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Getting Started

Getting Started

Welcome to Deltek Costpoint, the industry-leading, integrated software solution for project-
oriented enterprises.

The online help provides instructions for accessing (
descriptions of menus, toolbars, and other global features. You will also find information on

logging on to Costpoint, accessing the database, printing reports, reviewing online help, and

contacting Deltek Customer Care and other client services.

Microsoft Internet Explorer. We have designed the Costpoint documentation with the assumption
that you are familiar with basic Windows functions such as Cut, Copy, Paste, Undo, Exit, Save,
and other basic commands.

‘ Deltek does not assume responsibility for providing training in the use of Microsoft Windows or

Getting Started Guide 1
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Introducing Costpoint

Deltek Costpoint is the industry-leading Enterprise Resource Planning solution for government
contractors and other project-driven organizations, including (but not limited to) the following
industries:

A Aerospace and defense
Architecture and design
Biotechnology

Computer services

Consulting services
Construction

Engineering

Environmental

Federal government
Government contracting

High technology

Laboratories

Make-to-order manufacturing
Non-profit institutions
Professional services

Public relations and marketing
Research and development
Shipbuilding and marine services

Software development

> > > > > > > > > D> > > D> > D> D> > > D>

Systems integration
A Technical services

These enterprises adopt Deltek Costpoint to improve their operational efficiency and profitability,
and to meet the strict compliance and audit requirements of their customers, as well as
government auditors, such as the Defense Contract Audit Agency (DCAA).

Deltek Costpoint offers an array of comprehensive capabilities that deliver game-changing results
for your organization:

A Financial Management
Project Accounting
Time and Labor Collection
Expense Management

A

A

A

A Project Manufacturing

A Material and Inventory Management
A

Procurement

Getting Started Guide 2
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Introducing Costpoint

Budgeting and Planning
Human Resources and Payroll

Business Development

> > > >

Performance Management
A DCAA Compliance

These modules integrate seamlessly with specialized Costpoint modules in materials
management, human resources, reporting tools, and electronic timekeeping.

Learn more about Costpoint Domains and Modules.

Support Services
Deltek offers a variety of support services to help you implement and operate Costpoint:

A Deltek Consulting: Take advantage of our on-site or remote consulting services to help
with Costpoint implementation, data conversion, and other Costpoint-related needs.

A Seminars: Keep pace with the changing technology landscape by enlisting in seminars
that will provide you information in using Costpoint through the Deltek University.

A Telephone Support: Call us when you need detailed, specific answers to your questions
about using Costpoint.

A Custom programming Tailor fit your applications according to your requirements.

A General Assistance: Benefit from our comprehensive guidance in designing, procuring,
and installing your database software, operating systems, and hardware.

A Turnkey network installations Avail of our expertise in matching Costpoint to
appropriate hardware and network architecture using pre-tested configurations and
equipment.

Learn more about these Deltek services:
A Customer Care

A Infrastructure Consulting Group

Getting Started Guide 3


http://www.deltek.com/services/deltekuniversity/default.asp

Deltek Kovmore

Deltek Costpoint Domains and Modules Overview

Deltek Costpoint Domains and Modules Overview

Costpoint is organized through a hierarchical structure of domains, modules, and applications.
The following table provides a brief overview of the diverse functionality contained within each
domain and module.

The application functions described here represent just a portion of the resources available. See
the appropriate sections of the Costpoint online help for more information on specific applications.

Accounting Domain

Module Application Functions

A Customizes your system's charging structure. Defines account
— numbers, segments, and organizational structures and

General Ledger hierarchies. Allows you to tailor your Costpoint structure to your
company's needs through user-defined account and
organization structures.

A Maintains multiple user-defined financial statement
presentations for balance sheets, income statements, and
statements of cash flows. Provides summary or detailed reports
by organization, alternate reporting structures, reference
numbers, or financial statement lines.

A Establishes journal entries with specific recurring or reversing
information for each entry. Streamlines regularly occurring
entries by eliminating repeated manual entries.

A Establishes internal processes for approving journal entries to
comply with the Sarbanes-Oxley Act of 2002.

A Offers numerous controls for your accounting module, which
enable you to do the following:

A Determine which organizations can charge to specific
accounts and when those accounts and organizations
"expire."

A Establish how many accounting periods can remain open
simultaneously.

A Determine data-entry cutoffs by setting certain accounting
periods, or certain modules within a single accounting
period, to a Not Available status.

Learn more about the General Ledger module.

$ € A Seamlessly integrates sophisticated international transactions

N into company financial records.

Multicurrency A Enables currency flexibility that allows you to use multiple
currencies to maintain company books, receive and pay
invoices, submit invoices, and receive payments.

Getting Started Guide 4
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A Calculates gains and losses on foreign currency transactions.

A Records both realized and unrealized gains and losses in the
General Ledger.

Learn more about the Multicurrency module.

. A Controls vendor approval functionality that prevents employees
FAS from making payments to unapproved vendors.
Accounts Payable A Controls A/P system-related features for default aging criteria,

address printing order, check limits for auto-approval, payment
security, and signature requirements.

A Establishes valid A/P account, organization, reference 1, and
reference 2 numbers for Accounts Payable.

A Assigns Vendor identifiers and sets up vendor terms for
calculating discounts and due dates.

A Maintains information on credit card uploads, subcontractor
insurance, and bond types.

A Maintains vendor information and prints vendor reports.
A Enters Accounts Payable vouchers and creates recurring ones.

A Creates purchase order vouchers and recomputes and prints
purchase order voucher discrepancies.

A Controls voucher approval and posting.

A Prepares, approves, and prints checks; creates and controls
Electronic Funds Transfer (EFT) files and reports.

A Creates inquiry screens for vendor, check, and voucher history.

A Prepares reports on voucher registers, cash requirements,
check registers, and A/P history.

A Creates, prints, and edits 1099 information for year-end
processing.

Learn more about the Accounts Payable module.

F! A Provides numerous functions relating to cash receipts and
== collections. Prints customer statements and reminder notices.
Accounts Maintains databases for collection contacts, notes, cash
Receivable discounts, and finance charges.

A Provides accounts receivable aging reports, history reports, and
inquiries. Provides user-defined information fields that enable
you to tailor information tracking to your company's specific
needs.

A Sets up and maintains customer credit limits and credit ratings.
Establishes and maintains sales territory information, shipping
method information, customer terms for calculating discounts,
due dates, and finance charges. Prints customer statements
and A/R aging and history reports.

A Maintains invoice, receipt, and sales order history for specific
projects and customers; displays outstanding invoices for

Getting Started Guide 5
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customers and projects.

