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Timesheets 
Question: How to view my available PTO hours 
Do you have an easy/quick way of telling me how to find my PTO on vantagepoint? 

 

Answer: How to view my available PTO hours 
 

To see your PTO hours in VantagePoint, go to the "Timesheet" hub under "My Stuff." 

 

Click on the 'Other Actions' drop down menu on the top right of the timesheet entry box. Click 'Request New 

Absence'. 

 

 
A box will pop up that will list your "Current Balance" of available PTO hours.  

 
 

Please note that if you have PTO hours listed in your current timesheet that are saved, but not submitted, they will 

still be subtracted from that "Current Balance." 
 

Return to Index 
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Question: How to see timesheets for my team members 

 

How do I see timesheets for my team members – looking high-level at who has completed them? 

Answer: How to see timesheets for my team members 

With some new capability in Vantagepoint I was able to make some changes to your timesheet access to give you 

“floor check” for the employees in your studio if you are a timesheet approver. This will allow you to quickly check to 

see who has submitted their timesheets for specific periods and help ensure these are getting submitted timely. Once 

in floor check, you can click the link on their time to take you to their timesheet to see exactly what projects they have 

charged to for each week. To quickly and easily access “floor check”, please do the following: 

 

 

1. Go into your own timesheet 
2. On the right side of the screen click the drop down “Other Actions” and select "Floor Check” from the menu. 

3. This will pop up a new window that allows you to sort by period and see all employees in your studio and 

what the status of their timesheet is. 

 

Return to Index  
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Expense Reports 
 

Question: Direct (Non-reimbursable) expenses phase is not an option  
 
I need to input a direct (non-reimbursable) expense into my expense report, but only phase 510 for reimbursable 
expenses is showing up. How do I input the expense? 

 

 
 
Answer: Direct (Non-reimbursable) expenses phase is not an option 
 
For this, please include NON-REIMB in the description.  We will change the phase to 530 (and GL account) when we 
review it in accounting.  We typically only make the most accurate expense phase open (there are only 2) so that all 
expenses will default to most accurate phase and no one has to guess/or ask if the project expenses are billable or 
not.  It will not be billed to the client if you include NON-REIMB in the description.  
 
A tip:  type a 5 and let Vantagepoint sit for a second.  Most of the time, since only one of the 2 expense phases is 
active, it will fill in the correct phase automatically. 
 

 

Return to Index 
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Dashboards 
Question: New Activity Not showing up  
 

Team, 

I added a new activity in my CRM dashboard. It shows up under the associated contact, but does not show 

up in my activities. My activities is also set to “All”. 

The activity was a touchpoint between HW and XYZ Co with John Smith and I. It shows up under John Smith 

and under XYZ Co., but not under my activities. 

  

I did notice that originally John’s status was not active. It was blank. I made him active and recreated the 

activity, and it still doesn’t show up in my activities. 

  

Thanks, 

 
Answer: New Activity Not showing up 

 

We worked through several scenarios.  It seems there is an issue with the contact.  Marking this as pending. HW 

Employee to keep an eye on any other activities this might happen on, but we were unable to replicate the error 

with anyone else.  The contact was dormant at the start/beginning stage of the activity being added, made active 

and then added to the activity and the activity was saved.  But for some reason it does not show up in active 

activities for Employee’s Activity Dashpart. 

 

Another possible solution is to make sure that the “My Activities” dashpart has the correct timeline selected in the 

upper left of the box. Trying setting to ‘All’ 

 
 

 

Return to Index 
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Reporting 
 

Question: How to delete a Saved Search 
 
How can a Custom or Saved Search be deleted? What if I can’t delete my Saved Searches in the browser version of 
VantagePoint? 

Answer: How to delete a Saved Search 

 
Deleting a Saved Search in the web app:   
1. Select drop down menu to the left of the Find field.    
2. Click on the Edit\Pencil icon to the right of the Saved Search you wish to delete in the drop down menu. An 
Edit Custom Search window will appear. 
3. Click on +Save Options.   
4. Click on Delete Search   
5. Click Delete to confirm the deletion of this Saved Search 
 
 
Deleting a Saved Search in Lookup screen in Desktop app:   
1. In the Lookup window, click the Organize button.   
2. Click the folder icon to the right of the Folder Name field and select the saved search to be deleted. Once this 
is done the Save Name field will be populated.   
3. Click the Delete button in the lower left side of the window.   
4. Click Yes to confirm that this Saved Search should be deleted. 
 
 

 

Return to Index 
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Question: How to export a Marketing Campaign contact list 
 

Need to export 2021 Lawrence, KS Police HQ Open House to an excel document with the attached fields. 
Answer: How to export a Marketing Campaign contact list 

 

We have added a global report to create a contact list for a marketing campaign.  

 

To run this report: Go into the "Reporting" hub, select Shared reports, select type=Contact and search for the 

name of the report “Marketing Campaign Contact List.” 

 

Click on the options icon to create your report. 

 

 
 

To select the Marketing Campaign, click on the records drop down menu and click 'Search' 

 

 
 

Once in the search, change the name of the marketing campaign from the default to the one you are creating the 

list for. Click Apply All. 
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Once you have your records selected, you may need to add or remove columns for the report you need. You can 

click on "Manage Columns" at the bottom of the Columns box. Then click "Run" at the top right of the screen to 

preview your report.  

