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Getting Started

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

The online help provides instructions for accessing Costpoint’s applications as well as
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
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Delte

Know more.
Do more™

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:

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
Systems integration

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:

Financial Management
Project Accounting

Time and Labor Collection
Expense Management

Project Manufacturing

Material and Inventory Management

Procurement

Getting Started with Interface and User Basics
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Budgeting and Planning
Human Resources and Payroll
Business Development
Performance Management
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:

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

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

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

Custom programming Tailor fit your applications according to your requirements.

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

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:

Customer Care

Infrastructure Consulting Group

Getting Started with Interface and User Basics 3
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Costpoint User Interface Overview

Costpoint is organized through a hierarchical structure of domains, modules, and applications.
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 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

FILE

LIME  OPTIONS  PROCESS  'WORKFLOW  HELP Deltek Costpoint

BEQU-< ¢ 2ma-A-g[ 2-

e}

% [T] Browse Appications | Progcts > Biing Bing Masier Manage Project Billing Information | A B o
- I:ientl'll;.:!inﬂ_ / [ | Hewm || Copy || Dalete 1 of 1 New |5 Tatbe ouery v ] (2] |
Project Q
Navigation Application
Toolbar Toolbar

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

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

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

= Application Toolbar — 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:

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

=  The applications within the selected application group

Getting Started with Interface and User Basics 4
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= Domains — This column displays Costpoint domains. In this example, the Accounting
domain is selected.

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

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

= 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.

Getting Started with Interface and User Basics
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Global Toolbars and Menus

Global Menu

The Deltek Costpoint Global Menu provides easy access to commonly used functions, so you can
carry out your tasks quickly and efficiently. Each menu item drills down to reveal options that are
applicable to an open application/task or active window. Menu options are presented in two
colors:

= Gray — Indicates that the option is inactive or is not available for that particular
application or active window

= Black — Indicates that the option is active or available for that particular application or
active window

/-I Global Menu

FILE LME OPTIONS PROCESS WORKFLOW HELP

BEO- [ B s ava- gFE-

=

Deltek Costpoint

The following menu items are available in the Global Menu:

= FILE — Contains options to manipulate database tables and records, including creating
new records, saving and deleting them, and logging out of Costpoint.

= LINE — Contains options to add, delete/undelete, copy, or toggle between
lines/selections. Line menu options are only available at the table window level.

=  OPTIONS — Contains options to select company data, search for data and records,
navigate through records, and modify user preferences.

= PROCESS — Contains options to upload and download files as well as select default
actions related to the current application.

=  WORKFLOW — Contains options to quickly access several common Workflow functions,
such as sending an email notification that the user has completed a task using the
current application.

HELP — Displays online help for a currently displayed function.

Global Toolbar
P"'Sa

LN L [ .
15 Save ve & Continue QLcckuc & Refresh ¥ Rﬁ_ Default Action ¥ T4 ':v_' Page Sstup ‘?"‘!PrimC:ticna 3

| =i

|

q Preview _m_, Print = éR&EEt‘.-’iE'-’-‘ I_] lleszages T Warkflow ¥ Actions/Reports 4 | Clons

Global Toolbar Menu

Use the items in this menu to save work to the database, clone records, refresh the current
application, manage printing tasks, and many other functions.

Getting Started with Interface and User Basics 6
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You can configure this toolbar for each application type. To modify the Global Toolbar, click A
on the right-hand side of the screen, and then select Modify across the Top Level Toolbar label.
You can rearrange, remove, or add functions, and choose whether or not to display labels with
the icons.

Toolbar Option | Function

3 . |

—_ Click E=4to save your data to the database.

Save

3 ]

=il Click ==%to save your input without clearing the screen. This

Save & Continue allows you to continue working on the current record.

q Click to select available values in cases where you are unsure
Lookup of the ID or code you need to complete a particular field.

et Click ' to display a submenu with four Refresh options. These
Refresh options allow you to refresh all or part of an application. Generally,

refreshing an application returns it to the state it was in when you
opened it. As long as you have not saved your changes, Costpoint
reverses any changes you have made to records on the screen
and restores those records to the state they were in when you first
loaded them from the database.

= Clear All — Use this option to do the following:

= Cancel all edits you made since opening the application,
and

= Restart the application.

Costpoint deletes all the changes you made to your queried
data since opening the application and then restarts your
session.

= Refresh All — Use this option to do the following:
= Cancel all edits made in the current application, and

= Re-execute all current queries for all currently opened
screens within the application.

Costpoint only re-executes a query if you previously executed
one in the current session.

= Refresh Subtask — Use this option to refresh the current
subtask. Costpoint deletes all edits for a single document that
you have made both under that subtask and its subordinate
subtasks. Data on the header record and on other subtasks
do not refresh. This option is available only within a subtask.

= Refresh Document — Use this option to refresh the currently
selected document. Costpoint refreshes the data on the
current header row and all its supporting details. Costpoint
removes all previous edits. This option applies to documents

Getting Started with Interface and User Basics 7
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Toolbar Option | Function

(header records) only. You cannot refresh a new row since it
does not yet exist in the database.

This option enables only for the top level, at the root of the
document. This option is disabled for subtasks.

&

Default Action

G
Click % to launch the default action in the current result set. For
example, when running an import screen, click this option to initiate
the import process.

This icon may include a drop-down list [Ethat offers access to
available actions for the current result set. The first action in the list
is the default action.

Execute

Click %~ to populate the table window. Costpoint uses the filtering
conditions you entered on the top screen. If you have not yet
entered filtering parameters (for example, when you have just
opened the application), you can click Execute to retrieve all
available database rows permitted by the business rules.

Page Setup

Click .«Tto configure your report display options. Choose from
Portrait and Landscape layouts, select margins and paper sizes,
fonts, and whether to include footers and your company name and
logo.

-

i

Print Options

Click 'Euto display the Print Options dialog box, where you can
change your printer options. Choose the destination for your output
(for instance, system or local printer, file, email, download, or
archive), select specific pages for printing, number of copies, and
more. See Print Options for more information.

Q

Preview Default
Report (Print

Click Q«to display a preview of the current report. Most report
applications (such as the Project Status Report), include only the
option to print the report. Some applications include an option to

Preview) print in batch mode.
For most non-report applications, three options are available to
print the records:
=  Current Record Information — Vertical Layout
= Current Record Information — Horizontal Layout
= Queried Records Information — Horizontal Layout
R Click ‘m"to print a report using your default settings. Costpoint

Print Default
Report (Print)

prints the report using the selections you made on the Page Setup
and Print Options dialog boxes.

Getting Started with Interface and User Basics
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Toolbar Option | Function

Most report applications (such as the Project Status Report),
include only the option to print the report. Some applications
include an option to print in batch mode.

&
L4

Reset View

¥
Click *lto return objects within an application (for instance,

tables and screens) to their default positions, and to return the
current application to the view (Table or Form) in which it displayed
when you activated it.

Show Messages
and Errors

[

Hide Messages
and Errors

Click U on the Global toolbar to display the Messages & Errors
window.

Click U on the Global toolbar to hide the Messages & Errors
window.

The Messages and Errors window is hidden by default. It normally
displays in the following two situations:

=  When the user’s actions within an application trigger a
warning, error, or status notification.

=  When the user manually selects the Show/Hide Messages &
Errors option from with the Global Options Menu or the
Global Toolbar.

P = Re-Send Email — Select this option to route Workflow
activities and messages through email.

Workflow = Activity Instructions — Select this option to view workflow
cases, labels, and values, as well as activity instructions using
the Activity Instructions screen.

= Complete Activity — Select this option to complete a
workflow activity.
See Administration » Workflow » Workflow Cases » Monitor
Activities and Messages in the online help for more information.
= =

View Action and
Report Status

=
Click “*=to launch a screen that helps monitor the overall
workload on the job server and view the status details of the jobs
being processed.

| &
—

Clone Record

Click —to create a new record containing the same information
as an existing record.

After you create a new record by cloning an existing record, you
can edit the data in the new record. Use the Toggle New/Existing
Records View option on the Application Toolbar to switch back and
forth between the new record and the existing record.

Getting Started with Interface and User Basics




-

| 4
Deltek gwwmore

1d Menus

Navigation Toolbar

% [T | Browse Appiications Projects = Biling = Biling Master = Manage Project Billing Information Lo

Navigation Toolbar Menu

Use the items in this menu to select the active company, display active applications, configure
your screen and application displays, and manage My Menu.

Toolbar Option Function

* Click * to access the My Menu dialog box. My Menu
My Menu displays a cqnvenignt list of your m_ost—.used applications.
You can easily activate an application included in My
Menu by clicking its name from the My Applications list.

To modify your My Menu, click the Manage My Menu
link at the bottom of the dialog box. For more
information, see Screen Configuration under Global

Options.
Clic to display a list of currently open Costpoint
Open Applications applications. The number in the box reflects the number

of applications you currently have opened. In this
example, the Open Applications icon indicates that two
applications are open.

Click any application on the list to display that
application.

== This icon indicates the application contains unsaved
data.

Click™" to close the application.
Click ®to close all inactive applications.

Click [@to close all applications.

Click Browse Applications to display the basic
Costpoint Domain and Application (user interface)
Browse Applications structure. Select a Domain to view its component
modules in the first column. From there, you can drill
down to view a module's application groups (displayed in
the second column) and, finally, the individual
applications belonging to that group in the third column.
Click an application to activate it.

Browse applicationz

For more information, see Navigating the Costpoint User
Interface.

- Biling = Biling ltaster =The "Bread Crumb" trail displays in the center of the
] Navigation Toolbar whenever you view and work in an
Bread Crumb™ Trail application, so you always know your current location in

Getting Started with Interface and User Basics 10
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Toolbar Option

Function

Costpoint, as well as the path you took to get there. The
Bread Crumb trail also provides convenient navigation,
since you can click any item in the trail (for example, a
domain, module, or application group) to go to that
location. As an example, you can click Billing to go
directly back to the Billing module.

S

Screen Configuration

Click - to modify displays for your Navigation
Toolbar, current application layout, and My Menu.

= Top-Level Toolbar — Click Modify to configure
the Navigation toolbar. You can rearrange the
display of function icons, as well as add or remove
them. You can also choose whether to display
function labels for the icons. Your configurations
apply for each application type. For instance, if you
configure the Navigation Toolbar in the Manage
Project Billing Information application, that
configuration will apply for all Data Entry
applications in Costpoint.

The application type (for example, Processing, Data
Entry, or Reporting) of the current application
displays on the second line of this section.

Click Reset to return the toolbar display to the
default setting.

= Current Application Layout — Click Save to
retain the current application display. For example,
you might want a specific subtask to automatically
display every time you access a particular
application. You can also save the order of the
columns for a particular table. Click Reset to revert
to the default settings for this application.

= My Menu — Click Manage to display the Configure
User Preferences screen, where you can modify the
contents of My Menu. From the My Menu
Application List in the bottom left pane, click the
column with the check adjacent to each application
you wish to add to My Menu (CTRL+Click for
multiple applications). And then click the Select
button. The applications you selected display in the
My Menu pane on the bottom right. To save your
updated preferences, (ilick File » Save from the

Global Menu, or click &= from the Global Toolbar.

[

Select Company

Click = to display the Select Company dialog box.
Available companies display in the drop-down list. Select
the desired company and click the Change button. You

Getting Started with Interface and User Basics 11
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> Toolbar Option Function

can then access data for the designated company
through My Menu or Browse Applications.

You must save database changes and exit all open
applications for the current company before you can
switch to another company.

| |
o click . ©

Sign Out

to exit Costpoint.

Application Toolbar

The table below describes Costpoint File menu functions, including available shortcut keystrokes.
Not all menu and toolbar functions are available for all applications. Functions that are
unavailable for a given application do not display.

Application Toolbar

The File menu contains items to manipulate database tables and records, including Save, Delete

and Query.
Menu Option | Function
Click to enter a new record on the screen in either Form or
New Record (F2) Table View.
[ Delete | Click | _B=l=te o mark the current record for deletion from both the
Delete database and from the Query result set.
(CTRL+DEL)

When you click [ Delete Jor a record displayed in Table View, X
displays in the far left column for that record, while in Form View
the X displays on the upper left side corner of the application. This
Aindicates that Costpoint will delete the record the next time you
save your work to the database.

This menu option deletes everything currently on the main screen,
including any subtask information. For screens with table windows, this
feature deletes all rows on the table window. To delete only one row on a
table window, click Delete in the Line menu.

Getting Started with Interface and User Basics 12
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(Undelete | Click [Hndelete | 45 yndo your most recent deletion.
Undelete For records displayed in Table View, Costpoint removes the
"marked for deletion" indicator, ¥, from the far left column for that
record.

For records displayed in Form View, Costpoint removes the
"marked for deletion" indicator, ¥ as well.

This option only displays if there is a record marked for deletion. After you
mark a particular record for deletion and then Save, you can no longer
undelete that record.

Copy | Click Copy drop-down and select Copy Record to duplicate a
record, but not its child records. Choose this option if you want to
%g%’fie;)ord duplicate only one level of a record (at any level). The other

available options are:

= Copy Datato Insert into Excel — use this option to copy the
record to Microsoft Excel.

