
Entering a Timesheet

D e l t e k  V a n t a g e p o i n t

Using the Web Portal
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▪ Use the following URL to login into the Vantagepoint Web Portal – 

▪ If using Windows Authentication check the box and click Log In. If not, enter your User ID and Password and then click Log 
In.
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Step 1: Login into Deltek Vantagepoint
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▪ Click on Timesheet under “My Stuff” in the Navigation Tree on the left-hand side of the screen. 
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Step 2: Open Timesheet Utility
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▪ In the upper right-hand corner click “Add Timesheet”

▪ Select the Timesheet Period you wish to enter time for 
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Step 3: Create a New Timesheet
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▪ If entering Non-Holiday time, click into the empty project field and start typing either the project name or number.

    

▪ Select the correct project, phase (if any),             
and task (if any) from the pop-up window
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Step 4: Add Project to Timesheet
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▪ Click on the Blue Magnifying Glass under the Labor Code Column

▪ Select the correct Labor Code             
from the pop-out window 
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Step 5: Update Labor Code (If Needed)
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▪ Enter time into the correct day. If a comment is needed, click the drop-down arrow under the hours field to enter the 
comment. 

▪ Input hours into additional days as needed. 
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Step 6: Enter Hours onto Project
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▪ If you need to add hours to the same project, but for a different phase/task click the 3 dots at the end of the row and click 
“Copy”.

▪ Change the needed information and enter the hours

▪ If you need to enter time to a new project, click into the empty space below the last line item and enter the new project 
information. 
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Step 7: Adding Additional Lines (If Needed)
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▪ Once you are finished editing your timesheet, click “Save” in the upper right-hand corner

▪ Once all hours have been recorded for the week click “Submit” and enter your password. This will start the timesheet 
approval process. You will be UNABLE to edit your timesheet once it has been submitted. If you need to make a correction, 
please reach out to your supervisor. 
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Step 8: Save and Submit Timesheet
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Training Module Complete

You have now completed this Training Module.
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