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ProSight Orientation and Navigation

Section 1 ProSight Basics

Login to ProSight Portfolios 6.0

Enter https://<servername>/prosight into your browser.

The ProSight Log on window is displayed below.

ProSight
Portfolios

Type “assigned user name” for the User Name.
Type “assigned password” for the Password.

Press “Enter” or click “Go!”

Press “Enter” after reading the Login Message screen.
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ProSight Orientation and Navigation

The Main Screen

When you log on to ProSight Portfolios, the Main screen appears displaying the last module
viewed in your previous session or your default entry module.

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

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

‘A Prosight Portfolios - Fc rms: Project Charter - - Microsoft Internet Explorer
Fle Edit Wew Favoris Tools Help ‘ '
A e AL 3 JRt ~
esa:k - J - |ﬂ @ 7a ‘ /.\-lSear:h .. Faverites €3| = e iﬁ
Address [Z] hitp:fctp. test.fita. virginia. gov/Prozight JPortfalios view himewindow=FormeitemID=64z8f ormID=448£ablD=0 BN |Links
-1 11 Porolios Cumrmings, Edna | Wednesday, Jun 14] 2006
PR YiivEsTo orecarDl) S Tworkaooil KELL bisHE0A. N A T2 050
Form: | [ Project Chafer - v Ttem: | @B 157 B Prpeurements (ORM) i~

[ Submit | Reset | 3% Speling | &b 5

GENERAL INFORMATION SUMMARY BUSINESS PROBLEM MAJOR MILESTONES AUTHORIZATION PROJECT RESOURCES APPROVAL

Frovide basic information sbout the praject including: Project Titls ~ The proper name used ko identify this project;
Project Working Title — The working name or acronym that will be used For the project; Proponent Secretary ~The
secretary bo whom the propanent agency is assigned or the Secretary that is sponsoring an enterprise project;
Proponent Agency —The agency that will be responsible for the management of the praject; Prepared by — The person
(5} preparing this document; Date/Control Number — The date the request is initiated and the change or configuration
item control number assigned.

*Title |157 CB Procurements (O&M)

Working Title: |

Praponent Secretary |

Proponent Agency: |

Prepared By, |Cummmga‘ Edna

3 B Y T

Date Finalized |

Contral Mumber: 652
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ProSight Orientation and Navigation

The Menu Bar

The menu bar changes from module to module and allows the user to edit and create new items,
send forms and access other user functions. Below is an example of the menu bar from the
Forms Module.

= rrosight Porctfolicos — Formns: Praoject Charter — — HMicrosaft Intaermet |

Fil= Edikc et [T Fawvorite= Tool= Hele

a Eack. - \._.-:'I - | b I | .:_.- :I 8 :_“] /__ b Se=arch ‘-—u:_.:h:.:-‘ Faworibe= -{_

addre=s= Iél hEEQ: S rcEp . FesE  wiba  wirginmia . ao—«~- SfProSighe  fFPorcEFoliosfwisevs heErm = easirnch

Foar ool ics

The menu bar provides access to user functions, and ProSight Portfolios online help.

To print the current form and data choose the Form = Print menu option. You can also export
the form and data to a Word document by selecting Form - Export.

N s 0 T PENTTR - s Rl il N WL et
Form: | B Project Clossout Report = Item: @l 129 DHRM Procurem
Ttem | Collaborate | Wiew | User | Setup | Help
Eclity
& MNew..
3 FXPENDITURES AND PERFORM... WEBS SCOPE a
Duplicate. ..
Edit Tab...

basic information about the project including: Project Title — The proper name used to identify this project;
orking Title — The working name or acronym that will be used For the project; Proponent Secretary —The

v to whom the proponent agency is assigned or the Secretary that is sponsoring an enterprise project;

nt Agency — The agency that will be responsible For the management of the project; Prepared by — The person

bring this document; Date/Contral Mumber — The date the request is initiated and the change or configuration

trol number assigned,

HRM Procurements (&)

