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Section 1: Primavera Portfolio Management Basics

How to Request Access to the Commonwealth Technolog y Portfolio (CTP):

The Commonwealth Technology Portfolio Tool (CTPaisecured website that uses single sign-
on authentication using the COV domain login id padsword to provide access to the tool. To
request access, please follow the steps below:

1.

6.

If you already possess a COV account, contact V&g @ ticket; request access to the
Commonwealth Technology Portfolio, and ask thattitleet be assigned to VITA-CTP
PROSIGHT APPL BUSINESS (PMD) to validate businesechfor access.

If you do not have a COV account, contact VCCCafticket; request a COV account be
created with access to the Commonwealth TechndRagtfolio, and ask that the ticket is
assigned first to VITA-CTP PROSIGHT APPL BUSINESSMD) to validate business

need for access. VCCC will provide additional instrons on how to request a COV
domain account.

Note: New users must have completed CTP trainingaee scheduled training prior to
access being granted to the tool. Training infdioma can be found at:
http://www.vita.virginia.gov/oversight/projects/

PMD will contact the user and Agency IT Resourcél) to validate business need and
access roles and responsibilities. If the busimessl is valid, VITA-CTP PROSIGHT
APPL BUSINESS (PMD) will reassign the ticket to tfiePartnership (ITP) to create the
COV account and/or add user's COV account to th&/ @Omain "ProSight User's
Group."

The ITP will complete actions, and reassign thketidback to VITA-CTP PROSIGHT
APPL BUSINESS (PMD) with the user's login ID infaation.

VITA-CTP PROSIGHT APPL BUSINESS (PMD) will then ate a user account in the
CTP application.

PMD will notify the user by email, of account crieat, role/responsibilities within CTP,
and instructions on how to login. The VCCC tickell then be closed.

Once CTP access is granted, COV passwords can fegeth through eSupport.

As a reminder -- all COV domain account holders tnalnge their COV passwords every 90

days.

An email reminder is sent automatically bg #iP to warn of pending password

expiration. You can change your COV password ufiiegonline P-Synch tool by performing
the following steps:



Go tohttps://esupport.virginia.gov

Click on the “Change your Password” option unde©¥CNetwork Password.”

Enter your email address (Firstname.Lastname @Ag&nagym.virginia.gov) for your
login ID.

4. Begin the registration process. Once registeredcgouise eSupport to change your
password or unlock your account.

wnN e

How to Access the CTP:

The URL ishttps://ctp.vita.virginia.gov/prosight/

Add this link to your Favorites menu or a shorticain on your desktop.



The Main Screen

When you log on to Primavera Portfolio Managem#ém, Main screen appears displaying the
last module viewed in your previous session or yefault entry module.

The Main screen includes a Menu bar, Module Naiogabar, Module Work Area, Title bar,
and Tool bar. You can choose the module you wantdrk with by clicking its icon on the
Module Navigation bar. The remainder of the Maimesn consists of the current module’s
workspace.

Menu Bar Module Navigation Bar Module Work Title Bar Tool Bar
Area

G. 3 .‘\" httpg://ctptraining testvita virginia.gov/prosight/Portfolios/iew, p - a CI X ”\@Primavera Porffolio ... I ‘

File Edit View Fgqvorites Tools Help
Commonwe alth Technology Portfolio

i 1|
{Training Suite)
Ba [nvestor Scofecard Workbook Forms

BV @ 135 VITA FY14-16 ITSP bl Datmasof: [EELEN

Form | Item | Clipboard | Collaborate | View | User | Setup | Help

[=] g speling | & &4

ITSP SUMMARY ITSP BUDGET TABLES AGENCY BRTS FINAL PROJECTS FINAL PROCUREMENTS

Web Portlel:

Report Title: IT Strategic Plan Summary B
Agency: 136 Virginia Information Technologies Agency Date: 4/28/2014

Tl

n

About The IT Summary

The purpose of the agency T Strategic Plan is to establish an agency-wide vision and priorities for agency
investments in [T and [T operations so that they promote the achievement of agency's mission and
business outcomes. The [T Plan Summary describes how agency [T strategies. goals. and objectives align
with the mission, vision, values, and daily operations identified in the Agency Strategic Plan. This IT Plan
Summary identifies the implications outlined in the Agency Strategic Plan and integrates them into L
implementable objectives and directives.

Current Operational IT Investments

In this section, describe the high-level strategy the agency will use to manage existing operational IT
investments over the next year to 5 years. This section should align with identified Business Requirements = =
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The Menu Bar

The Menu Bar is the horizontal medium blue linening left to right across the top half of the
browser window. The Menu Bar changes from moduleédule and allows the user to edit and
create new items, send forms and access othefws#ions. Below is an example of the Menu
Bar from theForms Module.

e : . Sehup | Admin | Log out | Stone, Kathey | M
Hl | Commonwealth Technology Portfolio

(Training Suite)
| |

o Investor | Scorecard | Workbook WEINCHM Dashboards | To-Do

E @ 136 VITA FY14-16 ITSP hd| Datzasof: RG]

Form | Tter) | Cipboard” | Colaborate | View | User | Setup | Help

The Menu Bar provides access to user functionsRmdavera Portfolio Management online
help.

To print the current form and data chooseRbem - Print menu option. You can also export
the form and data to a Word document by seledtmmgn - Export. Once the Export option is
selected, choose Open or Save to save the expideted

Investor scorecard | Workbook

Dashboards | To-Do

[ & 1TsP(14-16) IS @ 136 VITAFY14-16 ITSP M| Datzasof: [REeCH]

Form | Item | Cipboard | Collsborate | View | Ussr | Setup | Help |
T Edt.. =] 05 speling | &b B |
T New. |

Duplicate...
|

ITSP BUDGET TABLES AGENCY BRTS FINAL PROJECTS FINAL PROCUREMENTS

Edit Tab:..

rategic Plan Summary b

= irginia Information Technologies Agency Date: 4/28/2014

27y Export...
& print..

Log out

Upload Documents:

To attach a document to a form or to add additiolesails for justification, choodéem >
Upload Documentto upload the document to the server.

Investor | Scorecard | Workbook Dashboards | To-Do

(70 [2F ITSP(14-16) BOUR @ 136 VITA FY14-16 ITSP ~ =R Today

Form | Item | Clipboard | Collahorate | View | User | Sewp | Help

Edit... = =% Speling | & Al
@ New Item...
B New Porifolio of Items...
B New Portfolio of Portfolios...

TSP BUDGET TABLES AGENCV BRTS FINAL PROJECTS FINAL PROCUREMENTS

Upload Document...
WebF 3 Documents...

Ref €7 Send to Manager... lan Summary -




Click Browseto identify the document® be uploaded. Click Ok once document is setiecte

= Document - 126 VITA FY14-16 ITSP - Win...

UPLOAD DOCUMENT

GEMNERAL SECURITV

Upload a doocument for the item "136 VITA FY14-16 ITSPY

Spedfy the lecation of the document you want to
upload:

—
Location: ([ Browse) |

[ Flace a link in the item’s links list.

Owner: ; Stone, Kathey :J

Description: -

View All Uploaded Documents

To view all of the documents that are included witie [BUSInESS Case choottem -
Documentsmenu. You can Add and Remove attached documents.

Investor Scorecard | Workbook Dashboards | To-Do

B & [TSP(14-16) JES @ 136 VITA FY14-16 ITSP fd| Dataasof: [EEEN

Form | ltem | Clpboard | Collaborate | View | User | Setup | Help

Edft... [=] o opellng | &b 5F
@ New Item...
@ New Portfolo of Trems...
& New Portfolo of Portfolos..,

ITSP BUDGET TABLES AGENCY BRTS FINAL PROJECTS FINAL PROCUREMENTS

Upload Document...
WebP ] pocuments...

Reg 7 Send to Manager... lan Summary =

The option opens the window below and allows thex ts open, upload, etc. specific documents
created externally but associated with the item.

=2 Documents - E-forms - Windows Internet Explorer provided by WA IT Infrastructur...l | —— &

iew, edit or repiace existing Socuments. or UpIoad New oo nts:
< Documents of: | @ E-forms -
Iiak Ornaree Uploaded |

Upload...
=
|
EEr—=—|

Description:



E-mail

To send an email containing the URL of the pre$emtn, Tab and Item to any active user or
user group in the CTP application, choose ‘Collasron the menu bar, click Send Page, and
select the user. The Collaborate option will eddow you to obtain the page address of the
present Form, Tab or Item displayed on the screen.

'i . ‘ (Training Suite)
| .

Investor Scorecard ‘Workbook Dashboards To-Do

A ¥ Investment Business Case JiES @ E-forms
Form | ttem | Cipboard | Collsborate | View | User | Setup | Heip
“&4 Send Page... =] @ tew =| 5 speling | & 5
3 Obtain Page Address...
GENERAL INFORMATI( E BENEFITS TECHNICAL FEASABILITY GOVERMANCE AND OVERSIGHT APPROVALS
A New Alert...
&N Alerts...

NOTE: Every Investmentt * Add Process Link...
mustalsa have the 4850C = ook workflow...
filled out on the appropria

Funding forms. After com 5 Workflow Instances...

Help Function
To access the help function, click dtelp’ from the menu bar.

v " (Training Suite)

Investor | Scorecard | Workbook Dashboards | To-Do

| W

[0l 5 Investment Business Case jicul @ E-forms RCEES L Today

Form | Item | Ciphoard | Collaborate | View | User | Setup | Helo

Help = [ New ~| 3% Speling | & =57
Library
About Primavera Portfollo Management

GENERAL INFORMATION SCOPE TECHHICAL FEASABILITY GOVERNANCE AND OVERSIGHT APPROVALS

A screen appears to allow you to search a topic.