= Copy Data to Paste into New Record(s) — select this to
copy the record as another parent record.

= Paste Data — select this if you just copied a record and want
to paste it as a new record.

(Attach Click #1235 o attach a document to the currently selected record.

(Query Click [2eery g populate an application with a result set of database
Query (F11) records that are maintained by that application.

You can place filters on the query to limit the result set to those
records meeting specified selection criteria.

For form-type maintenance screens, select Query to set up a data
query and define parameters for your database search.

Use the Find tab to narrow your search.

Use the Sort tab to specify the order in which they should be
sorted.

Click the Find button to display the result set.
You can also see saved queries on the Saved Queries tab.

See Query for more information.

Click [Mto access this function from the toolbar.

< Click 410 retrieve and display the first record in the database. In
First (CTRL+UP Table View, this is the first row on the main screen or subtask.
ARROW)

Getting Started with Interface and User Basics 13
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Switch to Form
View (CTRL+M)

< Click % 1o retrieve and display the prior record in the database.
Previous This would be the record immediately before the one currently
(CTRL+LEFT displayed.
ARROW)
» Click ®_to retrieve and display the next record in the database.
Next This would be the record immediately following the one currently
(CTRL+RIGHT displayed.
ARROW)
=) After you create a new record by cloning an existing record, use

. this option in Form View to switch back and forth between the new
IXE?fT\)/'eW record and the existing record.
» Click PLto retrieve and display the final record in the database. In
Last Table View, this is the last row on the main screen or subtask.
(CTRL+DOWN
ARROW)
([Farm Click [ Ferm | o change the display format for the current record

from Table View to Form View.

The Form View icon displays only when the current record displays
in Table View.

| Table ]

Switch to Table
View (CTRL+M)

Click T2t | o change the display format for the current record
from Form View to Table View.

The Table View icon displays only when the current record
displays in Form View.

Select This Record

]

Deselect This
Record

Click ko select the current record.

Click [lto deselect the current record.

These options display only in Form View.

O

Maximize

Click @to maximize the size of the application screen.

Restore

Click to display the default size of the application screen.

[4

Set Always on Top

Click Elto pin or constantly display a subtask of an application
even if you use its parent or main screen.

Getting Started with Interface and User Basics
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1 i | i
Emal Click =™ to view messages related to the current record or to
send messages with attachments.
E Click Eto close the current Costpoint application. When you click
Close Close from the Application Toolbar you will not exit Costpoint.

Global File Menu

The Global File Menu contains items to manipulate database tables and records, including
creating new records, saving and deleting them, and logging out of Costpoint.

The table below describes Costpoint Global File Menu functions, including available shortcut
keystrokes.

Not all menu and toolbar functions are available for all features.

Menu Option Function

Execute (F3) Select this option to populate the table window. Costpoint uses
the filtering conditions you entered on the top screen. If you have
not yet entered data (for example, when you have just opened
the application), you can click Execute to retrieve all available
database rows permitted by the business rules.

Click ** to launch Execute from the Global Toolbar.

New Record (F2) Click New Record to enter a new record on the screen in either
Form View or Table View

Click @to open this feature from the Application Toolbar.

Clone Record (F4) Click Clone Record to create a new record that retains
information from an existing record.

After you create a new record by cloning an existing record, you
can edit the data in the new record. Use the Toggle View option

Fon the Application Toolbar to switch back and forth between
the new record and the existing record.

Clone is not available for all functions.

Save (F5) Select this option to save your data to the database.

L]
Click Eto use this feature from the Global Toolbar.

Save and Continue | This menu option saves your input without clearing the screen,
(F6) which allows you to continue working on the current record.

Ll
Click === to use this feature from the Global Toolbar.
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Delete Record Use this option to mark a record for deletion. The next time you
(CTRL+DEL) save your data, Costpoint will delete from the database any rows

on the screen that you marked for deletion.

This menu option deletes everything currently on the main screen,
including any subtask information. For screens with table windows, this
feature deletes all rows on the table window. To delete only one row on
a table window, click Delete Record in the Line menu.

Click [ Belete g yse this feature from the Application Toolbar.

Undelete Record Select Undelete Record to reverse the previous menu option.
(CTRL+DEL) For example, with table window lines, you can remove the
designation for deleting a particular line. This removes theX from
the far left column.

Click [Undelet= | {5 se this feature from the Application Toolbar.

The Undelete Record option appears only when an actual
record has been deleted.

Refresh Select this item to display a submenu with four Refresh options.
These options allow you to refresh all or part of an application.
Generally, refreshing an application returns it to the state it was
in when you opened it, reversing any changes you have made to
records on the screen and restoring those records to the state
they were in when you first loaded them from the database.

= Clear All — Use this option to do the following:

= Cancel all edits you made since opening the
application, and

= Restart the application.

Costpoint deletes all the changes you made to your queried
data since opening the application and then restarts your
session.

= Refresh All — Use this option to do the following:
= Cancel all edits made in the current application, and

= Re-execute all current queries for all currently opened
screens within the application.

Costpoint only re-executes a query if you previously
executed one in the current session.

= Refresh Subtask — Use this option to refresh the current
subtask. Costpoint deletes all edits for a single document
that you have made both under that subtask and its
subordinate subtasks, if any. Data on the header record and
on other subtasks do not refresh. This option is available
only within a subtask.

= Refresh Document — Use this option to refresh the
currently selected document. Costpoint refreshes the data
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on the current header row and all its supporting details.
Costpoint removes all previous edits. This option applies to
documents (header records) only. You cannot refresh a new
row since it does not yet exist in database.

This option enables only for the top level, at the root of the
document. This option is disabled for subtasks.

Click “'to open this feature from Global Toolbar.

Print Options Select this item to display the Print Options dialog box, where
(CTRL+ALT+P) you can review and modify your printer options. Choose the
destination for your output (for instance, system or local printer,
file, email, download, or archive), select specific pages for
printing, number of copies, and more.

Click 'E’uto open this feature from the Global Toolbar.

Page Setup Select this item to display the Page Setup dialog box, where you
can specify your report's layout. You can choose the font, layout
(landscape or portrait), paper size, margins, and whether to
include your company logo and name.

Click Tto open this feature from the Global Toolbar.

Preview Default Select this item to display a preview of the current report. Most
Report report applications (such as the Project Status Report), include
(CTRLFSHIFT+V) only the option to print the report. Some applications include an
option to print in batch mode.

For most non-report applications, three options are available to
print the records:

= Current Record Information — Vertical Layout
= Current Record Information — Horizontal Layout

= Queried Records Information — Horizontal Layout

Click Qto open this feature from the Global Toolbar.

Print Default Select this item to print the current report. Costpoint prints the
Report report using the selections you made on the Page Setup and
(CTRL*FSHIFT+P) | print Options dialog boxes.

Most report applications (such as the Project Status Report),
include only the option to print the report. Some applications
include an option to print in batch mode.

For most non-report applications, three options are available to
print the records:

= Current Record Information — Vertical Layout
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= Current Record Information — Horizontal Layout

= Queried Records Information — Horizontal Layout

Click "!"to open this feature from the Global Toolbar.

Close Application Select Close to exit the current Costpoint application. When you
(CTRL+W) click Close Application from the Global Menu, Navigation Menu

(in Open Applications
Costpoint.

) or Application Toolbar will not exit

Click Eto close the current application from the Application
Toolbar.

Logout Select this option to exit Costpoint, including all currently active
(CTRL+SHIFT+F12) | Costpoint applications. If you have unsaved changes, you will
have the opportunity to cancel and save your new data before
you exit Costpoint.

|
Click © to log out of Costpoint from the Navigation Toolbar.

Global Line Menu

The Global Line Menu contains options to add, delete, and undelete lines. Options under the Line
menu are only available at the table window level. If the options are not available, it is usually
because no table window is present on the screen.

The table below describes Global Line Menu functions for Costpoint and includes available
shortcut keystrokes. Note that not all menu and toolbar functions are available for all features.

Menu Option Function
New Record Select New Record from the Line menu to create a new line at the
(CTRL+N) end of a table window for input of new data. Use this function

when beginning work with any table window. Most transaction
screens require this to begin the "line" portion of the input.

Click @to open this feature from the Application Toolbar.
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Copy Record
(CTRL+E)

Function

Click Copy drop-down and select Copy Record to duplicate a line.

The other available options are:

= Copy Datato Insert into Excel — use this option to copy the
line to Microsoft Excel.

= Copy Data to Paste into New Record(s) — select this to
copy the line as another parent record.

= Paste Data — select this if you just copied a line and want to
paste it as a new line.

Delete Record
(CTRL+DEL)

Select Delete Record from the Line menu to designate deletion of
a specified line of data from a table window. An ¥ displays in this
box and indicates that the next time you save your data, the row
will be deleted.

Click " Delete g yse this feature from the Application Toolbar.

Undelete Record

Select Undelete Record to reverse the previous menu option. For

(CTRL+DEL) example, with table window lines, you can remove the designation
for deleting a particular line. This removes the X from the far left
column.

Click [ Undelete o se this feature from the Application Toolbar.
The Undelete Record option appears only when an actual record
has been deleted.

Toggle Row Use this option to select or deselect a row on an active screen.

Selection

(SHIFT+F7)

Force Object

Use this option to validate the current field. Costpoint validates

(ALT+SHIFT+V)

Validation data for business logic at either the server or browser level,
(CTRL+ALT+V) depending on the complexity of the calculation.
This option is necessary only in Record and Application validation
frequency modes.
Force Line Use this option to validate the current record. Costpoint validates
Validation

data for business logic at either the server or browser level,
depending on the complexity of the calculation.

This option is necessary only for the Application validation
frequency mode.

Global Options Menu

The Global Options Menu contains items to select company data, search for data and records,
navigate through records, and modify user preferences.

The table below describes Costpoint Global Options Menu functions, including available shortcut
keystrokes. Note that not all menu and toolbar functions are available for all features.
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Select Company Select this item to display the Select Company dialog box. The
drop-down list displays available companies. Choose a different
company from the list and click Change.

You must exit all open applications for the active company before you can
switch to another company.

Click [ to open this feature from the Navigation Toolbar.

Lookup (F10) Select this feature to look up and select available values in cases
where you are unsure of the ID or code you need to complete a
particular field.

The Lookup dialog box displays a table containing the values that
are available for entry into a specific screen field. You can either
scroll through the displayed values or look up a specific value.
When you select a value in Lookup, Costpoint transfers that value
to the field from which you launched Lookup. If you place your
cursor in a character field (non-numeric and non-date), you can
enter the first few letters of the data you are looking for and
Costpoint will automatically filter using this data.

Certain fields also contain the Lookup feature. These fields display
a thick blue line on the right side: T Mouse-over the blue line

to display the Lookup icon: 1 q. To display the Lookup
dialog, click the Lookup icon or press F10 on your keyboard.

Note that Query is also available from Lookup. When unavailable,
the Lookup toolbar icon is shaded.

Click qto access Lookup from the Global Toolbar.

See Lookup for more information.

Query (F11) Select Query to set up a data query and define parameters for
your database search. The Query dialog box will appear once you
click Query.

On the Find tab, use the Search Criteria fields to narrow your
search by specifying key words. The available fields vary
depending on the type of application.

On the Query tab, use the Query Condition fields to indicate
search parameters by specifying field conditions.

On the Sort tab, use the Sort Records By fields to specify the order
in which they should be sorted.

On the Saved Queries tab, you will see the previously created
queries that are stored in Costpoint. You can select among the list
and use it as your query.
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Click the Count button to display the number of records that the
query will return based on your parameters. You can then modify
your parameters to narrow your search results, if necessary.

Click the Search button to display the result set. Under the Form
View you can page through the result set records when you use

the » forward and - buttons. Or, under Table View, highlight the
row you want to review or modify. You can modify the selected
record directly from the table grid as well as launch associated
functions.

Open the Saved Queries tab to display a list of your saved queries.

See Query for more information.

Click [Mto access Query from the Application Toolbar.

First (CTRL+UP Click First to call up the first row in the Query result set and make
ARROW) it available for review or editing. This item disables and is shaded if
the current row is actually the first row in the result set.

Click |ito access the First record from the Application Toolbar.

Previous Click Previous to call up the row immediately previous to the
'(ACRTRRC')-VT/')-EFT currently active row in the Query result set and make it available

for review or editing. This function disables if the current row is the
first row in the result set.

Click -4 to access the Previous record from the Application

Toolbar.
Next Click Next to bring up the row immediately following the currently
(CTRL+RIGHT active row in the Query result set and make it available for review
ARROW) or editing. This function disables if the current row is the last row in
the result set.
Click ® to access the Next record from the Application Toolbar.
Last Click Last to bring up the last row in the Query result set and make
(CTRL+DOWN it available for review or editing. This function disables if the
ARROW) current row is actually the last row in the result set.
Click ﬂ|to access the Last record from the Application Toolbar.
Toggle View After you create a new record by cloning an existing record, use
(ALT+CTRL+T) this option to switch back and forth between the new record and
the existing record. This is particularly useful for Form View-only
screens.
Switch to ) Click Switch to Table View or Switch to Form View to change
Table/Form View | the display format between Form View and Table View.
(CTRL+M)
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In Table View, click frm ] from the Application Toolbar to switch to
Form View.
In Form View, click "= from the Application Toolbar to switch to
Table View.