Logout

tiarkineg Titla I

Upload Documents:
For example, to attach a document to a form and additional details for justification, choose Item
- Upload Document

Form: | [ Project Closeout Repork

Edit. ..

m - Mews Tterm... F— T
sl  MNew Portfolio of Ttems. .. =

“ Mew Portfolio of Partfolios. ..

pload DocumeEnt. ..
D | TS T - = 550 abouk the projeckt including:

= wcurk.ing name or acroamnyym

5 Sernd to Marager. .. oponent agency is assigned
agency Ehatk will be responisil
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ProSight Orientation and Navigation

Click Browse to upload documents.

UPLOAD DOCUMENT. Iz
Upload a document for the portfolio ‘Al GDIP IT Investments':
Specify the location of the document you want ko
upload:
Location | |[(Browse... ]
Place a link in the item's links list., O
O Systern Administrator =l

Description:

View All Uploaded Documents
To view all of the documents that are included with the Business Case choose ltem =
Documents menu. You can Add and Remove attached documents.

Form: | [ Project Closeout Rrepork

Forrn € 1) Collaborate | Wiew

Edit. ..

m - Mews Tterm... F— T
sl  MNew Portfolio of Ttems. .. =

“ Mew Portfolio of Partfolios. ..

Lpload Document. ..
abouk the projeckt including:

= wcurk.ing name or acroamnyym

b Send to Marnager... oponent agency is assigned
agency Ehatk will be responisil

-2l Documents - 129 Department of Human Resources Management (DHRM) - Microsoft Internet Explorer =] S

Wiews, edit or replace existing documents or upload new docum

Documents of: 129 Deparkrment of Human Resources ... | ¥
=
Na* Si Owner uploaded Open

Capy Link

Upload
Replace
Femove

Froperties ]

Description:

Close I
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ProSight Orientation and Navigation

E-mail
To e-mail a page, choose ‘Collaborate’ on the menu bar.

Form | Item
[ (=T

= 2 CObtain Page address, ..

o Add Portfolios Link. ..
Eil

Help Function

To access the help function, click on *Help’ from the menu bar.

DASHEOARDS

Form | Ikem

ProSight Forum

GENERAL INFORMATLO === 3 =

A screen appears to allow you to search a topic.
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ProSight Orientation and Navigation

@ Freface: Using ©nline Help

@ 10 Wworking with Portfolios Forms
@ 11 Wworking with the Portfolios Drashboards
@ 1= Wworking with Tabs

@ 13 Wworking with the To-Da Module

@ 14 Wworking with My Portfalios

@ 15 Using the Collaborate Menu

@@ 15 Working with Docurments

@@ 17 Prosight Portfalios administration

@@ 15 Wworking with Security

@@ 19 Caloulating Functions and Defining Impori—
@ =0 Knowledge Partal

@@ =1 Prosight Portfolios Packages

os Forms

Inde:x

Sea(r_‘h
Introducing ProSight™ Fortfolios 6.0
ProSight Portfolios workflows
Installing and Accessing ProSight Portfolios
warking with Hierarchies and Setup Module
Accessibility Features
Systerm Setup
warking with the Portfolios Investor Map
wworking with the Portfolios Scorecard
weorking with the Portfolios workboolk

Microsoft Internet Explorer

0 VWorking with Portfolios Formms

In ProSight Portfolios, you can view the same data in a variety of
ways. Forms are designed for entering or reporting the data of
one specific iterm or portfolio at a time. This data is then
integrated into "big picture” farmats that provide you with an
overall view of your portfolio, such as Investor maps and
Scorecards. Forms have sewveral unigque features and qualities
that make therm more suitable for some FPortfolio Management
tasks:

= Intuitive data entry mechanism for single iterms and
portfolios. The forms enable users to view and update
data using familiar and standard means (data entry
widgets), Using Group Boxes and Tabs to arrange data
entry components enables the form designer to take the
user by the hand' and lead him through an efficient and
focused work process

m Report. Forms serve as a reporting tool, displaying up-to-
date data, metrics, and measurements. They enable user
to view Partfolio category wvalues, indicators, annotations,

- and free text. Users can access external web sites and -
1 > | 1 >

Page 7 of 70



ProSight Orientation and Navigation

User Accounts-Setup
To setup your User Account information, select User - Preferences:

Form | Itkem | Collaborate
My Updates, ..