 

 
 

Once your report has opened, click the save icon and choose which format you would like it to export to.  
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Return to Index 
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Question: How to run a current RUBO report for my studio 
 

As Senior PM, how do I run a current RUBO report for my studio? 

 
Answer: How to run a current RUBO report for my studio 

 

1. Under My Stuff 
2. Click on Reporting 
3. Make sure you are on the Favorites tab when Reporting opens 
4. In the Type column, select Resource Planning from the dropdown to filter just on Resource Planning type 

reports 
5. In the Shared column, make sure Shared is selected vs. shared 

a. NOTE: This will show you a list of all custom global reports you have shared access to.  If you don’t 
see a report you think you should see, please send a Help Desk 

6. Locate the RUBO report that is named for your office and studio 
a. NOTE: Most studios have 2-3 reports, e.g., one with just resources, one with resources and 

projects, and possibly one that includes interiors resources 
7. Before you click on it to run, you need to update the 13 week date range 

a. Hover on the row for the report you want to run and move your mouse to the Options column 
8. Click on the icon that shows up for “show favorite options” 

 
9. Click on the Options tab 
10. At the top, change the Reporting Time Frame start to end dates. 

a. NOTE:  You can choose as short or long of a timeframe you desire; the report is formatted to print 
13 weeks maximum on Tabloid 

11. Click Run 
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12. The report will pop up in a separte Chrome window 
13. Select Save to save to pdf 

 
 

 

 

Return to Index  
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Question: Resources (employees) not showing up on RUBO report 
 

Employees that are selected for the RUBO report are not showing up on it. 

 
Answer: Resources (employees) not showing up on RUBO report 

 

When running a RUBO report, if you want to see everyone within an Org, Office, or any other selection you 

must un-select the highlighted button. Make sure you’re under the options tab. This screen may look 

different for different users but the option should be there. 
 
 

 
 

Return to Index 
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Question: How to print a report for my activities 

 

How do I print a report for my activities or where can I see all my activities to take a screenshot? 

 
Answer: How to print a report for my activities 

You can run that report by going into "Reporting" and sorting the reports by type to "Activity". You'll see a list of 

Activity reports for you to choose from depending on what you are looking for.  

 

 

 

Return to Index 
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Question: How to see my pursuits/pipeline/weighted forecast 

 
Answer: How to see my pursuits/pipeline/weighted forecast 

 

 

If your pursuit that you input in Deltek is not showing up on this report, make sure that the “Business 

Development Lead” field is populated with your name.  

 

 

Return to Index   
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Contacts 
Question: Adding a contact with same name as an existing contact 
 

I needed to enter a new name to the firm contacts.  When I went to enter it, it said that person already 

existed however it wasn’t the right one.  I needed to enter a NEW Steve Anderson.  It prompted me to key in 

the new name but auto filled the wrong Steve Anderson.  I took out the wrong prefilled info and put in the 

new and saved.  After saving and adding the activity, it is now only showing one Steve Anderson under the 

contacts tab?  I am afraid the old one that was located in Liberty MO has been over ridden?  Can you check 

this and possibly restore the old one?  

  

Note*This will need to be walked through in our Deltek meeting as how to add a contact in the firm field 

when there is someone else in our system with the same name.  

 

Answer: Adding a contact with same name as an existing contact 

 

I am going to reach out internally and to Deltek to see what we can do about restoring the information for 

the “Steve Anderson” that was written over. Below is a guide to adding a new contact if there is a current 

contact in place. Please feel free to reach back out if you have any questions or if something doesn’t make 

sense. 

  

To create a new contact under ‘Contacts’: 

• Click on + New contact and make sure you have a completely blank screen before entering the 

contact’s information. 
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To create a new contact under ‘Firms’: 

• Go to the ‘Contacts’ tab in the firm. 

• Click “+Add Contact” at the bottom of the box 

• Open the drop down menu for the contact name 

• If the contact you are wanting doesn’t exist yet (or there is a contact with the same name, but 

different firm). You will click “+ New Contact” at the bottom of the drop down menu. 

• A pop up box will show up to add a new contact. 
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Thank you! 

 

 

Return to Index 
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Question: If a contact leaves a firm or moves firms 
 

How do I properly change a contact in VP if a contact leaves a firm, retires, passes away, or moves to a 

different firm that we work with? 

 

Answer: If a contact leaves a firm or moves firms 

 

If a contact leaves a firm (consultant/vendor or client):  

• If a contact has moved – DON’T JUST CHANGE THE FIRM!! 

• Add (Gone), (Retired), or (Deceased) after the Contact’s first name in the General Tab.  

• Change Contact Status to “Inactive” 

• If Contact moves to another HW client or vendor, set up a NEW, ACTIVE contact record with their new 

firm.  
• Add a note to the Contact record. 

 
EX: 
 

 
 

 
 

 

Return to Index 
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Approvals 
Question: Delegating Approvals            
 

How do I delegate my approvals during short term absences?                    

 

Answer: Delegating Approvals            

 
Team - Please keep in mind, for shorter term absences, and to make sure approvals don’t just sit while you 

are out of the office, here is how you would assign another employee to your approvals (includes timesheet 

line items, employee expense report line items, and AP invoice).  Changing the PM on the project does not 

makes sense, for several reasons, for short term absences. 

