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Overview Overview 
Costpoint Business Intelligence is a suite of applications that addresses the performance management needs of 

clients who are using the Costpoint Business Intelligence platform with the Deltek Costpoint, Deltek Time and 

Expense, Deltek Costpoint Planning, and Deltek Shop Floor Time products. 

Costpoint Business Intelligence provides the capability to plan, monitor, analyze, and understand how your 

business is performing and take appropriate actions to improve profitability and overall company value. 

Costpoint Business Intelligence offers complete and robust data models and developed reports. This provides a 

path for upgrading to future versions, and follows a standard software development lifecycle process that 

includes tracking and updating customer-requested enhancements and fixes. 

Before You Begin Before You Begin 

You must be running the correct versions of Costpoint, Deltek Time and Expense, and Deltek Costpoint Planning 

to run the reports mentioned in this guide. 

To use the reports discussed in this guide, you must be running at least one of the following: 

▪ Deltek Costpoint 8.2 

▪ Deltek Shop Floor Time 1.3 or 2.0 

Also, Costpoint Business Intelligence 2026.1 leverages IBM Cognos Analytics v12.0.4. 

Attention:Attention: For more information, see Deltek Costpoint Business Intelligence Installation Guide for New Users 

or the Deltek Costpoint Business Intelligence Installation Guide for Users Upgrading from an Earlier Version. 

About This Guide About This Guide 

This guide describes the predefined reports and dashboards provided with Costpoint Business Intelligence in the 

Team Content folder. 

These objects were developed for a baseline Costpoint implementation without consideration of a company’s 

specific implementation. 

This guide includes the following information for each object: 

▪ Object descriptions 

▪ Prompt descriptions 

▪ Sample output 
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Use this document as a resource for becoming familiar with the predefined objects and for planning 

modifications to tailor them for your particular needs. 

Deltek revises this document regularly to provide the most up-to-date technical information and instructions. 

You can download the most recent version using the Products Download page in the Deltek Support Center. 

Reports Included in this Release Reports Included in this Release 

Costpoint Business Intelligence includes reporting and analytics for a variety of subject areas. 

In Costpoint Business Intelligence, the Team Content tab contain report folders for the following subject areas: 

▪ Accounts Payable 

▪ Accounts Receivable 

▪ BI Audit 

▪ Billing 

▪ Costpoint Administration 

▪ Capture & Contracts 

▪ Employee 

▪ Executive 

▪ Expense 

▪ Fixed Assets 

▪ General Ledger 

▪ Human Resources 

▪ Incurred Cost Submission (ICS) 

▪ Labor 

▪ Manufacturing 

▪ Materials 

▪ Payroll 

▪ Planning 

▪ Procurement 

▪ Projects 

▪ Shop Floor Time 

▪ Smart AI Admin 

▪ SOX (Sarbanes-Oxley) Controls Reporting 

▪ Subcontractor Management 

▪ Time 

Note:Note: Some subject areas include reports for Costpoint modules that are purchased separately as add-ons, 

Costpoint Online Help 2

https://deltek.custhelp.com/


and not included in the core Costpoint license. As a result, reports might be blank if you don't have a separate 

license for the add-on module. 

IBM Reporting Samples IBM Reporting Samples 

The Samples folder in Team Content provides IBM content that includes, but is not limited to, reports, 

dashboards, stories, and explorations. 

The samples in this folder show multiple BI features and provide ideas for how to use them for your organization. 

Use these samples with the IBM training videos to suit your organization's need. 

Report Column Information Report Column Information 

Click the InfoInfo icon in a column header to view the column definition. 

Accounts Payable Accounts Payable 

The Accounts Payable folder stores standard Accounts Payable reports useful to accounting staff who need 

vendor information. 

The contents of this folder are available to the following user groups: 

▪ CER Accounting 

▪ CER Accounting All Secure 

▪ CER Accounts Payable Secure 

▪ CER All 

Accounts Payable Reports Accounts Payable Reports 

The Accounts Payable folder includes the following reports: 

▪ 1099 Exceptions 
Accounts Payable Aging 

▪ Corpay Payments 

▪ Corpay Portal Vendor 
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▪ Corpay Portal Vendor Listing 

▪ Vendor Employee 

▪ Vendor History by EEOC Classification 

▪ Vendor Master (Form Style and List Style) 

1099 Exceptions Report 1099 Exceptions Report 

The 1099 Exceptions report provides a list of the 1099 vendors that have missing or incomplete tax IDs. 

This report should be run before the 1099s are printed to identify potential errors. 

Prompts 

Select the prompts to run the 1099 Exceptions report. 

Prompt Message Prompt Message Description Description 

Company Company Select one company from the list. 

Select one or Select one or 

more tax ID's more tax ID's 

(Enter Missing Missing 

to return 

vendors with no 

tax ID's.) 

In the KeywordsKeywords field, enter a portion of one or more tax IDs, or the text MissingMissing, to search 

for vendors with incomplete tax IDs. 

To narrow the search, select an option in the Starts with any of these keywordsStarts with any of these keywords field. If you 

search by name, use one of the Contains...Contains... options, rather than the Starts with... Starts with... options. If 

applicable, click the right-arrow to move your selected results to ChoicesChoices. 

AP 1099 type AP 1099 type 

(Leave blank to 

include all.) 

Select the AP type. For example: 

▪ AA: Acquisition/Abandonment 

▪ FEDFED: Federal Income Tax Withheld 

Sample Report 

Sample 1099 Exceptions report. 
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Accounts Payable Aging Accounts Payable Aging 

Run the Accounts Payable Aging report to see the age of your outstanding vouchers and the status of all open 

items. 

Prompts 

Use the prompts to set parameters for the Accounts Payable Aging report. 

Contents Contents 

Field Field Description Description 

Company Company Select a company. 

Subperiod Subperiod 

End Date End Date 

Select the ending subperiod of the vouchers to include in the report. 

Primary Primary 

Group Group 

Select the field to group data by in the report. 

Account Account 

Level Level 

Specify the top level of the account structure that you want included on this report. For 

example, if your account structure has three levels and you want to see vouchers for only the 

third level, enter 3. The report then includes only those vouchers charged to the third level of 

the account or below. To see vouchers for all levels, enter 1. The report includes vouchers that 

were charged to all three levels of the account. 

Organization Organization 

Level Level 

Specify the top level of the organization structure that you want to see included on this report. 

For example, if your organization structure has five levels and you want to see vouchers for only 

the fifth level, enter 5. The report includes only those vouchers charged to the fifth level of the 

organization or below. To see vouchers for all levels, enter 1. The report includes vouchers that 

were charged to all five levels of the organization. 

As of Date As of Date Enter the date to print at the top of the report. This date should coincide with the periods you 

include in this report. BI does not use this date to select vouchers to be included in this report. 

Exclude Pay Exclude Pay Choose whether to exclude Pay-When-Paid (PWP) vouchers from the report. 
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Field Field Description Description 

When Paid? When Paid? 

Include Include 

Unrealized Unrealized 

Gain/Loss? Gain/Loss? 

Choose whether to include unrealized gains and losses on the report to track the open 

Accounts Payable totals back to the accounts payable balance sheet account. 

Aging Bucket Configuration Aging Bucket Configuration 

Use these fields to specify how the report ages the outstanding vouchers. The aging ranges are printed as 

column headings in the report. These columns will contain the vouchers that fall within the rage of days past due 

that you specify in these fields. The column headings are independent of the voucher aging, so be sure that they 

correspond to what is actually reflected in the columns. 

Field Field Description Description 

Column 1 aging Column 1 aging 

range range 

Enter the beginning and ending numbers of the range of days to include in this column. After 

you enter the number range, click Set Range Set Range to set the beginning number for the next 

column. 

Column 2 Column 2 

aging range aging range 

Costpoint calculates the beginning number of the range by adding one to the value in the 

previous column's ToTo field. The beginning number is non-editable. 

In the ToTo field, enter the ending number of the range to print above the second aging column 

of the report. 

Click Set Range Set Range to adjust the beginning aging range for column 3. 

Column 3 Column 3 

aging range aging range 

Costpoint calculates the beginning number of the range by adding one to the value in the 

previous column's ToTo field. The beginning number is non-editable. 

Click Set Range Set Range to adjust the beginning aging range for column 3. 

Column 4 Column 4 

aging range aging range 

Costpoint calculates the beginning number of the range by adding one to the value in the 

previous column's ToTo field. Any vouchers past due beyond the number of days in this field are 

included in this column. 

Limit Limit 

Account(s) Account(s) 

Optionally, limit the report to selected accounts. 

To search with KeywordsKeywords, enter one or more characters that will help retrieve the item(s) you 

want to select for the report. 

To narrow the search, select an option in the Starts with any of these keywordsStarts with any of these keywords field. If you 

search by name, use one of the Contains...Contains... options, rather than the Starts with... Starts with... options. If 

applicable, click the right-arrow to move your selected results to ChoicesChoices. 

Limit Limit Optionally, limit the report to selected organizations. 
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Field Field Description Description 

Organization(s) Organization(s) To search with KeywordsKeywords, enter one or more characters that will help retrieve the item(s) you 

want to select for the report. 

To narrow the search, select an option in the Starts with any of these keywordsStarts with any of these keywords field. If you 

search by name, use one of the Contains...Contains... options, rather than the Starts with... Starts with... options. If 

applicable, click the right-arrow to move your selected results to ChoicesChoices. 

Sample Report 

View an example of the Accounts Payable Aging report. 

Costpoint Payments Report Costpoint Payments Report 

The Costpoint Payments Report provides accounts payable information for a third-party AP payment service. 

In Costpoint, set up the Bank Abbrev assigned to a vendor. When the vouchers are posted and selected for 

payment, the files are updated and Cash disbursement is posted. You can then print and send this report to the 

AP payment service to complete the cycle. 

Use Run Excel DataRun Excel Data to generate an XLS file to upload into the AP payment service. 
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Prompts 

Select a company and optionally bank accounts, check numbers, and due dates to filter and run the Costpoint 

Payments Report. 

Contents Contents 

Prompt Prompt 

Message Message 

Description Description 

Company Company Select the company whose vendors you want to include in the report. 

Select Bank Select Bank 

Account Account 

Abbreviation(s) Abbreviation(s) 

Enter a portion of one or more bank account abbreviations for the customer accounts you 

want to include in report, then click SearchSearch . 

To narrow the search, select an option in the Starts with any of these keywordsStarts with any of these keywords field. If you 

search by name, use one of the Contains...Contains... options, rather than the Starts with... Starts with... options. If 

applicable, click the right-arrow to move your selected results to ChoicesChoices. 

Select Check Select Check 

Number(s) Number(s) 

Enter a portion of one or more check numbers to include in the report 

To narrow the search, select an option in the Starts with any of these keywordsStarts with any of these keywords field. If you 

search by name, use one of the Contains...Contains... options, rather than the Starts with... Starts with... options. If 

applicable, click the right-arrow to move your selected results to ChoicesChoices. 

Due Date Due Date 

Range Range 

Enter or select the starting date for due dates in FromFrom and the ending date in ToTo. The report 

will include invoices with due dates that satisfy the date range you specify. 

You can opt to select the Earliest dateEarliest date or the Latest dateLatest date possible for the date range. 

Posted Date Posted Date 

Range Range 

Enter or select the starting date for invoices with posted dates in FromFrom and the ending date 

in ToTo. The report will include invoices with posted dates that satisfy the date range you 

specify. 

You can opt to select the Earliest dateEarliest date or the Latest dateLatest date possible for the date range. 

Sample Report 

The Costpoint Payments Report includes the accounts payable information you can use with a third-party AP 

payment system. 
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Costpoint Payments Portal Vendor Listing Report Costpoint Payments Portal Vendor Listing Report 

The Costpoint Payments Portal Vendor Listing report shows the number of payments and spend volume for the 

last 12 months, based on the fiscal year and fiscal period, for each vendor. 

Prompts 

Select a company, fiscal year, and fiscal period to run the Costpoint Payments Portal Vendor Listing report. 

Contents Contents 

Field Field Description Description 

Company Company Select a company. 

Fiscal Year Fiscal Year Select the fiscal year for the report. 

Fiscal Period Fiscal Period Select the fiscal period for the report. 

Sample Report 

This is a sample of the Costpoint Payments Portal Vendor Listing report. 
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Vendor Employee Vendor Employee 

The Vendor Employee report provides a list of the vendor employees and related information stored in 

Costpoint. 

Use the report to validate vendor employee information and identify errors or obsolete vendor employees. 

Prompts 

Use the Vendor Employee prompts to run the Vendor Employee report. 

Prompt Prompt 

Message Message 

Description Description 

Company Company Select a company. 

Limit Limit 

Vendors Vendors 
In the KeywordsKeywords field, enter a portion of one or more vendor IDs or names and click  to list 

vendors to include in the report. 

To narrow the search, click OptionsOptions to select filter criteria. If you search by name, use one of the 

Contains...Contains... options, rather than the Starts with... Starts with... options. If applicable, click the right arrow to move 

your selected results to ChoicesChoices. 
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Sample Report 

This sample features the Vendor Employee report. 

Vendor History by EEOC Classification Vendor History by EEOC Classification 

The Vendor History by EEOC Classification report provides a list of vendors and the classifications for those 

vendors who are designated as a Small Business (SB) in Costpoint. 

Amounts from the Accounts Payable area are spread across the classification columns to display activity. Federal 

Contractors can use this information to help complete forms SF 294 and SF 295. 

The values used in this report are a summarization of CST_AMT from the VCHR_LN_ACCT_HS table. 

Note:Note: If the associated PO from VCHR_LN_HS is a match type of 2, then the CST_AMT database field will NOT 

populate because the report is only concerned with matching the total PO amount with the total Vouchered 

amount. The cost per item is not important and is not considered for the report. If you set up the PO as a 

match type of 3, then the report matches the Qty Ordered on PO to Qty Received to Qty Vouchered (3 ways). 

In this case, the cost per item is very important and the CST_AMT populates on the voucher info. 

Note:Note: This report can serve as a guide or template for your EEOC reporting. However, it may require 

customization to meet your official government reporting requirements. If you have suggestions for improving 
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this report, please submit your ideas via the Ideas Portal in the Deltek Support Center. 

Prompts 

These are Vendor History by EEOC Classification prompts. 

Prompt Message Prompt Message Description Description 

Company Company Select A company. 

Invoice Date Range Invoice Date Range Select the start date for the invoice date range. 

In the From:From: field, enter or select the start date assigned to invoices or click the 

calendar icon to select the date. 

In the To:To: field, enter or select the end date assigned to invoices or click the calendar 

icon to select the date. 

You can opt to select the Earliest dateEarliest date or the Latest dateLatest date possible for the invoice dates. 

Display Missing Display Missing 

Projects Only Projects Only 

Select YesYes if you want the report to display only data for vouchers that are not linked 

to a project. 

Select NoNo if you want the report to display data for all vouchers selected by your 

entries in the prompt fields. 

Select one or more Select one or more 

Projects Projects 

In the KeywordsKeywords field, enter a portion of one or more project IDs and click SearchSearch to list 

IDs to include in the report. 

Select one or more Select one or more 

Agencies Agencies 

In the KeywordsKeywords field, enter a portion of one or more agency IDs and click SearchSearch to list 

IDs to include in the report. 

Note:Note: To optimize the display of project IDs in Select one or more projectsSelect one or more projects, this prompts screen limits the 

number of project IDs returned to 1,000. Because of this, you should enter as much of the project ID as 

possible when you search for projects. If your search is too general, the projects you want may not be included 

in the 1,000 that are returned. 

As you are able to change this limit, decreasing the limit will result to performance improvement. Increasing it, 

on the other hand, will process the query at a much longer time. 

Sample Report 

This is a sample of the Vendor History by EEOC Classification report. 
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Click a vendor ID to view its Vendor Master report. 

Vendor Master Report (Form and List Style) Vendor Master Report (Form and List Style) 

The Vendor Master report provides basic vendor master file information in a form or list view. 

This report shows general vendor information in the top half of the report and address information in the bottom 

half. This report can be used as a drill through report from reports with a customer field. 

Prompts 

Use the Vendor Master prompts to run the Vendor Master report. 
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Contents Contents 

Prompt Prompt Description Description 

Company Company Select a company from the list. 

Select Select 

one or one or 

more more 

vendors vendors 

In the KeywordsKeywords field, enter a portion of one or more vendor IDs or names and click . 

To narrow the search, select an option in the Starts with any of these keywordsStarts with any of these keywords field. If you search 

by name, use one of the Contains...Contains... options, rather than the Starts with... Starts with... options. If applicable, click 

the right-arrow to move your selected results to ChoicesChoices. 

Sample Report 

The Vendor Master report displays below in form view. 

The Vendor Master report can also display in list view. You can use this unformatted view to sort and manipulate 

the data. 
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Accounts Receivable Accounts Receivable 

This folder stores standard Accounts Receivable reports for use by accounting staff. 

The contents of this folder are available to the following user groups: 

▪ CER Accounting 

▪ CER Accounting All Secure 

▪ CER Accounts Receivable Secure 

▪ CER All 

Accounts Receivable Reports Accounts Receivable Reports 

This folder displays sample prompt screens and sample reports for the following reports: 

▪ Accounts Receivable Aging 

▪ Customer Master Information 

Accounts Receivable Aging Report Accounts Receivable Aging Report 

The Accounts Receivable Aging report is a management report that provides a list of all unpaid or partially paid 

invoices; the report ages the amounts based on an option of invoice date or due date. 

The report contains drill through functionality that allows you to view more detailed information about the 

outstanding amounts. 

When comparing this BI report to the Standard Accounts Receivable Aging Report in the Costpoint Accounting 

module, you may see a discrepancy in the total A/R balance outstanding. This discrepancy may be caused by 

overpayments on invoices, which show as credit balances on the BI A/R Aging Report but are not included in the 

Costpoint Standard version. 
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Prompts 

The Accounts Receivable Aging Report prompts includes selections such as company, subperiod end date, and 

aging bucket configuration. 

Prompt Prompt 

Message Message 

Description Description 

Company Company Select a company. 

Subperiod Subperiod 

End Date End Date 

Enter or select the subperiod end date. 

Primary Primary 

Group Group 

Select an option from the following list: 

▪ Customer 

▪ Customer Type 

▪ Organization 

▪ Project 

▪ Project Manager 

▪ Project Type 

▪ Reorganization 

Secondary Secondary 

Sort Sort 

Select an option from the following list to use as the secondary sort on the report: 

▪ Customer 

▪ Customer Type 

▪ Organization 

▪ Project 

▪ Project Manager 

▪ Project Type 

▪ Reorganization 

Aging Aging 

Method Method 

Select one of the following options to age by: 

▪ Due Date 

▪ Invoice Date 

Date to Age Date to Age Enter or select the date to use when determining which aging column the receivable amount 
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PPrompt rompt 

Message Message 

Description Description 

By By belongs in, based on the number of days before this date the invoice date or due date 

(selected in the previous prompt) falls. 

Limit Limit 

Customers Customers 

In the KeywordsKeywords field, enter a portion of one or more names or IDs to narrow the primary group 

you selected in the previous field. 

To narrow the search, select an option in the Starts with any of these keywordsStarts with any of these keywords field. If you 

search by name, use one of the Contains...Contains... options, rather than the Starts with... Starts with... options. If 

applicable, click the right-arrow to move your selected results to ChoicesChoices. 

Aging Bucket Aging Bucket 

Configuration Configuration 

Use these fields to specify how the report ages the outstanding invoices. The aging ranges are 

printed as column headings in the report. These columns will contain the invoices that fall 

within the rage of days past due that you specify in these fields. The column headings are 

independent of the invoice aging, so be sure that they correspond to what is actually reflected 

in the columns. 

Column 1 Column 1 

aging range aging range 

Enter a range to age by in the following three columns. You can edit the default ranges as 

necessary as long as date ranges do not overlap from column to column . 

Defaults from 00 up to 3030. 

Column 2 Column 2 

aging range aging range 

Enter the column range for aging. Defaults from 3131 up to 6060. 

Column 3 Column 3 

aging range aging range 

Enter the column range for aging. Defaults from 6161 up to 9090. 

Column 4 Column 4 

aging range aging range 

This defaults to the last number in Column 3 aging rangeColumn 3 aging range plus one. 

Set Range Set Range When you edit the default ranges, click Set RangeSet Range to reset the first numbers in columns 2, 3, 

and/or 4. 

Sample Report 

The Accounts Receivable Aging report displays data in a chart and table format. 
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Customer Master Information Report Customer Master Information Report 

The Customer Master Information report provides a list of customers with the relevant master file information. 

This report can be used as a drill through report from reports with a customer field. 

Prompts 

Use the Customer Master Information prompts to run the Customer Master Information report. 
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Prompt Prompt 

Message Message 

Description Description 

Company Company Select one company from the list. 

Select one Select one 

or more or more 

customers customers 

In the KeywordsKeywords field, enter a portion of one or more customer IDs and click  to list customers 

to include in the report. 

To narrow the search, click OptionsOptions to select filter criteria. If you search by name, use one of the 

Contains...Contains... options, rather than the Starts with... Starts with... options. If applicable, click the right arrow to 

move your selected results to ChoicesChoices. 

Status Status Select a customer status to filter the report results by one or more of the following statuses: 

▪ HoldHold: Include customers whose sales order processing has been suspended. 

▪ OKOK: Include customers with credit in good standing. 

▪ WarningWarning: Include customers whose sales orders are still being processed, but whose orders 
are marked with a warning message during sales order entry indicating the customer's credit 
status. 

Customer Customer 

type type 

Select one or more types of customers to include in the report. To filter for all types, leave this 

field blank. 

Sales Sales 

territory territory 

Select the territories of customers you want to include in the report. Territories are established in 

the Sales Territories table in Costpoint Accounts Receivable. To filter for all territories, leave this 

field blank. 

Sample Report 

View the sample of the Customer Master Information report. 
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BI Audit Reports (for Cloud users only) BI Audit Reports (for Cloud users only) 

This folder stores standard BI Audit reports for the BI administrator to see BI usage and login data. 

Use the BI audit reports to track the following types of information: 

BI content execution information 

▪ Type of content (Report, Report View, Dashboard, Unsaved Report, Active Report) 

▪ Content name 

▪ Source (package or data module name) 

▪ Date/Time 

▪ User name 

▪ Execution time 

User login and logoff information 

▪ User name 

▪ Login time 

▪ Logoff time 

▪ Session duration 

▪ Logoff operation (Regular Logoff or Termination) 

BI audit data is retained for six months. 
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Six out-of-the-box reports help analyze the audit data: 

▪ BI Content by User Report 

▪ User Login/Logoff Report 

▪ Summary BI Report Usage 

▪ BI Content Trended Usage Report 

▪ Company Content BI Permissions 

▪ Company Content BI Asset Listing 

The contents of this folder are available to the following user groups: 

▪ CER ALL 

▪ CER CP Administration 

BI Content by User Report BI Content by User Report 

View the reports, dashboards/stories, and active reports run by users during a range of time. 

Administrators can select users, content types, packages, and BI objects and specify the minimum execution 

time. 

Prompts Prompts 

Select the prompt values for the BI Content by Users report. 

Contents Contents 

Field Field Description Description 

Date Range Date Range In the FromFrom field, enter the beginning value for the active date range. In the ToTo field, enter the 

end value for the date range. 

You can opt to select the Earliest dateEarliest date or the Latest dateLatest date possible for the date range. 

Execution Execution 

Time in Time in 

second(s) second(s) 

Enter a number to filter the report by the execution time. The report includes only data that 

has an execution time greater than or equal to the number of seconds specified. 

Select User(s) Select User(s) Select one or more users for the report. If you do not select a user, the report will show data 

for all users. 

Content Type Content Type Select the types of content you want to include in the report: 
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Field Field Description Description 

▪ Dashboard/Story 

▪ Unsaved Report 

▪ Standard Report 

▪ Report View 

▪ Active Report 

Sample Report Sample Report 

You can filter the BI Content by User report by package and type. 

BI Content Trended Usage BI Content Trended Usage 

The BI Content Trended Usage report helps you understand your BI content usage trends by month, with a bar 

chart with overall usage and by package. You can compare the last six months of data. 

This report also includes a table of usage data by package and month. You can drill to more details on the report. 

Prompts Prompts 

Select the date range and packages for the BI Content Trended Usage report. 
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Contents Contents 

Field Field Description Description 

Year - Month From Year - Month From Select the beginning month and year for the report. 

Year - Month To Year - Month To Select the ending month and year for the report. 

Select Package(s) Select Package(s) Select the package for the selected time period. 

Content Type Content Type Select the types of content you want to include in the report: 

▪ Dashboard/Story 

▪ Unsaved Report 

▪ Standard Report 

▪ Report View 

▪ Active Report 

Sample Report Sample Report 

View a sample of the BI Content Trended Usage report. 

Company Content BI Permissions Company Content BI Permissions 

The Company Content BI Permissions report lists all the permission settings of BI assets in Company Content. 
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Note:Note: This report is available to Costpoint Cloud users only. 

Prompts Prompts 

Select prompt values to filter the Company Content BI Permissions report based on your selection. 

Contents Contents 

Field Field Description Description 

Object Types Object Types Select the BI asset types you want to view permissions for in the report. 

Include Include 

*Development *Development 

folder? folder? 

Choose whether to list permissions for content in the *Development folder. 

Include Include 

*Production *Production 

Library folder? Library folder? 

Choose whether to list permissions for content in the *Production Library folder. 

Location Location Filter the report to only include permissions for specific locations within Company Content. In 

the KeywordsKeywords field, enter a portion of the subfolder names to search and select the locations. 

To narrow the search, select an option in the Starts with any of these keywordsStarts with any of these keywords field. If you 

search by name, use one of the Contains...Contains... options, rather than the Starts with... Starts with... options. If 

applicable, click the right-arrow to move your selected results to ChoicesChoices. 

Object Object Filter the report to only include permissions for specific objects within Company Content. In 

the KeywordsKeywords field, enter a portion of the object names to search and select objects. 

To narrow the search, select an option in the Starts with any of these keywordsStarts with any of these keywords field. If you 

search by name, use one of the Contains...Contains... options, rather than the Starts with... Starts with... options. If 

applicable, click the right-arrow to move your selected results to ChoicesChoices. 

Security Security 

Group Group 

Select security groups to further narrow the results and only list the objects the security 

groups have permissions to. In the KeywordsKeywords field, enter a portion of the security group names 

to search and select security groups. 

To narrow the search, select an option in the Starts with any of these keywordsStarts with any of these keywords field. If you 

search by name, use one of the Contains...Contains... options, rather than the Starts with... Starts with... options. If 

applicable, click the right-arrow to move your selected results to ChoicesChoices. 

Sample Report Sample Report 

View a sample of the Company Content BI Permissions report. 
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Company Content BI Asset Listing Company Content BI Asset Listing 

The Company Content BI Asset Listing report provides a list of all the BI assets in Company Content. 

Note:Note: This report is available to Costpoint Cloud users only. 

Prompts Prompts 

Complete the required prompts to run the Company Content BI Asset Listing report. 

Contents Contents 

Field Field Description Description 

Object Types Object Types Select the BI asset types to include in the report. 

Include Include 

*Development *Development 

folder? folder? 

Choose whether to list assets from the *Development folder. 

Include Include 

*Production *Production 

Library folder? Library folder? 

Choose whether to list assets from the *Production Library folder. 

Location Location Filter the report to only include assets for specific locations within Company Content. In the 

KeywordsKeywords field, enter a portion of the subfolder names to search and select the locations. 

To narrow the search, select an option in the Starts with any of these keywordsStarts with any of these keywords field. If you 
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Field Field Description Description 

search by name, use one of the Contains...Contains... options, rather than the Starts with... Starts with... options. If 

applicable, click the right-arrow to move your selected results to ChoicesChoices. 

Object Object Filter the report to only include assets for specific objects within Company Content. In the 

KeywordsKeywords field, enter a portion of the object names to search and select objects. 

To narrow the search, select an option in the Starts with any of these keywordsStarts with any of these keywords field. If you 

search by name, use one of the Contains...Contains... options, rather than the Starts with... Starts with... options. If 

applicable, click the right-arrow to move your selected results to ChoicesChoices. 

Sample Report Sample Report 

View a sample of the Company Content BI Asset Listing report. 

Summary BI Report Usage Report Summary BI Report Usage Report 

Run the Summary BI Report Usage report to see your most used reports, package, and average execution times. 

Drill into the details to see who ran each report and the individual execution times. 

Note:Note: The # of Executions # of Executions column might show a higher number than expected. Due to audit logic, each action 

performed for the report, such as opening the report and searching and selecting prompts, counts towards the 

number of executions. 
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Prompts Prompts 

Select the date range, content type, and packages for the Summary BI Report Usage report. 

Contents Contents 

Field Field Description Description 

Date Range Date Range In the FromFrom field, enter the beginning value for the active date range. In the ToTo field, enter 

the end value for the date range. 

You can opt to select the Earliest dateEarliest date or the Latest dateLatest date possible for the date range. 

Content Type Content Type Select one or more content types for the report. 

Packages Packages Select the package to use for the report. 

Show Detail Show Detail 

Report Path Report Path 

Choose whether to include each report's location. 

Sample Report Sample Report 

This is an example of the Summary BI Report Usage report. 

User Login/Logoff Report User Login/Logoff Report 

Use the Login/Logoff report to monitor user activity, logins, logoffs, session durations, and logoff operations. 

You can filter by date range and for specific users. 
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Prompts Prompts 

Select values for the report prompts. The selected values filter the information displayed in the User Login/

Logoff report. 

Contents Contents 

Field Field Description Description 

Date Date 

Range Range 

In the FromFrom field, enter the beginning value for the active date range. In the ToTo field, enter the end 

value for the date range. 

You can opt to select the Earliest dateEarliest date or the Latest dateLatest date possible for the date range. 

Select Select 

User(s) User(s) 

Select one or more users for the report. If you do not select a user, the report will run for all users. 

Sample Report Sample Report 

This is a sample User Login/Logoff report. 

Billing Billing 

This folder stores standard billing reports. 

The contents of this folder are available to the following user groups: 

▪ CER All 

▪ CER Billing Secure 
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Billing Reports Billing Reports 

This section explains the prompt screens and includes samples of the Billing reports. 

Billing reports include: 

▪ Aged Open Billing 

▪ Open Billing Detail 

▪ Milestone Invoice 

▪ Pre-Bill Report 

▪ Project Billing History 

▪ Standard Invoice with Backup 

▪ Unbilled Analysis 

▪ Unposted Invoice 

▪ Zero Rate Billing Exception Report 

Aged Open Billing Aged Open Billing 

The Aged Open Billing report is used to age transaction detail items that have not been billed. 

This report identifies those projects that are not billing in a timely fashion and can help limit the amount of 

exposure for unbilled transactions. Aged Open Billing is updated when transactions against billable projects are 

posted. The subperiod ending date is the basis for aging the unbilled transactions. 

Drill through to additional reports for more details. 

Name of Report That Opens (Drills Through) from the Aged Name of Report That Opens (Drills Through) from the Aged 

Open Billing Open Billing 

How to Open the Report How to Open the Report 

Project Master This report displays when you click on a 

project. 

Open Billing Detail This report displays when you click on a 

project. 

Organization List This report displays when you click on an 

organization. 

You also can view Aged Open Billing in the Projects and Executive folders in Team Content. 
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Prompts 

Use the Aged Open Billing Detail prompts to configure the Aged Open Billing Detail report. 

Prompt Prompt 

Message Message 

Description Description 

Company Company Select a company. 

Fiscal Year Fiscal Year Select the desired fiscal year. 

Period Period Select the period number. 

Subperiod Subperiod Select the subperiod number. 

Primary Primary 

Group Group 

Select the primary grouping for the report: 

▪ Account 

▪ Customer 

▪ Organization 

▪ Project 

▪ Project Manager 

Secondary Secondary 

Group Group 

Select a secondary sort option: 

▪ None 

▪ Account 

▪ Customer 

▪ Organization 

▪ Project 

▪ Project Manager 

Date to Age Date to Age 

By By 

Enter or select the date to age by. 

Project Project 

Level Level 

Select the project level at which you want the report printed. All lower levels will be rolled up for 

the report. Select Transaction LevelTransaction Level to include all levels of detail. 

Organization Organization 

Level Level 

Select the organization level at which you want the report printed. All lower levels will be rolled 

up for the report. Select Transaction LevelTransaction Level to include all levels of detail. 
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Message Message 

Description Description 

Account Account 

Level Level 

Select the account level at which you want the report printed. All lower levels will be rolled up 

for the report. Select Transaction LevelTransaction Level to include all levels of detail. 

Limit Limit 

projects projects 

In the KeywordsKeywords field, enter a portion of one or more IDs or names to narrow the primary group 

you selected in the previous field. 

To narrow the search, click OptionsOptions to select filter criteria. If you search by name, use one of the 

Contains...Contains... options, rather than the Starts with... Starts with... options. If applicable, click the right arrow to 

move your selected results to ChoicesChoices. 

Column 1 Column 1 

Aging Range Aging Range 

Enter a range to age by in the following three columns. You can edit the default ranges as 

necessary as long as date ranges do not overlap from column to column. 

Defaults from 00 up to 3030. 

Column 2 Column 2 

Aging Range Aging Range 

Enter the column range for aging. Defaults from 3131 up to 6060. 

Column 3 Column 3 

Aging Range Aging Range 

Enter the column range for aging. Defaults from 6161 up to 9090. 

Column 4 Column 4 

Aging Range Aging Range 

This defaults to the last number in Column 3 aging rangeColumn 3 aging range plus one. 

Set Range Set Range When you edit the default ranges, click Set RangeSet Range to reset the first numbers in columns 2, 3, 

and/or 4. 

Sample Report 

In the Aged Open Billing Detail, click a project to drill through to the Open Billing Detail or Project Master report. 
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Milestone Invoice Report Milestone Invoice Report 

The Milestone Invoice report renders the milestone/percent complete invoice, which can be used as a template 

to create customized standard invoices. 

Before You Run This Report 

Deltek recommends that you perform certain tasks in Costpoint before running the Milestone Bill report. 

Perform the tasks in the following list: 

▪ Set up Project data, including any ceilings 

▪ Set up Customer Information 

▪ Establish Remit to and Bill to Addresses 

▪ Maintain Sales/VAT Tax, if needed 

▪ Set up Project Billing Info 

▪ Maintain Project Sales Tax, if needed 

▪ Set up Maintain/Percent Complete Bills with billing data 

If you want to use the optional Billing Cycle or Billing Group prompts, you must perform the following steps 

within Costpoint to populate the necessary data. These options are optional both in Costpoint and on the report. 

▪ Billing CycleBilling Cycle — To use Billing Cycle on the report, you must first select the Use Billing CyclesUse Billing Cycles check box on 
the Configure Billing Settings screen. Then establish the Billing Cycle in ProjectsProjects > BillingBilling > Billing ControlsBilling Controls >
Manage Billing CyclesManage Billing Cycles. Then link the Billing Cycle to the project via the Manage Project Billing Information 
screen. 

▪ Billing GroupBilling Group — To use Billing Group on the report, select the Assign Bills to User GroupsAssign Bills to User Groups check box on the 
Configure Billing Settings screen. Establish the Billing Group in ProjectsProjects > BillingBilling > Billing ControlsBilling Controls > Manage Manage 
Billing User GroupsBilling User Groups. Then link the Billing User Group to the Project via the Manage Project Billing Information 
screen. 

Prompts 

Use the Milestone Bill prompts to run the Milestone Bill report. 

Prompt Prompt 

Message Message 

Description Description 

Company Company Select a company. 

Primary Primary Select an option to use as a primary grouping for the report: 
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Message Message 

Description Description 

Group Group 
▪ Billing Cycle 

▪ Billing Group 

▪ Customer 

▪ Invoice 

▪ Project 

Print Print 

Status Status 

Select the status of bills for the report: 

▪ Selected 

▪ Unselected 

Limit Limit 

Projects Projects 

In the KeywordsKeywords field, enter a portion of one or more IDs or billing cycles to narrow the primary 

group you selected in the previous field. 

To narrow the search, click OptionsOptions to select filter criteria. If you search by name, use one of the 

Contains...Contains... options, rather than the Starts with... Starts with... options. If applicable, click the right arrow to move 

your selected results to ChoicesChoices. 

Sample Report 

View a sample of the Milestone Bill report. 
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Open Billing Detail Open Billing Detail 

The Open Billing Detail report contains transactions that have not been included on a posted bill. 

To ensure you capture all unbilled transactions, it is advisable to print this report immediately after posting the 

bills. Alternatively, you can print it just before calculating your bills to review any transactions that are still 

awaiting billing. 

Prompts 

Select a company, fiscal year, period, subperiod, and projects to run the report. All transactions in the Open 

Billing Detail table that have data up to and including the selected fiscal year, period, and subperiod will be 

included in the report. 

Contents Contents 

Field Field Description Description 

Company Company Select a company. 
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Field Field Description Description 

Fiscal Fiscal 

Year Year 

Select the fiscal year. 

Period Period Select the period number. 

Subperiod Subperiod Select the subperiod number. 

Select Select 

Project(s) Project(s) 

In the KeywordsKeywords field, enter a portion of one or more IDs or names to filter the results by project. 

To narrow the search, select an option in the Starts with any of these keywordsStarts with any of these keywords field. If you search 

by name, use one of the Contains...Contains... options, rather than the Starts with... Starts with... options. If applicable, 

click the right-arrow to move your selected results to ChoicesChoices. 

Column(s) Column(s) 

to Display to Display 

Select the columns to include in the report. Default columns are preselected. 

Sample Report 

View a sample of the Open Billing Detail report. 

Pre-Bill Report Pre-Bill Report 

The Pre-Bill Report is used to review draft invoices and get a quick preview of the labor, non-labor, burdens, fees, 

over ceiling amounts, and retainage that are ready to be invoiced. 

As part of the pre-bill review process, you will have the ability to view the data in summary or drill from the 

summary and view the detail. 

Only invoices with a status of Unselected are available to be printed on the report. 
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Prompts 

These are Pre-Bill Report prompts. 

Prompt Prompt 

Message Message 

Description Description 

Company Company Select a company. 

Primary Primary 

Group Group 

Select the primary grouping for the report: 

▪ Billing Group 

▪ Customer 

▪ Project 

▪ Project Manager 

Limit Limit 

Projects Projects 

In the KeywordsKeywords field, enter a portion of one or more IDs to narrow the primary group you selected 

in the previous field. 

To narrow the search, click OptionsOptions to select filter criteria. If you search by name, use one of the 

Contains...Contains... options, rather than the Starts with... Starts with... options. If applicable, click the right arrow to move 

your selected results to ChoicesChoices. 

Sample Report 

A sample Pre-Bill report. 

Costpoint Online Help 36



Project Billing History Project Billing History 

Review the history of posted bills, including Standard Bills, Progress Payment Bills, Customer Product Bills, 

Project Product Bills, Manual Bills, and Milestone Percent Complete Bills. 

Prompts 

Select a company, fiscal year, period, and subperiod to run the Project Billing History report. 

Contents Contents 

Field Field Description Description 

Company Company Select a company. 

Fiscal Fiscal 

Year Year 

Select the fiscal year. 

Period Period Select the period number. 

Subperiod Subperiod Select the subperiod number. 

Select Select 

Project(s) Project(s) 

In the KeywordsKeywords field, enter a portion of one or more IDs or names to filter the results by project. 

To narrow the search, select an option in the Starts with any of these keywordsStarts with any of these keywords field. If you search 

by name, use one of the Contains...Contains... options, rather than the Starts with... Starts with... options. If applicable, 

click the right-arrow to move your selected results to ChoicesChoices. 
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Sample 

View a sample of the Project Billing History report. 

Standard Invoice with Backup Report Standard Invoice with Backup Report 

The Standard Invoice with Backup report renders the standard invoice with current billable amounts, units, and 

Accounting Classification Reference Number (ACRN) data, including supporting schedules. 

This format can be used as a template to create customized standard invoices. 

This report is similar to the one that exists in Costpoint, with enhancements such as including any outstanding 

invoice amounts along with the current invoice transactions and amounts. 

Before You Run This Report 

Certain tasks must be performed in Costpoint before you run the Standard Invoice with Backup report. 

Perform the tasks in the following list: 

▪ Set up project data, including any ceilings, overrides, units data, and PLC rates. 

▪ Set up cost pools and associated provisional rates. 

▪ Set up customer information. 

▪ Establish remit to and bill to addresses. 

▪ Set up generic billing formats. 
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▪ Set up supporting schedule formats. 

▪ Set up project billing information. 

▪ Manage ACRN bills, if the project is subject to ACRN billing requirements. 

▪ Use Manage Open Billing Detail to edit transaction records, if necessary. 

▪ Load labor rates, if necessary. 

▪ Update cash basis Information, if necessary. 

▪ Calculate billings. 

▪ Make necessary edits in the Manage Standard Bills application. 

▪ Calculate ACRN billings. 

▪ Make necessary edits in the Manage ACRN Bills application. 

Prompts 

Use the Standard Invoice with Backup prompts to run the Standard Invoice with Backup report. 

Prompt Prompt 

Message Message 

Description Description 

Company Company Select a company. 

Primary Primary 

Group Group 

Select an option to use as a primary grouping for the report: 

▪ Billing Cycle 

▪ Billing Group 

▪ Customer 

▪ Invoice 

▪ Project 

Billing Group and Billing Cycle are optional in Costpoint. If you use these options and want to use 

them in your report, you must perform the following steps within Costpoint to populate the 

necessary data: 

▪ Billing CycleBilling Cycle: To use Billing Cycle on the report, you must first select the Use Billing Cycles Use Billing Cycles 
checkbox on the Configure Billing Settings screen. And then, establish the Billing Cycle in 
ProjectsProjects > BillingBilling > Billing ControlsBilling Controls > Manage Billing CyclesManage Billing Cycles and link the Billing Cycle to the 
project via the Manage Project Billing Information screen. 

▪ Billing GroupsBilling Groups: To use Billing Groups on the report, select the Assign Bills to User Groups Assign Bills to User Groups 
checkbox on the Configure Billing Settings screen. And then, establish the Billing Group in 
ProjectsProjects > BillingBilling > Billing ControlsBilling Controls > Manage Billing User GroupsManage Billing User Groups and link the Billing User Group 
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Message Message 

Description Description 

to the Project via the Manage Project Billing Information screen. 

Print Print 

Status Status 

Select the status of bills to include in the report: 

▪ Selected 

▪ Unselected 

Project Project 

Level Level 

Select the level to roll up transactions. 

Limit Limit 

Projects Projects 

In the KeywordsKeywords field, enter a portion of one or more IDs or billing cycles to narrow the primary 

group you selected in the previous field. 

To narrow the search, click OptionsOptions to select filter criteria. If you search by name, use one of the 

Contains...Contains... options, rather than the Starts with... Starts with... options. If applicable, click the right arrow to move 

your selected results to ChoicesChoices. 

Sample Report 

View a sample Standard Invoice with Backup report. 
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Unbilled Analysis Unbilled Analysis 

Run the Unbilled Analysis report to gain insight into unbilled balances on projects. 

Prompts 

Select a company, fiscal year, period, rate type, and data level to run the Unbilled Analysis report. The projects 

available are based on your org security or roles security settings. 

Contents Contents 

Prompt Prompt 

Message Message 

Description Description 

Company Company Select a company. 

Fiscal Year Fiscal Year Select the desired fiscal year. 
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Message Message 

Description Description 

Period Period Select the period number. 

Sub Period Sub Period Select the subperiod number. 

Rate Type Rate Type Choose to show the ActualActual or TargetTarget rate. 

Project Level Project Level 

Type Type 

Choose to show data at any ProjectProject level, or at the RevenueRevenue, or BillingBilling level. 

Project Level Project Level Select the project level number if you selected Project LevelProject Level for the Project Level Type. 

Select Projects Select Projects In the KeywordsKeywords field, enter a portion of one or more project IDs and click . 

To narrow the search, select an option in the Starts with any of these keywordsStarts with any of these keywords field. If you 

search by name, use one of the Contains...Contains... options, rather than the Starts with... Starts with... options. If 

applicable, click the right-arrow to move your selected results to ChoicesChoices. 

Select Owning Select Owning 

Organization(s) Organization(s) 
In the KeywordsKeywords field, enter a portion of one or more Owning Organization IDs and click . 

To narrow the search, select an option in the Starts with any of these keywordsStarts with any of these keywords field. If you 

search by name, use one of the Contains...Contains... options, rather than the Starts with... Starts with... options. If 

applicable, click the right-arrow to move your selected results to ChoicesChoices. 

Include Include 

Inactive Inactive 

Projects? Projects? 

Choose YesYes to include inactive projects in the report data or NoNo to omit inactive projects. 

Sample Report 

Run the Unbilled Analysis report at the project, revenue, or billing level. 

The Summary tab provides an overview of the unbilled balances and how they were derived. 
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The Details tab helps you determine the timeframe in which some of the unbilled components will be billed. 

The Unbilled Reasons tab shows the reason codes for unbilled amounts. 

Costpoint Online Help 43



Unposted Invoices Unposted Invoices 

The Unposted Invoices report shows a listing of all pending (unposted) invoices. 

This report does not include Customer Product and Progress Payment bills. 

Prompts 

Select a project to run the Unposted Invoice report. 

Contents Contents 

Field Field Description Description 

Project(s) Project(s) Select a project. 

In the KeywordsKeywords field, enter a portion of one or more project IDs and click . 

To narrow the search, select an option in the Starts with any of these keywordsStarts with any of these keywords field. If you search 

by name, use one of the Contains...Contains... options, rather than the Starts with... Starts with... options. If applicable, click 

the right-arrow to move your selected results to ChoicesChoices. 

Sample Report 

The report shows the invoice ID, project ID, project name, and invoice amount for each type of invoice. 
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Zero Rate Billing Exception Report Zero Rate Billing Exception Report 

The Zero Rate Billing Exception report helps reduce the number of billing errors by providing a list of employees, 

grouped by project and labor category, with billing rates = $0. 

This information can help you determine if there is an error in the billing rate, before invoices are calculated. 

Prompts 

Use the Zero Rate Billing Exception Report prompts to configure the report. 

Prompt Prompt 

Message Message 

Description Description 

Company Company Select a company. 

Fiscal Fiscal 

Year Year 

Select the desired fiscal year. 

Period Period Select the period number. 

Subperiod Subperiod Select the subperiod number. 

Limit Limit 

Project(s) Project(s) 
In the KeywordsKeywords field, enter a portion of one or more project IDs and click  to list IDs to include 

in the report. 

To narrow the search, click OptionsOptions to select filter criteria. If you search by name, use one of the 

Contains...Contains... options, rather than the Starts with... Starts with... options. If applicable, click the right arrow to move 

your selected results to ChoicesChoices. 

ID Type ID Type Select an ID type: 
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Message Message 

Description Description 

▪ (All) 

▪ Employee 

▪ Vendor 

▪ Vendor Employee 

Limit Limit 

Name Name 

ID(s) ID(s) 

Select the ID from the list. 

Note:Note: To optimize the display of project IDs in Limit Project(s)Limit Project(s), this prompts screen limits the number of 

project IDs returned to 1000. Because of this, you should enter as much of the project ID as possible when you 

search for projects. If your search is too general, the projects you want may not be included in the 1000 that 

are returned. 