My Requests...
GEMERAL INFO ALT AMALYSIS - EXPAMNDED EAT 1 [ T

Change Password., ..

Preferences...

To update User Profile information, choose the User - Preferences menu.

Faorm | Ikem | Collaborate | Wiew | User | Help
My Updates..,

My Requests. ..
GENERAL INFO ALT AMALYSIS - EXPANDED  SUMME

Change Password, ..

- Frefterences...

The following screen appears to allow personal information updates.

=N http:/¥10._1_8.154 - User: Training #1 - Microsoft Internet Explo. . . |__ || = | |

Conktack imfFormation For Training 21 :

O Seneral
0 Fasswword Jdokb Title: || |
O Preferences Depar‘tmehtl |
O cccessibility
Carmpany: | |
P Contact
00 Security Fhone: | |
F =@ | |
Address: | |
Ermail: | |

[ cancel | [ =Back |[ Mext= | [ Finish |

To change your password, choose the User = Change Password menu.

Form | Ikem | Collaborate | Wiew |(Udser )| Setup | Help

My Lpdates...

My Requests. ..
- EXPA

ALT AMNALYSIS

Change P

Preferences...

The screen appears for you to enter your login name and password.
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ProSight Orientation and Navigation

|

Sek passwveord For Training #1:

O Sencral
» Passwword Login Mame:
O Freferences
- Old Password: [
O Accessikbilityw
O Cortact FPassword:
O =Security

Confirm Passweord:

[Cancel ] [ = Back ][ Mext = ] [ Finish ]
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ProSight Orientation and Navigation

The Module Navigation Bar

- - = e | Y = | x [

(0 Portilos (g, Eda | Wechesdy, Jn 14, 200

» o 2
‘ﬁmw SC0REcD: lﬂm @FUM IWMIWEOI Sep | | P | 4P

The module navigation bar allows users to select a module. To open a module, click the icon in
that Navigation bar. The browser window displays the new module. Below summarizes the
Module segments:

e Investor: An analytical module that allows portfolio managers and executives to analyze
the portfolio graphically against business objectives or other strategic parameters.

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

e Workbook: Provides the item summary detail for an individual Item. It includes
information on each phase in the item life cycle, phase deliverables, team members and
action items for the item.

e Forms: The data entry module that allows the to enter business case data for projects and
procurements

e Dashboards: A collection of graphs to track and assess selected parameters of attributes.
The graphs can display trends or distribution of the specified parameters or categories in
a set of items.

e To Do: Summarizes any outstanding work to perform within ProSight Portfolios, action
items, deliverables and cell updates.

Module work Area

The Module Work Area is the content of the module the user selected and contains the project or
procurement information configured for that module. Below is an example of the Scorecard and
Dashboard Module work areas.

‘ Address (] http: ctp.test. vt virdinia.gov/Prosight{Portfalios]view. himPwindow=scBitemID=4548sclD=76 E

ProSight] /8- 15 Cummings, Edna | Wednesday, I

¢ mmﬁmmmﬁoEIammwmam et | i | Ferim | @
s o

| Portfolio: | @l 180 Secretary of Administration (SOA)

Partfolios Business Priority Priority Mandatory? Forced Rank Strategy Score Risk Score % | Expected Value

il 180 Secretary of Ad... — == — - _ o
1 @'129 Department ... - = = — [ — —
7 ERI17%2 Chaka Raaed — == — P — —
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ProSight Orientation and Navigation

Title Bar — Selecting What You Want to Do and the Corresponding Data or Item

The Title Bar allows users to select the specific form, scorecard, or workbook and the
corresponding data (Item). Below is an example of selecting the Form Module and the
accompanying forms from the Form drop down menu.

