t of the month
— mont ’ at the end ot the pay perlo J e Last day worked on or before the last day of the month
Magellan
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Signing Your Timesheet

* This is similar to the submit process in Workday and is completed at the end
of each pay period twice monthly.

* At the end of each pay period, remember to sign your timesheet to advance
it to your supervisor for approval and payroll processing.

233 QMG § @ S 45% =
f ) T ] |
ﬁ Sign M\dd Line to Favorites & l" Totals New . Form‘ Query | ¥ ‘ = ‘ ‘
3 — Wed Thu Fri Sat Sun Mon
Description PROJECT PLC PAY TYPE* (11/25/20 11/26/20 11/27/20 11/28/20 11/29/20 11/30/20 Total
- |MFLC THREE 1500.00.01 ‘ R 8.0 8.0 8.d| 72.00
LABOR |
Regular 8.00 8.00 8.00( 112.50
Overtime 0.00 0.00 0.00 0.00
Total 8.00 8.00 8.00( 112.50

Magellan '
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What if | accidentally sign my timesheet in error?

There is a simple solution for this!

1. Go back to the timesheet.

2. Correct and save more time to the timesheet.

3. This places the timesheet back in open (unsigned) status.

4. Counselors and supervisor will still need to sign their timesheet again at
the end of the pay period.

Magellan
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Differences in the Mobile Version

Desktop Version

Mobile Version

Two save buttons visible

One orientation for view

To add charge code: click magnifying
glass visible when hovering mouse over
project column

Sign button is at the bottom of screen

Magellan

Only one save button visible

Timesheets can be viewed in both
landscape and portrait orientations

Tap in project column begins process to
add charge code

Sign button is at top of screen
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Resetting Your Password in Deltek Costpoint

Step 1: Open your web browser and go to the Deltek Portal:
https://www.deltekenterprise.com/MAGELLANHEALTH/portal.html

Magellan

+EDERAL

Magellan

+EDERAL

r
P Employees

Enter your Timesheet or Expense Report »>
Organize, Discuss & Get Things Done ==
Unlock Account or Reset Password >>

—- Materials, HR

Accounting, Procurement, Materials, HR ==
Project Reporting ==
Organize, Discuss & Get Things Done ==

== Accounting Procurement,

GovCon Cloud Solutions Deltek

Specifically designed for project-based firms

2 Important Message/s:

Manage Projects >» o _
Project Reporting »> Application Maintenance:

Analyze your Projects »> Click here.
Budgeting & Planning >>

-

TanFurmmtbamrmtnnsrm Al mlindmamman mm e

ﬂ Customer Care

Manage User Accounts >>
Upcoming Releases »=
Support, Guides and FAQ's >>
TE10 End User Training »>

Administrative Functions == C LA R | TY

© 2020 Magellan Federal. Armed Forces Services Corporation, d/b/a Magellan Federal, is a wholly-owned subsidiary of Magellan Healthcare, Inc.
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https://www.deltekenterprise.com/MAGELLANHEALTH/portal.html

Resetting Your Password in Deltek Costpoint

Step 2: In the Employees section, click Unlock Account or Reset Password

Magellan

+EDERAL

GoyCon Cloud Solutions

Specifically designed for project-based firms

Magellan

FEDERAL

- -
; Employees - Project Managers

L Customer Care

© 2020 Magellan Federal. Armed Forces Services Corporation, d/b/a Magellan Federal, is a wholly-owned subsidiary of Magellan Healthcare, Inc.
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Resetting Your Password in Deltek Costpoint

Step 3: Arrive at the Deltek Self Service page. Click Reset Password.

Deltek ope

#+ FIRST TIME L& ! Accoint Sell-Sarvion

Plaais pctivate your joccaant befors psing “Reset Pagswerd,®

* izl Passiward

U i Unlock Acomant

Magellan
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Resetting Your Password in Deltek Costpoint

Step 4: In the Enter Username field, slowly type in your Deltek
Costpoint username that starts with 47161.A.

Then Click Continue

Forgot your password?

To reset your password, start by entering your domain username

" Enter Username 47161.A.Test000 (Example : Jsmith)

Magellan

-
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Resetting Your Password in Deltek Costpoint

Step 5: You will now be prompted to answer one of your security questions. Answer the security
question and enter the verification characters exactly as they appear on the screen. Click Continue.