Learn more about the Accounts Receivable module.

Cash Management

A Reconciles bank accounts, prints related reports, evaluates
intercompany transfer activity, and creates "Due To/Due From"
journal entries at the balance sheet level.

A Forecasts your companyo6s cash
prints cash forecasts.

A Creates scheduling, monitoring, and long-term planning
forecasts, maintains company bank accounts, cash accounts,
bank statements, and generates reports on bank statements
and bank reconciliation summaries.

e

Fixed Assets

A Tracks and reports asset cost, depreciation expense, and
disposals for all types of property, including company-owned
assets, contractor-acquired property, and government-furnished
equipment.

A Enters and retrieves complete inventory, maintenance, and
transfer data in a variety of user-specified formats.

A Maintains fiscal year descriptions and accounting periods.
Creates and edits inventory transactions and prints
maintenance information.

A Calculates depreciation for both single and multiple asset
records.

A Enters disposal information for both active depreciable and non-
depreciable Asset Master records, including disposal date,
price, description, document number, and selection status.

A Imports ASCII files produced by reading property bar code
labels with bar code scanners.

Learn more about the Fixed Assets module.

El
L]

Consolidations

A Transfers summary balances from multiple companies and
sends those balances to the consolidation ledger for financial
and project reporting.

A Transfers summary balances between companies within the
same database. Enables transfers within the same database
("internal™) or to another database ("external) in different
currencies.

A Creates trial balances and consolidated financial statements by
organization. Makes adjustments to the consolidated ledger.

Learn more about the Consolidations module.

Getting Started Guide
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Projects Domain

Module Application Functions

— A Enables quick and easy setup for all project types.

f A Provides roll-up capabilities with a detailed Work Breakdown

Project Setup Structure (WBS) for any project level.

A Establishes and maintains company-wide settings and codes
for projects.

A Initializes labor categories and billing rates.

A Sets up revenue calculation methods.

A Enters data and inquires on project history.

A Sets up project values and unit pricing.

Learn more about the Project Setup module.

— A Creates and maintains budgets for each project.

—
= _ A Structures costs (direct, labor, unit, and subcontractor) to

Advanced Project incorporate indirect costs (fringe, overhead, general and

Budgeting administrative, and others), using specific multipliers to mark up
these costs.

A Creates baseline and workplan budgets by project.

A Enables easy tracking using each project's original budget as
the baseline and each revision as a new version of your
project's workplan budgets.

Learn more about the Advanced Project Budgeting module.

- A Enters and maintains Estimate-to-Complete (ETC) amounts for

| projects, organizations, and accounts.

Budgeting and ETC A Creates total budgets for tracking direct, indirect, fee, and cost
of money amounts, as well as budgeted costs for projects and
organizations regardless of the lifespan of a particular project.

A Updates incurred amounts on ETCs with inception-to-date
actual costs from the project ledger.

A Creates and updates Latest Revised Estimate at Completion
(LREAC) amounts from project budgets.

A Creates tables for ETC reports and inquiries, using information
from ETC maintenance screens and amounts and hours
submitted for project total budgets.

Learn more about the Budgeting and ETC module.

|53': A Establishes cost pools, allocation groups, and pool processing
sequences.

Cost and Revenue A Computes burden cost, revenue, billing value of cost incurred,

Getting Started Guide 7
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Processing

multi-job allocations, and rates and cost allocations for both
pools and service centers.

A Loads labor rates, applies discount amounts, and posts
revenue and inter-company journals.

A Handles more indirect cost allocation methodologies than any
other software solution and provides sophisticated revenue
calculations for numerous project types, including time and
materials, fixed price, multipliers, and reimbursable costs.

Learn more about the Cost and Revenue Processing module.

-

—=
Project Inquiry
and Reporting

A Computes and prints commitments for purchase requisitions
and purchase orders.

A Produces reports that accurately predict General Ledger
charges and future financial obligations.

A Creates analysis, summary, and worksheet report tables
necessary for specific project reports.

A Reviews project costs and revenue without printing reports.

A Researches potential revenue problems and reviews project
ledger information.

Learn more about the Project Inquiry and Reporting module.

Billing

A Automatically produces the types of standard billings most
commonly required by project-oriented organizations, and
provides extensive flexibility for creating cost-based, hours-
based, unit-based, or generic billings.

A Creates project product, customer product, manual, standard,
and milestone/percent complete bills in any currency.

A Prints supporting schedules for labor or other costs for standard
bills only.

A Provides standard billing computations and formats for billings
to the United States government.

A For users of the government's Wide Area Workflow (WAWF)
system, creates FTP files to upload invoices to the WAWF
(standard bills and progress payment bills only).

A Using the ACRN (Accounting Classification Reference
Number), invoices data at the billing level for projects that are
calculated using the Calculate Standard Bills application
(standard bills only). Manual and progress payment invoices
are not included. Costpoint's ACRN functionality is compatible
with WAWF functionality, but only for standard invoices.

A Integrates seamlessly with Costpoint Projects, Accounts
Receivable, Product Definition, and Sales Order Entry.

Learn more about the Billing module.

o

NASA 533s

A Provides comprehensive contractor performance data in a
variety of formats for analysis by the NASA Finance Office.

A Produces 533M and 533Q reports in the formats required by

Getting Started Guide
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NASA, using the same setup and maintenance screens for
simplicity and data integrity.

A Offers customizable data display for each report.

Learn more about the NASA 533s module.

. A Facilitates setup, processing, and transfer of Inter-Company

@,} Work Order (IWO) information.
Inter - Company A Creates, maintains, exports, and imports IWO allocations and
Work Orders

posts to the IWO Journal.

Learn more about the Inter-Company Work Orders module.

People Domain

Module Application Functions

F Establishes and maintains basic employee information, employee
classifications (classes), salary information and history, leave, life
events, payroll, Human Resources (HR), Flexible Spending
Accounts (FSA), performance reviews, and termination processing.

Employee

Learn more about the Employee module.

F A Controls system-wide features such as employee ID length and
df_i) workers' compensation input requirements, and sets up posting
Labor accounts for accrued salaries.

A Maintains and establishes parameters such as timesheet
cycles, pay types, general labor categories, and workers'
compensation codes.

A Provides functionality for entering timesheets, printing reports
that identify missing timesheets, and sorting timesheet entries
by employee or by account.

Learn more about the Labor module.

M. A Establishes leave control parameters.
. A Defines types of leave (for example, vacation).
Leave

A Specifies default leave periods and assigns leave statement
line number descriptions.

A Establishes control parameters used for leave period-related
functions and to identify the period of time used for controlling
leave accruals.