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

ProSight /'3 Cummings, Edva | Friday, Jun 30, 2006 4]
o g
T [ SRy 2 rous (AT [\ATE PR

Form: | [ 2z HR Test Farm! Ttem: | ) Commanmvealth - CTP v

Fom | Tem | Collsborate | View | User | Setup | Help

o Subit | s I peling 7
I st | eset | @ w 5, 5o i

22 HR TEST TAB 1 Z2HR TEST APPROVAL 22 HR TEST DEPENDENCIES

The drop down menu appears.

<} Select a Form - Mirrngaft Internet Explorer

* PM Qualification
& Preliminary Risk Assessment
& Project Proposal

Search

= [ Commonwealth - CTR
-3 { PMD Administration ) Forms drop-down
F-d | CIO Approval )

=3 1.0Fre-Select

E’ Investment Business Case

i & Investment Business Case - Latest Approved

& Investment Business Case - Original &pproved

& Pre-Select Investrient Analysis

& Procurement Busingss alignment and Initiation (aPR)

“[@& Procurement Business Alignment and Initiation (APR) - Latest Approved

----- & Procurement Business Alignment and Initiation (APR) - Original Approved
B3 2.0 Select

=5 2.1 PMD

[ PMD Project Evaluation

¥ Certification

=LA 3.0 Control

E-(23 3.1 Project Initiation

FH-[A 3.1.1 PMD

[ PM Qualification

- Preliminary Risk &ssessment

[ Project Analysis Waorksheet

[ Project Charter

[ Project Complexity Form

[ Project Initiation Transition Checklisk
[ Project Proposal

= 3.2 Project Planning

[ Budget Plan

[ Change and Configuration Managerment Plan
[ Communications Plan

& Performance Plan

[ Procurement Plan

[ Project Complexity Form

[ Project Plan

L Project Planning Transition Checklist
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ProSight Orientation and Navigation

To get to the actual data, the user must choose which portfolio to open. The Title Bar allows the
user to choose which portfolio to open and to select the appropriate data (item). Remember, this
data will appear format determined by the module previously selected on the left hand side of the
Title Bar. The Item drop down menu will display two views. The upper part of the list displays
the most recently viewed items. The bottom part of the list lets the user choose an item from the
item’s hierarchy or search for a specific item or object. To select an item or portfolio, use the

drop down menu.

)
Cummings, Edna | Wednesday, Jun 14, 2006

Setup | Admin | Forum | KP

Item: | <Select an Ikem:=

Flew « | "2 Spelling

RISK MODEL SUMMARY PRELIMINARY RISK WORKSHEET
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ProSight Orientation and Navigation

<A Select an Iltem - Microsoft Intarnat Fenlnrar

alth Technology Fortfoio phase
B 184 SOTEC Investments Requiring Secretariat Approval - Original
| W 136 VITA Projects

Information Technologies Agency (WITAY Recenﬂy viewed Portfolios
/-

bl Commonwealth - CTR
a1, PMD

|- PMD Approval Portfolios

Bl PMD Approval For Baseline - Change

Bl PMD Approval For Developrent Approwval - Original Baseline
Bl PMD Approval For Strateqic Plans

[ PMD Lock PartFalios

PMD Training Daocurnentation -adriniskr ative
-l 2. CIO

-l 3. ITIB

Commonwealth Portfolios Portfolio and Items
166 Secrekary of the Commomwesalth (S0C) Hierarchy

180 Secretary of Administration (SO8)

186 Secretary of Transportation (ST
B 154 Department of Mokor Yehicles (D)
-l 154 DMWY Agency Head Approwal For Strategic Plans
-l 154 DMy Agency Head Baseline Approval - Change
-l 154 DMy Agency Head Development Approyval - Criginal Baseline
=il 154 DMY Procurements