Reset Default Use this option to return objects within an application (for instance,

\"/93'“0”'”9 and tables, column headings and screens) to their default positions,

ew

and to return the current application to the view (Table or Form) in

SHIFTEALTE2) 1 Wwhich it displayed when you activated it,

Screen Click Screen Configuration to modify the layout of the current
Configuration application and make changes to your Navigation Toolbar and My
Menu.

Top-Level Toolbar — Click Modify to configure the Navigation
Toolbar. You can rearrange the display of function icons, as well
as add or remove them. You can also choose whether to display
function labels for the icons. Your configurations apply for each
application type. For instance, if you configure the Navigation
Toolbar on the Manage Project Billing Information application, that
configuration will apply for all Data Entry applications in Costpoint.

The application type (for example, Processing, Data Entry, or
Reporting) of the current application displays on the second line of
this section.

Click Reset to return the toolbar display to the default setting.

Current Application Layout — Click Save to retain the current
application display. For example, you might want a particular
subtask to display automatically every time you access a particular
application. Click Reset to revert to the default settings for this
application.

My Menu — Click Manage to display the Configure User
Preferences screen, where you can modify the contents of My
Menu. From the My Menu Application List in the bottom left pane,
select the check box for each application you wish to add to My
Menu. Then click the Select button. The applications you selected
display in the My Menu pane onI the bottom right. Click File » Save

from the Global Menu, or click & from the Global Toolbar, to save
your updated preferences.

Click = from the Navigation Toolbar to access this feature.

User Preference This screen consists of areas of user preferences and information:

= User Information — Review or modify your reporting
company, password, default information, default delivery
options, and phone.

= Password Information — Review or modify your access
password.
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= Default Report Delivery Options — Select the default
delivery mode for reports. Options include System
Printer, Download, Email and so on.

=  Phone — Modify your phone number and extension.

= Notify When Batch Process/Report Is Completed —
Select this check box if you want Costpoint to notify you
once it completes a batch process or generates a report.

= Change Default Period — Click this link to display the
Change Default Period subtask, where you can modify the
default fiscal year, period, and subperiod for the current
module. These defaults are used by many transaction
functions in Costpoint.

= Ul Profiles — Administrators can use this subtask to pre-
configure different settings for user groups as a whole.

= My Menu Application List — This table lists all Costpoint
applications that are available for inclusion in the My Menu
list. To include an application in My Menu, highlight the
application (highlight multiple applications using CTRL +
Click) and click the Select button. Costpoint moves the
applications to the My Menu list.

= My Menu — My Menu provides convenient access to your
favorite applications. Provided that you have authorization,
you can modify your My Menu settings here.

Click * to access My Menu from the Navigation Toolbar.

Default My Menu — Click this link to display the Default My
Menu subtask, where you can set up customized My Menus
for specific users.

Arrange Table Select this menu item to open the Arrange Table Column dialog
Columns box, where you can Move Up or Move Down a specified column.
Enter the number of columns you will lock when you scroll to the
right in the Locked columns on left side field.

= Click Apply to save changes, and click Close to exit the
dialog box.

= To make changes permanent, save the Application Layout
after clicking Apply.

Show/Hide Click this menu item to display the Show/Hide Screen Controls
Screen Controls dialog box, where you can choose to display or hide screen
controls such as input text fields, check boxes, combo boxes, radio
buttons, group boxes, labels, screen tabs, and even subtask links.
You can also right-click on a field or screen control name and then
click Show/Hide Screen Controls to display the dialog box.

On the dialog box, click Data Fields or Ul Controls to see the
options available. Select the Always Hide check box next to the
item(s) you want to hide, and then click Apply. Costpoint
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automatically hides the selected item(s) in Form and Table views.
Click Close to exit the dialog box.

= To make changes permanent, save the Application Layout
after clicking Apply.

= To display hidden fields, open the dialog box, clear the
Always Hide check box, click Apply, and save the
Application Layout.

Show/Hide
Messages &
Errors

(SHIFT+F3)

Click this menu item to display or hide the Messages & Errors
window at the bottom of the Navigation screen. This window is
hidden by default. It normally displays in the following two
situations:

= When the user’s actions within an application trigger a
warning, error, or status notification.

=  When the user manually selects the Show/Hide Messages &
Errors option from with the Global Options Menu or the
Global Toolbar.

Click U from the Global Toolbar to display the Messages and
Errors window.

Click U from the Global Toolbar to hide the Messages and
Errors window.

Next Application
(CTRL+J)

Click Next Application to shift the display to the next open
application. Costpoint shifts through the active applications in the
order you opened them. This menu option is disabled if you have
only one active application.

Next Window

Select Next Window to shift the display to the next window within

(CTRL+B) the application.

Next Tab Select this menu item to display the next tab for the current
(CTRL+TAB) application. The tab order moves from left to right.

Attached Select this menu item to open a subtask that displays attached
Documents

documents from Content Management system.

Attached Emails

Select this menu item to open a subtask that displays attached
emails from Content Management system.

Global Process Menu

Global Process Menu contains options to upload and download files, as well as, select default
actions related to the current application

The table below describes Costpoint Global Process Menu functions, including available shortcut
keystrokes. Note that not all menu and toolbar functions are available for all features.
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Action Menu Click Action Menu to display a submenu of available actions that
you can launch for the current application.

Default Action Click Default Action to launch the default action in the current
(CTRL+SHIFT+R) | result set. For example, when running an import screen, click this
option to initiate the import process.

G
Click % to launch the default action from the Global Toolbar

menu. This icon may include a drop-down list [(Xthat offers access
to available actions for the current result set. The first item in the
list is the default action.

View Action and Click View Action and Report Status to launch a screen that
Report Status helps monitor the overall workload on the job server and view the
status details of the jobs being processed.

File Upload Click File Upload to display the File Upload Manager, where you
can upload files to the Costpoint database.

Not all file types and sizes are eligible for upload.

File Download Click File Download to display a dialog box where you can select
data files for download, including files from Deltek Time & Expense
and Magnetic Media files. You can also use Query to find files for
downloading.

Global Workflow Menu

Global Workflow Menu provides quick access to some common Workflow functions, such as
sending email notification that the user has completed a task using the current application.

The table below describes Costpoint Global Workflow Menu functions. Note that not all menu and
toolbar functions are available for all features. Unavailable functions are shaded.

Menu Option

Function

Workflow Select this option to perform any of the following actions:

= Re-Send Email — Select this option to route workflow
activities and messages through email.

= Activity Instructions — Select this option to view workflow
cases, labels, and values, as well as activity instructions using
the Activity Instructions screen.

= See Administration » Workflow » Workflow Cases »
Monitor Activities and Messages in the online help for more
information.

= Complete Activity — Select this option to complete a
workflow activity.
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See Administration » Workflow » Workflow Cases » Monitor
Activities and Messages in the online help for more information.

Global Help Menu

The online help function is easily accessible throughout Costpoint when you click Help on the

Global Menu.

When you click Help » Help for a currently displayed application or screen, Costpoint displays the

online help for that particular application. If the current screen is a subtask, Costpoint loads the

online help for the main screen. If there is no active screen, Costpoint loads the Table of Contents
and the default help topic Introducing Costpoint.

The table below describes Costpoint Global Help Menu functions. Note that not all menu and

toolbar functions are available for all features.

Help Menu

Help (SHIFT+F1)

Function

This option displays the Table of Contents for the complete
Help for Costpoint.

You can either access the Help using the Local version
which is embedded in the software during installation or
you can use the Hosted Help version which can be
accessed through the Web and is updated periodically.
Users do need Internet access to use the Hosted help.

When you click Shift+F1 or HELP » Help, the appropriate
help topic displays regardless if you are using hosted or
local help.

Costpoint is configured to use hosted help by default. To
change this, clear the Use Hosted Online Help option on
the Help tab in the Configuration Utility.

To ensure that you always have the most current version of
the help, Deltek strongly recommends using hosted
help. Otherwise, you will only receive help updates as you
upgrade your software.

About Costpoint

The View Help About screen provides information about
your Costpoint system, displayed in the following sections:
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= General Information — This section displays the
version number for the current Costpoint version, plus
System, Company, and Validation Frequency
information.

= Open Applications — Click this subtask link to view a
table that lists currently active applications, their
application IDs, and screen customization and
extensibility unit status.

= Transactional DB Patches — Click this subtask link
to display a table list of transactional database patches
for the current version of Costpoint. The table includes
information on version numbers and the dates on
which the patches were applied.

= Administrative DB Patches — Click this subtask link
to display a table list of administrative database
patches for the current version of Costpoint. The table
includes information on version numbers and the dates
on which the patches were applied.

= Metadata DB Patches — Click this subtask link to
display a table list of metadata database patches for
the current version of Costpoint. The table includes
information on version numbers and the dates on
which the patches were applied.

= Customized Labels — The Customized Labels
subtask displays the customized labels, if any, that
have been entered on the Manage Standard Label
Customizations screen. You can use the Manage
Standard Label Customizations screen to change how
certain standard labels display in Costpoint. For
example, if you change Customer to Client, Client
displays in place of Customer on screens and reports
throughout Costpoint.

For more information, review the documentation for the
Manage Standard Label Customizations screen.

Menu Map — C/S To Web | Click this menu option to display a table (in PDF format)
that lists Costpoint Client/Server applications and their
locations in both Costpoint 6.1 Web and Costpoint 7.1.1.

Menu Map — Web To C/S | Click this menu option to display a table (in PDF format)
that lists Costpoint Web applications and their locations in
both Costpoint Client/Server and Costpoint 7.1.1.

Costpoint Videos Select this option to access several short “How to” videos
to assist you as you work with Costpoint.

Submit Support Issues Select this option to report any Costpoint performance
issue to Deltek Customer Support.
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Use the Table of Contents of the Help to search terms or topics within the Help system.

To search for help topics, do the following steps:
1. Click the Search button to find help topics that contain specific words or phrases.
2. Click Go to start the search.

3. Select the Highlight search results check box to highlight the instances of your search
keywords in the help topics. You can also enter the number of search results you want to
display.
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Costpoint Domains and Applications

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.

Step 1. Select a Domain.
Step 2. Select @ Module.

Step 3. Select an Application Group.

Step 4. Select an Application.

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

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

4. Select an application — 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.
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Domains

Data comprising Deltek Costpoint are categorized into domains. Domains represent the top level
of the Costpoint hierarchy and always display in a stack on the left side of the Costpoint
Navigation screen. When you click a domain, the modules for that domain display in the first pane
to the immediate right of the domain list.

The availability of domains and options on your screen is determined by the products and add-
ons that your company has licensed with Deltek.

There are five domains in Costpoint:
= Accounting

=  Projects
=  People
=  Materials

= Administration

OFTIONG  PROCESS  ©

U lessages ActonaReporia

W [T] Browssappications |Tvoe hems 0%

(T!\ -
| =1
J— [5=]  Genera
‘ l"—lg | § g Mum
Accounting -
f { A, Accou
P fﬁl Accou
f - s
e A Las
Projects ,ﬁ Fived
“ 'E‘- Consoli
Domains
People
H:ﬂ.;ms
-,

Administration

—

Deltek Costpoint is organized by domains as displayed in the above pane.
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To view the various modules that comprise a specific domain, click the domain.

Modules

Each domain in Deltek Costpoint is subdivided into modules, which are displayed on the left pane
next to the domain list. When you select a module, the list of application groups displays on the
second pane.

-
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In the example above, after the General Ledger module is selected from the left-hand pane, the
General Ledger application groups (for example, Company Calendar, Organizations,
Accounts) display in the next pane immediately to its right.

Getting Started with Interface and User Basics 31



) Deltek o

5 and Applications

Application Groups

Under some modules are application groups that display in the middle pane when a specific
module is selected. Note that not all modules have application groups contained in them.

When you click an application group, the list of applications that belong to that group displays on
the next pane on the right.

Application Groups

.
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In the example above, when the Company Calendar group is selected, applications that belong
to that group (for example, Manage Fiscal Years, Manage Accounting Periods, Manage
Subperiods, and Close Periods) display on the right-hand pane.

Search for an Application

In addition to providing easy access to various Costpoint applications through the Browse
Application feature, Costpoint comes with a Search feature to help you quickly locate the
application you need.

You can easily search for an application in the field beside the Browse Applications label. When
you type a portion of either the application name or ID, Costpoint will automatically display the
application names that match your entry.
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In the example below, Close P has been entered and there are six items that match it. You can
now simply select which of the matched terms is the application you require.