A Enables automatic calculation of leave cycle start and end
dates.

A Establishes leave codes.

A Reconciles outstanding leave balances.

Getting Started Guide 9
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A Provides year-end leave processing.

Learn more about the Leave module.

-

Payroll

A Provides payroll settings and maintenance of your company
payroll schedules, deductions, tax tables, workers'
compensation data, and employee data.

Originates reports containing basic employee setup data.
Computes and edits payroll data.
Processes payroll checks and direct deposits.

Posts payroll to the general ledger.

> > > > D>

Generates reports and inquiries which provide data on
employee earnings, workers' compensation, quarterly taxes,
and withholdings.

A Maintains W-2 data and W-2 summary reports.

Learn more about the Payroll module.

™
&5

Compensation

Establishes compensation controls, job titles, compensation plans,
performance reviews, compensation budgeting, and salary surveys.

Learn more about the Compensation module.

73 A Defines each organization by manager and human resources
=\ representative.
Personnel A Enters code information for service and performance awards.

A Establishes codes for drug testing and medical history tracking.

A Designates employees with the authority to approve position
requisitions.

A Tracks employee training, including degrees, skills, professional
organizations, and areas of study.

A Establishes federal and internal security identifiers.

A Assigns identifiers for company documents, property, and
vehicles.

A Tracks Occupational Safety and Health Administration (OSHA)
data, including injury/iliness descriptions, accident processing,
information, and case history.

A Establishes exit interview procedures.

Learn more about the Personnel module.

B A Tracks employees by gender and by ethnic group.

Affirmative Action

A Features a user-maintained table listing eight factors for
determining underutilization of groups, which in turn enables
you to perform underutilization tests separately for minorities
and women.

A Offers additional reporting capabilities including the EEO-1
report, the VETS-100 report, and a report displaying termination

Getting Started Guide
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A

figures related to Equal Employment Opportunity (EEQ) codes.

Includes employee-related reports to provide information on
new hires, transfers, promotions, and training.

Learn more about the Affirmative Action module.

o A Establishes deferred compensation plan information, plan tax
== information, and deduction codes.
Deferred A Produces Actual Deferred Percentage (ADP) and Actual
ign”:i';ensa“o“ Contribution Percentage (ACP) discrimination testing reports.

A Ensures compliance through "what-if" forecasting.

A Lists employees and amounts deducted, vesting tracking, and
employee loan accounting.

Learn more about the Deferred Compensation Administration

module.
™ A Establishes controls for benefit plans, premiums and coverage
1+ amounts.
Benefits A Sets up user-defined benefit types (in addition to standard
system benefit types).

A Establishes deduction codes for mass updating of package
deductions, and sets up provider codes, coverage option codes,
premium tables, and coverage tables.

A Establishes codes for qualifying life events.

A Establishes benefit plans in which enrollment is governed by
qualifying events, and links employees to qualifying events.
Also links dependents and beneficiaries to employees.

A Controls processing for dependent care and medical care
Flexible Spending Accounts (FSA).

A Establishes general FSA information, such as the plan year,
start and end dates for the plan, and the maximum annual
amount an employee can elect to withhold for dependent and/or
medical care.

A Links flexible spending accounts to specific employees, who in
turn can request reimbursement.

A Automatically updates FSA History tables once payroll journals

post.

Learn more about the Benefits module.

Getting Started Guide
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Materials Domain

Module

Product Definition

Application Functions

A

Provides Part Master, Services, and Goods tables to define
item characteristics.

Creates and maintains provisional part information for planning
purposes in other Costpoint functions.

Maintains commodity codes, product types, product
classifications, units of measure and conversion, standard text,
part preference types, and manufacturers.

Contains part descriptive information, material planning data
and project data, and information for alternate and substitute
parts.

Maintains item-specific information including standard text,
vendors, and item cost for projects in this module.

Learn more about the Product Definition module.

-

Bills of Material

A

A

A

A

Establishes and maintains hierarchical relationships of parts in
a Bills of Material (BOM) structure.

Enables you to plan, produce, and design
manufactured/purchased items and parts/assemblies in an
engineering environment.

Customizes setup, establishes Manufacturing Bills of Material
(MBOMs) for production planning and Material Requirements
Planning (MRP), and creates, maintains, and releases
Engineering Bills of Material (EBOMS).

Provides online BOM inquiries to view assemblies, and single-
level or multi-level components of assemblies.

Enables seamless exchange of part information between
manufacturing and engineering environments.

Provides flexibility for modes of reporting and analysis.

Learn more about the Bills of Material module.

ooy

Routings

Controls parameters and default information.
Defines and maintains work center types.

Sets up and maintains operation types to categorize labor and
subcontract operations.

Sets up and maintains process types to categorize labor and
subcontract processes.

Sets up and maintains resource types to categorize key
resources.

Defines key resources for rough-cut capacity planning.

Getting Started Guide
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Defines and maintains labor classifications to categorize labor
operations and routings for reporting purposes.

Defines and views maintenance types for equipment and/or
work centers.

Sets up both preventive and repair maintenance types and uses
these types to record when maintenance was performed and
when it is next required.

Defines and tracks machine, test, and tooling equipment used
in the production process.

Defines work centers (a group of machines and/or a group of
employees responsible for building products) that comprise
company production processes.

Learn more about the Routings module.

=

Engineering
Change Notices

A

A

Creates Engineering Change Notices (ECNs) and submits them
for approval, identifies ECNs requiring approval, and monitors
approval status.

Implements configuration changes specified by approved
ECNSs, including parts, MBOM assemblies and components,
EBOM assemblies and components, documents, and routings.

Identifies different functional groups within a company that may
be affected by an ECN.

Defines ECN operations, including ECN ID schemes, ECN
approval methods, and linking between Engineering Change
Notices and Workflow.

Establishes and maintains ECN rejection codes, as well as
priority codes for ECNs and their descriptions.

Learn more about the Engineering Change Notices module.

Procurement
Planning

Streamlines procurement of materials, supplies, and services.
Defines requests for quotes and requisitions.

Creates and maintains quotes and quote requests by either
item or vendor.

Creates requisitions, approves purchase requisitions, assigns
requisitions to buyers, enables process requisitions, sets up
purchase order header data, creates purchase orders, and
prints hard copies of requisitions.

Maintains vendor data for sharing with Accounts Payable,
maintains vendor settings and terms, calculates vendor
performance, and maintains and prints Vendor tables.

Learn more about the Procurement Planning module.

-

Purchasing

Facilitates procurement of materials, supplies, and services.
Defines characteristics for purchase orders.