= Working with Forms - Windows Internet Explorer provided by VA IT Infrastructure ... | =] X

Working with Forms

%F‘reface: Using Online Help ol
@ Introducing Oracle® Primawvera® Portfolio I
@ 1n=tallation

@ Croganizing Hierarchies In Primavera Portfolio Management (PPM), you can view data

@@ fccessibility Features in a variety of ways. Forms are designed for entering or =
@ Configuring the System Components reporting the data of one specific item or portfolio at a time.

@ Working with Categories This data is then aggregated into brg picfure formats that

provide you with an overall view of your portfolio, such as
investor maps and scorecards. Forms have several unigque
features and gualities that make them more suitable for some
Portfolio Management tasks:

@ Working with Investor Maps

@ Working with Scorecards

Q Working with Management Workbooks
@ working with Tabs

@ Working with Forms

eh\.‘crl{lng with Dashboards

e Configuring Alerts and MNotifications
@ Working with the To-Do Module

@ The Guide Pane

%\"a‘crklng with Dependencies | =9
Q Working with Drynamic Lists

QCCD','lng and Pasting Data

@ Collaborating with Others

m

= Data Entry: forms are an intuitive data entry
mechanism for single items and portfolios. Data entry
components are arranged using tabs and group boxes,
enabling a flexible form design. Form designers can
tailor specific forms. guiding the user through an
efficient work process.

= Reports: forms are a great reporting tool, displaying
up-to-date information in both alpha-numeric and
araphical formats. Users can access external web




The Module Navigation Bar

i \ ¥V | l ‘ Commonwealth Technology Portfolio
(Training Suite)
| .

| Bl B st i il St

Setup | Admin | Log out |- Stenie, Kathey | Monday, 2

The module navigation bar allows users to selegnbdule. To open a module, click the icon on
that Navigation bar. The browser window displays tlew module. The Module segments are
summarized below:

e Scorecard An analytical reporting module that allows theiiesvers and portfolios
managers to view all initiatives across a portfalioorder to compare and analyze
specific data entered within the portfolio.

e Workbook: Provides the item summary detail for an individut@m. It includes
information on each phase in the item life cycleage deliverables, team members and
action items for the item.

« Forms: The data entry module that allows the user t@rebtisiness case data for
projects, procurements, BRT or OR/I.

» Dashboards: A collection of graphs to track and assess ssdegarameters of attributes.
The graphs can display trends or distribution ef $pecified parameters or categories in
a set of items.

Module Work Area

The Module Work Area is the content of the modble tiser selected and contains the project,
procurement, BRT or OR/I information configured tbhat module. Below is an example of a
Scorecard work area.

Investor

T ——

Scorecard Workbook Forms Dashboards To-Do

Scorecard: ety G W 136 VITA Projects ~ [WEECERS Today T

Scarecard | Portfolio | Clipboard | Colaborate | View | User | Setup | Help Highlight
& =

Ttems OR/IType Submitted by | OR/ISubmission Date Agency Agency OR/I Priority OR/I Due Date OR/I Discussion with VITA ATTR Netification Date
[ZX]

System = =
Scott, Constance - 136 Virginia Information Tech... — - - -

@ Automated Call D... Administrator, System — 188 Secretary of Human and ... - -
Budgeting and Bu...
4 @d

5 @ Commonwealth T... — 136ATTRN1, 136 = 136 Virginia Information Tech...  — = =

Administrator, System — 136 Virginia Information Tech,.. - =

Administrator, System — 136 Virginia Information Tech... —



Title Bar — Selecting What You Want to Do and the @rresponding Data or Iltem

The Title Bar allows users to select the specifiecnt, scorecard, or workbook and the
corresponding data (Iltem). Below is an exampleseliecting the Form Module and the
accompanying forms from the Form drop down menu.

Select Module then chose the Form from the Forms dp down menu.

Commonwealth Technology Portfolio

(Training Suite)

Scorecard

j Investor

b Datzasof: REREH

Form | Ttem | Clipboard | Collaborate | Wiew | User | Setup | Help

[/ New | 2% speling | & 54

GENERAL INFORMATION SCOPE BENEFITS TECHHNICAL FEASABILITY GOVERNANCE AND OVERSIGHT APPROVALS

The drop down menu appears.

g Investor Scorecard | Workbook 0 Dashboards | To-Do

[ Investment Business Case - @ E-forms - R Today -

Form )| 2 Select a Form - Windows Internet El = ‘ (=)

SP(14-18)

W ¥ Investment 14-16 Bienniur
] @ Procurement Business Alignment
M| G Agency ORI Setup

— Agency Operational Risk/Issue

R/ New w| ® speling | &b g

|

Recently Viewed Forms

m Funding TECHNICAL FEASABILITY GOVERNANCE AND OVERSIGHT APPROVALS

NOTH All Sear)
MUSH | & 53 commonweaith - CTP
BHCH (PMD Administration )

Eﬁ:ﬂd B8 (CIO Approval )
Jl| | =@ ropeseec Forms Drop-down
Projal I 2.0 5elect —
E-Ea 3.0Control TE

To get to the actual data, the user must choosehwgortfolio and Item to open. The Title Bar
allows the user to choose which portfolio to opewl & select the appropriate data (item).
Remember, the data format that will appear is datexd by the module previously selected on
the left hand side of the Title Bar. The Item ddmavn menu will display two views. The upper
part of the list displays the most recently viewtesns. The bottom part of the list lets the user
choose an item from the item’s hierarchy or seéocla specific item or object. To select an item
or portfolio, use the drop down menu.

] Commonwealth Technology Portfolio
(Trainina Siic)
J Investor Scorecard Workbook Forms

308 [0 Investment Business Case jiugl @ E-forms x> Datr asof: RELEY

Form | Ttem | Clipboard | Collaborate | view | User | Setup | Help

— e =] I New =| % Speling | & 0

GENERAL INFORMATION SCOPE BENEFITS TECHMICAL FEASABILITY GOVERNANCE AND OVERSIGHT APPROVALS

1C



[ ' ommonwealth Technology Portioli ‘
aSuits |
3 Investor Scorecard Workbook 0 Dashboards To-Do 1
|
o [ Investment Business Case L @ E-forms he G Today
Form | Ttem | Clpboard | Collaborate | View | User | Setup | Help Wu ::.‘@
=il =] [ Mew ~| 3% Speling | S

GENERAL INFORMATION SCOPE

MNOTE: Every Investment Business Case (IBC) form
must also have the associated fiscal year(s) funding
filled out on the appropriate Invastment Biannium
Funding forms. After completion of the IBC ga to these
forms and fill outthe funding data.

*Project Title:

E-forms

136 VITA Projects
Bl 135 VITA Agency Head Baseline Approval - Chang
@ 136 VITAFY14-16 TSP

I Recently viewed Portfoli;j

] 138 VITA OR/T
3ining Org Risk.

@ Commorealth Portfolios
[ il 165 Secretary of the Commonwealth (SOC)

Portfolio and Items Hierarchly

(504)
1

,,,,,,,, renimy

APPROVALS

Click on the ‘+’ to expand each PORTFOLIO until yfimd your project, procurement, BRT or
OR/I and highlight the object. If you have perrossto view that object, it becomes the active

object on all forms you view.

VR, \ .

Investor Scorecard Workbook Dashboards To-Do
Gl ¥ Investment Business Case = er Portfolios for Reparting ~ IECELE Today et
Form | Ttem | Cipboard | Collsborate | View | User | Setwp | Help > Select an Item or Portfolio - Windo... = =
=] New v % Speli
Bl 135 VITA Agency Head Baseine Approval - Change = R o e
SCOPE ° EBVHATHL s Dl PVEE\NMCEANDO\IERS[SHT APPROVALS

GENERAL INFORMATION

NOTE: Every Investment Business Case (IBC) form
must also have the assoclated fiscal year(s) funding
filled out on the appropriate Invesiment Biennium
Funding forms. After complefion of the [BC go tathese
farms and fill outthe funding data

*Project Title.

ttem Type:

*Home Portiglio: Commonwealth - CTP
Is this a Change/Updats ta an existing Project in CTP?

Investment Description.

Portfolios for Reporting

(5] 136 VITA ORI
Al Search

@ Commonwealth Partfolios
| 156 Secetary of the Commonwealth (S0C)

180 Secretary of Administration (SOA)

| 183 Secretary of Natural Resources (SNR)

TN Secretary of Technology (SOTEC)

@ 18)Seaetary of Education (SOE)

@ 146 The Science Museum of Virginia (SMY)

-l 1498 Virginia Commission for the Arts (VCA)

EMZ] 148 VCA Applications

: Enterprise Business Architecture
G 148 VCA IT Strategic Plans

BT 148 VCA R

||

11



PORTFOLIO AND ITEM ORGANIZATION

In Primavera Portfolio Management, Bem is a term used for the lowest record for whichadat
is collected. Therefore, a project or procurenagattems in Primavera and are part of t8@P
Portfolios. A Portfolio is a group of items.

} select an Item - Microsoft Internet Explorer

-- 221 Qld Dominion University (OO0
-- 233 Virginia Museum of Fine Arks (WMFA)
239 Frontier Culture Museum of Virginia
241 Richard Bland College (REC)
242 Christopher Mewport Univeps

WIMS TEST =%Z2
- -l 402 WIMS Projects
il 417 sunskton Ha H

+|- il 425 Jamestou:-n [IVF)

- @ 945 Southwest Yirginia Higher Education Center (SWHEC)
- 136 Secretary of Transportation (STO0

I

Portfolio Legend:

: Portfolio of Portfolios:  Highest
‘ Hierarchy or “Parent” indicated by
dark and shaded double folder.
i Portfolio of Tkems contains several portfolios.
Wl Portfolio of PortFolios Portfolio Items: “Child” hierarchical

relationship to Parent portfoli
Contains individual items; indicated b
dark single folder.

Items: Projects, Procurements, BRTIH
OR/Is, Applications, etc.