OPTIONS PROCESS WORKFLOW HELP

D Mezzages ,, Actiocnz/Reports

I
W [T]  Browse Applications |[Close P

Close Periods (GLFCLOSE)

Close Pay Period (PRFPFOCLS)

Close Payroll Year (PRPPYCLS)

Close Fixed Assets Accounting Period (FAPFDCLE)
Manage Closed Progress Billing Detail (BLMPCLOS]
Close Leave Period (LDPLPCLS)

Applications

Applications reside in the deepest level of the Costpoint hierarchy and they are represented as
separate screens. You can work in separate application screens to carry out a wide variety of
tasks, such as:

Entering data for vouchers, purchase and manufacturing orders, and contracts
Viewing and editing existing payroll records
Creating and reviewing various labor, accounts payable, and inventory reports

Printing and posting reports and checks

The above list represents only a small number of available functions.

Costpoint provides three convenient methods for accessing applications and navigating between

them:

Using the Navigation screen, you can access and open applications by drilling down to
the appropriate location through the Module/Application Groups/Applications panes.

Using the Navigation Toolbar. After you open more than one application, you can click

(Open Applications) from the Navigation Toolbar to select which open application
you want to work with. The Open Applications dialog box is also a convenient way to
close applications without having to display them directly. The numeral that displays in
the Open Applications icon changes depending on the number of applications that are
open. Click it to display the Open Applications dialog box. The image below displays the
Open Applications dialog box, which opens as a drop-down when you click the icon.

Using the Search feature. Learn more about accessing an application using the Search
feature.

its application ID) that you would like to display by default when you open Costpoint.

‘ In the Application field on the Costpoint Login screen, you can specify the application (through
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Open
Applications

Applications

Many applications are organized by task type (for example, reports and inquiries are grouped
together in the application list) or topic (for example, W-2s, Electronic Filing, and State and Local
Taxes).

To browse information within an application, click Query. You can use Query to locate and
display records.

To add data records or change existing ones, Costpoint functions always operate in just one of
two modes:

= Insert Mode — Use this mode to add data. You can activate the Insert mode by clicking
New on the toolbar.

= Update Mode— Use this mode to edit data. Records automatically display in Update
mode so you can edit them.

Main Screens vs. Subtasks

When you select a Costpoint application, the main screen for that application displays. When you
select one of the links located at the bottom of an application, a subtask screen displays.
Subtasks collect and store additional information (also known as child data) related to the
selected record on the main screen.

Table Windows

When you add, delete, or edit a line while working in table windows, symbols display beside each
line that designate which lines will change when you save your table.

Symbol | Description
aF Indicates rows that contain data you have modified

|-p Indicates rows you have added

b4 Indicates rows you have marked for deletion

To enter a new row of data into a table window, you must first select the New Record option from
the Line menu.
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Find Values Within the Table

To find a value in a column, right-click the column heading and then click Find. On the dialog box,
enter your search criteria and then click the Find button.

Replace Values in the Table

To replace a value in a column, right-click the column heading and then click Replace. In the
dialog box, enter your replace condition(s) and then click one of these buttons:

Button | Function

Replace Use this to replace a value on the current row you selected.

Replace&Find Use this to replace value(s) and find the next row that meets
your replace condition(s)

Replace All Use this to replace all values in the column that matches your
replace condition. You can use the Stop button to halt the
replace process.

Find This is similar to the Find button that you see on the Find tab.
Use it to search for a value.

Stop Use this to halt an ongoing replace process.

Lock/Unlock Columns

You can freeze a column when you scroll to the right when you apply the Lock Column feature.
To do this, right-click the column heading that you want to lock, and then click Lock Columns.
You can unlock the column when you right-click its heading and click Unlock Columns.
Resize Columns

To resize a column, on the column heading, hover to the right border of the column until a bi-
directional arrow appears. Click and move the arrow to adjust the column size. You can also
right-click the column heading and then click Resize Column. Click and move the bi-directional
arrow that appears to adjust the column size.

Move Columns

To move a column, click the column heading and drag it to a certain position in the table. You can
also right-click the column heading, click Move Column, and drag the column to a certain
position in the table.

Sort Tables in Ascending Order

To sort a column in ascending order (that is, from the lowest value to the highest), right-click the
column heading to sort so you can see the sort options available. And then, click Sort
Ascending.

= For characters, an ascending order will be from A to Z.

= For numeric digits, an ascending order is from the lowest number to the highest.
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= If both numeric digits and characters are in the list, numeric digits will be listed before
characters.
Sort Tables in Descending Order

To sort a column in descending order (that is, from highest to lowest), right-click the column
heading to sort so you can see the sort options available. And then, click Sort Descending.

= For characters, a descending order will be from Z to A.
= For numeric digits, a descending order is from the highest number to the lowest.
= |If both numeric digits and characters are in the list, characters will be listed before
numeric digits.
Arrange Table Columns

You can change the order of the columns in a table window when you click and drag a column
heading to a certain position in the table. Another way is to use the Arrange Table Columns
dialog box. To open this, right-click any column heading and then click Arrange Table Columns.
On the dialog box, arrange the order of the columns through the Move Up or Move Down
buttons. Enter the number of columns you will lock when you scroll to the right in the Number of
columns to fence field.

To return to the original positions of the column headings, click Options » Reset Default
Positioning and View or press SHIFT+ALT+Z.
Show/Hide Screen Controls

To show or hide columns, right-click the column heading and then click Show/Hide Screen
Controls. On the dialog box, click Data Fields or Ul Controls to see the options available. Select
the Always Hide check box next to the item(s) you want to hide, and then click Apply. Costpoint
automatically hides the selected item(s) from the table layout. Click Close to exit the dialog box.

To make changes permanent, save the Application Layout after clicking Apply.

To display hidden columns, open the dialog box, clear the Always Hide check box, click Apply,
and save the Application Layout.

IDs and Codes

When creating IDs and codes or entering them in a field (for example a part ID), you should
observe the following guidelines:

= Never embed spaces in ID or Code fields.

= Never embed single quotes (') in any field.

= Letters within IDs and codes should all be upper case.
If you are unsure of an ID or code required for a particular field, you can use Lookup to search
and select available values.
Segmented IDs

In certain fields (for instance, account, organization, project, reference number 1, reference
number 2, alternate project reporting, and alternate organization), segment separators (periods or
dashes) automatically display when you enter a value. These multi-level items are called
"segmented ID" fields.
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Range Options

Use Range Options to limit the scope of records you want to include in a report, process, or
inquiry. The system-defined options are as follows.

Option | Description

All This option allows you to choose all available records in a
database table.

One This option allows you to choose one of the available
records in a database table.

Range This option allows you to choose a specific range of records
in a database table.

From Beginning This option allows you to define a range from the beginning
of a database table to a selected ending record.

To End This option allows you to define a range from a specified
beginning record to the end of the database table.

Non-Contiguous Range Select this check box on the main screen and then use the
Non-Contiguous Ranges subtask to select a noncontiguous
range of records (for example, projects or employees). This
is different from using a regular range because you can
include or exclude any records of your choice. You can
enter more than one row.

Select/Delete (or Deselect)

Use the Select or Delete buttons when you make selections and transfer items between two
table windows.

= To move data in the top or left window to the bottom or right window, choose an item
from the table window or top window and click the Select button.

= To remove data in the right or bottom window, choose the item and click the Delete
button.

OK

Click OK to save the current data and return to the previous screen.

Cancel

Click Cancel to remove your additions, changes, and deletions and return to the previous screen.

Logging Out of Costpoint

I
You can exit Costpoint when you click © on the Navigation Toolbar, or when you click File »
Log-Out from the Global Menu and/or press CTRL+SHIFT+F12.
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Ease of Access Features

Costpoint makes it easy for you to create new records and find the data that you need.

Lookup Feature

Select this feature to look up and select available values in cases where you are unsure of the ID
or code you need to complete a particular field.

The Lookup dialog box displays a table containing the values that are available for entry into a

specific screen field. You can either scroll through the displayed values or use [M(available on
the Lookup dialog box) to narrow your search. When you select a value in Lookup, Costpoint
transfers that value to the field from which you launched Lookup. If you place your cursor in a
character field (non-numeric and non-date), you can enter the first few letters of the data you are
looking for and Costpoint will automatically filter using this data.

Certain fields also contain the Lookup feature. These fields display a thick blue line on the right

side: T Mouse-over the blue line to display the Lookup icon: 1 q. To display the
Lookup dialog, click the Lookup icon or press F10 on your keyboard.

Menu Option Description

Select Click this button to bring the selected row into the field from which
you executed Lookup.

Cancel Click this button to close Lookup and return to the previous
screen. The field from which you executed Lookup remains
unchanged.

AutoComplete Feature

This feature is available in fields where the lookup icon is found. The AutoComplete feature lets
you type in the first few characters of an existing code or ID that you are looking for, and then it
displays the values that match your entry.

For example, in the Fiscal Year field of the Manage Subperiods screen, you enter the value 201.
Costpoint will display the existing values that start with 201 such as 2010, 2011, 2012 and so on.

LINE OPTIONS PROCESS WORKFLOW]
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Query Feature

Use Query to define search parameters for data records maintained by the present application.
Query is available in form-type maintenance applications.

Using the fields on the Search Criteria group box, specify the parameters for your record search.
Find Tab

Search Criteria

Using the fields in this section, select a search criteria to narrow your search. You can enter
information in one or all fields; however, the more parameters you enter, the narrower your
search results.

The search criteria vary depending on both the application and the type of record for which you
are searching for (for example, whether you are looking up an employee, voucher, or project).
The search criteria vary by type of application. As an example of how Query search criteria
works, we can look at the Manage Employee Information application. For this application, among
the criteria available are Employee and Displayed Name. For both of these items, select from
the center drop-down list one of the following relational parameters:

= |sequalto
= Begins with
= Contains

In the corresponding fields on the right, enter values (partial names, letters, and/or numbers) that
match the Employee and/or Displayed Name you are searching for.

To further narrow your search, in the third row, Status is, you can select from the drop-down list
on the right one of the following options:

= Active

=  Family Medical Leave

= |nactive

= Inactive Accruing Leave

After you enter or modify a parameter, click (£ =240t
will return based on your current parameters.

to preview the number of records Costpoint

Queries work in this way across applications, and include the following options:

Query Tab
The Query Tab contains additional parameters for your search.
Query Condition

In this section you can enter additional parameters. For example, on the Manage Employee
Information screen, some of the parameters included are the following:

=  Adjusted Hire Date
=  Birth Date
= City

=  Contractor
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Select a qualifier in the second field (for example, for City, you can choose Begins with). In the

third field, enter the initial letters for the desired City (for example, "Chi" for Chicago). Click *lto
add the parameter you have selected to the Return all records where: window. Repeat this
process to add additional parameters to the Return all records where: window. You can then

click [EEeunt [, preview the number of records matching your parameters, or click Query to

display the actual records. Delete a parameter by highlighting it and clicking 5] .

Sort Tab

Use the contents of this tab to arrange the display of your search results. For instance, on the
Manage Employee Information screen, select from criteria like Adjusted Hire Date, Contractor,

and Disabled Veteran for sorting your record results. Use the Up and Down Arrows Tl +lo
move a condition up or down in priority. You can delete a sort condition when you highlight it and

click |51,

Sort Records By
From this drop-down list, select any field on which the result set should be sorted.
= Ascending — Select Ascending if you want the results sorted in ascending order.

= Descending — Select Descending if you want the results sorted in descending order.

Add Sort Parameter

Click | * 'to add additional sort parameters, using the Sort Records By and
Ascending/Descending fields to filter your results.

Saved Queries Tab

The Saved Queries tab lists existing queries that have been saved by the user or the
administrator for a given Costpoint application.

Function | Description

Save All You can make multiple revisions to different saved queries
without having to save each change beforehand. Click

B Save Al 4 retain all changes to the queries.

Reset Click [© R84 clear the fields of the current query
criteria from the dialog box.

Count Click # ©2Unt |44 display the number of results that

Costpoint will return based on the query as you structured
it. If the resulting number is too large, you can further refine
your Query parameters to narrow your search. You can
then click Count again to display the new number of
records Costpoint will return based on your refined
parameters. You will still need to run your query to see a
display of the records that match the criteria selected.
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Function | Description
Save Query Click B 52v& Query 4 gisplay the Save Query dialog box

and assign a Query ID and Query Name of your present
query and retain it for later use.

Reset Click C Resat

to clear the fields of the current query
criteria from the dialog box.

Find or Query Click the Find or Query button to initiate the data search

based on the parameters you entered. If the query returns
more than one record, Costpoint displays the search
results in a table. If the query returns just one record, that
record displays in form view format.

Close Click the Close button to exit the Query dialog box.

Clone Record and Copy Record Feature

Use the Clone Record or Copy Record feature to create a new record that contains information
from an existing record. The differences of these two features are their availability that depends
on the types of records that will be copied. They are not available for all functions.

Use the Clone Record feature when you copy records that have a header (parent) and
detail (child) information.

Use the Copy Record feature when you copy data that involves just a single record or
“child" rows. This is generally used when copying report parameters such as the Print
Account List.

After you use clone or copy, the new record displays containing the data you copied except for
the key which you must provide.