  

Click on the gear icon in upper right in Vantagepoint select “My Preferences” 

  

 
  

  

Check the box next to Delegate Approvals to, then select the dropdown in the next box and select the 

employee you would like to delegate your approvals to while you are out of the office.  When you return, 

uncheck the box. 

  

 

 

Return to Index 
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Question: Draft Invoice Approval Error – Draft Preview has no draft            

 

When I go to look at a Draft Invoice in the Projects hub under Draft Invoice Approvals, I am getting a 

message that says “A draft edited invoice is available for this Project. Please select Download to view 

associated invoice.” 

  

Answer: Draft Invoice Approval Error – Draft Preview has no draft            

 

If you are receiving this error message, please reach out to the Billing Specialist or your Project Accountant 

so they can “Unsubmit” and “Resubmit” the invoice draft. 

 

 

Return to Index 
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Question: How to view and approve Draft AR Invoices         

  

I have a notification that says “Client AR Invoices are awaiting your review for approval or rejection.” Where 

do I view the Draft and approve it? 

Answer: How to view and approve Draft AR Invoices        

  
PM Approvals (Recommended)  

1. Once PAcc/Billing Specialist submits invoice for approvals a Notification will appear in your 
Notification Center.  

  

  
  

2. Once notification is received select Projects Hub > Draft Invoice Approvals.  

  
  

3. Once in Draft Invoice Approvals, ensure you choose My Draft Invoices from your search options. This 
will limit the projects that show up as only projects the PAcc/Billing Specialist has submitted.  

  
  

4. Review the invoice in its entirety, markup/comment on any changes needed, and approve/reject the 
invoice.   
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a. Reviewing Tips:  
i.You can review the labor, expense, and unit line items by selecting each tab.

  
  

ii.You have zoom options to allow for ease of reading the invoice.    

   
  

iii.You can select to show a thumbnail view of all pages on the left for ease of changing 
pages.   

  

  
 

  
iv.The gear tool will allow for different page transitions, layouts, and to rotate pages.   
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b. Mark-up Tools (6):   

  
i.Moving from left to right the first option is the pen. This tool has four colors to choose 

from and is a free hand mark-up tool.   
ii.The second option is the highlighter, four colors, which also includes an underline, 

squiggly line, and strikethrough option.  
iii.The third option are shapes and line options. You can select an area with a box, circle, 

polygon, and cloud shape. You can also utilize the line, arrow, or polyline to point to a 
comment utilizing the fifth option, free text.  

iv.The fourth option is the eraser. This allows you to erase any previous markups you 
made.  

v.The fifth option is the free text. Using this tool will create a text box that you can type 
any message you want the PAcc/Billing Specialist to know. This could be as short as 
updating a percentage to invoice or longer providing an explanation for a change.  

vi.The sixth and final option is the comment tool. You can use this to leave a comment. 
This works in similar fashion to the free text option but your comment will only show as 
a comment bubble on the document. Your message will show up when the comment 
bubble is clicked on.   

  
5. Approve or Reject:  

a. Once you have reviewed and/or marked up the invoice you will need to select APPROVE.  
b. IF, and only IF, there is not going to be any invoice sent in the current month for the select 
project, you may select REJECT.   

  
  

6. After the invoice has been approved your PAcc/Billing Specialist will make any changes necessary and 
accept the invoice. You may ask to see the invoice again before the invoice is sent to the client. We can 
either send via email or resubmit the invoice through Vantagepoint.  
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Bonus Material (Viewing Options)  
1. If you would like to see your approvals in a list view you can quickly get to that screen one of two 
ways.   

a. You can select Invoice Approvals under Billing on the left hand side of your screen. 

   
  

b. You can also click on the Notification itself. 

    

 

 
 

Return to Index  
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Projects 
Question: How to set up a new Z-project (Pursuit) 
 

Answer: How to set up a new Z-project (Pursuit) 

From the PROJECTS HUB, click + New Project 

 
Leave the default CHARGE TYPE = Regular 
 
STAGE = Select stage from drop down, e.g. Due Diligence, etc. (this is a field you will manage as the Pursuit 
progresses) 
 
Leave the default HOW TO CREATE PROJECT = Manually 
 
PROJECT NUMBER:  ZYYMMDD3initials##, e.g. if Dom sets up a Pursuit record on July 1, 2021, the number would be: 
Z210701DJS01.  If he sets up a second Pursuit on that same day, the last two digits would be “02” and so on. 
 
NAME: Short and sweet, e.g. acronyms 
 
LONG NAME: As accurate as possible without being too long, e.g. everything spelled out 
 
PLEASE NOTE:  Please ignore “Create Linked Promotional Project to Track Pursuit Costs” – you will need to send an 
email to the Project Setup group requesting a Promo Project if more than 10 hours, or more than $1,000, will be spent 
on the pending Pursuit. 

 
Click CONTINUE. 
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Start in left column under PROJECT NUMBER and fill in: 
 
PROJECT TYPE:  select from dropdown 
 
RESPONSIBILITY: select from dropdown (typically Prime-contracted to the Owner/Developer) 
 
ESTIMATED FEE:  Same as gross revenue (including consultants, if any). If not sure, use an estimate of construction 
cost times 8% for now. (this is a field that you will manage as the Pursuit progresses). 
 