Maintains buyers, purchase order line charge types, purchase
order standard text, branch locations, units of measure,

Getting Started Guide
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A

commodity codes, procurement types, and purchase order print
options.

Displays ship IDs and maintains vendor data that is shared with
Costpoint Accounts Payable.

Creates various types of purchase orders.

Creates blanket releases, opens pending purchase orders,
expedites purchase orders, maintains purchase order
expediting notes, creates purchase order change orders, and
prints hard copies of purchase orders and purchase change
orders.

Exports data from Costpoint into delimited text files that can be
uploadedint o Del tekds eProcur ement
be used to generate purchase orders and record receiving
activity. Exportable data includes addresses,
project/account/organization data, vendors, inventory
abbreviations, line charge types, and requisitions.

Imports purchase orders and subcontract purchase order status
updates from ASCII files into Costpoint.

Learn more about the Purchasing module.

(e

(o i

Receiving

A

A

A

Receives items, inspects them against orders, and places them
into an inventory location.

Establishes vendor rejection reason codes and their
descriptions, returns vendor materials already received and
accepted on purchase orders, and displays purchase order
information.

Imports purchase order receipts from ASCIl or comma-
separated files into Costpoint.

Learn more about the Receiving module.

B3

Inventory

A
A

Issues, reserves, transfers, tracks, and controls inventory parts.

Manages both project-specific and company-owned inventory,
as well as government-furnished equipment and materials.

Establishes and maintains warehouses and locations to track
parts; also issues, adjusts, transfers, and reserves inventory.

Displays inventory status and history, adjusts records to reflect
information derived from physical counts, and updates the
General Ledger with appropriate dollar values.

Learn more about the Inventory module.

L]

Production Control

A
A

Enables planning and production of manufactured items.

Establishes control parameters and default data to be used
throughout the module.

Establishes and maintains manufacturing orders.

Copies bills of material and routings to manufacturing orders to
generate material requirements lists.

Getting Started Guide
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A

Records all labor and subcontractor processing requirements.

Displays status for manufacturing orders, part inventory, and
shortages.

Generates material requirement reports, purchase requisitions,
manufacturing orders, and inventory reservations.

Determines material availability for potential future jobs, plans
new jobs, and checks the status of existing jobs.

Checks current inventory availability for single projects, multiple
linked projects, or all inventory projects.

Learn more about the Production Control module.

LY

Sales Order Entry

A

Facilitates selling products, services, and materials to
commercial or government customers for use by
manufacturers, system integrators, or any other business entity
selling materials, supplies, or services.

Tracks customer orders throughout the entire process: from
initial entry, procurement, and item issuing and shipment, to
invoicing and General Ledger posting.

Learn more about the Sales Order Entry module.

-

Master Production
Sched uling

A

A

Assists in planning and managing end item production to meet
customer demand within your resource constraints.

Develops comprehensive production schedules for use in
generating Material Requirements Planning (MRP) plans for all
components and subassemblies.

Enters, copies, and maintains time-phased demand forecasts
for both end items and their components to drive manufacturing
and purchasing activities.

Links to the Sales Order Entry module to allow for automatic
consumption of sales forecasts as firm sales orders arrive. Also
enters and maintains other forecasts that cannot be consumed
by sales orders.

Creates "what-if* production scenarios by setting up alternative
MPS planning codes. Copies data between your main
production plan and what-if plans. Generates orders and
messages for each plan to demonstrate impacts of alternate
plans on production and purchasing.

Forecasts the impact of MPS plans on key resources,
determines weekly loads on key resources, and identifies over-
capacity conditions.

Generates planned orders and action messages for MPS
planned parts. Generates purchase requisitions, manufacturing
orders, and transfer reservations from MPS planned orders.

va

L

Material
Requirements

Facilitates planning and management for end item production to
meet customer demand.

Enables development of comprehensive production schedules
for use in generating Material Requirements Planning (MRP)

Getting Started Guide
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Planning

plans for all components and subassemblies.

A Enters, copies, and maintains time-phased demand forecasts
for both end items and their components to drive manufacturing
and purchasing activities.

A Enables creation of "what-if" production scenarios and
determines how Master Production Scheduling (MPS) plans
might impact user-defined key resources.

A Defines planning routings for end items and uses manufacturing
bill of material and routing information to generate them
automatically.

Learn more about the Material Requirements Planning module.

i

Materials
Estimatin g

A Develops and maintains cost estimates for end items and
proposed bills of material.

A Establishes and maintains proposals and links single or multiple
Proposal Bill of Materials (PBOM) to specified proposals.

A Enables multiple proposal revisions, each associated with a
unique set of end items (standard parts, goods, services, and
provisional parts) and quantities.

A Loads end item lists into proposals, and supports use of
provisional parts that are stored outside the main part master.

A Links PBOMs to user-defined Work Breakdown Structure
(WBS) codes for additional sorting and cost rollup options, and
replaces or deletes component parts for PBOMs.

A Calculates and reports PBOM and proposal costs, displays
purchase order, manufacturing order, and quote history for
individual parts in the PBOM. Determines costs at the PBOM
end item and proposal levels.

A Enables manual cost maintenance.

Learn more about the Materials Estimating module.

4 Administration Domain

Application Functions

r:
&

System
Administration

A Establishes and maintains Costpoint system-wide information.

A Controls security, maintenance of system-wide codes and
defaults, and usage management.

A Provides interfaces and preprocessors to link and transfer data
between Costpoint and outside databases, including Interface
Controls, Cobra Interface, and CRM/GovWin/RP Integration
Interface, and others.

Learn more about the System Administration module.
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Security

> > > > > D>

Manages users and user groups for security purposes.
Activates organizational security by module.

Manages organization security groups and profiles.
Manages Application and Segregation of Duties conflicts.
Stores license information.

Customizes user interface (Ul) labels, specifies Ul settings for
individual users, and manages extensibility units.

|'Lt:' [

Job Management

A

Conveniently combines separate Costpoint functions, such as
reports, computations, and postings, into a single process.

Sets up several combinations for execution at scheduled dates
and times, either on workstations or dedicated process servers.

Places multiple processes in a queue, thereby reducing
database contention and freeing up workstations for other
activities.

Schedules queue entries for immediate commencement or
designated future occurrences.

Learn more about the Job Management module.

Workflow

A

A

Defines business process activities, the staff involved, and how
and when information flows from person to person.

Automatically routes information and transactions to each
stakeholder.

Replaces physical inboxes with electronic ones, and replaces
manual copying and distribution with automatic routing rules.

Documents activities and processes and automates and
measures workload.

