Deltek.

Costpoint User Interface
Quick Steps



Costpoint User Interface Quick Steps

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

NAVIGATION GLOBAL MENU GLOBAL ICONS SUBTASKS SCREEN CONFIGURATION OTHERS
A Home Dashboard Application Show Messages &
Preferences Errors
My M Application Layout View Action and
B y vienu Changes Report Status
C Open Applications Global Toglbar Icon Hey Deltek!
Options
D Show Welcome Screen Color Theme Select Company
E Access an Application Auto Positioning Logout
F Manage User Profiles
G Configure User Preferences
Navigation
Deltek * Use the Page Down key to proceed through the Quick Step.
eiexk

* Use the Page Up key to return to a prior slide.
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B Welcometo Costpoint

Costpoint User Interface

Open Applications (0)

My Menu

Navigation

Vv

Global Menu

General Menu

v/

Manage Employee Information

Global Icons

N o Manage Contracts
Su btasks Manage Supporting Schedule Formats

¥ Create Revaluation Entry

Screen Configuration

v/

A Unpin Menu
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Q, Use CTRL+S to search s m

Costpoint User Interface

Open Applications (0) " “~ E M Welcome to Costpoint
My Menu b
General Menu e
Accounting
Home Dashboard
CRM & Contracts
My Menu
Planning
Open Applications Py |
Manage Employee Information
Show Welcome Screen Materials
Manage Contracts
Access an Application Beopls
v Time & Expense Manage Supporting Schedule Formats
Reports & Analytics
Global Menu Create Revaluation Entry
Admin

v/

Global Icons

v/

Subtasks

v/

Screen Configuration

v/

A Unpin Menu
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Costpoint User Interface

Open Applications (0) " Welcome to Costpoint

Recent Activity My Menu
Manage Project User Flow
My Menu
Manage Accounts Payable Vouchers
Fal

General Menu

Open Applications

Acec
Show Welcome Screen
CRM
Access an Application Plan
v Proj :
Global Menu Mat
v Peo
Ti
Global Icons
Re
v Adm
Subtasks

v/

Screen Configuration

v/

A Unpin Menu
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Costpoint User Interface —
Open Applications (0) W "ﬁ‘ W [ [ Welcome to Costpoint

My Menu

General Menu

Accounting
CRM & Contracts
Planning
Open Applications Py .
Manage Employee Information
Show Welcome Screen Materials
Manage Contracts
Access an Application Beopls
v Time & Expense Manage Supporting Schedule Formats
Reports & Analytics
Global Menu Create Revaluation Entry
Admin

v/

Global Icons

v/

Subtasks

v/

Screen Configuration

v/

A Unpin Menu
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Show Welcome Screen

Access an Application

v/

Global Menu

v/

Global Icons

v/

Subtasks

v/

Screen Configuration

v/
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Q, Use CTRL+S to search

Open Applications (1) L
My Menu b
General Menu e

Accounting

CRM & Contracts
Planning

Projects

Materials

People

Time & Expense
Reports & Analytics

Admin

A Unpin Menu
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Projects > Project Setup > Project Setup Controls > Configure Project Settings

Project Settings

Projects  Proje

[] Validate Proje

E Show Penod

Modifications Effective Date *

I-F'Eliud of Performance 5tart and End Date

Update POP Start Date based on earliest Start Date From ™ |',.E.,|| Modifications

Update POP End Date based on latest End Date From *

|Default System Date

[Elnly muods with [atest effective dates

Track Owning Crganization History

[} Use Goal Multipliers for Billable Value Calculations

[} Validate Modification Dezcriptions

_ I.-E!uil::k Project Defauﬂs—.l

¥||| Owning Organization & 'I

¥||| AccountGroup

I D Use Quick Project Templates

Revenue Formulas  Corporate Settings
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lanage Engineering Change Notices (ECMECI elcome to Costpoint

Manage cngineenng Lnange Heasons [ELMESN )

Manage Engineering Change Priorities (ECMPRI)

Manage Engineering Change Rejection Reazon Codes (E

Manage Engineering Change Types (ECMTYPE)

Manage Engineering Change Approval Titles (ECMECAP

Manage Engineering Change Project Approvers (ECMPR.