PROBABILITY:  select probability % of it being awarded from the dropdown (this is a field that you will manage as the 
Pursuit progresses). 
 
SOURCE: select from dropdown, ok to leave blank for now if unknown 
 
Leave defaults for the rest.  E.g., CAPACITY CALCULATION: Excluded from ….. (we don’t include in utilization unless we 
need to add resource labor to the Pursuit’s plan to see what resource utilization looks like if it were awarded) 
 

You should still be on the OVERVIEW TAB (if not click on it to navigate back) 
 
ORGANIZATION must be filled in.  Select from dropdowns by expanding menu options until you find the Organization 
Name and click to select. 
 
PRIMARY CLIENT: Select if existing firm or add new firm if search identifies that the client is not already set up in 
Vantagepoint.  Use established HW process for adding Firms and Contacts. 
 
KEY PURSUIT EMPLOYEES: 
 
You MUST fill in BUSINESS DEVELOPMENT LEAD.  If you are entering a Z-Project, 99.9% chance this is you.  This must 
be filled in so that your Pursuits show up as yours on reports. 
 
Fill in PROPOSAL MANAGER and MARKETING COORDINATOR if known. This can be added by you later. 
 
KEY PROJECT EMPLOYEES: 
 
PROJECT MANAGER.  Fill in if you want to identify a PM for this Pursuit, for the future Promo Project, or when it’s 
awarded.  It can be edited later. 
 
The rest of the KEY PROJECT EMPLOYEES fields are for use after the Pursuit is awarded. 
 
PROJECT DETAILS: 
 
ESTIMATED CONSTRUCTION COST: Please fill this in.  (this is a field that you will manage as the Pursuit progresses). 
 
PROJECT SIZE (SF):  Please fill this in. (this is a field that you will manage as the Pursuit progresses).  Estimate this 
even if it’s not known. 
 
The rest of the PROJECT DETAILS fields are for use when a project is awarded. 
 
MEMO:  Make good use of this field!  It’s searchable for reporting. 
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PROCUREMENT DETAILS:  Only if applicable / known.  Leave blank otherwise. 

 
Now move to the OPPORTUNITY DATA tab: 
 
Complete these fields if known or can use a best guess, e.g., RFP release date is very helpful to Marketing!   If not 
known, this is a field Marketing can add/modify as dates become known. 
 

TEAM tab: 
 
This is filled in over time by the system, or you can add stakeholders here yourself. 
 

DATES & COST tab: 
 
You must add a MILESTONE for ESTIMATED START DATE – this is required to get your Pursuit data onto the pipeline! 
 
Click on + Add Milestone: 
 

 
 
Add the date and choose Estimated Start Date from the dropdown under “Milestone”.  Add Notes as applicable.  This 
is the date we anticipate starting design services once the project is awarded.  Even if a specific date is not known, 
TAKE YOUR BEST GUESS.  You can modify it later as additional detail becomes known. 

 
 

The final step to ensure your Z-Project / Pursuit is included on the firm’s pipeline reports is to: 
 
Go to the Project Hub Menu and click on CONTRACT MANAGEMENT. 
 
Then click on the ESTIMATED FEE tab. 
 
Verify the default Allocation Method is set to “Use Fee Allocation Grid with Specific Dates”.  If it’s not, click on the 
pencil next to the heading, and select this option from the drop-down menu. 
 
Click on “Refresh Template” in blue. 
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Allocation Template box:  Select the Allocation Template based on your project type and size. 
 
Click “Save” 
 
To help you maintain and manage your Pursuits, run the My Pursuits Favorite Report “Z project Pipeline Forecast – My 
Pursuits – Today through Next 6 Years” located here: 
 
Click on the name of the report (in blue) to run the “My Pursuits” pipeline report as of today through next 6 years. 
 

 
 

 

 

Return to Index 
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Question: Viewing HW invoice from “Invoice project hub” – Pop-up Blocked 
 

I was trying to view a HW invoice to the client from the ‘Invoice project hub”. Under options I selected ‘Files 

Invoice’ and then ‘Continue’ under Additional Documentation. I get the following. I believe the pop-up 

blocker is control by IT on our computers. Is there another way/place to view an invoice sent to the client? 

 
 

Answer: Viewing HW invoice from “Invoice project hub” – Pop-up Blocked 

Click here 

  

 
 

 

Return to Index  
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Question: Viewing consultant invoices 
 

How do I pull up past consultant invoices? - PM 

Answer: Viewing consultant invoices 

 

There are potentially two answers to your question and a possibility you could use them in conjunction to 

finding what you’re looking for.  

  

1. If you’re needing this for a project you can search under Projects Hub > Project Review 

  

        

  

You will see the below screen where you can click on the blue number representing the Direct Consultants 

invoices that have been input into Deltek. 

  

 
  

This method of looking up consultant invoices will allow you to see the description, invoice number, invoice 

date, and amount of invoice but it won’t let you see the physical invoice. 