Applies workflow to virtually any business process that impacts
the accounting, contracts, purchasing, or HR departments,
including setting up contracts, hiring employees, approving
purchase orders, and month-end close procedures.

Learn more about the Workflow module.
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General Ledger

Use General Ledger to customize your system's charging structure. You can define your own
account numbers, segments, organizational structures, and hierarchies.

Financial Statements

With General Ledger, you can maintain multiple user-defined financial statement presentations
for balance sheets and income statements. You can structure reports such as the Trial Balance,
G/L Detail, and G/L Posting Summary by the following categories:

A Organization

A Alternate reporting structure
A Reference number

A Financial statement line

Trend reports, budget information, inquiries, and bank reconciliations are just a few of the other
features available in General Ledger.

Journal Entries and Bank Reconciliation

You can set up Journal Entries with specific recurring or reversing information for each entry. Use
the recurring or reversing capability to establish a cycle (for instance, monthly or quarterly) for
each recurring entry, or to specify the future period in which a reversing entry should occur. This
process streamlines regularly occurring entries by eliminating repeated manual entries.

With the bank reconciliation functions offered by General Ledger, you can easily reconcile bank
accounts and print the related reports in Costpoint. Costpoint evaluates intercompany transfer
activity and creates "Due To/Due From" journal entries at the balance sheet level.

Data Entry Controls

General Ledger gives you unparalleled control of your accounting system, enabling you to reduce
data entry errors. With General Ledger, you can create the following parameters:

A Specify which organizations can charge to specific accounts and when specific accounts
and organizations expire.

A Establish how many accounting periods can remain open simultaneously.

A Determine a data entry cutoff by setting certain accounting periods, or perhaps just
certain modules within a single accounting period, to a "Not Available" status.

Use General Ledger, in conjunction with the rest of the system's modules, to get the flexibility you
need to operate efficiently in today's business environment.

Multicurrency

_
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After you select a currency for use in General Ledger, you can use Multicurrency to define its
relationship with other currencies. The following examples, focusing on separate Costpoint
modules, represent just two ways Multicurrency provides you with currency flexibility:

A For Accounts Payable transactions, you can maintain your company's books in one
currency, receive invoices in another currency, and pay invoices in still another currency.

A For Billing transactions, you can maintain your company's books in one currency, submit
invoices in another currency, and receive payment in yet another currency.

You can enter exchange rates and update them as frequently as necessary. Using these rates,
Multicurrency works with Accounts Payable, Accounts Receivable, Billing, and Purchasing to
calculate gains and losses on foreign currency transactions. Multicurrency records realized gains
(upon final payment of the voucher in Accounts Payable or payment received in Accounts
Receivable) and unrealized gains (when an A/P voucher or A/R invoice is unpaid or partially paid)
in the General Ledger.

Accounts Payable

=~
-

=

Costpoint Accounts Payable coordinates with many other areas of the accounting system, and
handles virtually all types of requirements for project-driven businesses.

In Costpoint Accounts Payable you can do the following:

A Enter vouchers.
Match invoices with Purchase Orders (POs) and receipts (or pay on receipt).
Enter cost, hours, or unit information for vendors and subcontractors.
Process discount and use tax accruals.
Use preprinted laser checks; print 1099s.

Make use of the many standard reports and drill-down inquiries.

> > > > > D>

Print your own checks on blank check stock and process electronic funds transfers to
vendors.

Costpoint's global capabilities enable you to enter and pay vouchers in currencies different from
your company's functional currency. Costpoint also tracks and calculates gains and losses on
these transactions.

Accounts Receivable

2

The Accounts Receivable module contains powerful applications to handle your cash receipts
and collections. You can print customer statements and reminder notices, maintain a database of
collection contacts and notes, and account for cash discounts and finance charges.

Using Accounts Receivable, you can also perform the following functions:
A Create and access accounts receivable aging reports, history reports, and inquiries.

A Tailor information tracking to your company's specific needs by setting parameters in the
user-defined information fields
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A Enter cash receipts into Costpoint when the currency received is not your company's
functional currency. Accounts Receivable tracks and calculates gains and losses on
these transactions.

A Assign a default tax ID number for customers whose transactions may be subject to
Value Added Tax (VAT). When an invoice includes a VAT amount, Accounts Receivable
uses the tax ID number you provide to keep track of that tax.

Fixed Assets

=

Use Fixed Assets to track and report data for depreciable and non-depreciable property. You can
compute and store asset cost, depreciation expense, and disposal information for all types of
property, including the following:

A Company-owned assets
A Government-furnished equipment

A Contractor-acquired property for use on government projects

Asset Master Record

The Asset Master Record provides the core of Fixed Assets and contains over 250 standard
fields. The following list includes just a few of the details you can enter and view for each record
in Fixed Assets:

A Descriptive information
A Acquisition and disposal data

A Government information

A Specific location designators

A Accounting charge codes

A Current period depreciation information for your General Ledger and other books

You can set up an unlimited number of user-defined fields that are based specifically on your
company's needs. Using the Template feature, you can also create and store sets of frequently
used default asset data that can automatically be imported to Asset Master records.

Depreciation

Use the Fixed Assets depreciation functionality to calculate depreciation based on years, units of
usage, or lease periods. You can also do the following:

A Establish up to 10 different "books" for depreciation calculations and reporting.

A Create an unlimited number of user-defined depreciation methods using "Date of
Purchase" or "Fiscal Year" basis.

A Project future depreciation expense for currently owned assets and/or for projected asset
purchases (and for disposals anticipated to occur before the useful life originally
assigned), by book, for any number of future fiscal years.

A Use the inquiry screen to view the projected data by fiscal year or accounting period, or
print the same data in a summary or detail report by asset.
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Module Integration

Fixed Assets provides seamless integration with other Costpoint modules. Depreciation, disposal,
and transfer entries post directly to the General Ledger. You can use the optional autocreation
feature to create Asset Master records automatically by importing data directly from the following
modules:

A Purchasing
A Receiving
A Accounts Payable

This integration reduces the need for duplicate data entry when setting up your Asset Master
records in Fixed Assets.

Import Asset Locations

Use the Import Asset Locations facility to import ASCII files containing data collected by bar code
scanners. The Import Asset Locations facility includes the following options:

A Print discrepancy reports.

A Update location data in Asset Master records.
A Create audit trail records of change details.

A Create inventory event records.

For added flexibility, you can manually enter, batch enter, or retrieve inventory, maintenance, and
transfer data in a variety of user-specified formats.