Manage Engineening Change Approval Processes (ECME

CRM & Contracts
Planning
Projects

Materials

Access an Application Eeoph:
v Time & Expense Manage Contracts
Reports & Analytics
Global Menu Manage Supporting Schedule Formats
Admin

v/

Global Icons

v/

Subtasks

v/

Screen Configuration

v/

A Unpin Menu
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Q, Use CTRL+S to search D @ m
Open Applications (0) Wl A W [0 [ Welcome to Costpoint

Costpoint User Interface

My Menu b
Navigation
General Menu .
Accounting

Home Dashboard
CRM & Contracts

My Menu

Planning

Open Applications

Projects
Show Welcome Screen Product Definition > Engineering Change Processing Manage Engineering Change Notices

Bills of Materia b ECN Reports/Inguiries b Approve Engineering Change Notices

Access an Application
v Routings > ECHN Utilities > vdate Approved Engineering Change Notices
Engineering Change Motices Engineering Change Controls 2 Apply Engineering Change Notices

Global Menu

Procurement Planning b Print Engineering Change Motice Travelers

v Purchasing

Global Icons Receiving ? Second, click the domain that you want to access. The

V Inventery domain’s associated modules then display in a panel
oroduction Gontro S immediately to the right of the domain list. When you select a
Subtasks module, additional panels display with application groups and
Sales Order Entry related applications available for use.
v Master Production Scheduling
Your path is highlighted in blue. You can also navigate through
the menu by selecting a different item from the previous
panel’s list.

Screen Conﬁgu ration Material Requirements Planning >

Materials Estimating

v/

Others

Supplier Porta

& Unpin Menu
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Costpoint User Interface

My Menu N

General Menu P

Recent Activity My Menu

Accounting

Manage Engineering Change Notices

CRM & Contracts FCMECHN

WL

Manage
Project User
Flow

Manage Fiscal

Planning Configure Project Settings Years

Projects _
Manage Project User Flow

Materials

Access an Application Eooph:

v Time & Expense

Reports & Analytics

Global Menu

Admin

v/

Global Icons

v/

Subtasks

v/

Screen Configuration

v/

A Unpin Menu
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Costpoint User Interface

Open Applications (1) S
My Menu b
General Menu ra
Accounting Basicinfo  Details  customer Informatior  Click options from the Global Menu to access
Global Menu CRM & Contracts additional functions. bomit for Approval
Planning Bt < |%|m
v Slatus [Pending
Projects e i) Global M
- obal Menu
Global Icons _ ot 1
Materials Organization |
Vv People | The §Iobal I.\/Ie.nu allows you to perform basic A ¥ e e e
Subtask Time & Expense Parts Impacted functions W.Ithln the Costpoint application. For == = =
T P [ TP ke e meny o scess e Sl
v e :||—- Action Menu, Defauit Action, View Action and
S I Report Status, File Upload, and File Download T R —
Screen Configuration functions.
4 Y
Vv @ Note:
= The available functions depend on the
application being displayed.
\L J

& Unpin Menu
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Open Applications (1) S

Costpoint User Interface

My Menu e
z | ldentification_ 000000000 . . . .
Use the global icons to maneuver around Costpoint applications
General Menu ~ ECHN ID
Accounting BasicInfo  Details  Customer Information  Cusioiier reores

CRM & Contracts

Planning (1022023 |5 Global Icons
T —
i S | They are located on the Costpoint Global toolbar and can be
Stz e Materials S accessed at any time but Mmay depend on the available functions

Organization

for the current screen.
v People

Groups  User-Defined Info

S u btaS kS Time & Expense Parts Impacted Mew L J Form —
n Original Orriginal Original Part Original Part Original Part
Reports & Analytics ﬁ I

Admin Part Documents MBOM Components  MBOM Orig Assy MBOM Chng Assy EBOM Components EBOM Orig Assy EBOM Chng Assy  Routings

Screen Configuration

v/

& Unpin Menu
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Subtasks

Vv

Screen Configuration

v/
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Open Applications (1) S
- Manage Engineering Change Notices [ New || coov | w [[ Detete |11 10 11 0 1 mew [ TR 100 1 Tatie | T | Cue | T||-||_||I:I”ﬂ
My Menu W
General Menu ~ e Subtasks
Accounting

CRM & Contracts

Date "
Planning

Slatus ©
Projects

Employee
Materials
People

Time & Expense
Reports & Analytics

Admin

& Unpin Menu

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.