12



TheCTP Portfoliosare organized by SecretariesPastfolio of Portfolios.

[ 1tems and Portfolios
=@l Commomaealth - CTP
=@ Commonwealth PortFolios

166 Secrekary of the Commorwveesalth (S0
180 Secrekary of Adminiskrakion {SO0080

Agency Portfolio
of Portfolios

183 Secretary of Matural Resource

154 Secretary of Tec w LA TEC)

135 Secr ofF Education {(SOE)
Secretary of Trans i

ublic Safetw (SPS)

Secretary of Health and Human Fesources (S

190 Secrekary of Finance (SFIM)

192 Secretary of Commerce and Trade (SCT)

193 Secrekary of Aagriculture and Foreskrw (OS4F)

pEERY

FEEEREEEEE

LY

-l Storage
- == HR. Tesk Portfolios of Porkfolios

Each Secretary has all associated agencies Bodfalio of Itemsfor enterprise assets.

Elﬁ_l_ Commornywealth Porefolios —
L:_Iﬁ_l_ 155 Secrektary of the Commonveesalth (SO0 )
Elﬁ] 166 S nkerprises

i_ 165 SO Procuremenks (o210

Lol 166 SouC jecks
= 150 Secretary of admiNigkration (Soa0
=i 129 Deparktment of H an Resources Manage
129 DHRM Procurermaygbs (inSn0
I 1Z23 DHREM Frojecks
Skakte Board of Elections=s (S
132 SBE Procuremeaenks (S0
1==2 SBE Projeck=s
Compen=sation Board (C”BD
Commonyrealth Competition Council oo
Council on Haman Rights CCHRD

Deparktment of Charitable Gaming (OCEC ) Secretaries’
173 Ca” PFrocuremenks (0010 Enterprise
L 173 CaC Projecks Portfolios
Yirgimia OFFice For Prokteciion and adwocac:

SD.&.‘Affnl' e

150 SO8 Procuremenks (s

L 150 5048 Projecks

Deparktmenkt of General Services (Ci550 -

11 obj=eck=s

13



(=) Select an Item or Portfolio - Windo... E@ﬂ

Bl 136 VITA Agency Head Baseline Approval - Change A
@ 136 VITA FY14-16 ITSP
=1 136 VITA OR/L

Al
£l Commonwealth - CTP

1. PMD

2. CIO

B Commonwealth Portfolios

166 Secretary of the Commonwealth (SOC)
180 Secretary of Administration (SOA)

183 Secretary of Natural Resources (SMR)
184 Secretary of Technology (SOTEC)
=] 185 Secretary of Education (S
i@l 146 The Scenc Eum of Virginia (SMV)

[ 148 VCA Applications

H-ill 148 VCA BRT

t-~1 148 VCA Enterprise Business Architecture
H-i@ll 148 VCA IT Strategic Plans
148 VCA ORI

- -
al

| VCA Service Areas NC
-l 185 SOE Enterprise i

Each agency has Portfolios grouped by item tygesltem can be a Project, Procurement, BRT,
ORJ/I, or Service Area. New Items are added tafty@icable Portfolio.

Portfolio of Items: Applications,
BRTS, EBA, Strategic Plans, OR/Is,
Procurements, Projects and
Service Areas

14



The Tool Bar
The toolbar allows you to Reset, Spell Check, PEnail and Request information.

Commonwealth Technology Portfolio

(Training Suite)
To-Do

VA

J Investor Scorecard Workbook

Dashboards

G 5 Investment Business Case I @ E-forms

Form | ftem | Clipboard | Colisborate | View | User | Setp | Help

GENERAL INFORMATION SCOPE BEHEFITS TECHNICAL FEASABILITY

= Submit — This feature is not currently active.

= Reset— This feature is not currently active.

» Spelling — All spell checking should be done in Word. Thesture is not working
properly.

» Print — This key allows the user to print the curremtrfaand its content. It does not
print the document exactly, but opens up an htrpbriein a new window, and then
opens up a printer selection window. You couldticwre to print the report or cancel.
You may also copy and paste the report into a woatessor. Note that in this
function, all tabs in the form will be printed, npist the tab showing on the screen.
[Under the Form menu choices, you export the report directly to MS Word].

» Send Page- This key will allow you to email a URL link ohé current form, tab and
item to another Primavera Portfolio Management.u3ére email address used is based
on the user address that is set up in PrimaverdoRorManagement. This capability
greatly simplifies the steps necessary to commtmiadéth another user about a specific
piece of information.

* Knowledge — This option allows the user to view informatioglgful to the usage of
the page.

To Email a link to a current Primavera Portfolio Managemasér, choose the Send Page
button.

VA

K@ [nvestor Scorecard Waorkbook

Commonwealth Technology Portfolio

= Send Mail - Windows Internet Exp\orer provided by VA IT Infrastr... l = ‘

From Stone, Kathey (kathey. stone@vita virginia. gov):

EOH 5 CPGA Project Charter

Form | Tem | Ciphoard | Colaborat= | View | User | Sewm | To: ‘|
Ce:

Subject [Forms: CPGA. Project Charter (form) - Application X0YZ (item) from Primavers Portfoio Management

floday -

] w2 speling (& 9] %)

kathey. stone@vita virginia.gov;

GENERAL INFORM...  POINTS OF CONT... EXECUTIVESUM.. PROJEQ PROJECT AUTHO... APPROVALS PMD RELATED A...

This Primavera Portfolio Management mai was sent to you by Stone, Kathey

e, Kathey has Iynua\lnkanP Portfolio I nt Pag
Cick the pen Primavera Porfoio Management, The page il s isplay item Appiication XYZ' in
form €A o JE?IDT‘Flr

“Title: | Application XYZ

*Home Portfolio J- 136 VITA Projects

fest via tfolios/View htm?
window= D &f mD=1548(abiD=15

*Working Title J XYZ

An e-mail screen appears for you to compose and aenessage.

15



Knowledge is an information repository unique to the currdigplay. When the light bulb is
yellow or visible, information pertaining to thercent display is available. The example below
shows the instructions #mowledgeabout theChange Control Requestform.

IVIA 0 ~A.;~! vlogy.Porfllis

Investor | Scorecard Workbook 0 Dashboards | To-Do

b e = j - — - Dataas o S
[ CPGAPieci Chalter g = Knowledge for CPGA Pr..l—= | = oy
Form | ltem | Clpboard | Collborate | View | User | Setup | Help
KNOWLEDGE | S —
=] e speling | & g || @
'y Knowledge for Form ‘CPGA Project Charter"
GENERAL INFORM... POINTS OF CONT.. EXECUTIVE SUM... PROJECT PURPOSE PROJECT Bli EU RESOURCES & CB... PROJECT AUTHO... APPROVALS PMD H.ELAI'U.

Knowledge for Form ‘Project Charter
CPGA Project Charter

W

#GENERAL INFORMATION** — Basic information that
identifies the project The Tab is bidirsctional
(displayed on both forms) with many of the forms in

e [oicaion 07 =

*Home Portfolio: \i 136 VITA Projects Title — The proper name used to identify this project.
“Working Titie: jxyz W¥orking Title - The working name or acronym used to

identify the project. If an acronym is used, define the
- - B o= 0 — . snecific meaninn nf pach letter

16



Section 2: Forms

Forms are the primary method of entering data. afocess Forms, ensure the Forms tab is
selected at the very top of the Primavera Portfiglamagement screen.

Tour of Forms

Knowledge (lightbulb) gives
you more information on the
usage and function of the form
you are in.

Item: | © AA 14 Target Service Mode!

et O Mew ~ 02 Speling | S hd V)

INITIATE IN EPM

\ Form Tabs organize the form | —
Y information into logical sections

] Group Boxes are visual aids that ily viewed
e fi at are easlly viewed.
*Home Parfolic USed to separate a form’s fields Y
into manageable groups. They
are numbered sequentially. 4

The purpase ofthe Goncapt Inftiation Farm is 1o enable portfolio managers Hasthis projectbeen | Ves O i it
to model new concepts orideas against the established porfolio, using set up on EPM and Far up-to-date infarmation
estimates ofthe value they may bring to TDBF G, Once a concept has heen syre'd with ProSight? and EPM values,
approved for full business case analysis (proposal), itis entered on EPM,

Aftetthis point, data on this form I5 for histare purposes only, EPM data is Date of fastupdate fram | 1141772008 /

crossed to separate fialds in ProSight

Prompts use common
language to describe metrics.

5]

hello H planning =

Users can select a form by two methods: the Forafisahd “Processes.” The Forms Tab allows
you to use the pull down menu on the right sidéirgi select thdtem, then select th&orm
from the left side at the top of the Primavera fétic Management screen. It will display a
menu. Click on thet’ to expand various folders until you find the foyou desire. Highlight
the form. If you have permission to view that fotime form will open and display the item you
may have selected.

Select a Forn

alth Technology Portfolio

(Training S=ite)

U @ E-forms bl Dataasof: REEEH

VA

J Investor Scorecard Waorkbook

[0S [ Investment Business Case

Form | Tem | Clipboard | Collaborate | View | User | Setup | Help

(=] [/ New | 2% speling | & 54

GENERAL INFORMATION SCOPE BENEFITS TECHNICAL FEASABILITY GOVERNANCE AND OVERSIGHT APPROVALS
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The CTP form menu list appears.

=]
& CPGA Investment Business Case —

[& CPGA Project Charter
& CPGA Pre-Select Risk/Complexity Assessment

B8 Commonwealth - CTP

E-E8 1.0Pre-Select

E-ZH Project Business Alignment

B-[ZH Project Business Alignment Biennium Funding

CPGA Investment Business Case

CPGA Investment Business Case - Latest Approved

CPGA Investment Business Case - Original Approved

CPGA Pre-5Select Risk/Complexity Assessment

Procurement Business Alignment and Initiation (APR)

Procurement Business Alignment and Initiation (APR) - Latest Appro
s Procurement Business Alignment and Initiation (APR) - Original Appr

=4 2.0 5elect

L[ Certification

E-ZH3 3.0 Control

&-E@ 3.1Project Initiation

E-E8 3.2 Project Planning

&-E@ 3.3 Project Execution & Control ﬂ

/> Select a Form - Windows Internet Explorer provide...