Sample Report 

View a sample Zero Rate Billing Exception Report. 
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Costpoint Administration Costpoint Administration 

This folder stores standard Administration reports, including user security for BI administrators. 
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The contents of this folder are available to the following user groups: 

▪ CER All 

▪ CER CP Administration 

Data Dictionary Report Data Dictionary Report 

Use the Data Dictionary report to display selected data dictionary information, including table names and 

descriptions, column names and descriptions, and the Costpoint version when the column was introduced. 

The data dictionary consists of a set of tables in the Costpoint database that describes database information 

including table descriptions, how the tables are used, their life cycles, and business rules, as well as detailed 

information at the column level. 

Note:Note: The Costpoint, Planning, and Time & Expense table data is available. 

Note:Note: Some customers may not be able to use the standard report if they don't use all three areas of Costpoint 

(Core, Planning and Time & Expense) but can create custom Data Dictionary reports for the table data they 

want to use with the Administration package. (This does not apply to Deltek Cloud customers who get all three 

areas). 

Prompts Prompts 

Use the prompts to filter the domain, modules, tables, columns, and versions included the Data Dictionary report. 

The values for each prompt are based on the domain, module, or table that you select. For example, if you select 

the Materials domain, you can only choose the modules, tables, or columns related to that domain. 

Contents Contents 

Field Field Description Description 

Domain Domain Select the domain that contains the data for the report. 

Module(s) Module(s) In the KeywordsKeywords field, enter a portion of one or more Costpoint modules for the report, and click 

the SearchSearch icon. 

To narrow the search, select an option in the Starts with any of these keywordsStarts with any of these keywords field. If you search 

by name, use one of the Contains...Contains... options, rather than the Starts with... Starts with... options. If applicable, 

click the right-arrow to move your selected results to ChoicesChoices. 

Table(s) Table(s) In the KeywordsKeywords field, enter a portion of one or more Costpoint database tables to include on the 

report, and click the SearchSearch icon. 

To narrow the search, select an option in the Starts with any of these keywordsStarts with any of these keywords field. If you search 
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Field Field Description Description 

by name, use one of the Contains...Contains... options, rather than the Starts with... Starts with... options. If applicable, 

click the right-arrow to move your selected results to ChoicesChoices. 

Column(s) Column(s) In the KeywordsKeywords field, enter a portion of one or more data dictionary table columns for the report, 

and click the SearchSearch icon. 

To narrow the search, select an option in the Starts with any of these keywordsStarts with any of these keywords field. If you search 

by name, use one of the Contains...Contains... options, rather than the Starts with... Starts with... options. If applicable, 

click the right-arrow to move your selected results to ChoicesChoices. 

Version(s) Version(s) Select the Costpoint versions for the report. To select multiple versions, press CTRLCTRL on your 

keyboard and click on the versions you want to include in the report. 

Sample Report Sample Report 

The following image is an example of the Data Dictionary report. 

Menu Report Menu Report 

The Menu Report displays as tab when you log in to BI. It presents a consolidated view of reports and 

dashboards that you can launch directly from the report, eliminating the need to navigate the folders and 

subfolders of Team Content (for Deltek objects) and Company Content (for your company's custom objects). 

Your BI administrator manages the content available to you in this report. 
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Sample Report Sample Report 

This is a sample of the Menu report. 

Security Reports Security Reports 

The Security contains the Effective User Rights report and the User Group Rights report. 

Effective User Rights Report Effective User Rights Report 

This report displays the effective module and function rights for Costpoint users in a table format. 

Note:Note: We strongly recommend using prompt filters to narrow the report output, even though the report does 

not require prompts to run it. There are no required prompts because they limit usability in cases where you 

may need to use different combinations of filters to generate the desired output. For example, you may need 

to see all the rights of a particular user or user group, or you may need to see all the users or user groups that 

have permissions to a specific application or module. 

If you tried to generate a report of all users and user groups with all the modules and applications of the 

system, this would produce an enormous output. And although BI queries and reports can typically handle 

large volumes of data, this report is pulling from two different data sources (CPDATA and CPSYSTEM). 

Running this report requires local processing instead of database processing and could significantly impact the 
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performance of this report and other reports running on this server. Any report running over 6 hours will 

automatically end, but we want to avoid knowingly initiating a query that could tax the system. We will 

continue to monitor this report's usage and run times and may opt to make future changes requiring certain 

prompt settings if this becomes problematic in production environments. 

Prompts 

Select the required prompts to run the Effective User Rights report. 

Warning:Warning: Only run this report by initiating a combination of filters for User or User Groups or Module or 

Application, or you could experience performance issues. For more information on this warning, please see the 

Effective User Rights report overview. 

Prompt Prompt 

Message Message 

Description Description 

Company Company Select a company. 

Include Include 

Deactivated Deactivated 

Users Users 

Choose whether to include deactivated users in the report. 

Show Show 

Application Application 

Details for Details for 

Module Module 

Choose whether to show the applications each user can access in a module. 

Select Select 

User(s) User(s) 

In the KeywordsKeywords field, enter a portion of one or more user names or IDs to include only the 

selected users in the report. 

To narrow the search, select an option in the Starts with any of these keywordsStarts with any of these keywords field. If you 

search by name, use one of the Contains...Contains... options, rather than the Starts with... Starts with... options. If 

applicable, click the right-arrow to move your selected results to ChoicesChoices. 

Select Select 

Module(s) Module(s) 

In the KeywordsKeywords field, enter a portion of one or more modules to include only the selected 

modules in the report. 

To narrow the search, select an option in the Starts with any of these keywordsStarts with any of these keywords field. If you 

search by name, use one of the Contains...Contains... options, rather than the Starts with... Starts with... options. If 

applicable, click the right-arrow to move your selected results to ChoicesChoices. 
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Message Message 

Description Description 

Select Select 

Application(s) Application(s) 

In the KeywordsKeywords field, enter a portion of one or more applications to include only the selected 

applications in the report. 

To narrow the search, select an option in the Starts with any of these keywordsStarts with any of these keywords field. If you 

search by name, use one of the Contains...Contains... options, rather than the Starts with... Starts with... options. If 

applicable, click the right-arrow to move your selected results to ChoicesChoices. 

Select User Select User 

Group(s) Group(s) 

In the KeywordsKeywords field, enter a portion of one or more user groups to include only the selected 

user groups in the report. 

To narrow the search, select an option in the Starts with any of these keywordsStarts with any of these keywords field. If you 

search by name, use one of the Contains...Contains... options, rather than the Starts with... Starts with... options. If 

applicable, click the right-arrow to move your selected results to ChoicesChoices. 

Access Levels Access Levels Select one or more access levels to display only the users who have the selected access. 

Sample Report 

This is a sample of the Effective User Rights report. 
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User Group Rights Report User Group Rights Report 

The User Group Rights report contains the user groups, the users that belong to each group, and their access 

rights. 

Prompts 

The prompts for the User Group Rights Report include the User Groups and Users. 

Prompt Prompt 

Message Message 

Description Description 

User User 

Group(s) Group(s) 

In the KeywordsKeywords field, enter a portion of one or more accounts to include in the report. 

To narrow the search, click OptionsOptions to select filter criteria. If you search by name, use one of the 

Contains...Contains... options, rather than the Starts with... Starts with... options. If applicable, click the right arrow to move 

your selected results to ChoicesChoices. 

User(s) User(s) In the KeywordsKeywords field, enter a portion of one or more accounts to include in the report. 

To narrow the search, click OptionsOptions to select filter criteria. If you search by name, use one of the 

Contains...Contains... options, rather than the Starts with... Starts with... options. If applicable, click the right arrow to move 

your selected results to ChoicesChoices. 

Sample Report 

The User Group Rights Report has two tabs when viewed on screen — User Group Rights and User Group Users. 

This is a sample User Group Rights page. 
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This is a sample User Group Users page. 

Homepage Report Homepage Report 

This report displays the Deltek welcome message. 
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Sample Sample 

Use the links on the Welcome Page to learn more about Costpoint Business Intelligence. 

Capture & Contracts Capture & Contracts 

This folder stores standard Capture & Contracts reports and dashboards for contract administrators and staff. 

The report templates in Capture & Contracts are interactive and you can modify them during run-time. 

The contents of this folder are available to the following user groups: 

▪ CER All 

▪ CER Contracts 

Note:Note: The Contracts Reporting package requires a license to Contract Management in Costpoint. 

Capture & ContractsCapture & Contracts  Dashboards Dashboards 

The template dashboards for Capture & Contracts allow you to create and share interactive analytical 

dashboards that uses the Costpoint Contracts Management data. 

Contracts Dashboard Contracts Dashboard 

Use the Contracts Dashboard to see the percent complete of contracts and identify any fund limitation issues 

ahead of time. 
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The dashboard shows the backlog in contracts, the volume of contracts by primary customer, and the volume of 

contracts by contract administrator. Use this information to analyze the workload and responsibilities for the 

team. 

The Contracts Dashboard includes five tabs: 

▪ AdminAdmin: Displays the volume of contracts per contract administrator. 

▪ Backlog (Actual)Backlog (Actual): Displays the backlog of contracts that helps you determine if you need to notify the client 
that additional funding is needed. 

▪ Backlog (Target)Backlog (Target): Similar to Backlog (Actual)Backlog (Actual), this tab displays the backlog of contracts for the target amount. 

▪ CustomersCustomers: Displays the volume of contracts by primary customer. This tells you which customer has the 
majority of the contracts, which helps you determine where your company can invest in the future. 

Note:Note: For optimal results, complete the  Prime Contractor/Customer Prime Contractor/Customer field in Manage Contracts. While not 
mandatory, leaving it blank may prevent the contract record from appearing on the Customers tab. 

▪ Funding % CompleteFunding % Complete: Displays the percentage of completion of contracts based off a specified percentage 
amount. 

Opportunity Dashboard Opportunity Dashboard 

The Opportunity Dashboard displays consolidated metric views for the Opportunities module. 
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The dashboard contains the following tabs: 

▪ Current Pipeline:Current Pipeline: This tab displays the detailed list of opportunities based on specified pipeline stages. This 
provides the sales team a visual representation of the value of the opportunities broken out by each of the 
stages to help determine where to prioritize efforts to close deals. 

▪ Pipeline By Stages:Pipeline By Stages: This tab displays the list of opportunities, their stage, and value by month. 

▪ Pipeline Breakout: Pipeline Breakout: This tab displays the summary of opportunity pipeline amounts organized by stage based 
on the anticipated award date. This lets you assess future revenue for the company. 

▪ Pipeline Revenue Forecast:Pipeline Revenue Forecast: This tab displays the Opportunity Value and Weighted Revenue, spread evenly 
over months. The Opportunity Value Forecast Spread displays the estimated start date and estimated dates 
of the opportunities, and evenly spreads the opportunity value over the months. The Weighted Revenue 
Forecast Spread displays the estimated start date and estimated completion dates of the opportunities, and 
evenly spreads the weighted revenue over the months. 

▪ Forecast Exclusions:Forecast Exclusions: This tab displays the opportunities that require additional data before they can be 
included in the Revenue Forecast. Required data may include the start date, end date, or the Our Opportunity 
Value/Weighted Value data. 

▪ Pipeline Details:Pipeline Details: This tab displays the summary of opportunity pipeline amounts that are grouped and shows 
the total percentage by each stage. 

▪ Leads Analysis:Leads Analysis: This tab displays leads grouped by source. 
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Capture & ContractsCapture & Contracts  Reports Reports 

Contracts Reporting is the report package for Contracts. 

Contract Backlog Report Contract Backlog Report 

The Contract Backlog report shows the contract backlog and funded percent complete for each contract. Use 

this report to determine the amount of money left on each contract and whether action needs to be done due to 

contract overruns. 

Prompts 

The prompts for the Contract Backlog Report include the selection for company, contracts, contract vehicle, 

contract type, and others. 

Prompt Prompt 

Message Message 

Description Description 

Company Company Select a company. 

Select Prime Select Prime 

Contract(s) Contract(s) 

Select the contracts that you want to display in the report. 

In the KeywordsKeywords field, enter one or more characters to search for contract information. To 

narrow the search, select one of the following: 

▪ Starts with any of these keywords Starts with any of these keywords 

▪ Starts with the first keyword and contains all of the remaining keywords Starts with the first keyword and contains all of the remaining keywords 

▪ Contains any of these keywords Contains any of these keywords 

▪ Contains all of these keywords Contains all of these keywords 

If you search by name, use one of the Contains...Contains... options, rather than the Starts with...Starts with...

options.) Click the arrow to list the matching contracts in ChoicesChoices. 

Select Contract Select Contract 

Vehicle(s) Vehicle(s) 

Select the contract vehicle to include in the report. 

Select Contract Select Contract 

Type(s) Type(s) 

Select the types of contract to include in the report. 

Basis for Actual Basis for Actual 

% Complete % Complete 

Select the basis for the actual percentage completion which can either be Funded ValueFunded Value or 

Contract ValueContract Value. 
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Message Message 

Description Description 

Select Rate Select Rate 

Type Type 

Select the type of rate, either TargetTarget or ActualActual. 

Include Inactive Include Inactive 

Contracts? Contracts? 

Indicate whether to include inactive contracts. 

Sample Report 

This is a sample of the Contract Backlog report. 

Contract Brief Report Contract Brief Report 

The Contract Brief report provides a summary of key contract information. 

This report can help government contractors fully understand the terms and conditions of a contract. 

Prompts 

Use the Contract Brief report prompts to specify which contracts to display in the report. 
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Prompt Prompt 

Message Message 

Description Description 

Company: Company: Select a company. 

Limit Limit 

Contract(s): Contract(s): 

Select the contracts for the report. 

In KeywordsKeywords, enter one or more characters to search for contracts. To narrow the search, select 

one of the following: 

▪ Starts with any of these keywords Starts with any of these keywords 

▪ Starts with the first keyword and contains all of the remaining keywords Starts with the first keyword and contains all of the remaining keywords 

▪ Contains any of these keywords Contains any of these keywords 

▪ Contains all of these keywords Contains all of these keywords 

If you search by name, use one of the Contains...Contains... options, rather than the Starts with... Starts with... options. 

Click the arrow to list the matching contracts in ChoicesChoices. 

Sample Report 

The Contract Brief report displays the Organization ID, Organization name, descriptions, and other information 

for contracts. 
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Contract FAR/Supplement Report Contract FAR/Supplement Report 

The Contract FAR/Supplement report displays the Federal Acquisition Regulations (FAR) and/or supplemental 

information for contracts and subcontracts. 

Prompts 

Use the prompts to filter results for the Contract FAR / Supplement report. 

Prompt Prompt 

Message Message 

Description Description 

Report Type Report Type Select to display records for contracts or subcontracts. 

Active Active 

Records Only Records Only 

Indicate whether to display only active contract records (YesYes) or not (NoNo). 

Show in Show in 

Lookup Only Lookup Only 

Indicate whether to display only the results that have Show in Lookup Show in Lookup marked for FAR and/or 

Supplemental records (YesYes) or not (NoNo). 

FAR or FAR or 

Supplemental Supplemental 

Choose to include Federal Acquisition Regulation (FAR) clauses, supplemental clauses, or 

both. ( 

Supplemental Supplemental 

Agency Agency 

If you selected SupplementalSupplemental in the FAR or SupplementalFAR or Supplemental prompt, select the agency for the 

supplemental clauses. 

Risk Level Risk Level Select the risk level. 

ID / ID / 

Description Description 

Select the records that you want to display in the report. 

In KeywordsKeywords, enter one or more characters to search for an ID or description. To narrow the 

search, select one of the following: 

▪ Starts with any of these keywords Starts with any of these keywords 

▪ Starts with the first keyword and contains all of the remaining keywords Starts with the first keyword and contains all of the remaining keywords 

▪ Contains any of these keywords Contains any of these keywords 

▪ Contains all of these keywords Contains all of these keywords 

Sample Report 

This is a sample Contract FAR/Supplement report. 
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Click the contract or subcontract to view the FAR and supplement clauses for that record. 

Contract Vehicle Report Contract Vehicle Report 

Use the Contract Vehicle Report to see information by task orders grouped by contract vehicle with their total 

award values. 
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Prompts 

Select prompt values to run the Contract Vehicle Report. 

Prompt Prompt 

Message Message 

Description Description 

Company Company Select a company. 

Vehicle Vehicle 

Code(s) Code(s) 

Select the corresponding vehicle code for the company. 

Status(es) Status(es) Select the statuses of the contract for the report. 

Contract Contract 

Type(s) Type(s) 

Select the types of contracts to include in the report. 

Limit Primary Limit Primary 

Customer(s) Customer(s) 

Select the customers to include in the report. 

In KeywordsKeywords, enter one or more characters for which you want to search to retrieve customer 

information from. To narrow the search, select one of the following options. 

▪ Starts with any of these keywords Starts with any of these keywords 

▪ Starts with the first keyword and contains all of the remaining keywords Starts with the first keyword and contains all of the remaining keywords 

▪ Contains any of these keywords Contains any of these keywords 

▪ Contains all of these keywords Contains all of these keywords 

If you search by name, use one of the Contains...Contains... options, rather than the Starts with...Starts with...

options.) Click the arrow to list the matching contracts in ChoicesChoices. 

Include Include 

Inactive Inactive 

Contracts? Contracts? 

Indicate whether to include inactive contracts. 

Sample Report 

The Contract Vehicle Report includes the Organization ID and name for each contract. 
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Customer Inquiry Customer Inquiry 

Use the Customer Inquiry report to see information about one or several customers. The report displays 

information in different areas such as opportunities, contracts, projects, and others. 

Prompt 

Select a customer to include in the Customer Inquiry report. 

Prompt Prompt 

Message Message 

Description Description 

Keywords: Keywords: Select a customer to display in the report. 

In KeywordsKeywords, enter one or more characters to search for to retrieve customer information. To 

narrow the search, select one of the following options: 
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Message Message 

Description Description 

▪ Starts with any of these keywords Starts with any of these keywords 

▪ Starts with the first keyword and contains all of the remaining keywords Starts with the first keyword and contains all of the remaining keywords 

▪ Contains any of these keywords Contains any of these keywords 

▪ Contains all of these keywords Contains all of these keywords 

If you search by name, use one of the Contains...Contains... options, rather than the Starts with... Starts with... options.) 

Click the arrow to list the matching contracts in ChoicesChoices. 

Sample Report 

This is a sample of the Customer Inquiry report. 
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Customer Inquiry Drill Through Reports 

There are several drill through reports available in the Customer Inquiry report where you can see details about 

contracts, opportunities, projects, subcontracts, and organizational conflict of interest (OCIs). 

Because drill through only reports are not run on their own, users do not need to enter prompt information for 

these reports. Information needed to run the report is retrieved based on the parent report such as the Customer 

Inquiry report. No user input is required. 

Contract Drill Thru 

The Contract Drill Thru report displays the contract details of a customer such as activities, projects, and 

subcontracts. 

Project Drill Thru 

The Project Drill Thru report displays the project details of a customer such as contract and funding value. 

Opportunity Drill Thru 

The Opportunity Drill Thru report displays opportunity details of a customer such as Opportunity Stage, Projects, 

and Organizational Conflict of Interest, if any. 

Costpoint Online Help 67



OCI Drill-Thru 

The Organization Conflict of Interest (OCI) Drill Thru report displays OCI details for an opportunity such as 

activities, projects, and sub/vendors if available. 

Subcontract Drill-Thru 

The Subcontract Drill Thru report displays subcontract details about a customer. You can see this drill through 

when you click the Subcontract #Subcontract # on the Contract Drill Thru report. 

Opportunity Current Pipeline Report Opportunity Current Pipeline Report 

Use the Opportunity Current Pipeline Report to see information about the opportunities in the pipeline. 
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Prompts 

Select a company to run the Opportunity Current Pipeline report. 

Prompt Prompt 

Message Message 

Description Description 

Company Company Select the company to include in the Opportunity Current Pipeline Report. 

Limit Primary Limit Primary 

Customer(s) Customer(s) 

Select the customer to display in the report. 

In KeywordsKeywords, enter one or more characters to include in the search for which you want 

retrieve customer information from. To narrow the search, select one of the following in the 

dropdown field. 

▪ Starts with any of these keywords Starts with any of these keywords 

▪ Starts with the first keyword and contains all of the remaining keywords Starts with the first keyword and contains all of the remaining keywords 

▪ Contains any of these keywords Contains any of these keywords 

▪ Contains all of these keywords Contains all of these keywords 

If you search by name, use one of the Contains...Contains... options, rather than the Starts with...Starts with...

options.) Click the arrow to list the matching contracts in ChoicesChoices. 

Stage(s) Stage(s) Select the opportunity stage to include in the report. 

Include Include 

Inactive Inactive 

Opportunities? Opportunities? 

Indicate if you like to include the inactive opportunities in the report (YesYes or NoNo). 

Sample Report 

The Opportunity Current Pipeline report displays all your current pipeline data that helps you assess the 

opportunities that you can work on and the probability to win each. 
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Opportunity Days Open Report Opportunity Days Open Report 

Use the Opportunity Days Open Report to see opportunities that your company won and lost as well as the 

number of days they were open. The information helps you to determine the number of days you spend on 

opportunities. 

Prompts 

Select a company and opportunity or customer name to run the Opportunity Days Open report. 

Prompt Prompt 

Message Message 

Description Description 

Company Company Select the company that you want to include in the Opportunity Days Open Report. 

Limit By Limit By Select the opportunity name or customer that you want to display in the report. 

In KeywordsKeywords, enter one or more characters to include in the search for which you want 

retrieve customer information from. To narrow the search, select one of the following in the 

dropdown list. 

▪ Starts with any of these keywords Starts with any of these keywords 

▪ Starts with the first keyword and contains all of the remaining keywords Starts with the first keyword and contains all of the remaining keywords 

▪ Contains any of these keywords Contains any of these keywords 

▪ Contains all of these keywords Contains all of these keywords 

If you search by name, use one of the Contains...Contains... options, rather than the Starts with...Starts with...

options.) Click the arrow to list the matching contracts in ChoicesChoices. 

Stage(s) Stage(s) Select the opportunity stage that you want to include in the report. 

Type(s) Type(s) Select the opportunity type that you want to include in the report. 

Date Opened Date Opened Select dates to display opportunities opened within this date range. 

In the FromFrom field, enter a date to display opportunities opened on or after this date, or click 

the calendar icon to select a date. 

In the ToTo field, enter an end date to display opportunities opened on or before this date, or 

click the calendar icon to select a date. 

Or, you can select the Earliest dateEarliest date or the Latest dateLatest date possible for the date range. 

Include Include Indicate if you want to include the inactive opportunities in the report (YesYes or NoNo). 
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Message Message 

Description Description 

Inactive Inactive 

Opportunities? Opportunities? 

Sample Report 

This is a sample Opportunity Days Open report. 
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Opportunity Win/Loss Report Opportunity Win/Loss Report 

Use the Opportunity Win/Loss Report to see the won versus lost opportunities including the weighted revenue 

for each. This report helps you assess if you company is pursuing the right types of opportunities. 

Prompts 

The prompts for the Opportunity Win/Loss Report includes the selection for company, primary customer, date 

range, and others. 

Prompt Prompt 

Message Message 

Description Description 

Company: Company: Select the company that you want to include in the report. 

Limit Primary Limit Primary 

Customer(s): Customer(s): 

Select the customer that you want to display in the report. 

In KeywordsKeywords, enter one or more characters to include in the search for which you want 

retrieve customer information from. To narrow the search, select one of the following in the 

dropdown field. 

▪ Starts with any of these keywords Starts with any of these keywords 

▪ Starts with the first keyword and contains all of the remaining keywords Starts with the first keyword and contains all of the remaining keywords 

▪ Contains any of these keywords Contains any of these keywords 

▪ Contains all of these keywords Contains all of these keywords 

If you search by name, use one of the Contains...Contains... options, rather than the Starts with...Starts with...

options.) Click the arrow to list the matching contracts in ChoicesChoices. 

Date Changed Date Changed Select a date range to show only the opportunities within this range in the report. 

In the FromFrom field, enter a date to display opportunities on or after this date, or click the 

calendar icon to select a date. 

In the ToTo field, enter an end date to display opportunities on or before this date, or click the 

calendar icon to select a date. 

Or, you can select the Earliest dateEarliest date or the Latest dateLatest date possible for the date range. 

Include Include 

Inactive Inactive 

Opportunities?: Opportunities?: 

Indicate if you like to include the inactive (YesYes or NoNo) opportunities in the report. 
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Sample Report 

This is a sample Opportunity Win/Loss report. 

Employee Employee 

This folder stores standard Employee reports for use by people administrators, Human Resources and Payroll 

staff, and managers of employees. 

The contents of this folder are available to the following user groups: 

▪ CER All 

▪ CER Employee Secure 

▪ CER People 

Employee Reports Employee Reports 

Three secured reports use the Employee model. 

The Employee folder includes the following reports: 

▪ Attrition and Retention 

▪ Employee Basic Information 

▪ Employee Information 

▪ New Hires / Terminations 
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Attrition and Retention Report Attrition and Retention Report 

The Attrition and Retention report enables you to monitor turnover trends for your company so you can manage 

employee retention more effectively. 

The report displays the following for the reporting period you specify on the prompt screen: 

▪ Total non-terminated employees at the end of the reporting period 

▪ Number of new hires during the period 

▪ Ratio of new hires to total non-terminated employees 

▪ Number of terminations during the period 

▪ Ratio of terminations to total non-terminated employees 

You can organize this information by organization, labor location, or manager. 

Prompts 

Use the Attrition and Retention prompts to configure the report. 

Prompt Prompt 

Message Message 

Description Description 

Company Company Select the company for which you are generating the report. 

Start date Start date Select the starting date for the date range. The report includes employees either hired or 

terminated within the date range you specify. 

End date End date Select the ending date for the date range. The report includes employees either hired or 

terminated within the date range you specify. 

Primary group Primary group Select one of the following options for grouping data on the report: 

▪ Organization 

▪ Labor Location 

▪ Manager 

On the Advanced tab, you can also filter the report based on this selection. 

Select Select 

organizations/organizations/

labor locations/labor locations/

Based on your selection for Primary GroupPrimary Group, use this option to limit the report to selected 

organizations, labor locations, or managers. 

To search with KeywordsKeywords, enter one or more characters that will help retrieve the item(s) you 
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Message Message 

Description Description 

managers managers want to select for the report. 

To narrow the search, select an option in the Starts with any of these keywordsStarts with any of these keywords field. If you 

search by name, use one of the Contains...Contains... options, rather than the Starts with... Starts with... options. If 

applicable, click the right-arrow to move your selected results to ChoicesChoices. 

Sample Report 

Here is a sample of the Attrition and Retention report. 

Employee Basic Information Report Employee Basic Information Report 

The Employee Basic Information report displays employee basic information (excluding salary-related 

information). 

This report is one in a series of master information reports. This report is available as a drill through target from 

other reports. 
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Prompts 

Use the Employee Basic Information prompts to configure the Employee Basic Information report. 

Prompt Prompt 

Message Message 

Description Description 

Company Company Select a company from the list. 

Status Status Select one or more of the following employee statuses to include in the report: 

▪ Active 

▪ Family Medical Leave 

▪ Inactive Accruing Leave 

▪ Inactive 

Employee Type Employee Type Select one or more of the following employee types to include in the report: 

▪ Part Time 

▪ Regular 

▪ Temporary 

Limit Limit 

Organization(s) Organization(s) 
In the KeywordsKeywords field, enter a portion of one or more organization IDs and click  to list 

organizations to include in the report. 

To narrow the search, click OptionsOptions to select filter criteria. If you search by name, use one of 

the Contains...Contains... options, rather than the Starts with... Starts with... options. If applicable, click the right arrow 

to move your selected results to ChoicesChoices. 

Limit Limit 

Supervisor(s) Supervisor(s) 
In the KeywordsKeywords field, enter a portion of one or more supervisor names and click  to list 

supervisors to include in the report. 

To narrow the search, click OptionsOptions to select filter criteria. If you search by name, use one of 

the Contains...Contains... options, rather than the Starts with... Starts with... options. If applicable, click the right arrow 

to move your selected results to ChoicesChoices. 

Limit Locator Limit Locator 

Code(s) Code(s) 

A locator code is an optional field that can be defined for an employee. It is used only in the 

employee record and not maintained or validated anywhere else in Costpoint. It is used 

typically as a way to organize how checks or leave status is printed (set up locator codes and 

print checks or leave status in groups, sorted by locator code). 

In the KeywordsKeywords field, enter a portion of one or more locator codes and click  to list codes 

Costpoint Online Help 78



PPrompt rompt 

Message Message 

Description Description 

to use as filters for employee’s to include in the report. 

To narrow the search, click OptionsOptions to select filter criteria. If you search by name, use one of 

the Contains...Contains... options, rather than the Starts with... Starts with... options. If applicable, click the right arrow 

to move your selected results to ChoicesChoices. 

Sample Report 

View a sample of the Employee Basic Information report. 

Employee Information Report Employee Information Report 

The Employee Information report provides a flexible option for reporting on basic employee data and employee 

labor information. 

You can select the employees that you want to include in the report. In addition, you can sort the report by either 

employee ID or employee name. 
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Prompts 

Select the prompts to run the Employee Information report. 

Prompt Prompt 

Message Message 

Description Description 

Company Company Select the company to include on the report. 

Primary Sort Primary Sort Select one of the following options to indicate how to sort the employee information: 

▪ Employee ID 

▪ Employee Name 

Select Select 

Employee(s) Employee(s) 

Use this option to limit the report to selected employees. (If you make no selections, the report 

includes all employees.) 

In the KeywordsKeywords field, enter one or more characters for which you want to search to retrieve 

employees. The list displays values as a combination of ID and name, so you can search by ID or 

by name. To enter more than one search string, separate them with spaces. 

To narrow the search, select an option in the Starts with any of these keywordsStarts with any of these keywords field. If you 

search by name, use one of the Contains...Contains... options, rather than the Starts with... Starts with... options. If 

applicable, click the right-arrow to move your selected results to ChoicesChoices. 

When you generate the report, it includes only records for the employees in ChoicesChoices. 

Sample Report 

Here is a sample of the Employee Information report. 

If labor suppression is enabled for your user ID, the salary columns will be blank. 
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New Hires / Terminations Report New Hires / Terminations Report 

The New Hires/Terminations report is actually two reports that share the same prompt screen: the New Hires 

report and the Terminations report. 

The New Hires report lists employees hired during the date range you specify on the prompts screen. The list is 

grouped by organization and provides the following information: 

▪ Employee’s organization ID and name 

▪ Employee ID and name 

▪ Position title 

▪ Employee's manager 

▪ Original hire date 

The Terminations report lists employees terminated during the date range you specify on the prompts screen. 

The list is grouped by organization and provides the following information: 

▪ Employee’s organization ID and name 

▪ Employee ID and name 

▪ Position title 

▪ Employee's manager 
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▪ Original and adjusted hire date 

▪ Years of service 

▪ Termination date 

Prompts 

Select a company and a date range to run the report. 

Prompt Message Prompt Message Description Description 

Company Company Select the company for which you are generating the report. 

Beginning Hire / Beginning Hire / 

Termination Date Termination Date 

Select the starting date for the date range. The report includes employees either hired 

or terminated within the date range you specify. 

Ending Hire / Ending Hire / 

Termination Date Termination Date 

Select the ending date for the date range. The report includes employees either hired 

or terminated within the date range you specify. 

Sample Report 

This section includes samples of the New Hires report and the Terminations report. 

The New Hires report is available on the New Hires tab. 
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The Terminations report is available on the Terminations tab. 
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Executive Executive 

The Executive folder stores standard reports and the Executive Dashboard that contains metrics for executives. 

This folder also includes views of the following reports: 

▪ Accounts Receivable Aging 

▪ Aged Open Billing Detail 

▪ Attrition and Retention 

▪ Balance Sheet 

▪ Cash Forecast 

▪ Contract Backlog Report 

▪ Income Statement 

▪ Labor Utilization 

▪ New Hire / Termination 

▪ Opportunity Current Pipeline Report 

▪ Opportunity Win/Loss Report 

▪ Revenue Forecast 

▪ Trended Income Statement 
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▪ Unbilled Analysis 

The contents of this folder are available to the following user groups: 

▪ CER All 

▪ CER Executive Secure 

Executive Dashboard Executive Dashboard 

The Executive Dashboard provides a high level insight into overall contract information that is useful to senior 

management. 

The Executive Dashboard includes: 

▪ Pipeline and BacklogPipeline and Backlog: This area shows information about the number of opportunities and their corresponding 
values as well as funding and contract backlogs. 
On the Backlog tab, the Funding Backlog (Target) by Contract Type and Contract Backlog (Target) by 
Contract Type dashparts drill through to Contract details. To view the drill through report, right-click on the 
dashpart and click the Drill Through icon. 

▪ Project Rev, Project Direct Exp, and Project ProfitProject Rev, Project Direct Exp, and Project Profit: The information in these areas are categorized by owning 
organization and by project manager. The project revenue, expenses, and profit against budget by project or 
project type are also displayed. 

▪ AR and DSOAR and DSO: This area shows the outstanding accounts receivable and day sales outstanding by organization 
and by customer. 

▪ Trended RevTrended Rev: This area shows the actual vs budgeted and current period vs year-to-date revenue over a 
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period of time. 

▪ ExpenseExpense: This area shows information such as expenses by project classification and top expense type 
categories. 

▪ Income StmtIncome Stmt: This area is created from a Crosstab Report and is viewed as an overall Income Statement by 
quarter for the current fiscal year, providing line items based on the filtering criteria of Company Name, Org 
Level 2 ID Name, Org Level 3 ID Name, and Financial Statement Code set to P&L. 

▪ Current vs Prior YearCurrent vs Prior Year: This area provides bar charts comparing Prior Year Revenue, Direct Expense, Indirect 
Expense, and Profit to the Current Fiscal Year Revenue, Direct Expense, Indirect Expense and Profit. 

▪ LaborLabor: This area displays labor hours and amount by project class and organization as well as by project 
classification. 

Users in the CER__EXEC_SECURECER__EXEC_SECURE user group have exclusive access to the Executive Dashboard. 

Data on the Executive Dashboard come from multiple packages including Project Reporting, Contracts, 

Accounts Receivable, and General Ledger. If one of the packages is not used, for example, Contracts, the 

dashboard may not display data. 

Expense Expense 

This folder stores standard Expense reports for expense administrators and managers approving expenses. 

The contents of this folder are available to the following user groups: 

▪ CER All 

▪ CER Time & Expense 

▪ CER Expense Secure 

Note:Note: Standard reports within the Expense folder will always enforce row security, regardless of the status of 

the Enable T&E Model SecurityEnable T&E Model Security setting. However, when creating new queries, BI will honor the security setting. 

Expense Resource Activity Report Expense Resource Activity Report 

Resource Managers can use the Expense Resource Activity report to see how the employees they have a role 

over have charged their time. 

Prompts Prompts 

Select a company to run the Expense Resource Activity report. 
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Prompt Prompt 

Message Message 

Description Description 

Company Company Select a company from the list. 

Functional Functional 

Role(s) Role(s) 

Select the functional role to include only the employees related to the role in the report. 

Group(s) Group(s) Select one or more employee groups to include in the report. The options are based on the 

selected functional role. 

Employee Employee 

Name(s) Name(s) 

Select the employees you want to display in the report. 

In the KeywordsKeywords field, enter one or more characters to search with to retrieve this 

information. To narrow the search, select one of the following in the dropdown list: 

▪ Starts with any of these keywords 

▪ Starts with the first keyword and contains all of the remaining keywords 

▪ Contains any of these keywords 

▪ Contains all of these keywords 

If you search by name, use one of the Contains... options, rather than the Starts with... 

options. Click the arrow to list the matching employees in ChoicesChoices. 

Expense Report Expense Report 

ID - Description ID - Description 

Select the expense report ID to include in the report. 

In the KeywordsKeywords field, enter one or more characters to search with to retrieve this 

information. To narrow the search, select one of the following in the dropdown list: 

▪ Starts with any of these keywords 

▪ Starts with the first keyword and contains all of the remaining keywords 

▪ Contains any of these keywords 

▪ Contains all of these keywords 

If you search by name, use one of the Contains... options, rather than the Starts with... 

options. Click the arrow to list the matching expense report ID in ChoicesChoices. 

Expense Report Expense Report 

Date Date 

Enter or select the starting date for the report in the FromFrom field and the ending date in the 

ToTo field. The report will include the records that satisfy the date range you specify. 

You can opt to select the Earliest dateEarliest date or the Latest dateLatest date possible for the sales order dates. 
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Sample Report Sample Report 

This is a sample of the Expense Resource Activity report. 

View the Expense Daily tab to see expense details listed by date. 

View the Expense Distribution tab to see expense details based on the project. 
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Expense Charge Activity Report Expense Charge Activity Report 

Use the Expense Charge Activity report to view expenses charged and billable amounts for employees, by 

project. 

The information in this report is pulled from Deltek Time and Expense and includes information from expense 

reports. 

Prompts Prompts 

Select the prompts to run the - Expense Charge Activity report. 

Prompt Prompt 

Message Message 

Description Description 

Company Company Select a company for the report. 

Functional Functional 

Role Role 

Select the functional roles to include only the employees related to these roles in the report. 

Project Project 

Prompt Prompt 

Type Type 

Choose a method that will help you find the projects to select for the report. 

Select Listview Prompt Listview Prompt to select projects from a list or select Search and Select Prompt Search and Select Prompt to search 

and select individual projects using keywords. 

Project Project In the KeywordsKeywords field, enter a portion of one or more project or organization IDs and click the 

SearchSearch icon to list the projects to include in the report. 

To narrow the search, select an option in the Starts with any of these keywordsStarts with any of these keywords field. If you search 

by name, use one of the Contains...Contains... options, rather than the Starts with... Starts with... options. If applicable, 

click the right-arrow to move your selected results to ChoicesChoices. 

Expense Expense 

Report Report 

Date Date 

Enter or select the starting date for the report in FromFrom and the ending date in ToTo. The report will 

include projects that satisfy the date range you specify. 

You can opt to select the Earliest dateEarliest date or the Latest dateLatest date possible for the expense report. 

Sample Report Sample Report 

This is a sample of the Expense Charge Activity report. 
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Fixed Assets Fixed Assets 

This folder stores standard Fixed Assets reports for use by the accounting staff. 

The contents of this folder are available to the following user groups: 

▪ CER All 

▪ CER Fixed Assets 

▪ CER Accounting All Secure 

Fixed Asset Report Fixed Asset Report 

The Fixed Asset folder includes the secured Fixed Asset report. 
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This report contains the total cost, accumulated depreciation, book value, and percentage of depreciation of 

fixed assets. This report provides a current snapshot of book value data at the time you run the report. 

Prompts Prompts 

Select prompt values to run the Fixed Asset Report. 

Prompt Prompt 

Message Message 

Description Description 

Company Company Select a company. 

Primary Primary 

Group Group 

Select the primary group for the report. 

Book Book Enter the book that you want to get data from. 

Record Record 

Status Status 

Select the status code of the fixed assets for the report. 

Depreciation Depreciation 

Status Status 

Select the Depreciable Status code, which can either be DepreciableDepreciable or Non-depreciableNon-depreciable. 

Asset Asset 

Acquired Acquired 

Specify the date range of the fixed asset. The depreciation computation will be based on the 

dates entered. 

Limit Limit 

Accounts Accounts 

In the KeywordsKeywords field, enter a portion of one or more accounts to list accounts to select for the 

report. 

To narrow the search, click OptionsOptions to select filter criteria. If you search by name, use one of the 

Contains...Contains... options, rather than the Starts with... Starts with... options. If applicable, click the right arrow to 

move your selected results to ChoicesChoices. 

Limit Asset Limit Asset 

ID/Item ID/Item 

In the KeywordsKeywords field, enter a portion of one or more asset IDs/items for the report. 

To narrow the search, click OptionsOptions to select filter criteria. If you search by name, use one of the 

Contains...Contains... options, rather than the Starts with... Starts with... options. If applicable, click the right arrow to 

move your selected results to ChoicesChoices. 

Limit Limit 

Organization Organization 

In the KeywordsKeywords field, enter a portion of one or more organizations to select for the report. 

To narrow the search, click OptionsOptions to select filter criteria. If you search by name, use one of the 

Contains...Contains... options, rather than the Starts with... Starts with... options. If applicable, click the right arrow to 

move your selected results to ChoicesChoices. 
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Sample Report Sample Report 

You can print the Fixed Asset report or export it to MS Excel. 

View a summary of fixed asset information. 

Or, view detailed information for fixed assets. 

Costpoint Online Help 92



General Ledger General Ledger 

The General Ledger folder stores standard General Ledger reports for use by the accounting staff. 

The contents of this folder are available to the following user groups: 

▪ CER Accounting 

▪ CER Accounting All Secure 

▪ CER General Ledger Secure 

▪ CER All 

General Ledger Reports General Ledger Reports 

General Ledger reports provide financial information, including balance sheet, cash forecasting, general ledger 

account information, and more. 

Account List Report Account List Report 

The Account List report displays general ledger account master file information. 

This report provides a basic listing of the account structure. Use this report as a stand-alone report or as a drill 

through target from other reports, like the Balance Sheet and Income Statement. 

Prompts 

Use the Accounts List prompts to run the Account List report. 

Prompt Prompt 

Message Message 

Description Description 

Company Company Select one company from the list. 

Select one Select one 

or more or more 

accounts accounts 

Iin the KeywordsKeywords field, enter a portion of one or more account IDs and click  to list accounts to 

include in the report. 

To narrow the search, click OptionsOptions to select filter criteria. If you search by name, use one of the 

Contains...Contains... options, rather than the Starts with... Starts with... options. If applicable, click the right arrow to 

move your selected results to ChoicesChoices. 

Account Account Select the account level at which you want the report printed. All lower levels will be rolled up for 
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Message Message 

Description Description 

level level the report. 

Account Account 

status status 

Select one of the following options: 

▪ ActiveActive: Include accounts currently in use in the report. 

▪ InactiveInactive: Include accounts not currently used in the report. 

Project Project 

required required 

Select one of the following options: 

▪ Non-Project Required AccountsNon-Project Required Accounts: Include accounts with the Project RequiredProject Required option 
unselected. 

▪ Project Required AccountsProject Required Accounts: Include accounts with the Project RequiredProject Required option selected, which 
indicates that whenever the account is used, a project must be charged. 

Sample Report 

This sample shows the Account List. 

Balance Sheet Balance Sheet 

The Balance Sheet is a management report that displays the balance sheet financial statement. 

You can view this report for any financial statement format selected and, for the current period only, you can drill 

through from a financial statement line item into transactional detail for the accounts that make up that line item. 
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Note:Note: The Balance Sheet retrieves data from a database table designed to provide a snapshot of results for a 

particular point in time, while the General Ledger Detail report retrieves data from a database table designed to 

provide real-time, up-to-the-minute results. Because of this, when you drill through from the Balance Sheet to 

the General Ledger Detail report, some results may vary. 

To generate updated results, you can refresh the reporting tables before you run the report. 

Prompts 

Complete the required fields to run the Balance Sheet report. 

Prompt Prompt 

Message Message 

Description Description 

Company Company Select a company for the report. 

Financial Financial 

Statement Statement 

Code Code 

Select a financial statement code. 

Fiscal year Fiscal year Select the fiscal year for the report. 

Period Period Select the period. 

If adjustment periods are available for the selected fiscal year, they are displayed in the 

PeriodPeriod field options, including the adjustment period type, which can be either InterimInterim or 

FinalFinal. 

For example: 

▪ Interim adjustment period 13 will display as 13 Adj Pd – Interim13 Adj Pd – Interim. 

▪ Final adjustment period 14 will display as Adj Pd – FinalAdj Pd – Final. 

Primary Group Primary Group Select the primary group to sort with: 

▪ Company 

▪ Organization 

▪ Reorganization 

Limit Limit 

organizations / organizations / 

When OrganizationOrganization or ReorganizationReorganization is selected in the  Primary Group Primary Group prompt, you can 

choose the organizations or reorganizations for the report. Leave this field blank if you want 
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Message Message 

Description Description 

Limit Limit 

reorganizations reorganizations 

to include all organizations or reorganizations in the report. 

In the KeywordsKeywords field, enter a portion of an organization or reorganization name or ID and 

click SearchSearch. 

To narrow the search, select an option in the Starts with any of these keywordsStarts with any of these keywords field. If you 

search by name, use one of the Contains...Contains... options, rather than the Starts with... Starts with... options. If 

applicable, click the right-arrow to move your selected results to ChoicesChoices. 

Organization Organization 

level / level / 

Reorganization Reorganization 

level level 

Select a level for the report. 

Column(s) to Column(s) to 

display display 

Select the columns to display in the report: 

▪ Actual Amount 

▪ Prior Year Amount 

▪ Prior Year Variance 

▪ Budget Amount 

▪ Budget Variance 

Account Account 

Information Information 

Select to ShowShow or HideHide the account ID and name. 

Sample Report 

This is a sample Balance Sheet report. You can click an account in the report to drill through to its Account List or 

General Ledger Details report. 
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General Ledger Detail Report General Ledger Detail Report 

The General Ledger Detail report provides the details of the GL transaction information stored in Costpoint. 

It can be used as a stand-alone report or as a drill through target from several other reports, such as the Balance 

Sheet, Income Statement, and Project Status Report, providing expense-related information. 
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Note:Note: The General Ledger Detail report retrieves data from a database table designed to provide real-time, up-

to-the-minute results, while the Project Status Report, Balance Sheet, and Income Statement reports retrieve 

data from a database table designed to provide a snapshot of results for a particular point in time. Because of 

this, when you drill through from the Project Status Report, Income Statement, or Balance Sheet to the 

General Ledger Detail report, some results may vary. 

Prompts 

Select prompts to filter and run the General Ledger Detail Report. 

Prompt Prompt 

Message Message 

Description Description 

Company Company Select a company. 

Fiscal Year Fiscal Year Select the fiscal year. 

Starting Starting 

Period and Period and 

Subperiod Subperiod 

Select the beginning period and subperiod. 

If adjustment subperiods are available for the selected period, they are displayed in the 

subperiodsubperiod list, including the adjustment subperiod type, which can be either InterimInterim or FinalFinal. 

For example: 

▪ Interim adjustment subperiod 1 will display as 1 Adj Pd - Interim1 Adj Pd - Interim. 

▪ Final adjustment period 1 will display as 1 Adj Pd - Final1 Adj Pd - Final. 

Ending Ending 

Period and Period and 

Subperiod Subperiod 

Select the period and subperiod to end with in the report. 

Primary Primary 

Group Group 

Select the primary group to sort with: OrganizationOrganization or Reorganization Reorganization 

Display Display Select a checkbox to display the AmountAmount, Transaction AmountTransaction Amount, or both. If you select Transaction 

Amount, the Transaction Currency value will also display in the report. 

Limit Limit 

Account(s) Account(s) 

In the Keywords field, enter a portion of a specific account ID and click SearchSearch. Select accounts 

to include in the report. 