Dalete || Fom || Qusry

Crriginal
Part Rev

Original Part Criginal Part Cirigimal Part

Description Status Active
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Costpoint User Interface

* E [ Materials > Engineering Change Notices > Engineering Change Processing > Manage Engineering Change Notices

Open Applications (
[ Manage Engieering Crange Notes DENENNEEEENE | MOEER

General Menu s CH ID Description

Accounting

CRM & Contracts ype Clags " _Select- Priority 71 Submit for Approval

- E' d ‘. e i 4 :':. ..',-". 5Tk ": '| :','I I:IE' dson i
Planning - -

St ending Approval Process Use the subtask toolbar to perform functions specific to

Project Originator
. the selected subtask. You can scroll over each button for

Employee Hame "

Materials Organization hone d tOOItIp

People

Time & Expense
Subtasks P
B8 Action Ciriginal Crriginal Original Part Criginal Part Cirigimal Part

Reports & Analytics ' Code - Part Part Rev Description Status Active

Screen Configuration

v/

& Unpin Menu
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Open Applications (1) “ -ﬁ‘*- * m M Materials > Engineering Change Notices > Engineeri CIICk your username to open the Screen _

* Manage Engineering Change Notices

My Menu v Configuration window and see information == v » — O x

Costpoint User Interface

" Identification
Navigation - i such as the company name, database, and
General Menu A~ ECNID | | Description . ] i
—_——" validation settings.
v Accounting Basicinfo  Details  Customer Information  Customer Notes
CRM & Contracts Type * E——— Class ™ 2 TR iori —_— Submit for Approval
Global Menu ¥pe | | [Select-  ¥] S| = -
Date * T Reaszon ™ Hold
g ) (1010212023 =] | ]
v Status |'F*ending ' Approval Process I Revision
Projects Mg
Employee Mame™ |
Global Icons _ 1
Materials Organization Phone | I | I
PEBFIE Impacted Projects  Approvals General Hotes Technical Hotes  Implementation Motes Texi Documents EC Impacted Groups  User-Defined Info
Su btaSkS Time & Expense Parts Impacted Mew v Form =
- ‘ A.c:tiug Original Orriginal Original Part ‘ Original Part Original Part
Reporis & A.nalﬁil:s ﬁ Line Code n| Part Part Rev Description Status Active

Admin Part Documents MBOM Components  MBOM Orig Assy MBOM Chng Assy EBOM Components EBOM Orig Assy EBOM Chng Assy  Routings

Screen Configuration

Application Preferences

Application Layout Changes

Global Toolbar Icon Options

Color Theme
Auto Positioning
Manage User Profiles

Configure User Preferences

v/
Others

& Unpin Menu
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Open Applications (1) W ﬁ * [ Materials = Engineering Change Notices > Engineering Change Processing > Mal

Costpoint User Interface

e 7 » Manage Engineering Change Notices Mew | Copy | ¥ | Delete v(IB| X
y Menu
. . : ~ld¢entification
Navigation . | ——
General Menu P ECH ID Descriplion
v Accounting

Application Preferences

Global Menu CRM & Contracts
S In this area, you can edit settings for the currently opened application.
VvV For example, set the toolbars to display for the Manage Engineering
ellelsel [aame B Change Notices screen in the Global Toolbar Icon Options.
Materials o
WV People ' Impacted Projects  Approvals General Motes  Technical Notes e . Groups  User-Defined Info
Subtasks Time & Expense Parts Impacted New = =55 =

o Original Ciriginal Original Part Original Part Origimal Part
H Lime Code ™ Part Part Rew Description Status Active

Reports & Analytics

Vv

Admin Part Documents MEOM Components MBOM Orig Assy MBOM Chng Assy EBOM Components EEBOM Orig Assy EBOM Chng Assy  Routings

Screen Configuration

Application Preferences
Application Layout Changes
Global Toolbar Icon Options

Color Theme
Auto Positioning

Manage User Profiles

Configure User Preferences

v/
Others

& Unpin Menu
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“ % [ Materials = Engineering Change Notices > Engineering Change Processing > Ma