@ Upgrade existing e-mail system

-l 154 DMY Projects

: Docurnent Irmaging
Integrated Svstems Redesian

PCs on The Front Counters

TREDS
-l 154 DMY QBEP-Major Projects
@l 154 DMY QBEP-Mon-Major Projects
-l 154 DMY Setrvice Areas
B-§ll 156 ST Enterprise
-l 186 STO Investments Requiring Secretariat Approval — Change
-l 186 STO Investments Requiring Secretariat Approval — Original
=Tl 207 ritiS PO GOy ey

Click on the “+’ to expand each PORTFOLIO until you find your project and highlight the
project. If you have permission to view that project, it becomes the active project on all forms
you view.
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ProSight Orientation and Navigation

<} Select an Item - Microsoft Internet Explorer

EI Comrmonwealth PortFolios

EI 166 Secretary of the Commaonwealth (S00C)

Sl 166 SOC Enterprise

--i 166 SOC Procurements (O&M)

H-El 166 SOC Projects

130 Secretary of Administration (3087

3 Secretary of Matural Resources (SMR)

: 153 SNR. Enterprise

E| 199 Department of Conservation and Recreation (DCR)
: --i 199 DCR. Procurements (0@

. -l 199 DCR Projects

319 Chippokes Plantation Farm Foundation (CPFF)

402 Marine Resources Commission (MRC)

- 403 Department of Game and Inland Fisheries (DGIF)
- 4N Cheasnrake Baw |aral Assistanee Denarkment (RS
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ProSight Orientation and Navigation

PORTFOLIO AND ITEM ORGANIZATION

In ProSight Portfolios, an Item is a term used for the lowest record for which data is collected.
Therefore, a project or procurement are Items in ProSight and are part of the CTP Portfolios. A

Portfolio is a group of items.

3 Select an Item - Microsoft Internet Explorer

Eli 402 WIMS Procurements (O

----- @ vIMS Test Projeck xYZ

. D VIMS TEST XvZ
-l 402 VIMS Projects

425 Jamestowl 1JZ ¥IMS Projects yio o vy

(-l 186 Secretary of Transportation (ST

945 Soutbwest Virginia Higher Education Cenker (SWHES)

Portfolio

Item

Portfolio Legend:

o
B Portfolio of Ikems

W PortFalio of Portfalios

B § e ma s

Portfolio of Portfolios: Highest
Hierarchy or “Parent” indicated by a
dark and shaded double folder.
Contains several portfolios

Portfolio Items: “Child” hierarchical

relationship to Parent portfolio.
Contains individual items; indicated by
dark single folder.

Items: Projects or Procurements
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ProSight Orientation and Navigation

The CTP Portfolios are organized by Secretaries as Portfolio of Portfolios.

[ 1tems and Portfolios
Elﬁ'l_ Comrorwealth - CTR
= B Commonwealth Portfolios

= ﬁ'l 166 Secretary of the Comrmorwealth (S0
130 Secretary of Administraktion (S08,)
133 Secretary of Matural Resour
niologyw (SOTEC)
Secretary of Education (SOE)
186 Secrekary of Transporkaktion (STO)
157 Secretary of Public Safeky (SPS)
155 Secretary of Health a an Resources (SE
fance (SFIMN
trekary of Commerce and Trade (SCT)
193 Secretary of Agriculture and Foreskry (OSAF)

'mmmgmmmm

-
CH-il Storage
@ zz HR. Test Portfolios of Portfolios

Each Secretary has a Portfolio of Items for enterprise assets.