To narrow the search, click OptionsOptions to select filter criteria. If you search by name, use one of the 

Contains...Contains... options, rather than the Starts with... Starts with... options. If applicable, click the right arrow to 

move your selected results to ChoicesChoices. 
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Message Message 

Description Description 

Limit Limit 

Organization Organization 

Enter a portion of a specific organization or reorganization that you want to include in the 

report based on the report sort you selected on the General tab. Click SearchSearch. In the search 

results, select one organization. 

For example, you know that the organization that you are looking for starts with an A. In the 

KeywordsKeywords field, enter AA and then click SearchSearch. All organizations that start with A will be in the 

search results. Select the organizations to include in the report. 

To narrow the search, click OptionsOptions to select filter criteria. If you search by name, use one of the 

Contains...Contains... options, rather than the Starts with... Starts with... options. If applicable, click the right arrow to 

move your selected results to ChoicesChoices. 

Limit Limit 

Project(s) Project(s) 

In the KeywordsKeywords field, enter a portion of a specific project ID and click SearchSearch. Select the 

projects to include in the report. 

To narrow the search, click OptionsOptions to select filter criteria. If you search by name, use one of the 

Contains...Contains... options, rather than the Starts with... Starts with... options. If applicable, click the right arrow to 

move your selected results to ChoicesChoices. 

Sample Report 

This is a sample of the General Ledger Detail report. 
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Income Statement Income Statement 

The Income Statement is a management report that displays profit and loss information by organization. 

View this report for any financial statement format needed and, for the current period only, you can drill through 

from a financial statement line item into transactional detail for the accounts that make up that line item. For 

example, you can drill from the Income Statement to the General Ledger Detail report. 

Note:Note: The Income Statement report retrieves data from a database table designed to provide a snapshot of 

results for a particular point in time, while the General Ledger Detail report retrieves data from a database table 

designed to provide real-time, up to the minute results. Because of this, when you drill through from the 

Income Statement to the General Ledger Detail report, some results may vary. 

When you include the Prior Year YTD AmountPrior Year YTD Amount column in the report and you see zero values, it may be because 

there is no adjustment period for the prior year. You may need this information when you want to compare the 

current year YTD with the prior year YTD amounts. You will have to fix this in Costpoint. 
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Comparing Current YTD Amounts to Prior YTD Amounts 

If the Prior Year YTD AmountPrior Year YTD Amount column in the report contains zero values, you need to add the adjustment period 

for the prior year in Costpoint if you want to compare the current year YTD with the prior year YTD amounts. 

To compare the current year YTD and the prior year YTD amounts: To compare the current year YTD and the prior year YTD amounts: 

1. Open Costpoint and add an adjustment period for the prior year. 

2. Enter values for that adjustment period in the prior year. 

3. Run the Create General Ledger Report Tables (GLPCRRPT) application to update the reporting tables. 

4. In Costpoint BI, run the Income Statement report and check the YTD AmountYTD Amount and Prior Year YTD Amount Prior Year YTD Amount 
values. 

Prompts 

Complete the required fields to run the Income Statement report. 

Prompt Prompt 

Message Message 

Description Description 

Company Company Select a company for the report. 

Financial Financial 

Statement Statement 

Code Code 

Select a financial statement code. 

Fiscal year Fiscal year Select the fiscal year for the report. 

Period Period Select the period. 

If adjustment periods are available for the selected fiscal year, they are displayed in the 

PeriodPeriod list, including the adjustment period type which can be either InterimInterim or FinalFinal. 

For example: 

▪ Interim adjustment period 13 will display as 13 Adj Pd – Interim13 Adj Pd – Interim. 

▪ Final adjustment period 14 will display as Adj Pd – FinalAdj Pd – Final. 

Primary Group Primary Group Select to insert page breaks after: 

▪ Company 

▪ Organization 
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Message Message 

Description Description 

▪ Reorganization 

Column(s) to Column(s) to 

display display 

Select the columns to display in the report. 

Account Account 

Information Information 

Select to ShowShow or HideHide the account ID and name. 

Organization Organization 

level / level / 

Reorganization Reorganization 

level level 

Select a level for the report. 

Limit Limit 

organizations / organizations / 

Limit Limit 

reorganizations reorganizations 

When OrganizationOrganization or ReorganizationReorganization is selected in the  Primary Group Primary Group prompt, you can 

choose the organizations or reorganizations for the report. Leave this field blank if you want 

to include all organizations or reorganizations in the report. 

In the KeywordsKeywords field, enter a portion of an organization or reorganization name or ID and 

click SearchSearch. 

To narrow the search, select an option in the Starts with any of these keywordsStarts with any of these keywords field. If you 

search by name, use one of the Contains...Contains... options, rather than the Starts with... Starts with... options. If 

applicable, click the right-arrow to move your selected results to ChoicesChoices. 

Sample Report 

This is a sample Income Statement report. 

Click an account link to view the related General Ledger Detail or Account List. 
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Organization List Organization List 

The Organization List report displays organization setup information, which allows you to review the organization 

structure set up in Costpoint. 

You can use this report as a stand-alone report or drill-thru target from other reports, such as the Balance Sheet, 

Income Statement, Project Master Report, Project Status Report, and Aged Open Billing Detail Report. 

Organizational security does not apply to this report. 

Prompts 

Use the Organization List prompts to run the Organization List report. 

Prompt Prompt 

Message Message 

Description Description 

Company Company Select one company from the list. 

Organization(s) Organization(s) In the KeywordsKeywords field, enter a portion of one or more organization IDs and click  to list 

organizations to include on the report. 

To narrow the search, click OptionsOptions to select filter criteria. If you search by name, use one of 

the Contains...Contains... options, rather than the Starts with... Starts with... options. If applicable, click the right arrow 

to move your selected results to ChoicesChoices. 

Organization Organization 

level level 

Select the level of organization at which you want the report printed. All lower levels will be 

rolled up for the report. 

Organization Organization 

status status 

Select one of the following: 

▪ ActiveActive: Includes organizations that are active, meaning available to receive charges. 

▪ InactiveInactive: Includes organizations not available to receive charges. 

Sample Report 

View a sample of the Organization List report. 
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Reorganization Structure Reorganization Structure 

The Reorganization Structure report lists reorganization setup information which allows you to review the 

reorganization structure set up in Costpoint. 

This report is available as a stand-alone report. It is also available as a drill through target from other reports, such 

as the Income Statement and Balance Sheet. 

Prompts 

Use the Reorganization Structure prompts to run the Reorganization Structure report. 

Prompt Message Prompt Message Description Description 

Company Company Select a company from the list. 

Costpoint Online Help 105



PPrompt Message rompt Message Description Description 

Reorganization(s) Reorganization(s) In the KeywordsKeywords field, enter a portion of one or more reorganization IDs and click  to list 

reorganizations to include in the report. 

To narrow the search, click OptionsOptions to select filter criteria. If you search by name, use one 

of the Contains...Contains... options, rather than the Starts with... Starts with... options. If applicable, click the right 

arrow to move your selected results to ChoicesChoices. 

Reorganization Reorganization 

Level Level 

Select the level of reorganization at which you want the report printed. All lower levels will 

be rolled up for the report. 

Suppress Details Suppress Details Select one of the following: 

▪ YesYes: Suppress all the organization information on the report, and display only the 
reorganization details. 

▪ NoNo: Display both organization and reorganization information. 

Sample Report 

View a sample of the Reorganization Structure report. 

Trended Income Statement Report Trended Income Statement Report 

The Trended Income Statement Report shows the income statement different periods based on a given fiscal 

year. 

Prompts 

The Trended Income Statement report has selections such company, fiscal year, and period. 
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Prompt Message Prompt Message Description Description 

Company: Company: Select the company that you want to display in the report. 

Fiscal Year: Fiscal Year: Select the fiscal year. 

Period: Period: Select the period. 

Subperiod: Subperiod: Select the subperiod. 

Financial statement code: Financial statement code: Select a financial statement code. 

Primary group: Primary group: Select to insert page breaks after: 

▪ Company 

▪ Organization 

▪ Reorganization 

Account Information: Account Information: Select to ShowShow or HideHide the account ID and name. 

Sample Report 

Sample Trended Income Statement report 

Costpoint Online Help 107



Cash Forecast Report Cash Forecast Report 

The Cash Forecast report provides a cash forecast for up to six months, based on the cash forecasting 

information calculated within Costpoint. This information can be helpful in forecasting future cash sources and 

needs. 

Prerequisite: Cash Forecasting Template 

Before you create a cash forecast, you must first create a cash forecasting template to determine the groups 

and individual lines to display in the cash forecast. 

For more information, see the Cash Forecasting Overview help topic. 

Prompts 

Use the Cash Forecast prompts to configure the Cash Forecast report. 

Prompt Prompt 

Message Message 

Description Description 

Company Company Select the single company to use when running the report. 

Cash template Cash template Select the cash template to use to display the report. 

Frequency Frequency 

code code 

Select a frequency code: 

▪ Daily 

▪ Monthly 

▪ Weekly 

Select Select 

Organization(s) Organization(s) 

In the KeywordsKeywords field, enter a portion of one or more organization IDs and click SearchSearch to list 

organizations to include in the report. 

To narrow the search, click OptionsOptions to select filter criteria. If you search by name, use one of 

the Contains...Contains... options, rather than the Starts with... Starts with... options. If applicable, click the right arrow 

to move your selected results to ChoicesChoices. 

Sample Report 

View a sample of the Cash Forecast report. 
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Trial Balance Trial Balance 

The Trial Balance report shows net account activity by period for a specified fiscal year and includes a variance 

as compared to the Prior Year account balances. 

Prompts 

Select a company, fiscal year, primary group, and a period to generate the report. 

Contents Contents 

Field Field Description Description 

Company Company Select the company for which you want to generate the report. 

Fiscal Year Fiscal Year Select the fiscal year for which you want to generate the report. 

Primary Group Primary Group Select whether to generate the report by Organization or Account. 

Variance Variance 

Threshold (%) Threshold (%) 

Enter a percentage that represents the expected account balance variance over time. This 

percentage value will be the baseline used to calculate the variance between the Actual 

Current Year Total and the Actual Prior Year Total account balances. 

Account Level Account Level Select the account level at which you want the report to display data. The report displays 

summarized balances that include that account and any related lower-level accounts. For 

example, if you enter 2, the report displays balances for level 2 accounts, and each of those 

balances is the sum of the balance for that account and the balances of any related accounts 

below that level. 
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Field Field Description Description 

Organization Organization 

Level Level 

Select the organization level at which you want the report to display data. 

Transactions posted at the selected level or lower will roll up to that level. but charges posted 

at a higher level will still display at their respective level to give you an accurate balance by 

account. 

Note:Note: This balance might differ from the Costpoint Trial Balance Report which filters out 

transactions posted at levels higher than the selected account level. 

Limit Limit 

Account(s) Account(s) 

In the KeywordsKeywords field, enter a portion of one or more organization IDs and click SearchSearch to list 

organizations to include in the report. 

To narrow the search, select an option in the Starts with any of these keywordsStarts with any of these keywords field. If you 

search by name, use one of the Contains...Contains... options, rather than the Starts with... Starts with... options. If 

applicable, click the right-arrow to move your selected results to ChoicesChoices. 

Limit Limit 

Organization(s) Organization(s) 

In the KeywordsKeywords field, enter a portion of one or more organization IDs and click SearchSearch to list 

organizations to include in the report. 

To narrow the search, select an option in the Starts with any of these keywordsStarts with any of these keywords field. If you 

search by name, use one of the Contains...Contains... options, rather than the Starts with... Starts with... options. If 

applicable, click the right-arrow to move your selected results to ChoicesChoices. 

Sample Report 

The Trial Balance report can display periods and balances based on Organization or Account. 

This sample report displays periods and balances by account. 
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Human Resources Human Resources 

The Human Resources folder stores standard Human Resources reports and dashboards for use by people 

administrators and HR staff. 

The human resources reports in Costpoint Business Intelligence enable human resource professionals to 

supplement standard Deltek Costpoint® reports for the Human Resources module with the following: 

▪ A set of predefined reports created from the reporting package. 

▪ Custom reports that you create for your company using Business Intelligence and the Human Resources 
framework manager model. 

▪ Ad hoc reports that you create for specialized or one-time reporting needs. 

A user's Org security settings determine which employees are visible on the reports. 

The contents of this folder are available to the following user groups: 

▪ CER All 

▪ CER HR 

▪ CER Human Resources Secure 

Costpoint Prerequisites for Human Resources Reports Costpoint Prerequisites for Human Resources Reports 

Certain tasks must be performed in Costpoint before you run the human resources reports. 
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The following must be in place in Costpoint before running the human resources reports: 

▪ The Human Resources module. 

▪ EEO setup, functional job titles, and detail job titles (required for the EEO-1 Worksheet, EEO-4 Worksheet, 
and VETS-4212 Worksheet). 

Human Resources Reports Human Resources Reports 

This Human Resources folder includes reports that use the secured Human Resources model. 

The Human Resources folder includes the following reports: 

▪ EEO-1 Report 

▪ Employee Benefits Profile 

▪ VETS-4212 

EEO-1 Report EEO-1 Report 

Use the EEO-1 report to gather the data you need to complete the EEO-1 report (Employer Information Report) 

for submission to the Equal Employment Opportunity Commission and the Department of Labor. 

The worksheet provides a count of employees, as of the date you specify, for each combination of job category 

and race code, and it displays the total number of employees for each job category and for each race code. You 

can generate the worksheet for all or selected organizations. 

Because this report only uses the current EEO job categories and race codes, you cannot use it to see historical 

EEO information. If you need to review historical data, use the equivalent standard report in Costpoint. 

Prerequisites 

Certain tasks must be performed in Costpoint before you run the EEO-1 Report. 

The EEO-1 only provides accurate data if the following have been done in Costpoint: 

▪ The standard job titles your company uses have been set up on the Manage Functional Job Titles screen. 

▪ Detail job titles have been set up on the Manage Detail Job Titles screen. 

▪ Employees have been assigned detail job titles and can be seen on the View Salary Information and History 
screen. 

▪ The race ethnicity codes used by your company have been mapped on the EEO-1 Code Mappings subtask of 
the Manage Race and Ethnicity Codes screen. 
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Prompts 

Use the EEO-1 Worksheet prompts to configure the report. 

Prompt Message Prompt Message Description Description 

Company Company Select a company. 

Employment History Employment History 

Method Method 

Select the method used to track employment history. 

Taxable Entity Taxable Entity Select the taxable entities of the employees. 

Labor Location(s) Labor Location(s) Select the labor locations of the employees. 

Date Effectivity Date Effectivity Enter or select the date to report EEO-1 data. The worksheet displays the employee 

counts as of this date. 

Sample Report 

The following sample shows the EEO-1 Worksheet report. 
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Employee Benefits Profile Report Employee Benefits Profile Report 

The Employee Benefits Profile report provides a simple way to review employee benefit selections and coverage 

start and end dates. 

The report displays the following for the employees and organizations selected on the prompts screen: 

▪ Organization ID name 

▪ Employee ID and name 

▪ Benefit plan code 

▪ Benefit package code 

▪ Package description 
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▪ Benefit type code 

▪ Coverage option code 

▪ Effective date 

▪ End date 

Prompts 

Select a company and other prompt values to run the Employee Benefits Profile report. 

Prompt Prompt 

Message Message 

Description Description 

Company Company Select the company for the report. 

As of Date As of Date Enter or select the date as of which you want to report employee benefits data. The 

worksheet displays employee benefits in effect on this date. 

Employee(s) Employee(s) Use this option to limit the report to selected employees. (If you make no selections, the 

report includes all employees.) 

In KeywordsKeywords, enter one or more characters for which you want to search to retrieve 

employees. The list displays values as a combination of ID and name, so you can search by ID 

or by name. To enter more than one search string, separate them with spaces. 

Click OptionsOptions to specify how you want the search to match your entries with the IDs or 

names. (If you search by name, use one of the Contains...Contains... options, rather than the Starts Starts 

with...with... options.) Click SearchSearch to list the matching employees in Results. 

Select the employees in Results that you want to include and click InsertInsert to move them to 

Choices. To select multiple employees that are together in the list, click the first employee in 

the group and then press SHIFT as you click the last one in the group. To select multiple 

employees that are not listed together, press CTRL as you click each one. 

When you generate the report, it includes only records for the employees in Choices. 

Organization(s) Organization(s) Use this option to limit the report to selected organizations. (If you make no selections, the 

report includes all organizations.) 

In KeywordsKeywords, enter one or more characters for which you want to search to retrieve 

organizations. The list displays values as a combination of ID and name, so you can search by 

ID or by name. To enter more than one search string, separate them with spaces. 

Click OptionsOptions to specify how you want the search to match your entries with the IDs or 

names. (If you search by name, use one of the Contains...Contains... options, rather than the Starts Starts 

with...with... options.) Click SearchSearch to list the matching organizations in Results. 
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Message Message 

Description Description 

Select the organizations in Results that you want to include and click InsertInsert to move them to 

Choices. To select multiple organizations that are together in the list, click the first 

organization in the group and then press SHIFT as you click the last one in the group. To 

select multiple organizations that are not listed together, press CTRL as you click each one. 

When you generate the report, it includes only records for the organizations in Choices. 

Sample Report 

The information in the Employee Benefit Profile report is based on the organizations and employees selected for 

the report. 

VETS-4212 Report VETS-4212 Report 

The VETS-4212 report provides employee counts for each combination of EEO-1 job category and type of 

qualified veteran. 

If your firm is a federal contractor or subcontractor that is required to submit the VETS-4212 or VETS-4212A 

report annually to the Department of Labor, the VETS-4212 report provides the Costpoint data you need to 

complete those forms. 

The report also displays counts of employees hired in the past 12 months for each of those combinations, based 

on the reporting date you specify on the prompts screen. 
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Prerequisites 

Certain tasks must be performed in Costpoint before you run this report. 

The VETS-4212 report only provides accurate data if the following have been done in Costpoint: 

▪ The EEO report that applies to your company (EEO-1 or EEO-4) has been selected in the EEO Setup subtask 
on the Configure Affirmative Action Settings screen. 

▪ The standard job titles your company uses have been set up on the Manage Functional Job Titles screen. 

▪ Detail job titles have been set up on the Manage Detail Job Titles screen. 

▪ Employees have been assigned detail job titles and can be seen on the View Salary Information and History 
screen. 

If one or more employees do not have detail job titles assigned, the worksheet displays a row with UnknownUnknown in 

the EEO 1 DescriptionEEO 1 Description column and the counts for those employees in the applicable columns. 

Prompts 

Use the prompts to filter the VETS-4212 report. 

Prompt Message Prompt Message Description Description 

Company Company Select the company for which you are generating the report. 

Employment Employment 

History Method History Method 

Select the method used to track employment history for the report. 

Taxable Entity Taxable Entity Select the taxable entity for which to create the report. 

Labor Location(s) Labor Location(s) Select the labor locations to include in the report. 

Date Effectivity Date Effectivity Enter or select the date as of which you want to report VETS-4212 data. The report 

displays the employee counts as of this date. 

Column to Display Column to Display Select the data to include in the report. 

Sample Report 

A sample of the VETS-4212 report. 
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Incurred Cost Submission Reports Incurred Cost Submission Reports 

This folder stores reports to aid in preparing Incurred Cost Submission forms and is intended for use by 

accounting staff. 

The "Allowable Cost and Payment" clause (FAR 52.216-7) requires that companies prepare a proposal to include 

supporting data within six months after the end of its fiscal year. 

This proposal is called an Incurred Cost Submission (ICS). FAR 42.705-1 refers companies to the “Model Incurred 

Cost Proposal” in Chapter 6 of the DCAAP 7641.90 for guidance on what is included in the final indirect cost rate 

proposal and supporting data. DCAA requests that companies include an index with their Incurred Cost 

Submission proposal. If certain schedules are not applicable, the company should note that on the index. 

To assist companies in meeting this requirement, Incurred Cost Submission reports can be created from data in 

Costpoint. These reports assume that the user properly assigns the Incurred Cost Submission codes on the 

Government Information screen in Costpoint. Proper and accurate setup of pools is also assumed. 

There are 28 schedules that may be included in an Incurred Cost Submission. Of those, 10 are optional and are 

included at the discretion of the company. 

Note:Note: In this guide, the words report and schedule are used interchangeably. 

This guide covers 13 required schedules that can be derived from Costpoint data normally stored and available in 

Costpoint. These reports were developed for a baseline Costpoint implementation without consideration of a 

company’s specific implementation. Within this document, you will find information about the reports that are 
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available to assist with producing the Incurred Cost Submission schedules. Information includes report 

descriptions, Costpoint tables used, and user prompts for collecting information for tailoring the report. A 

sample screen shot for each report is also included. 

Use this document as a guideline for understanding the tables that data is drawn from for each report. 

Note:Note: All ICS reports should be run once a year after all the final costs have been captured for your company 

and you have closed the company’s financials for a given year. These reports are meant to assist in the year-

end reporting due to requirements of the DCAA and other similar agencies and are not designed to tie out the 

pools exclusively. The information in these reports may not be comprehensive, but they can be used as starting 

points or templates for your custom reports. 

The contents in this report folder are available to the following user groups: 

▪ CER Accounting 

▪ CER Accounting All Secure 

▪ CER All 

Costpoint Setup Prerequisites Costpoint Setup Prerequisites 

Certain tasks must be performed in Costpoint before you run the ICS report. 

The following setup must be in place in Costpoint before running ICS reports: 

▪ Costpoint must be reconciled between the General Ledger, Project Ledger, and Statement of Indirects. 

▪ The Incurred Cost Submission Codes on the Manage Government Contract Information screen (ProjectsProjects >
Project SetupProject Setup > Project MasterProject Master > Manage Government Contract InformationManage Government Contract Information) must be completed. 

▪ Pools must be properly identified in the Pool TypePool Type field on the Manage Cost Pools screen. Several of the 
schedules use the default Costpoint configured pool types to select and organize information, where pool 
type numbers 1, 2, 3, 4, and 6 are considered Overhead Type Pools. Pool type number 5 is, by default, 
considered a G&A Type Pool. You can modify the default Costpoint pool types from the Manage Allocation 
Groups screen. Note that if you make changes to the standard Costpoint configuration, you must also modify 
the Cognos Analytics reports accordingly. 
The default Costpoint pool types are: 

▪ Pool Type 1Pool Type 1 — FRINGE 

▪ Pool Type 2Pool Type 2 — OVERHEAD 

▪ Pool Type 3Pool Type 3 — MAT HANDLG 

▪ Pool Type 4Pool Type 4 — SUB CONTR 

▪ Pool Type 5Pool Type 5 — G&A 

▪ Pool Type 6Pool Type 6 — HM OFF G&A 

▪ To run the ICS report, Schedule J, you must have the Costpoint Purchasing module. The Purchase Order area 
of this module is used as a source for subcontractor information on this schedule. 
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Security Security 

Row-based security is not available for ICS reports in Costpoint Business Intelligence. 

Deltek recommends that you set up role-based security in Cognos to provide access to the reports for the 

appropriate persons. Refer to the Cognos online documentation for information on how to implement role-based 

security. 

Schedule A — Summary of Claimed Indirect Expense Rates Schedule A — Summary of Claimed Indirect Expense Rates 

Schedule A is a summary of all the contractor’s indirect rates. 

The pools and bases in Schedule A are linked to their respective schedules as shown in this table. 

Note:Note: Schedule A uses the standard Costpoint pool types. If your company has modified these defaults, you 

must modify the report accordingly. 

Function Function From Schedule From Schedule 

Overhead Schedule C 

Occupancy Schedule D 

G&A Schedule B 

Claimed Allocation Bases Schedule E 

Prompts Prompts 

These are Schedule A — Summary of Claimed Indirect Expense Rates prompts. 

Prompt Message Prompt Message Description Description 

Select the Company Select the Company Select the single company needed for the ICS. 

Select the Fiscal Year Select the Fiscal Year Select the desired fiscal year. 

Select YTD Period Ending Number Select YTD Period Ending Number Select the desired YTD period ending number. 
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Sample Report Sample Report 

Sample Summary of Claimed Indirect Expense Rates report. 
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Schedule B — General and Administrative (G & A) Expenses Schedule B — General and Administrative (G & A) Expenses 

Schedule B contains the details of the contractor’s general and administrative expenses. 

These details include the following: account and organization balances from the G/L Trial Balance and any 

adjustments to the total incurred and the claimed amount. The G&A data in Schedule B are linked to their 

respective schedules as shown in this table. 

Note:Note: Schedule B uses the standard Costpoint pool types. If your company has modified these defaults, you 

must modify the report accordingly. 

This report compares account and organization balances between POOL_SIE_SUPPORT and GL_POST_SUM. It 

is expected that the variance will be zero, but if there is a variance, this figure is reflected as an adjustment. For 

any adjustment, the report will generate a sequential number in the notes column. This number can be used as 

a reference for adding text explanations in a separate document. 

Function Function From Schedule From Schedule 

Occupancy Schedule D 

Direct Costs by Contract Schedule H 

IR & D/B&P Schedule H 

Prompts Prompts 

These are Schedule B — General and Administrative (G&A) Expenses prompts. 

Prompt Message Prompt Message Description Description 

Select the Company Select the Company Select the single company needed for the ICS. 

Select the Fiscal Year Select the Fiscal Year Select the desired fiscal year. 

Select YTD Period Ending Number Select YTD Period Ending Number Select the desired YTD period ending number. 

For the Pool Base, Roll Up by Account or For the Pool Base, Roll Up by Account or 

Organization? Organization? 

Select the first sort option to use in this report. For 

example, selecting Account tells the report to sort by 

account first and then by organization. 
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Sample Report Sample Report 

Sample General and Administrative (G&A) Expenses report. 
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Schedule C — Overhead Expenses Schedule C — Overhead Expenses 

Schedule C contains the details of the contractor’s overhead expenses. 

These details include the following: account balances from the G/L Trial Balance and any adjustments to the total 

incurred and the claimed amount. Occupancy data in Schedule C is linked to Schedule D. 

Note:Note: Schedule C uses the standard Costpoint pool types. If your company has modified these defaults, you 

must modify the report accordingly. 

This report compares account and organization balances between POOL_SIE_SUPPORT and GL_POST_SUM. It 

is expected that the variance will be zero, but if there is a variance, this figure is reflected as an adjustment. For 

any adjustment, the report will generate a sequential number in the notes column. This number can be used as 

a reference for adding text explanations in a separate document. 

Prompts Prompts 

These are Schedule C — Overhead Expenses prompts. 

Prompt Message Prompt Message Description Description 

Select the Company Select the Company Select the single company needed for the ICS. 

Select the Fiscal Year Select the Fiscal Year Select the desired fiscal year. 

Select YTD Period Ending Number Select YTD Period Ending Number Select the desired YTD period ending number. 

For the Pool Base, Roll Up by Account or For the Pool Base, Roll Up by Account or 

Organization? Organization? 

Select the first sort option to use in this report. For 

example, selecting Account tells the report to sort by 

account first and then by organization. 

Sample Report Sample Report 

Sample Overhead Expenses report. 
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Schedule D — Intermediate Pool Expenses Schedule D — Intermediate Pool Expenses 

Schedule D contains the details of the contractor’s intermediate pool expenses. 
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These details include the following: account balances from the G/L Trial Balance and any adjustments to the total 

incurred and the claimed amount. The pools and bases in Schedule D are linked to their respective schedules as 

shown in this table. 

Note:Note: This report compares account and organization balances between POOL_SIE_SUPPORT and 

GL_POST_SUM. It is expected that the variance will be zero, but if there is a variance, this figure is reflected as 

an adjustment. For any adjustment, the report will generate a sequential number in the notes column. This 

number can be used as a reference for adding text explanations in a separate document. 

Function Function From Schedule From Schedule 

Overhead Schedule C 

G&A Schedule B 

Summary of Claimed Rates Schedule A 

Prompts Prompts 

These are Schedule D — Intermediate Pool Expenses prompts. 

Prompt Message Prompt Message Description Description 

Select the Company Select the Company Select the single company needed for the ICS. 

Select the Fiscal Year Select the Fiscal Year Select the desired fiscal year. 

Select YTD Period Ending Number Select YTD Period Ending Number Select the desired YTD period ending number. 

For the Pool Base, Roll Up by Account or For the Pool Base, Roll Up by Account or 

Organization? Organization? 

Select the first sort option to use in this report. For 

example, selecting Account tells the report to sort by 

account first and then by organization. 

Sample Report Sample Report 

Sample Intermediate Pool Expenses  report. 
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Schedule E — Claimed Allocation Bases Schedule E — Claimed Allocation Bases 

Schedule E contains the overhead and G&A base details by account and organization. 
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This schedule displays the accounts and organizations in the pool bases that are used to distribute overhead and 

G&A costs. 

Note:Note: This report compares account and organization balances between POOL_SIE_SUPPORT and 

GL_POST_SUM. It is expected that the variance will be zero, but if there is a variance, this figure is reflected as 

an adjustment. For any adjustment, the report will generate a sequential number in the notes column. This 

number can be used as a reference for adding text explanations in a separate document. 

The pools and bases in Schedule E are linked to their respective schedules as shown in this table. 

Function Function From Schedule From Schedule 

Direct Labor Base Schedule H 

Travel, Material, ODC Schedule H 

Overhead Schedule C 

IR&D/B&P Overhead Schedule B 

Prompts Prompts 

These are Schedule E — Claimed Allocation Bases prompts. 

Prompt Message Prompt Message Description Description 

Select the Company Select the Company Select the single company needed for the ICS. 

Select the Fiscal Year Select the Fiscal Year Select the desired fiscal year. 

Select YTD Period Ending Number Select YTD Period Ending Number Select the desired YTD period ending number. 

For the Pool Base, Roll Up by Account or For the Pool Base, Roll Up by Account or 

Organization? Organization? 

Select the first sort option to use in this report. For 

example, selecting Account tells the report to sort by 

account first and then by organization. 

Sample Report Sample Report 

Sample Claimed Allocation Bases report. 
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Schedule G — Reconciliation of Books of Account and Claimed Direct Schedule G — Reconciliation of Books of Account and Claimed Direct 
Costs Costs 

Schedule G is the reconciliation of direct costs to the General Ledger/Trial Balance. 

This schedule shows the amounts of various direct costs, the account numbers, the amount accumulated in the 

General Ledger, any adjustments, and the amount claimed. Schedule of Direct Costs data found in Schedule G is 

linked to Schedule H. 

Note:Note: This report compares account and organization balances between PROJ_SUM and GL_POST_SUM. It is 

expected that the variance will be zero, but if there is a variance, this figure is reflected as an adjustment. For 

any adjustment, the report will generate a sequential number in the notes column. This number can be used as 

a reference for adding text explanations in a separate document. 

Prompts Prompts 

These are Schedule G — Reconciliation of Books of Account and Claimed Direct Costs prompts. 

Prompt Message Prompt Message Description Description 

Select the Company Select the Company Select the single company needed for the ICS. 

Select the Fiscal Year Select the Fiscal Year Select the desired fiscal year. 

Select YTD Period Ending Number Select YTD Period Ending Number Select the desired YTD period ending number. 

Select YTD Sub Period Ending Number Select YTD Sub Period Ending Number Select the desired YTD sub period ending number. 

Sample Report Sample Report 

Sample Reconciliation of Books of Account and Claimed Direct Costs report. 
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Schedule H — Direct Costs by Contract/Subcontract Applied at Schedule H — Direct Costs by Contract/Subcontract Applied at 
Claimed Rates Claimed Rates 

Schedule H is the schedule of claimed and unclaimed direct costs by contract or subcontract, including direct 

Independent Research and Development/Bid and Proposal (IR&D/B&P), Overhead, G&A, and COM at the claimed 

rates. 

The pools and bases in Schedule H are linked to their respective schedules as shown in this table. 

Function Function From Schedule From Schedule 

Summary of Final Overhead Rates Schedule A 

Direct Costs/IR&D/B&P Schedule H 

Note:Note: For contractors that have only a few government contracts, it is practical to list all their government 

contracts on this schedule. However, for contractors that have many government contracts and/or multiple 

delivery orders, it is more practical to use this schedule as a summary of direct costs by contract type and to 

provide the required details in supplemental schedules. 

Prompts Prompts 

These are Schedule H — Direct Costs by Contract/Subcontract, IR&D/B&P Direct Incurred, and Indirect Expense 

Applied at Claimed Rates prompts. 

Prompt Message Prompt Message Description Description 

Select the Company Select the Company Select the single company needed for the ICS. 

Select the Fiscal Select the Fiscal 

Year Year 

Select the desired fiscal year. 

Select the Period Select the Period 

Number Number 

Select the desired period number. 

Select the Sub Select the Sub 

Period Period 

Select the desired subperiod number. 

Select the Rate Type Select the Rate Type Select either Actual or Target to indicate if you want to use actual rates or target rates. 
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PPrompt Message rompt Message Description Description 

Select the Project Select the Project 

Level Level 

Select the project level at which you want to generate the report. The report rolls up all 

activity to that level. 

Sample Report Sample Report 

Sample Contract Direct Cost report. 

Schedule H-1— Government Participation in Indirect Cost Pools Schedule H-1— Government Participation in Indirect Cost Pools 

Schedule H-1 presents a general overview of the extent that cost type and flexibly priced contracts participate in 

the absorption of indirect expenses. 

Direct Costs by Contract/Subcontract data in Schedule H-1 is linked to Schedule H. Schedule H-1 is used to 

break down the final base pool amounts by ICS code and to show by percentage what contribution each pool 
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makes in the absorption of indirect expenses. 

Prompts Prompts 

These are Schedule H-1— Government Participation in Indirect Cost Pools prompts. 

Prompt Message Prompt Message Description Description 

Select the Company Select the Company Select the single company needed for the ICS. 

Select the Fiscal Year Select the Fiscal Year Select the desired fiscal year. 

Select YTD Period Ending Number Select YTD Period Ending Number Select the desired YTD period ending number. 

Sample Report Sample Report 

Sample Government Participation in Indirect Cost Pools report. 
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Schedule I — Schedule of Cumulative Direct and Indirect Cost Schedule I — Schedule of Cumulative Direct and Indirect Cost 
Claimed & Billed Claimed & Billed 

Schedule I is a schedule of cumulative direct and indirect costs claimed and billed from inception to date. 

This schedule has multiple uses. It can be used, for example, to identify contracts with work that has been 

physically completed and can be identified for closing, and contracts that may require billing adjustments due to 

over/under billing situations. The latest voucher number billed on a contract is included on this schedule for easy 

verification. The pools and bases in Schedule I are linked to their respective schedules as shown in this table: 

Function Function From Schedule From Schedule 

Direct Costs by Contract Schedule H 

Summary of Amounts on T&M Contracts Schedule K 

The Subject to Penalty ClauseSubject to Penalty Clause column, Prior Years Settled CostsPrior Years Settled Costs column, and NotesNotes column are highlighted to 

indicate that you must provide that information manually. You can export the report to a Microsoft Excel or 

Adobe Acrobat (PDF) file, and use the corresponding application to edit those columns. You must also update 

the totals in the Total Cumulative Settled or ClaimedTotal Cumulative Settled or Claimed column to reflect your manual entries. 

The dates in the Date Costs Billed ThroughDate Costs Billed Through column are the latest invoice dates in the fiscal year for which you 

generate the schedule. 

Prompts Prompts 

These are Schedule I — Schedule of Cumulative Direct and Indirect Cost Claimed & Billed prompts. 

Prompt Message Prompt Message Description Description 

Select the Company Select the Company Select the single company needed for the ICS. 

Select the Fiscal Year Select the Fiscal Year Select the desired fiscal year. 

Select YTD Period Ending Select YTD Period Ending 

Number Number 

Select the desired YTD period ending number. 

Select YTD Sub Period Select YTD Sub Period 

Ending Number Ending Number 

Select the desired YTD sub period ending number. 
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PPrompt Message rompt Message Description Description 

Select the Rate Type Select the Rate Type Select either Actual or Target to indicate if you want to use actual rates or 

target rates. 

Select the Project Level Select the Project Level Select the project level at which you want to generate the report. The report 

rolls up all activity to that level. 

Note:Note: The invoice number reflected in the report is the last invoice number posted in the BILL_INVC_HDR_HS 

table. If any manual invoice was posted (for example, Manual Bill, Milestone, Project Product, or Customer 

Product Bill) for the project, the invoice number may be null or incorrect. This report assumes all invoices are 

computed and posted in Costpoint. 

Sample Report Sample Report 

Sample Schedule of Cumulative Direct and Indirect Costs report. 
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Schedule J — Subcontract Information Schedule J — Subcontract Information 

Schedule J provides subcontractor information as follows: subcontract number, prime contractor number, 

subcontract point of contact and phone number, subcontract value, costs incurred in fiscal year, and award type. 

The schedule provides identification of subcontracts awarded to companies where the contractor is the prime or 

upper-tier contractor. This information is required for all cost type, flexibly priced, T&M, and labor hour 

subcontract awards. 

Note:Note: The budgeted hours (if applicable) must have been entered in Costpoint for this report to run properly. 

To run Schedule J, you must have the Costpoint Purchasing module. The Purchase Order area of this module is 

used as a source for subcontractor information on this schedule. 

Prompts Prompts 

These are Schedule J — Subcontract Information prompts. 

Prompt Message Prompt Message Description Description 

Select the Company Select the Company Select the single company needed for the ICS. 

Select the Fiscal Select the Fiscal 

Year Year 

Select the desired fiscal year. 

Select YTD Period Select YTD Period 

Beginning Number Beginning Number 

Select the desired YTD beginning period number. 

Select YTD Period Select YTD Period 

Ending Number Ending Number 

Select the desired YTD period ending number. 

Select Subcontract Select Subcontract 

Expense Account ID Expense Account ID 

(Optional) (Optional) 

In the KeywordsKeywords field, enter one or more account IDs used for subcontractor expenses 

that you want to include on the report. Separate account IDs by spaces. Click the 

SearchSearch button to retrieve the account IDs. 

All account IDs that are retrieved by the search appear in the Results area. Select an 

account ID and click InsertInsert to include that ID. 

Sample Report Sample Report 

Sample Subcontract Information report. 
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Schedule K — Summary of Hours and Amounts on T&M/Labor Hour Schedule K — Summary of Hours and Amounts on T&M/Labor Hour 
Contracts Contracts 

Schedule K provides a summary of hours and amounts incurred on T&M contracts. 

This schedule is useful for in-house verification of total amounts and hours incurred or billed on T&M contracts 

when processing final vouchers. 

Prompts Prompts 

These are Schedule K — Summary of Hours and Amounts on T&M/Labor Hour Contracts prompts. 

Prompt Prompt 

Message Message 

Description Description 

Select the Select the 

Company Company 

Select the single company needed for the ICS. 

Select the Select the 

Fiscal Year Fiscal Year 

Select the desired fiscal year. 

Select YTD Select YTD 

Period Ending Period Ending 

Number Number 

Select the desired YTD period ending number. 

Select YTD Sub Select YTD Sub 

Period Ending Period Ending 

Number Number 

Select the desired YTD sub period ending number. 

Select Select 

Subcontract Subcontract 

Labor Accounts Labor Accounts 

In the KeywordsKeywords field, enter one or more account IDs used for subcontractor expenses that 

you want to include on the report. Separate account IDs by spaces. Click the SearchSearch button 

to retrieve the account IDs. 

All account IDs that are retrieved by the search appear in the Results area. Select an account 

ID and click InsertInsert to include that ID. 

Select the Rate Select the Rate 

Type Type 

Select either Actual or Target to indicate if you want to use actual rates or target rates. 

Select the Select the 

Project Level Project Level 

Select the project level at which you want to generate the report. The report rolls up all 

activity to that level. 
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PPrompt rompt 

Message Message 

Description Description 

Note that the report only includes projects for which the ICS code is entered at the project 

level you specify when you generate the report. In addition, the report gets the contract 

number from that level. 

Sample Report Sample Report 

Sample Summary of Hours and Amounts on T&M/Labor Hour Contracts report. 
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Schedule L — Reconciliation of Total Payroll to Total Labor Schedule L — Reconciliation of Total Payroll to Total Labor 
Distribution Distribution 

Schedule L reconciles labor costs from the general ledger to the quarterly IRS 941 tax returns for the contractor’s 

fiscal year. 

Total Labor is broken out into direct and indirect costs. 

▪ Direct CostsDirect Costs — These are derived by determining which account/org combinations from POOL_COST_ACCT 
are not associated with a pool. The missing account/org combinations and their respective general ledger 
amounts for the fiscal year are then rolled up into one amount called Direct Costs. 

▪ Indirect CostsIndirect Costs — These are derived by determining which account/org combinations from 
POOL_COST_ACCT are associated with a pool. These account/org combinations and their respective general 
amounts are then broken down further by the pool type numbers from POOL_TYPE and then listed by their 
respective account names. The total of these costs are the Indirect Costs. 

These total labor costs are then compared to the Quarterly 941 amounts and any current and prior year accruals 

and these balances should coincide. 

Note:Note: The Quarterly 941 amounts and the Current and Prior Year Accruals used to arrive at the Total Payroll will 

need to be calculated manually offline in a separate spreadsheet and will not be represented in this report. 

Some of the amounts found on this schedule are derived from the previous schedules. Reconciliation 

adjustments may include bonus or vacation accruals. The pools and bases in Schedule L are linked to their 

respective schedules as shown in this table. 

Function Function From Schedule From Schedule 

Overhead Schedule C 

G&A Schedule B 

Intermediate Pools Schedule D 

Direct Costs by Contract/Subcontract Schedule H 

Prompts Prompts 

These are Schedule L — Reconciliation of Total Payroll to Total Labor Distribution prompts. 
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Prompt Message Prompt Message Description Description 

Select the Company Select the Company Select the single company needed for the ICS. 

Select the Fiscal Year Select the Fiscal Year Select the desired fiscal year. 

Select YTD Period Beginning Number Select YTD Period Beginning Number Select the desired YTD beginning period number. 

Select YTD Period Ending Number Select YTD Period Ending Number Select the desired YTD period ending number. 

Sample Report Sample Report 

Sample Reconciliation of Total Payroll to Total Labor Distributed report. 
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Schedule O — Contract Closing Information Schedule O — Contract Closing Information 

Schedule O is used to identify cost type, T&M, flexibly priced, and level of effort type contracts that will be 
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closed after this current incurred cost submission is audited and the final indirect rates are agreed upon. 

If the contract is not ready to close (for example, a contract modification is being pursued), the reasons should 

be included in a footnote to the schedule. 

This schedule provides contract information including the period of performance, funded ceiling amount, and 

the funded fee. If there is a level of effort contract or flexibly priced contract, details of fee computation should 

be described along with the contract modification used. 

The Ready to CloseReady to Close column and NotesNotes column are highlighted to indicate that you must provide that information 

manually. You can export the report to a Microsoft Excel or Adobe Acrobat (PDF) file, and use the corresponding 

application to edit those columns. 

Note:Note: The budgeted hours (if applicable) must have been entered in Costpoint for this report to run properly. 

You must create project report tables in Costpoint, specifically the labor summary, for this report to work 

properly. 

Prompts Prompts 

These are Schedule O — Contract Closing Information prompts. 

Prompt Message Prompt Message Description Description 

Select the Company Select the Company Select the single company needed for the ICS. 

Select the Fiscal Year Select the Fiscal Year Select the desired fiscal year. 

Select YTD Period Ending Select YTD Period Ending 

Number Number 

Select the desired YTD period ending number. 

Select YTD Sub Period Select YTD Sub Period 

Ending Number Ending Number 

Select the desired YTD sub period ending number. 

Select the Project Level Select the Project Level Select the project level at which you want to generate the report. The report 

rolls up all activity to that level. 

Sample Report Sample Report 

Sample Schedule of Contract Closing Information report. 
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Labor Labor 

The Labor folder stores standard Labor reports for use by managers of employees and subcontractors. 

If Organization Security is used in Costpoint, you will only see the records of employees who belong to the 

organizations to which you have access. 

The contents of this folder are available to the following user groups: 

▪ CER All 

▪ CER Labor Secure 

▪ CER People 

Labor Reports Labor Reports 

There are two reports that use the Labor framework model. 

Labor reports include: 
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▪ Employee Labor 

▪ Labor Utilization 

Employee Labor Report Employee Labor Report 

The Employee Labor report provides the total labor hours and labor cost for an employee, based on their posted 

and unposted hours. 

Labor hours are grouped by home organization and employee. 

Prompts 

Use the prompts to configure and run the Employee Labor report. 

Prompt Prompt 

Message Message 

Description Description 

Company Company Select a company. 

Start Date Start Date Select a start date. 

End Date End Date Select the end date. 

Primary Primary 

Grouping Grouping 

Select the primary grouping: 

▪ Home Organization 

▪ Employee ID Name 

Select Select 

Home Home 

Org(s) Org(s) 

If you selected Home Organization in the Primary GroupingPrimary Grouping prompt, then you can select the 

home organizations for the report. 

To search with KeywordsKeywords, enter one or more characters that will help retrieve the item(s) you 

want to select for the report. 

To narrow the search, select an option in the Starts with any of these keywordsStarts with any of these keywords field. If you 

search by name, use one of the Contains...Contains... options, rather than the Starts with... Starts with... options. If 

applicable, click the right-arrow to move your selected results to ChoicesChoices. 

Select Select 

Employee(s) Employee(s) 

If you selected Employee ID or Employee Name in the Primary Grouping Primary Grouping prompt, then you can 

select employees to include in the report. 

To search with KeywordsKeywords, enter one or more characters that will help retrieve the item(s) you 

want to select for the report. 
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PPrompt rompt 

Message Message 

Description Description 

To narrow the search, select an option in the Starts with any of these keywordsStarts with any of these keywords field. If you 

search by name, use one of the Contains...Contains... options, rather than the Starts with... Starts with... options. If 

applicable, click the right-arrow to move your selected results to ChoicesChoices. 

Include Include Select the labor hours to include in the report. 

Sample Report 

This is a sample of the Employee Labor report. 
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Labor Utilization Report Labor Utilization Report 

The Labor Utilization report is an analysis of the percentage of employee chargeable hours on direct projects 

compared to the total hours spent. 

The report includes Direct HoursDirect Hours and Indirect HoursIndirect Hours columns. 

Direct Hours are those hours on projects where the Billable flag has been set to Yes. The flag is set through the 

Billable ProjectBillable Project check box found on the Basic tab of the Manage Project User Flow screen. Direct hours also 

include hours within a project classification that has been marked as Include as direct hoursInclude as direct hours on the Labor 

Utilization Report prompt screen checkboxes. Because the definition of "direct" can vary from company to 
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company, the report provides the flexibility to determine which types of projects to include in the Direct project 

classification. 

Indirect Hours are those project hours where the Billable flag is set to No. Indirect hours also include those 

project classifications that were not chosen to be part of the Include as direct hoursInclude as direct hours selection. 

The Total HoursTotal Hours column on the report is the summation of both the direct and indirect hours. 

For example, consider the following table. 

All hours where the Billable ProjectBillable Project is set to YY are included in the Direct Hours calculation by default. Any project 

classification that has the Billable ProjectBillable Project set to NN could be added to Direct Hours and be removed from Indirect 

by using the checkbox prompt. 

Prompts 

Use the Labor Utilization prompts to configure the report. 

Prompt Prompt 

Message Message 

Description Description 

Company Company Select a company. 

Fiscal Year Fiscal Year Select the fiscal year. 

Period Period Select the period. 
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Message Message 

Description Description 

Subperiod Subperiod Select the subperiod. 