Costpoint User Interface

Open Applications (1) N

» Manage Engineering Change MNotices Mew | Copy | W || Delete oy Y| — || O X
My Menu b  ndiratrs
Navigation ‘ _ _ P E————— |
General Menu PN ECN 1D Description
v P 2 . . ; . st U ot L e R 2.
: - Click Save on the Application Layout Changes area if you Cotor theme. @ Lia
Global Menu CRM & Contracts want to retain the current layout of the application that At Positioning On
LT T IS open.
V/
Projects A . .r
For example, you might want a specific subtask to
Global Icons _ . ) ] :
Materials automatically display every time you access a particular
N/ Fonila | application. You can also save the order of the columns
for a particular table. Click Reset to revert to the default = . - =
SUbtaSkS TImE&ExpEHSE Settlngs for the appllcatlon Original Part Original Part Origimal Part

Reports & Analytics Description Status Active

Vv

Admin Part Documents MEBOM Components MBOM Orig Assy MBOM Chng Assy EBOM Components EBOM Orig Assy EBOM Chng Assy  Rouhlings

Screen Configuration

Application Layout Changes
Global Toolbar Icon Options
Color Theme
Auto Positioning

Manage User Profiles

Configure User Preferences

v/
Others

& Unpin Menu
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Costpoint User Interface

Open Applications (1) N
oy 7 » Manage Engineering Change Notices Mew || Copy | ¥ || Deicte || 1+ | R | Il ox
yMenu N ‘
NBVlgathn e — T Manage Engineering Change Notices
General Menu L ECHN ID |. Description g g 5 g
V Accountin - - i . . T
: Gasicinio  Detals — Cus Click Edit on the Global Toolbar Icon
Global Menu CRM & Contracts Type * | Options area to open the Save Toolbar 17
Date ™ e . . . o
— i gz - Configuration dialog box.
v/ Stalus [Pending
Projects i
Global Icons Efptoree B i e
etenee ) . Ol
—_——————————————————————————————————— ‘
v PE‘:PIE Impacted Projects Approvals General Hotes  Technical Motes .. crsmer — e — o |Groups User-Defined Info
Subtasks Time & Expense Pansimpacted e e e e | =
- Action Original Orriginal Original Part Original Part Origimal Part
Reports & Analytics ﬁ Line Code ™ Part Part Rev Description Status Active

Admin Part Documents MEOM Components MBOM Orig Assy MBOM Chng Assy EBOM Components EEOM Crig Assy EBOM Chng Assy  Rouhlings

Screen Configuration

Global Toolbar Icon Options
Color Theme
Auto Positioning

Manage User Profiles

Configure User Preferences

v/
Others

& Unpin Menu
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Navigation

Vv

Global Menu

V/

Global Icons

Vv

Subtasks

Vv

Screen Configuration

Application Preferences
Application Layout Changes
Global Toolbar Icon Options

Color Theme
Auto Positioning

Manage User Profiles

Configure User Preferences

v/
Others
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ﬁ * E [ Materials = Engineering Change Notices > Engineering Change Processing = Manage Engineering Change Notices

Use the Save Toolbar Configuration
dialog box to configure the default
toolbar settings.

e 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.

Save Toolbar Configuration

_| Show Toolbar Buttons with Labels

Name

Apply Configuration for Current Application Only.

Order Remove

+
3

3
3
3
3
+3
+3
o
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Costpoint User Interface

Open Applications (1) '
v M T » Manage Engineering Change Notices Mew | Copy | % || Delete
Navigation .
8 General Menu A Description ™
V Accountin : - - . .
: Basicinio  Detals  Cus Jse Color theme to set your view in
Global Menu CRM & Contracts . Light or Dark mode.
) Date™ S
Planning N e b
v Status [Pending v| Approval Process
Projects i
Global Icons E o ae i Name™ |
e ] — e —
v PEﬁPIE Impacted Projects Approvals General Notes  Technical Notes I creererreee crsmer — e ———————J"Er":mlj_5 User-Defined Info
Subtasks s e e cony| v j{ Deima] Fom [l B W ]
- Action Original Orriginal Original Part Original Part Origimal Part
Reports & Analytics ﬁ aess Code ™ Part Part Rev Description Status Active
Admin Part Documents MBOM Components MBOM Orig Assy MBOM Chng Assy EBOM Components EBOM OrigAssy EBOM ChngAssy  Houtings

