Entering an Expense Report
Using the Web Portal

Deltek Vantagepoint

/) UES.



Step 1: Login into Deltek Vantagepoint ’/) UES.

= Use the following URL to login into the Vantagepoint Web Portal —

= |f using Windows Authentication check the box and click Log In. If not, enter your User ID and Password and then click Log
In.

UserID
RICHARD.CASTLE

Password Forgot your password or User ID? (g
Database
SANDBOX_TEST2 v

(J windows Authentication m
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Step 2: Open Expense Report Utility ’/) UES.

= Click on Expense Report under “My Stuff” in the Navigation Tree on the left-hand side of the screen.

Dashboards
Timesheet
Calendar

Expense Report
Self Service
Approval Center

Reporting
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Step 3: Create a New Expense Report ’/) UES.

= |n the upper right-hand corner click “New Expense Report” 3]

+= Mew Expense Report

| Expense Report  Findexpensereport L ap » m Cancal

Report Name + Report Date

| 8/24/2023
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Step 3: Create a New Expense Report Cont. ’/) UES.

= Enter a Report Name and the Report Date

Expense Report | find expense rep Y - | . “ Caneel

Report Hame « Report Date =
3/24/2023 ]
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Step 4: Add Line Items ’/) UES.

= Add expense line items to the report

* Date: Enter the date of the charge

Category: Select the category the charge is associated with

Description: Enter a description for the line item

Amount: Enter the total amount for the charge

Project: Select the project/phase/task that the charge should apply to

Receipts: Attach receipts for all line items, Per Diem and Tolls
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Step 5: Adding Credit Card Charges (If Applicable) ’/) UES.

= |f there are credit card charges to add to your expense report, you will see the “Credit Card Charges” panel on the right-
hand side of the screen.

Expense Report | indexpense repon T mimPoges * | 4 1ofl * + 0 e Report
Test 8/8/2023 @ 1nFrogress e e
Andrew Rebeiz — Contour Engineeri
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Step 5: Adding Credit Card Charges (If Applicable) ’/) UES.

= Click the Arrow at the top of the Credit Card Charges Panel to open it up and see the available charges. Sy U P ——
= Once open, you can select the charges that you wish to add to your report.

4
= Once you have selected the charges to add, click “Add to Expense Report” button

= Click the Arrow at the top of the Credit Card Charges Panel to close it.
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Step 5: Adding Credit Card Charges (If Applicable) ’/) UES.

= With the credit card charges now added to your report. Finish entering the needed information for each line item.

Category
Detail
Project/phase/task

Receipt

Expense Report | find expenserepo T Minfreges ¥ | 4 1of1 »

Test 8/8/2023 @ inProgress
Andrew Rebeiz — Contour Engineerin

Default Expense Location (

7 View: Default [modified) v | 11 & 3, Yw

(0) sad1ey) pied ypaid
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Step 6: Save & Submit ’/) UES.

= Once you are finished updating your expense report you can click “Save”. This will allow you to access the report at a later
time. a

4 Mew Expensa Report
Save ubmit Other Actions w

= Click Submit once you are ready to submit your expense report.

+ Mew Expense Repaort

Save Other Actions *
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Training Module Complete V) UES.

You have now completed this Training Module.
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