NNNNYNY

FORM TABS

Form Tabs are the segments of the form that cosfacific information. To select a Form Tab,
click on the desired Tab.

AW Tscorecarol BV Tonieooil KA ol 1™ Joichzomkosh A CAN0m00  serun

Form: | @ CPGA Project Charter - Item: | @ Automated Call Distribution System

Form | Item | Clipboard | Collaborate | View | User | Setup | Help

Stk

GENERAL IN... | POINTS OF .. EXECUTIVE ... |PROJECT PU... PROJECT BU... PROJECT DE..  MAJOR MIL.. MEASURES ... RESQOURCES ...

“Title: | Automated Call Distribution System

Waorking Title: |

Froponent Secretary: | 184 Secretary of Technology

Froponent Agency: | 182 Secretary of Human and Health Resources Enterprise

Frepared By: | Administrator, System

Date Finalized: |

18



A form may have one tab or multiple tabs. The tat®s used to improve organization of the
form. You can click on a specific tab to go tottpaint.

The Primavera Portfolio Management back end is arddoft SQL server database and the
forms provide access to data in the database.

Some fields have a pull-down menu arrow allowing yo choose values. Other fields allow
you to type in your entry. If the field is coloreather than white, this means either the value is
calculated or you have read only access to the détaere is a ‘lock’ in the field, then you do
not have read access to the data. A form withlladown menu is shown below. Note the menu
arrow for that field.

3 [ Project or Procurement Determination B @ 136 VITA FY14-16 ITSP ~ [IEEEEEE Today

Form | Item | Clipboard | Collaborate | View | User | Setp | Help

5 speling | & 5| ¥

PROJECT OR PROCUREMENT?

*BRT Name, ‘ 126 VITAFY14-16 ITSP

“Home Portiolio | 136 VITA T Strategic Plans |
Secretariat 184 Secretary of Technology

Agency. 136 Virginia Information Technologies Agency

Answer these questions to determine if your BRT will be best
fulfilled by a (stand-alone) Procurement, or a Project

1. Is the effort a temporary endeavor with defined startandend ¢ |
dates, and results in a product, service, or result that requires IT
staffto manage? Ifyes, itis a project

2. Will the effort resultin new or increased functionality in an o
ietinn IT sustam? Ifvae itisanmiset | e

To select a value from the pull down menu, you nalisk the value you wish to seleetf the
field is calculated or you only have read acceshédfield, then when you click it will become
shaded.

Shown below are examples of mandatory fields aglddithat you can't edit.

Mandatory Fields

KEY METRICS UPDATE FINANCIALS UPDATE ALIGH
[ 2 |
*Itern Narme: [ cB Server Migration Fraject Status Candidate

Technaology Project Murnber: | IT13872 / @anm |

Mandatory fields are
marked with an * asterisk.

When a mandatory field is
not filled in, a red squiggly
line appears under the
field’s name when the

form is submitted as an

EPM displays Potential Ask and Plan Amounts as tokals only. Where required, break these down inko expense bype categories.

Fiscal Totals Amount  TOTAL Dev't Employee Contract Outtask  Non-Dev't Hardware Soff

from EPM TOTAL Dev (FTE) Dev Dev TOTAL error Indlcatlon
Potential Ask o 22,480 7,150 5,000 2,150 15,330 e roay
Original Plan o o 0 asdf i o
Revised Plan o 17,480 2,150 2,150 15,330 15,330
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Fields You Can’t Edit...

Statue T In an entry form,

- ) fields that are not
“Plan Status Approved > enterable look like
Project Status: | Open o this.

Tables can be used for both entering
or displaying data.
To edit a cell on a table, double-click

the cell. If it is grayed-out (cross-
hatch pattern), it is not an enterable
field (i.e. calculated or imported).
EPM displays Potential Ask and Flan aAmoung€ ss totals onky. Where required, break these down into expense type categoriss
Fiscal Totals Amount | TOPAL Dev't Employee Contract Outtask MNon-Dew't Hardware Software Consult-  Premises Other
from EPM TOTAL Dev {(FTE}) Dew Dew TOTAL ing
Potential Ask o 22,480 7,150 I5, ooo| | 2,150 15,330 15,330
original Plan o o o o
Revised Plan o 17,480 z,150 2,150 15,330 15,330

ACCESSING FORMS: ‘PROCESSES’

The other method of selecting a form is to usec¢Bsses.” The ‘Processes’ feature of Primavera
Portfolio Management allows the creation of stepstgp procedures. In the CTIFJM Pre-
Select, Select, Control, and Evaluation Phasese the processes that you will use to manage
the IT investments as portfolios.

To open theProcessesframe, click on the double arrow ‘>>" at the faftlat the top of the
Primavera Portfolio Management screen as showrnwbédtose the frame by clicking on the
double arrow ‘<<’): The back and forward buttonshet top of the frame will change the view of
the frame to the previous frames you have navigated

Click here to
Show/Hide
Processes

Commonwealth Technology Portfolio
(Training Suite)

Investor Scorecard Workbook Dashboards ToDo

(23 1.0Pre-Select Phase (BRT) ™ [0l = Project or Procurement Determination B @ 136 VITA FY14-16 TSP > IR Today

oAdd - Edit. Options = Form | Ttem | Clpboard | Cofsborate | View | User | Setup | Help

Back =

Pra-Selact Phase (BRT) PROJECT OR PROCUREMENT?

Step 1 Operational Risk/Issue
(OR/1) Initiation (VITA only)

[ Agency OR/I Setup 1El  *BRT Name [ 136 VITAFY14-16 TSP
Step 2 Agency MUST Respand to “Home Porfiolio: | 136 VITAIT Stategic Plans K|
an OR/1
=1 ORI Status Scorecard Secretariat 184 Secretary of Technology
- Aaencv 136 Virainia Information Technoloaies Agency
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The workflows are displayed as process links wehatiptions, in a new left bar available in any
of the Portfolios modules. Once tHerocessesframe is open, you can select from the drop-
down menu to open the various processes as shdawv:be

IVIA omma A' log Portiolic

Workfons DN [Nvestor Scorecard | Workbook 0 Dashboards | To-Do

@ 1.0 Pre-Select Phase (BRT) 2 or (3 Project or Procurement Determination > te @ 13BVITAFYI4-15ITSP ot Datz as o Today b
& Select a Folder - Wi... | (22 P Jbos | Coleboraie | Vi | Gam | 5o | P
e — ]

+{13 My Processes

({38 Archived Folders PROJECT OR PROCUREMENT?
=3 ITIM Processes 1

! B 1FAQs-(HowDoL..?) ?

i [E{38 2 ErhancementDescriptions

i {8 3. Glossary [136 VITAFY14-16 ITSP

! {38 4 How to remove [E secure and non secure

| )5, Hiow th st enancementsjchanges & [ 8 136 ViTA IT Strategic Plans |

{ EZ@ A Commenwealth Technology Portfolio Man
: {28 1.0Pre-Select Phase (BRT)
~(Z3 2.0 Select Phase (BRT)
B8 3.0 Control Phase
A

184 Secretary of Technology

436 Virginia Information Technologies Agency

The text of the processes appears with any assddiaks or documents to assist you within that
respective module.

i | ] Commonwealth Technology Portfolio
| (Training Suite)

Workflows Investor Scorecard Workbook

(08 1.0Pre-SelectPhase (BRT) ¥ [Z5008 [ Project or Procurement Determination JE2E @ 136 VITA FY14-16 ITSP bl Dsts asof: [EELEW

pdAdd  ~ Fdt. Options v Form | Item | Clipboard | Collsborate | View | User | Setup | Help
Back & =

Pre-Select Phase (BRT) PROJECT OR PROCUREMENT?

Step 1 Dperational Risk/Issue
(OR/T) Initiation (VITA only)

[ Agency ORI Setup = *BRT Name: I 136 VITAFY14-16 TSP
Stap 2 Agency MUST Respond o *Home Portiolio: [ BB 136 VITA IT Strategic Plans =l
an OR/T
= ORI Status Scorscard Secretarial: 184 Secretary of Technology
m Agency: 136 Virginia Information Technologies Agency

Agency Review/Approval of OR/I

NOTE: In ‘Processes’ multiple links to the same form may exist, bu¢ timks will go to
different tabs based on the form selection.
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SAVE, RESET AND SPELL CHECKING FORMS

Saving a Form: To submit or save a form, clicklemSavetab.

Submitting, Resetting and Spell Checkil

[ T R T2 rorms NEW will create a new

Form: | [ Concept Intiation ~|  Ttem; © New Candidate

Form | Item | Collaborate

SUBMIT will update the system
with new or changed information SPELLING checks
from the entire form (all tabs).

“tem Name: ( )

*Home Porifolio: [ &l tems and Portfolios

for spelling errors
in all text fields on
] active tab only

ST RESET refreshes the

The purpose of the ConceptInitiation Form s to enabile portfolio ma form with the values -Egr:\fzc’:}éifférffﬁ”’sw
to model new cancepts or [deas againstthe established portfolio, i saved on the Far up-to-date information
estimates of the value they may bring to TDEFG. Once a concept has| . . and EPM values,

approved for full business case analysis (proposal), itis enteredon | Previous submit.
After this point, data on this form (s for historic purposes only. EPM
cfossed lo separate fields in ProSiaht EPM

Client G uide 1-1

e The " Automatic Savé window below will appear when you attempt to nategaway
from a form in which data has been changed witkabtmitting.