Screen Configuration

Color Theme
Auto Positioning

Manage User Profiles

Configure User Preferences

v/
Others

& Unpin Menu
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Navigation
vV

Global Menu

V/

Global Icons

Vv

Subtasks

Vv

Screen Configuration

Auto Positioning

Manage User Profiles

Configure User Preferences

v/
Others

Deltek Costpoint »
Q, Use CTRL+5S to search

Open Applications (1) A

My Menu N

General Menu .
Accounting

CRM & Contracts
Planning

Projects

Materials

People

Time & Expense
Reports & Analytics

Admin

& Unpin Menu
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'ﬁ" * [ Materials = Engineering Change Notices > Engineering Change Processing > Mal

OPTIONS

» Manage Engineering Change MNotices Mew | Copy | W || Delete
Idenfification_

‘ ECH ID

B o The Auto Positioning feature, which automatically

Type * resizes screens based on the available space, is
Date * always turned on in the new user interface.

Status ™

e

@ Note:
= Depending on your license, this feature
may not be available for you.

Parts Impacte Mew L Form =
[y

Original
H Line

Original
Code ™ Part

Part Rew

Original Part
Description

Original Part
Status

Origimal Part
Active

Part Documents MEBOM Components

MBOM Orig Assy MBOM Chng Assy EBOM Components EEOM Crig Assy EBOM Chng Assy  Rouhlings
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Open Applications (1) o -ﬁ* W [ Materials = Engineering Change Notices > Engineering Change Processing > Ma

Costpoint User Interface

e 7 » Manage Engineering Change Motices Mew | Copy | % || Delete
Y iMienu T
. . £ | Identification
Navigation
General Menu A -
=)
vV Accounting Use the Manage User Profiles area to customize
user profiles. Color theme: @ Light
GlObal Menu LRI S T Auto Positioning On
d Auto Positioning resizes applications to fully utilize screen space
Planning TP : : i
N/ A user profile is a collection of screen and functional FS-R —
nanage User ‘rofiles
Projects Ok logic customizations that can be assigned to users or
Global Icons i user groups to provide custom user capabilities.
=
[ 1
v o i You can only manage user profiles if all applications e
Subtasks Time & Expense parisimp gre closed. Click the Close Applications button to do = b i

th |S Original Part Original Part Origimal Part

Reports & Analytics

Vv

Admin Part Documents MEOM Components MBOM Orig Assy MBOM Chng Assy EBOM Components EEOM Crig Assy EBOM Chng Assy  Rouhlings

Screen Configuration

Manage User Profiles

Configure User Preferences

v/
Others

& Unpin Menu
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Costpoint User Interface D @ g
Open Applications (0) N ‘ﬁ' * EI [ Welcome to Costpoint

My Menu W
Navigation .
General Menu A Recent Activity My Menu
v Accounting
Manage Engineering Change Notices Color theme: (@ Light () Auto
Global Menu Dl P Crmracty M_anagf_* METETL \uto Positioning On
Engineering Broiect llsar Manage | S _
Planning Manage Project User Flow Change J Year4 N
: Flow
v Motices
o e Manage Accounts Payable Vouch
anage Accounts Payable Vouchers
Global Icons
Materials
v Manage Employee Information = for Demo
Easa Once all applications are closed,
Subtasks Time & Expense Manage Contracts select a user profile to customize.

Reports & Analytics

Vv

Manage Supporting Schedule Formats

Admin
Screen Configuration

Manage User Profiles

Configure User Preferences

v/
Others

& Unpin Menu
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Costpoint User Interface D @ m
Open Applications (0) N ‘ﬁ‘ * E [ Welcome to Costpoint

My Menu b
Navigation 3 .
General Menu A Recent Activity My Menu
v Accounting
Manage Engineering Change Notices
Global Menu CHEM I aat Manage WERET(
Shoillaaia Project 5591'
Planning Manage Project User Flow Change ]Flcmr
v Motices age Use
Esojocts Manage Atcolnts Payable Viouch
anage Accounts Payable Vouchers
Global Icons
Materials
v Manage Employee Information
People
Click Manage Profile.
Subtasks Time & Expense Manage Contracts

Reports & Analytics

Vv

Manage Supporting Schedule Formats

Admin
Screen Configuration

Manage User Profiles

Configure User Preferences

v/
Others

& Unpin Menu
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Costpoint User Interface P
Open Applications (0) v K = When a user profile is selected and activated, your

