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Shown here are the high-level steps to view the Costpoint User Interface. Some steps include sub-steps.

Navigation
• Use the Page Down key to proceed through the Quick Step.

• Use the Page Up key to return to a prior slide.
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Use Open Applications, My Menu, search bar, and 
menu paths to open and navigate through 
Costpoint’s domains, modules, and applications.
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Click the Home Dashboard icon to view actionable data that you 
access most often, which includes information on your timesheets, 
pending tasks and workflow approvals, expense reports and 
authorizations, available leave balances, and outstanding expenses.
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You can access My Menu from the following 
locations:
• Left navigation menu
• Navigation toolbar
• Welcome screen

Use My Menu to view applications you are 
configured to use. If you have the rights, you 
can add screens to your My Menu
application list and create navigation 
banners.
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Click Open Applications to view the list of applications 
that are currently active or open. You can access it from 
the following locations:
• Left navigation menu 
• Navigation toolbar
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If you have any  application open, 
click the Show Welcome Screen
icon to display the Welcome screen.
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There are three ways to open an application.

First is to enter the application name or ID in the search bar on top of the left navigation menu. 
For example, if you want to open the Manage Engineering Change Notices screen, just type 
Manage Engineering Change Notices or its application ID, ECMECN, in the field.

Costpoint will then display the application name (with ID) that matches your entry. Click the 
application that you want to open.
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Second, click the domain that you want to access. The 
domain’s associated modules then display in a panel 
immediately to the right of the domain list. When you select a 
module, additional panels display with application groups and 
related applications available for use.

Your path is highlighted in blue. You can also navigate through 
the menu by selecting a different item from the previous 
panel’s list.

Costpoint User Interface

Navigation

Global Menu

Global Icons

Subtasks

Screen Configuration

Others

Home Dashboard

My Menu

Open Applications

Show Welcome Screen

Access an Application



The third way to access an application is through the Welcome screen. If you 
have recently opened an application, it will display on the Recent Activity
section, and you can click it to directly go to that application. 

If this screen has been added to your My Menu, you can open it from the 
My Menu section.
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Click options from the Global Menu to access 
additional functions.

Global Menu

The Global Menu allows you to perform basic 
functions within the Costpoint application. For 
example, click the Process menu to access the 
Action Menu, Default Action, View Action and 
Report Status, File Upload, and File Download
functions.

Note:
The available functions depend on the 
application being displayed.
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Use the global icons to maneuver around Costpoint applications.

Global Icons

They are located on the Costpoint Global toolbar and can be 
accessed at any time but may depend on the available functions 
for the current screen.
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Subtasks

Subtask links display across the middle and/or bottom of the main screen.

After you complete and save the fields on a screen, or make updates to existing entries, you can 
use the screen’s subtasks to enter additional information about the record. Click the subtask links 
to access screens where you can enter detailed information for the record. 
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Use the subtask toolbar to perform functions specific to 
the selected subtask. You can scroll over each button for 
a tooltip.
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Click your username to open the Screen 
Configuration window and see information 
such as the company name, database, and 
validation settings.
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Application Preferences

In this area, you can edit settings for the currently opened application. 
For example, set the toolbars to display for the Manage Engineering 
Change Notices screen in the Global Toolbar Icon Options.
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Click Save on the Application Layout Changes area if you 
want to retain the current layout of the application that 
is open.

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 the application.
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Click Edit on the Global Toolbar Icon 
Options area to open the Save Toolbar 
Configuration dialog box.
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Use the Save Toolbar Configuration 
dialog box to configure the default 
toolbar settings.

• Select from the Available buttons 
list and click Add to move them to 
the Selected buttons list. 

• Click the up and down arrows to 
set the order of the display. 

• Click Save to save your changes. 

These buttons display on the toolbar 
for the current application.
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Use Color theme to set your view in 
Light or Dark mode.
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The Auto Positioning feature, which automatically 
resizes screens based on the available space, is 
always turned on in the new user interface.

Note:
Depending on your license, this feature 
may not be available for you.
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Use the Manage User Profiles area to customize 
user profiles.

A user profile is a collection of screen and functional 
logic customizations that can be assigned to users or 
user groups to provide custom user capabilities.

You can only manage user profiles if all applications 
are closed. Click the Close Applications button to do 
this.
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Once all applications are closed, 
select a user profile to customize.
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Click Manage Profile.
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When a user profile is selected and activated, your 
username in Screen Configuration changes color to 
indicate that you are in the User Profile mode.

Open the application that you want to customize and 
modify the screen.
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Click your username again to display the Screen 
Configuration window. Then, click Save beside the 
Application Layout Changes area to save your 
customization.

Click Close Applications to exit the user profile.
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Click the Configure User Preferences link on the 
Screen Configuration window to manage My Menu.

My Menu is the star icon on the left-hand side of the 
screen and also has a separate area on the Welcome 
screen. It provides a convenient access to your 
favorite applications.
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On the Configure User Preferences screen, use the table windows to select the 
applications that you want to include in My Menu.

The My Menu Application List displays the applications that your role can access, 
and My Menu displays your frequently used applications. You can customize the My 
Menu list to include your favorite applications and minimize time spent navigating 
through the entire Costpoint menu.
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To make a selection on the My Menu Application 
List, highlight the application and click Select.

The My Menu fields display information for each application and their location 
within Costpoint. Select these options to configure the order and type of 
menus that display in your application.

Click Default My Menu to open the default menu subtask. Click Save.
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Click the Show Messages & Errors icon (or press 
SHIFT+F3) to view any messages and errors related to 
an application that is open.
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Click the View Action and Report Status icon to 
open the View Action and Report Status screen.

Use the View Action and Report Status screen to 
monitor the overall workload on the job server and 
view the status details of the jobs being processed.
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Click the Voice icon to enable Hey Deltek! 

Hey Deltek! is a virtual personal assistant that helps 
you enter and manage data by listening to your voice 
and performing a task you tell it to do.
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Click the company name you are currently using to select 
a different company.

Note:
Depending on your license, the multicompany 
feature may not be available for you.
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Select a company, and then click Change Company.

All applications should be closed before you can switch 
to another company.
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Once you switch to another company, the 
company name displays on top of the screen.

Costpoint User Interface

Navigation

Global Menu

Global Icons

Subtasks

Screen Configuration

Others

Show Messages & Errors

View Action and 
Report Status

Hey Deltek!

Select Company

Logout



Click the Logout icon to 
sign out of Costpoint.
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This concludes the 
Costpoint User Interface Quick Steps.
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