 “OK’ will automatically submit any data you have chahge entered and you will
navigate to the new form or module you requested.

 “CANCEL” returns you to the form you were in so you caniesgvyour edits and
manually submit or reset.

Commonwealth Technology Portfolio
(Training Suite)
Investor Scorecard Workbook Dashboards | To-Do

B @ 136 VITA FY14-16 TSP Data asof: RISt

Form | Item | Clipboard | Collab e Hom . ﬁ‘

Back £ Save | Rese

Pre-Select Phase (BRT)

‘o Are you sure you want to navigate away from this page?
Step 1 Operational Risk/Issue y
(OR/I) Initiation (VITA only) >

The system saves your data automatically when
you navigate to other pages.

(T

[5¥ Agency OR/ Setup *BRT Name: | 136 VITA FY14-

Step 2 Agency MUST Respond to
an OR/L

1 ORI Status Scorecard

*Home Fortiolic: &8 136 VITAIT]
- Press OK to continue, or Cancel to stay on the current page.

Secrefariat 184 Secretary.

Agency. 136 Virginia Infd
Agency Review/Approval of OR/T
respanse

o [Loma ]
[& Agency Operational ancel '—

RiskjTssue Form

Agency Resohstion of an OR/T Answer these questions to determin
fulfilled bv a fstand-alone) Procurement. or a Proiect
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The “Fill in” window will appear when a form is submitted withamdatory data
missing.

“OK” returns you to the form to update the mandatotg Hafore submitting.

Processes Workflows

Have you discussed this BRAT with your ] L]
(38 1.0Pre-SelectPhase (BRT) VITA Customer Account Manager (CAM)?
(YesiMa)
fdAdd  ~ Edit..  Options
Back =
Pre-Select Phase (BRT)
Step 1 Operational Risk/Tssue Does this BRnT address an Operational Riskissue? (YesiNo). lj
(OR{I) Initiation (VITA only)
Ifan 0 Risk or|ssue is &
3 Agency OR/ Setup.

associate the BRnT with the Oper;

Message from webpage @

m

Step 2 Agency MUST Respond to
1

an OR/. Operational RIsk/Issue Depended rection: Supports, Type: BRT
= ORI Status Scorecard | ! ‘Assigned Agency BRT Portfolio (Select a Portfolio)' must be Add.
7 % filled in,
Item Name = OR/IDue Date OR/I
Agency Review/Approval of OR/I Discus... Q
Py o
& Agency Operational

Riskflssue Form

N
Acency Resolution of an OR/T

The*" Data Entry Error!” window will appear when an incorrect data typengered into a field.
This error message does NOT define the error yoe Ingade — it is an error indication. The

example shown indicates an incorrect date formadtheer example might be a non-numeric
character in an integer field.

Form: | [ZF Key Metrics (Update AFker Every Phase) A Item: @@ CB Server Migration Project

Form | Item | Cal | User | Help
Submit | R
A pata Entry Error!
KEYMETRICSUPDATE ALIq
Error checking mechanism has just notified you
that data has been entered incarrectly,
by drawing & red wavy line under the field name
4 5 : . ;i
Iterm Name: CB Server Migration Project i e e el s i, AR e itus Candidate
Technology Project Murmber 113977 mouse pointer over the underlined field's name

Example

W' 38-p003  *

Date Format incorrect:
alid date examples: 12/24/2002 or Dec 24, 2002.

j Status: Qpen

EPM displaws Potential Ask and Plan Amounts as tatals anly. Where require;

Fiscal Totals Amount | TOTAL Dev't Employee W Gl e sult-  Premises Dther
from EPM TOTAL | Dev{FTE)

Potential Ask 1] 22,480 7,150 5,000

Original Plan i i 0 asdf 5 0

Revised Plan i 17,480 2,150 2,150 15,330 15,330

The following indications are used to highlightaes or missing data.

[ 728 with errors are underlined with red squiggly I _ines |l
T N canane
Mandatory fields missing data are underlined ||

Error indication lines identify FIELDS
with an incorrect data type
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Printing a Form: Select Print from the Form drop down menu.

’ Form prints to HTML format l

Edit Form Tab...

Total €
Knowladge Fiscal |

s Report - TD Bank Fi

ncial Group Confident

r0soft Internet Explorer

33,0

Export =7 ][ seachwe [-] 2 (e i | CIMal ~ @ MyYahoo! + [R] Pessonals ~ () Shopping + o Games + © Huse -

20,9 =
2
Lageuit 5 i y o / * All ProSight
Mandatory i) 2| Form Report, printed by: Testid, TOCT, Dec 6, 2005
Technology Initistives 4 BIN Pi B
Suppert the Base 4 15| N
ore [N ~| _Povsie: |
io Display N
Staus:  Delaukpiner Ready

% Rev Plan | Total Orig Fiscal Plan Trpe Cancn 2 jecast | Fiscal Run Rate
Where:  USEPANDT |

ToraL = 300,976 | | Comment I~ Pinttofie rs0r| s

Discretionary o 21,799,308 o] opsoon

Technology Initiatives 33 20,975,308 o & 7,021 5,394,974

Sl Enhencemerts 0 EX R g . e = | oo )

«

S o e | (2 S o

it pm— LR = e | i

Technology Tntotives . o292 )

Suppart the Base 5 \s0| | R i R — onz| 4

. €Ol the selected fae:
Fronter ¥ I & Al anes nddly 4517 17
E 16 Lo L € ey or a1

Erhancemen Agps 10 763,00 r08|  oasoen

Utiity Apps. 23 9,113,570 [ Print all linked documents ™ Pint table of inks 2,392 2,038,261

Infasucure 17 15552,072 Concel | b2 oo
|

Select the Print Settings:

Cefine the followving print settings:

Range Content

= Al Tabs Lol |
 Current Tab © Graphs only
Display Graphs... Page Orientation

&+ Graphically & |:| P
. orirar

Az Tables
i l:l Landscape

Sek same Page Orientation in the Browser's Print dialog.,

Ol I Cancel

The word document appears.Continue to print.

Procurement Business Alignment ¢ormy / 129 DHRM Procurements (O&M) (ortfalioy ProSight
Form Repart, printed by: Cummings, Edna, Aug 7, 2006

[ PROCUREMENT ALIGNMENT |

General

Title: 129 DHRM Procurements (OM)

Home Portfolio: 129 Deparkment of Human Resources Management (DHRM)
Description: TEST

Item Type (Procurement):
Proponent Secretary:
Propanent Agency:

Procurement Infrastructure
Type:

Item Classification:
Planned Start Date:
Planned Completion Date:

Procurement Cost:

Appropriation Act/Funding

[ SERVICE AREAS |

[Alinn Tnvestment tn Servire Areas |
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To produce reports, retain a historic record, oovygte information outside of Primavera
Portfolio Management, use tBXPORT feature on the Menu option.

Exporting Forms e

I Forms export to Microsoft Word
format only. This is a good way to
retain an historic record of your item
or portfolio over time.

N TwvESTORN NWTSeoREcERDN

Farm: | [ Executive Summary

T rorms

CForm | Ttem | C | User | Help

= Executive Summary (Form) / * All Ltems iPortfolio) Prosight
Form Report, printed by: Testid, TOCT, Dec 6, 2005
Z MNew.
Duplicate
I EXECUTIVE SIMMARY ]
1 _————
Edit Form Tab. . B Filc Download =]
Total Orig
Krowledge ki ) Some flescan ham yous compute. I e e rormation beow T oeise |Gz
33,085,376 ks s, ly s e s, o o S pent 1otal Fscal Feech
21,759,308
EE il nane: v Summas A1l dos 7| o] 4] semewr| e
Fie ype:  MietosltWord Document
[REEn D
Logout Fom 48311282
75| ez 3| oot swmye
o = o 7oooms|  m0
ol ouke o open he il o savg AT Gour compuler?
o sman 7| 7| smemn
Open Cancel More Info
o | TN e
[ Alays sk before cpeningtis typeof e
7 Aluey penng s P 5 150,465 8 B8,945,143| 1,304,130
Support the o[ temwo| ismmn| sonme| | zoeniz| sez
b
Funding Class
Fronter m Lon| el s 1| rmmer|  esur
Ehencemert | 10| 7peama|  42es| 261206 o S| zzmmz
ity Aops z[ oien| osnms| 2 2| amszm| zummt
Tohre | 17| tnemerz|  meizr| teeneo| | w4 tzswzed| aziewmr

Select the Settings:

xport Settings - osoft Internet Explorer [ [E]
EXPORT SETTINGS

Defing the following export settings:

Range Content

& Al Tabs = Al
 Cutrent Tab  Graphs only
For Office Version Display Graphs...
' 2003 fo show Graphs ' Graphically
2000 " As Tables
Page Orientation

(ol |:| Partrait (@ l:l Landscape
QK | Cancel

Select Open or Save:

File Download Ea

Do you want to open or zave this file?

Mame: ...iness Alignment-129 DHRM Procurements O, xml
Type: ¥ML Document, 37.1 KB

From: ctp.kest, vita,virginia.gov

Open Save Cancel

Wwihile files fram the Internet can be uzeful, zome files can patentially
harm your computer. If you do not trust the source, da not open or
save this file. What's the risk?
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The file appears as a word document.

[Procurement Business Alignment (Form) / 129 DHRM Procurements (Q&M) .
(Portain) ProSight

Form Report, printed by: Cummings, Echa, Aug 7, 2006

[ PROCUREMENT ALIGNMENT

General
Title: 123 DHRM Frocurements (M)

129 Management (DHRM)
Desaiption: TEST

Ttem Type (Procurement):

Proponent Secretary:

Propanent Agency:

Procurement Infrastructure
Twe:

Item Classification:

Planned Start Date:

Planned Completion Date:

Procurement Cost:

Appropriation Adt/Funding
Status:

RECORDING DEPENDENCIES

Dependencies allow users to record the relatiosshgiween Items. Below is an example of a
form with a dependencies component. Dependencytasbre also supported in the Workbook
module. NOTE: Dependencies features are seledted & form is created.