My Menu v username in Screen Configuration changes color to

Navigation . R . ) _indicate that you are in the User Profile mode.
General Menu Recent Activity Sé
vV Accounti o :
ceatnine vt | Open the application that you want to customize and
Manage Engineering Change Notices .
Global Menu CRM & Contracts modify the screen.
v Planning Manage Project User Flow Customers = R = Status Into
e Manage Accounts Payable Vouch
anage Accounts Payable Vouchers
Global Icons
Materials
Manage Employee Information
v People 2 3
Subtasks Time & Expense Manage Contracts
Reports & Analytics
v . i Manage Supporting Schedule Formats
Admin

Screen Configuration

Manage User Profiles

Configure User Preferences

v/
Others

& Unpin Menu
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Navigation
vV

Global Menu

V/

Global Icons

Vv

Subtasks

Vv

Screen Configuration

Manage User Profiles

Configure User Preferences

v/
Others

Q, Use CTRL+S to search

Open Applications (1)

My Menu
General Menu

Accounting

CRM & Contracts
Planning

Projects

Materials

People

Time & Expense
Reports & Analytics

Admin

& Unpin Menu
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“wanagee  Click your username again to display the Screen |
pr——7= Configuration window. Then, click Save beside the
‘ =21l Application Layout Changes area to save your
customization.

Basic Info

#a  Click Close Applications to exit the user profile.

Date ™

Status * [P.gndmg v | Approval Process I Revision
Originator s

Employee | I Name * |
Organization | I Phone | I

Impacted Projects Approvals General Notes  Technical Notes | Jiew Annlications “loss Anclicatons || Canos Groups  User-Defined Info

—Onm

Parts Impacted

o Action Original Original ' inal Part | Original Part
H Lime Code ™ Part Part Rew Description | Status Active

Part Documents MEOM Components MBOM Orig Assy MBOM Chng Assy EBOM Components EEBOM Orig Assy EBOM Chng Assy  Routings
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Costpoint User Interface D @ g
Open Applications (0) N ‘ﬁ' * EI [ Welcome to Costpoint

My Menu b
Navigation 3 .
General Menu A Recent Activity My Menu
v Accounting
Manage Engineering Change Notices Color theme: @ Light
GlObal Menu Sov L S THNY A M.anag.e MEHEIEE Auto Positioning On
Engineering Drcicit Lear  Ererer——
Planning Manage Project User Flow Change ]F1DW Years R
v Motices
o e Manage Accounts Payable Vouch
anage Accounts Payable Vouchers
Global Icons
Materials
v Manage Employee Information
People
Su btasks Time & Expense Manage Contracts

Reports & Analytics

Vv

Manage Supporting Schedule Format

A Click the Configure User Preferences link on the
Screen Configuration 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.

Configure User Preferences

v/
Others

& Unpin Menu
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Open Applications (1) v

My Menu

Navigation
General Menu
vV Accounting
Global Menu CRM & Contracts

Planning
v/

Projects

Global Icons

Materials

v People

Subtasks Time & Expense

Vv

Reports & Analytics

Admin
Screen Configuration

Configure User Preferences

v/
Others
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ﬁ * @ Admin > System Administration > System Administration Controls = Configure User Preferences

Configure User Preferences

User ID

m User Name ™ [IW

0

~User Information

Default Information
Default Application

Application Mame

Reporting Company
Default {.‘-nmpany*

Default Report Delivery Options Phone

[] System Printer Download Phone F (o

Extensi i
[ Print to File Email R Mobile (==

USA, Co. _Locale

: : [] Local Printer [} Archive - :
\Applied Technologies Inc Locale ID @ English (United States)

Password Information

Delegate Approvals

Old Password

Mew Pazsword

Vernfication

101

Enable Autof

Enable Hey

Auto Positioning

! :
Application

ADMCHGTREE
ADMDESKTOP
ADMEMAILTEXT
ADMEMPLGRP
ADMEMPLINFO
ADMEMPLFPREF

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.

Change Default Period Ul Profiles Motification Owverride  Passkeys

Wy e [ [ | v [ o [ om ] ¥ ][ =]

@ =, Create Mawv
Mame Do Sequence Line Type ™ My Menu Title Eanner?