Please answer the following question(s) to reset your password

What was the make of vour first car?

Oy

qussﬂ

Magellan
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Resetting Your Password in Deltek Costpoint

Step 6: Reset your password: ]

1) In the New Password field type a
new password of your choice

Reset Password

2) In the Confirm New Password field,
Minimum length should be at least 8
retype your neW password Mumber of numerals te include 1

Must not be a palindrome
Must not contain any character more than twice consecutively

Must not have 5 consecutive characters from username

3) Type the verification characters
exactly how they appear on your

screen. (txiC\bf

rhigbf
4) Click Reset Password

Cancel

Magellan
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Resetting Your Password in Deltek Costpoint

Step 7: You should now see an alert that the password is successfully changed. Congratulations! You’ve
reset your password.
Click Back to Home to close out the page.

Password reset successful for the fellowing account(s)

47161 .4 Tesuddd

After completing the password reset, return to the portal to log into the system.
Click here for log in instructions on desktop.
Click here for log in instructions on MFLC Magellan-issued phones.

Magellan
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Unlocking Your Account in Deltek Costpoint

Step 1: Open your web browser and go to the Deltek Portal:
https://www.deltekenterprise.com/MAGELLANHEALTH/portal.html

Magellan

+EDERAL

Magellan

+EDERAL

r
P Employees

Enter your Timesheet or Expense Report »>
Organize, Discuss & Get Things Done ==
Unlock Account or Reset Password >>

——  Materials, HR

Accounting, Procurement, Materials, HR ==
Project Reporting ==
Organize, Discuss & Get Things Done ==

= Accounting, Procurement,

GovCon Cloud Solutions Deltek

Specifically designed for project-based firms

2 Important Message/s:

Manage Projects >» o _
Project Reporting »> Application Maintenance:

Analyze your Projects »> Click here.
Budgeting & Planning >>

-

TanFurmmtbamrmtnnsrm Al mlindmamman mm e

ﬂ Customer Care

Administrative Functions == C LA R | TY

Manage User Accounts >>
Upcoming Releases »=

Support, Guides and FAQ's >>
TE10 End User Training »>

© 2020 Magellan Federal. Armed Forces Services Corporation, d/b/a Magellan Federal, is a wholly-owned subsidiary of Magellan Healthcare, Inc.
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Unlocking Your Account in Deltek Costpoint

Step 2: In the Employees section, click Unlock Account or Reset Password

Magellan

+EDERAL

GoyCon Cloud Solutions

Specifically designed for project-based firms

Magellan

FEDERAL

- -
; Employees - Project Managers

L Customer Care
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Resetting Your Password in Deltek Costpoint

Step 3: You should now be at the Deltek Self Service page. Click Unlock Account.

E|_'_.-..'--.-,--_.- P e M e

& O v 8 achsl deltekertenprise.com
Deltek s

# FIRST TI Acoouint Sell-Servics

Plaase activate your acdouant Belore using "Rasal Pasgensrd,”

* Hasal Passvrrd

‘ U i Unbock Account \

Magellan
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Resetting Your Password in Deltek Costpoint

Step 4: In the Enter Username field, slowly type in your Deltek
Costpoint username that starts with 47161.A. Click Continue.

Magellan

.-F-"

~EDERAL

Account locked down?

To unlock your account, start by entering your domain username

" Enter Username 47161.5.Test000| (Example : Jsmith)

© 2020 Magellan Federal. Armed Forces Services Corporation, d/b/a Magellan Federal, is a wholly-owned subsidiary of Magellan Healthcare, Inc.
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Resetting Your Password in Deltek Costpoint

Step 5: You will now be prompted to answer one of your security questions. Answer the security question and
enter the verification characters exactly how they appear on your screen. Click Continue.

Please answer the following question(s) to unlock your account

What is the name of your favorite cousin?

I6¢cq

fastcq|

Magellan
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Deltek Costpoint

Unlock Account

Your identity has been verified successfully. Please proceed with the self service action.

dentity has been verified, and you will receive a

(F 2y
% they appear on your screen. Click Unlock Account.

tqr2jgl

!rn to the portal to log into the system.
Cancel mm

Click here for log in instructions on MFLC Magellan-issued phones.