Primary Primary 

Grouping Grouping 

Select the primary grouping. 

Sort By Sort By Choose to sort by Employee ID or Employee Name. 

GLC Option GLC Option Choose the GLC to use for the report: 

▪ Employee Home GLC 

▪ Timesheet GLC 

Include(s) Include(s) Select items to include in the report: 

▪ Leave Accounts 

▪ Part-Time Employees 

▪ Temporary Employees 

Include as Include as 

Direct Hours Direct Hours 

Select one or more options from the list. Click the Select allSelect all link to select all options. 

Select Home Select Home 

Organizations Organizations 

If you selected Home Organization in the Primary GroupingPrimary Grouping prompt, then you can select the 

home organizations for the report. 

To search with KeywordsKeywords, enter one or more characters that will help retrieve the item(s) you 

want to select for the report. 

To narrow the search, select an option in the Starts with any of these keywordsStarts with any of these keywords field. If you 

search by name, use one of the Contains...Contains... options, rather than the Starts with... Starts with... options. If 

applicable, click the right-arrow to move your selected results to ChoicesChoices. 

Select Select 

Employee Employee 

If you selected Employee ID or Employee Name in the Primary Grouping Primary Grouping prompt, then you can 

select employees to include in the report. 

To search with KeywordsKeywords, enter one or more characters that will help retrieve the item(s) you 

want to select for the report. 

To narrow the search, select an option in the Starts with any of these keywordsStarts with any of these keywords field. If you 

search by name, use one of the Contains...Contains... options, rather than the Starts with... Starts with... options. If 

applicable, click the right-arrow to move your selected results to ChoicesChoices. 
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Message Message 

Description Description 

Report Report 

version version 

Select one of the options for the report view: 

▪ Summary Report 

▪ PTD by Project Classification 

▪ YTD by Project Classification 

Sample Report 

This is a sample Labor Utilization report. 

GovCon Pay Integration GovCon Pay Integration 

The GovCon Pay Integration report includes timesheet data necessary for integration with GovCon Pay. 

Prompts 

Select the required prompts to run the GovCon Pay Integration report. 

Contents Contents 

Field Field Description Description 

Company Company Select a company for the report. 

Posting Status Posting Status Choose whether to include posted or unposted timesheets, or both. 
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Field Field Description Description 

Timesheet Timesheet 

Date Range Date Range 

In the FromFrom and ToTo fields, specify the date range that the report should use to include 

timesheets that start and end within the date range. 

Sample Report 

The GovCon Pay Integration report exports timesheets for integration with GovCon Pay. 

Manufacturing Manufacturing 

This folder stores standard Manufacturing reports and dashboards for use by the manufacturing administrator 

and staff. 

The Manufacturing reports in Deltek Costpoint Business Intelligence enable you to create a listing of inventory 

grouped by warehouse and location, inventory abbreviation and part-rev, and part-rev and project. These reports 

also enable you to create a manufacturing and engineering indented bills of materials (BOM) reports for a 

selected range of assembly part numbers. 

Note:Note: If you use Multi-Company and do not separate your items by Company, your Company filters on reports 

and dashboards will show incorrect data in the Part selection. This will be resolved in a future release. You can 

determine whether you are separating items by Company in Configure Product Definition Settings 

(PDMITMRU). The Separate Items By CompanySeparate Items By Company check box must be selected to show the correct data in the 

Part section. 

The contents of the Manufacturing folder are available to the following user groups: 

▪ CER All 

▪ CER Materials 

▪ CER Materials Manufacturing All Secure 

▪ CER Manufacturing Secure 

Manufacturing Dashboard Manufacturing Dashboard 

The Manufacturing Dashboard displays data for manufacturing orders (MOs) and Engineering Change Notices 

(ECNs) that are used to document changes to a Part/Rev.. 
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Manufacturing Tab Manufacturing Tab 

The Manufacturing tab provides statistics for MOs in various stages of the manufacturing process, including: 

▪ Release On-Time & In-Shop On-Time %Release On-Time & In-Shop On-Time %: These key performance indicators (KPIs) let you monitor planner 
performance and see when they are on-time or late with moving MOs to these stages in the process. The 
Release Date vs Planned Release Drill Thru and In-Shop Date vs Planned In-Shop Date Drill Thru reports show 
you MO details grouped by planner to reveal the build part and the difference in days from planned to actual. 

▪ MO Cycle Time in DaysMO Cycle Time in Days: This area shows the overall average number of days it takes an MO to complete from 
the date it was ordered to completion. This KPI adjusts as you interact with other areas on the dashboard, 
including filters by part, planner, and project. 

▪ MO Production Status (Drill Thru to Detail)MO Production Status (Drill Thru to Detail):This area shows where the in-process MOs are in the production, 
with a count for each status. Use the MO Production Status Details Drill Thru report to see a breakdown of 
each status by planner and build part. You can also see the number of days the MOs have been in their current 
status, the planned due date, need date, and MO completion percentage. 

▪ # of ECN's by Status (Drill Thru to Detail)# of ECN's by Status (Drill Thru to Detail): This area shows a count of in-process ECNS that are Approved, In-
Approval, Pending, Implemented or Rejected. Use the ECN Impact to MOs Drill Thru report to see the MOs 
impacted by ECNs. 
An ECN can impact an MO when: 

▪ The ECN alters or changes a build part. 

▪ The MO is using the original part on the ECN as a component to construct the build part on the MO. 

Work Center Dispatch Tab Work Center Dispatch Tab 

The Work Center Dispatch tab displays radial charts and table views of MOs that are active, upcoming, and not 

yet scheduled. Filter the dashboard to see MO information for specific work centers. You also can select a Radial 

Chart or individual MO ID and then click the Drill Through icon to open the Operation Status Drill Thru report. 
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MO information is organized by the following: 

▪ Active:Active: This section shows data for MO Current Operations, including the start date, percent complete, and 
the total run hours remaining for each MO. A drill thru report shows more details for the MOs in the Active list. 

▪ Upcoming:Upcoming: This section includes MO Operations that are not yet the Current Operation, but have a planned 
start date. For each MO ID listed, its Priority, Operation, Total Run Hours Remaining, and the Planned Start 
Date is shown. A drill thru report shows more details for the MOs in the Upcoming list. 

▪ Not Scheduled:Not Scheduled: This section includes data for MO Operations that do not have a planned start date. For each 
MO ID listed, its Priority, Operation, and Total Run Hours Remaining is shown. A drill thru report shows more 
details for the MOs in the Not Scheduled list. 

Operation Status Drill Thru Operation Status Drill Thru 

The Operation Status Drill Thru report provides more MO information, including the Planned Start Date, 

Completed Quantity, Percent Complete, and the MO Critical Ratio value. 

Use the MO Critical Ratio to identify potential priority needs. The lower the ratio value, the higher the priority and 

possible need for action. This ratio does not take into account the load on work centers, multiple shifts, or 

weekends. 

When viewing the MO Critical Ratio: 

▪ If the value is negative, then the order is past due and there are insufficient hours to complete the work on 
schedule without expediting order. 

▪ If the value is 0, then the Due Date is equal to the Current Date. 

▪ If the value is 1, then the hours of work remaining is equal to the hours remaining before the order is due, or 
the order is on time. 

▪ If the value is greater than 1, then there are less hours of work remaining than hours remaining before the 
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order is due. 

▪ If the value is 9999, then the order might not have time loaded in the router. 

Note:Note: Costpoint calculates the hours remaining by subtracting the Current Date from the Due Date, and 

multiplying that value by 8. The result is then divided by the sum of the hours remaining on the MO from the 

routing. 

Manufacturing Reports Manufacturing Reports 

The Manufacturing folder includes nine reports. 

Those reports are: 

▪ Audit Log 

▪ Barcoded MO Routing Traveler 

▪ Barcoded MO Routing Traveler for T&E 

▪ BOM Component Shortage 

▪ Indented Bill of Materials Report 

▪ MO Build-To Inv Abbrev Report 

▪ MO Component Shortage Report 

▪ MO Pick List Report 

▪ MO Production Status Report 

▪ MRP Message Report 

▪ Summarized Bill of Material Report 

Audit Log Report Audit Log Report 

The Audit Log report shows the audit log for part data security. 

Prompts 

These are the Audit Log prompts. 

Prompt Prompt 

Message Message 

Description Description 

Date Range Date Range Select the start date for the report's date range. 

In the From:From: field, enter the start date assigned to audit logs or click the calendar icon to select 
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Message Message 

Description Description 

the date. 

In the To:To: field, enter the end date assigned to audit logs or click the calendar icon to select the 

date. 

You can opt to select the Earliest dateEarliest date or the Latest dateLatest date possible for the audit log dates. 

Limit log Limit log 

type type 

Select the log type for the report: 

▪ Authorized 

▪ Unauthorized 

Limit part Limit part In the KeywordsKeywords field, enter a portion of one or more parts to search for and include in the 

report. 

To narrow the search, select an option in the Starts with any of these keywordsStarts with any of these keywords field. If you 

search by name, use one of the Contains...Contains... options, rather than the Starts with... Starts with... options. If 

applicable, click the right-arrow to move your selected results to ChoicesChoices. 

Limit rev Limit rev Select a revision. 

Limit Limit 

employee(s) employee(s) 

In the KeywordsKeywords field, enter a portion of one or more employees to search for and include in the 

report. 

To narrow the search, select an option in the Starts with any of these keywordsStarts with any of these keywords field. If you 

search by name, use one of the Contains...Contains... options, rather than the Starts with... Starts with... options. If 

applicable, click the right-arrow to move your selected results to ChoicesChoices. 

Sample Report 

This is a sample Audit Log report. 
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Barcoded MO Routing Traveler Barcoded MO Routing Traveler 

Print routing travelers for MOs. The Barcoded MO Routing Traveler report includes the MO routing operation 

steps required to produce the MO build part and the barcodes for production. 

The report produces a PDF document. 

Prompts 

Select a company and manufacturing order (MO) to run the Barcoded MO Routing Traveler report. 

Contents Contents 

Field Field Description Description 

Company Company Select a company to view MOs entered for the company. 

Manufacturing Manufacturing 

Order Order 
In the KeywordsKeywords field, enter a manufacturing order and click  . 

To narrow the search, select an option in the Starts with any of these keywordsStarts with any of these keywords field. If you 

search by name, use one of the Contains...Contains... options, rather than the Starts with... Starts with... options. If 

applicable, click the right-arrow to move your selected results to ChoicesChoices. 
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Sample Report 

The Barcoded MO Routing Traveler report shows the MO barcode, MO ID and the sequence of steps associated 

with the MO. 

The report provides blank Total Completed QuantityTotal Completed Quantity and Operator Initials Operator Initials columns for you to complete manually. 

BOM Component Shortage BOM Component Shortage 

The BOM Component Shortage report provides a list of potential component and sub assembly shortages for 

make or buy parts. Use the report to identify where you might need to make or buy parts to accommodate the 

top-level assembly. 

The drill through report lists Manufacturing Orders for Make parts or Purchase Requisitions and Purchase Orders 

for Buy parts. 

Prompts 

Select a company and other prompt values to run the BOM Component Shortage report. 

Contents Contents 

Prompt Prompt 

Message Message 

Description Description 

Company Company Select a company. 
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Message Message 

Description Description 

Limit Limit 

Assembly(s) Assembly(s) 

In the KeywordsKeywords field, enter a portion of one or more assemblies to search for and add to the 

report, then click . 

To narrow the search, select an option in the Starts with any of these keywordsStarts with any of these keywords field. If you 

search by name, use one of the Contains...Contains... options, rather than the Starts with... Starts with... options. If 

applicable, click the right-arrow to move your selected results to ChoicesChoices. 

Limit Limit 

Project(s) Project(s) 

Select the projects to include in the report. Leave this field blank to show data for all projects. 

In the KeywordsKeywords field, enter a portion of one or more project IDs or names and then click . 

To narrow the search, select an option in the Starts with any of these keywordsStarts with any of these keywords field. If you 

search by name, use one of the Contains...Contains... options, rather than the Starts with... Starts with... options. If 

applicable, click the right-arrow to move your selected results to ChoicesChoices. 

Built Quantity Built Quantity Enter a number to use to calculate the Extended Required Quantity. 

Compare Compare 

Extended Extended 

Required Required 

Quantity To Quantity To 

Choose to compare the Extended Required Quantity to the net available or on hand inventory. 

BOM Type BOM Type Select the type of bills of material (BOM) to include in the report: 

▪ Manufacturing:Manufacturing: Select this option to print the MBOM for the selected assembly part. You 
can only select standard components for this BOM type. 

▪ Engineering:Engineering: Select this option to print the EBOM for the selected assembly part. You can 
select either standard or provisional components for this BOM type. 

BOM Level BOM Level Select the BOM level for the report: 

▪ SINGLE:SINGLE: Select this option to include level 1 in the report. 

▪ ALL:ALL: Select this option to include all levels in the report. 

Multiply Out Multiply Out 

Subassembly Subassembly 

Quantities Quantities 

Select whether to multiply quantities required by higher-level subassemblies. 

Show Show 

Substitute Substitute 

Choose whether to list any available substitution parts in the report. 
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Message Message 

Description Description 

Part Inventory Part Inventory 

Sample Report 

Report data is based on your selection on the BOM Component Shortage prompt screen. 

Barcoded MO Routing Traveler for T&E Barcoded MO Routing Traveler for T&E 

The routing traveler includes the MO routing operation steps required to produce the MO build part. This 

barcoded report removes the room for typos and makes the clock on/off function smoother for Time & Expense 

users. 

Prompts 

Select a company and manufacturing order to run the Barcoded MO Routing Traveler for T&E report. 

Contents Contents 

Field Field Description Description 

Company Company Select a company to view MOs entered for the company. 
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Field Field Description Description 

Manufacturing Manufacturing 

Order Order 
In the KeywordsKeywords field, enter a manufacturing order and click . 

To narrow the search, select an option in the Starts with any of these keywordsStarts with any of these keywords field. If you 

search by name, use one of the Contains...Contains... options, rather than the Starts with... Starts with... options. If 

applicable, click the right-arrow to move your selected results to ChoicesChoices. 

Sample Report 

The Barcoded MO Routing Traveler report shows the MO bar code, MO ID and the sequence of steps associated 

with the manufacturing order. 

This report provides blank Total Completed QuantityTotal Completed Quantity and Operator Initials Operator Initials columns for you to complete manually. 

Indented Bills of Materials Report Indented Bills of Materials Report 

The Indented Bill of Material report allows you to create a listing of indented Bills of Material (BOM) for a selected 

range of assembly part numbers. 

You can include the first-level components of the assembly or the entire indented BOM through all levels. You 

can use this report to print either manufacturing bills of material (MBOMs) or engineering bills of material 

(EBOMs). 

Attention:Attention: This report relies on a report table that is generated in Costpoint. 

You have to run Costpoint's Print Indented Bills of Material Report application prior to executing this report. 

In Costpoint, when you run the Print Indented Bills of Material Report application, you must select Update Update 

Indented Bills of Materials Report TableIndented Bills of Materials Report Table on the Action menu to update the indented BOM table. 
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Prompts 

Use the Indented Bill of Material prompts to configure the report. 

Prompt Prompt Description Description 

Company Company Select one company from the list. 

Limit Limit 

Assembly(s) Assembly(s) 

In the KeywordsKeywords field, enter a portion of one or more assemblies to search for and add to the 

report and click . 

To narrow the search, select an option in the Starts with any of these keywordsStarts with any of these keywords field. If you 

search by name, use one of the Contains...Contains... options, rather than the Starts with... Starts with... options. If 

applicable, click the right-arrow to move your selected results to ChoicesChoices. 

BOM Type BOM Type Select the type of bills of material (BOM) to include in the report: 

▪ Manufacturing:Manufacturing: Select this option to print the MBOM for the selected assembly part. You can 
only select standard components for this BOM type. 

▪ Engineering:Engineering: Select this option to print the EBOM for the selected assembly part. You can 
select either standard or provisional components for this BOM type. 

Case Case 

Insensitive Insensitive 

Select this check box for BI to ignore the text case when searching keywords. 

BOM Level BOM Level Select the BOM level at which you want the report printed: 

▪ SINGLE:SINGLE: Select this option to include level 1 in the report. 

▪ ALL:ALL: Select this option to include all levels in the report. 

Sample Report 

This is a sample Indented Bill of Materials report. 
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MO Build-To Inv Abbrev Report MO Build-To Inv Abbrev Report 

Use the MO Build-To Inventory Abbrev report to determine what parts need to be picked for a manufacturing 

order (MO), as well as the location of the parts. . 

You can choose to include barcode images for the MO number and work center. 

Prompts 

Use the MO Build-To Inv Abbrev prompts to configure the report. 

Prompt Prompt 

Message Message 

Description Description 

Company Company Select one company from the list. 

Secondary Secondary 

Sort Sort 

Select the secondary sorting criterion for the report. 

Print Barcode Print Barcode Select whether to print the barcode. 

Print Print 

Previously Previously 

Printed Printed 

Documents Documents 

Select whether to print previously printed documents. 
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Message Message 

Description Description 

MO Status MO Status Select the status of the MO to include in the report. 

Limit MO Limit MO 

Number(s) Number(s) 

In the KeywordsKeywords field, enter a portion of one or more MO numbers to add to the report and 

then click . 

To narrow the search, select an option in the Starts with any of these keywordsStarts with any of these keywords field. If you 

search by name, use one of the Contains...Contains... options, rather than the Starts with... Starts with... options. If 

applicable, click the right-arrow to move your selected results to ChoicesChoices. 

MO Planned MO Planned 

Shop Date Shop Date 

Cut Off Cut Off 

In the From:From: field, enter the start cutoff date to use, or click the calendar icon to select the 

date. 

In the To:To: field, enter the end cutoff date to use, or click the calendar icon to select the date. 

Select Earliest dateEarliest date to indicate all dates or Latest dateLatest date if you do not want any date filters to be 

applied. These are the default options. 

Limit Limit 

Planner(s) Planner(s) 

In the Keywords: (ID + Name)Keywords: (ID + Name) field, enter a portion or the entire ID of one or more planners to 

add in the report. 

To narrow the search, select an option in the Starts with any of these keywordsStarts with any of these keywords field. If you 

search by name, use one of the Contains...Contains... options, rather than the Starts with... Starts with... options. If 

applicable, click the right-arrow to move your selected results to ChoicesChoices. 

Limit Work Limit Work 

Center(s) Center(s) 

In the Keywords: (ID + Name)Keywords: (ID + Name) field, enter a portion or the entire ID of one or more work centers 

to add in the report. 

To narrow the search, select an option in the Starts with any of these keywordsStarts with any of these keywords field. If you 

search by name, use one of the Contains...Contains... options, rather than the Starts with... Starts with... options. If 

applicable, click the right-arrow to move your selected results to ChoicesChoices. 

Limit Limit 

Warehouse(s) Warehouse(s) 

In the Keywords: (ID + Name)Keywords: (ID + Name) field, enter a portion or the entire ID of one or more warehouses 

to add in the report. 

To narrow the search, select an option in the Starts with any of these keywordsStarts with any of these keywords field. If you 

search by name, use one of the Contains...Contains... options, rather than the Starts with... Starts with... options. If 

applicable, click the right-arrow to move your selected results to ChoicesChoices. 

Sample Report 

This is a sample MO Build-To Inv Abbrev report. 
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MO Component Shortage MO Component Shortage 

The MO Component Shortage report allows you to print a listing of potential component and subassembly 

shortages for manufacturing orders. 

A drill-thru report is available to provide a listing of detail requisition, purchase order, and manufacturing order 

data for the selected component. 

Prompts 

Use the MO Component Shortage report prompts to configure the report. 

Prompt Prompt 

Message Message 

Description Description 

Company Company Select a company. 

Primary Primary 

grouping grouping 

Select the option to indicate how you want the components to be sorted and grouped. 

The available options are the following: 

▪ Part ID 

▪ Project 

▪ Manufacturing Order 

Limit Limit 

Warehouse(s) Warehouse(s) 

In the KeywordsKeywords field, enter a portion of one or more warehouse IDs to add in the report and 

then click . 

To narrow the search, select an option in the Starts with any of these keywordsStarts with any of these keywords field. If you 

search by name, use one of the Contains...Contains... options, rather than the Starts with... Starts with... options. If 

applicable, click the right-arrow to move your selected results to ChoicesChoices. 
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Message Message 

Description Description 

Limit MO Limit MO 

Number(s) Number(s) 

In the KeywordsKeywords field, enter a portion of one or more MO numbers to add in the report. 

To narrow the search, select an option in the Starts with any of these keywordsStarts with any of these keywords field. If you 

search by name, use one of the Contains...Contains... options, rather than the Starts with... Starts with... options. If 

applicable, click the right-arrow to move your selected results to ChoicesChoices. 

MO Status MO Status Select the status of the MO you want to include in this report. 

The available options are the following: 

▪ Planned 

▪ Firm Planned 

▪ Released 

▪ In Shop 

All of the options are selected by default. 

Limit Build-to Limit Build-to 

Project(s) Project(s) 

In the Keywords: (ID + Name)Keywords: (ID + Name) field, enter a portion of one or more build-to project IDs to add in 

the report. 

To narrow the search, select an option in the Starts with any of these keywordsStarts with any of these keywords field. If you 

search by name, use one of the Contains...Contains... options, rather than the Starts with... Starts with... options. If 

applicable, click the right-arrow to move your selected results to ChoicesChoices. 

Limit Limit 

planner(s) planner(s) 

In the Keywords: (ID + Name)Keywords: (ID + Name) field, enter a portion of one or more planner IDs to add in the 

report. 

To narrow the search, select an option in the Starts with any of these keywordsStarts with any of these keywords field. If you 

search by name, use one of the Contains...Contains... options, rather than the Starts with... Starts with... options. If 

applicable, click the right-arrow to move your selected results to ChoicesChoices. 

Limit Part\Limit Part\

Rev(s) Rev(s) 

In the KeywordsKeywords field, enter a portion of one or more part/revisions to add in the report. 

To narrow the search, select an option in the Starts with any of these keywordsStarts with any of these keywords field. If you 

search by name, use one of the Contains...Contains... options, rather than the Starts with... Starts with... options. If 

applicable, click the right-arrow to move your selected results to ChoicesChoices. 

Limit Netting Limit Netting 

Group(s) Group(s) 

In the KeywordsKeywords field, enter a portion of one or more netting groups to add in the report. 

To narrow the search, select an option in the Starts with any of these keywordsStarts with any of these keywords field. If you 

search by name, use one of the Contains...Contains... options, rather than the Starts with... Starts with... options. If 

applicable, click the right-arrow to move your selected results to ChoicesChoices. 

Costpoint Online Help 167



PPrompt rompt 

Message Message 

Description Description 

Limit Limit 

Buyer(s) Buyer(s) 

In the Keywords: (ID + Name)Keywords: (ID + Name) field, enter a portion of one or more buyer IDs to add in the 

report. 

To narrow the search, select an option in the Starts with any of these keywordsStarts with any of these keywords field. If you 

search by name, use one of the Contains...Contains... options, rather than the Starts with... Starts with... options. If 

applicable, click the right-arrow to move your selected results to ChoicesChoices. 

Make/Buy Make/Buy Select the option to indicate the component parts to include in the report. 

The available options are: 

▪ MakeMake: Manufactured 

▪ BuyBuy: Purchased 

Both options are selected by default. 

Due Date Due Date In the From:From: field, enter the due start date to use or click the calendar icon to select the date. 

In the To:To: field, enter the due end date to use or click the calendar icon to select the date. 

Select Earliest dateEarliest date to indicate all dates or Latest dateLatest date if you do not want any date filters to be 

applied. These are the default options. 

Sample Report 

This is a sample MO Component Shortage report. 
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Click the Component PartComponent Part value to drill thru the Supply Order Detail. 

MO Pick List Report MO Pick List Report 

The MO Pick List report allows you to print the list of materials to be picked for a manufacturing order, the 

operations in the routings related to the manufacturing order, and the quantities completed, as well as the 

location of the parts. 

You can choose to include barcode images for the MO number and work center. 

Note:Note: Unless the barcode font is installed locally, as well as on the Cognos server, the barcode symbol will not 

be displayed when you view the report in HTML or Excel formats. This can only be viewed either in PDF or 

printed formats. 

Prompts 

Use the MO Pick List prompts to configure the MO Pick List report. 
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Prompt Prompt 

Message Message 

Description Description 

Company Company Select a company. 

Secondary Secondary 

Sort Sort 

Select the secondary sorting criterion for the report. 

The available options include: 

▪ Work Center 

▪ Component Part 

▪ Component Location 

▪ Line Number 

▪ Find Number 

Print Barcode Print Barcode Select the option to indicate if you want to print the barcode. 

Print Print 

Previously Previously 

Printed Printed 

Documents Documents 

Select the option to indicate if you want to print previously printed documents. 

MO Status MO Status Select the status of the MO you want to include in this report. 

The available options are the following: 

▪ Released 

▪ In Shop 

All of the options are selected by default. 

Limit MO Limit MO 

Number(s) Number(s) 

In the KeywordsKeywords field, enter a portion of one or more MO numbers to add in the report. 

To narrow the search, select an option in the Starts with any of these keywordsStarts with any of these keywords field. If you 

search by name, use one of the Contains...Contains... options, rather than the Starts with... Starts with... options. If 

applicable, click the right-arrow to move your selected results to ChoicesChoices. 

MO Planned MO Planned 

Shop Date Shop Date 

Cut Off Cut Off 

In the From:From: field, enter the start cutoff date to use, or click the calendar icon to select the 

date. 

In the To:To: field, enter the end cutoff date to use or click the calendar icon to select the date. 

Select Earliest dateEarliest date to indicate all dates or Latest dateLatest date if you do not want to apply any date 

filters. These are the default options. 
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Message Message 

Description Description 

Limit Limit 

Planner(s) Planner(s) 

In the Keywords: (ID + Name)Keywords: (ID + Name) field, enter a portion or the entire ID of one or more planners to 

add in the report. 

To narrow the search, select an option in the Starts with any of these keywordsStarts with any of these keywords field. If you 

search by name, use one of the Contains...Contains... options, rather than the Starts with... Starts with... options. If 

applicable, click the right-arrow to move your selected results to ChoicesChoices. 

Limit Work Limit Work 

Center(s) Center(s) 

In the Keywords: (ID + Name)Keywords: (ID + Name) field, enter a portion or the entire ID of one or more work centers 

to add in the report. 

To narrow the search, select an option in the Starts with any of these keywordsStarts with any of these keywords field. If you 

search by name, use one of the Contains...Contains... options, rather than the Starts with... Starts with... options. If 

applicable, click the right-arrow to move your selected results to ChoicesChoices. 

Limit Limit 

Warehouse(s) Warehouse(s) 

In the Keywords: (ID + Name)Keywords: (ID + Name) field, enter a portion or the entire ID of one or more warehouses 

to add in the report. 

To narrow the search, select an option in the Starts with any of these keywordsStarts with any of these keywords field. If you 

search by name, use one of the Contains...Contains... options, rather than the Starts with... Starts with... options. If 

applicable, click the right-arrow to move your selected results to ChoicesChoices. 

Sample Report 

Sample MO Pick List reports. 

The following is an MO Pick List report printed without a barcode. 

The following is an MO Pick List report printed with a barcode. 
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MO Production Status Report MO Production Status Report 

The MO Production Status Report allows you to print information about manufacturing orders and the 

operations in the routings associated with the manufacturing order. 

Prompts 

Use the MO Production Status prompts to configure the MO Production Status report. 

Prompt Prompt 

Message Message 

Description Description 

Company Company Select a company. 

Limit Part\Limit Part\

Rev(s) Rev(s) 

In the KeywordsKeywords field, enter a portion of one or more part/revisions to add in the report. 

To narrow the search, select an option in the Starts with any of these keywordsStarts with any of these keywords field. If you 

search by name, use one of the Contains...Contains... options, rather than the Starts with... Starts with... options. If 

applicable, click the right-arrow to move your selected results to ChoicesChoices. 

Limit MO Limit MO 

Number Number 

In the KeywordsKeywords field, enter a portion of one or more manufacturing order numbers to add in 

the report. 

To narrow the search, select an option in the Starts with any of these keywordsStarts with any of these keywords field. If you 

search by name, use one of the Contains...Contains... options, rather than the Starts with... Starts with... options. If 

applicable, click the right-arrow to move your selected results to ChoicesChoices. 

Percent Percent 

Complete Complete 

Enter the percentage of completion that you want to use as a filter for manufacturing orders in 

the report. For example, enter 100100 to include manufacturing orders that are 100 % completed. 

Operator Operator Select the operator to use for the entered value in the Percent CompletePercent Complete prompt. 

MO Type MO Type Select the type of MO to include in the report. 
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Message Message 

Description Description 

The available options are the following: 

▪ Standard 

▪ Customer Repair 

▪ Rework 

▪ MRO 

▪ Discrepancy Rework 

MO Status MO Status Select the status of the MO you want to include in the report. 

The available options are the following: 

▪ Planned 

▪ Firm Planned 

▪ Released 

▪ In Shop 

▪ Closed 

▪ Completed 

Only the ClosedClosed option is not selected by default. 

Due Date Due Date In the From:From: field, enter the due date to use, or click the calendar icon to select the date. 

In the To:To: field, enter the end date to use or click the calendar icon to select the date. 

Select Earliest dateEarliest date to indicate all dates or Latest dateLatest date if you do not want to apply any date 

filters. These are the default options. 

Need Date Need Date In the From:From: field, enter the need start date to use, or click the calendar icon to select the date. 

In the To:To: field, enter the need end date to use or click the calendar icon to select the date. 

Select Earliest dateEarliest date to indicate all dates or Latest dateLatest date if you do not want to apply any date 

filters. These are the default options. 

Limit Build-To Limit Build-To 

Inventory Inventory 

Abbrv(s) Abbrv(s) 

In the KeywordsKeywords field, enter a portion of one or more build-to inventory abbreviations to search 

on and select the abbreviations to add in the report. 

To narrow the search, select an option in the Starts with any of these keywordsStarts with any of these keywords field. If you 

search by name, use one of the Contains...Contains... options, rather than the Starts with... Starts with... options. If 

applicable, click the right-arrow to move your selected results to ChoicesChoices. 
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Message Message 

Description Description 

Limit Build-To Limit Build-To 

Project(s) Project(s) 

In the Keywords: (ID + Name)Keywords: (ID + Name) field, enter a portion or the entire ID of one or more build-to 

projects to add in the report. 

To narrow the search, select an option in the Starts with any of these keywordsStarts with any of these keywords field. If you 

search by name, use one of the Contains...Contains... options, rather than the Starts with... Starts with... options. If 

applicable, click the right-arrow to move your selected results to ChoicesChoices. 

Limit Netting Limit Netting 

Group(s) Group(s) 

In the KeywordsKeywords field, enter a portion of one or more netting groups to add in the report. 

To narrow the search, select an option in the Starts with any of these keywordsStarts with any of these keywords field. If you 

search by name, use one of the Contains...Contains... options, rather than the Starts with... Starts with... options. If 

applicable, click the right-arrow to move your selected results to ChoicesChoices. 

Limit Limit 

Warehouse(s) Warehouse(s) 

In the Keywords: (ID + Name)Keywords: (ID + Name) field, enter a portion or the entire ID of one or more warehouses 

to add in the report. 

To narrow the search, select an option in the Starts with any of these keywordsStarts with any of these keywords field. If you 

search by name, use one of the Contains...Contains... options, rather than the Starts with... Starts with... options. If 

applicable, click the right-arrow to move your selected results to ChoicesChoices. 

Limit Limit 

Planner(s) Planner(s) 

In the Keywords: (ID + Name)Keywords: (ID + Name) field, enter a portion or the entire ID of one or more planners to 

add in the report. 

To narrow the search, select an option in the Starts with any of these keywordsStarts with any of these keywords field. If you 

search by name, use one of the Contains...Contains... options, rather than the Starts with... Starts with... options. If 

applicable, click the right-arrow to move your selected results to ChoicesChoices. 

Limit Limit 

Supervisor(s) Supervisor(s) 

In the Keywords: (ID + Name)Keywords: (ID + Name) field, enter a portion or the entire ID of one or more supervisors 

to add in the report. 

To narrow the search, select an option in the Starts with any of these keywordsStarts with any of these keywords field. If you 

search by name, use one of the Contains...Contains... options, rather than the Starts with... Starts with... options. If 

applicable, click the right-arrow to move your selected results to ChoicesChoices. 

Sample Report 

This is a sample MO Production Status report. 
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Click the  MO NumberMO Number to view the component shortage - supply order details. 

Click the Build To Invt AbbrevBuild To Invt Abbrev to view its drill thru details. 
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MRP Message Report MRP Message Report 

The MRP Message report allows you to print Material Requirements Planning (MRP) messages and use these to 

find potential problem areas by honing in on particular MRP action messages. 

You can print messages for part/revision, projects, planners, and warehouses. 

Prompts 

Use the MRP Message prompts to configure the MRP Message report. 

Prompt Prompt 

Message Message 

Description Description 

Company Company Select a company from the list. 

Part\Revision Part\Revision In the KeywordsKeywords field, enter a portion of one or more part/revisions to add to the report. 

To narrow the search, select an option in the Starts with any of these keywordsStarts with any of these keywords field. If you 

search by name, use one of the Contains...Contains... options, rather than the Starts with... Starts with... options. If 

applicable, click the right-arrow to move your selected results to ChoicesChoices. 

Limit Limit 

Project(s) Project(s) 

In the Keywords: (ID + Name)Keywords: (ID + Name) field, enter a portion or the entire ID of one or more projects to 

add to the report. 

To narrow the search, select an option in the Starts with any of these keywordsStarts with any of these keywords field. If you 

search by name, use one of the Contains...Contains... options, rather than the Starts with... Starts with... options. If 

applicable, click the right-arrow to move your selected results to ChoicesChoices. 

Limit Limit 

Planner(s) Planner(s) 

In the Keywords: (ID + Name)Keywords: (ID + Name) field, enter a portion or the entire ID of one or more planners to 

add in the report. 

To narrow the search, select an option in the Starts with any of these keywordsStarts with any of these keywords field. If you 

search by name, use one of the Contains...Contains... options, rather than the Starts with... Starts with... options. If 

applicable, click the right-arrow to move your selected results to ChoicesChoices. 

Limit Limit 

Warehouse(s) Warehouse(s) 

In the Keywords: (ID + Name)Keywords: (ID + Name) field, enter a portion or the entire ID of one or more warehouses 

to add in the report. 

To narrow the search, select an option in the Starts with any of these keywordsStarts with any of these keywords field. If you 

search by name, use one of the Contains...Contains... options, rather than the Starts with... Starts with... options. If 

applicable, click the right-arrow to move your selected results to ChoicesChoices. 

Suggested Suggested In the From:From: field, enter the suggested start date to use, or click the calendar icon to select the 
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Message Message 

Description Description 

Due Date Due Date date. 

In the To:To: field, enter the suggested end date to use, or click the calendar icon to select the 

date. 

Select Earliest dateEarliest date to indicate all dates or Latest dateLatest date if you do not want any date filters to be 

applied. These are the default options. 

Suggested Suggested 

Order Date Order Date 

In the From:From: field, enter the suggested order start date to use, or click the calendar icon to 

select the date. 

In the To:To: field, enter the suggested order end date to use, or click the calendar icon to select 

the date. 

Select Earliest dateEarliest date to indicate all dates or Latest dateLatest date if you do not want any date filters to be 

applied. These are the default options. 

Need Date Need Date In the From:From: field, enter the suggested need start date to use or click the calendar icon to 

select the date. 

In the To:To: field, enter the suggested need end date to use or click the calendar icon to select 

the date. 

Select Earliest dateEarliest date to indicate all dates or Latest dateLatest date if you do not want any date filters to be 

applied. These are the default options. 

Sample Report 

This is a sample MRP Message report. 
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Summarized Bills of Material Report Summarized Bills of Material Report 

The Summarized Bills of Material (BOM) report allows you to create a summarized listing of components for a 

given assembly. 

This report allows you to select a range of assemblies. 

You can include the first level, specified levels, or all levels of components of the assembly. You can use this 

report to print a summary of either manufacturing bills of material (MBOMs) or engineering bills of material 

(EBOMs). 

Note:Note: This Costpoint BI report relies on a report table that is generated in Costpoint. 

You have to run Costpoint's Print Summarized Bills of Material Report application prior to executing this report. 

In Costpoint, when you run the Print Summarized Bills of Material Report application, you must select Update Update 

Summarized Bills of Materials Report TableSummarized Bills of Materials Report Table on the Action menu to update the summarized BOM table. 

Prompts 

Use the prompts to configure the Summarized Bill of Material report. 

Prompt Prompt 

Message Message 

Description Description 

Company Company Select a company. 
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Message Message 

Description Description 

Limit Limit 

Assembly(s) Assembly(s) 

In the Keywords: (ID + Name)Keywords: (ID + Name) field, enter a portion or the entire ID of one or more assemblies to 

add in the report. 

To narrow the search, select an option in the Starts with any of these keywordsStarts with any of these keywords field. If you 

search by name, use one of the Contains...Contains... options, rather than the Starts with... Starts with... options. If 

applicable, click the right-arrow to move your selected results to ChoicesChoices. 

BOM Type BOM Type Select which type of bills of material (BOM) you want to include on this report. The available 

options are the following: 

▪ ManufacturingManufacturing: Select this option to print the MBOM for the selected assembly part. You can 
only select standard components for this BOM type. 

▪ EngineeringEngineering: Select this option to print the EBOM for the selected assembly part. You can 
select either standard or provisional components for this BOM type. 

Sample Report 

This is a sample Summarized Bill of Material report. 

Click the Part IDPart ID value to drill thru the Component Alternate Part detail. 
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Materials Materials 

The Materials folder stores standard Materials reports and dashboards for the manufacturing administrator and 

materials staff. 

The contents of this folder are available to the following user groups: 

▪ CER All 

▪ CER Materials 

▪ CER Materials Secure 

▪ CER Materials Manufacturing All Secure 

Inventory Dashboard Inventory Dashboard 

Use the Inventory Dashboard data to make decisions about inventory value, obsolete inventory levels, negative 

available inventory, and count accuracy. 

Inventory Tab Inventory Tab 

The Inventory Tab provides data to help you analyze your inventory. You can also filter the data based on project, 

organization, warehouse, and part. 
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▪ Current Inventory ValuationCurrent Inventory Valuation: This KPI value is the total value of current inventory. 

▪ Count of Parts by Status with Negative Net Available Qty (with drill-through)Count of Parts by Status with Negative Net Available Qty (with drill-through): This KPI value shows the 
number of parts by status that have a negative net available quantity. This chart has a drill-through report that 
shows the list of these parts and their on-hand and available quantity. Click the Part IDPart ID to see a list of 
Manufacturing Orders for Make parts or Purchase Requisitions and Purchase Orders for Buy parts, and to see 
where these items are on order to come in. 

▪ Inventory Value by CommodityInventory Value by Commodity: This pie chart shows the total inventory value by commodity. 

▪ Value of Obsolete Inventory (with drill-through)Value of Obsolete Inventory (with drill-through): This bar chart displays the value of obsolete inventory based 
on the following criteria: 

▪ Obsolete part status 

▪ Phase-Out part status 
The drill-through report shows a list of the parts along with the on-hand quantity, unit cost, and total value of 
each obsolete and phased-out status. 

Count Tab Count Tab 

The Count Tab provides inventory count data that you can filter by location, part, count ID, warehouse, the 

employee who performed the count, inventory abbreviation code, and counted date. 

▪ Inventory Count Accuracy % (with drill-through)Inventory Count Accuracy % (with drill-through): This KPI component shows the inventory count accuracy 
percentage based on Actual Count data. Drill through to the Inventory Count Accuracy report and view the 
actual count data to see the variance amount, unit cost, and whether the variance has been reconciled. 

▪ Count StatusCount Status: This bar chart shows the number of active counts in different statuses (Counted, Not Counted, 
and Reconciled). 

Materials Reports Materials Reports 

The Materials area includes ten report templates that you can customize and use. 
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These reports are: 

▪ Container Content Labels 

▪ Customer Returns 

▪ Goods List 

▪ Indented Bill of Materials 

▪ Item Vendors 

▪ Lead Time Audit 

▪ Lead Time Import Extraction 

▪ Parts List 

▪ Sales Order Status 

▪ Services List 

▪ Shipped Revenue 

▪ Stock Status 

▪ Summarized Bill of Material 

Container Content Labels Container Content Labels 

Use the Container Content Labels report to print labels for each Inventory Transaction Line when putting 

inventory away during a purchase order and miscellaneous receipts, as well as manufacturing order relief during 

inspection acceptance. 

Prompts 

Select prompt values to run the Container Content Labels report. 

Contents Contents 

Prompt Prompt 

Message Message 

Description Description 

Company Company Select the company whose vendors you want to include in the report. 

Transaction Transaction 

Type Type 

Select the type of transaction to include in the report. 

Transaction Transaction 

ID ID 

Select transaction IDs to only print labels for this selection. 

To search with KeywordsKeywords, enter one or more characters that will help retrieve the item(s) you 

want to select for the report. 

To narrow the search, select an option in the Starts with any of these keywordsStarts with any of these keywords field. If you 
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Message Message 

Description Description 

search by name, use one of the Contains...Contains... options, rather than the Starts with... Starts with... options. If 

applicable, click the right-arrow to move your selected results to ChoicesChoices. 

Transaction Transaction 

Line Line 

Select transaction lines to only print labels for this selection. 

To search with KeywordsKeywords, enter one or more characters that will help retrieve the item(s) you 

want to select for the report. 

To narrow the search, select an option in the Starts with any of these keywordsStarts with any of these keywords field. If you 

search by name, use one of the Contains...Contains... options, rather than the Starts with... Starts with... options. If 

applicable, click the right-arrow to move your selected results to ChoicesChoices. 

Warehouse(s) Warehouse(s) Select warehouses to only print labels for this selection. 

To search with KeywordsKeywords, enter one or more characters that will help retrieve the item(s) you 

want to select for the report. 

To narrow the search, select an option in the Starts with any of these keywordsStarts with any of these keywords field. If you 

search by name, use one of the Contains...Contains... options, rather than the Starts with... Starts with... options. If 

applicable, click the right-arrow to move your selected results to ChoicesChoices. 

Project(s) Project(s) Select projects to only print labels for this selection. 

To search with KeywordsKeywords, enter one or more characters that will help retrieve the item(s) you 

want to select for the report. 

To narrow the search, select an option in the Starts with any of these keywordsStarts with any of these keywords field. If you 

search by name, use one of the Contains...Contains... options, rather than the Starts with... Starts with... options. If 

applicable, click the right-arrow to move your selected results to ChoicesChoices. 

Show Field(s) Show Field(s) Select the fields to include on the container content labels. 

Sample Report 

The Container Content Labels report provides labels for each Inventory Transaction Line. 
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Note:Note: The HTML report only displays barcodes on the Firefox browser. In other browsers, run the report in the 

PDF format. Also, the barcode font must be installed on your computer for it to show on the report. See the 

Costpoint 8.2 Business Intelligence Post Installation and Configuration guide for instructions to install the font 

or contact your BI administrator. 

Customer Return Report Customer Return Report 

The Customer Return report allows you to see a list of Customer Return lines that can be filtered by Part or 

Project so you can analyze your returned material and understand where action is needed. 

Prompts 

Select prompts to filter data for the Customer Return report. 

Contents Contents 

Prompt Prompt Description Description 

Company Company Select a company for the report. 

RMA ID(s) RMA ID(s) In the KeywordsKeywords field, enter a portion of one or more RMA IDs to add to the report. 

To narrow the search, select an option in the Starts with any of these keywordsStarts with any of these keywords field. If you 

search by name, use one of the Contains...Contains... options, rather than the Starts with... Starts with... options. If 

applicable, click the right-arrow to move your selected results to ChoicesChoices. 

Limit Limit 

customer(s) customer(s) 

In the Keywords (ID+Name)Keywords (ID+Name) field, enter a portion of one or more customer names or IDs to add 

to the report. 
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To narrow the search, select an option in the Starts with any of these keywordsStarts with any of these keywords field. If you 

search by name, use one of the Contains...Contains... options, rather than the Starts with... Starts with... options. If 

applicable, click the right-arrow to move your selected results to ChoicesChoices. 

Limit part/Limit part/

rev(s) rev(s) 

In the KeywordsKeywords field, enter a portion of one or more parts/revisions to add to the report. 

To narrow the search, select an option in the Starts with any of these keywordsStarts with any of these keywords field. If you 

search by name, use one of the Contains...Contains... options, rather than the Starts with... Starts with... options. If 

applicable, click the right-arrow to move your selected results to ChoicesChoices. 

Limit Limit 

project(s) project(s) 

In the KeywordsKeywords field, enter a portion or the entire ID of one or more projects to add to the 

report. 

To narrow the search, select an option in the Starts with any of these keywordsStarts with any of these keywords field. If you 

search by name, use one of the Contains...Contains... options, rather than the Starts with... Starts with... options. If 

applicable, click the right-arrow to move your selected results to ChoicesChoices. 

Expiration Expiration 

date date 

In the FromFrom field, enter the beginning value for the active date range. In the ToTo field, enter the 

end value for the date range. 

You can opt to select the Earliest dateEarliest date or the Latest dateLatest date possible for the date range. 

Status Status Select the customer return statuses to include in the report. 

Sample Report 

The following sample shows the Customer Return report. 

Goods List Report Goods List Report 

The Goods List report allows you to generate a list of items that are categorized as goods. 
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Prompts 

Use the Goods List prompts to configure the Goods List report.. 

Prompt Prompt 

Message Message 

Description Description 

Company Company Select a company from the list. 

Limit part\Limit part\

rev(s) rev(s) 

In the KeywordsKeywords field, enter a portion of one or more part/revisions to be added on the report. 

To narrow the search, select an option in the Starts with any of these keywordsStarts with any of these keywords field. If you 

search by name, use one of the Contains...Contains... options, rather than the Starts with... Starts with... options. If 

applicable, click the right-arrow to move your selected results to ChoicesChoices. 

Active Active Select the option to indicate whether or not the item is active. The YesYes and NoNo options are both 

selected as a default. 

Limit Limit 

commodity commodity 

code(s) code(s) 

In the Keywords: (ID + Name)Keywords: (ID + Name) field, enter a portion of one or more commodity code IDs to be 

added on the report. 

To narrow the search, select an option in the Starts with any of these keywordsStarts with any of these keywords field. If you 

search by name, use one of the Contains...Contains... options, rather than the Starts with... Starts with... options. If 

applicable, click the right-arrow to move your selected results to ChoicesChoices. 

Limit Limit 

buyer(s) buyer(s) 

In the KeywordsKeywords field, enter a portion of one or more buyers to be added on the report. 

To narrow the search, select an option in the Starts with any of these keywordsStarts with any of these keywords field. If you 

search by name, use one of the Contains...Contains... options, rather than the Starts with... Starts with... options. If 

applicable, click the right-arrow to move your selected results to ChoicesChoices. 

Sample Report 

The following is a sample Goods List report. 
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Click the GoodGood value to drill thru the Item Vendor List. 