To clone information, complete the following steps:

1.
2.

Open the application where you want to copy a particular record.

Once you have opened the application screen, search for the record that you want to
copy. You can use Query to search for it.

When the selected record is displayed, select File » Clone Record to copy the record.
Enter primary key(s) and any other information that you want to change.

Click Save to save the cloned record.

To copy aline, complete the following steps:

1.
2.

Open the application where you want to copy a particular line.

Once you have opened the application screen, search for the record that you want to
copy. You can use Query in the table window to search for it.

When the selected line is displayed, select it and go to Line » Copy Record or click the
Copy drop-down on the table window and select Copy Record. The other options in the
Copy button are:
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Copy Function Description

Copy Data to Insert into
Excel

Use this option to copy the line to Microsoft Excel.

Copy Data to Paste into
New Record(s)

Select this to copy the line into another parent record.

Paste Data

Select this if you just copied a line and want to paste it
on the table window.

4. Enter primary key(s) and any other information that you want to change.

5. Click Save to save the copied record.

‘ You can select Save and Continue after you enter your changes on the screen.

After you create a new record by cloning an existing record, use Toggle View ="to switch back
and forth between the new record and the existing record. This is particularly useful for Form

View-only screens.
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User Preference Functions

Change Default Period

To access this screen, go to the Options » User Preferences. On the User Preferences screen,
click the Change Default Period link. You can use this feature to change your default fiscal year,
period, and subperiod for the current module. These items are automatically preloaded in most
Costpoint transaction functions. If you enter a different timeframe on a transaction screen, you will
temporarily override the module's default period until:

= You enter even another timeframe on a transaction screen
= You select this menu option and change the default period, or
= You exit Costpoint

When you bring Costpoint back up, the default period reverts to the values that you last entered
on this screen.

You do not have to enter a Fiscal Year/period/subperiod combination if you prefer not to.

The available timeframe options are as follows.
Timeframe Description

Fiscal Year This field's Lookup has the fiscal years that are currently open (that is,
fiscal years with currently open periods and subperiods). Select a
fiscal year from the Lookup, or leave the field blank if the Period and
Subperiod are both to remain zero.

Period This field's Lookup has the open accounting periods that are currently
open (that is, accounting periods with currently open subperiods).
Select a period from the Lookup, or enter a zero if the Fiscal Year is
blank.

Subperiod This field's Lookup has the subperiods that are currently open. Select
a subperiod from the list, or enter a zero if the Fiscal Year is blank.

Maintain My Menu

Use this feature to create the user's My Menu, which is a custom user menu. This menu item
enables if the user has been authorized to change MyMenu. See Manage Users in the online
help for more information.
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Data Management Functions

File Upload Manager

Use this dialog to select a text file for upload to the Costpoint database. You can access this
dialog from any Costpoint application by clicking Process » File Upload from the Global Menu.

Costpoint tags the uploaded file with the ID of the application from which the file was uploaded.
Since the application ID determines which application you must use to access the file, it is
important to upload files from the application in which they will eventually be used.

If you are running a Costpoint import application (preprocessor), you can use this dialog to select
the import file that contains the data you want to import into Costpoint.

To download or delete a file from the Costpoint database, use the Export Files screen.

‘ There are two ways to work with input files in Costpoint:
= You can access the input file from the network by using Alternate File Locations

=  You can use the File Upload Manager to upload the input file to the Costpoint
database, in which case no further access to network folders is necessary.

The following settings are available for this screen:

Option Description

File Name Enter the path and file name of the file you want to upload to
the Costpoint database or click Browse to open a dialog and
select the file.

Description Enter a description of the file you are uploading.

Alternate File Location Enter, or click @ to select, the alternate location to which you

want the file saved. If you do not specify a location in this field,
Costpoint tags the file with the application ID and stores it in
the database.

Expiration Date Enter, or click L to select, the expiration date of the file. After
this date, the file is eligible for purging on the Export Files
screen.

Overwrite? If you select this check box, Costpoint will overwrite any file of

the same name that already exists in the Costpoint database.

Support Issue ID This field displays when you enter an AlternateFile Location
that is set in the Case Attachments Root Location field found
on the Configure System Settings screen.

Enter, or click Q to select, the Support Issue ID where you
want to upload a file attachment.

Upload Click this button to upload the file.
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Description

Close Click this button to close the File Upload Manager dialog box.

Linked Content Files

The Content Management System (CMS) Integration feature in Costpoint allows you to link
content files located in a third-party management system to a Costpoint record. For example, you
can link a scanned PDF of a vendor invoice to the Costpoint accounts payable voucher record it
was used to generate. You can also link other content, such as engineering drawings or video
work instructions, to an assembly part or routing record in Costpoint.

Before you can use this feature, you must:

= On the Costpoint Web Configuration utility, define the connection between Costpoint and
a third-party CMS. For more information, see the Deltek Costpoint 7.0 Configuration
Utility document included with this release.

= On the Manage Content Types screen in Costpoint System Administration, specify the
types of electronic content (typically documents) that you want to link from a third-party
CMS to a Costpoint data record.

= On the Manage Application/Content Links screen in Costpoint System Administration,
specify which types of content can be linked to a specific Costpoint application and result
set.

To link a content file to an application result set, open that application and click & onthe

toolbar. . does not display in a particular application unless you set up the application for
linking in the Manage Application/Content Links screen.

When you click .ﬁ the Linked Content Files screen displays. Use this screen to create,
maintain, view, or delete a link between a specific content file stored in a Content Management
System (CMS) and a specific Costpoint database record.

Links created in one application/result set for the specific content type are visible in other
applications if both applications have defined linking rules to the same content type.

For information about generating Costpoint report files and export files and saving them to the
CMS, see Saving Files to the CMS.

Option | Description

Content Type Enter, or click & to select, the ID of the content type
to be linked to the Costpoint record.

Content Type Description This non editable field displays the content type
description.
Content File Name Enter, or click & to select, the name of the file to link

to the Costpoint record. Use colons to separate the
sections in the path (for example,
CMS:Repository:Folder:Filename). After you save
the record, only the content file name itself displays
in this field.
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Clicking Q displays the CMS file names and their
common properties including the CMS columns that
you selected in the Lookup Position field on the
Content Data Fields subtask of the Manage Content
Types screen. Any queryable content data field can
be used in the creation of a search condition.

Notes Enter any notes related to the linked content file.

View Click this button to view the selected file. You cannot
view files over 10 megabytes in size. When you click
this button, Internet Explorer downloads the file from
the CMS.

After the download is complete, Internet Explorer
opens the appropriate file viewer.

Subtasks
Subtask Description
Content Data Click this link to open the Content Data
Fields Fields subtask

Table Information
Changes to this screen update the following table:
CMI_CONT_FILE — CMS Integration Table

Content Data Fields Subtask

Use this subtask to view content property information from the Content Management System. If
you are allowed to do so by the settings on the Manage Application/Content Links screen, you
can manually modify the CMS property values on this subtask. You can also click the Load
Content Data Fields with Costpoint Record button to automatically load specific field values
from a Costpoint record into the appropriate CMS properties.

You can also load values from the CMS properties into the appropriate fields of the current
Costpoint record. For example, you could scan a vendor invoice into your CMS and add content
properties. Later, you could go into Costpoint to create a voucher. Instead of manually entering
the data into the Costpoint fields, you could click the Load Costpoint Record with Content Data
Fields button to populate the fields.

Content Data Fields Description

Content Data Field In the first row of the table, this field displays the
content location. In the rest of the rows, this field
displays the content data field ID.
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Content Data Fields

Content Data Field Description

| Description

This non editable field displays the content data field
name.

Data Type

This field displays the data type. Valid values are:
Text

Number

Date

Text Value, Date Value, Number
Value

In the first non editable row of the table, the Text
Value field displays the CMS ID, Repository Name,
and File Path.

In the rest of the rows, enter the appropriate value
(text, number, or date, depending on your selection
in the Data Type field) for the content data field and
CMS property. If the field is linked to a CMS content
property, the value in the CMS is modified for this
content file.

If you are viewing this screen in Form View, only the
appropriate field displays, depending on your
selection in the Data Type field.

CMS Content Property

This field displays the CMS content property.

Load Costpoint Record with Content Data Fields

Click this button to load the selected Costpoint record with the appropriate CMS properties from

the content file.

If you click this button, the application copies the content property data from the content data
fields to the corresponding Costpoint column values (both hidden and visible). It copies values
only for content data fields that are linked to Costpoint columns in the Manage
Application/Content Links screen. For visible columns, the changes appear immediately on the
Costpoint screen. Normal Costpoint validation occurs for the fields with new values.

For example, you could scan a vendor invoice into your CMS and add content properties. Later,
you could go into Costpoint to create a voucher. Instead of manually entering the data into the
Costpoint fields, you could click this button to populate the fields.

Load Content Data Fields with Costpoint Record

Click this button to load the CMS properties for this content file with values from the selected

Costpoint record.

If you click this button, the application copies the Costpoint data (not the database information for
previously saved records) to the content data field values. It copies values only for content data
fields that are linked to the Costpoint table columns in the Manage Application/Content Links
screen. CMS properties linked to content data fields are also updated when you save.
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Table Information

Changes to this screen update the following tables:

CMI_CONT_FILE
CMI_CONT_FILE_FLD

Save Files to the CMS

You can use the Manage Alternate File Locations screen to link an alternate file location to a
specific content type for a given CMS. After you link the alternate file location to a content type,
you can generate Costpoint report files and export files and save them to the CMS.

To generate a report file and export it to a CMS, complete the following steps:

1
2
3.
4
5.

7.

On the screen, set the parameters for your report.
From the menu, click File » Print Options, or click (Print Options icon) on the toolbar.
Select the Print to File check box.

On the File Options tab, select the File Type, and enter the File Name.

In the Alternate File Location field, enter, or click IQ-to select, the CMS to which you
want to export the report file.

Click OK.

Click 'm" The application generates the report file and saves it to the CMS.

To generate an export file and save it to a CMS, complete the following steps:

1.

2.

3.

On the screen, set the parameters for your export file.

In the File Location field (the name used in most screens), enter, or click Q to select,

the CMS to which you want to save the export file. Clicking Q displays the alternate file
locations you set up for the content type on the Manage Alternate File Locations screen.

. i L . .
Click . The application generates the export file and saves it to the CMS.
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Report Output Options

Costpoint 7 gives you a variety of choices for printing your reports. You can:
=  Print to a printer attached to your network
= Printto a file
= Download the report as a file
=  Print to a file and email it
= Archive your report for future viewing

= Print to a local printer

Click 'H‘uto open the Print Options dialog box and select options for printing. This dialog box has
the following tabs:

= System printer — If you select the System Printer delivery option check box, use this tab
to select the network printer you want to use and other options.

= File Options — If you select the Print to File or Download delivery option check boxes,
use this tab to select the format of the file you want to create and other options.

= Email — If you select the Email delivery option check box, use this tab to enter the email
information.

= Archive — If you selected the Archive delivery option check box, use this tab to save
your report for later printing.

Identification

Use the fields in this block to create a new parameter ID or to retrieve a previously saved
parameter ID. A parameter ID represents a set of screen selection parameters. After you have
saved a parameter ID and its related parameters, you can retrieve them using Query.

You can use the retrieved parameters to produce reports and run processes more efficiently and
with greater consistency. The saved parameters are also useful and necessary when you want to
run the process as part of a batch job. Many users save a unique set of parameters for each
different way they run a report or process. When you select a previously saved parameter ID or
parameter description, the associated saved screen selection parameters automatically display
as selection defaults. The page setup and print options are also included in the saved parameter
ID if there are any. You can change any of the associated selection defaults as necessary.

Parameter ID

Enter, or click 247 to select, a parameter ID of up to 15 alphanumeric characters. Choose
characters for your parameter ID that help identify the type of selections you made in the screen,
such as PERIOD or QUARTERLY.

When you save your record, all the selections made in the screen are stored with the parameter
ID. Later, you can retrieve the parameter using Query.

You can use the parameter to run the process more efficiently because you can select the
parameter ID with its previously defined screen selections. After the default selections display in
the screen, you can override the defaults.
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Description

Enter, or click "2 to select, a parameter description of up to 30 alphanumeric characters.

Delivery Options

Use this group box to select the delivery option for your report.

The Print to File and Download options have nearly the same function, but you cannot send
your report to the process server if you select Download.

System Printer

Select this check box to send the report to a printer attached to your local network. If you select
this check box, the System Printer tab is available. Use this tab to select which printer you want to
use and other options. Use the Manage System Printers screen to set up printers for use in
Costpoint.

This check box is not available unless the report category to which this report belongs has the
Allow System Printer check box selected on the Manage Report Categories screen.
Print to File

Select this check box to print your report to a file. If you select this check box, you can use the
File Options tab to select which file format you want to use and specify the location.

This check box is not available unless the report category to which this report belongs has the
Allow Print to File check box selected on the Manage Report Categories screen.

Download

Select this check box to save your report to a file on your computer. If you select this check box,

you can use the File Options tab to select which file format you want to use. When you click ‘m",
a dialog box displays that you can use to select the location. If you select this check box, you
cannot send this report to the process server.