  

2. If you’re looking for something that would show only unpaid, paid or all invoices on a project you can 

use the report for Unpaid Consultant Invoices (edit the options if looking to include paid or all). Go to  

My Stuff > Reporting. To find it faster, filter for Shared and Type=Project.  
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Once you locate the report you will need to input your desired project under the Records column and click 

on the name of the report to run it.  

  

 

 
  

 

Return to Index 
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Question: Invoice Average Days                                         
 

On the Invoice tab under the Projects Hub menu, it shows information about the project invoicing.  The 

average days line is empty.  Can we get this to reflect the average days out invoices are for the project?  This 

is helpful in our record keeping. 

  

 
 

Answer: Invoice Average Days 

 

Average Age only shows up if the client has an unpaid balance due on the project as of today. 

 

From the “?” help list: 

Average Age    This field displays the average number of days, from the invoice date to today, that invoices have 

had an unpaid balance. This field is automatically calculated for all rows in the Invoices grid, even those that do 

not contain a date. 

 

 
FOLLOW UP QUESTION: 

• In Vision, it kept a running tab so we can keep up the stats of the time it took our clients to 

pay.  If this zero’s out after everything has been paid, do we have any other way to track the 

average time it takes to get paid?  
 

Ok, you are referring to average days to pay vs. average aged for existing unpaid AR.  After we talked just now, 

you pointed out that you saw this in iAccess previously.  Deltek's current solution/response is as follows (in italics). 

I have replied to them that reports are not ideal, that we would prefer to see this metric in Project/Invoices or 

Project/Dashboard or similar.  
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You can use the AR Ledger Report on Web App > My Stuff > Reporting > Accounts Receivable as report type. On the 

report options > options tab of the AR Ledger, ensure to use the timeframe "Job-to-Date" (or whatever timeframe 

you prefer) and check the "Display Average Collection Period" box. This will will print at the bottom of the last page 

of the report the average collection period in days. 

 

You must run this report per project basis and not all or group of projects so that you will be able to see the average 

collection period per project. This means if you have 10 projects and you want to see average collection period per 

project, you have to run the AR Ledger Report 10 times (10 AR Ledger Report). If you run the report by selecting 

multiple projects on it, the system calculates one average collection period for the entire projects selected on the 

report. The functionality to print on per project the average collection period while selecting multiple projects on the 

AR Ledger Report is not yet an available option. 

 

I will keep this Help Desk ticket open for future updates.  This may result in an enhancement request.  Stay tuned. 

 
 

I just heard back from Deltek.  I believe we have a better solution vs. running individual project reports, since the 

better metric for a running "average days to pay" is a client indicator, not necessarily project based. 

On Hubs > Firms > AR Review, there is "Average Age of Receivables".  

 

For example, I pulled up TUKHS: 

 

 
 

The title for this seemed misleading, so I confirmed it truly is the average days it takes the client to pay: 
 

Average Age of Receivable: 

This field displays the average number of days it takes for a client to pay invoices in full. This calculation is 

based on all paid invoices for a client. 

Example: 

A client has two fully paid invoices: 

• For Invoice 1, you received full payment 22 days after the invoice was issued. 

• For Invoice 2, you received full payment 36 days after the invoice was issued. 

The average age of receivables for this client is 29 days (58/2). 

 

Let me know if you would like to see this at the project level, and I will submit an enhancement request for us. 

Return to Index 
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Question: Cannot edit "project ACTIVE" field 
 

I cannot seem to edit this field on my projects: 

 
 

Answer: Cannot edit "project ACTIVE" field             

  

When you hover your mouse over the word “Status” an edit pencil should appear and allow you to edit the 

status.  

 

            

 

If it is not showing up, log completely out of VantagePoint by clicking on the gear in the top right of the 

screen and exiting the web browser. Then log back in and try again.  



36 
 

 
 
If you are still not able to access it, check with the helpdesk to make sure you have the security role to change the 
project status.  

 

Return to Index  
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Question: Finding Projects based on type. Finding actual contracted fee, actual square footage 

 

How do you find projects based on ‘type’ (ie. Retail, Multi-family, Healthcare, Core & Shell, etc.)? 

  

When you are in the Project Hub, how do you know what the overall contracted fee, square footage is, and 

not estimated? 

• Under contract management > contract > I can see consultant fee’s, but is the “original” 

contract type our actual fee or what we have been compensated for thus far? 

• The left-hand panel indicates the following, but typically does not align across the board. 

 

 

Answer: Finding Projects based on type. Finding actual contracted fee, actual square footage 

How do you find projects based on ‘type’ (ie. Retail, Multi-family, Healthcare, Core & Shell, etc.)? 

You can use the projects hub to search for projects of a certain type, but we split up projects into the following 

types: Commercial, Government/Federal, Education, Healthcare, Urban Planning, Interiors, CTS, Government/Civil, 

and Residential.  

 

To search, go into the Project hub>Project, then click your searches drop down menu and +New Search. 

 

 
 

In your search box, you’ll need to be specific to narrow it down to the results you want. For example, I wanted to 

see all active, regular projects for the Commercial studio.  
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Click Apply All to open up the projects in the list. Then click on the list view button in the top right if you would 

like them in an exportable list.  
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When you are in the Project Hub, how do you know what the overall contracted fee, square footage is, and 

not estimated? 