= Commornveealth PortFolios
=l 166 Secretary of the Commonwveealth (SO
= ﬁ'l 166 SO E

1=9 DHRM Procuremenks
L 129 DHRM Prajecks
Skatse Board of Elections (SEE)
1ZZ SEBE Procuremenks (210
1== SEE Projecks
—ompensation Board (CBE)

Zouncil omn Human Rights (C”HRD

175 G Procuremeantks (Osra7
175 Cia” Prajecks

—ommonesealth Competition Coumncil (O

Deparktmenkt of Charitable Gaming (CaC)

Wirginmia O FFice For Protection and adwocac:

Agency
Portfolio of
Portfolios

Secretaries’
Enterprise
Portfolios

SO QULERESEE ==
1S5S0 SO0, Procuremenks (O8r1)
L 150 S08, Projecks

11 objecks

Deparkmenkt of General Services (DES)

—
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ProSight Orientation and Navigation

Each Agency has a Portfolio of Items consisting of Project and Procurements. These portfolios
are dynamic. Investments can move in and out of the portfolios based upon approvals, reviews,
classifications and other portfolio characteristics.
e Procurements not associated with projects or those specifically for Operations and
Maintenance activities; and
e Projects for IT investments, including the associated procurements.

| up |
r

EIH_ 180 Secretary of Administration (S04) . ]
EI--H. 129 Department of Human Resources Mana PO rth I 10 Of Item S:

@, 129 DHRM Procurements (O2) Procurements and
|_Projects

----- B, 129 DHRM Projects
[ 132 State Board of Elections (SBE)
[, 132 SBE Procurements {O@M)

@l 132 SBE Projerts

[=-i] 157 Compensation Board (CE)
'. 157 CB Procuremnents {O&M)
-l 157 CB Projects

-l 163 Commonwealth Competition Council (20

=i 170 Council on Hurnan Rights (CH

=] 173 Department of Charitable Gaming (CEC;
Wl 173 CGC Procurements (O&M)
-l 173 CGC Projects

-] 175 Virginia Office For Pr Ton and Adwoc.

=Wl 180 304 (Enterprise) -
10 objects
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The Tool Bar

The toolbar allows you to Save, Reset Spell check, Print and E-mail information.

Cummings, Edna | Wednesday, Jun 14, 2006

@FDRW - DASHBOARDS 0:D08  Setup | Admin | Forum | KP

¥ Item: 157 Campensation Board (CE) A

! & Submic | Aeset | 3e Speling | & >

e  Submit — This button will save all the data you have currently typed into the form.
Nothing you typed is saved until you hit this button. ProSight will not allow you to
move the form to another location until you have saved the data.

e Reset — This button will clear all the data you have currently typed into the form. Since
nothing you have typed is saved until you hit submit described above, reset clears all
the changes. However, it does not clear the entire form, only the changes since the last
time you used submit.

e Spelling — This key activates the spell checker.

e Print - This key activates the print function. It does not print the document exactly, but
opens up an html report in a new window, and then opens up a printer selection
window. Thus, you could continue to print the report, or cancel, but then copy and
paste the report into a word processor. Note that in this function, all tabs in the form
will be printed, not just the tab showing on the screen. [Under the Form menu choices,
you can export the report directly to MS Word].

e Email — This key will allow you to email a view to another ProSight user. The email
address used is based on the user address that is set up in ProSight.

To e-mail a link to the current Item to a ProSight user, choose the Send Page button

An e-mail screen appears for you to compose and send a message.
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= Send Mail - Microsoft Internet Explorer

From Cummings, Edna (Mo smail svailskl=a

Subiect: [Forms: Proiect Closeout Report Cformd - 157 Compensation Board OB Coortfolio) from ProSicbt PortT

This ProSigbt FPortfolios mail wwas sent 1o wou by Cumminos, Edna

Curmmings, Edns has sert wou S link 1o 5 ProSioet Portfolios Paos

Click the link below to open ProSiabt Portfolios. The pages will display portfolic 157 Compensation Bosrd CSBY in
form ‘Froject Closeout Report”

It ot te st et s P ainis . oo P oS ig bR ot folio s rsis v hbm P asincd o — form StemiD—E SO 2 formiD—2S StakiD—7 5

Send | cancel |

Knowledge is an information repository unique to the current display. When the light bulb is
yellow or visible, then information pertaining to the current display is available. The example
below shows the instructions or Knowledge about the Change Control Request form.