Charge Trees Time & Expe ik 10 | Application Manage Engineering Change Motices
MyDeskiop Time & Expe 3 20| Application Manage Project User Flow

E-mail Text Time & Expe 30 | Application Manage Fiscal Years

App
ECME(
PJMEA
GLMF

Resource Groups Time & Expe
Resource Information Time & Expe

Profile Time & Expe v

[ ]

[ ]
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Costpoint User Interface B @ &

Open Applications (1) o ﬁ + B Admin > System Administration > System Administration Contrels = Configure User Preferences
it Configure User Preferences
W I:." wienu r
NaVIgatlon User ID EE N . User Mame * |ﬁ [ & B
General Menu
~User Information
v ﬁccuunting Default Information _Default Report Delivery Options Phone
Default Application (] System Printer Download Phone [.l'i
CRM & Contracts ication Name i ile | W
Global Menu Appl (7} Print to File Email S E;ﬂ!; [
: Reporting Company  [UsA_Co. e
Planning ek i . . (] Local Printer () Archive <
V/ \Applied Technologies Inc Locale D [en_US | English (United States)

Frnj ects Password Information . -Delegate Approvals

Global Icons _ Old Password UserlD |
Materials

v People

_Motification

Motify When Baich Job Is Completed

Preferred
BERRCE AEEMaA Start Time | Nofification [Device Notification;Email;SMS Message

Verification End Time | o i

Subscribe

Subtasks Time & Expense Add new passkey

mi]

Reports & Analytics
V Enable AutoComplete

Admin Enable Hey Deltek! Vioice Interactic . . .
To make a selection on the My Menu Application

List, highlight the application and click Select.

Screen Configuration S

Change Default Period Ul Profiles Notification Override Passkeys

Sy MY e RIEIMES o] v |[—]

@ F Create Nawv
Application Do Sequence Line Type Wy Menu Title © Banner? Application

ADMCHGTREE Charge Trees Time & Expeg A& 10 | Application Manage Engineering Chany ECMECH
ADMDESKTOP MyDesktop Time & Expg 20 Application Manage Project User Flow PJMBASIC

ADMEMAILTEXT E-mail Text Time & Expe o
Application Charge Trees ADMCHGTREE
ADMEMPLGRP Resource Groups Time & Expe

Application My Deskiop ADMDESKTOP
! LA KA 1k =
ADMEMPLINFO Reso EMAILTEXT
ADMEMPLFPREF Profild

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

Configure User Preferences menus that display in your application.
O\h/ Click Default My Menu to open the default menu subtask. Click Save.
thers

& Unpin Menu
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Q, Use CTRL+S to search

Costpoint User Interface

Open Applications (0) '
ST b foae v Click the Show Messages & Errors icon (or press
avigation .
& General Menu A SHIFT+F3) to view any messages and errors related to
N/ i s an application that is open.
Global Menu Sl e N ) ) - M_anagf_* Manage o Fecal
: . b S Project User ok S Charge Trees
Planning Manage Project User Flow Change Flow Years
v Motices
ot Manage Accounts Payable Viouch
anage Accounts Payable Vouchers
Global Icons
Materials
v Feonle Manage Employee Information MyDesktop E-mail Text Hé::::

Subtasks

Vv

Others

Show Messages & Errors

View Action and
Report Status

Hey Deltek!
Select Company

Logout

Time & Expense
Reports & Analytics

Admin

& Unpin Menu

Manage Contracts

Manage Supporting Schedule Formats
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Costpoint User Interface

Open Applications (0) '

My Menu Y Click the View Action and Report Status icon to

Navigation B A open the View Action and Report Status screen.

v Accounting
Use the View Action and Report Status screen to

Global Menu CRILS COnRcts monitor the overall workload on the job server and

Manage Fiscal

Charge Trees

V Planning view the status details of the jobs being processed. Years
Esojocts Manage Accounts Payable Vouchers
Global Icons L
N/ s Manage Employee Information MyDesktop E-mail Text H;islljl::
Subtasks Time & Expense Manage Contracts

Reports & Analytics

Vv

Manage Supporting Schedule Formats

Admin

Others

View Action and
Report Status

Hey Deltek!

Select Company

Logout

& Unpin Menu
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Navigation
vV

Global Menu

v/

Global Icons

Vv

Subtasks

Vv

Others

Hey Deltek!