SLMINGS; BONE | WeaAnEsaay; g g LUl

| Ttem

I St s Speling | & T

GENERAL INFORMATION BUS. PROBLEM /| DUTCOME ALIGNMENT T0 GOALS SERVICE AREAS, EXTERNAL FACTORS EDLLABORATION

Select Service Areas this investment suppors by clicking on the "Add" button (below right), Afierthe Service Areas have been added, indicate the Primary Bervice Area by
double clicking onthe cell inthe "Weight' calumn. Describe how the investment supports the Service Area by clicking on the Benice Area name and then press the "Edit"
i hutton; enter the description in the "Annotation” box

Service Areas Supported Direction: Supports, Type: Service Area

Item Name weight Cost StartDate EndDate  Phase
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Examples — Working with Forms

1. Select a Form from Forms Module:

Make sure you are in the Forms Module (click on thRerms” Module on the Module
Navigation bar).

a. Select a Form using the Form drop-down menu of thEorms Module’s Title Bar
» Click on the'+’ to expand various folders until you find the foyou desire.
» Highlight/Click on the form. (If you have permiesito view that form, the form
will open and display the data from the item yolested).

b. Select the Item from the Item drop-down menu
» Click on the '+’ to expand various folders untilwyalrill down to the Item you
desire.
» Highlight/Click on the Item (You will be able tolset only items that you have
permissions to, all others will be grayed out).

Note: You can also use the search function of tbe-down to do an Item Name Search
and find an Item.

Use Search function and access the “Project ChaRerm — Search for “Project
Charter”.

2. Update Form Data and Save / Submit a Form:
Access a form — (Example — CPGA Investment Busi@zsse Form)
Enter Data in some of the form fields
Click on the Submit button to save the data
Verify if data is saved.

3. Using the same form, select and view data from aftiérent project/item:

For the CPGA Investment Business Case Form, chtregéiem and view the data from a
different project by selecting a different projécm theltem drop-down menu.

Note: You can also use the search function of tbp-down to search by Project Name.

Use Search function and access the “Records Mareagémroject — Search for “Records
Management.”

27



Section 3 Scorecards

Scorecards are a customized view of selected aagsdor a given Portfolio and serves as a core
management tool. Using the table forn@&tprecardgrovide a comprehensive overview of an
organization’s performance and items based on efieetl criteria. Scorecards are versatile and
dynamic and also provide simultaneous qualitatopgantitative, subjective, and date-driven
indicators and values. One view allows you to $iameously analyze Items and compare
Categories. This quick review allows you to quiclisess areas of interest or potential concern.
Scorecards streamline updating category and value®re than one Item.

What is a Scorecard?

43 Scorecards display data in a tabular format, smhila
spreadsheet

J' Tip: Both a scorecard _and a
portfolio must be selected in
order to view any data.

Headers display category
names or labels.

Portfolios $RevFiscal %Plan % Plan % Plan %Plan # # # #No $PlanGood $Plan  $Plan  $PlanNo
Plan Total __Good _Moderate _Poor _No ¥alue Good Mod Poor_VYalue Moderate _ Poor Value
0

&' * Portfolio of Porfolios 51,163,977 a4 7 9 0122 16 3 37 42,844,753 5814512 4,504,712

1 @l bonds - demo TWE| 7,204,346 a0 13 7 0 23 3 2 0 5,759,063 | 959,910 485,375 0
2|l bonds - demo TWEs 3,301,375 100 0 0 02 0 1 03,291,000 0 10,375 il |
3 | bonds - manual EPM 3,775,000 100 [} [ [ z Ao o 4 3,778,000 0 [ 0
4 | bonds - phases pre- 36,530,254 31 ] 11 [ \13 6 33 30,016,690 2,854,602 4,008,962 0

’ Rows display item values. I

Right mouse button:Allows for a windows type utility and accessegecbs and menus.

Commonwealth Technology Portfolio
(Training Suite)

Workbook | Forms | Dashboards | To-Do

Seoveeard: [l

Seorecard | Porfolic | Clpboard | Collsborste | View | User | Semp | Help Haghlighe

& =

Items OR/I Type Submitted by OR/I Submission Date Secratary Agency Agency OR/I Priarity OR/IDueDate  OR/I Discussion with VITA  AITR Notification
caM Date

Yz |
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Commonwealth Technology Portfolio
(Training Suite)

Seorecand | Porfoiio | Clipbosed | Collsborate | View | User | Senp | Help Highiight

& =9

Trams OR/I Type OR/IDuaDate  OR/I Discussion with VITA  AITR Notification
cAM Date

(7] 136 VITA OR/T
1 @ Training Org Risk

TheTitle andMenu bars function as they do in other Primavera Photfdanagement modules.

TheTool bar consists of the following buttons:
* Navigation: Use thétab’ key to navigate between cells.
e Print: print the current scorecard.
* Mail: e-mail alink to the current scorecard.
* Knowledge: access the scorecard knowledge portal.

Each scorecard has a list of cross referenced am@ego a portfolio. Some examples of these
categories are:

» Health: indicator of the general performance of the Itewlpr and graphic codes are
used.

» Life Cycle: phases of Item.

* Budget: Indicates the actual or projected funding foitem.

* Summary Row. summary values for the category column for thenlgsined items in the
portfolio. The summary format can be defined facle category and can be depicted as
an average, total or any other defined user method.

* Indicators: current status of a category depicted by colmt shape coded symbols.
Indicator tabs can be updated.

» Values: the actual value status for each item or podfdlialue tabs can be updated.

Displaying Portfolios and Scorecards:To display a scorecard, select a portfolio from the
navigation tree. In the scorecard field, clickcarecard from the navigation tree.

Resizing columns: Move the cursor to the column divider to the rightthe required column
until the cursor becomes a double-headed arrowckGind drag the column divider to the
desired size.

Hiding and Showing Columns: Click the title of the column to be hidden withet Right

Mouse button and select hide column from the digggoopup menu. To display the column,
selectView, Unhideall columns.
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Sorting columns: Right click category title you wish to sort. Agpap menu appears. Select
Sort Ascending or Sort Descending.

Changing the sort order: Click the header of the items column. A pop-upmappears. Select
Sort Status Ascending or Sort Status Descending.

SCORECARD CELLS

Scorecard cells are tl®nvergence point of each row that displays thae/ébr a specific item.
Clicking a scorecard cell displays a pop-up menrat fprovides options for editing and for
viewing information connected to the cell conten&corecards are used for updating a single
parameter, i.e., funding update, and updates ore8ans are in real time.

Data cells are the cells within the scorecard. 1®any Cells are the top cells in each column and
contain a summary of the information in that coluniio display a popup menu, ‘right click’ the
cell. The following options are on the popup menu

» Dashboard: Drills down to the dashboard for the cell.

* Trend: Displays the Trend tab of the Cell Propertiesdsin to view the cell history
(i.e., graph, value, indicator and update inforowdti The Trend tab of the Cell
Properties window displays the values enteredercéil over a period of time as a graph.
The graph will display:

o Today line Current values.
o0 Future line: The future line includes future values.
0 Reference valuesDisplays several lines, one for each category.

e Cell properties: Displays the cell properties window to view infation about the cell
(i.e., indicators, values and update methods,.efthe Cell Properties window opens to
the last viewed tab in the window.

» Update: Enables users to perform the cell update. Dupdate is a feature that allows
you to update the value or indicator of a cell hyeeng a value of selecting from a drop
down menu. To update a cell:

Right click the cell and chooddpdate from the drop-down menu. If the value is
numeric or text string, the cell clears. If thdueis not numeric or a text string
an arrow appears on the right. In the examplevbedodrop down menu appears
for you to update the cell.

g @ Accounts Receiv... Major Project
9 @ Administrative C... Mon-Majar Py
Update

10 @ Administrative H... Mon-Majar Proj2
11 @ Adverse Experien... Mator Yehicle Dealer Board Mon-Majar Projec!
12 @ ALICE Hor-Major Prajec
13 @ Jim Project Major Projec Trend...

= == - L
14 @ jim test The Commonwealth Department of Employment Di... jFfFF Major Projec! el Praperties...

15 @ Jim's Project Commonwealth Competition C... working Litle Projecls
16 @ J¥anhorn - Test P... Finance Update Implementation of th..,  Major Project
17 @ PM Project 2 Technology “irginia Information Technalo,,,  Project 2 Majar Project

i Dvmiart

12 M DMawsiccau - Tack  Tachnalnm Wivainis Tr - imm Tarhmaln  DMewsiceau Tack Drmiack [T

3C



lementation of th...

Major
Major

Mon-FMajor
Mon-FMajor

Mon-kajor

ajor

Project
Project
Project
Project
Project
Project
Projeck
Project
Project
Project

[
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Examples- Working with Scorecards:

1. Select a Scorecard from Scorecard Module:

a. Click on the Scorecard Module Tab —to go to theestard module.

b. Click on the Scorecard drop-down — on the title bar
i. Click on the Search tab and key in the scorecamdwant to access
ii. Example —“ Project Data”

c. Click on the Item/Portfolio drop-down — on theditbar.
i. Drill down and select an appropriate portfolio.
i. Example —“161 TAX Projects”

2. Select and View Scorecard Data from a different Pdfolio
a. Continue with the above Scorecard - “ Project Data”
b. Select a different portfolio to view its data
c. Click on the Item/Portfolio drop down — on thedithar
i. Drill down and select an appropriate portfolio
ii. Example —“440 DEQ Projects”
d. Scorecard will display data for 440 DEQ Projects
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Section 4: Processes

'Processes'displays private “favorite” sets of related URLsdaguided workflows that provide
users with direct access to anywhere in Portfoliosluding portfolios documents, and URLs
(local or web addresses). Text objects may bedtlnease the organization of those links in
groups and to add titles and explanatory text. &haerkflows are displayed as links with
descriptions, in user defined folders in a new ket now available in any of the Portfolios
modules. Folders are organized in a new 'Linkg'ahefry and may be managed as any other
Portfolios folders.