This check box is not available unless the report category to which this report belongs has the
Allow Local Printer/Download check box selected on the Manage Report Categories screen.

Email

Select this check box to email the report, which is included as a file attachment. Use the File
Options tab to select the file format and the Email tab to enter the email information. If your email
address is set up on the Workflow tab of the Manage Users screen, the email is sent from your
email address. Otherwise, the email is sent from the workflow email address (for example,
workflow@<company name>.com).

This check box is not available unless the report category to which this report belongs has the
Allow Email check box selected on the Manage Report Categories screen.
Archive

Select this check box to archive your report. Use the Archive tab to enter ID information for your
archive and specify how long you want it kept. To print an archived report, use the Print Archived
Reports screen.
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This check box is not available unless the report category to which this report belongs has the
Allow Archive check box selected on the Manage Report Categories screen.
Local Printer

Select this check box to send your report to a local printer. A local printer is a printer that is
attached directly to your computer. If you select this check box, the Submit Batch Job check box
is not available. To find out how to set up a local printer, see Setting Up and Using a Local
Printer.

This check box is not available unless the report category to which this report belongs has the
Allow Local Printer/Download check box selected on the Manage Report Categories screen.

Queueing

Submit Batch Job
Select this check box to submit your report as a batch job to the process server. If you select the
Download or Local Printer check boxes, this check box is unavailable.

Document Locale

Locale

Use this drop-down list to select your report locale. The locale determines how report data is
formatted in terms of language, numbers, and date/time preferences. Locales are set up by your
company.

Pages

All

Select this check box to print all the pages in the report. If you do not select this check box, you
must enter the pages you want to print in the Pages field.

Pages

Enter the page humber you want to print. Separate page numbers with commas, and indicate
ranges with a dash. For example, enter 1, 4, 10-12 to print pages 1, 4, 10, 11, and 12.

Print Cover Page

Select this check box to print the report's cover page.

System Printer

If you selected the System Printer delivery option check box, use this tab to select the network
printer you want to use and other options.

Printer

Printer

Use the drop-down list to select the printer you want to use. The printers that display in the list are
those that have been set up for you or your user group on the Manage System Printers screen.
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Name

This field displays the name of the Printer you selected.

Resolution

Use the drop-down list to select the printer resolution you want to use. Resolution is expressed in
terms of dots per inch (dpi). Generally, the more dots, the sharper the print. However, the default
resolution is acceptable for most purposes. The selections in this drop-down list depend on the
Printer selected.

Scale

Use the drop-down list to adjust the scale of your report, making it larger or smaller.

For best printing results, it is very important not to scale the report content to page. Costpoint
reports are designed and implemented to have precise page layout and margins. This means that
the ideal print out is achieved when the report data is printed as is, without scaling.

Depending on your version of Adobe or Acrobat Reader, you need to set the following options:
= Page Scaling = None or

= Page Sizing & Handling = Actual Size

Color Printing

Select this check box to enable printing in color if your printer is color capable.

Paper Source

Use this drop-down list to select the paper source.

Print on Both Sides

Use the drop-down list to make a selection. Valid options are:
= SIMPLEX — Select this option to print only on one side of the paper.
= HORIZONTAL — Select this option for landscape printing.
= VERTICAL — Select this option for portrait printing.

Printer Type

This field displays the type of printer you selected. This is usually the brand name and model.

Location
This field displays the printer's location. The location is assigned when the printer is set up on the
Actuate server.

Setting Up and Using a Local Printer

To set up and use a local printer, complete the following steps:

1. On the Printing Defaults tab of the Manage Users screen, select the Local
Printer/Download check box in the Delivery Options Enabled for this User group box
for your Costpoint user ID. If you do not have access to the Manage Users screen,
contact your System Administrator.
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2. Onthe Manage Report Categories screen, select the Allow Local Printer/Download
check box for any report categories whose reports you want to print. If you do not have
access to the Manage Report Categories screen, contact your System Administrator.

3. Connect the printer to your computer. See the computer manufacturer's printer
documentation for more information.

4. Log on to Costpoint.

Open the appropriate screen for the report you want to print, and select the report
parameters.

6. Click 'B'uto open the Print Options dialog box.

If you want to save your report parameters after printing, enter a Parameter ID and
Description.

8. Inthe Delivery Options group box, select the Local Printer check box.

9. Inthe Pages group box, select whether you want to print the entire report or just certain
pages.

10. Click OK to return to the report screen.

11. Click Mto print the report.

If you are viewing a report in PDF format, make sure to configure the settings of your PDF
reader to display PDF in your browser.

Copies
Number of Copies

Enter the number of copies you want to print. The default is 1.
Collate

Select this check box to collate the reports.

File Options

If you selected the Print to File, Download, or Email check boxes, use this tab to select the
format of the file you want to create and other options.

File Options

File Type
Use the drop-down list to select the format of the file you want to create. Valid options are:
= Excel
= PDF
= DOC
= PPT

If you are viewing a report in PDF format, make sure to configure the settings of your PDF
reader to display PDF in your browser.
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File Name

Enter the name of the file, or click E.Eland enter the name.

Alternate File Location

Enter, or click Q to select, the location to which you want the file saved.

Email

If you selected the Email check box, use this tab to email the report as a file. If your email
address is set up on the Workflow tab of the Manage Users screen, the email is sent from your
email address. Otherwise, the email is sent from the workflow email address (for example,
workflow@<company name>.com).

Use the File Options tab to select the format of the file and provide a name.

After you enter the email information, click OK and then click mon the main screen to create
the report as a file and send the email.

Email

To

Enter the email address of the recipient.

Cc

Enter the email address of any secondary recipients.

Subject

Enter a subject for the email.

Additional Attachments

Click (icon) to add an additional attachment. Enter the File Name and Location in the table.
Text

Enter the text of the email.

Archive

If you selected the Archive check box, use this tab to save your report for later viewing. To print
an archived report, use the Print Archived Reports screen.

You cannot archive a report unless the report category to which the report belongs has the Allow
Archive check box selected on the Manage Report Categories screen.

Your System Administrator may have disabled certain fields on this tab, indicating that your
company has chosen to enforce its own archive rules. Contact your System Administrator for

more information.

Archive
Archive ID

Enter the ID of the archive.
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Description

Enter a description for the archive.

Never Delete

If you select this check box, this archive is stored permanently. Costpoint will not delete it.
Delete When Older Than

Select this option to have Costpoint delete the archive when it reaches a certain age. In the two
fields to the right, enter the age that the archive must reach before Costpoint deletes it. In the first
field, enter the number of units of days, weeks, months, or years after which this report is deleted.
In the second field, use the drop-down list to select the unit. For example, you could enter 12 in
the first field and select Weeks in the second. The archive would be deleted when it is 12 weeks
old.

Delete After

Select this option to have Costpoint delete the archive after a certain date. In the field to the right,
enter, or click L
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Password Management

Generate Random Password

This convenient Web-only function enables your system administrator to assign temporary
passwords to single or multiple users. Costpoint generates temporary passwords based on the
Costpoint password complexity policy as defined in the Change Password function.

Costpoint electronically notifies users via email, which is sent to individual users only. Your
system administrator does not know the password.

The randomly generated password assigned to each user is temporary. The user must change it
after logging in.

Requirements for Random Password Generation

Prior to enabling Random Password Generation, you must do the following:

1. Set up the email server information in the Company Settings block of the Configure System
Settings screen.

2. Enter the Email Name (address) for the end user in the Workflow tab of the Manage Users
screen.

3. Setthe Authentication Method for the user to either Costpoint Database or Windows
Domain & Costpoint Database as defined in the Authentication tab of the Manage Users
screen.

Generate a Random Password

To generate arandom password for selected users, complete the following steps:

1. After meeting the requirements for random password generation (see list above), open the

Manage Users screen and click [Query 1 identify any users who require a random password.

2. Click "2t view a list of employees.

3. Select the user(s) who require a random password. Click in the box before the user's name or
use CTRL+Click to select multiple names.

. - . .
4. Click % or right-click anywhere on the screen. The Generate Random Password icon
displays.

. ]
5. Click %to generate random passwords for the selected users.

6. When prompted to generate a new password for selected users, click OK.

. If no users have been selected, Costpoint generates a new password for ALL queried users.

Costpoint generates random passwords and emails them to users. No one other than the
individual user sees the password. Costpoint prompts the user to change the password at the
next login.
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Auto Generate Random Password

If edits or changes to the user's information are not required, use the Generate Random
Password procedure described above. If, however, edits or changes are the main purpose of the
session, you can generate a random password at the same time by selecting Generate Random
Password, which automatically triggers password generation after you save the user information.
This method is designed especially for creating new users.

To generate random passwords automatically for new or existing users, do one of the following:

= When creating a new user, select the Generate Random Password check box on the
Authentication tab of the Manage Users screen. When you save the information for the
new user, Costpoint sends an email containing the random password and clears the
check box.

= When changing information for an existing user, you can also select Generate Random
Password to generate a random password and send an email after you save the
updated information. To prevent future (unwanted) generation of random passwords,
Costpoint then automatically clears the check box.

Change Password

Use this feature to change your Costpoint password.

‘ The password must contain at least eight characters.

Old Password

Enter your current password.

New Password

Enter your new password.

Costpoint uses the following password validations:
= New passwords cannot be the same as the old password.
=  New passwords must match their Verification entry.

= Passwords can contain alphanumeric characters and all special characters on the
keyboard (1,#,$,%,&,(,),*,+,-.<,=,>,2,@,[1."._{},7)-

= If Allow Reusing of Passwords check box is clear in Administration » System
Administration » System Administration Controls » Configure System Settings, the
application checks the User Password History Table to determine whether the password
has already been used.

= The password must begin with a letter.
=  The password cannot contain any of the following:
= First name
= Lastname
= First and last name
= UserID
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=  Employee ID
=  The word "password"

= The password must meet the password complexity specified in Corporate Settings, which
you access when you go to Administration » System Administration » System
Administration Controls » Configure System Settings.

Verification
Enter your new password again, exactly as it appears in the New Password field.
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Appendix A: If You Need Assistance

Our trained Costpoint support staff personnel are always available for ongoing phone support. If
you require on-site support, we are happy to schedule our next available general or technical
consultant.

When to Call

We encourage you to call whenever you encounter a problem or question that Costpoint
documentation cannot contribute to resolving. For maximum efficiency, we recommend
appointing one person in your company, or in each department, to be your firm's local Costpoint
‘expert.’ All questions should be first addressed to your local Costpoint authority. If your expert
cannot resolve the problem, then he or she should contact us.

Select regular, extended, or emergency support, based on when you need to call.

Regular Support
The telephone number for Costpoint Customer Care is 877-457-7765 (877-HLP-PRQOJ).
Costpoint support lines are open during the following hours:

= Monday - Friday: 8:00 a.m. to 10:00 p.m. Eastern Standard Time

= Friday: 8:00 a.m. to 6:00 p.m. Eastern Standard Time

= Saturday: 9:00 a.m. to 5:00 p.m. Eastern Standard Time

Emergency Support

If you think that you may need additional technical support, you can call the Customer Support
department at 877.457.7765 (877.HLP.PROJ).

The Emergency Support hours are:

= Monday - Thursday: 10:00 p.m. until 7:00 a.m. Eastern Standard Time.

= Friday from 10:00 p.m. to Saturday 9:00 a.m.

= Saturday from 5:00 p.m. until Monday 7:00 a.m. Eastern Standard Time.
Holidays on which Deltek Customer Support offices are closed are as follows:

= New Year's Day

= Memorial Day

= Independence Day (July 4)

= Labor Day

= Thanksgiving

=  Christmas Day

Returning your call: Information on Deltek's call tracking system

In handling support calls, Deltek strives to minimize your waiting time. Instead of requiring you to
wait on the line until support personnel become available, Deltek's team of Support Receptionists
log you in to our call-tracking system. You do not need to explain your problem to the Support
Receptionists (they do not have the skills necessary to resolve your issue). You can call at
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877.457.7765 (877.HLP.PRQOJ). The Support Receptionist will ask you for the following
information:

= Your Contact ID (or Client ID)

= Your name and phone number

= The product you are calling about

= Whether your call is general or technical in nature
= A brief description of your problem

When you call, we log you in to our online call-tracking system, where your call is immediately
visible to our support staff. We prioritize calls in the order received and track our response times.
With the exception of calls flagged as Urgent, which we move to the top of the queue, we strive to
contact all callers in one hour or less.

In some cases, you may already be working with someone on an issue and can only follow up
with that person. Please ask for that person by name. You should be aware, however, that since
your consultant may not be immediately available, your call might not be returned as quickly.

Once you place your call to Deltek, inform your receptionist that you are expecting a call from us.
If you are not available when we call back, we will leave a message or voice mail to inform you
that we returned your call. Your call remains in the call-tracking queue but moves to the end, as
though you had just placed the call. Our return call process begins again, and our call tracking
system records each attempt we make to reach you.