ProSightiZy: »/ o Cummings, Edna | Tuesday, Jul 11, 2006

» - 2
l@lm’imﬂl‘s@otimﬂlﬂmﬁmm @’FUHMS 'mm.ﬂm:ﬂo Sebup | Admin | Farum | KR

Form: | (3 Change Control Request v Ttem @ MNET Framework v

Form | Item | Calsborate | Wiew | User | Setup | Help

Blsibmt | Reset 2 Speling. &) 59

GENERAL INFORMATION REQUEST INFORMATION CHANGE REQUEST INITIAL REVIEW

Prowide basic information abouk the project including: Project Title - The proper name used to identify this project;
Project Working Tile: - The working name or acranym that will be used For the project; Praponent Secretary ~The
seerekary to wham the propanent aqency is assigned or the Sectetary that is sponsoring an enterprise praject;
Proponent Agency - The agency that wil be respansible For the management of the project; Prepared by - The person
(5 preparing this document; DatefCantrol Mumber - The date the request s intiated and the change o confiquration
item contral nurber assigned.

“Tile:

Working Tile |

Praponent Secretary | j
Propanent Agency: | j
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&' Text for Form "Changse Control Recuse=st':

L Seneral Information — Basic imformation that —
idermtifies the project.

FPraject Tl — The proper mame usaed to identity thi=s
pProject .

Proj=ect wWworkimng Title — The wworkind mSme or Sacr oy m
u=ed to identifyw the praject. If an acronym is used,
define the specific meaning of each l=etter .

FPropornent Secretary — The Secraetary 1o wrhom thie
proponent agency i= assigned or the Secretary that i=
=ponsoring an enterprisse project .

Fropomnent Agency — The agency that wwill be
responsible for the managemeaent of the praoject . _’I

Zlose I
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ProSight Orientation and Navigation

Section 2 Forms

Forms are the primary method of entering data. To access Forms, ensure the Form tab is
selected at the very top of the ProSight Portfolios 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 Madel

leet | O New | e Speling | & BRI )

INITIATE IN EPM

\\ Form Tabs organize the form |
“ltam Na Group Boxes are visual aids N information into logical sections
“Home Portiolio  Used to separate a form’s fields that are easily viewed. i
into manageable groups. They
() are numbered sequentially. 4|
The purpose of the Cancept Inftiation Farm is to enable portfolio managers Has this project heen Yes @ | | I "es', refer tothe

"Investment Profile Form"

to model new concepls orideas against the established portfolio, using setup on EPM and For up-to-date infarmation

estimates of the value they may bring to TDBF G, Once a concept has heen sync'd with ProSight? and EPM values,
approved for full business case analysis (proposal), itis entered on EPM.

After this point, data an this form is far historic purposes anly. EPM data is Date oflastupdate from | 11/17/2005 /

crossed to separate flelds in ProSight. EPM:

Prompts use common
language to describe metrics.

H

hello = planning =

Users can select a form by two methods, the Form Tab and My Portfolios. The first method to
choose a Form is to use the pull down menu on the right side and first select the Item, then
select the Form from left side at the top of the ProSight screen (labeled “Form:”). It will
display a menu. Click on the ‘+’ to expand various folders until you find the form you desire.
Highlight the form. If you have permission to view that form, the form will open and display the
item you may have selected.
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Select a Form

7 Prosight Portfolios - Forms: Project Charter - - Microsoft Internet Enplorer
Eile Edit Wiew Favorites Tools  Help ‘ ",'
A ( o . TL - :
Q- O 1 @ B Pmwe Jyroms BB 13 9 TB
Address Iahttp:ffctp‘test‘vita.quinia.gnw‘PrnS\ghtanrtFnhnsN\aw‘htm?wir\dnwzfnrm&itwﬁinrmmz%&tahlD:D | Go | Links
BroSightlz=: /= ummings, Edna | Wednesday, Jun 14, 2006
e oR LT P\ SUTTERL] & FoRms bAHEORRDSN I\ O X650