Indented Bills of Materials Report Indented Bills of Materials Report 

The Indented Bill of Material report allows you to create a listing of indented Bills of Material (BOM) for a selected 

range of assembly part numbers. 

You can include the first-level components of the assembly or the entire indented BOM through all levels. You 

can use this report to print either manufacturing bills of material (MBOMs) or engineering bills of material 

(EBOMs). 

Attention:Attention: This report relies on a report table that is generated in Costpoint. 

You have to run Costpoint's Print Indented Bills of Material Report application prior to executing this report. 

In Costpoint, when you run the Print Indented Bills of Material Report application, you must select Update Update 

Indented Bills of Materials Report TableIndented Bills of Materials Report Table on the Action menu to update the indented BOM table. 
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Prompts 

Use the Indented Bill of Material prompts to configure the report. 

Prompt Prompt Description Description 

Company Company Select one company from the list. 

Limit Limit 

Assembly(s) Assembly(s) 

In the KeywordsKeywords field, enter a portion of one or more assemblies to search for and add to the 

report and click . 

To narrow the search, select an option in the Starts with any of these keywordsStarts with any of these keywords field. If you 

search by name, use one of the Contains...Contains... options, rather than the Starts with... Starts with... options. If 

applicable, click the right-arrow to move your selected results to ChoicesChoices. 

BOM Type BOM Type Select the type of bills of material (BOM) to include in the report: 

▪ Manufacturing:Manufacturing: Select this option to print the MBOM for the selected assembly part. You can 
only select standard components for this BOM type. 

▪ Engineering:Engineering: Select this option to print the EBOM for the selected assembly part. You can 
select either standard or provisional components for this BOM type. 

Case Case 

Insensitive Insensitive 

Select this check box for BI to ignore the text case when searching keywords. 

BOM Level BOM Level Select the BOM level at which you want the report printed: 

▪ SINGLE:SINGLE: Select this option to include level 1 in the report. 

▪ ALL:ALL: Select this option to include all levels in the report. 

Sample Report 

This is a sample Indented Bill of Materials report. 
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Item Vendors Report Item Vendors Report 

The Item Vendors report allows you to create a listing of vendors that are assigned to items. 

You can print this report for parts, services, or goods. 

Prompts 

Specify the prompts for the Item Vendors List. 

Prompt Prompt 

Message Message 

Description Description 

Company Company Select one company from the list. 

Limit Limit 

part/part/

rev(s) rev(s) 

In the KeywordsKeywords field, enter a portion of one or more part/revisions to be added on the report. 

To narrow the search, select an option in the Starts with any of these keywordsStarts with any of these keywords field. If you search 

by name, use one of the Contains...Contains... options, rather than the Starts with... Starts with... options. If applicable, click 

the right-arrow to move your selected results to ChoicesChoices. 

Item Item 

Type Type 

Select the option to indicate the item type you want to include on this report. 

The available options are the following: 

▪ Good 

Costpoint Online Help 189



PPrompt rompt 

Message Message 

Description Description 

▪ Part 

▪ Service 

All options are selected by default. 

Active Active Select the option to indicate whether or not the item is active. The YesYes and NoNo options are both 

selected as a default. 

Limit Limit 

vendor(s) vendor(s) 

In the Keywords: (ID + Name)Keywords: (ID + Name) field, enter a portion of one or more vendor IDs to be added on the 

report. 

To narrow the search, select an option in the Starts with any of these keywordsStarts with any of these keywords field. If you search 

by name, use one of the Contains...Contains... options, rather than the Starts with... Starts with... options. If applicable, click 

the right-arrow to move your selected results to ChoicesChoices. 

Limit Limit 

buyer(s) buyer(s) 

In the KeywordsKeywords field, enter a portion of one or more buyers to be added on the report. 

To narrow the search, select an option in the Starts with any of these keywordsStarts with any of these keywords field. If you search 

by name, use one of the Contains...Contains... options, rather than the Starts with... Starts with... options. If applicable, click 

the right-arrow to move your selected results to ChoicesChoices. 

Sample Report 

The following is a sample Item Vendors - Drill Thru report. 

Lead Time Audit Report Lead Time Audit Report 

The Lead Time Audit Report allows you to easily see and manage your list of lead times that are set in Manage 

Parts. It also shows the Manufacturing Orders or Purchase Orders that make up that lead time. 
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Prompts 

Use the prompts to filter data for the Lead Time Audit report. 

Contents Contents 

Prompt Prompt Description Description 

Company Company Select the company for the report. 

Make or Buy Make or Buy Select MakeMake to display manufactured parts. Select BuyBuy to include parts purchased from an 

outside source. 

Type Type Select one or more types to include in the report. 

Select Buyer(s) Select Buyer(s) Select one or more buyers to filter the data based on the buyers selected. 

Select Select 

Planner(s) Planner(s) 

Select planners to filter the data based on the planners selected. 

Select Select 

Commodity Commodity 

Select commodities to filter the report based on the commodities selected. 

Select Select 

Vendor(s) Vendor(s) 

Select vendors to filter the report based on the vendors selected. 

Show Item Show Item 

Detail Detail 

Select whether to show the details of each item. 

Sample Report 

View a sample Lead Time Audit report. 
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Lead Time Import Extraction Report Lead Time Import Extraction Report 

Use the Lead Time Import Extraction Report to extract the part list with current lead time information from Part. 

This report is generated in the Import Items file format. Export the report to Excel, update the lead time 

information in the report and then import the file via the Import Items to make updates to your lead time data. 

Update and Import Lead Time Data 

Follow the instructions below to update the Lead Time Import Extraction report and import the changes into 

Costpoint. 

To import lead time data to Costpoint, you must have access to the Import Items application or the Materials 

module, and have parts with lead times set up in Costpoint. 

To update and import lead time data: To update and import lead time data: 

1. On the Team Content tab, click MaterialsMaterials. 

2. In the Lead Time Import Extraction tile or row, click the Action menuAction menu icon. 

3. Click Run asRun as. 

4. Confirm the Prompt mePrompt me option is selected. 

5. In the Format section, select  Excel DataExcel Data. 

6. Click RunRun. 

7. Select the prompt settings and then click FinishFinish. 
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8. Save the Excel spreadsheet to your computer. 

9. Open the spreadsheet and delete the header row. 

10. Update lead times and save your changes. 

Note:Note: If you import a record with a 0 value where no value existed, Costpoint will create a lead time entry 
with a 0 value. To avoid creating lead time records with 0 lead time, delete the line in the import file. 

11. In Costpoint, open the Import Items application and import the updated Lead Time Import Extraction 
report. 

Prompts 

Use the prompts to filter the Lead Time Import Extraction report. 

Prompt Prompt Description Description 

Company Company Select a company for the report. 

Make or Buy Make or Buy Select MakeMake or BuyBuy to restrict the report selection to make parts or buy 

parts. 

Type Type Select the types to include in the report. 

Lead Time Type Lead Time Type Select the lead time types to include in the report. 

Select Buyer(s) Select Buyer(s) Select buyers to include only the parts they are assigned to in the report. 

Select Planner(s) Select Planner(s) Select planners to include only the parts they are assigned to in the report. 

Select Commodity Select Commodity Select commodities to filter the report based on the commodities selected. 

Select Vendor(s) Select Vendor(s) Select vendors to filter the report based on the vendors selected. 

Include Items with No Lead Time Include Items with No Lead Time 

Record (by Type) Record (by Type) 

Choose whether to include a record for each Lead Time Type selected 

above when no record exists in the database. 

Sample Report 

View a sample of the Lead Time Import Extraction report. 
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Parts List Report Parts List Report 

The Parts List report allows you to generate a list of items that are categorized as parts. 

Prompts 

Select prompt values before running the Parts List report. 

Prompt Prompt 

Message Message 

Description Description 

Company Company Select one company from the list. 

Limit part/Limit part/

rev(s) rev(s) 

In the KeywordsKeywords field, enter a portion of one or more part/revisions to be added on the report. 

To narrow the search, select an option in the Starts with any of these keywordsStarts with any of these keywords field. If you 

search by name, use one of the Contains...Contains... options, rather than the Starts with... Starts with... options. If 

applicable, click the right-arrow to move your selected results to ChoicesChoices. 

Make/buy Make/buy Select the option to indicate the component parts you want to include on this report. 

The available options are: 

▪ MakeMake: Manufactured 

▪ BuyBuy: Purchased 
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Message Message 

Description Description 

Both options are selected by default. 

Status Status Select the status(es) of the parts you want to include on this report. 

The available options are the following: 

▪ EE: Estimating 

▪ OO: Obsolete 

▪ RR: Released 

All options are selected by default. 

Active Active Select the option to indicate whether or not the item is active. The YesYes and NoNo options are both 

selected as a default. 

Limit Limit 

commodity commodity 

code(s) code(s) 

In the Keywords: (ID + Name)Keywords: (ID + Name) field, enter a portion of one or more commodity code IDs to be 

added on the report. 

To narrow the search, select an option in the Starts with any of these keywordsStarts with any of these keywords field. If you 

search by name, use one of the Contains...Contains... options, rather than the Starts with... Starts with... options. If 

applicable, click the right-arrow to move your selected results to ChoicesChoices. 

Part type Part type Select the option to indicate the component part type you want to include on this report. 

The available options are the following: 

▪ BB: Buy with Components 

▪ LL: MPS Planning-Only 

▪ PP: Phantom 

▪ RR: Reference 

▪ SS: Standard 

▪ TT: Tool 

All options are selected by default. 

As-As-

required required 

Select the option to indicate which component parts you want to include on this report, based on 

whether or not the quantity per component part is flagged as "as required." 

Selecting NoNo will include component parts whose exact quantities have been specified. 

Both options are selected by default. 
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Message Message 

Description Description 

QC QC 

inspection inspection 

required required 

Select the option to indicate which component parts you want to include on this report, based on 

whether or not the parts require inspection by Quality Control. 

Both options are selected by default. 

Source Source 

inspection inspection 

required required 

Select the option to indicate which component parts you want to include on this report, based on 

whether or not the parts require source inspection.. 

Both options are selected by default. 

Limit Limit 

buyer(s) buyer(s) 

In the Keywords: (ID + Name)Keywords: (ID + Name) field, enter a portion of one or more buyer IDs to be added on the 

report. 

To narrow the search, select an option in the Starts with any of these keywordsStarts with any of these keywords field. If you 

search by name, use one of the Contains...Contains... options, rather than the Starts with... Starts with... options. If 

applicable, click the right-arrow to move your selected results to ChoicesChoices. 

Sample Report 

The following is a sample Parts List report. 

Click the PartPart value to drill through the Item Vendor List. 
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Sales Order Status Report Sales Order Status Report 

The Sales Order Status report allows you to analyze sales orders. 

Prompts 

Select prompt values before running the Sales Order Status report. 

Prompt Message Prompt Message Description Description 

Company Company Select one company from the list. 

Sales Order Sales Order 

Status Status 

Select the current status of the sales order that you want to include on the report. 

The available options are the following: 

▪ Approved 

▪ Closed 

▪ In Approval 

▪ Pending 

▪ System Closed 

▪ Void 

The default option is ApprovedApproved. 

Sales Order Date Sales Order Date 

Range Range 

In the From:From: field, enter the start date assigned to sales orders or click the calendar icon to 

select the date. 

In the To:To: field, enter the end date assigned to sales orders or click the calendar icon to 

select the date. 

You can opt to select the Earliest dateEarliest date or the Latest dateLatest date possible for the sales order dates. 

Sales Order Line Sales Order Line 

Status Status 

Select the sales order line status that you want to include on the report. 

The available options are the following: 
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▪ Closed 

▪ Open 

▪ System Closed 

The default option is OpenOpen. 

Line Order Due Line Order Due 

Date Date 

In the From:From: field, enter the start date assigned to line orders or click the calendar icon to 

select the date. 

In the To:To: field, enter the end date assigned to line orders or click the calendar icon to select 

the date. 

You can opt to select the Earliest dateEarliest date or the Latest dateLatest date possible for the need line order 

dates. 

Suppress Suppress 

sensitive sensitive 

columns columns 

Select the option to suppress the net unit price or the original total amount on the report. 

The default option is Original Total AmountOriginal Total Amount. 

Limit SO Limit SO 

number(s) number(s) 

In the KeywordsKeywords field, enter a portion of one or more SO numbers in the to be added on the 

report. 

To narrow the search, select an option in the Starts with any of these keywordsStarts with any of these keywords field. If you 

search by name, use one of the Contains...Contains... options, rather than the Starts with... Starts with... options. If 

applicable, click the right-arrow to move your selected results to ChoicesChoices. 

Limit Limit 

customer(s) customer(s) 

In the Keywords: (ID + Name)Keywords: (ID + Name) field, enter a portion or the entire ID of one or more 

customers to be added on the report. 

To narrow the search, select an option in the Starts with any of these keywordsStarts with any of these keywords field. If you 

search by name, use one of the Contains...Contains... options, rather than the Starts with... Starts with... options. If 

applicable, click the right-arrow to move your selected results to ChoicesChoices. 

Limit sales Limit sales 

representative(s) representative(s) 

In the Keywords: (ID + Name)Keywords: (ID + Name) field, enter a portion or the entire ID of one or more sales 

representatives to be added on the report. 

To narrow the search, select an option in the Starts with any of these keywordsStarts with any of these keywords field. If you 

search by name, use one of the Contains...Contains... options, rather than the Starts with... Starts with... options. If 

applicable, click the right-arrow to move your selected results to ChoicesChoices. 

Limit Limit 

warehouse(s) warehouse(s) 

In the Keywords: (ID + Name)Keywords: (ID + Name) field, enter a portion or the entire ID of one or more 

warehouses to be added on the report. 
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To narrow the search, select an option in the Starts with any of these keywordsStarts with any of these keywords field. If you 

search by name, use one of the Contains...Contains... options, rather than the Starts with... Starts with... options. If 

applicable, click the right-arrow to move your selected results to ChoicesChoices. 

Limit project(s) Limit project(s) In the Keywords: (ID + Name)Keywords: (ID + Name) field, enter a portion or the entire ID of one or more projects 

to be added on the report. 

To narrow the search, select an option in the Starts with any of these keywordsStarts with any of these keywords field. If you 

search by name, use one of the Contains...Contains... options, rather than the Starts with... Starts with... options. If 

applicable, click the right-arrow to move your selected results to ChoicesChoices. 

Sample Report 

The following is a sample Sales Order Status report. 

Services List Report Services List Report 

The Services List generates a list of items that are categorized as services. The list includes item classification 

and procurement information. 

Prompts 

Select prompt values before running the Services List report. 
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Prompt Prompt 

Message Message 

Description Description 

Company Company Select one company from the list. 

Limit part/Limit part/

rev(s) rev(s) 

In the KeywordsKeywords field, enter a portion of one or more part/revisions to be added on the report. 

To narrow the search, select an option in the Starts with any of these keywordsStarts with any of these keywords field. If you 

search by name, use one of the Contains...Contains... options, rather than the Starts with... Starts with... options. If 

applicable, click the right-arrow to move your selected results to ChoicesChoices. 

Active Active Select the option to indicate whether or not the service is active. The YesYes and NoNo options are 

both selected as a default. 

Limit Limit 

commodity commodity 

code(s) code(s) 

In the Keywords: (ID + Name)Keywords: (ID + Name) field, enter a portion of one or more commodity code IDs to be 

added on the report. 

To narrow the search, select an option in the Starts with any of these keywordsStarts with any of these keywords field. If you 

search by name, use one of the Contains...Contains... options, rather than the Starts with... Starts with... options. If 

applicable, click the right-arrow to move your selected results to ChoicesChoices. 

Limit Limit 

buyer(s) buyer(s) 

In the Keywords: (ID + Name)Keywords: (ID + Name) field, enter a portion of one or more buyer IDs to be added on the 

report. 

To narrow the search, select an option in the Starts with any of these keywordsStarts with any of these keywords field. If you 

search by name, use one of the Contains...Contains... options, rather than the Starts with... Starts with... options. If 

applicable, click the right-arrow to move your selected results to ChoicesChoices. 

Sample Report 

The following is a sample Services List report. 

Click the ServiceService value to drill through the Item Vendor List. 
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Shipped Revenue Report Shipped Revenue Report 

The Shipped Revenue report displays sales order revenue by line, determined by sales orders that have been 

invoiced 

Prompts 

Select prompt values before running the Shipped Revenue report. 

Prompt Message Prompt Message Description Description 

Company Company Select one company from the list. 

Sales Order Date Sales Order Date In the From:From: field, enter the start date assigned to sales orders or click the calendar icon to 

select the date. 

In the To:To: field, enter the end date assigned to sales orders or click the calendar icon to 

select the date. 

You can opt to select the Earliest dateEarliest date or the Latest dateLatest date possible for the sales order dates. 

Limit invoice Limit invoice 

number(s) number(s) 

In the KeywordsKeywords field, enter a portion of one or more invoice numbers to be added on the 

report. 

To narrow the search, select an option in the Starts with any of these keywordsStarts with any of these keywords field. If you 

search by name, use one of the Contains...Contains... options, rather than the Starts with... Starts with... options. If 

applicable, click the right-arrow to move your selected results to ChoicesChoices. 

Limit sales order Limit sales order 

number(s) number(s) 

In the KeywordsKeywords field, enter a portion of one or more SO numbers to be added on the 

report. 

To narrow the search, select an option in the Starts with any of these keywordsStarts with any of these keywords field. If you 

search by name, use one of the Contains...Contains... options, rather than the Starts with... Starts with... options. If 

applicable, click the right-arrow to move your selected results to ChoicesChoices. 

Limit project(s) Limit project(s) In the Keywords: (ID + Name)Keywords: (ID + Name) field, enter a portion or the entire ID of one or more projects 
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to be added on the report. 

To narrow the search, select an option in the Starts with any of these keywordsStarts with any of these keywords field. If you 

search by name, use one of the Contains...Contains... options, rather than the Starts with... Starts with... options. If 

applicable, click the right-arrow to move your selected results to ChoicesChoices. 

Limit Limit 

customer(s) customer(s) 

In the Keywords: (ID + Name)Keywords: (ID + Name) field, enter a portion or the entire ID of one or more 

customers to be added on the report. 

To narrow the search, select an option in the Starts with any of these keywordsStarts with any of these keywords field. If you 

search by name, use one of the Contains...Contains... options, rather than the Starts with... Starts with... options. If 

applicable, click the right-arrow to move your selected results to ChoicesChoices. 

Limit sales Limit sales 

representative(s) representative(s) 

In the Keywords: (ID + Name)Keywords: (ID + Name) field, enter a portion or the entire ID of one or more sales 

representatives to be added on the report. 

To narrow the search, select an option in the Starts with any of these keywordsStarts with any of these keywords field. If you 

search by name, use one of the Contains...Contains... options, rather than the Starts with... Starts with... options. If 

applicable, click the right-arrow to move your selected results to ChoicesChoices. 

Sample Report 

This is a sample Shipped Revenue report. 

Stock Status Report Stock Status Report 

The Stock Status report provides a listing of inventory sorted by the following combinations: warehouse/

location, project/part revision, inventory abbreviation/part revision, or part/revision/project. 

This report is generated in real-time. The Excel output for the report excludes headers, footers, subtotals, and so 

on, making the data easier to manipulate. A drill-thru report is available to view serial/lot tracking information. 

Note:Note: You can create Stock Status reports that can be exported to PDF and saved to a specified location. 

These jobs can be scheduled at recurring intervals and run on-demand. The exported PDF files contain date/
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time stamp information 

Prompts 

Use the Stock Status prompts to configure the Stock Status report. 

Prompt Prompt 

Message Message 

Description Description 

Company Company Select one company from the list. 

Group By Group By Select the option to use for the report from the drop-down list. The options available are the 

following: 

▪ Warehouse\LocationWarehouse\Location: Select this option to print the report by warehouse and location. This 
is the default option. 

▪ Project\Part RevProject\Part Rev: Select this option to print the report by project and part/revision. 

▪ Inventory Abbreviation Code\Part RevInventory Abbreviation Code\Part Rev: Select this option to print the report by inventory 
abbreviation code and part/revision. 

▪ Part Rev\ProjectPart Rev\Project: Select this option to print the report by part/revision and project. 

Limit Limit 

Warehouse(s) Warehouse(s) 

In the Keywords: (ID + Name)Keywords: (ID + Name) field, enter a portion or the entire ID of one or more warehouses, 

projects, inventory abbreviation codes, or part/revisions to be added on the report. 

To narrow the search, select an option in the Starts with any of these keywordsStarts with any of these keywords field. If you 

search by name, use one of the Contains...Contains... options, rather than the Starts with... Starts with... options. If 

applicable, click the right-arrow to move your selected results to ChoicesChoices. 

Limit Limit 

Inventory Inventory 

Location Location 

ID(s) ID(s) 

In the Keywords: (ID + Name)Keywords: (ID + Name) field, enter a portion or the entire ID of one or more inventory 

locations to be added on the report. 

To narrow the search, select an option in the Starts with any of these keywordsStarts with any of these keywords field. If you 

search by name, use one of the Contains...Contains... options, rather than the Starts with... Starts with... options. If 

applicable, click the right-arrow to move your selected results to ChoicesChoices. 

Location Location 

Type Type 

Select the location type you want to include on the report. 

The location type is a system-defined code used to classify inventory records by locations. 

These system-defined location types are the following: 

▪ Incoming InspectionIncoming Inspection: Select this option to indicate that this location contains parts that 
have been received, but have not been accepted or rejected. 
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Message Message 

Description Description 

▪ Materials Review Board (MRB)Materials Review Board (MRB): Select this option to indicate that this location contains 
parts that are within quality control, and that the items do not meet the drawings. The items 
may be kept as they are, disposed, or returned to the vendor. 

▪ On-HandOn-Hand: Select this option to indicate that this location contains parts that should be 
counted as available. This is the default option. 

▪ On-HoldOn-Hold: Select this option to indicate that this location contains parts that should not be 
counted as available. 

▪ ReinspectionReinspection: Select this option to indicate that this location contains parts that have 
already been accepted or rejected but need to go back through that process. 

▪ ShippingShipping: Select this option to indicate that this location contains parts that have been 
removed from stock for shipping. 

The ShippingShipping type and the On-HoldOn-Hold type are used in a similar fashion. 

Location types that are not selected do not print. 

Account Account 

Type Type 

Select the account type(s) of the inventory records you want to include on the report. 

The account types are the following: 

▪ Assets 

▪ Expense 

▪ Government Furnished Materials 

You can select more than one account type by pressing and holding the CTRL key and 

selecting the options you want to include on the report. 

Account types that are not selected do not print. 

All account types are selected by default. 

Inventory Inventory 

Type Type 

Select the inventory type of the inventory records you want to include on the report. 

The inventory types are the following: 

▪ Raw 

▪ Finished 

Both inventory types are selected by default. 

Excel Format Excel Format Select the option to indicate if you want to produce a report version that has no headers, 

Costpoint Online Help 204



PPrompt rompt 

Message Message 

Description Description 

footers, and subtotals for easier sorting and manipulation. The default option is NoNo. 

Sample Report 

This is a sample Stock Status report. 

Click the WarehouseWarehouse or Inventory Location IDInventory Location ID values to drill thru the Stock Status - Serial Lot Detail. 

Summarized Bills of Material Report Summarized Bills of Material Report 

The Summarized Bills of Material (BOM) report allows you to create a summarized listing of components for a 

given assembly. 

This report allows you to select a range of assemblies. 

You can include the first level, specified levels, or all levels of components of the assembly. You can use this 

report to print a summary of either manufacturing bills of material (MBOMs) or engineering bills of material 

(EBOMs). 
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Note:Note: This Costpoint BI report relies on a report table that is generated in Costpoint. 

You have to run Costpoint's Print Summarized Bills of Material Report application prior to executing this report. 

In Costpoint, when you run the Print Summarized Bills of Material Report application, you must select Update Update 

Summarized Bills of Materials Report TableSummarized Bills of Materials Report Table on the Action menu to update the summarized BOM table. 

Prompts 

Use the prompts to configure the Summarized Bill of Material report. 

Prompt Prompt 

Message Message 

Description Description 

Company Company Select a company. 

Limit Limit 

Assembly(s) Assembly(s) 

In the Keywords: (ID + Name)Keywords: (ID + Name) field, enter a portion or the entire ID of one or more assemblies to 

add in the report. 

To narrow the search, select an option in the Starts with any of these keywordsStarts with any of these keywords field. If you 

search by name, use one of the Contains...Contains... options, rather than the Starts with... Starts with... options. If 

applicable, click the right-arrow to move your selected results to ChoicesChoices. 

BOM Type BOM Type Select which type of bills of material (BOM) you want to include on this report. The available 

options are the following: 

▪ ManufacturingManufacturing: Select this option to print the MBOM for the selected assembly part. You can 
only select standard components for this BOM type. 

▪ EngineeringEngineering: Select this option to print the EBOM for the selected assembly part. You can 
select either standard or provisional components for this BOM type. 

Sample Report 

This is a sample Summarized Bill of Material report. 
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Click the Part IDPart ID value to drill thru the Component Alternate Part detail. 

Payroll Payroll 

The Payroll folder stores standard Payroll reports and dashboards for the people administrator and payroll staff. 

Contents of the Payroll folder are available to the following user groups: 

▪ CER All 

▪ CER Payroll Secure 

▪ CER People 

Employee Earnings Report Employee Earnings Report 

This report shows a complete view of all employee earnings data. Filter the report on payroll dates, employees, 

and company. 
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Prompts Prompts 

Select the company and pay period range to run the Employee Earnings report. 

Prompt Prompt 

Message Message 

Description Description 

Company Company Select the company for which you are generating the report. 

Starting Pay Starting Pay 

Period Period 

Enter or select the starting pay period of the pay period range for the report. The report includes 

earnings information for pay periods in this range. 

Ending Pay Ending Pay 

Period Period 

Enter or select the ending pay period of the pay period range for the report. The report includes 

earnings information for pay periods in this range. 

Limit Limit 

Employee(s) Employee(s) 

Use this option to limit the report to selected employees. (If you make no selections, the report 

includes all employees.) 

In KeywordsKeywords, enter one or more characters for which you want to search to retrieve employees. 

The list displays values as a combination of ID and name, so you can search by ID or by name. To 

enter more than one search string, separate them with spaces. 

Click OptionsOptions to specify how you want the search to match your entries with the IDs or names. 

(If you search by name, use one of the Contains...Contains... options, rather than the Starts with...Starts with... options.) 

Click SearchSearch to list the matching employees in Results. 

In Results, select the employees you want to include and click InsertInsert to move them to Choices. 

To select multiple employees that are together in the list, click the first employee in the group, 

and then press SHIFT as you click the last one in the group. To select multiple employees that 

are not listed together, press CTRL as you click each one. 

When you generate the report, it includes only records for the employees in Choices. 

Sample Report Sample Report 

The report shows employee earnings for the selected pay periods. 
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Planning Planning 

This folder stores standard Planning reports and dashboards for the project planners and others with project 

roles. 

The contents of this folder are available to the following user groups: 

▪ CER All 

▪ CER Planning (Projects) 

▪ CER Planning (Projects) Secure 

You can supplement standard Costpoint Planning reports with: 

▪ Predefined reports in the reporting package 

▪ Production reports that you create for your company using Costpoint Business Intelligence and the Planning 
model 

▪ Ad hoc reports that you create for specialized or one-time reporting needs 

This chapter also provides procedures for reconciling data on the Costpoint Business Intelligence reports with 

data in Costpoint Planning 

Attention:Attention: Due to performance issues, the Org Mgr Planning Performance Analytics and PM Planning 

Performance Analytics dashboards that resided in the Planning folder in previous versions of CBI have been 

replaced with dashboards in the SMART AI area. You can access these dashboards in Team ContentTeam Content > SMART SMART 

AI AdminAI Admin > SMART AISMART AI > PlanningPlanning. Refer to the Costpoint Business Intelligence SMART AI Guide for more 

information. 

Update Reporting Tables Update Reporting Tables 

You need to turn on the Update feature for populating the reporting tables for Costpoint Planning. 

Costpoint Online Help 209



With this feature turned on: 

▪ When you commit a budget, the tables populate with updated Budget data only. 

▪ When you run a refresh process, the tables populate with Actuals and Budget data that has not been updated. 

Enable Update of Reporting Tables Enable Update of Reporting Tables 

To populate the reporting tables in Planning, configure the Update BI Reporting Tables option in the Planning 

configuration settings. 

To enable the feature in updating reporting tables for Costpoint Planning: To enable the feature in updating reporting tables for Costpoint Planning: 

1. In Costpoint, launch the Configuration Settings application in PlanningPlanning > AdministrationAdministration > Administration Administration 
ControlsControls > Configuration SettingsConfiguration Settings. 

2. Click the GeneralGeneral tab. 

3. In the Update BI Reporting TablesUpdate BI Reporting Tables list, select All ProjectsAll Projects or Active ProjectsActive Projects. 

4. SaveSave. 

Report Table Update Process Report Table Update Process 

The Report Table Update process updates BI Report tables, custom report tables, and project security tables. 

As part of the Backend integration between Costpoint and Costpoint Planning, the Refresh Process in previous 

Costpoint versions has been removed and is no longer required to update the tables. The runtime will be 

significantly shorter because all of the tables are updated through a more direct integration using Link Views. 

Note:Note: Refer to the Costpoint online Help for more information about running the Report Table Update Process 

utility. 
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Report Package Report Package 

The standard reports in Planning are published in the Project Planning Reporting package. 

Reporting Areas Reporting Areas 

The Framework Manager model for Planning has several reporting areas. 

Reporting Reporting 

Area Area 

Purpose Purpose 

Project Project 

Status Status 

Trend Trend 

Generate reports that display either or both of the following types of data: 

Current status of existing projects using current period, YTD, and ITD actual hours and amounts. 

(ITD and YTD values are through the latest closed fiscal period. They do not include the current 

period in Costpoint Planning.) 

Projected (trended) performance for existing and new business projects for up to 24 future fiscal 

periods using data from the baseline budget or the final version of the most recent budget or 

estimate at completion (EAC). 

Project Project 

Status Status 

Generate detailed reports on project actual and budgeted performance using detail data from all 

past, current, and future fiscal periods and subperiods. Data from all budget and EAC versions is 
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Reporting Reporting 

Area Area 

PPurpose urpose 

Details Details available. 

General General 

Ledger Ledger 

Detail Detail 

Generate reports that display or summarize actual Costpoint transaction detail for existing 

projects. This reporting area contains no budget data. It is commonly used for drill-through reports. 

A/R A/R 

Header Header 

History History 

Generate reports that display current Costpoint AR invoice balance information for existing 

projects. This reporting area contains no AR history and no budget data. It is commonly used for 

drill-through reports. 

Reporting Areas and Standard Reports Reporting Areas and Standard Reports 

In addition to serving as starting points for your custom reports, the standard reports included with Planning 

provide a variety of examples of how to use the reporting areas in the Framework Manager model. 

The following table lists the standard reports that use each of the reporting areas. 

Reporting Area Reporting Area Standard Reports Standard Reports 

Project Status Trend Project Status Trend 
▪ Burdened Labor Costs by Project 

▪ Labor Utilization Forecast 

▪ Labor Utilization 

▪ Labor Utilization (drill through report) 

▪ Pending Charges Detail Report 

▪ Planning PSR Trending Analysis 

▪ Planning Revenue Summary Report Template 

▪ Project Subcontractor Status 

▪ Project Labor Hours Status 

▪ Project Status Cost Summary 

▪ PSR Report Template 

▪ Project Forecast with Labor Detail 

▪ Real Time Project Status Report 

▪ Revenue Forecast 
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Reporting Area Reporting Area StStandard Reports andard Reports 

▪ T&M Labor Profitability 

Project Status Details Project Status Details Labor Variance by PLC 

General Ledger Detail General Ledger Detail None 

A/R Header History A/R Header History None 

Project Status Trend Reporting Area Project Status Trend Reporting Area 

The Project Status Trend reporting area enables you to report both on the current status of projects and on their 

projected performance, based on budget, for up to 24 future periods. 

You can display report columns containing the following actual performance information: 

▪ Hours and amounts for the current period in Costpoint Planning 

▪ Hours and amounts year to date through the latest closed fiscal period 

▪ Hours and amounts inception to date through the latest closed fiscal period 

These values are directly available as measures. You do not need to set up your reports to calculate them. 

In addition, you can include report columns for project budget data for the current period and up to 24 future 

periods. 

This area limits budget data to the final version of the EAC and final version of the BUD. If you need to report on 

other budget versions, you can do so using the Project Status Details reporting area that gives you access to 

data from all budget versions. 

Note that this reporting area has no time-related attributes for filtering actual performance data (for a range of 

fiscal periods, for example.) All actual hours and amounts are period to date for the current period, year to date 

for the current year through the last closed period, or inception to date through the last closed period. An 

administrator can set the current period in Costpoint in the Maintain Current Period application (PlanningPlanning >

AdministrationAdministration > Administration ControlsAdministration Controls > Maintain Current PeriodMaintain Current Period). 

Structure 

Cognos Analytics displays the Project Status Trend reporting area as shown. 
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The Project Status Trend query subject, the first item listed in the reporting area, is the fact table. If you expand 

that node of the tree, the list displays the identifier and attribute fields, followed by a series of folders that 

contain the measures, the actual and budget data fields. The other query subjects provide additional data related 

to the data in the fact table that you may want to use or display in your reports. 

The Filters for Project Status Trend folder contains the pre-built filters for the reporting area. 

The Advanced Reporting folder contains the query subjects and fields that you can use to implement rollups by 

project level and organization level, to report based on home organization, or to report based on reorganization. 

Project Status Details Reporting Area Project Status Details Reporting Area 

The Project Status Details reporting area enables you to generate detailed reports on project actual and 

budgeted performance using detail data from all past, current, and future fiscal periods and subperiods. 

Unlike the Project Status Trend reporting area, the Project Status Details reporting area stores data by rows 

instead of columns. So while the Project Status Trend reporting area limits you to a maximum of 24 future 

periods, the Project Status Details reporting area gives you access to virtually an unlimited number of past and 

future fiscal periods. (Despite this difference between the two reporting areas, advanced users can pivot the 

data in the Project Status Details table to present it in period columns for a trended view.) 

Another difference between this reporting area and the Project Status Trend reporting area is that the Project 

Status Details reporting area provides access to data in all budget or EAC versions. This enables you, for 

example, to use a filter to specify the budget version you want for the report or to select two budget versions to 

compare. That budget data can come from the baseline budget, from the most recent budget version or EAC, or 

from both the baseline budget and the most recent budget or EAC version (to provide a comparison of the two, 

for example). 

The Trend reporting area does not have information from budget versions other than the baseline budget and 

the final version of the budget or EAC. 

Note:Note: The pre-built filters that Deltek provides in the Framework Manager model for the Project Status Details 
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reporting area include a filter for selecting the current budget version. 

In addition, this reporting area includes time-related attributes, so you can filter data based on fiscal year, period, 

and subperiod. Be aware, however, that if you want to see year-to-date or inception-to-date amounts or hours, 

you must set up the reports to calculate them from the detailed records. 

Note:Note: The pre-built filters that Deltek provides in the Framework Manager model for the Project Status Details 

reporting areas include filters for selecting current period data only or future periods data only. 

Current Budget vs. Final Version 

This section describes the differences in the Final Version and Current Budget Flag Y/N columns in the Project 

Status Details table in Business Intelligence. 

Only one version of a committed BUD/EAC can be designated as the final in the Planning module in Costpoint. 

Final Version Final Version 

The final version column reflects the final committed EAC and the final committed budget (BUD) version for a 

project in the Planning module (i.e. the final BUD and EAC). 

Current Budget Flag Current Budget Flag 

The Current Budget Flag (Y/N) column indicates the final version of the committed Budget unless there is an 

estimate at completion (EAC) defined for the project. If there is an EAC, the Current Budget Flag indicates the 

final version of the committed EAC (i.e. the final BUD or EAC). 

Structure 

The Cognos Analytics displays the Project Status Details reporting area as shown. 
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The Project Status Details query subject, the first item listed in the reporting area, is the fact table. If you expand 

that node of the tree, the list displays the identifier and attribute fields, followed by a Measures folder that 

contains the hours and amount fields. 

The other query subjects provide additional data related to the data in the fact table that you may want to use or 

display in your reports. Of special note is the Subperiod query subject. It not only lists accounting period 

information but also provides a yes/no flag that identifies the current open period. 

The following is a sample output from this query subject: 
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The Filters for Project Status Details folder contains the pre-built filters for the reporting area. 

The Advanced Reporting folder contains the query subjects and fields that you can use to implement rollups by 

project level and organization level, to report based on home organization, or to report based on reorganization. 

Existing Projects and New Business Projects Existing Projects and New Business Projects 

Both the Project Status Trend reporting area and the Project Status Detail reporting area give you the option to 

include existing projects, new business projects, or both. 

In contrast, the General Ledger Detail and A/R Header History reporting areas only include data for existing 

projects. 

If you include new business projects on a report, keep in mind that new business projects do not have the same 

set of attributes that existing projects have 

Note:Note: The pre-built filters that Deltek provides in the Framework Manager model for the Project Status Trend 

and Project Status Details reporting areas include filters for selecting existing projects, new business projects, 

or both. 

Major and Minor Group Numbers Major and Minor Group Numbers 

You can use the Major and Minor Group Numbers to include or exclude data categories and select and group 

data that was identified by the Major Group Numbers. 

Records in the Project Status Trend reporting area and the Project Status Detail reporting area include the 

following attribute fields to enable you to include or exclude categories of data from your report: 
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▪ Major Group Number 

▪ Minor Group Number 

Major Group Number 

Use the Major Group NumberMajor Group Number attribute field in filters to include or exclude the data categories from the reports. 

The following table lists the categories of data that you can include or exclude from the reports: 

Data Category Data Category Major Group Number Major Group Number 

Revenue Revenue 1 

Direct costs Direct costs 2 

Indirect costs by resource Indirect costs by resource 3 

Indirect costs by pool Indirect costs by pool 4 

For example, to include revenue, direct costs, and indirect costs by resource on a report, use a filter that selects 

records with 1, 2, or 3 as the Major Group NumberMajor Group Number value. 

You can also group data on a report based on the value in Major Group NumberMajor Group Number. 

To include indirect costs on a report, use a filter that selects records with one, but not both, of the indirect costs 

values in Major Group NumberMajor Group Number. If you select both, the report will include duplicate records, and the indirect costs 

will be overstated. 

Minor Group Number 

The Minor Group NumberMinor Group Number attribute field provides a way to select and group subsets of the data identified by the 

Major Group NumberMajor Group Number values. 

Each Minor Group NumberMinor Group Number value is only valid for a single Major Group NumberMajor Group Number value. 

Major Group Number/Description Major Group Number/Description Valid Minor Group Number/Description Valid Minor Group Number/Description 

11 – Revenue 00 – Actual revenue 

11 – Labor revenue 

22 – Non-labor revenue 
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Major Group Number/Description Major Group Number/Description VValid Minor Group Number/Description alid Minor Group Number/Description 

22 – Direct costs 33 – Direct labor costs 

44 – Direct non-labor costs 

33 – Indirect costs by resource 55 – Indirect labor costs 

66 – Indirect non-labor costs 

44 – Indirect costs by pool 77 – Indirect labor costs 

88 – Indirect non-labor costs 

For example, to include only labor revenue, direct labor costs, and indirect labor costs by resource on a report, 

use a filter that selects records with one of the following sets of values: 

▪ 1 as the Major Group NumberMajor Group Number value and 1 as the Minor Group NumberMinor Group Number value 

▪ 2 as the Major Group NumberMajor Group Number value and 3 as the Minor Group NumberMinor Group Number value 

▪ 3 as the Major Group NumberMajor Group Number value and 5 as the Minor Group NumberMinor Group Number value 

Pre-Built Filters and Major and Minor Group Numbers 

In most cases, you do not need to set up your own filters to take advantage of major and minor group numbers. 

Instead you can use the pre-built filters that Deltek provides in the Framework Manager model for the Project 

Status Trend and Project Status Details reporting areas. 

To view and select from the list of filters in Cognos Analytics, expand the reporting area in the SourceSource tab of the 

DataData pane and expand the Filters for… folder. The filter name indicates the categories of data that the filter 

selects for inclusion in the report. 
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Project Access Project Access 

Costpoint Business Intelligence provides access to budgeting and planning data based on the existing projects 

(actual projects set up in Costpoint) to which the user is granted access in Costpoint Planning. 

When you define a user's access to project data in Costpoint Planning, you can grant or deny access to the 

whole project tree, or to any individual branch or project ID in the project tree. 

Project security applies only to transaction and budget data. It does not apply to the projects themselves or their 

attributes (project type or project manager, for example). As a result, the following are true: 

▪ You can create ad hoc queries and reports in Cognos that return master file data for projects to which 
Costpoint Planning security does not give you access. However, you cannot create queries that return 
transaction or budget data for those projects. 

▪ For reports that enable you to select the projects that are included, you can select any projects at any project 
level. You are not restricted to the projects to which you have access. However, the data on the reports will 
not include any actual or budget hours or amounts for projects to which you do not have access. (If you do 
not have access to any of the selected projects, the report displays only No Rows FoundNo Rows Found.) 
Example: You do not have access to the level 1 project, 1000. You also do not have access to the level 2 
project 1000.01, but you do have access to 1000.02. When you generate a Revenue Forecast report, you can 
generate it at level 1 for project 1000. However, the values rolled up for 1000 will be partial values because 
they only include data for 1000.02. Data for 1000.01 is excluded because you do not have access to that 
project. 

New Business Project Access New Business Project Access 

Project security applies only to actual projects set up in Costpoint. 

Costpoint Online Help 220



It does not apply to budget data for new business projects set up in Costpoint Planning. All Costpoint Business 

Intelligence for Budgeting and Planning users can view data for all available new business projects. 

All new business projects may not be available, however. The data only includes new business projects that are 

designated as "shared" in Costpoint Planning. (Proposals are never included in the data.) 

Organization Access Organization Access 

The Framework Manager model for the budgeting and planning data in Costpoint Business Intelligence only 

includes project budget data. 

It does not include organization budgets. Security for this data is based only on access to projects which does 

use organization security since each project is tied to an organization. 

Planning Reports Planning Reports 

There are three report templates for the Planning area and they are the Planning PSR Trending Analysis, Planning 

Revenue Summary Report Template, and PSR Report Template. 

Use the Planning PSR Trending Analysis report to show how the pre-determined time analysis dimension can be 

used for trending PSR data in a report. 

Use the Planning Revenue Summary Template as a starting point when you create project reports from reporting 

views in Budgeting & Planning. It is easy to use and you can make your own reports based on it. 

The PSR Report Template can be used when you want to create reports based on PSR Report tables in 

Budgeting & Planning. Similar with the Revenue Summary Report Template, you can modify it and customize 

based on the needs of your business. 

Planning PSR Trending Analysis Planning PSR Trending Analysis 

The Planning PSR Trending Analysis report uses the Project Planning Reporting model which leverages the pre-

determined time analysis dimension that is useful for trending PSR data in a report. 

Prompts 

Use the prompts to set the parameters for the Planning PSR Trending Analysis report. 

Prompt Prompt Description Description 

Company Company Select a company for the report. 
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PPrompt rompt Description Description 

Rate Type Rate Type Choose Actual RateActual Rate or Target RateTarget Rate to calculate revenue in the report. 

Include Active Include Active 

Project Only Project Only 

Select YesYes to show active projects only when the report is displayed. Select NoNo to include 

inactive projects in the report. 

Project Level Project Level Select the project level to roll data up to for the report. 

Limit Limit 

Organization(s) Organization(s) 

Limit the report to selected organizations. If you make no selections, the report includes all 

organizations. 

In KeywordsKeywords, enter one or more characters to search for and retrieve organizations. The list 

displays values as a combination of ID and name, so you can search by ID or by name. To 

enter more than one search string, separate them with spaces. 

To narrow the search, select an option in the Starts with any of these keywordsStarts with any of these keywords field. If you 

search by name, use one of the Contains...Contains... options, rather than the Starts with... Starts with... options. If 

applicable, click the right-arrow to move your selected results to ChoicesChoices. 

Limit Project(s) Limit Project(s) Limit the report to show selected projects only. If you make no selections, the report includes 

all projects. 

In KeywordsKeywords, enter one or more characters to search for and retrieve projects. 

To narrow the search, select an option in the Starts with any of these keywordsStarts with any of these keywords field. If you 

search by name, use one of the Contains...Contains... options, rather than the Starts with... Starts with... options. If 

applicable, click the right-arrow to move your selected results to ChoicesChoices. 

Limit Project Limit Project 

Manager(s) Manager(s) 

Limit the report to selected project managers. 

In KeywordsKeywords, enter one or more characters to search for and retrieve project managers. 

To narrow the search, select an option in the Starts with any of these keywordsStarts with any of these keywords field. If you 

search by name, use one of the Contains...Contains... options, rather than the Starts with... Starts with... options. If 

applicable, click the right-arrow to move your selected results to ChoicesChoices. 

Sample Report 

This is an example of the Planning PSR Trending Report. 
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Burdened Labor Costs by Project Burdened Labor Costs by Project 

Use the Burdened Labor Costs by Project Report to see burdened costs charged or budgeted to a project as well 

as burdened costs against the budget for the current period, year to date, and inception to date timeframes. 

Data from this report comes from Deltek Costpoint Planning and it displays: 

▪ Project ID and Name 

▪ Account Level based on selection 

▪ Account ID and Name 

▪ Current Period Actual, EAC, and Variance 

▪ Year to Date Actual, EAC, and Variance 

▪ Inception to Date Actual, EAC, and Variance 

▪ Subtotal by Account 

▪ Subtotal by Account Level 

▪ Total by Project 

Prompts 

Select prompt settings to run the Burdened Labor Costs by Project report. 

Prompt Prompt 

Message Message 

Description Description 

Company Company Select the company for the report. 
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PPrompt rompt 

Message Message 

Description Description 

Rate Type Rate Type Select to include the ActualActual or TargetTarget rate type for the report. 

Budget Type Budget Type Choose BUDBUD to use the latest budget information. Choose EACEAC to use the latest EAC 

information. 

Project Level Project Level Select the level of the project to roll data up to for the report. 

Include Include 

Inactive Inactive 

Projects Projects 

Choose whether to include inactive projects in the report. 

Limit Owning Limit Owning 

Organization(s) Organization(s) 

Limit the report to selected owning organizations. If you make no selections, the report 

includes all owning organizations. 

In KeywordsKeywords, enter one or more characters for which you want to search to retrieve 

organizations. The list displays values as a combination of ID and name, so you can search by 

ID or by name. To enter more than one search string, separate them with spaces. 

To narrow the search, select an option in the Starts with any of these keywordsStarts with any of these keywords field. If you 

search by name, use one of the Contains...Contains... options, rather than the Starts with... Starts with... options. If 

applicable, click the right-arrow to move your selected results to ChoicesChoices. 

Limit Project Limit Project 

Manager(s) Manager(s) 

Limit the report to selected project managers or leave this field blank to include all project 

managers. 

In the KeywordsKeywords field, enter one or more characters to search for project managers. 

To narrow the search, select an option in the Starts with any of theseStarts with any of these keywords field. If you 

search by name, use one of the Contains... Contains... options, rather than the Starts with...Starts with... options. If 

applicable, click the right-arrow to move your selected results to ChoicesChoices. 