Contracted fee is in several places: Project Review, Contract Management and Plan. 

Compensation tab info is entered by phase (the lowest project level), separate from Contract, but both tabs are 

under Contract Management. The plan is populated with the amounts entered on the compensation tab. 

Contact Management is separate for tracking individual agreements, vs. overall fee by phase.  Contracts are 

entered at the project (highest level) and not by phase/task. 

Original contract type is the original base fee agreement, then add services as they are added are separate 

rows/contracts. 

Square Footage (Project Size (SF) as seen on the Overview Tab of the Project) is provided by the PM.  If it is 

missing, it means the PM never provided it (they can input or their PAcc can).  This is a field that can be added in 

list view and then exported 

 

JTD Billing  is fee billed to date 

ETC Billing is estimate to Complete 

EAC Billing is estimate at completion 

 

Return to Index 

  



40 
 

Question: How VantagePoint tracks the “Promotional Effort Outcome” on a promo project 

 
Answer: How VantagePoint tracks the “Promotional Effort Outcome” on a promo project 

 

To fill this in:  

 

Click on the pencil next to “None” under “Promotional Effort Outcome”. 

Select from the dropdown list: Project Awarded, Short-Listed, but not Awarded, Project Awarded (on hold by 

Client), Project Terminated by Client, Not Short Listed, etc. 

 
 

 
 
 
 

 

Return to Index  
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Planning 
Question: Milestones vs. Plan Schedule and Fees   

 

Team, 

I have planned Three Hallbrook Place, and all of the WBS is tied to the project schedule dates. But I don’t see 

my SD date or DD Date for example in my milestones list. 

• Does the planning schedule not speak to the milestones? Seems silly to not have them talk to each 

other. In Milestones, do I have to type in Schematic Design completion as a milestone and pick 

the date manually? 

 I’m confused about estimated fee vs. actual fee. Where do I type in my contract fee? I don’t officially know 

the fee yet, but I typed in an ‘Estimated fee’ in the pursuit details. I’m trying to figure out how the estimated 

fee and actual fee work. The contract management tab also is not reading my estimated fee. Not sure what 

I’m doing wrong. 

• Since I have typed in a plan with proposed schedule, wouldn’t we want the estimated fee spread to 

match my planned dates (the actual project schedule not the ‘standard template’?) 

• I want to compare my planned labor costs vs. my actual fee % per the WBS. Usually we can see 

that, but again, I don’t know where I am supposed to input the fee. Please let me know. 

  

Answer: Milestones vs. Plan Schedule and Fees 

 

As an awarded project, your next step is to connect with your PAcc to get the financial details of the project 

set up.  

For now, you’ve just entered your planned labor and an estimated fee.  The estimated fee is pushed to the 

pipeline via the forecast template and your estimated start date milestone.  Those items stand alone and are 

not part of your plan. 

  

See attached…looks like of you set up milestones first (at the appropriate WBS level), they will then push to 

the Plan.  Doesn’t look like it goes the other way. 

 

Attachment text: 

Default Plan Dates for New Projects 

 

When you create a new project, Vantagepoint also creates a plan for that project. How the default plan dates for the 

work breakdown structure (WBS) elements in that plan are determined depends on how you create the new. 

If you create a project from an existing project and elect to copy the existing project's plan for the new project, the 

default start and end dates for the new plan are based on the corresponding dates for the source project's plan. You 

specify the plan start date for the new plan as a whole, and Vantagepoint calculates the other default plan start and 

end dates for WBS elements based on the corresponding dates in the source plan. 
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If you are creating a project from an existing project but are not copying the plan, or if you are using one of the other 

methods of creating a project: 

• If you specify both an Actual Start milestone and an Estimated Completion milestone for a WBS element when 

you add the project, the date of the Actual Start milestone is used as the default plan start date for that 

element, and the date of the Estimated Completion milestone is used as the default plan end date for that 

element. 

Note that if the new, unsaved project only has one WBS level, you add the milestones on the Dates & Costs 

tab of the Projects form before you save the project initially. If the new unsaved project has more than one 

WBS level, the Edit Project Structure form displays automatically during the process of creating a new project, 

and you specify the milestones on that form. 

 

• If you specify an Actual Start milestone for a WBS element when you add the project but not an Estimated 

Completion milestone, the date of the Actual Start milestone is used as both the default plan start date and 

default plan end date for that element. Likewise if you specify an Estimated Completion milestone but not an 

Actual Start milestone, the date of the Estimated Completion milestone is used as both the default plan start 

date and default plan end date for the WBS element. 

 

• If you do not enter dates for either of the two previously mentioned milestones for a WBS element when you 

add the project, the plan start date for its parent WBS element, if available, is used for both plan start and 

plan end. At the project level, which has no parent WBS element, tomorrow's date is used in this situation. 

 

In all cases, once a new project has been saved initially, plan dates are no longer affected by additions or changes to 

the milestone dates. From that point on, you must go to the Plan form in the Projects hub or to Project View in 

Resource Management to change plan dates. 

 

Return to Index  
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Question: Actual, Unposted, and Planned Hours by Resource                                                              

 

As we jump into Vantage Point work plans, we’ve come across a few questions. 