Asset Master/Template Change features

Using the new change features for Asset Master and Asset Template records, you can activate
the capture of change data on a field-by-field basis (regardless of the application in which the
change was made). The change history audit tables store the following:

A Asset/template record identifier
The name of each changed field
Your data prior to the change

Your data after the change

> > > >

Information on the user who performed the change
A Date and time of the change

Using these global change features, you can select a specific subset of Asset Master and/or
Asset Template records and fields upon which to perform global changes. In addition to making
changes directly in the Asset/Template records, you can also write change details to the Change
History Audit tables.

Consolidations
ER
=
With Consolidations, Oracle users can employ multiple databases to create a transfer of

summary balances and send those balances to the consolidation ledger for financial and project
reporting.
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You can run the consolidation function on a separate (host) database that contains only
consolidation entries, or you can run it in conjunction with a live Costpoint system.

After you run the consolidation, you can create elimination entries or make any other necessary
adjustments. Consolidation entries are posted as journal entries in the General Ledger. After you
make adjustments, you can run a consolidated trial balance report and other financial reports.
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Project Setup

==
£

With Project Setup, you can set up any type of project quickly and easily. This module provides
roll-up capabilities with a detailed Work Breakdown Structure (WBS) for any project level. Using
Project Setup, you can also carry out the following tasks:

A Establish and maintain company-wide settings and codes for your projects.
A Initialize labor categories and billing rates.

A Set up revenue calculation methods.

A Enter and inquire on project history.

A Set up project values and unit pricing.

Project managers and others can use Quick Project Setup applications to initiate, complete, and
approve a new project.

Advanced Project Budgeting

)
[sc—=al
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Advanced Project Budgeting is a system-wide solution that integrates labor, units and materials,
direct project expenses (ODCs), subcontractor costs, and overhead charges, and calculates
project revenue using multipliers, fee rates, or fixed fee amounts. Costpoint then summarizes this
detail data by project, organization, and account for comparison with actual incurred expenses.

Budgeting and ETC

-
|

Budgeting and ETC (Estimate to Complete) controls expenses by monitoring budgets and
backlog at any project level. The following list represents just a sampling of this module's
capabilities:

A Compare cost account, labor category hours, and unit budgets against actual history.
A Control spending of authorized funds with encumbrance tracking.

A Access continuous, up-to-date ETC information.
A

Flag expenditures that will exceed authorized funds.

Getting Started Guide 23



Deltek kovmore

Projects Domain

Cost and Revenue Processing
oA
Use Cost and Revenue Processing to set up cost pools, allocation groups, and the pool
processing sequence. With this module, you can complete the following tasks:
A Compute rates and cost allocations for both pools and service centers.
Compute burden costs.
Load labor rates.
Compute the billing value of cost incurred.

Compute multi-job allocations.

> > > > >

Compute project transfers.
A Post revenue.

You can also compute revenue (with or without discounts) and segregate award fee amounts
from base fee amounts when computing and posting revenue.

Cost and Revenue Processing handles more indirect cost allocation methodologies than any
other software solution and provides sophisticated revenue calculations for numerous project
types, including the following:

A Time and materials
A Fixed price

A Multipliers
A

Cost reimbursable

Project Inquiry and Reporting

—

Use Project Inquiry and Reporting to access and review data stored by fiscal year, accounting
period, subperiod, and job-to-date. In addition to enabling you to produce profit/loss statements at
any project level, Project Inquiry and Reporting provides access to both standard reports and
capabilities for creation of special reports with drill-down inquiry and web publishing tools. Project
Inquiry and Reporting provides cost, revenue, budget versus actual, and receivable information
for better project management.
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Billing

Billing not only produces the types of standard billings commonly required by project-oriented
organizations, it also provides the flexibility you need to create your own cost-based, hours-
based, unit-based, or generic billings. With Billing you can do the following:

A Print any billing with supporting schedules for labor or other costs.

A Carry out standard billing computations and billings to the federal government, including
1443 progress payments.

A Use retroactive and reversing bills for billing closeouts and re-bills.
A Apply billing discounts by account, customer, or project.

A Create FTP files to upload your invoices to the federal government's Wide Area Workflow
(WAWF) system.

Billing integrates seamlessly with Projects, Accounts Receivable, Product Definition, and Sales
Order Entry. In Costpoint modules found in the Projects folder, revenue can be recognized based
on cost-based formulas, manual overrides, or on billed amounts, before or after retainage.

When you post bills, Billing automatically updates relevant information in the General Ledger,
Accounts Receivable, and Billing History tables. Product billings use the item table and price
catalogs found in Product Definition.

NASA 533s

$

NASA 533s provides comprehensive information on contractor performance in a variety of
formats for analysis by the NASA Finance Office. Costpoint currently produces both 533M and
533Q reports in the format required by NASA. To help maintain data integrity, both reports use
the same setup and maintenance screens. You can customize the information that is displayed
on each report.

Inter-Company Work Orders

Use Inter-Company Work Orders to transfer costs from one project to another. These projects
may reside in the same, or different, databases.
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Employee

a

Use Employee to establish and modify human resources information for use throughout
Costpoint. The data that you establish here serves as a basis for setting up employee data in the
People domain, so that other Costpoint applications can function accurately and integrate
seamlessly with timesheet processes, tax interfaces, and other interdependent applications. You
can add new employee records and maintain basic information for existing employees, including
contact information, salary history data, and tax, deduction, contribution, and benefit elections.

Labor

Use Labor to control system-wide features such as employee ID length, workers' compensation
input requirements, and to set up your posting accounts for accrued salaries. You can maintain
and establish parameters such as:

A Timesheet cycles
Pay types
General labor categories

Union codes

> > > >

Union locals
A Workers' compensation codes

In addition to entering timesheets, you can use Labor to print reports that identify missing
timesheets. You can also print reports that sort timesheet entry data by employee or by account.
Other tasks include the following:

A Establish and maintain company and employee allowance information.

A Automatically generate allowances into employee timesheets.

A Reverse timesheets and allowance information.

A Automatically generate timesheets for calculation of retroactive salary increases.
A Interface easily with Deltek's ET Enterprise system.

In addition, you can create and maintain union profiles, enter union crew timesheets, convert
crew timesheets into Costpoint timesheets, purge crew timesheets, if necessary, and mass
update union fringe benefits.

Leave
.
Wy

With Leave, you can easily manage the following tasks:
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Set up controls for handling leave-related functions.

Define and set up controls for handling different types of leave.

Establish control parameters used for leave period-related functions.

Establish leave codes that represent predetermined schedules for accruing leave types.

Automatically generate or reverse leave payout timesheets.