Limit Project(s) Limit Project(s) Select the project(s) for the report. 

To search with KeywordsKeywords, enter one or more characters that will help retrieve the item(s) you 

want to select for the report. 

To narrow the search, select an option in the Starts with any of these keywordsStarts with any of these keywords field. If you 

search by name, use one of the Contains...Contains... options, rather than the Starts with... Starts with... options. If 

applicable, click the right-arrow to move your selected results to ChoicesChoices. 

Sample Report 

This is a sample of the Burdened Labor Costs by Project report. 
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Labor Utilization Forecast Labor Utilization Forecast 

Use the Labor Utilization Forecast to review forecasted labor utilization for labor resources to identify potential 

under-staffing or over-staffing issues. 

For each resource, the report displays forecasted labor utilization rates for the current period in Costpoint 

Planning and for the five periods following that one. (The report excludes vendor resources.) 

The report also provides labor utilization rates for those six periods for each organization as a whole. 

Labor Utilization Rate Calculation 

Costpoint Business Intelligence calculates labor utilization rates by comparing a resource’s budgeted hours for a 

fiscal period to the standard hours for that period. 

Standard hours for a fiscal period are 8 hours per work day, multiplied by the number of business days in the 

period, less any holidays or other excluded days. 

Budget Used 

Budgeted hours for this report come from the current budget. 
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Prompts 

Select the parameters to run the Labor Utilization Forecast. 

Prompt Message Prompt Message Description Description 

Company Company Select a company. 

Primary Group Primary Group Indicate if you want the report to group data by home organization or by performing 

organization. 

Organizational Level Organizational Level Select the level of the organization structure at which you want to review labor 

utilization rates. The report rolls up all data to that level. 

Exclude New Business Exclude New Business Select YesYes to exclude new business (non-backlog) projects from the calculation of 

labor utilization rates. 

Select NoNo to include new business projects in the calculation of labor utilization 

rates. 

Include Inactive Include Inactive 

Projects Projects 

Choose whether to include inactive projects in the report. 

Limit Home/Performing Limit Home/Performing 

Organization(s) Organization(s) 

Limit the report to selected organizations or leave this field blank to include all 

organizations. 

In the KeywordsKeywords field, enter one or more characters to search for organizations. 

Sample Report 

The following image is a sample of the Labor Utilization Forecast report. 

Costpoint Online Help 226



If you identify a resource that is under or over-utilized in the report, click the resource ID to open the Labor 

Utilization Forecast drill through and see the projects on which the resource is currently scheduled to work and 

the budgeted hours for each project. 

The Labor Utilization Forecast drill through displays the resource’s budgeted hours for each project for the 

current period in Costpoint Planning and the next five fiscal periods following the current period. For each 

period, the report also provides the resource’s total budgeted hours for all projects, the standard hours, and the 

labor utilization rate. (Budgeted hours come from the most recent budget version.) 

Your Exclude New BusinessExclude New Business prompt selection in the main report determines whether or not the drill report 

displays New Business projects along with the existing projects. 

Labor Variance by PLC Report Labor Variance by PLC Report 

Use the Labor Variance by PLC report to review actual and budgeted labor hours by project at any project level, 

broken down by project labor category (PLC). 
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For each PLC for the project, the report displays the following for a selected fiscal period and for the year to 

date: 

▪ Actual hours 

▪ Budget hours 

▪ Variance (Budget hours – Actual hours) 

▪ Variance percentage (Variance / Budget hours) 

The report provides totals for all columns for the project as a whole. 

Prompts 

Select prompt values to run the Labor Variance by PLC report. 

Prompt Prompt 

Message Message 

Description Description 

Company Company Select a company. 

Fiscal Year Fiscal Year Select the fiscal year for which you want to generate the report. 

Period Period Select the fiscal period for which you want to generate the report. 

Budget Budget 

Type Type 

Select BUDBUD to use the latest budget information. 

Select EACEAC to use the latest EAC information. 

Project Project 

Level Level 

Select the project level at which you want to generate the report. The report rolls up all data to 

that level. 

Include Include 

Inactive Inactive 

Projects Projects 

Choose whether to include inactive projects in the report. 

Show Show 

Pending Pending 

Charges Charges 

Select the checkbox to show charges that have not posted. 

Limit Limit 

Project Project 

Manager(s) Manager(s) 

Limit the report to selected project managers or leave this field blank to include all project 

managers. 

In the KeywordsKeywords field, enter one or more characters to search for project managers. 

To narrow the search, select an option in the Starts with any of theseStarts with any of these keywords field. If you search 

by name, use one of the Contains... Contains... options, rather than the Starts with...Starts with... options. If applicable, 
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PPrompt rompt 

Message Message 

Description Description 

click the right-arrow to move your selected results to ChoicesChoices. 

Limit Limit 

Project(s) Project(s) 

Limit the report to selected projects. 

In KeywordsKeywords, enter one or more characters for which you want to search to retrieve projects. The 

list displays values as a combination of ID and name, so you can search by ID or by name. To enter 

more than one search string, separate them with spaces. 

Sample Report 

This is a sample of the Labor Variance by PLC report. 

Pending Charges Detail Report Pending Charges Detail Report 

Use the Pending Charges Detail Report to view labor details, an expense report, and other direct expenses that 

are in a pending state, those charges that are not yet posted to the project. This report also shows the 

associated revenue based on any pending charge. 

This report displays in detail every pending charge broken out by: 

▪ Labor Hours 

▪ Employee Expenses 

▪ Other Direct Costs 
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Pending charges include: 

▪ Hours on timesheets not yet posted in Costpoint 

▪ Employee Expense reports not yet posted in Costpoint 

▪ Employee Expense Commitments where an expense report has not been turned 

▪ Other Direct Expenses for unposted vouchers and purchase orders 

In addition, the report includes the following: 

▪ Resource/Vendor ID 

▪ Resource/Vendor Name 

▪ Project Labor Category/Account 

▪ Charge Date 

▪ Pending Hours 

▪ Pending Cost with Burden 

You have the option to show detailed Labor Cost. Cost detail is hidden by default. 

Prompts 

Use the Pending Charges Detail Report prompts to configure the report. 

Prompt Prompt 

Message Message 

Description Description 

Company Company Select the company for the report. 

Organization Organization 

Type Type 

Select the organization type that you want to include in the report. Valid options are: 

▪ Owning Organization 

▪ Performing Organization 

Include Include 

Inactive Inactive 

Projects Projects 

Choose whether to include inactive projects in the report. 

Show Labor Show Labor 

Cost Cost 

Select the checkbox to show labor cost in the report. 

Project Level Project Level Select the project level at which you want to generate the report. The report rolls up all data 

to that level. 
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Message Message 

Description Description 

Limit Limit 

Organization(s) Organization(s) 

Use this option to limit the report to selected organizations. (If you make no selections, the 

report includes all organizations.) 

In KeywordsKeywords, enter one or more characters for which you want to search to retrieve 

organizations. The list displays values as a combination of ID and name, so you can search by 

ID or by name. To enter more than one search string, separate them with spaces. 

To narrow the search, select an option in the Starts with any of these keywordsStarts with any of these keywords field. If you 

search by name, use one of the Contains...Contains... options, rather than the Starts with... Starts with... options. If 

applicable, click the right-arrow to move your selected results to ChoicesChoices. 

Limit Project Limit Project 

Manager(s) Manager(s) 

Use this option to limit the report to selected project managers. (If you make no selections, 

the report includes all project managers.) 

In KeywordsKeywords, enter one or more characters for which you want to search to retrieve project 

managers. The list displays values as a combination of ID and name, so you can search by ID 

or by name. To enter more than one search string, separate them with spaces. 

To narrow the search, select an option in the Starts with any of these keywordsStarts with any of these keywords field. If you 

search by name, use one of the Contains...Contains... options, rather than the Starts with... Starts with... options. If 

applicable, click the right-arrow to move your selected results to ChoicesChoices. 

Limit Project(s) Limit Project(s) Limit the report to selected projects or leave this field blank to include all projects. 

In KeywordsKeywords, enter one or more characters for which you want to search to retrieve projects. 

The list displays values as a combination of ID and name, so you can search by ID or by name. 

To enter more than one search string, separate them with spaces. 

To narrow the search, select an option in the Starts with any of these keywordsStarts with any of these keywords field. If you 

search by name, use one of the Contains...Contains... options, rather than the Starts with... Starts with... options. If 

applicable, click the right-arrow to move your selected results to ChoicesChoices. 

Sample Report 

This is an example of the Pending Charges Detail report. 
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Planning Revenue Summary Report Template Planning Revenue Summary Report Template 

The Planning Revenue Summary Report Template helps you to get started in creating project budgeting reports 

with data that comes from Costpoint Planning. 

Prompts 

The prompts for the Planning Revenue Summary Report Template include fields such as Rate Type, Project Level, 

and Organization. 

Prompt Prompt 

Message Message 

Description Description 

Company Company Select the company that you want to display in the report. 

Rate Type Rate Type Select the Rate Type that you want to display in the report. 

Project Level Project Level Select the project level at which you want the report printed. 

Include Include 

Inactive Inactive 

Projects Projects 

Choose whether to include inactive projects in the report. 

Limit Owning Limit Owning 

Organization(s) Organization(s) 

Use this option to limit the report to selected owning organizations. If you make no 

selections, the report includes all owning organizations. 
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Message Message 

Description Description 

In KeywordsKeywords, enter one or more characters for which you want to search to retrieve 

organizations. The list displays values as a combination of ID and name, so you can search by 

ID or by name. To enter more than one search string, separate them with spaces. 

To narrow the search, select an option in the Starts with any of these keywordsStarts with any of these keywords field. If you 

search by name, use one of the Contains...Contains... options, rather than the Starts with... Starts with... options. If 

applicable, click the right-arrow to move your selected results to ChoicesChoices. 

Limit Project Limit Project 

Manager(s) Manager(s) 

Limit the report to selected project managers or leave this field blank to include all project 

managers. 

In the KeywordsKeywords field, enter one or more characters to search for project managers. 

To narrow the search, select an option in the Starts with any of theseStarts with any of these keywords field. If you 

search by name, use one of the Contains... Contains... options, rather than the Starts with...Starts with... options. If 

applicable, click the right-arrow to move your selected results to ChoicesChoices. 

Limit Project(s) Limit Project(s) Limit the report to selected projects. 

In KeywordsKeywords, enter one or more characters for which you want to search to retrieve projects. 

The list displays values as a combination of ID and name, so you can search by ID or by name. 

To enter more than one search string, separate them with spaces. 

To narrow the search, select an option in the Starts with any of these keywordsStarts with any of these keywords field. If you 

search by name, use one of the Contains...Contains... options, rather than the Starts with... Starts with... options. If 

applicable, click the right-arrow to move your selected results to ChoicesChoices. 

Sample Report 

This is a sample Planning Revenue Summary Report Template. 

Costpoint Online Help 233



Project Labor Hours Status Report Project Labor Hours Status Report 

Use the Project Labor Hours Status report to monitor and manage labor hours at the resource level for existing 

projects. 

To provide the most up-to-date picture, the report includes all unposted or pending timesheet hours from Deltek 

Time Collection. 

For each resource, the report displays the following: 

▪ Inception-to-date (ITD) actual hours through the period preceding the current period in Costpoint Planning 

▪ Unposted hours 

▪ Pending charges (optional) 

▪ Actual hours for the current period in Costpoint Planning (<current period end date> ActualsActuals column) 

▪ Budget hours for the current fiscal period in Costpoint Planning (<current period end date> Forecast Forecast column) 

▪ Estimate-at-completion (EAC) hours 

▪ Hours spent to date (ITD actual hours + Unposted hours + Current period actual hours) 

▪ Hours remaining (EAC hours – Hours spent to date) 

The report displays subtotals for each project level and totals for the report as a whole. 

Prompts 

Select the parameters for the Project Labor Hours Status report. 

Prompt Prompt 

Message Message 

Description Description 

Company Company Select a company. 

Budget Type Budget Type Select BUDBUD to use the latest budget information. 

Select EACEAC to use the latest EAC information. 

Project Level Project Level Select the level of the project to show in the report. 

Include Include 

Inactive Inactive 

Projects Projects 

Choose whether to include inactive projects in the report. 

Show Pending Show Pending 

Charges Charges 

Select the checkbox to show charges that have not posted. 
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Message Message 

Description Description 

Limit Owning Limit Owning 

Organization(s) Organization(s) 

Limit the report to show selected organizations or leave this field blank to include all 

organizations. 

In the KeywordsKeywords field, enter one or more characters to search for organizations. To narrow the 

search, select an option in the Starts with any of these keywordsStarts with any of these keywords field. If you search by name, 

use one of the Contains...Contains... options, rather than the Starts with...Starts with... options. If applicable, click the 

right-arrow to move your selected results to Choices Choices 

Limit Project Limit Project 

Manager(s) Manager(s) 

Limit the report to show selected project managers or leave this field blank to include all 

project managers. 

In the KeywordsKeywords field, enter one or more characters to search for project managers. To 

narrow the search, select an option in the Starts with any of these keywordsStarts with any of these keywords field. If you 

search by name, use one of the Contains...Contains... options, rather than the Starts with...Starts with... options. If 

applicable, click the right-arrow to move your selected results to ChoicesChoices. 

Limit Project(s) Limit Project(s) Limit the report to show selected projects only or leave this field blank to include all projects. 

In the KeywordsKeywords field, enter one or more characters to search for projects. To narrow the 

search, select an option in the Starts with any of these keywordsStarts with any of these keywords field. If you search by name, 

use one of the Contains...Contains... options, rather than the Starts with...Starts with... options. If applicable, click the 

right-arrow to move your selected results to ChoicesChoices. 

Sample Report 

This is a sample of the Project Labor Hours Status report. 

Project Forecast with Labor Detail Project Forecast with Labor Detail 

Use the Project Forecast with Labor Detail to view, for individual resources, an analysis of project labor hours to 

date and forecasted hours through the completion of the project. 
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In addition, the report displays the costs related to the labor hours shown in the detail section, the related 

revenue, and the resulting profit or loss. 

For each resource for the project, the report displays the following: 

▪ Inception-to-date (ITD) actual hours through the period preceding the current period in Costpoint Planning 

▪ Actual hours for the current period in Costpoint Planning (<current period end date> ActualsActuals column) 

▪ Budget hours for the current fiscal period in Costpoint Planning (<current period end date> BudgetBudget column) 

▪ Budget hours for each of the next six fiscal periods following the current period in Costpoint Planning 

▪ Remaining budget hours beyond the next six fiscal periods (Through CompletionThrough Completion column) 

▪ Total estimate-to-complete (ETC) hours 

▪ Total forecast hours (ITD actual hours + Total ETC hours) 

▪ Total estimate-at-completion (EAC) hours 

For each project, the report also provides the totals listed below. These are broken down into the same report 

columns as the resource labor costs (ITD actual, period budgets, remaining budget, and so on): 

▪ Total labor hours 

▪ Total labor cost 

▪ Total labor burden 

▪ Total labor cost with burden 

▪ Other direct costs with burden 

▪ Total cost 

▪ Total revenue 

▪ Profit or loss 

Options 

You can select how to display the report. 

When you generate this report, you can: 

▪ Select the project level at which you want to review labor detail. 

▪ Select the projects, at the selected project level, that you want to include on the report. 

Prompts 

Select the parameters to run the Project Forecast with Labor Detail. 
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Prompt Prompt 

Message Message 

Description Description 

Company Company Select a company. 

Rate Type Rate Type Select either ActualActual or TargetTarget to indicate if you want to use actual rates or target rates for the 

report. 

Budget Budget 

Type Type 

Select BUDBUD to use the latest budget information. 

Select EACEAC to use the latest EAC information. 

Project Project 

Level Level 

Select the project level at which you want to generate the report. The report rolls up all data to 

that level. 

Include Include 

Inactive Inactive 

Projects Projects 

Choose whether to include inactive projects in the report. 

Show Show 

Pending Pending 

Charges Charges 

Select the checkbox to show charges that haven't posted yet. 

Limit Limit 

Project Project 

Manager(s) Manager(s) 

Use this option to limit the report to selected project managers. (If you make no selections, the 

report includes all project managers.) 

In KeywordsKeywords, enter one or more characters for which you want to search to retrieve project 

managers. The list displays values as a combination of ID and name, so you can search by ID or by 

name. To enter more than one search string, separate them with spaces. 

To narrow the search, select an option in the Starts with any of these keywordsStarts with any of these keywords field. If you search 

by name, use one of the Contains...Contains... options, rather than the Starts with... Starts with... options. If applicable, 

click the right-arrow to move your selected results to ChoicesChoices. 

Limit Limit 

Project(s) Project(s) 

Limit the report to selected projects. If you make no selections, the report includes all projects. 

In KeywordsKeywords, enter one or more characters for which you want to search to retrieve projects. The 

list displays values as a combination of ID and name, so you can search by ID or by name. To enter 

more than one search string, separate them with spaces. 

To narrow the search, select an option in the Starts with any of these keywordsStarts with any of these keywords field. If you search 

by name, use one of the Contains...Contains... options, rather than the Starts with... Starts with... options. If applicable, 

click the right-arrow to move your selected results to ChoicesChoices. 
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Sample Report 

This is a sample of the Project Forecast with Labor Detail report. 

Project Status Cost Summary Project Status Cost Summary 

Use the Project Status Cost Summary report to monitor the cost status of the projects for an organization or set 

of organizations by comparing estimate-at-completion (EAC) cost amounts, as of the current fiscal period, to 

total baseline budget cost amounts. 

For each project, the report displays the following: 

▪ Inception-to-date (ITD) actual burdened cost through the period preceding the current period in Costpoint 
Planning 

▪ Estimate-to-complete (ETC) burdened cost 

▪ Forecast burdened cost (ITD actual burdened cost + ETC burdened cost) 

▪ Total baseline budget burdened cost 

▪ Variance between forecast cost and baseline budget cost (Total baseline budget burdened cost – Forecast 
burdened cost) 

▪ Variance percentage (Variance / Total baseline budget burdened cost) 

To call your attention to potential issues, the report highlights negative or positive variances based on the 

threshold values you specify in the Color code Variance Amounts +/- Color code Variance Amounts +/- and Color code Variance Percentages +/- Color code Variance Percentages +/- 

report prompts. 

Options 

You can select options on how you want the report to be displayed. 

When you generate this report, you can do the following: 
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▪ Group projects based on owning organization or performing organization. 

▪ Specify the organization level to which you want to roll up the data. 

▪ Select the project level to which you want to roll up the data. 

▪ Select the organizations, at the specified organization level, that you want to include on the report. 

▪ Select the projects, at the specified project level, that you want to include on the report. 

Note:Note: If you do not filter the report for specific projects, and if costs for any projects have been charged to, or 

budgeted at, a higher project level than the project rollup level you specify on the prompts page, the report 

displays the total of those additional costs in a separate detail row without a project ID. It also includes those 

costs in the organization subtotals so those subtotals reflect the total costs for the organization. 

Prompts 

Select the parameters to run the Project Status Cost Summary report. 

Prompt Prompt 

Message Message 

Description Description 

Company Company Select a company. 

Primary Group Primary Group Indicate if you want the report to group data by owning organization or by performing 

organization. 

Rate Type Rate Type Select either Actual or Target to indicate if you want to use actual rates or target rates for the 

report. 

Budget Type Budget Type Select BUDBUD to use the latest budget information. 

Select EACEAC to use the latest EAC information. 

Include Include 

Inactive Inactive 

Projects Projects 

Choose whether to include inactive projects in the report. 

Color code Color code 

Variance Variance 

Amounts +/- Amounts +/- 

Enter an amount that will be the threshold used to highlight variances that are greater than or 

equal to this amount. 

Color code Color code 

Variance Variance 

Percentages Percentages 

+/- +/- 

Enter a percentage that will be the threshold used to highlight variances that are greater than 

or equal to this percentage. 
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Message Message 

Description Description 

Organization Organization 

Level Level 

Select the level of the organization structure at which you want to review project costs. The 

report rolls up all data to that level. 

Project Level Project Level Select the project level at which you want to review project costs. The report rolls up all data 

to that level. 

Show Pending Show Pending 

Charges Charges 

Select the checkbox to show charges that haven't posted yet. 

Limit Limit 

Organization(s) Organization(s) 

Use this option to limit the report to selected organizations. (If you make no selections, the 

report includes all organizations.) 

In KeywordsKeywords, enter one or more characters for which you want to search to retrieve 

organizations. The list displays values as a combination of ID and name, so you can search by 

ID or by name. To enter more than one search string, separate them with spaces. 

To narrow the search, select an option in the Starts with any of these keywordsStarts with any of these keywords field. If you 

search by name, use one of the Contains...Contains... options, rather than the Starts with... Starts with... options. If 

applicable, click the right-arrow to move your selected results to ChoicesChoices. 

Limit Project Limit Project 

Manager(s) Manager(s) 

Limit the report to selected project managers or leave this field blank to include all project 

managers. 

In the KeywordsKeywords field, enter one or more characters to search for project managers. 

To narrow the search, select an option in the Starts with any of theseStarts with any of these keywords field. If you 

search by name, use one of the Contains... Contains... options, rather than the Starts with...Starts with... options. If 

applicable, click the right-arrow to move your selected results to ChoicesChoices. 

Limit Project(s) Limit Project(s) Use this option to limit the report to selected projects. (If you make no selections, the report 

includes all projects.) 

In KeywordsKeywords, enter one or more characters for which you want to search to retrieve projects. 

The list displays values as a combination of ID and name, so you can search by ID or by name. 

To enter more than one search string, separate them with spaces. 

To narrow the search, select an option in the Starts with any of these keywordsStarts with any of these keywords field. If you 

search by name, use one of the Contains...Contains... options, rather than the Starts with... Starts with... options. If 

applicable, click the right-arrow to move your selected results to ChoicesChoices. 

Sample Report 

This is a sample of the Project Status Cost Summary report. 
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Project Subcontractor Status Report Project Subcontractor Status Report 

Use the Project Subcontractor Status report to monitor and manage subcontractor labor and other 

subcontractor costs for existing projects. 

To provide a more complete picture, the report includes the cost of unfulfilled materials and services 

commitments from Costpoint. 

Note:Note: This report only includes costs identified as subcontractor costs in Costpoint Planning. It does not 

include other direct costs. 

For each subcontractor resource, the report displays the following: 

▪ Inception-to-date (ITD) actual burdened cost through the period preceding the current period in Costpoint 
Planning 

▪ Actual burdened cost for the current period in Costpoint Planning (<current period end date> Actuals Actuals 
column) 

▪ Burdened commitment cost 

▪ Total cost to date (ITD actual burdened cost + Current period actual burdened cost + Commitment burdened 
cost) 

▪ Estimate-at-completion (EAC) burdened cost 

▪ Balance remaining (EAC burdened cost – Total cost to date) 

The report displays subtotals for each project level and totals for the report as a whole. 

Prompt 

Select the parameters to run the Project Subcontractor Status report. 
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Prompt Prompt 

Message Message 

Description Description 

Company Company Select a company. 

Rate Type Rate Type Select either ActualActual or TargetTarget to indicate if you want to use actual rates or target rates for the 

report. 

Budget Type Budget Type Select BUDBUD to use the latest budget information. 

Select EACEAC to use the latest EAC information. 

Include Active Include Active 

Project only Project only 

Choose whether to include inactive projects in the report. 

Project Level Project Level Select the project level at which you want to review information. The report rolls up all data 

to that level. 

Limit Owning Limit Owning 

Organization(s) Organization(s) 

Limit the report to selected organizations. If you make no selections, the report includes all 

organizations. 

In KeywordsKeywords, enter one or more characters for which you want to search to retrieve 

organizations. The list displays values as a combination of ID and name, so you can search by 

ID or by name. To enter more than one search string, separate them with spaces. 

To narrow the search, select an option in the Starts with any of these keywordsStarts with any of these keywords field. If you 

search by name, use one of the Contains...Contains... options, rather than the Starts with... Starts with... options. If 

applicable, click the right-arrow to move your selected results to ChoicesChoices. 

Limit Project Limit Project 

Manager(s) Manager(s) 

Limit the report to selected project managers or leave this field blank to include all project 

managers. 

In the KeywordsKeywords field, enter one or more characters to search for project managers. 

To narrow the search, select an option in the Starts with any of theseStarts with any of these keywords field. If you 

search by name, use one of the Contains... Contains... options, rather than the Starts with...Starts with... options. If 

applicable, click the right-arrow to move your selected results to ChoicesChoices. 

Limit Project(s) Limit Project(s) Limit the report to selected projects. If you make no selections, the report includes all 

projects. 

In KeywordsKeywords, enter one or more characters for which you want to search to retrieve 

organizations. The list displays values as a combination of ID and name, so you can search by 

ID or by name. To enter more than one search string, separate them with spaces. 

To narrow the search, select an option in the Starts with any of theseStarts with any of these keywords field. If you 

search by name, use one of the Contains... Contains... options, rather than the Starts with...Starts with... options. If 

applicable, click the right-arrow to move your selected results to ChoicesChoices. 
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Sample Report 

EAC is the selected Budget Type for this Project Subcontractor Status report. 

PSR Report Template PSR Report Template 

The PSR Report Template helps you to get started in creating reports based on PSR Report tables in Costpoint 

Planning. 

Prompts 

Select the parameters for the PSR Report Template. 

Prompt Prompt 

Message Message 

Description Description 

Company Company Select a company. 

Rate Type Rate Type Select the rate type for the report. 

Budget/EAC Budget/EAC Select BudgetBudget to use the latest budget information. 

Select EACEAC to use the latest EAC information. 

Include Active Include Active 

Project Only Project Only 

Choose YesYes to include active projects only. Choose NoNo to include inactive projects too. 

Project Level Project Level Select the project level at which you want the report printed. 
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Message Message 

Description Description 

Account Level Account Level Select the account level at which you want the report printed. 

Select Select 

Project(s) Project(s) 

Select the projects to include in the report. 

To narrow the search, select an option in the Starts with any of these keywordsStarts with any of these keywords field. If you 

search by name, use one of the Contains...Contains... options, rather than the Starts with... Starts with... options. If 

applicable, click the right-arrow to move your selected results to ChoicesChoices. 

Organization Organization 

Level Level 

Select the level of the organization structure at which you want to review project costs. The 

report rolls up all data to that level. 

Limit Limit 

Organization(s) Organization(s) 

Limit the report to selected organizations. If you make no selections, the report includes all 

organizations. 

In KeywordsKeywords, enter one or more characters for which you want to search to retrieve 

organizations. The list displays values as a combination of ID and name, so you can search by 

ID or by name. To enter more than one search string, separate them with spaces. 

To narrow the search, select an option in the Starts with any of these keywordsStarts with any of these keywords field. If you 

search by name, use one of the Contains...Contains... options, rather than the Starts with... Starts with... options. If 

applicable, click the right-arrow to move your selected results to ChoicesChoices. 

Select Project Select Project 

Manager(s) Manager(s) 

Select the project manager(s) to include in the report. 

To narrow the search, select an option in the Starts with any of these keywordsStarts with any of these keywords field. If you 

search by name, use one of the Contains...Contains... options, rather than the Starts with... Starts with... options. If 

applicable, click the right-arrow to move your selected results to ChoicesChoices. 

Sample Report 

This is a sample of the PSR Report Template. 
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Real Time Project Status Report Real Time Project Status Report 

Use the Real Time Project Status Report to view the most current status of a project or group of projects versus 

the budget or estimate to complete. 

If you are entering your budgets and estimate to complete forecasts in the Costpoint Planning module and 

calculating the pending charges in that module, you can get a real time status of projects. The report includes 

real time calculations of your revenue, labor, non-labor, and burdens compared to your most recent baseline 

budget or estimate at completion (EAC) forecast. 

Prompts 

Use the prompts to run the Real Time Project Status report. 

Prompt Message Prompt Message Description Description 

Company Company Select a company for the report. 

Primary Group Primary Group Select the primary grouping for the report. Options include: 

▪ Project 

▪ Project Manager 

▪ Owning Organization 

▪ Performing Organization 

▪ Customer 

Rate Type Rate Type Select either ActualActual or TargetTarget to indicate if you want to use 

actual rates or target rates in the report. 
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PPrompt Message rompt Message Description Description 

Budget Type Budget Type Select either BudgetBudget or EACEAC to indicate if you want to use 

budget or EAC forecast in the report. 

Calculate Profit as Percentage of Calculate Profit as Percentage of Select whether to calculate profit as percent of CostsCosts or 

RevenueRevenue. 

Column 1-7 Column 1-7 Select the data you want the report to display in each 

column. 

Include Inactive Projects Include Inactive Projects Choose whether to include inactive projects in the report. 

Project Level Project Level Select the project level at which you want the report printed. 

All lower levels will be rolled up for the report. 

Organization Level Organization Level Select the organization level at which you want the report 

printed. All lower levels will be rolled up for the report. 

Account Level Account Level Select the account level at which you want the report 

printed. All lower levels will be rolled up for the report. 

Limit Projects Limit Projects Use this option to limit the report to selected projects. (If 

you make no selections, the report includes all projects.) 

In KeywordsKeywords, enter one or more characters for which you 

want to search to retrieve projects. The list displays values as 

a combination of ID and name, so you can search by ID or by 

name. To enter more than one search string, separate them 

with spaces. 

To narrow the search, select an option in the Starts with any Starts with any 

of these keywordsof these keywords field. If you search by name, use one of 

the Contains...Contains... options, rather than the Starts with... Starts with... options. 

If applicable, click the right-arrow to move your selected 

results to ChoicesChoices. 

Click  to list the matching projects in Results. 

Select the projects in Results that you want to include and 

click InsertInsert to move them to Choice. To select multiple 

projects that are together in the list, click the first project in 

the group and then press SHIFT as you click the last one in 

the group. To select multiple projects that are not listed 

together, press CTRL as you click each one. 
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When you generate the report, it includes only records for 

the projects in Choice. 

Limit Project Managers Limit Project Managers Use this option to limit the report to selected project 

managers. (If you make no selections, the report includes all 

project managers.) 

In KeywordsKeywords, enter one or more characters for which you 

want to search to retrieve project managers. The list displays 

values as a combination of ID and name, so you can search 

by ID or by name. To enter more than one search string, 

separate them with spaces. 

To narrow the search, select an option in the Starts with any Starts with any 

of these keywordsof these keywords field. If you search by name, use one of 

the Contains...Contains... options, rather than the Starts with... Starts with... options. 

If applicable, click the right-arrow to move your selected 

results to ChoicesChoices. 

Click  to list the matching project managers in Results. 

Select the project managers in Results that you want to 

include and click InsertInsert to move them to Choice. To select 

multiple project managers that are together in the list, click 

the first project manager in the group and then press SHIFT 

as you click the last one in the group. To select multiple 

project managers that are not listed together, press CTRL as 

you click each one. 

When you generate the report, it includes only records for 

the project managers in Choice. 

Sample Report 

This is a sample of the Real Time Project Status report. 
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Revenue Forecast Report Revenue Forecast Report 

Use the Revenue Forecast report to review projected revenue for one or more organizations for the next 12 

months based on data for both existing projects and new business projects. 

You can specify by probability % which forecasts to include in the report.. 

For each project, the report displays the following: 

▪ Win probability (100 percent for all existing projects) 

▪ Forecast revenue amounts for the next 12 months following the current period in Costpoint Planning with the 
option to apply the win probability % to the forecast. 

For each organization, the report displays backlog revenue, New Business revenue, and total forecast revenue 

subtotals for each of these columns, along with totals for the report as a whole. 

Options 

You can choose how to display the report. 

When you generate this report, you can do the following: 

▪ Group projects based on owning organization or performing organization. 

▪ Specify the organization level to which you want to roll up the data. 

▪ Select the project level to which you want to roll up the data. 
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Prompts 

Select the parameters to run the Revenue Forecast report. 

Prompt Prompt 

Message Message 

Description Description 

Company Company Select a company. 

Primary Group Primary Group Indicate if you want the report to group data by owning organization or by performing 

organization. 

Budget Type Budget Type Select BUDBUD to use the latest budget information. 

Select EACEAC to use the latest EAC information. 

Organization Organization 

Level Level 

Select the level of the organization structure at which you want to review project costs. The 

report rolls up all data to that level. 

Project Level Project Level Select the project level at which you want to review project costs. The report rolls up all data 

to that level. 

Include Include 

projects with projects with 

probability probability 

greater than greater than 

Enter a win probability cutoff percentage. Only projects with a win probability greater than 

your entry are included on the report. 

Exclude New Exclude New 

Business Business 

Select NoNo to include new business projects on the report. The report includes new business 

projects that satisfy the probability requirement you specify in Include projects with Include projects with 

probability greater thanprobability greater than. 

Select YesYes to exclude all new business projects from the report. 

Apply % Apply % 

Probability Probability 

Choose whether to apply the % probability to new business monthly forecast values. 

Include Include 

Inactive Inactive 

Projects Projects 

Select YesYes to show active and inactive projects when the report is displayed. Select NoNo to 

show only active projects in the report. 

Limit Owning Limit Owning 

Organization(s) Organization(s) 

Limit the report to selected organizations or leave this field blank to include all organizations. 

In KeywordsKeywords, enter one or more characters to search for organizations. The list displays values 

as a combination of ID and name, so you can search by ID or by name. To enter more than 

one search string, separate them with spaces. 
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Message Message 

Description Description 

To narrow the search, select an option in the Starts with any of these keywordsStarts with any of these keywords field. If you 

search by name, use one of the Contains...Contains... options, rather than the Starts with... Starts with... options. If 

applicable, click the right-arrow to move your selected results to ChoicesChoices. 

Limit Project Limit Project 

Manager(s) Manager(s) 

Limit the report to selected project managers or leave this field blank to include all project 

managers. 

In KeywordsKeywords, enter one or more characters to search for project managers. The list displays 

values as a combination of ID and name, so you can search by ID or by name. To enter more 

than one search string, separate them with spaces. 

To narrow the search, select an option in the Starts with any of these keywordsStarts with any of these keywords field. If you 

search by name, use one of the Contains...Contains... options, rather than the Starts with... Starts with... options. If 

applicable, click the right-arrow to move your selected results to ChoicesChoices. 

Sample Report 

This is a sample of the Revenue Forecast report. 

T&M Labor Profitability Report T&M Labor Profitability Report 

Use the T&M Labor Profitability report to review actual resource contributions to revenue and profit for existing 

Time and Materials (T&M) projects through the current fiscal period in Costpoint Planning, along with projected 

contributions for the next six fiscal periods. 

Resources are grouped by project and by project labor category (PLC). 

For each resource, the report displays the following revenue, burdened cost, and profit amounts: 

▪ Inception-to-date (ITD) projected amounts through the period preceding the current period in Costpoint 
Planning 

▪ Projected amounts for the current period in Costpoint Planning (<current period end date> BudgetBudget column) 
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▪ Projected amounts for the next five fiscal periods 

▪ Projected amount beyond the next six fiscal periods (ETC amount – Sum of the projected period amounts) 

▪ Estimate-to-complete (ETC) amount 

▪ Estimate-at-completion (EAC) amount 

▪ Forecast amount (ITD amount + ETC amount) 

Forecast Amounts 

In most cases, amounts in the ForecastForecast column match those in the EACEAC column. 

If the EAC for a project in Costpoint Planning is not up to date, for example, those amounts may be different. In 

that case, the amounts in ForecastForecast, which the report calculates from ITD actual amounts and from budget 

amounts, may provide more accurate approximations of the expected completion amounts. 

Prompts 

Select the parameters to run the T&M Labor Profitability report. 

Prompt Prompt 

Message Message 

Description Description 

Company Company Select a company. 

Budget Type Budget Type Select BudgetBudget to use the latest budget information. 

Select EACEAC to use the latest EAC information. 

Include Include 

Inactive Inactive 

Projects Only Projects Only 

Choose whether to include inactive projects in the report. 

Limit Owning Limit Owning 

Organization(s) Organization(s) 

Limit the report to show selected organizations or leave this field blank to include all 

organizations. 

In the KeywordsKeywords field, enter one or more characters to search for organizations. To narrow the 

search, select an option in the Starts with any of these keywordsStarts with any of these keywords field. If you search by name, 

use one of the Contains...Contains... options, rather than the Starts with...Starts with... options. If applicable, click the 

right-arrow to move your selected results to ChoicesChoices. 

Limit Project Limit Project 

Manager(s) Manager(s) 

Limit the report to show selected project managers or leave this field blank to include all 

project managers. 

In the KeywordsKeywords field, enter one or more characters to search for project managers. To 

narrow the search, select an option in the Starts with any of these keywordsStarts with any of these keywords field. If you 

Costpoint Online Help 251



PPrompt rompt 

Message Message 

Description Description 

search by name, use one of the Contains...Contains... options, rather than the Starts with...Starts with... options. If 

applicable, click the right-arrow to move your selected results to ChoicesChoices. 

Limit Project(s) Limit Project(s) Limit the report to show selected projects only or leave this field blank to include all projects. 

In the KeywordsKeywords field, enter one or more characters to search for projects. To narrow the 

search, select an option in the Starts with any of these keywordsStarts with any of these keywords field. If you search by name, 

use one of the Contains...Contains... options, rather than the Starts with...Starts with... options. If applicable, click the 

right-arrow to move your selected results to ChoicesChoices. 

Sample Report 

This is a sample of the T&M Labor Profitability report. 
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Procurement Procurement 

The Procurement folder stores standard Procurement reports and dashboards for manufacturing administrators 

and procurement staff. 

The contents of this folder are available to the following user groups: 

▪ CER All 

▪ CER Materials 

▪ CER Materials Manufacturing All Secure 

▪ CER Procurement Secure 

Procurement Dashboards Procurement Dashboards 

The template dashboards for Procurement allow you to create and share interactive analytical dashboards that 

use data from the Procurement package. 

Procurement Dashboard (Header or Line Level Approval) Procurement Dashboard (Header or Line Level Approval) 

The Procurement dashboard displays analytics for both purchasing and procurement planning with requisitions. 

The data provided is based on the Requisition Approval Assignments (Header or by Line) that are set in the 

Procurement Planning module. 
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The Procurement dashboard includes three tabs. 

Purchasing Tab Purchasing Tab 

▪ Total Procurement Spend:Total Procurement Spend: This report displays the total amount spent on procurement, organized by purchase 
order (PO) type. This information helps you track your spending for the year, whether you are above or below 
budget, and if you need to make adjustments. 

▪ # of Active Vendors:# of Active Vendors: This report displays the total number of vendors with an Active status, by Company ID. 
This number adjusts as you interact with other areas on the dashboard, providing visibility into your vendor 
count for multiple procurement scenarios. 

▪ Spend by Commodity (Drill to Vendor):Spend by Commodity (Drill to Vendor): This report displays the total purchases by commodity code. To see 
which vendors you are using the most, you can drill down to view each commodity spend by vendor. 

Note:Note: Lines without commodity are excluded. Alternatively, you can remove this filter. 

▪ PO Status (Drill to Vendor):PO Status (Drill to Vendor): This report displays the number of purchase orders that are closed, open, and 
void. You can modify this view to show other PO statuses. Drill through to see the status count for an 
individual vendor. 

Requisitions Tab Requisitions Tab 

▪ Requisitions Awaiting Approval by Approver:Requisitions Awaiting Approval by Approver: This report displays the requisitions awaiting approval. Viewing 
requisitions that are In-Approval by the current approver can help you understand where the approval process 
has stalled and where to take action to move the requisitions through the pipeline. 
The drill-thru detail report allows you to select one or more approvers and see a list of requisitions that are in 
their bucket for approval. It also shows how many days the requisitions have been awaiting approval. 

▪ Requisition Status by Requisitioner:Requisition Status by Requisitioner: This report displays a requisition status count for each requisitioner. The 
counts are for approved, pending, rejected, and in approval statuses. 

Requisition to PO Conversion Tab Requisition to PO Conversion Tab 

▪ Approved Requisitions Awaiting PO Conversion by Buyer (Drill Thru to Detail): Approved Requisitions Awaiting PO Conversion by Buyer (Drill Thru to Detail): This report displays the number 
of requisitions that have been approved but are awaiting conversion to a PO. This information is shown for 
each buyer so that you can analyze buyer performance. 
The drill thru detail report shows the date the requisition was approved, the number of days since approval, 
the target date to create the PO, and the number of days until or past the target release or place date. The 
number of unassigned requisitions are also provided and included in the drill thru report. 

Procurement Reports Procurement Reports 

The Procurement folder contains multiple reports that use the Procurement framework model. 

These reports are: 

▪ Buyer Requisition Worksheet 
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▪ PO Commitments Detail 

▪ PO Payment & Remaining Balance 

▪ Purchase Order 

▪ Requisitions 

▪ Requisitions Pending PO Conversion 

▪ Vendor Exclusion 

PO Commitments Detail Report PO Commitments Detail Report 

The PO Commitments Detail report provides details of the purchase order commitments shown on the Project 

Status Report and serves as a drill-thru from that report. 

You can run this report as a stand-alone report or as a drill-thru target from other reports. 

Before You Run This Report 

You must run Compute/Print Purchasing CommitmentsCompute/Print Purchasing Commitments in Costpoint before running the Purchase Order 

Commitments Detail report. 

The following options are available in the Compute/Print Purchasing Commitments screen in Costpoint: 

▪ Real TimeReal Time: If this option is selected, the commitments data is stored in the PO_RT_COMMIT_SUM and 
PO_RT_COMMIT_DETL tables. The report includes all transactions regardless of the transaction dates, so you 
do not need to enter prompt information for fiscal year, period, or subperiod. 

▪ By Period End DateBy Period End Date: If this option is selected, the commitments data is stored in the PO_COMMIT_SUM and 
PO_COMMIT_DETL tables. The report calculates commitments based on fiscal year, period, and subperiod, 
and you must enter information for these prompts, which display when you select a company. 

Prompts 

Select values for the required prompts to run the PO Commitments Detail report. 

Prompt Prompt 

Message Message 

Description Description 

Company Company Select the company to include in the report. 

Inquiry Inquiry 

Method Method 

Select By PeriodBy Period to show commitments for the fiscal year, period, and subperiod entered in the 

prompts. Use this option if the Print/Compute Purchasing Commitments was calculated By 

Period End Date. 
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Message Message 

Description Description 

Select Real Time Real Time to show commitments for all purchase requisition/purchase order activity in 

Costpoint, regardless of the transaction dates. Use this option if the Print/Compute Purchasing 

Commitments was calculated by Real Time. 

Fiscal Year Fiscal Year Enter the fiscal year to use for the report. This option displays only if you selected By Period By Period for 

the  Inquiry Method Inquiry Method prompt. 

Period Period Select the period to use for the report. This option displays only if you selected By PeriodBy Period for 

the  Inquiry Method Inquiry Method prompt. 

Subperiod Subperiod Select the subperiod to use. This option displays only if By Period By Period is selected for the  Inquiry Inquiry 

Method Method prompt. 

Project Project 

starts with starts with 

In the KeywordsKeywords field, enter a portion of one or more project IDs and click SearchSearch to list projects 

to include on the report. Then, select a project. 

To narrow the search, select an option in the dropdown list. If you search by name, use one of 

the Contains... Contains... options, rather than the Starts with...Starts with... options. 

Account Account In the KeywordsKeywords field, enter a portion of one or more account IDs and click  to list accounts 

to include on the report. 

To narrow the search, select an option in the Starts with any of these keywordsStarts with any of these keywords field. If you 

search by name, use one of the Contains...Contains... options, rather than the Starts with... Starts with... options. If 

applicable, click the right-arrow to move your selected results to ChoicesChoices. 

Organization Organization In the KeywordsKeywords field, enter a portion of one or more organizations and click  to list 

organizations to include on the report. 

To narrow the search, select an option in the Starts with any of these keywordsStarts with any of these keywords field. If you 

search by name, use one of the Contains...Contains... options, rather than the Starts with... Starts with... options. If 

applicable, click the right-arrow to move your selected results to ChoicesChoices. 

Note:Note: To optimize the display of project IDs in the Project starts withProject starts with field, this prompt's screen limits the 

number of project IDs returned to 1000. Because of this, you should enter as much of the project ID as 

possible when you search for projects. If your search is too general, the projects you want may not be included 

in the 1000 that are returned. 
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Sample Report 

The following is a summary view of the PO Commitments Detail report. 

PO Payment & Remaining Balance Report PO Payment & Remaining Balance Report 

Use the PO Payment & Remaining Balance report to view the total PO amount, payments made (cash 

disbursements), and the remaining balance for each purchase order. 

Prompts 

Select prompt values before running the PO Payment & Remaining Balance report. 

Prompt Prompt 

Message Message 

Description Description 

Company Company Select the company to use when running the report. 

Currency Currency 

Type Type 

Choose the type of currency to display in the report. 

▪ FunctionalFunctional: View amounts in the Functional Currency 

▪ TransactionalTransactional: View amounts in the Transactional Currency 

PO Type PO Type Select one or more purchase order types for the report. 

PO Status PO Status Select one or more purchase order statuses for the report. 
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Message Message 

Description Description 

Select PO Select PO 

Number(s) Number(s) 

In the KeywordsKeywords field, enter a portion of one or more purchase order numbers and click the 

SearchSearch icon to view results and select purchase orders for the report. 

To narrow the search, select an option in the Starts with any of these keywordsStarts with any of these keywords field. If you search 

by name, use one of the Contains...Contains... options, rather than the Starts with... Starts with... options. If applicable, 

click the right-arrow to move your selected results to ChoicesChoices. 

Select Select 

Account(s) Account(s) 

In the KeywordsKeywords field, enter a portion of one or more accounts and click the SearchSearch icon to view 

results and select accounts for the report. 

To narrow the search, select an option in the Starts with any of these keywordsStarts with any of these keywords field. If you search 

by name, use one of the Contains...Contains... options, rather than the Starts with... Starts with... options. If applicable, 

click the right-arrow to move your selected results to ChoicesChoices. 

Select Select 

Org(s) Org(s) 

In the KeywordsKeywords field, enter a portion of one or more organizations and click the SearchSearch icon to 

view results and select organizations for the report. 

To narrow the search, select an option in the Starts with any of these keywordsStarts with any of these keywords field. If you search 

by name, use one of the Contains...Contains... options, rather than the Starts with... Starts with... options. If applicable, 

click the right-arrow to move your selected results to ChoicesChoices. 

Select Select 

Project(s) Project(s) 

In the KeywordsKeywords field, enter a portion of one or more project IDs or names and click the Search Search 

icon to view results and select projects for the report. 

To narrow the search, select an option in the Starts with any of these keywordsStarts with any of these keywords field. If you search 

by name, use one of the Contains...Contains... options, rather than the Starts with... Starts with... options. If applicable, 

click the right-arrow to move your selected results to ChoicesChoices. 

Select Select 

Buyer(s) Buyer(s) 

In the KeywordsKeywords field, enter a portion of one or more buyers and click the SearchSearch icon to view 

results and select buyers for the report. 

To narrow the search, select an option in the Starts with any of these keywordsStarts with any of these keywords field. If you search 

by name, use one of the Contains...Contains... options, rather than the Starts with... Starts with... options. If applicable, 

click the right-arrow to move your selected results to ChoicesChoices. 