 For project planning purposes, is it possible to do the following: 

• Change planned hours prior to 3/7/2021 – we’ve tried to update planned hours because we need 

to pull unused hours before that time and push it forward to future weeks but haven’t been able 

to do that 

• Is there a way to see actual, unposted and planned hours for each resource at the same time?  We 

can only see/edit just the planned hours. 

 

Answer: Actual, Unposted, and Planned Hours by Resource                                                              

 

I have an enhancement request for both of your questions below. 

  

For your first question: It was suggested that we could use Reschedule as a work around for moving past 

planned hours to future planned hours. The issue with this is that we are not able to shift partial hours so it is 

all or none. 

  

For your second question: While under the Plan with Projects Hub you are only able to see the planned hours 

on the right side. At this time, there is a report you can run that will provide the same information that you 

are looking for. This report is Labor Resource Planned and Actuals. If you see the screen shot below you will 

see I selected Reports and then filtered via Resource Planning under type of report. It should be your bottom 

option but let me know if you don’t see this report. Once you are in you can change the options (start date, 

scale, and duration) to obtain the window of time you would like to see (additional screen shot below). 
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Let me know if you have any questions on any of the above. 

 

 

Return to Index  
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Question: Resource assigning error 

 

Hi: 

When assigning resources to a project, I can only assign one successfully to a phase, and then when selecting 

the second, it trips out and closes the assign box without assigning the resource.  Is there a known issue with 

this?  This causes a lot of extra time to assign people to phases. 

 

Answer: Resource assigning error 

Per our conversation you had figured out the issue. I did want to provide some feedback for documentation 

and future questions. 

  

You are able to assign more than one person as well as assign resources to more than one phase at one 

time. Through our phone call I showed you how you can select the + symbol next to the project and it will 

allow you to assign all resources to all active phases without having to exit the screen. The screen shots 

below will provide visuals on the steps to doing so. 

  

1. Once you have checked out your plan you can scroll over the project name and will see a + 

symbol appear. Click on the + symbol. 

  

  

1. Next, you will see the following screen where you can select multiple resources at the same time, 

search for resourced individually, and change your search criteria (All Resources, All Employees, 

Employees I Supervise, Generic Resources, and Resources in My Organization). 
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1. To select multiple resources at the same time you will need to utilize the scrolling bar. It may 

take time to scroll through but could save time from selecting one resource at a time. If you 

decide to select one resource at a time you can still add them to multiple phases before moving 

on to your next resource. 

2. Once you have every resource for each phase properly added you can click on the assign button. 

This will take you back to the planning screen where you can input the hours for each resource. 

3. After planning the project to the best of your ability you can click Publish. 

 

  

Let me know if you have any additional questions. 

 

 

Return to Index  
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Question: Adding duplicate generic resources 

 

VantagePoint people…It seems like I cannot add duplicate generic resources into the same phase. IE I want 

to see two (2) “project architects” in a same phase until we fill the need with a real person but it does allow 

me to do so!  

Answer: Assigning duplicate generic resources 

 

I initiated a chat with Deltek and confirmed what you are seeing is a limitation of the system and no current 

work around is known at this time. This has been submitted as an enhancement request. 

  

That being said, I would plan the total amount of hours you would need for both generic resources. When 

you discover who will fulfill those two positions you can reassign the proper portion of the total hours to 

each person since you can split the hours up however you need. 

  

To do this, select the three dots at the end of your resource and select reassign. 

 
  

Once in the reassign screen you can select the specific hours or a percentage that you would like to reassign. 

You will also be able to select the individual you would like to reassign to. You can also see other options 

you can change, if needed, with regards to the assignment period. 

  

 
  

 Let me know if you have any questions regarding any of this information. 

Return to Index  
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Question: Past Projects and Resources – Resource management 

 

Team, 

I have mentioned this before, but I want to formally submit it to the help desk. 

 Within planning, I would like to be to hide old resources and/or old projects. 

 Examples: 

• In Resource Management: Resource View: A resource’s project list includes all projects, not just the 

ones with planned hours within the selected timeframe. This is making each resources project list 

very long. If they don’t have active planned hours on any given project, we want to be able to 

hide or filter out those previous projects. 

• In Resource Management: Project View: ALL resources are showing up. If someone’s bill an hour to 

a certain phase on the job, six months ago, they show up in the list. We should have option to 

hide those who aren’t planned. I don’t want to see every single person who’s billed the job. 

• I also would like to see actual vs. planned hours week by week. Right now, we only 

see the JTD totals for the resource. I need to be able to see last week’s actual hours 

for example in the same view. 

• In Projects Hub: Projects: Plan: Again, ALL resources are showing up. Look at the PTO – KC plan. It 

appears anyone who has ever billed time to PTO in the firm’s history has been added to the plan. 

This makes the list super long and harder to utilize. Again, we need to be able to filter out or 

hide all ‘old’ or ‘terminated’ resources. Again, if we haven’t choose to plan someone’s’ time or if 

we haven’t chosen to add someone to a plan they shouldn’t just automatically show up in the 

plan just because they billed time to it. This needs to be controlled not automatic. 

  

Seems like this could be a globally setting to change, or possibly a simple User preference setting if 

applicable. 