Magellan
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Creating a Deltek Costpoint Shortcut on Your MFLC Phone

Using the Chrome browser on Magellan-issued MFLC Phone

* It is recommended that counselors bookmark this page:
https://www.deltekenterprise.com/MAGELLANHEALTH/portal.html

— Access to Deltek Costpoint can be accessed by clicking “Enter Your 2298 % Qo N4 97% 8

Timesheet or Expense Report”
() @& deltekenterprise.com/r (1)

— Access to password reset and unlocking of accounts is available by

GovCon Cloud Solutlons

clicking “Unlock Account to Reset Password” cicaby Sawgrac x projec-basmc e
Magellan
FEDERAL
; Employees ; Progact Managiers m
e _

Magellan
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Creating a Deltek Costpoint Shortcut for Your Phone

Using the Chrome browser on Magellan-issued MFLC Phone

1. Tap the Menu icon

(three stacked dots in the

upper right corner)

2. Tap “Add to Home

229 @ ¥ C o

¥ projec:-based

GovCon Cloud So]utlons
fically dasgrec

Magellan

FEDERAL

4 Employees
® T

[ 9o

Nj e

A 97% N

{)d @ deltekenterprise.com/r @@

Magellan

+EDERAL

o ”

” 3. Tap “Add

Screen P

220 @ ¥ < o A= 97% 0

0 ac %# ¥ © cC

m Update Chrome (+) I
M “ Newer version is available
ageenasgm

& cmpoyes: New tab Add to Home screen
New incognito tab n Deltek Enterprise Portal
Bookmarks
Recent tabs

——
History
Downloads
Translate...
Share...
Find in page
< Add to Home screen >
Desktop site O
i O <
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Viewing the Deltek Costpoint Shortcut on Home Screen

* After adding the shortcut to the home

screen MFLC Counselors may quickly %
access Deltek Costpoint by tapping the ool

icon circled in red on this screenshot.

Magellan
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School MFLC Counselors: School Holiday Breaks

What time should be entered into Deltek Costpoint?

* During winter holiday break, spring break, and other scheduled breaks for which MFLC

Counselors will not be working, document 0 (zero) hours in the 1500.01.01 Labor charge
code for each weekday of the break.

When should this time be entered?

* This time may be entered in advance of the actual dates. Counselors can enter the
zero hours and sign the timesheet after the last day worked for the pay period.

Please note: This guidance is only intended for School MFLC Counselors.

Magellan
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School MFLC Counselors: School Breaks

Enter zeros for the days of school breaks that will not be worked.
Enter 8 hours for holidays highlighted in yellow

Click the save button after each change to timesheet.

Click the sign button on the last day worked in the pay period.

W N e

Bl QBEhE O8GE80REa

# W [I Browse Applications > Time & Expense > Time > Timesheets = Manage Timesheets
Timesheet New || Copy | ¥ || [« | o | Taee E O=E3

Basic Information

l SEMI MONTHLY Peried Ending ™ 12/31/2020 Status Open

Employee * EE, TESTMFLC ) ID*  TESTMFLCEE
Class Salaried Exempt
Signature Approval

Correct

Leave PAY TYPE Summa

Timesheet Lines

W Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu
Ling Description PROJECT PLC PAYTYP|| 41221720 12122120 12123120 12124120 12125120 12126120 12127120 12128120 12/29/20 12/30/20 12/31/20 Total
1/MFLC 3 COUNSELOCR LER 1500.01.01 R 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.00
2|Holiday FRNG.HOLI | |H 8.0 2.00
Regular 0.00 0.00 0.00 0.00 8.00 0.00 0.00 0.00 0.04 8.00
Overtime
Total 0.00 0.00 0.00 0.00 8.00 0.00 0.00 0.00 0.04 8.00
4 »

Magellan
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OCONUS Counselors’ Time Zones and Deltek Costpoint

* The Deltek time zone of each MFLC Counselor should reflect the the time zone of their physical location.

* OCONUS in-country Counselors should be set to their in-country time zone.
— If this is not the case, contact MFLC Service Center for assistance with account set up.

* Counselors physically located stateside while supporting an OCONUS assignment site will enter work hours
for that day by midnight daily.

Magellan
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