Select Select 

Vendor(s) Vendor(s) 

In the KeywordsKeywords field, enter a portion of one or more vendors and click the SearchSearch icon to view 

results and select vendors for the report. 

To narrow the search, select an option in the Starts with any of these keywordsStarts with any of these keywords field. If you search 

by name, use one of the Contains...Contains... options, rather than the Starts with... Starts with... options. If applicable, 

click the right-arrow to move your selected results to ChoicesChoices. 

Remaining Remaining In the From:From: field, enter the beginning value for the remaining balance range. 
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Message Message 

Description Description 

Balance Balance In the  To:To: field, enter the end value for the remaining balance range. 

You can opt to select the Lowest valueLowest value or the Highest valueHighest value possible for the remaining balances. 

Order Date Order Date In the From:From: field, enter the start date assigned to purchase orders or click the calendar icon to 

select the date. 

In the  To:To: field, enter the end date assigned to purchase orders or click the calendar icon to select 

the date. 

You can opt to select the Earliest dateEarliest date or the Latest dateLatest date possible for the purchase order dates. 

Sample Report 

This is a sample of the PO Payment & Remaining Balance Report. 

You can click posted and unposted amount values to see the related vouchers and their line details. 
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PO Payment Schedule PO Payment Schedule 

The Purchase Order Payment Schedule lists the upcoming payment schedule payments that need to be made 

for purchase orders. Track upcoming payments to ensure timely vendor payments. 

Prompts 

Complete the prompts to filter the PO Payment Schedule report. 

Contents Contents 

Field Field Description Description 

Company Company Select a company. 

Currency Currency 

Type Type 

Select whether to show amounts in the Functional Currency or Transactional Currency. 

Purchase Purchase 

Order\Order\

Release Release 

Filter the report by purchase order and release number. In the KeywordsKeywords field, enter a portion of 

one or more purchase order or release IDs to search for and select for the report. 

To narrow the search, select an option in the Starts with any of these keywordsStarts with any of these keywords field. If you search 

by name, use one of the Contains...Contains... options, rather than the Starts with... Starts with... options. If applicable, 

click the right-arrow to move your selected results to ChoicesChoices. 

Payment Payment 

Due Date Due Date 

Start Date Start Date 

Filter the report based on a range of payment due dates. Enter or select a start date to include 

payment schedules that begin on or after this date. 

Payment Payment 

Due Date Due Date 

End Date End Date 

Enter or select an end date to include payment schedules that end on or before this date. 

PO Line(s) PO Line(s) In the KeywordsKeywords field, enter a portion of one or more PO lines to search for and select for the 

report. 

To narrow the search, select an option in the Starts with any of these keywordsStarts with any of these keywords field. If you search 

by name, use one of the Contains...Contains... options, rather than the Starts with... Starts with... options. If applicable, 

click the right-arrow to move your selected results to ChoicesChoices. 

PO Line PO Line 

Status Status 

Select purchase order line statuses to include only the PO lines that are currently in the selected 

statuses: 

▪ Open:Open: The purchase order line is active and open for transactions. 

▪ Closed:Closed: The purchase order line has been completed and closed. 
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Field Field Description Description 

▪ System Closed:System Closed: The purchase order line has been automatically closed by the system due to 
specific conditions being met. 

▪ Pending:Pending: The purchase order line is awaiting further action or approval. 

▪ Void:Void: The purchase order line has been canceled and is no longer valid. 

Project Project Filter the projects associated with the selected PO lines. In the KeywordsKeywords field, enter a portion of 

one or more project IDs to search for and select for the report. 

To narrow the search, select an option in the Starts with any of these keywordsStarts with any of these keywords field. If you search 

by name, use one of the Contains...Contains... options, rather than the Starts with... Starts with... options. If applicable, 

click the right-arrow to move your selected results to ChoicesChoices. 

Vendor(s) Vendor(s) Filter the vendors associated with the selected purchase orders. In the KeywordsKeywords field, enter a 

portion of one or more vendor names or IDs to search for and select for the report. 

To narrow the search, select an option in the Starts with any of these keywordsStarts with any of these keywords field. If you search 

by name, use one of the Contains...Contains... options, rather than the Starts with... Starts with... options. If applicable, 

click the right-arrow to move your selected results to ChoicesChoices. 

Buyer(s) Buyer(s) Filter the buyers associated with the purchase order. 

To narrow the search, select an option in the Starts with any of these keywordsStarts with any of these keywords field. If you search 

by name, use one of the Contains...Contains... options, rather than the Starts with... Starts with... options. If applicable, 

click the right-arrow to move your selected results to ChoicesChoices. 

PO Payment Schedule 

The PO Payment Schedule lists all PO lines with payment schedules. 

Transactional Currency Type Transactional Currency Type 

Functional Currency Type Functional Currency Type 
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Buyer Requisition Worksheet Buyer Requisition Worksheet 

The Buyer Requisition Worksheet provides buyers with the critical information needed to make purchasing 

decisions. 

Use this worksheet to view past purchasing activity and approved vendor information for items listed on 

approved requisitions. 

Prompts 

Complete the required prompts to run the Buyer Requisition Worksheet. 

Prompt Prompt 

Message Message 

Description Description 

Company Company Select the company to use when running the report. 

Primary Primary 

group group 

Select the primary group to sort on: 

▪ Buyer 

▪ Item 

▪ Requisition 

Requisition Requisition 

status status 

Select the status of the requisitions to include on the report: 

▪ Approved 

▪ In Approval 

▪ Pending 

Number of Number of 

PO lines to PO lines to 

display display 

Enter the number of purchase order lines to display. 
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Message Message 

Description Description 

Number of Number of 

vendor quote vendor quote 

lines to lines to 

display display 

Enter the number of vendor quote lines to display. 

Number of Number of 

RFQ lines to RFQ lines to 

display display 

Enter the number of RFQ lines to display. 

Exclude items Exclude items 

older than older than 

Enter the date to exclude older objects. 

Select one or Select one or 

more more 

requisitions requisitions 

Iin the KeywordsKeywords field, enter a portion of one or more requisition IDs and click  to return 

requisitions to include on the report. 

To narrow the search, select an option in the Starts with any of these keywordsStarts with any of these keywords field. If you 

search by name, use one of the Contains...Contains... options, rather than the Starts with... Starts with... options. If 

applicable, click the right-arrow to move your selected results to ChoicesChoices. 

Select one or Select one or 

more buyers more buyers 
In the KeywordsKeywords field, enter a portion of one or more buyer IDs and click  to return buyers to 

include on the report. 

To narrow the search, select an option in the Starts with any of these keywordsStarts with any of these keywords field. If you 

search by name, use one of the Contains...Contains... options, rather than the Starts with... Starts with... options. If 

applicable, click the right-arrow to move your selected results to ChoicesChoices. 

Include Include 

requisition requisition 

lines with no lines with no 

items items 

Select whether or not to include requisition lines with no items. 

Sample Report 

The following is a sample Buyer Requisition Worksheet. 
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Purchase Order Report Purchase Order Report 

The Purchase Order report uses a basic purchase order format. 

This report provides the flexibility to select the additional information needed from the header and line levels to 

print on the report. The Purchase Order report is written with US dollars as the currency. 

Prompts 

Select values for the Purchase Order prompts to run the report. 

Prompt Prompt 

Message Message 

Description Description 

Company Company Select the company to use to run the report. 

Purchase Order Purchase Order 

Type Type 

Select one or more purchase order types for the report. 

Include Include 

Previously Previously 

Printed PO's Printed PO's 

Select an option to specify whether or not POs that have been printed before will be 

included in the report. 

Include Project/Include Project/

Acct/Org Acct/Org 

Breakdown Breakdown 

Select an option to specify whether or not the project account organization breakdown will 

be included in the report. 

Print Original Print Original 

Due Date Due Date 

Select an option to specify whether or not the original due date will be printed. 

Print Line Print Line 

Charge Type Charge Type 

Code Code 

Select YesYes or NoNo to specify whether the line charge type code will be printed. 

Print NAICS Print NAICS 

Code Code 

Specify whether to print the NAICS code in the header of the purchase order. 

Print NAICS Print NAICS 

SBA Size SBA Size 

Standards for Standards for 

All Bus Size All Bus Size 

Specify whether to print the corresponding SBA Size and Business Size standards linked to 

the PO Header NAICS code regardless of the business size. 

Position of Position of Specify where to place the header notes on the report. Select TopTop or BottomBottom. 
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Message Message 

Description Description 

Header Notes Header Notes 

Position of Position of 

Header Text/Header Text/

Doc/SOW Doc/SOW 

Specify where to place the header on the report. Select TopTop or BottomBottom. 

Select Purchase Select Purchase 

Order(s) Order(s) 

In the KeywordsKeywords field, enter a portion of one or more purchase order IDs and click SearchSearch to 

list purchase orders to include on the report. 

To narrow the search, select an option in the Starts with any of these keywordsStarts with any of these keywords field. If you 

search by name, use one of the Contains...Contains... options, rather than the Starts with... Starts with... options. If 

applicable, click the right-arrow to move your selected results to ChoicesChoices. 

Select PO Select PO 

Release Release 

Number(s) Number(s) 

In the KeywordsKeywords field, enter a portion of one or more PO release numbers and click  to list 

PO release numbers to include on the report. 

To narrow the search, select an option in the Starts with any of these keywordsStarts with any of these keywords field. If you 

search by name, use one of the Contains...Contains... options, rather than the Starts with... Starts with... options. If 

applicable, click the right-arrow to move your selected results to ChoicesChoices. 

Select Buyer(s) Select Buyer(s) In the KeywordsKeywords field, enter a portion of one or more buyer IDs and click  to list buyers to 

include on the report. 

To narrow the search, select an option in the Starts with any of these keywordsStarts with any of these keywords field. If you 

search by name, use one of the Contains...Contains... options, rather than the Starts with... Starts with... options. If 

applicable, click the right-arrow to move your selected results to ChoicesChoices. 

Select the Select the 

Return Address Return Address 

Branch Location Branch Location 

In the KeywordsKeywords field, enter a portion of one or more address codes and click  to list 

addresses to include on the report. 

To narrow the search, select an option in the Starts with any of these keywordsStarts with any of these keywords field. If you 

search by name, use one of the Contains...Contains... options, rather than the Starts with... Starts with... options. If 

applicable, click the right-arrow to move your selected results to ChoicesChoices. 

Select the Select the 

Transaction Transaction 

Currency of Currency of 

PO's PO's 

In the KeywordsKeywords field, enter a portion of one or more transaction currencies and click  to 

list purchase orders to include on the report. 

To narrow the search, select an option in the Starts with any of these keywordsStarts with any of these keywords field. If you 

search by name, use one of the Contains...Contains... options, rather than the Starts with... Starts with... options. If 

applicable, click the right-arrow to move your selected results to ChoicesChoices. 
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Sample Report 

This is a sample of the Purchase Order report. 

Requisitions Report Requisitions Report 

Run the Requisitions report to view a requisition and the related purchase order, voucher, and check information. 

Here is a visual of the drill-thru path from the Requisitions report to the Check Detail. 
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Prompts 

Select prompt values for the Requisitions report. 

Prompt Prompt 

Message Message 

Description Description 

Company Company Select the company to use when running the report. 

Primary group Primary group Select the primary grouping for the report: 

▪ Requisition 

▪ Requisitioner 

▪ Requisitioner Organization 

Requisition Requisition 

status status 

Select one or more requisition statuses to use as a filter to include on the report. Options 

are: 

▪ Approved 
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Message Message 

Description Description 

▪ Closed 

▪ In-Approval 

▪ PO Generated 

▪ Pending 

▪ Rejected 

▪ Voided 

Select one or Select one or 

more requisition more requisition 

IDs IDs 

In the KeywordsKeywords field, enter a portion of one or more requisition IDs to list requisitions to 

include on the report. 

To narrow the search, select an option in the Starts with any of these keywordsStarts with any of these keywords field. If you 

search by name, use one of the Contains...Contains... options, rather than the Starts with... Starts with... options. If 

applicable, click the right-arrow to move your selected results to ChoicesChoices. 

Select one or Select one or 

more more 

requisitioners requisitioners 

In the KeywordsKeywords field, enter a portion of one or more requisitioner names to list 

requisitioners to include on the report. 

To narrow the search, select an option in the Starts with any of these keywordsStarts with any of these keywords field. If you 

search by name, use one of the Contains...Contains... options, rather than the Starts with... Starts with... options. If 

applicable, click the right-arrow to move your selected results to ChoicesChoices. 

Select one or Select one or 

more more 

requisitioner's requisitioner's 

organizations organizations 

In the KeywordsKeywords field, enter a portion of one or more organization IDs to list requisitioner’s 

organizations to include on the report. 

To narrow the search, select an option in the Starts with any of these keywordsStarts with any of these keywords field. If you 

search by name, use one of the Contains...Contains... options, rather than the Starts with... Starts with... options. If 

applicable, click the right-arrow to move your selected results to ChoicesChoices. 

Select one or Select one or 

more projects more projects 

In the KeywordsKeywords field, enter a portion of one or more IDs to list projects to include on the 

report. 

To narrow the search, select an option in the Starts with any of these keywordsStarts with any of these keywords field. If you 

search by name, use one of the Contains...Contains... options, rather than the Starts with... Starts with... options. If 

applicable, click the right-arrow to move your selected results to ChoicesChoices. 

Sample Report 

This is a sample of the Requisitions report. 

Costpoint Online Help 270



Click a Requisition IDRequisition ID to view the requisition details for the requisition. 

In the Requisition Detail - Drill Thru report, click a P/O NumberP/O Number to view purchase order details. 
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In the PO Header and Line Detail drill thru, click a PO number to view its posted vouchers. 

In the Posted PO Vouchers drill thru, click a voucher number to view the voucher details. 

Click the voucher number in the Voucher Details to view check details. 
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Requisitions Pending PO Conversion Report Requisitions Pending PO Conversion Report 

The Requisitions Pending report gives buyers and purchasing managers the ability to see requisitions for which 

purchase orders have not yet been generated. 

The report includes requisitions that are in a pending, in-approval, approved, or rejected status. 

Prompts 

Use the prompts to select data for the Requisitions Pending PO Conversion report. 

Prompt Prompt 

Message Message 

Description Description 

Company Company Select the company to use when running the report. 

Primary Group Primary Group Select the primary grouping for the report: 

▪ Approver 

▪ Buyer 

▪ Requisition 

▪ Requisition Status 

▪ Requisitioner 

Requisition Requisition 

status status 

Select the statuses of the requisitions to include: 

▪ Approved 

▪ In Approval 

▪ Pending 

▪ Rejected 

Include Include 

Requisitions Requisitions 

Select YesYes to include only those requisitions without an assigned buyer. 
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Message Message 

Description Description 

without without 

Assigned Assigned 

Buyer Buyer 

Limit Limit 

Requisitions Requisitions 
Enter a portion of one or more IDs in the KeywordsKeywords field and click  to narrow the primary 

group you selected in the previous field. 

To narrow the search, select an option in the Starts with any of these keywordsStarts with any of these keywords field. If you 

search by name, use one of the Contains...Contains... options, rather than the Starts with... Starts with... options. If 

applicable, click the right-arrow to move your selected results to ChoicesChoices. 

Sample Report 

This is a sample of the Requisitions Pending PO Conversion report. 

Vendor Exclusion Report Vendor Exclusion Report 

The Vendor Exclusion report provides a list of purchase orders that have vendors on the Exclusion list so that you 

can take action to stop those purchase orders. 

If you are configured for the GovWin IQ to Costpoint Vendor integration, with the Import GovWin IQ Vendor 

Data, then the Vendor Exclusion list report will display any purchase orders where the PO Vendor has been 

flagged as Active on the SAM.gov Exclusion list. 

The exclusion data comes from GovWin IQ and is updated every time the GovWin IQ to Costpoint Vendor 

integration is run. Note, however, that the exclusion data may not be a complete representation of exclusions. 

Attention:Attention: For details on the source data and vendor fields updated by the GovWin IQ integration, see the field 

mapping information in the GovWin IQ Integration Setup Guide. 
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Prompts 

Select prompt values before running the Vendor Exclusion report. 

Prompt Prompt 

Message Message 

Description Description 

Company Company Select a company to use when running the report. 

Select Select 

Purchase Purchase 

Order(s) Order(s) 

In the KeywordsKeywords field, enter a portion of one or more purchase order IDs and click  to list 

purchase orders to include on the report. 

To narrow the search, select an option in the Starts with any of these keywordsStarts with any of these keywords field. If you search 

by name, use one of the Contains...Contains... options, rather than the Starts with... Starts with... options. If applicable, 

click the right-arrow to move your selected results to ChoicesChoices. 

Select PO Select PO 

Release Release 

Number(s) Number(s) 

In the KeywordsKeywords field, enter a portion of one or more PO release numbers and click  to list PO 

release numbers to include on the report. 

To narrow the search, select an option in the Starts with any of these keywordsStarts with any of these keywords field. If you search 

by name, use one of the Contains...Contains... options, rather than the Starts with... Starts with... options. If applicable, 

click the right-arrow to move your selected results to ChoicesChoices. 

Select Select 

Buyer(s) Buyer(s) 
In the KeywordsKeywords field, enter a portion of one or more buyer IDs and click  to list buyers to 

include on the report. 

To narrow the search, select an option in the Starts with any of these keywordsStarts with any of these keywords field. If you search 

by name, use one of the Contains...Contains... options, rather than the Starts with... Starts with... options. If applicable, 

click the right-arrow to move your selected results to ChoicesChoices. 

PO Status PO Status Select one or more PO statuses to use as a filter to include in the report. 

Order Order 

Date Date 

Range Range 

In the FromFrom field, enter the beginning value for the order date range. In the ToTo field, enter the end 

value for the order date range. 

You can opt to select the Lowest valueLowest value or the Highest valueHighest value possible for the date range. 

Active Active 

Date Date 

Range Range 

In the FromFrom field, enter the beginning value for the active date range. In the ToTo field, enter the end 

value for the active date range. 

You can opt to select the Lowest valueLowest value or the Highest valueHighest value possible for the date range. 

Sample 

This is a sample of the Vendor Exclusion report. 
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Procurement Drill-Thru Reports Procurement Drill-Thru Reports 

Certain reports are drill-thru only, meaning they are not intended to be run on their own, but accessed from the 

links in other parent reports. 

The necessary information that is retrieved to run the report is based on the parent report, such as the 

Requisitions Pending PO Conversion report. No input is required. 

PO Header and Line Detail - Drill Thru Only 

The PO Header and Line Detail report shows detailed information for a specific purchase order. 

This report displays information from the Purchase Order header, Purchase Order line, and Purchase Order line 

account for a selected purchase order. Use this report as a drill-through from the Requisitions report. 

This is a sample PO Header and Line Detail Drill-Thru report. 

Requisition Detail 

The Requisition Detail report displays detailed information for a specific purchase requisition. 

Information from the requisition header, requisition line, and requisition line account tables is displayed for a 
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selected requisition or requisition line. This report can be used as a drill-thru target from other reports, such as 

the Requisitions report and Requisitions Pending PO Conversion report, but not as a standalone report. 

This is a sample Requisition Detail - Drill Thru Only report. 

Projects Projects 

This folder stores Deltek standard reports and dashboards for Projects. 

The contents of this folder are available to the following user groups: 

▪ CER All 

▪ CER Projects 

▪ CER Projects Secure 

Projects Dashboards Projects Dashboards 

The template dashboards for Projects allow you to create and share interactive analytical dashboards that uses 

the Costpoint Projects Data. 
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Org Mgr CP Performance Analytics Org Mgr CP Performance Analytics 

Use the Org Mgr CP Performance Analytics dashboard to see project performance, utilization, and other metrics 

of the owning organization. 

The filters for Owning Organization levels 2 and 3 are preset in the dashboard but can be easily changed to other 

levels. Additionally the Organization folder has levels that will show the data by performing organization if that is 

desired. This dashboard has 7 tabs that cover the different views of the organization data. 

▪ OverviewOverview - This tab shows year-to-date information leveraging the current year flag, so it will always show the 
YTD information through the current month which is controlled by your CBI Administrator. Measures include 
Revenue, Profit, and Profit % as well as charts that compare actual revenue (at target rates) versus budgets. 

▪ Current Period Revenue AnalysisCurrent Period Revenue Analysis - This tab focuses on the current period performance showing revenue 
versus budget and gross profit (that is, revenue less direct expenses). The dashboard is filtered for Direct 
Projects only. 

▪ ITD Revenue AnalysisITD Revenue Analysis - This tab will show ITD revenue for all projects to get an idea of historical performance 
showing revenue vs. budget and gross profit. The dashboard is filtered for Direct Projects only. Note that all 
projects are shown whether Active or Inactive. 

▪ Historical TrendsHistorical Trends - This tab shows comparison trends of actual versus budget for each Org at Level 3 
leveraging the Repeat (row) capability in Dashboards to automatically create a separate chart for each Org at 
level 3. 

▪ Project AnalysisProject Analysis - This tab goes deeper than the org level to show project performance by Project Manager 
and % complete for largest 10 projects. The % complete chart shows the top 10 projects labor cost to date 
and determines % of the total EAC budget for labor. 

▪ Labor AnalysisLabor Analysis - This tab leverages the "tree map" visualization where each block is a level 1 project, the size of 
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the block represents the number of hours spent in the current period. Note that since budgeted hours are not 
available in Costpoint projects module, leveraging Deltek Project Planning can be used to track hour 
variances. 

▪ UtilizationUtilization - This tab breaks out the utilization by project classification. In aggregate, direct, indirect, total 
hours and average hourly rate are shown. In the bar chart, Org level 3 is broken out by project classification to 
show the utilization by % of hours spent in each category. 

PM CP Performance Analytics PM CP Performance Analytics 

Use the PM CP Performance Analytics to review project performance. 

If Organization security is used in Costpoint, users will only see the projects that belong to the organizations 

they have access to. However, if Project Manager Security is enable they will see only projects they are assigned 

to as PM. The dashboard has 5 tabs covering a different view of the project data. Note that all project results use 

Target Rates for actual results. 

There are 5 tabs with different views of the project performance data: 

▪ OverviewOverview - This tab shows inception-to-date information leveraging the current period flag, so it will always 
show the Inception To Date information through the current month which is controlled by your CBI 
Administrator. Measures include Revenue, Profit, and Profit % as well as charts that show the top 5 and 
bottom 5 performing projects. 

▪ Current Period Review AnalysisCurrent Period Review Analysis - This tab focuses on the current period performance showing revenue versus 
budget and gross profit (that is, revenue less direct expenses). 

▪ ITD Revenue AnalysisITD Revenue Analysis - This tab will show Inception To Date revenue for all projects to get an idea of historical 
performance showing revenue versus budget and gross profit. 

▪ Historical TrendsHistorical Trends - This tab shows comparison trends of actual versus budget for each project leveraging the 
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Repeat (row) capability in Dashboards to automatically create a separate chart for each project at level 1. 

▪ Labor AnalysisLabor Analysis - This tab leverages the "tree map" visualization where each block is an employee, the size of 
the block represents the number of hours spent on the project. Note that since budgeted hours are not 
available in Costpoint projects module, leveraging Deltek Project Planning can be used to track hour 
variances. 

Project Reports Project Reports 

The following reports are in the Projects folder: 

▪ Burdened Labor and ODC's 

▪ Labor Detail 

▪ PLC Exception Report for Missing Rates 

▪ Project Health 

▪ Project Ledger Detail 

▪ Project Master (Form and List) 

▪ Project Percent Complete 

▪ Project Progress by Role 

▪ Project Revenue Summary with Backlog 

▪ Project Status 

▪ Project Work Force 

▪ PSR Template 

▪ PSR Trending Analysis 

▪ Revenue Summary Report Template 

Burdened Labor and ODC’s Report Burdened Labor and ODC’s Report 

The Burdened Labor and ODC's report displays the burdened costs by resource for labor and by account for non-

labor, by project. You must be licensed for COBRA to use this report. 

This report uses specific tables, which need to be created by a specific process in Costpoint, relating to Deltek 

Cobra integration. 

Note:Note: Before you run this report, data that coincides with the prompts you select must exist in the CB_SUM 

and CB_BURD_SUM tables. These tables are populated during the Compute Cobra Burden Costs process for 

projects that are identified as Cobra programs. This means that if you want to run a report that includes data 

for certain projects for Fiscal Year 2022, Period 10, Subperiod 1, you must first run the Compute Cobra Burden 

Costs process for these projects for Fiscal Year 2022, Period 10, Subperiod 1. 
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A project is identified as a Cobra program by selecting the Cobra ProgramCobra Program checkbox on the Manage Project 

User Flow screen in Costpoint. This option is visible if you are licensed for COBRA and can only be selected at 

the top level of the project. If selected, the entire project tree will be included in the Compute Cobra Burden 

Costs process. 

Prompts 

Use the Burdened Labor and ODC's prompts to configure the report. 

Prompt Prompt 

Message Message 

Description Description 

Company Company Select the company to use to run the report. 

Fiscal Year Fiscal Year Select the fiscal year. 

Period Period Select the period. 

Subperiod Subperiod Select the subperiod. 

Rate Type Rate Type Select the rate type to include: 

▪ ActualActual: Print the report using actual burden rates from the tables. 

▪ TargetTarget: Print the report using target burden rates from the tables. 

Primary Primary 

Group Group 

Select the primary grouping: 

▪ Organization 

▪ Project 

▪ Project Manager 

Secondary Secondary 

Group Group 

Select a secondary sort, different from the primary, if desired: 

▪ Labor Detail 

▪ Organization 

▪ Project Manager 

Labor Labor Select General Lab CatGeneral Lab Cat or Project Lab CatProject Lab Cat to add a column that displays the general labor or 
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Message Message 

Description Description 

Category Category project labor category associated with the detail line. Select NoneNone to hide this detail. 

Limit Limit 

Projects Projects 

In the KeywordsKeywords field, enter a portion of one or more project IDs or names to narrow the primary 

group you selected in the previous field. 

To narrow the search, click OptionsOptions to select filter criteria. If you search by name, use one of the 

Contains...Contains... options, rather than the Starts with... Starts with... options. If applicable, click the right arrow to 

move your selected results to ChoicesChoices. 

Display Display 

Burden Burden 

Costs Costs 

Select YesYes to display detailed burden costs. Select NoNo to hide this detail. 

Include the Include the 

Following Following 

Details Details 

Select which details to display: 

▪ Account 

▪ Labor 

Sample Report 

View a sample of the Burdened Labor and ODC's report. 
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Labor Detail Report Labor Detail Report 

The Labor Detail report provides a detailed look at the labor activity related to a project. 

You can use this report as a stand-alone report or as a drill-through target from other reports, like the Project 

Status Report. 

Note:Note: The Labor Detail report retrieves data from one database table (Report Project Labor Summary 

(RPT_PROJ_LAB_SUM)) designed to provide a snapshot of results for a particular point in time, while the 

Project Status Report retrieves data from a different database table (PSR) also designed to provide a snapshot 

of results for a particular point in time. If the database tables were updated at different times, when you drill 

through from the Project Status Report, some results may vary. To ensure that drill-through data is the same as 

the parent Project Status Report, update the PSR and Labor Summary tables on the same schedule. 

Prompts 

Use the Labor Detail prompts to configure the report. 
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Prompt Prompt 

Message Message 

Description Description 

Company Company Select a company from the list. 

Fiscal Fiscal 

Year Year 

Select the fiscal year. 

Period Period Select a period for the report. 

Starting Starting 

Subperiod Subperiod 

Select the starting subperiod to use on the report. 

Ending Ending 

Subperiod Subperiod 

Select the ending subperiod. 

Primary Primary 

Group Group 

Select the primary grouping: 

▪ Organization 

▪ Project 

▪ Project Manager 

▪ Reorganization 

Select Select 

Projects Projects 

Enter a portion of one or more project IDs or names in the KeywordsKeywords field to display a list of 

projects to select for the report. 

To narrow the search, select an option in the Starts with any of these keywordsStarts with any of these keywords field. If you search 

by name, use one of the Contains...Contains... options, rather than the Starts with... Starts with... options. If applicable, 

click the right-arrow to move your selected results to ChoicesChoices. 

Note:Note: To optimize the display of project IDs in Select ProjectsSelect Projects when you select project as the primary group, 

this prompt screen limits the number of project IDs returned to 1000. Because of this, you should enter as 

much of the project ID as possible when you search for projects. If your search is too general, the projects you 

want may not be included in the 1000 that are returned. 

Labor Detail Report 

This is a sample of the Labor Detail report. 
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PLC Exception Report for Missing Rates PLC Exception Report for Missing Rates 

The PLC Exception Report for Missing Rates report provides a list of employees, grouped by project and PLC, 

with revenue rates of zero. 

This information can help you determine if there is an error in the revenue rate, before revenue and billing are 

computed. 

Prompts 

Use the PLC Exception Report for Missing Rates prompts to configure the report. 

Prompt Prompt 

Message Message 

Description Description 

Company Company Select the company to use to run the report. 

Fiscal Year Fiscal Year Select the fiscal year. 
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Message Message 

Description Description 

Period Period Select the period. 

Subperiod Subperiod Select the subperiod. 

Select one Select one 

or more or more 

projects projects 

In the KeywordsKeywords field, enter a portion of one or more project IDs or names to include on the 

report. 

To narrow the search, click OptionsOptions to select filter criteria. If you search by name, use one of the 

Contains...Contains... options, rather than the Starts with... Starts with... options. If applicable, click the right arrow to 

move your selected results to ChoicesChoices. 

Select one Select one 

or more or more 

employees employees 

In the KeywordsKeywords field, enter a portion of one or more employee IDs or names to include in the 

report. 

To narrow the search, click OptionsOptions to select filter criteria. If you search by name, use one of the 

Contains...Contains... options, rather than the Starts with... Starts with... options. If applicable, click the right arrow to 

move your selected results to ChoicesChoices. 

Note:Note: To optimize the display of project IDs in Select one or more projectsSelect one or more projects, this prompts screen limits the 

number of project IDs returned to 1,000. Because of this, you should enter as much of the project ID as 

possible when you search for projects. If your search is too general, the projects you want may not be included 

in the 1,000 that are returned. 

Sample Report 

The following image shows a PLC Exception Report for Missing Rates. 

Project Health Project Health 

The Project Health report is a dashboard style report that shows key financial data related to projects and allows 

you to drill to supporting details. 
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You only can see your projects when Project Role security is enabled. 

Note:Note: There might be a timing/reconciliation difference present when drilling into details. For example, the 

backlog that displays on Summary boxes comes from the PSR but drills into details from the RPT_REV_SUM 

table. If these tables are not updated at the same time, there could be differences in the results. 

Sample Report 

A summary of key data displays at the top of the Project Health report. Select a role and click a summary item to 

drill through to a report with more information. 

Note:Note: Gross Profit, Gross Profit %, Profit, and Profit % values are based on RevenueRevenue. 

The following table shows which drill through report opens for each summary item. 

Summary Item Summary Item Drill Through Report Drill Through Report 

Accounts Receivable Accounts Receivable Aging 

Open Billing Aged Open Billing Detail 

Unposted Invoices Unposted Invoice 

Unbilled Unbilled Analysis 

Project Backlog Project Revenue Summary with Backlog 
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Funded Backlog Project Revenue Summary with Backlog 

In the Project column, click the project ID and nameproject ID and name to open its Project Status report or to drill down to the next 

project level. 

Summary Item and Column Calculations Summary Item and Column Calculations 

This section lists the formulas used to calculate the values in the summary boxes and columns. 

Summary Item / Column Summary Item / Column Formula Formula 

Project Backlog (Total) Project Value - (Total) Revenue (when ITD) 

Funded Backlog (Total) Funded Value - (Total) Revenue (when ITD) 

% Complete Revenue / Project Value Total Amount 

Gross Profit % Gross Profit / (Award Fee +Revenue) 

Total Gross Profit % (Total) Gross Profit / [(Total) Revenue + (Total) Award Fee] 

Total Profit % [(Total) Profit / (Total) Revenue] + (Total) Award Fee 

Profit % Profit / (Revenue + Award Fee) 

Gross Profit Revenue + Award Fee - (Direct Labor + Direct Non-Labor + Indirect Expense) 

Profit Revenue + Award Fee - (Direct Labor + Direct Non-Labor) 

Project Ledger Detail Report Project Ledger Detail Report 

Run the Project Ledger Detail report to review detail postings to the general ledger for project/account/

organization combinations. 

This report helps you analyze project activity and balances. 

Prompts 

Select the prompts to run the Project Ledger Details report. 

Prompt Prompt 

Message Message 

Description Description 

Company Company Select a company. 
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Message Message 

Description Description 

Fiscal Year Fiscal Year Select the fiscal year for the report. 

Starting Period Starting Period 

and Subperiod and Subperiod 

Select the beginning period and subperiod for the report. 

Ending Period Ending Period 

and Subperiod and Subperiod 

Select the period and subperiod to end with in the report. 

Organization Organization 

Type Type 

Choose to run the report for base organizations or reorganizations. 

Display Display Choose to display the amount, transactional amount (for Multicurrency use), or both. 

Primary Group Primary Group Choose to run the report for projects or alternate projects. 

Select Select 

Project(s) Project(s) 

In the KeywordsKeywords field, enter a portion of one or more IDs or names to narrow the search for 

projects. 

To narrow the search, select an option in the Starts with any of these keywordsStarts with any of these keywords field. If you 

search by name, use one of the Contains...Contains... options, rather than the Starts with... Starts with... options. If 

applicable, click the right-arrow to move your selected results to ChoicesChoices. 

Select Select 

Account(s) Account(s) 

In the KeywordsKeywords field, enter a portion of one or more IDs or names to narrow the search for 

accounts. 

To narrow the search, select an option in the Starts with any of these keywordsStarts with any of these keywords field. If you 

search by name, use one of the Contains...Contains... options, rather than the Starts with... Starts with... options. If 

applicable, click the right-arrow to move your selected results to ChoicesChoices. 

Select Select 

Organization(s) Organization(s) 

In the KeywordsKeywords field, enter a portion of one or more IDs or names to narrow the search for 

organizations. 

To narrow the search, select an option in the Starts with any of these keywordsStarts with any of these keywords field. If you 

search by name, use one of the Contains...Contains... options, rather than the Starts with... Starts with... options. If 

applicable, click the right-arrow to move your selected results to ChoicesChoices. 

Sample Report 

View a sample of the Project Ledger Detail report. 

Costpoint Online Help 289



Project Master (Form/List) Project Master (Form/List) 

The Project Master report is a one-page report that contains project master file information in a form or list 

format. 

Users can click links in this report to see more detailed information regarding the project. This report is used as a 

drill through report from other reports, such as the Aged Open Billing Detail Report and the Project Status 

Report, and is intended to be a snapshot of a project. 

This report includes three sections: 

▪ A section with basic project information 

▪ A section with charging information 

▪ A section with billing and revenue information 

The report also displays the project hierarchy for the whole project structure. 

Prompts 

Use the Project Master prompts to configure the report. 

Prompt Prompt 

Message Message 

Description Description 

Company Company Select the company to use to run the report. 

Project Project Select the project level at which you want the report printed. All lower levels will be rolled up for 
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Message Message 

Description Description 

Level Level the report. 

Primary Primary 

Group Group 

Select the primary grouping: 

▪ Customer 

▪ Project 

▪ Project Classification 

▪ Project Manager 

▪ Project Type 

Limit Limit 

Projects Projects 

In the KeywordsKeywords field, enter a portion of one or more IDs or names to narrow the primary group you 

selected in the previous field. 

To narrow the search, click OptionsOptions to select filter criteria. If you search by name, use one of the 

Contains...Contains... options, rather than the Starts with... Starts with... options. If applicable, click the right arrow to move 

your selected results to ChoicesChoices. 

Sample Report 

View a sample of the Project Master report as a list and as a form. 

Click the Owning Organization link to view the Organization List. 

The following image shows the report as a form. 
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This image shows the report as a list. 

Project Percent Complete Report Project Percent Complete Report 

The Project Percent Complete Report provides a list of projects whose revenue has reached a certain 

percentage of their contract or funded value. 

You can use this report to track how close a project is to reaching its value to ensure adequate funding is 

available to complete performance requirements or to prepare necessary documents for the government, such 

as showing the contracting officer that 75% of funding has been reached. 

This report provides drill-down capability to a lower summary level of the percent complete report. You can drill 

from one summary level to another summary level until the end of the project tree is reached. Note that this drill 

is a reflection of only what is stored at a particular level and below. If amounts are stored at a higher level, they 

are not reflected. 

Before You Run the Report 

You must complete certain processes before you run this report. 

Perform the following steps: 
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▪ Update the Project Report tables 

▪ Compute Burden 

▪ Compute Revenue 

▪ Update Project Status Reports 

▪ Create Project Report Tables (with the Revenue SummaryRevenue Summary checkbox selected) 

Prompts 

Use the Project Percent Complete Report prompts to configure the report. 

Prompt Prompt 

Message Message 

Description Description 

Company Company Select the company to use to run the report. 

Fiscal Year Fiscal Year Select the fiscal year. 

Period Period Select the period. 

Subperiod Subperiod Select the subperiod. 

If adjustment subperiods are available for the selected period, they are displayed in the 

SubperiodSubperiod drop-down list including the adjustment period type which can either be InterimInterim or 

FinalFinal. 

For example: 

▪ Interim adjustment period 1 will display as 1 Adj Pd - Interim1 Adj Pd - Interim. 

▪ Final adjustment period 1 will display as 1 Adj Pd - Final1 Adj Pd - Final. 

Primary Primary 

Group Group 

Select the primary grouping for the report: 

▪ Alternate Project 

▪ Organization - Owning 

▪ Organization - Performing 

▪ Project 

▪ Project Manager 

▪ Reorganization 

Reorganization, Alternate Project, and Project Manager are optional prompts that require some 

prior setup in Costpoint before you can use them. 
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Message Message 

Description Description 

To use Reorganization, first establish Reorganization structure in AccountingAccounting > General Ledger General Ledger 

> ReorganizationsReorganizations. 

To use Alternate Project, first establish alternate project structure in ProjectsProjects > Project SetupProject Setup >

Alternate ProjectsAlternate Projects. 

To use Project Managers, link project managers to projects on the Manage Project User Flow 

screen in Costpoint. 

Rate Type Rate Type Select the rate type to include: 

▪ ActualActual: Print the report using actual burden rates from the tables. 

▪ TargetTarget: Print the report using target burden rates from the tables. 

Basis Basis Choose one of the following: 

▪ Contract ValueContract Value: Select this option to include projects on the report that compute and post 
revenue based on the signed value of the project. 

▪ Funded ValueFunded Value: Select this option to include projects on the report that compute and post 
revenue based on the funded value of the project. 

Operator Operator Select one of the following to indicate the relation to the percent complete: 

▪ Greater than or Equal To 

▪ Less than or Equal To 

▪ Equal to 

▪ None (Show All) 

Percent Percent 

Complete Complete 

Enter a value as a percentage of total project work completed. 

Revenue Revenue 

Level Level 

Select YesYes to display project data at the revenue level. 

Project Level Project Level Select the project level at which you want the report printed. All lower levels will be rolled up 

for the report. 

Organization Organization 

Level Level 

Select the organization level at which you want the report printed. All lower levels will be rolled 

up for the report. 
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Message Message 

Description Description 

Limit Limit 

Project(s) Project(s) 

Enter a portion of one or more project IDs in the KeywordsKeywords field and click SearchSearch to list projects 

to include on the report. 

To narrow the search, click OptionsOptions to select filter criteria. If you search by name, use one of 

the Contains...Contains... options, rather than the Starts with... Starts with... options. If applicable, click the right arrow 

to move your selected results to ChoicesChoices. 

Exclude Exclude 

Future Future 

Modifications Modifications 

Select YesYes to not include any modifications past the selected fiscal year, period, and subperiod. 

Select NoNo to include all modifications, regardless of the date. 

Sample Report 

View a sample of the Project Percent Complete Report. 

Project Revenue Summary with Backlog Report Project Revenue Summary with Backlog Report 

The Project Revenue Summary with Backlog report provides revenue, cost, budget, and backlog information for 

an individual project or a group of projects. 

This information can help with the analysis of project results. Users can view information on the report at the 

organization level and select the levels for organization and project. This report provides drill-down capability to 

a lower, summary level of the Project Revenue Summary with Backlog report. You can drill from one summary 
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level to another summary level until the end of the project tree is reached. Note that this drill is a reflection of 

only what is stored at a particular level and below. If amounts are stored at a higher level, they will not be 

reflected. 

Users can select the columns they want displayed out of the extensive list of project measures. 

Prerequisites for Administrators 

Before you run the report, you must update the report tables for the reporting period. This process usually is 

completed on a weekly or monthly basis. 

Perform the following steps: 

▪ Compute Burden 

▪ Compute Revenue 

▪ Update Project Status Reports 

▪ Create Project Report Tables (with Revenue SummaryRevenue Summary selected) 

▪ If you want to use budget data on the report, the following setup screens and processes should be run prior 
to updating and creating the project report tables: 

▪ If you are using Standard Budgeting (Budgeting and ETC module): 

▪ Manage Project Total Budget or Manage Project Budgets by Period 

▪ Update Budget Report Tables 

▪ If you are using Advanced Budgeting (Advanced Project Budgeting module): 

▪ Manage Project Budgets and ETC 

▪ Create PSR Budget Report Tables 

▪ If you are reporting a backlog, the Contract ValueContract Value and/or Funded ValueFunded Value amounts must be entered on the 
Manage Modifications screen prior to updating and creating the project report tables. 

Prompts 

Use the Project Revenue Summary with Backlog prompts to run the report. 

Prompt Prompt 

Message Message 

Description Description 

Company Company Select the company to use to run the report. 

Fiscal Year Fiscal Year Select the fiscal year. 

Period Period Select the period. 
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Message Message 

Description Description 

Subperiod Subperiod Select the subperiod. 

If adjustment subperiods are available for the selected period, they are displayed in the 

SubperiodSubperiod drop-down list including the adjustment period type which can either be InterimInterim or 

FinalFinal. 

For example: 

▪ Interim adjustment subperiod 1 will display as 3 Adj Pd - Interim3 Adj Pd - Interim. 

▪ Final adjustment period 1 will display as Adj Pd - FinalAdj Pd - Final. 

Primary Primary 

Group Group 

Select the primary grouping for the report. 

Reorganization, Alternate Project, and Project Manager are optional prompts that require some 

prior setup in Costpoint before you can use them. 

To use Reorganization, first establish the Reorganization structure on the Reorganizations 

screen in Costpoint. 

To use Alternate Project, first establish an alternate project structure on the Alternate Reporting 

screen in Costpoint. 

To use Project Managers, link project managers to projects on the Manage Project User Flow 

screen in Costpoint. 

Revenue Revenue 

Level Level 

Select YesYes to display project data at revenue level. Select NoNo and then select a project level in 

the next field to display data at project level. 

Project Project 

Level Level 

Select the project level at which to generate the report. 

Organization Organization 

Level Level 

Select the organization level at which you want the report printed. All lower levels will be rolled 

up for the report. 

Active Active 

Projects Projects 

Only? Only? 

Select whether to include only active projects in the report. 

Billable Billable 

Projects Projects 

Only Only 

Select whether to include only billable projects in the report. 

Columns to Columns to Select the data you want to display from the list of columns. 
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Message Message 

Description Description 

Display Display 

Limit Limit 

Projects Projects 

In the KeywordsKeywords field, enter a portion of one or more project IDs and click SearchSearch to list projects 

to include in the report. 

To narrow the search, click OptionsOptions to select filter criteria. If you search by name, use one of the 

Contains...Contains... options, rather than the Starts with... Starts with... options. If applicable, click the right arrow to 

move your selected results to ChoicesChoices. 

Sample Report 

View a sample Project Revenue Summary with Backlog report. 

Project Status Report Project Status Report 

The Project Status Report (PSR) displays revenue, direct costs (labor and non-labor), indirect costs, and 

profitability by project. 

This report allows the user to select any level of the project, account, and organization to be displayed. 

Drill-through links provide more transactional detail for labor and non-labor charges, including voucher, purchase 

order, and requisition information. This drill-through to transactional detail applies to transactions in the current 

period only. Commitment detail can also be accessed from a drill-through link in this report. 

Note:Note: The Project Status Report retrieves data from a database table designed to provide a snapshot of results 

for a particular point in time, while the General Ledger Detail report retrieves data from a database table 

designed to provide real-time, up to the minute results. Because of this, when you drill through from the 
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Project Status Report to the General Ledger Detail report, some results may vary. 

To generate updated results, you can refresh the reporting tables before you run the report. 

When you include the columns that pertain to prior year, those columns may display zero values on the report. 

This happens when there is no adjustment period for that prior year, thus, the report displays no values. To fix 

this, you need to open Costpoint and add a corresponding adjustment period in that prior year and update the 

reporting tables. 

Prompts 

Select prompt values to run the Project Status Report (PSR). 

Prompt Prompt 

Message Message 

Description Description 

Company: Company: Select the Company that you want to display in the report. 

Fiscal Year: Fiscal Year: Select the fiscal year that you want to include in the report. 

Period: Period: Select the period. 

Subperiod: Subperiod: Select the subperiod. 

Primary Primary 

Group: Group: 

Select the primary group for the report: 

▪ Owning Organization 

▪ Performing Organization 

▪ Project 

▪ Reorganization 

▪ Alternate Project 

Rate Type: Rate Type: Select the rate type to include in the report: 

▪ ActualActual: Print the report using actual burden rates from the tables. 

▪ TargetTarget: Print the report using target burden rates from the tables. 

▪ Actual/TargetActual/Target: Print the report using actual and target burden rates from the tables. 

Calculate Calculate Select whether to calculate profit as percent of: 
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PPrompt rompt 

Message Message 

Description Description 

profit as profit as 

percentage percentage 

of: of: 

▪ Costs 

▪ Revenue 

Columns 1 Columns 1 

to 7: to 7: 

Select the data you want the report to display in each column. 

Project Project 

Level: Level: 

Select the project level at which you want the report printed. All lower levels will be rolled up for 

the report. 

Organization Organization 

Level: Level: 

Select the organization level at which you want the report printed. All lower levels will be rolled 

up for the report. 

Account Account 

Level: Level: 

Select the account level at which you want the report printed. All lower levels will be rolled up 

for the report. 

Limit Limit 

Projects: Projects: 

In the KeywordsKeywords field, enter a portion of one or more IDs or names to narrow the search for 

values you selected in the previous field. 

To narrow the search, select an option in the Starts with any of these keywordsStarts with any of these keywords field. If you 

search by name, use one of the Contains...Contains... options, rather than the Starts with... Starts with... options. If 

applicable, click the right-arrow to move your selected results to ChoicesChoices. 

Sample Report 

This is the sample Project Status Report that uses the Project Reporting model. 

Use the links in the report to drill through to supporting information. 
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Project Work Force Project Work Force 

The Project Work Force report displays a list of all employees, vendors, or vendor employees on a project 

workforce with PLC Rates. 

Prompts 

Select a company and workforces for the Project Work Force report. 

Contents Contents 

Prompt Prompt Description Description 

Company Company Select the Company that you want to display in the report. 

Display Display Select the check boxes to display the employee, vendor, and/or employee vendor workforce. 