Navigating Processes

To open Processes:
SelectView from the menu ba» Show/Hide Guide Pane$rom the menu list.

Commonwealth Technology Portfolio
(Training Suite)

Forms Dashboards To-Do

Ak Editu - Scorecand | Portfolio | Clpboerd | Collaborate | Vew [ User | Sewwp | Helbp
Back -~ Unhide All Catagories

High Contrast Mode

L1 AITR APPROVAL -
Items OR/ITy;
v

Secretary Agency Agency OR/I Priority OR/IDueDate  OR/I Discussior
F camM
igency IT Resource (ATTR) MUST
Recommend a Ivestment Business 1 136 VITA OR/T
Caze | 1 @ Trainin g Org Risk

@ Trainin g ORI 2

Review Project Investment Busi
e e @ Trainin g ORI 3
4 @ Training ORI H

Ll

‘Processes’ captures CTP’s workflows, navigation, collaboratiand assists with training.
‘Processes’ displays available process links faheaser. ‘Processes’ supports the following
link types:

» Portfolios Links
o Forms and Form Tabs
0 Scorecards
0 Investor Maps
o Workbooks
o Dashboards
 Web Links
e Documents Links
» Uploaded Portfolios Documents
e Text
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Creating a Personal Process Folder within CTP

‘Processes’ is a tool in Primavera Portfolio Mamagat that can take a process such as Project
Portfolio Management and design a workflow of die tvarious steps needed to capture
information, analyze and help make decisions oarganizations portfolio of projects.

Project Portfolio Management provides a portfoliamagement governance structtirat allows
you to manage projects (and other investments) framaption to completion while delivering
maximum value. The process described here assyonesre managing a portfolio of projects.

With each system user, Primavera Portfolio Managenweates a private folder under
‘Processes’ that allows each user to create a parpoocess folder structure.

To Create a Personal Process Folder it®ses Select>My Processedolder.

Commonwealth Technology Portfolio

(Training Suite)
Dashboards

To-Do

OR/L Type Submitted by OR/I Submission Date Secretary Agency Agency OR/I Priority OR/L Due Date OR/I Discussior
CA

m Apr7, 2014
Age 17, 2014

Select> Add=-> Text.

!v';A

Scorecend | Portfolio | Clipbosrd | Coflsborsts | View | User | Setup | Help

Commonwealth Technology Portfolio

(Training Suite)
Dashboards

Investor [TEETRE Workbook Forms To-Do

Highlight

Ttams OR/I Type Submitted by OR/I Submission Date Secretary Agency Agency OR/I Priarity OR/I Due Date OR/1 Discussior
CAM

Fillin the following information:

Title:  [Edna's 15t Process

Text:  |Thisis step .| =l

Folder; [ ECummings Test processes Browse...

QK Cancel
SelectOK, verify your new information in My Processes.
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To Attach a Process Link(form or document)Select> Add - Process Link.

a' z F“, https://ctptraining testvitavirginia.gov/prosight/Portfolios/View, ,D - ﬂ C; x ”\&Primavg{a Portfolio ... I ‘

File Edit View Favorites Tools Help

Commonwealth Technology Portfolio

(Training Suite)

Workbaok Farms Dashboards To-Do

LSS ) 136 viTA ORYT

Scorecand | Potolio. | Clipbosrd: | Colaborate | View | User | Senp | Help

Ttems OR/I Type Submitted by  OR/I Submission Date Secretary Agency Agency OR/I Priority OR/IDueDate  OR/I Discussion with
caAH

(1136 VITA OR/L

(50 Process Foldes Link 1 @ Training Org Risk

2 @ Training ORI 2

3 @ Training ORI 3

4 @ Training ORI Hear.
5 @ Training ORT QL ...
£ @ Training ORI XP e...

Ape 7, 2014
Apr 17,2014
Ape 17, 2014
Ape 23, 2014
Apr 23, 2014
Ape 23, 2014

Apr30, 2014
Apr 30, 2014
May 21, 2014
b 14

Jun 1, 2014
Sen 1 2014

4

@l |E==]e] 9] Jes e

The screen appears for you to add or verify thedd® Link. Always verify you have the
Process in the correct Process folder.

oo Tnvestor e Workbook | Forms | Dashboards | To-Do

- B Ot S 2 Add Process Link - Wind... (= |1 = jse S| i
Edie... Options - Scorecard | Porfolin | Chpboand | Collsborste | View | User | i

Ttems OR/I Type Subl

Agency Agency OR/I Priority OR/LDucDate | OR/I Discussio
[ 136 VITA ORIT

L @ Training Org Risk

2 @ Training ORI 2

3 @ Training ORI 3

4 @ Training ORI Hear...
S @ Training ORI SQL ...
|6 @ Training ORI XP e...

Description: |

A

Folder.

4 o 3 My Processes Bromze.

Link to:
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Editing My Processes:

To Edit ‘Pracesses’,click on Edit. A list of links in My ProessesFolder appears.
Highlight the link you wish to edit.

= | http:/f209.27.15.41 - Folder: 3.2 Execution and Control - Microsoft Int... r__J

FOLDER
= Links of '3.2 Execution and Caontrol':

P Links [ERbere s
= Execution and Control

O In Folders == 2 —— —— ) m
= Step 1 - Project Manager mainkains project information

0O Security = Step 2 - PMD reports status to PMD Associake Director
= Step 3 - PMD creates oversight report
= Step 4 - 50C reviews
= 5Step S - Agency completes User Acceptance Report
= Step & - Projeck Manager completes the Project Execution an... fove Up
F kBO Ranking Matrix *

M ove Diowet
Description of Step 2 - FMD reports status to PMD Associate Directar
Once & month the PMD uses the Project Planning tool to report the
status of the Project to the PMD Associate Director
[ Cancel ] [ = Back _"_ Fext = J [ Finish ]
@ ‘ Internet

A Screen appears that displays the Title and Tewtwish to edit.

Teuxt: Dnee a month the PMOD uses the Project
Flanning toal to repaort the status ofthe Project
to the PMD Associate Director,

Folder; | [Cd 3.2 Execution and Control Browse. ..

[ Ok ][ Cancel ]

@ Dane  Internet

You may theridit, Move Up or Down or Remove the Links.



Exercises — Working with ‘Processes’

1. Open ‘Processes’:

a.
b.
C.

Select View from Menu Bar.
Select Show/Hide Poassesfrom the drop-down list.
‘Processes’window/frame will be displayed on the left sidetlogé screen.

2. Create a Personal Folder:

a.
b.

C.
d.

Select My Processes Folder.

Select Add Text by clicking on the drop-down neatthe “ADD” button of My
Processes

In the add text window > enter data.

Click OK to save and view the information in My Besses Folder.

3. Add a Folder Link:
a. Select My Processes Folder.
b. Select Add “Process Folder Link” option by cliod on the drop-down next to the
“ADD” button of My Processes
c.In the add Process Folder Link window:

I. Select the Folder.
ii. Enter Name and Description.
iii. Click OK to sae and view the Folder Link in My Processes Folder.

Please refer to “How To’s” in Appendix for step &tgp instructions on How to
Customize My Processes Folder.
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APPENDIX: Basic Portfolio Components

Interactive Views: These views are the modules and associated comigonérPrimavera
Portfolio Management wherein users are able toresaéa or access information to support
business functions.

Modules: Primavera Portfolio Management contains various utesd (i.e., Investor
Map, Scorecard, Workbook and Dashboard) whereinrsusmter and view the
organization’s data. The administrator can speaifijch modules are active for each
user/group, including the Setup module that preversters from accessing tisetup
window.

Forms: A Form is the data-drivemodule of Primavera Portfolio Management. Through
Forms, users enter system data or use Forms a®wmimg tool that enables user to view,
summarize, and categorize data.

o Form Tabs: Form Tabs are the different sections in a formm@may contain as many
as twenty Form Tabs. You can use the same Forninlialany different forms.

Setp | Adrin | Farum | kP

Form: | 3 Prajet Propasal ¥ ltem: | il 168 S0C Procurements (OBM) v

Form | Ttem | Colaborate | View | User | Setup | Help

st | Reset | = gpelng | & 4| §

GENERAL INFORMATION QUESTIONS BUSINESS PROBLEM STRATEGIC PLAN MAJOR MILESTONES PROJECT FINANCIALS O&MFINANCIALS  RISK MODEL SUMMARY APPROVAL

Pravide basic information abat: the praject incuding: Project Title - The proper name used to identify this project;
Project Working Title - The warking name or acronym that wil be used far the project; Propanent Secretary ~The
secretary ko whom the Crononent anncy is assianed or the Secretary that is snonsoring an enterorise croiect:

Scorecards: Scorecards are tables to track and manage thermerice of items and
portfolios according to predefined lists of categer Scorecards are used to view item
and portfolio values by color and shape-coded mtdis. Additionally, users can create
multiple scorecards and group related performaategories into a single view.