Who to Call

We offer three types of customer support. Please specify the type you need when you leave your
message. The support types are:

= General Support — Most questions fall into this category. These include all Costpoint
setup and operation questions and other issues that do not fit into any of the categories
listed below. The support representatives handling these inquiries are experienced,
management-level accountants. You can also provide your Support Receptionist with a
one- or two-word description that might help direct your call, for example:
"Pools/Urgent,"or "A/P Reconciliation."

= Technical Support — You should request this type of support if you received an error
message or are having difficulty installing a software update. If technical problems arise
in the Materials Management area, you should ask your Support Receptionist to place
your case in the Technical Support queue. If you are unsure which type of support you
need, ask for General Support.

= Materials Management — Questions relating to the Materials Management folder (which
includes the Product Definition, Bills of Material, Routings, Engineering Change Notices,
Procurement Planning, Purchasing, Receiving, Inventory, Production Control, Sales
Order Entry, Material Requirements Planning, Materials Estimating, and Master
Production Scheduling modules) should be identified as "Materials Management
General."

Deltek Web Site

Via the Deltek Customer Care Connect Web site, you can do the following:

= Download the latest versions of your Deltek products

= Search Deltek's knowledge base
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= Display or download product information, such as release notes, user guides, technical
information, and white papers

=  Submit a support case and check on its progress

= Transfer requested files to a Customer Care analyst

= Access information on enhancement error corrections and other technical issues
=  Subscribe to Deltek communications about your products and services

= Receive alerts of new Deltek releases and hot fixes

You can also submit comments, error reports, and non-urgent support questions. Because
Internet communication and response times can vary, you should not use the Customer Care
Connect Web site for urgent support questions; please call our telephone support number
instead.

To access the client support programs and information on our Web site, you must first register to
receive the login and password for this area. You can register through Online Client Registration
on our main Web page. You need to submit the following information for your company:

= Deltek support ID
= Contact information, including business address and, most importantly, email address

= Software/platform information
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Infrastructure Consulting Group

The Infrastructure Consulting group provides a broad range of services to assist Costpoint users both in making their initial transition to a
Costpoint 7 Web architecture and also in maximizing the potential of this architecture over time.

General Costpoint Services
= Multiple environment deployment and configuration
= Remote user configuration
= Technical planning and reviews
= Hardware requirements analysis and selection
= Deployment planning and testing
=  Client configuration and management

=  Customized security setup and administration

Networks & Connectivity
= File and network operating system selection, optimization, and management
= Server-specific optimization

= Connectivity issue identification and resolution

Relational Databases
= Database selection, tuning, and optimization

= Multiple database implementation and management

Systems Integration Packages

The Deltek Infrastructure Consulting group offers standard turnkey configurations with turnkey installation, configuration, and support options. We
encourage you to take advantage of our expertise in matching Costpoint to appropriate hardware and network configuration.

Deltek systems integrators are highly trained experts. In addition to recommending complete client/server configurations that best match your
needs and resources, our consultants can:
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= Improve the performance of your existing computing infrastructure, or
= Supply expert input for your own design and implementation planning.

Single-sourcing with Deltek means the convenience of making just one call for support, no matter what type of system help you require.

Getting Started with Interface and User Basics 2



" Deltek mwumere

'k Reference Cards (QRC)

Appending B: 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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Quick Reference Card — User Interface

| Screen Configuration —
Click this button to configure
User Preferences. See side
twio for additional informartion.

| Menu Options
The menu options allow you rm basic functions within the
Castpoint application. l:u:l:e of these options to access
additional functions. For example, click the Process menu to access
the Action Menu, Default Action, View Action and Report
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Deltek Costpoint 7.1.1 User Interface
Quick Reference Card
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System: CRIRCK
Validation Frequency Aald

www.deltek.com |

‘User Preferences
! dick the Screen Configuration button on the main
Costpoint screen. The Configure dizalog box displays for the
current role. This dialeg box lists the selected company,
database, and validation settings.
Use this dialog box to access the following:

Top-level Toolbar — Click Modify to set which wop-level
woolbar items are available for the currently

application type.

Current Application Layout — Click Sawve to lock the
application and save the current layout’s position and
sizing for use in a later session.

My Menu — Click Manage to add or modify your My
. Menu list. This list is a custom menu that provides quick
access to your applications.

Sanw Toalbar Configuration for ‘Tt Entry’ spplicrtions x

Spilable buanm Sel ncied bubions

- . H
Becsceins

L [

B

Configure CPSUPERLSER

[Top-tewel Toibar Medty ar R=se |
L Diata Enfry

4

Currend #pplication Layout Sars
Manege Engineanng Change Motices

W MenLs Manage

Administer Profible

|-=eled Pranle -

Configure User Preferences

Use the group boxes on the ure User
Preferences screen to configure defaults for your
user preferences, applications, and menus in
Caostpoint, Selections made on this screen determine
the information that displays when you use Costpoint.

Identification — Your user identification and user
name display in the Identification block of the screen.
These are defined by your system administrator,

User Information — Use the fields in this group box
o entem default company, password, report, and
ation.

phone i

Change Default Period — Select this subtask wo
access the Change Default Period subtask.

UT Profiles — Select this subtask tw access the user
profiles for this application.

T s |

Lkar 0 RELFERLEER

e

F

™ =how Toakar Bulans win Labaks

/ Sawe Toolbar Configuration
Use the Save Toolbar Configuration
dizlog box to configure the default
roolbar settings. Select the burtons from
the Awailable buttons list and click Add |
to add them to the Selected buttons
list. Click Up and Down to set the order
of the display. Click Sawve to save your
changes. These buttons display on the
roolbar for the current application.

application. The

My Menu Table Windows

Use these mhﬂe windows to select the applications that you want to include in your Costpoint
My Menu Application List displays the
displays your frequently used applications. You can customize the My Menu list to indude your favorite
applications and minimize time spent navigating through the entire Costpoint menu.

[T ]

D osboi rrnaro sl Bt el (i Flne
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E] sy | i T |_tiae g iy e T -

0 MADI P23 |I|m-g-m-::||-pp|rqw_;__l LR * kel C onfigu el an and Bchwdular e

POMMELN Wi pa Inksdfa s E krmands P LT v Empiovaelise L
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e R HO by g ey Gy e Temod 11 Applicadar = HIMMFMNFWM PPk

P T Wi Dl Codar Cocet Tapd kg 18 I E ke 1 Teing SOM

lomcEEyT Vsnage Cobrs Esrartion Pary 1 AEREBIRIE ¥ PrivlWarifiow Coriniion Repa WEFD -

POMCERR) Wanape Cobra P ragrsm Meps - | 2] = 0
a[ ] Tr B iy My

applications your rol

options to configure the order a

can access, and My Meanu

To make a selection on the My Menu Application List, highlight the application on this list of all

Costpoint applications and click Select, The My Menu fields display information for each application and
their location within Costpoint. Select these
display in your application. Click Default My Menu to cpen the default menu s

Deltek oo
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Deltek Costpoint 7.1.1 Shortcut Keys, Toolbar lcons, and Buttons
Quick Reference Card
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The following tables list the keyboard shoricuts you can use in Costpoint. The shortcut
keys depend on the function you want to perform on an application, table window, or

process.

Duplicate a selected
linefrecord.

CTRL +E

Force validation for
the selected line.

ALT + SHIFT +V

Clone selected
record.

F4

Print the default
report.

SHIFT + CTRL + P

Add a new line! CTRL+MN
record.
Mark a selected linef | CTRL + DEL

record for deletion

Save all changes
and continue
wiorking on the
application.

F&

Edit Functions

=

Log out.

CTRL + SHIFT +
F12

Force validation for
an object.

CTRL + ALT +W/

Go to the next CTRL +B Decrease the scale | ALT + - (minus)
window. of a report.
o to the next CTRL + —
option. Increase the scale ALT + + (plus)
i rt.
Go to the previous CTRL + «— s
Jon.
o Click OK on a Alt + O
o to the last CTRL + | subtask.
option_
Go to the first CTRL + 1 Print & r\epl:_m in Alt + P
opticn. report preview.
Toggle between CTRL+M Go to the next open | CTRL +J

table and form view.

application.

Toggle viewing
between new and
existing records.

AlIT+CTRL+T

Open the Print
Options window.

CTRL+ALT+P

Copy selected text. |CTRL+C Close the current CTRL + W Go to the next tab. CTRL + TAB
application.
Dpen the Query F11
Cut selected text. CTRL + X
e = Add a new row. F2 k)
Paste copied orcut | CTRL + W Save all changes. F5 Open a Lookup F10
et window.
Execute the default |F3
Undo the last action | CTRL + Z application process. Reset the default SHIFT+ALT+ 2

taken.

positioning and
view.

Copy selected fext CTRL+C
or selected rows (if

no text is selected).

Open the My Menu | FB

window.

Open the help file SHIFT + F1
Refresh all. SHIFT + F11

Process the default

SHIFT + CTRL + R

Show'hide SHIFT +F2 s
messages & ermors. B
Toggle record SHIFT + F7
saction.
Delte Know more,
Do mora.™
© Delek, Inc. 2014
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The following table lists all toolbar icons on the
Costpoint user imterface. The availlability of these
icons depends on the application or screen that you
are using.

BEO-DQAL-B & 2
w | T

Browee Applications

Toolbar icons Toolbar icons

Mame

Save

Click this icon to store amy changes you make on
the screen. If you are working on a record, clicking
this icon refreshes the screen after saving.

lzon

Mame

Reset Default Positioning
and View

Click this icon fo restore the default positioning
and view (Table View or Form View) of the
currently active screen.

Save and Close

Click this icon to store amy changes you make on
the screen. If you are working on a record, clicking
this icon retains that record after saving for further
editing.

Show Messages and Errors

Chick this icon fo display the Messages window
where you can view messages that appeared or
errors that occwurred for the currently active
application.

Refresh Click this icon to restore the default values or clear
the fields on a screen, subtask, or documenit.

Clone Record Click this icon to duplicate an existing record. You
can then edit that record and save it as new data.

Lookup Click this icon to open the Lookup window for a
selected field.

Default Action Click this icon to run an application’s default

process. You can click the drop-down amos
beside this icon to view and select available
actions for the cumently active screen.

?up Workflow Clhick this icon fo resend the workflow email. You
"‘ can use the drop-down armow to view workflow
activity instructions and complete an activity.
My Menu Chick this icon fo open the My Menu panel, where

*

you can wview all your commondy used applications.
You can st up My Menu using the Screen
Configuration icon or the Configure User
Preferences screemn.

Wiew Action and Report
Status

Click this icon to open the View Action and Report
Status screen, where you can view all active and
inactive jobs in the job server.

2

Open Applications

This icon displays the number of open applications
for the current session. Click this icon to view
these applications. You can use this list o
navigate between applications or close an
application.

Screen Configuration

Chick this icon to view the current company,
system, and validation frequency. ¥ou can also

E e Click this i to i i CEess.
e ; L e B customize your screen configuration (Top-Level
Toolbar, Current Application Layout, and My
Page Setup Click this icon to open the Page Setup dialog boo, Menu) and selzct an administrator profile. You
where you can set up the page layout for printing must close all open applications before you can
reports. select an administrator profile.
Print Options Click this icon to open the Print Options dialog — Select Company Click this icon fo view the current company
boo, where you can sat up the system printer, print rhy accessed by the current session. To switch to
to file, email delivery, and archiving options. another company, you must close all open
2 5 Ty 3 o applications, click this icon, and select the
Preview Default Report Click this icon to preview a report. This icon company you want to access from the drop-down
processes report previews for report applications list.
only.
Lag Out Chick this icon to log out of Costpoint. Upon
Print Defsult Report Click this icon to print a report screen’s default h Bl ik Dttt sl sl yaots Ko s iy
report as set up in your print options. This icon changes. Unsaved data will be lost.
prints reports for report applications anly.
Delte Know more,
Do rmcare.™
© Deltek, Inc. 20414
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The following table lists all function buttons on an application screen. The availability of these icons depends on the screen or subtask that you DEItE Know more.
are using. Also, these buttons display depending on whether the screen or subtask is displayed in Table View or Form View. Do more.
Toolbar icons
Buiton Mame Description
|_N o | Mew Record Click this button to create a new record or insert a new line into a table window.
Copy Record Click this button to duplicate a selected recordfline. You can then edit this record/line and save it as new data.
—OPY
Delete Click this button o mark a selected recordfline for deletion. That recordfline does not delete until you sawve your changes.
Dajare
Undelete Click this bution to restore a recordfline that has been marked for deletion.
|_Undelete
= Attach Click this button fo attach a document to the currently selected record.
Attach |
1™ First Im Form View, click this button to go to the first itemn in the current list of records.
< Previous Im Form View, click this button to go to the previous item in the current list of records.
[ Toggle WView Im Form VWiew, click this button to switch between a list of existing records and a list of new records.
> Mext Im Form View, click this button to go to the next itern in the cument list of records.
[ Last Im Form View, click this button to go to the last Rem in the current list of records.
Table Switch to Table View Click this button to display a screen or subtask in Table View.
-F;:I rm" 1 Switch to Form View Click this bution to display a screen or subtask in Form View.
T QDuery Click this bution to open the Query window.
D Select/Deselect This Record Im Form View, select this check box to select the curmently displayed record. This check box allows you to select multiple records.
O Maximize Click this buttion to maximize the size of the application screen.
] Restore Click this button to display the default size of the application screen.
e Set Always on Top Click this button fo pin or constantly display a subtask of an application even if you use its parent or main screen.
[x] Close Click this button to close a screen or subtask. Costpoint prompts you to sawe any changes you made on the screen.
e 1 Email Click this button to view messages and attachments related fo the current record or o send messages with attachments.