Payroll

@

Use Payroll to specify overall payroll settings and to maintain the following:

A
A
A
A
A
A

A

Company payroll schedules

Deductions

Tax tables

Workers' compensation information

Employee garnishment and/or tax levy information
Bond deduction and purchase information

Employee information

Using a single convenient Payroll application screen, you can update, add, or delete employee
information. The Payroll module also offers additional reports containing basic employee setup
information. You can compute and edit payroll data, process payroll checks and direct deposits
(with the option of using a company logo and a signature (paychecks only), use your company
check stock to post payroll to General Ledger, and void and replace posted paychecks.

You can also use Payroll to access a variety of reports and inquiries, which provide information
on the following areas:

A

> > > > > >

Employee earnings

Workers' compensation

Employee garnishment and/or tax levy information
Bond deduction

Purchase and issuance information

Quarterly taxes

Withholdings

Compensation

|+ |
&

Compensation contains numerous features that enable you to fulfill the following tasks related to
managing employee reviews:

A
A
A

Design employee review forms.
Perform reverse aging of upcoming reviews.

Provide email notification of reviews to managers.
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A Offer compensation budgeting and forecasting.
A Use automated processes to create new salary records based upon employee reviews.
A Provide for salary survey processing with automated uploads of survey data.

You also can update, add, or delete employee information using one screen.

Personnel

@
Use Personnel to fulfill the following tasks:
A Establish a required forms checkilist.
A Establish training activities and schedules by employee.

A Create a schedule of service awards and criteria for performance awards and track
award information on an employee basis.

A Track and maintain employee CEU credits, employee drug testing information, and
employee grievances.

A Design employee exit interview forms.
A Include employee photos in employee data files.
A Track company property, vehicles, documents, and employee security clearances.

This module contains a position requisition system with support for position descriptions and
provides for online position requisition and approval. You can also update, add, or delete
employee information using a single convenient application screen.

Affirmative Action
B-

Use Affirmative Action for ethnic affiliation and gender tracking and to maintain a table listing the
numerical value of the eight factors for determining under-utilization. You can perform under-
utilization tests separately for minorities and women. You can also update, add, or delete
employee information using a single convenient application screen. Additional reporting
capabilities include the EEO-1 Report, the VET-100 Report, and a report displaying termination
figures related to EEO codes. Affirmative Action also includes employee-related reports that
provide information on new hires, transfers, promotions, and training.

Deferred Compensation Admin

24

Use Deferred Compensation Administration to identify employees who are members of your plan
and their vesting percentages, and to produce the ADP and ACP discrimination testing reports. In
addition, Deferred Compensation Administration provides the following functions:

A Enables you to carry out "what-if" forecasting to determine amounts available without
becoming top-heavy.

A Provides a listing of employees and amounts deducted for the plan administrator.

A Offers vesting tracking and employee loan accounting.
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You can also update, add, or delete employee information using a single convenient application
screen.

Benefits

~
(=

Use Benefits to perform three related but distinct functions:
A Employee benefit elections
A Flexible Spending Accounts (FSA) processing
A Medical surveillance

You can establish benefit plans and benefit packages and link them to employee qualifying
events and employee dependents/beneficiaries.

Use Benefits to control processing for dependent care and medical care flexible spending
accounts. After you enter general flexible spending account information, you can link flexible
spending accounts to specific employees who can, in turn, request reimbursement. You can
update, add, or delete employee information using a single convenient application screen. You
can also track medical test/exam information that your company may require for all or some of its
employees.
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Product Definition

]

Use this module to define the parts, goods, and services that your company buys, sells, or tracks.
You can track key item characteristics, including:

A Costs

Prices

Planning

Buying Requirements
Approved Vendor Lists

Alternate and Substitute Part Numbers

> > > > > >

Material Expiration
A Export Controls for Data Security

Product Definition is used extensively by Billing, Fixed Assets, and all the modules in Materials.
You can also use this module to track documents and their revisions. Documents can be linked to
parts and conveniently accessed from different application screens in the Materials modules.

Bills of Material

=

=

Use Bills of Material to generate multi-level bills of material structures for production and
purchasing planning, costing, and configuration requirements. This module provides fully
indented and summarized bills of material and where-used inquiries and reports. You can also
track documents and their revisions.

Routings
oy

Use Routings to generate the process steps required to manufacture a given part. You can
associate routing operations with both internal work centers and outside subcontractors. In
addition to maintaining alternate routings, you can also use routings to generate labor hour and
cost standards.

Engineering Change Notices
L

Use Engineering Change Notices to generate and control changes to parts, documents, bills of
material, and routings. You can generate Engineering Change Requests, route them through a
user-defined approval process, and use Workflow to notify users about ECN status changes.
Once approved, Costpoint can implement the changes. You can also use inquiries and reports to
assess the effect of an ECN on current operations.
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Procurement Planning

- z
| E»
Use Procurement Planning to generate and process purchase requisitions. Requisitions can be

approved with user-definable approval processes that can be linked to Workflow for notifying
approvers. With Procurement Planning, you can also carry out the following tasks:

A Use multiple requisition approval processes for different types of requisitions.

A Use approved purchase requisitions to generate purchase orders without duplicate data
entry.

A Use the Inquiry screens to track the progress of a requisition through procurement,
receiving, inspection, and accounts payable.

This module also supports request for quotes and vendor quotes.

Purchasing

[@
Use this module to create and maintain standard and blanket purchase orders and to maintain
buyers and vendors. Using Purchasing, you can also fulfill the following tasks:

A Archive purchase order change orders electronically for reporting net changes to
purchase orders.

A Create standard and free-form text notes and print them on the purchase order.
A Charge purchase order lines against multiple projects, accounts, and organizations.

Commitments information is also available for project status reporting. Purchasing is fully
integrated with Receiving, Inventory, and Accounts Payable.

Receiving

Y
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Use Receiving to process receipts, inspections, and vendor returns against purchase orders. This
module tracks complete quality results for vendor performance reporting and vendor invoice
matching. Inventory items are tracked through the receiving and inspection processes and
automatically stocked. Using a separate process, you can also track vendor returns.

Inventory

L)

Use Inventory to track inventory items. Inventory is assigned by project and can be classified as
asset, expensed, or customer-furnished. You can set up multiple warehouses and locations and
assign inventory to projects. You can allocate inventory to manufacturing orders, sales orders and
purchase orders as well as inventory issues and transfers. You can also track serial and lot
information for specified parts. Inventory values are calculated using average actual costing. Both
physical and cycle counts are supported, with an ABC analysis capability provided. Inventory
includes an inventory posting process to generate the necessary General Ledger journal entries
from inventory transactions.
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Production Control

Use Production Control to create and process manufacturing orders for specified parts. This
module is fully integrated with Bills of Material and Routings, but each order can be customized
as needed. You can issue inventory, charge labor, and assign subcontract purchase order costs
to manufacturing orders for actual inventory costing and general ledger posting. In addition, you
can automatically generate requisitions and manufacturing orders based on specified
requirements for an end item and current inventory availability.