Select Company

Logout

= Deltek Costpoint »

Q, Use CTRL+S to search

Open Applications (0) N

My Menu b

General Menu ~
Accounting

CRM & Contracts
Planning

Projects

Materials

People

Time & Expense
Reports & Analytics

Admin

& Unpin Menu

FILE

LINE OFTIONS PROCESS HELP

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.

age Fiscal
rg Charge Trees
N 0 ) 0 oW fears
Notices
Manage Accounts Payable Vouchers
f ati : Resource
Manage Employee Information MyDesktop E il Tont
Groups

Manage Contracts

Manage Supporting Schedule Formats

¥
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Navigation
vV

Global Menu

v/

Global Icons

Vv

Subtasks

Vv

Others

Select Company

Logout

= Deltek Costpoint »

FILE

LINE OFTIONS PROCESS HELP

RIS O @ 0

Open Applications (0)
My Menu
General Menu

Accounting

CRM & Contracts
Planning

Projects

Materials

People

Time & Expense
Reports & Analytics

Admin

& Unpin Menu

v "ﬁ' * E B Welcome to Costpoint

b4

Recent Activity

Manage Engineering Change Notices
Manage Project User Flow

Manage Accounts Payable Vouchers
Manage Employee Information
Manage Contracts

Manage Supporting Schedule Formats

My Menu

Manage
Engineering
Change
Notices

MyDesktop

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.

E-mail Text

Resource
Groups
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Open Applications (0) vl A Kk O] B Welom .
Select a company, and then click Change Company.

My Menu b

Navigation —— " Recent Activ Al applications should be closed before you can switch

to another company.

v Accounting
Manage Engineering Change Notices
Global Menu Sl e M_anagf_* Manage :
Engineering $ Manage Fiscal
. Project User Charge Trees
Planning Manage Project User Flow Change Flow Years
v Motices
Eeees Manage Accounts Payable Vouch
anage Accounts Payable Vouchers
Global Icons
Materials
Manage Employee Information i Resource
v — MyDesktop E-mail Text o
Subtasks Time & Expense Manage Contracts

Reports & Analytics

Vv

Manage Supporting Schedule Formats

Admin

Others

Select Company

Logout

& Unpin Menu
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pen.pplisations (0] LA & T W Velcome to Costeon Once you switch to another company, the

My Menu v company name displays on top of the screen.
Navigation 3 ol
General Menu £ Recent Activity My Menu
v Accounting
Manage Engineering Change Notices
GIobaI Menu CRM & Contracts
Timesheet Sl
Planning Manage Project User Flow Intelligence
Eo Manage Accounts Payable Viouch
anage Accounts Payable Vouchers
Global Icons
Materials
Manager B4
v Manage Employee Information
People
Subtasks Time & Expense Manage Contracts
Manage Release
Reports & Analytics Manage Users Manage Parts
v Manage Supporting Schedule Formats DOtiEn- i DOCDe
Admin
Cash Receipts CMI &
Others .
View
Receivables
and
Collections
Vendor CMI Ed
gﬂu?ﬁ::ag; Approve Manage
Select Company Prospective i
Management Vendors
Vendors
Vendor Info

Logout

& Unpin Menu
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—
LEO
. Click the Logout icon to &

. Q, Use CTRL+S to search
Costpoint User Interface

Open Applications (0)

My Menu v sign out of Costpoint.
Navigation 3 ol
General Menu £ Recent Activity My Menu
v Accounting
Manage Engineering Change Notices
GIobaI Menu CRM & Contracts
Timesheet e
Planning Manage Project User Flow Intelligence
Eo Manage Accounts Payable Viouch
anage Accounts Payable Vouchers
Global Icons
Materials
Manager [
v Manage Employee Information
People
Subtasks Time & Expense Manage Contracts
Manage Release
Reports & Analytics Manage Users Manage Parts
v Manage Supporting Schedule Formats DOtiEn- i DOCDe
Admin
Cash Receipts CMI &
Others .
View
Receivables
and
Collections
Vendor CMI Ed
Manage
Contract Apprﬂvg Manage
Prospective
Management Vet Vendors
Vendor Info

& Unpin Menu
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Navigation
v/

Global Menu

v/

Global Icons

Vv

Subtasks

Vv

Screen Configuration

v/

Show Messages & Errors

View Action and
Report Status

Hey Deltek!
Select Company

Logout

Deltek

USERMAME

.......
1

‘ Install |

This concludes the
Costpoint User Interface Quick Steps.
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