C Deltek, Inc. 2013
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Quick Reference Card
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Fmd Tab

Use= this tab to retrieve records using
specific fields on the Search Criteria
group box. If you use the Find tab, your
search is limited only o the available
search fields.

The search fields on this tab changes
depending on the Costpeint screen that

| ¥ou are using.

\ S

.,
~.

_.»/Quer\r Tab B,
| Use the tab to create custom criteria that will |
be used the ssarch process. You will need

to enter following infermation for ea

Query condition:

#  Field — Enter the field that you want to
use in the search parameter.

- Relation — This is the legical operator
for the condition statement (for
example, Contains, Begins With, Is
Greater Than, and so on).

®  Value — This is the field data (or part of
the data) that you want to use in the
search parameter.,

=  Combine Method — This is the method
of multiple condition statements. You
can select either AND or OR in this field. |

o

Query Function

The Query function in Costpoint 7.1 allows you to search for single or multiple
existing records on the tables used by a parscular screen. You can pe
and advanced searches using the Find, Query, Sort, or Saved Queries tabs on
the Query dialog bowx. Query is available on Costpoint maintenance screens.

rform basic

."/Eluﬂ'yﬂuﬂnn i

Click this button to dis-
play the Query dialog
beox. You can alse dick
the drop-down arrow on
this button to quickhy
ACCess my_e:isling

BESO-C =

'l:h-ﬂ'UEd queries. A

2 B E - 3
Wr [E]| emwsotosorisre | coceuning > Genevaileoger » dcoouns > Manage Accounts
= Acoaunt
Aeeaum ? Mamg* | Lesal
B‘II:‘
FDatail Almummp EHI“4 Query Diﬁiﬂg Box I Eunmtrnnrmmb
%Fm&ﬂﬂﬂqunﬂ A * ] Pl Staities 1
Ty ] FdErding 1
Fnxy
Besires wiin ]

[egine with =
(] x:

[ = Cram] [ 2are Suere | [ rnas]

-~ . =

| SortTab | saved Queries Tab i
Use this tab to define how Costpeint will display the
results of your ssarch. ¥ou can select the fields that will
be used to sort the records and the sorting erder of the

search results.

Use this tab to view or run
previcusly saved queries
for the screen. You can also
done and delete existing

| saved queries.

The sorting parameters listed in this tab will be used
when you run the search process on the Find or Query

'\ tab. )
e o

|/Slan-dan‘l Buttons

ik O qanizasions

.

The Find, Query, and Sort tabs

contain the following buttons:

*  Count — Click this button
to di the number of
retﬂaiatwiibem—
turmed by the search pro-
cess.,

*  Save Query — Click this
button to save the details
of your current searnch.
This will 2dd your search
to the list on the Saved
Queries tab.

*  Reset — Click this button
to reset the fields on the
tab.

_d

Knicw more.

Deltek e
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Fields with Lookup

The Lookup function is available on all fields that have a
thick blue bar on the right side. If you move the pointer
over the blue bar or if you dick in the field, this line
changes o a Lockup icon.

Lookup Function

Use the Lockup function to select from a list of values that are valid in particular fields. Te
access this feature, dick the Lockup icons (either on the global weolbar or in the selected
field). Alernately, you can press F10 after you dick in a field that has the Lookup funcrion.

The Lookup function is useful when you are unsure of the exact value needed to complete
a field.

Deltek Costpod

| EE ?zﬂbﬁ-""ﬂﬂiﬁﬁﬂﬁi_ Accounthg =  Generalledger = Accounts = Manage Accounts _ii E
Lookup Icons \ [[Fams || Eopy || Dintm | ia ot [1 et 1 Ham [S ) | Tolie || Doy | ][]
Click the Lookup icon to launch the Lookup :
dialog bos: for the selected field. This icon Hams kel
is available on the global toclbar and in L ; =
each field with the Lookup function. Fimel Yoo
Accaunt Type -Mone- - tLeave blank for no restriclions)
[l Pmiest Raguir Apenuat ERlR GiH T ] F¥ Blarting ] PdBtating | 1
[ fctive A = y s -
TiraE Codleshan Seeaurd Ton - "@ Lookup Dialog Box I ——— j
Financial Blefemeni Ling Fl M— G
! W TC Account Type TC Account Type Description
. ;. BOTH Beoth Time and Expense fccount 3
e RO T q-" ! ERFERSE Expense Accouni Type D
TH TIME Time Account Trpe | [
TS I o] w [»
T=FR I
Usza Ousry to Refine Sort Vour Search
W
/ﬂ AutoComplete Feature o, [ Select ] [ Cancel ]
Exschi Fredclwith thie | ka1 Fransctson sl e Hhe o X 3
AutoComplete feature. A list instantly displays P - Query Button |
up to 10 results that begin with the characters Lockup Dialog Box h Click this button to open the Query dialog baox. This
that you enter. The list d'lan_ga E s : : function allows you to filter the Lookup results and
more characters. From the list, you can select The Lookup dialog box displays the values that s e et T el e et
the specific value that you want to use in the are available for entry into a specific screen field. {Find, Query vs‘::rt. i Qu?zris]r.?
field. when you highlight a value in Lookup and click | ] '
the Select button, Costpoint transfers that value ~
If there are more than 10 AutoComplete results, to the field from which you launched Lockup.
you can click more values... to view the com- - d D It Know more.,
'\\-plete list. ,/. E e Do more.™
" © Deltek, Inc. 2014
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Form View
Any screen in Costpoint that has the Query function can display in Form T:ﬁfﬂ_sdﬂcg":
View or Table View. Usually, if more than one row is returned in a Query, r:'l'ght St
the screen displays in Table View. % screen. Click this area
F ck mﬁm‘;:zﬁh nf'l:hl? screen to select
In Form View, the screen displays as shown below, with the fields Form View. The name of E i chepry ’

grouped in boxes. In Table View, the fields display in a grid, as shown on :,"'n'f‘h“m“l 5’::25 as
the next page. To toggle between the different views, click the Table or
Form button on the application toolbar.

Address, will b2 appended to some of the field names. For example,
Line 1 Address, Line 2 Address, and so on.

w
Identfication m'lcmllusmllﬂ-{ Zet 1 Exning || & || P HIJEE Tumey vDi_EJ 1
e r—— ; N T
Payment Office™ CAMNDR Descrption  anather office
Address
MHame ™ |JEFF Vihibmer City |F-'hiIE|dEI_|:|-hia
Lirne 1 [3453 Dak Lane StateProunce [PA
Lne2  [Suits 302 | Country lusA ]
7, e Postal Code 16E52-1111 |
Y

' N B i ™ Table View can display many records at Click this button ©

when this group box displays in Table View, the name of the group bos, | one time, so these buttons de not display "‘Iacximi‘l'v_lEE the ;z:gF

in Table View. the application

\, soreern.

Deltek sonme=
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Table View
5 : " The field names in Table view sometimes differ from the names in Form B Click this button to toggle

Eed_lr::":ﬁ gzl:?mn:hﬂ I:Im = view. The Address fields in Table view were part of the Address group box between Table view and

T e e = m in Form view, so Address is a?gended to the regular field name. Some- Form view. The name of

eyl the in ﬂIEuEElEEHE times names may be changed for space reasons, the button changes as you

| | o] [ | [owie] [ | [Eem]w ] [B][X]

- —

I mmm* Payment Offica Description ‘Company Hame ™ Line 1 Addraas | Line 2 Address Ling 3 Address | :
CANDR ancther office Jef Wirtmer Dak Lane [Sus 302 7| - |
DCASR DC PAYMENT OFFICE JAIE S ROBINSON 1301 PEMNMSY LY ANLA ANE 3RO FLOOR Suite 311 W
EPAY E-Pay Cnline _E-Pay nling E5 E-Pay Way Eldg 5 :E =
GO U3 Governmaii U3 Govammment |7 Govarnmant Road Bldg 7 e
GRO GOWERNMENT PAYMENT OFFICE | JACK PALMER |458 INMNER HARBOR JEFFERSOHN BUILDING AMMEX & B
HQ0104 DFAS Columbus Center DFAS Colurnbus Center SPOT0099rASASY AT OF AS5-C0-5EFPK PO Box 182317 c T

- " >

The columns in Table View dis- Some text boces in Table View display popup text Group boxes that contain options in Table View display as drop-

play in the tab order of the Form buttons: = down lists in Form View, as shown below.

View screen. |
Click this button to display a popup text box in i =4
which u can enter text. Use of this button is - -
-npl:an?hlt if you need to enter a lot of wexr, it Table View Form View
enables you to see all the text as you enter it

Basis Type Basis Type © |
@ Dollars 2 Hours 21 Linles -
_Huur5 [

Linits

Deltek &ewmere
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Deltek is the leading global provider of enterprise software and information solutions for professional
services firms, government contractors, and government agencies. For decades, we have delivered
actionable insight that empowers our customers to unlock their business potential. Over 14,000
organizations and 1.8 million users in approximately 80 countries around the world rely on Deltek to
research and identify opportunities, win new business, optimize resource, streamline operations, and deliver
more profitable projects. Deltek — Know more. Do more.®

deltek.com

www.deltek.com Delte ggon\:orpg:e.


http://www.deltek.com/

	Getting Started
	Introducing Costpoint
	Support Services

	Costpoint User Interface Overview
	Global Toolbars and Menu:
	Domains and Applications:

	Global Toolbars and Menus
	Global Menu
	Global Toolbar
	Global Toolbar Menu

	Navigation Toolbar
	Navigation Toolbar Menu

	Application Toolbar
	Application Toolbar

	Global File Menu
	Global Line Menu
	Global Options Menu
	Global Process Menu
	Global Workflow Menu
	Global Help Menu
	Search Help Topics


	Costpoint Domains and Applications
	Domains
	Modules
	Application Groups
	Search for an Application

	Applications
	Main Screens vs. Subtasks
	Table Windows
	Find Values Within the Table
	Replace Values in the Table
	Lock/Unlock Columns
	Resize Columns
	Move Columns
	Sort Tables in Ascending Order
	Sort Tables in Descending Order
	Arrange Table Columns
	Show/Hide Screen Controls
	IDs and Codes
	Segmented IDs
	Range Options
	Select/Delete (or Deselect)
	OK
	Cancel

	Logging Out of Costpoint



	Ease of Access Features
	Lookup Feature
	AutoComplete Feature
	Query Feature
	Find Tab
	Search Criteria

	Query Tab
	Query Condition

	Sort Tab
	Sort Records By
	Add Sort Parameter

	Saved Queries Tab

	Clone Record and Copy Record Feature

	User Preference Functions
	Change Default Period
	Maintain My Menu

	Data Management Functions
	File Upload Manager
	Linked Content Files
	Subtasks
	Table Information

	Content Data Fields Subtask
	Load Costpoint Record with Content Data Fields
	Load Content Data Fields with Costpoint Record
	Table Information

	Save Files to the CMS

	Report Output Options
	Identification
	Parameter ID
	Description

	Delivery Options
	System Printer
	Print to File
	Download
	Email
	Archive
	Local Printer

	Queueing
	Submit Batch Job

	Document Locale
	Locale

	Pages
	All
	Pages
	Print Cover Page

	System Printer
	Printer
	Printer
	Name
	Resolution
	Scale
	Color Printing
	Paper Source
	Print on Both Sides
	Printer Type
	Location

	Setting Up and Using a Local Printer
	Copies
	Number of Copies
	Collate

	File Options
	File Options
	File Type
	File Name
	Alternate File Location


	Email
	Email
	To
	Cc
	Subject
	Additional Attachments
	Text


	Archive
	Archive
	Archive ID
	Description
	Never Delete
	Delete When Older Than
	Delete After





	Password Management
	Generate Random Password
	Requirements for Random Password Generation
	Generate a Random Password
	Auto Generate Random Password

	Change Password
	Old Password
	New Password
	Verification


	Appendix A: If You Need Assistance
	When to Call
	Regular Support
	Emergency Support

	Returning your call: Information on Deltek's call tracking system
	Who to Call
	Deltek Web Site
	Infrastructure Consulting Group
	General Costpoint Services
	Networks & Connectivity
	Relational Databases
	Systems Integration Packages


	Appending B: Quick Reference Cards (QRC)
	Quick Reference Card – User Interface
	Quick Reference Card – Shortcut Keys and Toolbar Icons
	Quick Reference Card – Query and Lookup
	Quick Reference Cards – Views