Sales Order Entry
“a

Use this module to generate customer sales orders and all necessary shipping and invoicing
documentation (including DD-250s). Sales Order Entry supports inventory part, drop-ship,
invoice-only, and recurring maintenance sales orders. This module interfaces with Inventory,
Procurement Planning, and Bills of Material to generate purchase requisitions for items to be
sold. Sales Order Entry also fully integrates with Billing and Accounts Receivable. Sales Order
history is fully maintained, including revenue and profit information.

Material Requirements Planning

wa

L

Use Material Requirements Planning to generate and track planned manufacturing orders and
purchase requisitions based on independent demand, inventory, order, and bill of material
information. This module also enables you to fulfill the following tasks:

A Prepare action messages for planners on orders that may require modification.

A Group requirements by project, and plan similar projects simultaneously, using netting
groups.

A Use reports and inquiries to review requirements and inventory status by project, part, or
netting groups.

You can also run this module by warehouse. Material Requirements Planning can be run in Full-
Regeneration or Net Change modes.

Materials Estimating
'F.

Use Materials Estimating to develop and maintain cost estimates for end items and proposed bills
of material. Using this module, you can fulfill the following tasks:

A Establish and maintain proposals and link one or more Proposal Bill of Material (PBOM)
to a proposal.

A Load end item lists into a proposal by loading Project CLIN Lists or Price Catalogs from
other Costpoint modules.
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A Associate multiple revisions with your proposals, with each revision associated with a
unique set of end items (for instance, standard parts, goods, services, and provisional
parts) and quantities.

This module also supports the use of provisional parts, which contain part data for new or
proposed parts, but are stored outside the main part master.

Although you can list standard and provisional parts, goods, and services on a proposal, you
can include standard and/or provisional parts in a PBOM only as assemblies and components.
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Administration Domain

System Administration

<

o

Use System Administration to set up and maintain Costpoint system-wide information. The
settings in System Administration control such activities as security (by Costpoint function and/or
organization), maintenance of system-wide codes and defaults, and usage management.

A stand-alone System Administration Utility is also available. Use this utility to access the system
when a special problem, such as a power failure, occurs while you are logged on and causes you
to be locked out of Costpoint.

Job Management

Use Job Management to maintain, set up, initiate, and manage Costpoint processes. With this
module, you can fulfill the following tasks:

A Combine a set of Costpoint functions, such as reports, compute functions, and postings,
into a single process.

A Set up several combinations of functions that can be executed at a scheduled date and
time, either on your workstation or on a dedicated process server.

A Monitor processes submitted to the process server's queue.

A Reschedule, place on hold, or delete entries in the queue.

Workflow
e

Use Workflow to define each of the specific activities in a particular business process, the staff
involved, and how and when information flows from person to person. Costpoint moves the work
through the appropriate channels, notifies those involved of what needs to be done, and lets them
access the correct Costpoint screen to quickly complete their tasks.

The automated routing of activities through Workflow can increase the productivity of workers and
improve the quality of work by reducing lag time between activities, preventing procedures from
being overlooked, and helping new employees become productive sooner. Costpoint Workflow
also provides a historical record of activities, which gives managers more control over procedures
and allows them to determine where bottlenecks occur. This enables them to redesign workflows
and/or assign resources as required.
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Quick Reference Cards (QRC)

A Quick Reference Card displays summary information about a system feature or screen. The
following are the QRCs for Costpoint:

QRC for User Interface

QRC for Shortcut Keys and Toolbar Icons and Buttons
QRC for Query and Lookup

QRC for Views

The QRCs are available at the Appendix section of this document.

@ > > > >
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Costpoint User Interface Overview

The Costpoint user interface is designed to optimize user navigation. Global toolbars and menus
provide easy access to commonly used functions, while the major programs areas, organized
under five domains, display below. The following images provide overviews of the major features
of the Costpoint user interface.

Global Toolbars and Menu:

The Costpoint user interface provides you with several convenient menus and toolbars, always
available and accessible, so you can carry out your tasks quickly and efficiently.

Global Menu Global Toolbar
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Project Q
Navigation Application
Toolbar Toolbar

A Global Menu 8 These menu options are always available and provide quick access to
frequently used features.

A Global Toolbar 8 These toolbar options are always available and you can configure
both display and content.

A Navigation Toolbar 8 This toolbar enables easy navigation in Costpoint and includes a
"Bread Crumb" trail that displays your present location.

A Application Toolbar 8 This toolbar displays in every application in Costpoint. Use it to
open new records, make queries and other tasks.

Domains and Applications:

Domains display in the stacked list on the left side of the screen. The contents of these domains
are organized in the three panes located next to the Domain list, "drilling down" as you proceed
rightward. Proceeding from left to right, these panes display:

A The available modules for the selected domain
A The application groups for the selected module

A The applications within the selected application group
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A Domains & This column displays Costpoint domains. In this example, the Accounting
domain is selected.

A Modules 8 This pane displays modules that belong to the selected domain. In this
example, all modules that belong to the Accounting domain display.

A Application Groups 8 This pane displays application groups for the selected module. In
this example, the pane displays application groups for the General Ledger module.

A Applications & This pane displays applications for the selected application group, in this
case the Company Calendar group.

Use the Configure System Settings screen to change the background color of the user
interface per company/system. This is useful if you have multiple companies (or systems) and
color recognition can help you differentiate one company/system from another. The background

color can only be changed per company/system and not per user.
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Navigating the Costpoint User Interface

Costpoint is organized into five program areas, or domains. The Navigation screen displays these
domains in the stack on the left side. These domains are further categorized in a series of three
panes. Starting from left to right, you can navigate from the highest-level program domain down
to the desired application.

You can access the Navigation screen at any time by clicking Browse Applications on the
Navigation Toolbar.

To navigate the Costpoint User Interfac e, follow these steps:
1. Select a Costpoint Domain & Click a domain to display its modules on the next pane.
2. Select amodule 8 Click a module to display its application groups on the middle pane.

3. Select an application group 6 Click an application group to display its applications on the
right-hand pane.

4. Select an application 8 Click an application to open it. For example, click Close Periods to
open that application.

You only see those domains, modules, and applications to which you have access rights. If you
have questions concerning access/permissions, please contact your administrator.

Searching for an application? Read more about Costpoint's Search feature.

Getting Started Guide 38




































































































































































































