Select Select 

Project(s) Project(s) 
In the KeywordsKeywords field, enter a portion of one or more project IDs or names and then click . 

To narrow the search, select an option in the Starts with any of these keywordsStarts with any of these keywords field. If you 

search by name, use one of the Contains...Contains... options, rather than the Starts with... Starts with... options. If 

applicable, click the right-arrow to move your selected results to ChoicesChoices. 
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PPrompt rompt Description Description 

Select Select 

Vendor(s) Vendor(s) 
In the KeywordsKeywords field, enter a portion of one or more vendor IDs or names and then click . 

To narrow the search, select an option in the Starts with any of these keywordsStarts with any of these keywords field. If you 

search by name, use one of the Contains...Contains... options, rather than the Starts with... Starts with... options. If 

applicable, click the right-arrow to move your selected results to ChoicesChoices. 

Select Select 

Employee(s) Employee(s) 
In the KeywordsKeywords field, enter a portion of one or more employee IDs or names and then click . 

To narrow the search, select an option in the Starts with any of these keywordsStarts with any of these keywords field. If you 

search by name, use one of the Contains...Contains... options, rather than the Starts with... Starts with... options. If 

applicable, click the right-arrow to move your selected results to ChoicesChoices. 

Select Select 

Vendor Vendor 

Employee(s) Employee(s) 

In the KeywordsKeywords field, enter a portion of one or more vendor employee IDs or names and then 

click . 

To narrow the search, select an option in the Starts with any of these keywordsStarts with any of these keywords field. If you 

search by name, use one of the Contains...Contains... options, rather than the Starts with... Starts with... options. If 

applicable, click the right-arrow to move your selected results to ChoicesChoices. 

Sample Report 

View information for the selected work forces and company in the report. 
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PSR Template PSR Template 

The PSR Template is a basic project status report with prompts that you can customize. Use the PSR Template 

when you want to use a starting point when creating a report from PSR data. 

Prompts 

The PSR Template prompt includes selections such as Company, Project Level, Rate Type and others. 

Prompt Prompt 

Message Message 

Description Description 

Company Company Select the Company that you want to display in the report. 

Use Use 

Current Current 

Select YesYes if you want to use the current period in the settings which automatically fills in the 

year, period, and subperiod. 

Fiscal Year Fiscal Year Select the Fiscal Year to display in the report. 

Period Period Select the Period to display in the report. 

Subperiod Subperiod Select the Subperiod to include in the report 

Account Account 

Level Level 

Select the account level at which you want the report printed. 

Rate Type Rate Type Select either ActualActual or TargetTarget to indicate if you want to use actual rates or target rates in the 

report. 

Project Project 

Level Level 

Select the project level at which you want the report printed. 

Select Select 

Project(s) Project(s) 

Select the projects that you want to include in the report. 

To narrow the search, select an option in the Starts with any of these keywordsStarts with any of these keywords field. If you search 

by name, use one of the Contains...Contains... options, rather than the Starts with... Starts with... options. If applicable, 

click the right-arrow to move your selected results to ChoicesChoices. 

Select Select 

Project Project 

Manager(s) Manager(s) 

Select the project manager(s) that you want to include in the report. 

To narrow the search, select an option in the Starts with any of these keywordsStarts with any of these keywords field. If you search 

by name, use one of the Contains...Contains... options, rather than the Starts with... Starts with... options. If applicable, 

click the right-arrow to move your selected results to ChoicesChoices. 
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Sample Report 

This is a sample PSR Template report. 

PSR Trending Analysis PSR Trending Analysis 

Use the PSR Trending Analysis report template to show trending PSR data in a report based on the pre-

determined time analysis dimension. 

Prompts - PSR Trending Analysis 

The selections included in the PSR Trending Analysis prompt page are for projects and company. 

Prompt Message Prompt Message Description Description 

Select Project(s) Select Project(s) Select the projects that you want to include in the report. 

Select Company Select Company Select the company that you want to include in the report. 

Sample Report 

This is a sample PSR Trending Analysis report. 
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Revenue Summary Report Template Revenue Summary Report Template 

Use the Revenue Summary Report template as a starting point when you want to create a report based on the 

revenue summary report tables in Costpoint. 

Prompts 

The Revenue Summary Report Template prompt page includes selections such as Company, Project Level, and 

Projects. 

Prompt Prompt 

Message Message 

Description Description 

Company Company Select the Company that you want to display in the report. 

Use Use 

Current Current 

Select YesYes if you want to use the current period in the settings which automatically fills in the year, 

period, and subperiod. 

Fiscal Fiscal 

Year Year 

Select the Fiscal Year to display in the report. 

Period Period Select the Period to display in the report. 

Subperiod Subperiod Select the Subperiod to include in the report 

Rate Type Rate Type Select either ActualActual or TargetTarget to indicate if you want to use actual rates or target rates in the 

report. 

Project Project 

Level Level 

Select the project level at which you want the report printed. 
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PPrompt rompt 

Message Message 

Description Description 

Select Select 

Project(s) Project(s) 

Select the projects that you want to include in the report. 

To search with KeywordsKeywords, enter one or more characters that will help retrieve the item(s) you want 

to select for the report. 

To narrow the search, select an option in the Starts with any of these keywordsStarts with any of these keywords field. If you search 

by name, use one of the Contains...Contains... options, rather than the Starts with... Starts with... options. If applicable, 

click the right-arrow to move your selected results to ChoicesChoices. 

Select Select 

Owning Owning 

Org Org 

Select the owning organization to include in the report. 

To search with KeywordsKeywords, enter one or more characters that will help retrieve the item(s) you want 

to select for the report. 

To narrow the search, select an option in the Starts with any of these keywordsStarts with any of these keywords field. If you search 

by name, use one of the Contains...Contains... options, rather than the Starts with... Starts with... options. If applicable, 

click the right-arrow to move your selected results to ChoicesChoices. 

Sample Report 

This is a sample Revenue Summary Report Template 
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Shop Floor Time Shop Floor Time 

This folder stores reports for Shop Floor Time and is intended for use by time administrators. 

Note:Note: Shop Floor Time reports only run for On-Premises Costpoint users. 

The contents of this folder are available to the following user groups: 

▪ CER All 

▪ CER Materials Manufacturing All Secure 

▪ CER People 

Report Package Report Package 

The template report in Shop Floor Time is published in the Costpoint Shop Floor Time package. 

Note:Note: The Shop Floor Time package only runs for On-Premises Costpoint users. 

Costpoint Shop Floor Time Reconciliation Report Costpoint Shop Floor Time Reconciliation Report 

This section shows a sample prompt screen and output of the Costpoint Shop Floor Time Reconciliation report. 

This report contains information about the discrepancies between the timesheet entries in Shop Floor Time and 

Costpoint including the timesheet variances (in hours). 

Note:Note: This report only runs for On-Premises Costpoint users. 

Prompts Prompts 

These are Costpoint Shop Floor Time Reconciliation Report prompts. 

Prompt Message Prompt Message Description Description 

Starting Date Starting Date Enter the start date for the range of timesheets you would like to reconcile. 

Ending Date Ending Date Enter the end date for the range. 

Exclude SFT Pay Type(s) Exclude SFT Pay Type(s) Select the SFT pay type(s) that you want to be omitted in the report. 
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Sample Report Sample Report 

Sample Costpoint Shop Floor Time Reconciliation report. 

Adding New Joins in the Costpoint Shop Floor Time Reconciliation Report Adding New Joins in the Costpoint Shop Floor Time Reconciliation Report 

You may want to further customize your Costpoint Shop Floor Time Reconciliation Report by defining new join 

relationships. Do this in the Edit mode. 

To add join relationships in the Costpoint Shop Floor Time Reconciliation report: To add join relationships in the Costpoint Shop Floor Time Reconciliation report: 

1. Open the Costpoint Shop Floor Time Reconciliation Report in Edit mode. 

2. Click the QueriesQueries ( ) icon on the left-hand side of the screen. 

3. Expand QUERIES and look for Query 1Query 1. 

4. Expand Query 1Query 1 and click JoinJoin (yellow boxes) . 

5. On the Join RelationshipsJoin Relationships dialog box, click a query object in the CP TS DATACP TS DATA box that you like to create a 
new join relationship from (for example, Employee IDEmployee ID). 

6. Click the New LinkNew Link button. 

7. Click a query object in the SFT DATASFT DATA box to link to (for example, Pay TypePay Type). 

Before joining, carefully examine the implications of joining (you do not want to create a loop join). 

8. Click OKOK. 

Configuring the Timesheet Line Source Code Configuring the Timesheet Line Source Code 

Your organization may be using an automatic interface between Shop Floor Time and Costpoint. 

This interface uses the Timesheet Line Source Code that makes the integration between the two systems 

possible. You can change the source code value in the Costpoint Shop Floor Time Reconciliation Report if 
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needed. 

Timesheet Line Source Code Values Timesheet Line Source Code Values 

If your organization uses the automatic interface, the Timesheet Line Source Code value should be SFTSFT. 

This is the default value for the source code in the Costpoint Shop Floor Time Reconciliation Report. However, if 

your organization uses the Import Timesheet function instead of the automatic interface, the Timesheet Line 

Source code value must be AOPUTLTSAOPUTLTS. 

Changing the Source Code Value in the Costpoint Shop Floor Time Reconciliation Report Changing the Source Code Value in the Costpoint Shop Floor Time Reconciliation Report 

The default value for the source code in the Costpoint Shop Floor Time Reconciliation Report is SFTSFT. 

To change the Source Code value in the Costpoint Shop Floor Time Reconciliation report: To change the Source Code value in the Costpoint Shop Floor Time Reconciliation report: 

1. Edit the Costpoint Shop Floor Time Reconciliation Report. 

2. Select QueriesQueries from the Navigation bar, and click the CP TS DATACP TS DATA query. 

3. In the Detail Filters pane, double-click the appropriate filter for Source CodeSource Code. 

4. On the Detail Filter Expression dialog box, change the Timesheet Line Source CodeTimesheet Line Source Code text to either SFTSFT or 
AOPUTLTSAOPUTLTS. 

Note: Note: 

For the automatic interface, [Timesheet Line Source Code] = ‘SFT’[Timesheet Line Source Code] = ‘SFT’. 

For the Import Timesheet function, [Timesheet Line Source Code] = ‘AOPUTLTS’[Timesheet Line Source Code] = ‘AOPUTLTS’. 

5. Click OKOK, and save the report. 

SOX Controls Reporting SOX Controls Reporting 

This chapter includes a section on scheduling Sarbanes-Oxley Controls Reports. 

The section also lists the report categories and links to their sample reports. 

The contents of the SOX Controls Reporting folder are available to the following user groups: 

▪ CER Accounting 

▪ CER All 
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Scheduling SOX Controls Reporting Scheduling SOX Controls Reporting 

Deltek has provided predefined jobs so that you can schedule your Sarbanes-Oxley (SOX) control reports to run 

in batch mode. 

These jobs, defined in the SOX Controls Reporting.zipSOX Controls Reporting.zip file, will run the reports and save the output in the PDF file 

format. Also available is a batch program, which renames these PDF files so that the run date/time of each report 

is appended to its file name. 

This document will help you to configure the output location, batch file, and Cognos server, to execute these 

jobs, and to run the renaming script. 

The following are the steps in configuring your SOX reports: 

▪ Step 1: Import the deployment zip file. 

▪ Step 2: Customize the rename program and set the output location. 

▪ Step 3: Configure the Cognos Analytics server to save the report output and call the batch file. 

▪ Step 4: Execute the predefined jobs to run the reports in batch mode. 

Step 1: Import the Deployment Zip File Step 1: Import the Deployment Zip File 

You must complete this step during the installation process to make the predefined scheduling jobs available. 

For instructions on importing this file, see the Deltek Costpoint Business Intelligence 8.0 Upgrade Installation 

Guide, available at the Knowledge Center tab of the Deltek Support Center site, https://support.deltek.com. 

After you have completed the import, browse to the Team contentTeam content > SOX Controls ReportingSOX Controls Reporting directory, where 

you will find the Report Generation Schedules folder. This folder contains all the predefined scheduling jobs. 

The SOX Controls Reporting job runs all the SOX reports for Costpoint and Time Collection. There are also 

predefined jobs for specific modules. For example, Costpoint Accounting and for sub-modules, such as 

Costpoint Accounting Costpoint Accounting > Accounts PayableAccounts Payable. 

Step 2: Customize the Batch Renaming Script Step 2: Customize the Batch Renaming Script 

The reports generated by Cognos scheduler are given cryptic names. 

For example, Approver SettingsApprover Settings could potentially be generated as a file named 397_1163638261400.pdf. For each 

PDF file, the Cognos server also generates a descriptor file in .xml format. This file contains the mapping of the 

generated PDF file name to the report’s original name on the Cognos Server. 

Note:Note: When the Cognos scheduler generates a report, it saves this PDF file to a “Work” subfolder at the output 
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location you specify in Step 3. 

Make sure to create these folders before running your job. 

Deltek provides a script which, when run, takes the mapping information from the xml file to rename the PDF files 

to their original report names. This script then also appends the date and time of the report generation to the 

end of the file name. There is then an option to delete these descriptor files upon completion of the renaming 

process. 

To customize the batch renaming script for your firm, you must edit the renameFiles.bat file (located at 

C:\Program Files (x86)\Deltek\CostpointEnterpriseReporting\CER723\SOX\Scripts), as necessary. The areas to 

edit are in italics in the following sample. 

When you are through, save the renameFiles.bat file. Ensure that the renameFiles.bat, renameFiles.java, and 

renameFiles.class files are saved to the desired output location. 

Note:Note: The renaming script will not run if special characters exist in the name. Therefore, exclude special 

characters from path and report names. 

Examples of special characters are: > < “ ‘ & + / ? % # + , . : ; = [ ] 

@echo off 

REM 

REM Please update the following information before executing the program: 

REM COGNOS_HOME:                Your cognos install directory 

Set COGNOS_HOME=C:\Program Files\ibm\cognos\analytics 

REM JAVA_HOME:                Combining Cognos_Home with this location 

REM                                should result in a folder location where 

REM                                “bin” folder can be found. Make sure there 

REM                                is a java.exe inside the “bin” folder. 

set JAVA_HOME=%COGNOS_HOME%\jre 

set PATH=%JAVA_HOME%\bin;%PATH% 

REM CMOUTPUT_LOCATION:                Location where your CRN Server will 

REM                                save files. This is the directory 

REM                                where the files “renameFiles.bat”, 
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REM                                “renameFile.class” and 

REM                                “renameFiles.java” should exist. 

Set CMOUTPUT_LOCATION=C:\Output 

REM WORK_LOCATION:        Location where all files will be moved 

REM                                before renaming them. By default this 

REM                                is the ‘Work’ subfolder of the 

REM                                CM_OUTPUT_LOCATION. You can use the 

REM                                alternate code below for specifying another 

REM                                location altogether. Just remember to “REM” 

REM                                the line of code not in use. 

Set WORK_LOCATION=%CMOUTPUT_LOCATION%\work 

REM set WORK_LOCATION=C:\test 

REM Call the java program to rename the output file 

REM –cp option specifies the classpath information i.e. location of renameFiles.c

lass 

REM The files (%1 and %2) that the server will pass to the batch file will be ren

amed 

REM Set the last parameter of the code below to “Y” or “y” for the program to put 

files 

REM under a subfolder; “N” or “n” otherwise 

Call “%JAVA_HOME%\bin\java” –cp “%CMOUTPUT_LOCATION%” renameFiles “%WORK_LOCATIO

N%” “%1” “%2” n 

REM Delete the XML descriptor files 

REM Remove “REM” from the line below if you want descriptor files deleted 

REM Deltek %WORK_LOCATION%\*.xml 

Step 3: Configure the IBM Cognos Analytics Server Step 3: Configure the IBM Cognos Analytics Server 

You must log on to Cognos Analytics and set the server parameters in order to save the output of reports in the 

proper folder structure on the file system. 

To set the server parameters: To set the server parameters: 

1. From the Navigation bar, click ManageManage > Administration ConsoleAdministration Console. 

2. On the IBM Cognos Administration page, click the Configuration tab, select the COSTPOINTCOSTPOINT check box, and 
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click Dispatchers and ServicesDispatchers and Services. 

3. Click the link for the dispatcher you want to configure. 

4. Select ContentManagerServiceContentManagerService from the list of objects to configure. 

5. Under the ActionsActions column, click the Set propertiesSet properties button. 

6. Click the Settings tab. 

7. Under the ValueValue column, click EditEdit of EnvironmentEnvironment > Advanced SettingsAdvanced Settings. 

8. Select the Override the settings acquired from the parent entryOverride the settings acquired from the parent entry check box. 

A table displays, in which you can add parameters. 

9. Under ParameterParameter, enter CM.OUTPUTLOCATIONCM.OUTPUTLOCATION. 

10. Under ValueValue, enter the file system location where you want to store report outputs (for example, 
C:\OutputC:\Output). 

Note:Note: This will not work if you specify a UNC name. If you must specify a network location, use a mapped 
drive from the local machine. 

11. Complete the following steps to add the batch renaming script file, which runs after a report output is 
saved to the target directory: 

a. Under ParameterParameter, click an empty cell and enter CM.OUTPUTSCRIPTCM.OUTPUTSCRIPT. 

b. In the corresponding ValueValue cell, enter the location and the name of the script (for example, C:\Output\C:\Output\
renameFiles.batrenameFiles.bat). 

c. Click OKOK. 
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12. Complete the configuration of Cognos Analytics Server: 

a. On the computer where you installed Content Manager, start IBM Cognos Configuration. You can find 
the IBM Cognos Configuration file (cogconfigw.exe) at C:\Program Files\ibm\cognos\analytics\bin64. 

b. In the Explorer window, under Data AccessData Access, click Content ManagerContent Manager. 

c. In the Save report outputs to a file systemSave report outputs to a file system field, select TrueTrue. 

d. On the menu, click FileFile > SaveSave. 

e. Restart the IBM Cognos service. 

Step 4: Execute Job on Recurring Schedule Step 4: Execute Job on Recurring Schedule 

Browse to the job you want to run. 

To execute the job: To execute the job: 

1. Find a predefined SOX job in Team contentTeam content > SOX Controls ReportingSOX Controls Reporting > Report Generation SchedulesReport Generation Schedules. 

2. Click the MoreMore icon (dotted vertical line) to the right of the report, and select PropertiesProperties. 

3. Click JobJob > AdvancedAdvanced. 

4. Under AdvancedAdvanced, do the following: 

a. Click SetSet to the right of PropertiesProperties to edit the job and set parameters, and click OKOK. 

b. Click SetSet to the right of Schedule JobSchedule Job to set the desired schedule, and click OKOK. 

After the job has completed running, browse to the specified output location to see the report output. 

SOX Controls Reporting Report Categories SOX Controls Reporting Report Categories 

SOX Controls Reporting includes several report categories. 

These report categories include the following: 

▪ Costpoint Accounting 

▪ Costpoint Materials 

▪ Costpoint People 
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▪ Costpoint Projects 

▪ Costpoint Other 

▪ Deltek Time Collection 

▪ Report Generation Schedules 

SOX Controls Reports SOX Controls Reports 

The SOX Controls Reporting includes several report categories and their reports. 

These report categories include the following: 

Costpoint Accounting Costpoint Accounting 

Accounts Payable Accounts Payable 
▪ Accounts Payable Accounts 

▪ Accounts Payable Settings 

▪ Accounts Payable Voucher Settings 

▪ Approver Settings 

▪ Cash Accounts 

▪ Purchase Order Voucher Settings 

▪ Vendor Settings 

▪ Vendor Terms 

Accounts Receivable Accounts Receivable 
▪ Accounts Receivable Settings 

▪ System-Assigned Cash Receipt Number 

▪ Transfer Accounts 

Fixed Assets Fixed Assets 
▪ Accumulated Depreciation Account Codes 

▪ Asset or Template Change Settings 

▪ Asset Template Information 

▪ Auto-Creation Settings for Purchase Orders or 
Receiving Data 

▪ Depreciation Expense Account Allocation Codes 

▪ Depreciation Methods - Basic Setup 

▪ Fixed Assets Accounting Periods 

▪ Fixed Assets Fiscal Years 
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Costpoint ACostpoint Accounting ccounting 

▪ Fixed Assets Settings 

▪ Posting Settings 

▪ Template Information Global Changes 

General Ledger General Ledger 
▪ Account Entry Groups 

▪ Accounting Periods 

▪ Account-Org Links 

▪ Accounts 

▪ Bank Statements 

▪ Banks 

▪ Company Bank Accounts 

▪ Company Information 

▪ Financial Statement Setup 

▪ Fiscal Years 

▪ General Ledger Settings 

▪ Journal Entry Cycles 

▪ Mass Links of Accounts-Orgs 

▪ Organization Elements 

▪ Organization Structures 

▪ Subperiods 

▪ System-Assigned Journal Entry Number 

Multicurrency Multicurrency 
▪ Exchange Rate Groups 

▪ Multicurrency Accounts 

▪ Multicurrency Settings 

Costpoint Materials Costpoint Materials 

Inventory Inventory 
▪ Default WIP Asset Accounts 

▪ Inventory Accounts 

▪ Inventory Projects 

▪ Inventory Settings 

Costpoint Online Help 316



Costpoint MatCostpoint Materials erials 

▪ Serial-Lot Settings 

Procurement Planning Procurement Planning 
▪ Requisition Approval Processes 

▪ Requisition Approval Titles 

▪ Requisition Settings 

▪ Vendor Settings 

▪ Vendor Terms 

Purchasing Purchasing 
▪ Buyers 

▪ Buyer Organization Accounts 

▪ Buyer Organization Accounts - Drill-Through 

▪ Buyer Projects 

▪ Buyer Projects - Drill-Through 

▪ Branch Locations 

▪ Purchase Order Line Charge Types 

▪ Purchase Order Settings 

▪ Units of Measure 

▪ Vendor Settings 

▪ Vendor Terms 

Receiving Receiving 
▪ Receiving Settings 

Sales Order Entry Sales Order Entry 
▪ Approval Processes 

▪ Approval Titles 

▪ Catalog Settings 

▪ Cost Types 

▪ Defaults 

▪ Line Charge Types 

▪ Project Settings 

▪ Sales Order Settings 

▪ Serial-Lot Settings 

Costpoint Online Help 317



Costpoint People Costpoint People 

Labor Labor 
▪ Allowances 

▪ Allowance Accounts 

▪ Labor Groups - Unions 

▪ Labor Location - Locals 

▪ Labor Settings 

▪ Overtime Premium Recast 

▪ Overtime Rules by Location 

▪ Overtime Rules by State 

▪ Overtime Settings 

▪ Pay Types 

▪ Timesheet Periods 

Leave Leave 
▪ Leave Period 

▪ Leave Settings 

▪ Leave Tables 

▪ Leave Types 

Payroll Payroll 
▪ Contribution Matching Rates 

▪ Contribution Matching Rates - Drill-Through 

▪ Deductions 

▪ Deduction Schedules 

▪ Direct Deposit Banks 

▪ Direct Deposit Setup 

▪ Local Taxable Deductions 

▪ Local Taxable Deductions - Drill-Through 

▪ Modify Codes 

▪ Pay Periods 

▪ Pay Type Taxability 

▪ Pay Type Taxability - Local 

▪ Pay Type Taxability - Local - Drill-Through 

▪ Pay Type Taxability - State 

▪ Pay Type Taxability - State - Drill-Through 
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Costpoint PCostpoint People eople 

▪ Paycheck Setup 

▪ Payroll Settings 

▪ Savings Bond Info by Taxable Entity 

▪ State Taxable Deductions 

▪ State Taxable Deductions - Drill Through 

▪ Workers' Compensation Modify Codes 

▪ Workers' Compensation State Rates 

Time Collection Interface Time Collection Interface 
▪ Time Collection Account Types 

▪ Time Collection Accounts 

▪ Time Collection Projects 

Costpoint Projects Costpoint Projects 

Billing Billing 
▪ Billing Accounts 

▪ Billing Settings 

▪ Generic Billing Formats 

▪ Other Charges 

▪ Remittance Addresses 

▪ Taxable Sales Accounts 

Cost and Revenue Processing Cost and Revenue Processing 
▪ Cost Pools 

▪ Pool Base Accounts 

▪ Pool Base Accounts - Drill-Through 

▪ Pool Cost Accounts 

▪ Pool Cost Accounts - Drill-Through 

▪ Pool Rates 

▪ Pool Rates - Drill-Through 

Intercompany Work Orders Intercompany Work Orders 
▪ IWO Expense Mapping 

▪ IWO Locations 
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Costpoint PCostpoint Projects rojects 

▪ IWO Project Setup 

Project Setup Project Setup 
▪ Mass Link Project-Account-Orgs 

▪ Project Account Groups 

▪ Project Labor Categories 

▪ Project Settings 

▪ Valid Project-Account-Orgs 

Costpoint Other Costpoint Other 

System Administration System Administration 
▪ System Settings 

Deltek Time Collection Deltek Time Collection 

▪ Account Types 

▪ Charge Trees 

▪ Charge Trees - Drill-Through 

▪ Charge Trees 1-Level 

▪ Configuration Tables 

▪ Employee Group Supervisor 

▪ Employee Group Supervisor - Drill-Through 

▪ Employee Group Types 

▪ Employee Groups 

▪ Employee Info - Charge Employees 

▪ Employee Info - Charge Employees - Drill-Through 

▪ Employee Information 

▪ Functional Roles 

▪ Leave Types 

▪ Links and Miscellaneous 

▪ Security Roles 

▪ Timesheet Class - Leave 

▪ Timesheet Class - Leave - Drill-Through 

▪ UDT01 Controls - UDT02 Links 

▪ UDT01 Controls - UDT02 Links - Drill-Through 

▪ UDT01 Controls - UDT09 Links 

▪ UDT01 Controls - UDT09 Links - Drill-Through 

▪ UDT02 Controls 

▪ UDT02 Controls - UDT01 Links 

▪ UDT02 Controls - UDT01 Links Drill-Through 

▪ UDT02 Controls - UDT07 Links 

▪ UDT02 Controls - UDT07 Links Drill-Through 

▪ UDT02 Controls - UDT09 Links 

▪ UDT02 Controls - UDT09 Links Drill-Through 

▪ UDT03 Controls 

▪ UDT04 Controls 

▪ UDT05 Controls 

▪ UDT07 Controls 

▪ UDT09 Controls 

▪ UDT09 Controls - UDT01 Links 

▪ UDT09 Controls - UDT01 Links Drill-Through 
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DeltDeltek Time Collection ek Time Collection 

▪ Timesheet Class - UDT10 

▪ Timesheet Class - UDT10 - Drill-Through 

▪ Timesheet Classes 

▪ Timesheet Schedules 

▪ UDT01 Controls 

▪ UDT09 Controls - UDT02 Links 

▪ UDT09 Controls - UDT02 Links Drill-Through 

▪ UDT10 Controls 

▪ Utilization 

Subcontractor Management Subcontractor Management 

This chapter describes the reports in the Subcontractor Management folder. 

The contents of this folder are available to the following user groups: 

▪ CER All 

▪ CER Subcontract Mgmt Secure 

Subcontractor Management Reports Subcontractor Management Reports 

The Subcontractor Management folder includes the Subcontractor Status report and the Work Assignment 

Charge Detail report. 

Subcontractor Management reports use row-level security based on the Owning Org of a project. Only the work 

assignments and PO rows for projects that belong to Owning Orgs you have access to are visible. 

Subcontractor Status Report Subcontractor Status Report 

Run the Subcontractor Status report to view the work assignments associated with purchase order (PO) lines. 

The report displays PO line information, including PO line amount, vouchered amount, and remaining amount. 

You can also view the work assignments (ID, start date, end date) associated with a PO or PO line in the 

Subcontractor Status report. 

Drill down from a work assignment to see the hours planned for vendor employees on the work assignment and 

timesheet charges posted against the work assignment for each vendor employee. 

Prompts 

Select the prompts to filter or run the report. 
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Contents Contents 

Prompt Message Prompt Message Description Description 

Company Company Select the company that you want to include in the report. 

Select Purchase Select Purchase 

Order(s) Order(s) 

Use this prompt to limit the report to selected purchase orders. 

In the KeywordsKeywords field, enter one or more characters for the purchase orders you want 

to retrieve. To enter more than one search string, separate them with spaces. 

To narrow the search, select an option in the Starts with any of these keywordsStarts with any of these keywords field. If 

you search by name, use one of the Contains...Contains... options, rather than the Starts with...Starts with...

options. If applicable, click the right-arrow to move your selected results to ChoicesChoices. 

Select PO Release Select PO Release 

Number(s) Number(s) 

Use this prompt to limit the report to selected PO release numbers. 

In the KeywordsKeywords field, enter one or more characters for the PO release numbers you 

want to retrieve. To enter more than one search string, separate them with spaces. 

To narrow the search, select an option in the Starts with any of these keywordsStarts with any of these keywords field. If 

you search by name, use one of the Contains...Contains... options, rather than the Starts with...Starts with...

options. If applicable, click the right-arrow to move your selected results to ChoicesChoices. 

Select Vendor(s) Select Vendor(s) Use this prompt to limit the report to selected vendors. 

In the KeywordsKeywords field, enter one or more characters for the vendors you want to 

retrieve. The list displays values as a combination of ID and name, so you can search by 

ID or by name. To enter more than one search string, separate them with spaces. 

To narrow the search, select an option in the Starts with any of these keywordsStarts with any of these keywords field. If 

you search by name, use one of the Contains...Contains... options, rather than the Starts with...Starts with...

options. If applicable, click the right-arrow to move your selected results to ChoicesChoices. 

Work Assignment Work Assignment 

Start Date Range Start Date Range 

Filter the report to only include work assignments that start within a specified date 

range. 

In the FromFrom field, enter the earliest start for the date range or click the Calendar to 

select the date. 

In the ToTo field, enter the latest date for the date range or click the Calendar icon to 

select the date. 

You can opt to select the Earliest date or the Latest date possible for the work 

assignments. 

Select Project(s) Select Project(s) Use this prompt to limit the report to selected projects. 
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PPrompt Message rompt Message Description Description 

In the KeywordsKeywords field, enter one or more characters for the projects you want to 

retrieve. The list displays values as a combination of ID and name, so you can search by 

ID or by name. To enter more than one search string, separate them with spaces. 

To narrow the search, select an option in the Starts with any of these keywordsStarts with any of these keywords field. If 

you search by name, use one of the Contains...Contains... options, rather than the Starts with...Starts with...

options. If applicable, click the right-arrow to move your selected results to ChoicesChoices. 

Select Account(s) Select Account(s) Use this prompt to limit the report to selected accounts. 

In the KeywordsKeywords field, enter one or more characters for the accounts you want to 

retrieve. The list displays values as a combination of ID and name, so you can search by 

ID or by name. To enter more than one search string, separate them with spaces. 

To narrow the search, select an option in the Starts with any of these keywordsStarts with any of these keywords field. If 

you search by name, use one of the Contains...Contains... options, rather than the Starts with...Starts with...

options. If applicable, click the right-arrow to move your selected results to ChoicesChoices. 

Select Select 

Organization(s) Organization(s) 

Use this prompt to limit the report to selected organizations. 

In the KeywordsKeywords field, enter one or more characters for the organizations you want to 

retrieve. The list displays values as a combination of ID and name, so you can search by 

ID or by name. To enter more than one search string, separate them with spaces. 

To narrow the search, select an option in the Starts with any of these keywordsStarts with any of these keywords field. If 

you search by name, use one of the Contains...Contains... options, rather than the Starts with...Starts with...

options. If applicable, click the right-arrow to move your selected results to ChoicesChoices. 

Sample Report 

This is a sample of the Subcontractor Status report. 
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Click a  Work Assignment IDWork Assignment ID to view the Subcontractor Status Report Drill Thru. 

The drill thru report shows the planned, actual, and remaining hours of each vendor employee assigned to the 

work assignment, based on the charges from their timesheets. If the TS Hours (actual hours) is greater than the 

WA Hours (planned), the Remaining Hours will display in parenthesis, indicating that the vendor employee 

worked more hours than planned for the work assignment. 

Subcontractor Project Bill History Subcontractor Project Bill History 

The Subcontractor Project Bill History report stores the summary total of all bills posted for a unique project, 

work assignment, work assignment line, fiscal year, period, and subperiod combination. 
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Prompts 

Select parameters to run the Subcontractor Project Bill History report. 

Contents Contents 

Field Field Description Description 

Company Company Select a company. 

Fiscal Year Fiscal Year Select the fiscal year for the report. 

Fiscal Fiscal 

Period Period 

Select a period from the selected fiscal year. 

Fiscal Fiscal 

Subperiod Subperiod 

Select a subperiod from the selected fiscal period. 

Group By Group By Group report data by Project or Fiscal Year/Period (FY/PD). 

Select Select 

Project(s) Project(s) 

Select projects for the report. If you make no selections, the report includes all projects. 

In KeywordsKeywords, enter one or more characters for which you want to search to retrieve projects. The 

list displays values as a combination of ID and name, so you can search by ID or by name. To 

enter more than one search string, separate them with spaces. 

Select Select 

Work Work 

Assignment Assignment 

ID(s) ID(s) 

Limit the report to selected work assignments IDs. If you make no selections, the report includes 

all IDs. 

In KeywordsKeywords, enter one or more characters for which you want to search to retrieve IDs. The list 

displays values as a combination of ID and name, so you can search by ID or by name. To enter 

more than one search string, separate them with spaces. 

Select Select 

Work Work 

Assignment Assignment 

Line No Line No 

Limit the report to selected work assignment line numbers. If you make no selections, the report 

includes all line numbers. 

In KeywordsKeywords, enter one or more characters for which you want to search to retrieve line numbers. 

The list displays values as a combination of ID and name, so you can search by ID or by name. To 

enter more than one search string, separate them with spaces. 

Sample Report 

Here is a sample of the Subcontractor Project Bill History report. 
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Work Assignment Charge Detail Report Work Assignment Charge Detail Report 

View a detailed report of work assignments for subcontractor management purchase orders. 

You can run the Work Assignment Charge Detail report for a range of items, including vendors, customers, 

purchase orders, work assignments, and/or work assignment start and end dates. 

Prompts 

Select the prompts to run the Work Assignment Charge Detail report. 

Contents Contents 

Prompt Message Prompt Message Description Description 

Company Company Select the company to include in the report. 

Select Purchase Select Purchase 

Order(s) Order(s) 

Use this prompt to limit the report to selected purchase orders. 

In the KeywordsKeywords field, enter one or more characters for the purchase orders you want 

to retrieve. To enter more than one search string, separate them with spaces. 

To narrow the search, select an option in the Starts with any of these keywordsStarts with any of these keywords field. If 
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PPrompt Message rompt Message Description Description 

you search by name, use one of the Contains...Contains... options, rather than the Starts with...Starts with...

options. If applicable, click the right-arrow to move your selected results to ChoicesChoices. 

Select PO Release Select PO Release 

Number(s) Number(s) 

Use this prompt to limit the report to selected PO release numbers. 

In the KeywordsKeywords field, enter one or more characters for the PO release numbers you 

want to retrieve. To enter more than one search string, separate them with spaces. 

To narrow the search, select an option in the Starts with any of these keywordsStarts with any of these keywords field. If 

you search by name, use one of the Contains...Contains... options, rather than the Starts with...Starts with...

options. If applicable, click the right-arrow to move your selected results to ChoicesChoices. 

Select Customer(s) Select Customer(s) Use this prompt to limit the report to selected customers. 

In the KeywordsKeywords field, enter one or more characters for the customers you want to 

retrieve. To enter more than one search string, separate them with spaces. 

To narrow the search, select an option in the Starts with any of these keywordsStarts with any of these keywords field. If 

you search by name, use one of the Contains...Contains... options, rather than the Starts with...Starts with...

options. If applicable, click the right-arrow to move your selected results to ChoicesChoices. 

Select Vendor(s) Select Vendor(s) Use this prompt to limit the report to selected vendors. 

In the KeywordsKeywords field, enter one or more characters for the vendors you want to 

retrieve. The list displays values as a combination of ID and name, so you can search by 

ID or by name. To enter more than one search string, separate them with spaces. 

To narrow the search, select an option in the Starts with any of these keywordsStarts with any of these keywords field. If 

you search by name, use one of the Contains...Contains... options, rather than the Starts with...Starts with...

options. If applicable, click the right-arrow to move your selected results to ChoicesChoices. 

Work Assignment Work Assignment 

Start Date Range Start Date Range 

Filter the report to only include work assignments that start within a specified date 

range. 

In the FromFrom field, enter the earliest start for the date range or click the Calendar to 

select the date. 

In the ToTo field, enter the latest date for the date range or click the Calendar icon to 

select the date. 

You can opt to select the  Earliest dateEarliest date or the Latest dateLatest date possible for the work 

assignments. 

Select Project(s) Select Project(s) Use this prompt to limit the report to selected projects. 

In the KeywordsKeywords field, enter one or more characters for the projects you want to 
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retrieve. The list displays values as a combination of ID and name, so you can search by 

ID or by name. To enter more than one search string, separate them with spaces. 

To narrow the search, select an option in the Starts with any of these keywordsStarts with any of these keywords field. If 

you search by name, use one of the Contains...Contains... options, rather than the Starts with...Starts with...

options. If applicable, click the right-arrow to move your selected results to ChoicesChoices. 

Select Account(s) Select Account(s) Use this prompt to limit the report to selected accounts. 

In the KeywordsKeywords field, enter one or more characters for the accounts you want to 

retrieve. The list displays values as a combination of ID and name, so you can search by 

ID or by name. To enter more than one search string, separate them with spaces. 

To narrow the search, select an option in the Starts with any of these keywordsStarts with any of these keywords field. If 

you search by name, use one of the Contains...Contains... options, rather than the Starts with...Starts with...

options. If applicable, click the right-arrow to move your selected results to ChoicesChoices. 

Select Select 

Organization(s) Organization(s) 

Use this prompt to limit the report to selected organizations. 

In the KeywordsKeywords field, enter one or more characters for the organizations you want to 

retrieve. The list displays values as a combination of ID and name, so you can search by 

ID or by name. To enter more than one search string, separate them with spaces. 

To narrow the search, select an option in the Starts with any of these keywordsStarts with any of these keywords field. If 

you search by name, use one of the Contains...Contains... options, rather than the Starts with...Starts with...

options. If applicable, click the right-arrow to move your selected results to ChoicesChoices. 

Sample Report 

This is a sample of the Work Assignment Charge Detail report. 
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Time Time 

This folder stores standard Time reports for the time administrator, time supervisor, and other managers who 

approve time. 

The contents of this folder are available to the following user groups: 

▪ CER All 

▪ CER Time & Expense 

▪ CER Time Secure 

Time Reports Time Reports 

The following reports are in the Time folder: 

▪ Charge Activity Report 

▪ Resource Activity Report 

▪ Work Hours by Day by Project 

▪ Work Hours by Day by Resource 

Note:Note: Standard reports within the Time folder will always enforce row security, regardless of the status of the 

Enable T&E Model SecurityEnable T&E Model Security setting. However, when creating new queries, BI will honor the security setting. 

Charge Activity Report Charge Activity Report 

Project managers can use the Charge Activity report to review the activity on their projects. 

Before You Run the Report 

Certain processes must be performed before you run this report. 

Because this report contains sensitive labor information, you may decide to restrict it to selected individuals. 

This report may contain Unposted (unprocessed) information, which may change any time new postings are 

made. Unprocessed Hours include both Open (O) and Sent (S) T&E.TS_CELL.S_CELL_STATUS_CD. Unprocessed 

Expenses include both Under Review (U) and Approved (A) T&E.EXP_RPT.S_EXP_RPT_STATUS_CD. 

You must set up the following or run the following processes in Costpoint: 

▪ You must be using both Time & Expense and Costpoint. 

▪ The report is designed with the idea that the primary way to break out labor is PLC. However, the report will 
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also function without PLCs. 

▪ You should be using Billable Labor Rates. You must execute the Load Labor Rates process to populate the 
rates tables. You must also run the Retrieve Labor Rates process from ProjectsProjects > Budgeting and ETCBudgeting and ETC > Budget Budget 
InterfacesInterfaces. 

Prompts 

Use the Charge Activity report prompts to configure the report. 

Prompt Prompt 

Message Message 

Description Description 

Company Company Select a company from the list. 

Date Range Date Range Enter or select the starting date for the report in FromFrom and the ending date in ToTo. The report will 

include projects that satisfy the date range you specify. 

You can opt to select the Earliest dateEarliest date or the Latest dateLatest date possible for the sales order dates. 

Functional Functional 

Role(s) Role(s) 

Select the functional role code(s) to only include the employees related to the role(s) in the 

report. 

Project Project 

Prompt Prompt 

Type Type 

Choose a method that will help you find the projects you want to select for the report. 

Select Listview Prompt Listview Prompt to select projects from a list or select Search and Select Prompt Search and Select Prompt to 

search and select individual projects using keywords. 

Project Project Based on the project prompt type specified, select the project(s) to include in the report from 

the project list or using keywords. 

Sample Report 

This is a sample Charge Activity report. 
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Resource Activity Report Resource Activity Report 

Managers can use the Resource Activity report to see how the employees they have a role over have charged 

their time. 

You can only view the activity of the resources you have a role over. 

Prompts 

Use the Resource Activity Report prompts to select a company and run the report. 

Prompt Prompt 

Message Message 

Description Description 

Company Company Select a company from the list. 

Date From Date From Enter or select the starting date for the report in FromFrom and the ending date in ToTo. The report will 

include the records that satisfy the date range you specify. 

You can opt to select the Earliest dateEarliest date or the Latest dateLatest date possible for the sales order dates. 

Functional Functional 

Role(s) Role(s) 

Select the functional role code(s) to only include the employees related to the role(s) in the 

report. 

Group(s) Group(s) Select the employee group(s) to include in the report. 

Employee(s) Employee(s) Select the employee(s) you want to display in the report. 
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PPrompt rompt 

Message Message 

Description Description 

In KeywordsKeywords, enter one or more characters to search with to retrieve this information. To narrow 

the search, select one of the following in the dropdown list: 

▪ Starts with any of these keywords 

▪ Starts with the first keyword and contains all of the remaining keywords 

▪ Contains any of these keywords 

▪ Contains all of these keywords 

If you search by name, use one of the Contains... options, rather than the Starts with... options. 

Click the arrow to list the matching employees in ChoicesChoices. 

Sample Report 

This is a sample Resource Activity report. 
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Work Hours by Day by Project Work Hours by Day by Project 

Use the Work Hours by Day by Project report for a breakdown of the Work Hours Charged by Day based on 

Projects that you have a functional role over in T&E. 

Prompts 

Select a company, date range, and projects to run the Work Hours by Day by Project report. 
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Contents Contents 

Field Field Description Description 

Company Company Select the company for the report. 

Date Range Date Range Enter or select the starting date for the report in FromFrom and the ending date in ToTo. 

The report will include projects that satisfy the date range you specify. 

Functional Role Card Functional Role Card Select the functional role code to include only the employees related to the role 

in the report. 

Project Starts With (This Project Starts With (This 

project list is restricted to project list is restricted to 

projects you have rights to projects you have rights to 

view in T&E) view in T&E) 

In the KeywordsKeywords field, enter one or more project names or IDs to search for and 

select for the report. 

To narrow the search, select an option in the Starts with any of these keywords Starts with any of these keywords 

field. If you search by name, use one of the Contains...Contains... options, rather than the 

Starts with... Starts with... options. If applicable, click the right-arrow to move your selected 

results to ChoicesChoices. 

Resource Starts With Resource Starts With In the KeywordsKeywords field, enter one or more resource names or IDs to search for and 

select for the report. 

To narrow the search, select an option in the Starts with any of these keywords Starts with any of these keywords 

field. If you search by name, use one of the Contains...Contains... options, rather than the 

Starts with... Starts with... options. If applicable, click the right-arrow to move your selected 

results to ChoicesChoices. 

Sample Report 

Total hours for each employee and each day are provided in the report. 
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Work Hours by Day by Resource Work Hours by Day by Resource 

Use the Work Hours by Day by Resource report to get a breakdown of the work hours charged by day, based on 

resources that you have a functional role over in Time & Expense. 

Prompts 

Select a company and resources to run the Work Hours by Day by Resource report. 

Contents Contents 

Field Field Description Description 

Company Company Select a company for the report. 

Date Range Date Range Enter or select the starting date for the report in FromFrom and the ending date in ToTo. 

The report will include the records that satisfy the date range you specify. 

You can opt to select the Earliest dateEarliest date and the Latest dateLatest date possible for the date 

range. 

Functional Role Code Functional Role Code Select the functional roles to include only the employees related to the roles in 

the report. 

Group(s) Group(s) Select the employee groups to include in the report. 
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Field Field Description Description 

Resource Starts With (This Resource Starts With (This 

project list is restricted to project list is restricted to 

projects you have rights to projects you have rights to 

view in T&E) view in T&E) 

In the KeywordsKeywords field, enter one or more resource names or IDs to search for 

and select for the report. 

To narrow the search, select an option in the Starts with any of these keywords Starts with any of these keywords 

field. If you search by name, use one of the Contains...Contains... options, rather than the 

Starts with... Starts with... options. If applicable, click the right-arrow to move your selected 

results to ChoicesChoices. 

Sample Report 

Work hours for each employee are displayed. 

Appendix A: Dashboard Drill Thru Reports Appendix A: Dashboard Drill Thru Reports 

Some dashparts provide more details for their data in a drill thru report. To access a drill report, right-click on the 

dashpart and then click Drill ThroughDrill Through. 

Table 1. Dashboard Drill Thrus 

Dashboard Dashboard Tab Tab Dashpart Dashpart Drill Thru Report Drill Thru Report 

Executive 

Dashboard 

Backlog Tab 
▪ Funding Backlog (Target) 

Contract details 
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by Contract Type 

▪ Contract Backlog (Target) 
by Contract Type 

Procurement 

Dashboard(Header 

and Line Level) 

Requisitions Tab Requisitions Awaiting 

Approval by Approver 

Days In Approval 

Requisition to PO 

Conversion Tab 

Approved Requisitions 

Awaiting PO Conversion by 

Buyer 

Approved Requisitions 

Manufacturing 

Dashboard 

Manufacturing Tab Release On-Time %/On-Time/

Late 

Release Date vs Planned Date 

In-Shop On-Time%/On-Time/

Late 

In-Shop Date vs Planned In-

Shop Date 

Mo Production Status MO Production Status Details 

# of ECNs by Status ECN Impact to MOs 

Work Center Dispatch 

Tab ▪ Active 

▪ Upcoming 

▪ Not Scheduled 

Operation Status 

Inventory 

Dashboard 

Inventory Tab Count of Parts by Status with 

Negative Net Available Qty 

Negative Net Available 

Value of Obsolete Inventory 

Count Tab Inventory Count Accuracy % Inventory Count Accuracy 

Appendix B: Legacy vs New Reports Appendix B: Legacy vs New Reports 

Legacy reports are no longer accessible in Costpoint BI 8.2. However, new reports have been introduced that 

replace most of the legacy reports. 

To help you access the new reports easily, you can use the Costpoint Business Intelligence Legacy vs New 

Reports Paths spreadsheet that lists the legacy reports, their previous and new report locations, and the new 

report names. Refer to the spreadsheet for more information. 
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