. lm C’ SCORECARD “ ’;‘LM’:& l‘*MIM|m ‘SE}_UD | | Ferum| :)Eﬁf

Searecatd; | = Health and Review v Potfoliot 129 Department of Human Resolrces Manageniert (DHRM) bl
Scorecard | Portfoho | Coldhorate | ¥ Setup | Hep Highlght
= v
a
Portfolios Health Overall Schedule Health  Current Phase Schedule Health  Percent Complete On Budget Dlvr Health De..
He..
12129 Department of H.. Green % Mesing Dikes & NoCurent Phase L4 - - - ok ¥ - ‘
1 | 129 DHRM Procur...| Green 37 Mlising Dates G o Currenk Phase 9 - 0K =
2 |l 129DHRM Projects Green ¥ Miscing Dates & o Current Phase L or *| =
3 [ 129 Agency Head  Green ¥ Msing Dakes G Mo Curerk Phase ¢ - o x =
4 [ 129A1TR Green 9 Mssing Dakes & Mo Current Phase 9 - - - o ¥
{ 13
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+  Workbooks: The workbook module allows user to mange projelettee information
about a single investment item. The workbook ptesi functionality to mange a
project’s schedule, deliverables, action items, degendencies.The workbook can be
integrated directly into Microsoft Project Servevhen available) using MS Project
Server Bridge.

e [ | womsoon [ Sy (ANt o\t [

Starecard; | = CI0 Portfolio Appr v ltem | /169 Commonweskh Compstition Cound (CCC) E
lser | Setup | Help Fighliht
EE]
Project - Proponent  Project - Proponent Agency  Praject - Working Title Ttem Classification Ttem Type Project - Approval - PMD  Project - Approval
Secretary Description Date - 10
| @169 Commonweal..| - = = = - -
4 »
ACTION ITEMS LIFE CYCLE DELIVERABLES DEPENDENCITES LINKS. CONTACTS
Total Overdue Done
Updates; 0 0 #l Requested updates in '169 Commonwealth Competition Counel (CCC)
My Updates: 0 1] Updates requested from user Cummings, Edna
Action ltems: 1 0 0 Actior Ttems in 163 Commanywealth Compebtian Cound (CCC
Al Phages’ Deliverables 0 0 0 (Mo e cycle defined)
Current Phase Deliverahles (Mo current: phase defined)

» Graphs: Graphs display historical or current informationoaban item. Primavera
Portfolio Management enables users to create types of graphs. Distribution graphs
display information in the form of a bar chart opia chart, trend graphs display a line
graph indicating performance over time, and scajtaphs display data in the form of
points indicating values on the x-axis and y-axis.

Primary Strategy Category: value distribution
FPortfolios distributed by Primary Strategy Categony

11005

humber of Partfolios

Mo Valua
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Dashboards: A Dashboard is a collection of graphs that proué¢ailed technical and
business information about technology investmemtd performance categories. A
Dashboard enables managers to focus in on keyrpaafae indicators and trends critical
to their specific areas of interest and responsibil

R TvesTon) LW TScoRECARD ) [ W IWORKBOOKN [\E = FORNS! ANTODON  Sctup | Admin [ Forum | KR

Dachbnard: | @@y Frimary Strateqy Catagory-Fortfolo v Ttew: | @750 Department of Correctional Education (DCE)

Dashboard | Item | Collaborats | View | User | Sstup | Help

DRIMARY STRATEGY CATEGORY-PORTEDLID

g 9
Primary Strategy Category: value distribution Primary Strategy Category: indicator distribution
Portfolios distributes by Primary Strategy Category Portfolios distributed by Primary Strategy Category
3
100%
]
3 2
i
5
o
B
5
£
2
o
ek I 100% - NoValie

Maps: Maps are the strategic center of Primavera Pootfdianagement. Investor maps
allow senior management to view business activities rimgeof risk, investment type,
budget, etc. They provide managers with a flexiblesual tool for slicing key
performance data according to strategic goals. SMdgo provide “what if” capability to
plan and align strategic goals.

G wvesron [ SO [\ T AT A i | ) M

Map: | 5] KBO Ranking by BU ¥ Portfoio: @l Al Investments ¥ Wersion: | < Ho Yersion > -

- Ttems
| Business Linit - Total Total Funded Budget ($): 134,155 / 130,000 { +3.2%)
4 | XBO Rankin, . Sum +21%) 45,115 138 000 (+16%) 41,760 139,000 (+7.1%)
@ Risk.
) Total Funde...
FILTERS i @ . @
COLOR  STATUS

[ @red  [7] @ Open
[¥] G vebow 7] £ Closed = 3
[¥] @ Green ] O Condidates

©x®,
@
%

L3
O(;.:
®

o

¥ @ Grey
oae @
[ win: [0 o < B
[0 M= | 24,100 (24,100)
0~ e oo o o ° ®
' v
Buriness Uit | Businars Unt 3 Buriners Ut 3
Business Unit
% Colorby: Risk * 7 Sieby: Total Funded Budget ($) -
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Hierarchies: Hierarchies are the business units within Prima\rRoefolio Management. All
Primavera Portfolio Management’ objects are orgathim hierarchies. Arranging objects in
hierarchical trees creates an organizational mapdéfines the organizational environment and
makes it easier to navigate among objects and viedigrarchies also support the process of
applying and managing system security.

Portfolios: A portfolio is a collection of related items thatarouped to manage and
view performance of common business activities gmals. Users can also group related
portfolios into a single portfolio. Portfolios cdme grouped according to any parameter
you define, such as type of business activity or gajolgic region.

By Function By Organization By Health By Program
[A:_I_?_E_'iorporate \_E_‘p?[borate clo jbi\:_:!__l:i_“:'rojects ;E;jfolio
> mE| —b [:é_a clo — @d s‘E; rams
8 -
b [Salks = — » [BUcio s [Waning —
i——ﬂ" Direct Sales 7_ . Projects
ey - Boo B
— [Finance L. [BUco
» iE

Folders: A folder is a collection of related objects. Eathect type has its own folder
hierarchy. For example, it is not possible to h&eerecards in a Maps hierarchy. Each
folder hierarchy has its ownoot.” Objects and folders may appear in multiple folders
However, each object has_a singleme folder and other instances of that object are
referencedbjects.

Access: Within Primavera Portfolio Management user rightsaocess are controlled by the
systems administrators.

Users:Users are all the individuals in the organizatiathvaccess to Primavera Portfolio
Management. Use thBew User Wizardo enter information for each user in the
company, such as password, privileges, login nanser preferences, and contact
information.

User Groups: A User Group is a group of Primavera Portfolio Mg@&ment users who
are all assigned identical rights. Systems admnat®m's use thé&ser Group Wizardo
create new user groups and define security parasn&ie an entire group, rather than
individually defining security for each system user
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ProcessesMy Processes display private or “favorite” setdJ®RLs and guided workflows that
provide users with direct access to anywhere incesses’, including process documents, any
URL and local or Web address. Text objects mapdded to ease the organization of those
links in groups and to add titles and explanations.

¥ | Commonwealth Technology Portfolio
(Training Suite)

Bamm vestor EEGEGM vorkbook | Forms Dashboards | To-Do

Processes Warkfows

Highlight

OR/I Type Submitted by OR/I Submission Date Secratary Agency Agancy ORJT Priarity OR/IDsaDate  OR/I Discussior
can

-0 User Processes (for system use)
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APPENDIX: Definitions

Category: Specific information about items and/or portfolibet are usually descriptive
(Name, Description, Comments, etc.), value (finalscidates, durations, etc.), or a rating
(Impact = High, etc.). This is similar to a dateddield.

Control:  During this phase, the progress and performancl ahvestment initiatives
against projected cost, schedule, and/or performaiscregularly monitored in accordance
with the investment’s planned review schedule.

Dashboards: A collection of graphs that provide detailed teclhiand business information
about technology investments and performance cagsyo

Evaluate: The Evaluate Phase includes all investments that baen in operation six or
more months. The purpose of the Evaluate Phatedempare actual performance results
and benefits to the results that were initiallyjected.

Folder: A collection of related objects.

Forms: The_data-drivemodule of Primavera Portfolio Management.

Form Tabs: Form Tabs are the sections of a form that confaéeific information located at
the top of the form. A form can have up to 20 tabs

Graphs: Displays of historical or current information ab@utt item in chart form.

Hierarchies: The business units within Primavera Portfolio Masragnt established by an
organization to define a portfolio management $tmgcand security.

ITIM: Information Technology Investment Management; c&issof four phases - Pre-
Select, Select, Control and Evaluate that are tseldktermine the investments to include in
an organization’s IT portfolio.

Indicator:  Displays or symbols which map to category valueg, élealth - Good,
Moderate, Poor.

Investment: A technology investment including Projects and Brements.

Iltem: Any investment the user tracks in Primavera Padfdlanagement (generally
interchangeable with “Project, Procurement. BRD&/1").

Knowledge: A repository of information unique to the curremplay. Click on the Yellow
Light Bulb on the Tool Bar.
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Life Cycles: An organization-wide paradigm that consists ofdcbmmon phases of a certain
activity type.

Links: A private or “favorite” sets of URLs and guided wdokis in various components of
Primavera Portfolio Management.

Investor Maps: The strategic center of Primavera Portfolio Manageimthat enable
management to view business activities in termsrigi, investment type, budget, etc
(sometimes referred to as a ‘bubble chart).

Module: Areas in Primavera Portfolio Management whereaisan navigate, i.e. Investor
Maps, Scorecards, and Forms.

Phases: A sequence of activities in Primavera Portfolio Mgement that must be
completed before you can progress to the nextigctiv phase.

Portfolio: A collection of related items which are groupedtanage and view performance
of common business activities and goals.

Pre-Select: The Pre-Select Phase documents a proposed invesnsapport of an
agency’s mission, strategic goals, mandates an@dnemonwealth of Virginia’s vision and
objectives as set forth by the Council on Virgisi&uture.

Scorecards: Tables to track and manage the performance isiend portfolios according
to predefined lists of categories.

Users: Users are all the individuals in the organizatiothvaccess to Primavera Portfolio
Management.

Select: The ITIM phase that decides from among the investmilentified in the Pre-Select
Phase which investments to pursue because theglggsort an agency’s mission.

User Groups: A User Group is a group of Primavera Portfolio Mgeaent users who are
all assigned identical rights.
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