  

Thanks, 

 

Answer: Past Projects and Resources – Resource management 

 

Thanks. Noted for enhancement request follow up.  Not currently an option in Deltek. 

 

Return to Index  
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Question: Deleting Generic Resource- Planned Hours – Error         

 

Hi Team,  

Trying to delete a generic resource with no JTD hours or current planned hours.  Is there a way to 

delete.  See error message below. 

  

 

 

Answer: Deleting Generic Resource- Planned Hours - Error 

 

The error message references JTD OR Baseline Hours.  It appears the generic’s planned hours are saved on the 

baseline. If early in the project, perhaps save over the existing baseline, after changing the generic resource 

planned hours to 0. Then you should be able to remove the generic resource 

  

 

Return to Index 
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Question: Resources and Phases 

 

Team, 

Four Questions: 

1. VP is currently setting the start of the week on Sunday. So if we change the planned hours for 

the week on Monday, it doesn’t let us remove the planned hours spent on Sunday. Is there 

anyway to allow the week to start on Monday? Or preferably, is there anyway to change the 

planned hours in the past? VP should never ‘gray out’ planned hours. 

2. If you have planned someone for a project, and save a baseline, but then try to remove that 

person from the project, it doesn’t allow you. We can reassign their hours to a different resource, 

but the previous resource cannot be removed from the project. This is quite annoying. We need 

to be able to remove resources. 

3. Did we figure out a way to remove projects from resources when they aren’t planned in resource 

utilization? Right now all of the overhead projects are showing up even if there are no planned 

hours for that resource. 

4. How do we delete phases from the plan? We don’t plan OS01, AS01, Reimb Exp, Direct Exp. Etc. 

But all of these show up in the plan. The plan needs to allow for more flexibility. Or we need to 

be able to filter out phases that aren’t actually used for labor. 

 

Answer: Resources and Phases 

1. We used to have the weeks starting with Monday but due to hourly/overtime reporting purposes 

we had to change the week to Sunday through Saturday. We are also not able to change past 

planned hours but would keep any past planned hours as such to help tell/explain the story of 

the project.  

“The purpose of planning resources is not to match planned to actual hours.  There are 3 types of 

hours.  Baseline.  Planned. Actual.  

Baseline hours are the hours you originally thought it would take to do the job.  Before any add 

services or scope changes.  A major scope change, early one, or depending, could support saving 

over the original baseline, which is 100% doable.  

The planned hours then are adjusted, but only forward looking, as scope and schedule change over 

time, as resources are pulled to other areas and replaced, PTO is planned, etc.  You would never want 

to spend time editing prior planned hours for any reason, including to match actual hours.  The sole 

focus is planning your resources for your project, while providing the firm’s operating director with a 

view of what resources are needed down the road.  

Actual hours are just that.  

During and at the end of the project, all 3 buckets of hours are valuable.  They can be used to 

evaluate how well we performed on the project resource/hours wise compared to what we originally 

thought. Can also be telling of how well we did planning the project throughout.  Differences can be 
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indicators of unknowns that occur on every project but also can be used to learn how to better plan 

going forward with the resources on your team and even shared resources among studios as we 

grow.”  

2.  I have confirmed there is not a way to delete the resource from the plan if you have saved a 

baseline. Furthermore, the resource can have 0 hours planned and we would still be unable to 

delete from the plan after a baseline is saved. I have submitted an enhancement request to be able 

to remove resources after a baseline has been saved. 

3. This is an enhancement request at this moment. The only way to remove a project from resource 

utilization is to remove the resource itself, they can’t have actual hours or past planned hours, or 

adjust the dates for the specific resource individually. 

4. This ability, too, is an enhancement request at this time. This was one of our first enhancement 

requests we submitted and one that many other companies have made so hopefully we will see 

this change sooner vs. later. 

  
 

Return to Index 
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Question: How to see planned profit in VP plan 

 

In Vision Planning, there was a Cost Summary Tab where you could see planned profit, not just the separate 

components of labor cost and overhead. Where can I find that information in the VantagePoint Plan? 

 
Answer: How to see planned profit in VP plan 

The functionality that was available in the Summary Tab of Vision Resource Planning is still there in 

Vantagepoint, although it is scattered around.  

 

The Summary Tab has 4 pieces:  

1) Multiplier Summary  

2) Revenue Summary  

3) Cost Summary  

4) Billing Summary  

 

Here is where to find each piece:  

1) This can be found in the Project Details area of the Project Pane (that part on the left side of the Project 

record. It is near the bottom)  

2) Currently not available in the Plan, but is available on the Labor Resource Forecast Report when run on 

Revenue. FYI - There is a new feature in version 3.5 that allows you to build a revenue forecast that is based 

on Work on Hand that is very slick and will meet this need. Stay tuned for more information on that.  

3) In the middle part of the Project Plan in Vantagepoint, each user can add the columns they would like to 

see when viewing the Plan in the Cost view. The columns available there will display everything you were 

able to see in the Cost Summary. (most users cannot see labor cost, and therefore cannot see planned profit 

in Project Review when showing “Cost”, FYI) 

4) In the middle part of the Project Plan in Vantagepoint, each user can add the columns they would like to 

see when viewing the Plan in the Billing view. The columns available there will display everything you were 

able to see in the Billing Summary. 

 

 

Return to Index 