= Item: WM 157 CB Procurements (ORM)

d Submit | Reset | 2% speling | & B

GENERAL INFORMATION SUMMARY BUSINESS PROBLEM MAJOR MILESTONES AUTHORIZATION PROJECT RESOURCES APPROVAL

Provide basic information about the project including: Praject Title — The proper name used to identify this project;
Frojsct Working Title ~ The warking name o acronym that wil be ussd For the project; Proponsnt Secretary ~The
secretary ko whom the proponent agency is assigned or the Secretary that is sponsoring an snterprise project;
Proponent Agency — The agency that will be responsible for the management of the project; Prepared by — The person
(s} preparing this document; Date/Control Number — The date the request is initiated and the change or configuration
item control number assignad.

*Title |157 CB Procurements (O&M)

Watking Title: |

Propanent Secretary. | j

Proponent Agency: | ﬂ

Prepared By: |Cumming5‘ Edna ﬂ
I~ |

Date Finalized: |

Caontrol Mumber: B52

The CTP form menu list appears.

Select a Form - Microsoft Internet Explorer

& Preliminary Risk Worksheet -
& place_holder

al N Search

EMZd Commonwealth - CTP
I8 Commanwealth CTP Forms
= Ackivity Definition and Sequencing Waorksheet
Change Control Request
place_holder
Preliminary Risk Waorkshest
Project Analysis \Worksheet
Project Charter -
Project Closeout Repart
Project Closeout Transition Checklist
Project Complexity Farm
Project Cost Benefit {3olutions) Analysis
Project Initiation Checklist
Project Proposal
Project Scope and Business Objective Workshest -

NNNNYNNNNINNN
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FORM TABS

Form Tabs are the segments of the form that contain specific information. To select a Form Tab,
click that Tab.

e [ e [\ 2 s [N (NA o RPN
Farm: [ Project Charter - v ltem: |l 157 CB Procurements (OBM) ¥
\

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

SUMMARY BUSINESS PROBLEM MAJOR MILESTONES AUTHORTZATION PROJECT RESDURCES APPROVAL

Frovids basic information about the projedt incuding: Project Titke - The proper name used ba identify this project;
Project Warking Title - The working name ar acranym that will bz used for the praject; Proponent Secretary ~The
sgcretary bo whom the prapanent agency s assigned or the Secratary that is spansoring an enterprise project;
Prapanent Agency - The agency that will be responsible Far the management of the project; Prepared by - The person
(s) preparing this document; Date/Cantral Number - The date the request is inftisted and the change or configuration
irem contral number assignad,

“Title

Warking Title: |

Proponent Secretary: | B

A form may have one tab or multiple tabs. The tabs are used to improve organization of the
form. You can click on a specific tab to go to that point.

The ProSight back end is a Standard Query Language or SQL server database and the forms
provide access into the database cells. Therefore, the data cells are limited to text, with some
special alpha numeric text. However, formatting is not allowed.

Some data cells have a pull-down menu arrow allowing you to choose from a menu (only).
Other cells you can click on and the cursor appears allowing you to type in entries. If the field is
colored rather than white, this means either the cell is calculated or you have read only access to
the cell. If there is a ‘lock’ in the field, then you do not have read access to the data. A form with
a pull down menu is shown below:
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GENERAL INFORMA... sumMMARY PERFORMANCE CRITICAL PATH  PROJECT FINANCE...

Fravide basic information sbout the project including: Project Title — The praper name used o identify this project;

e or acronym that will be used For the project; Proponent Secretary —The

ry £o whom the propanent agency i assigned or Ehe Secretary that is sponsoring an enterprise project;
Proponent Agency — The agency that will be responsible For the management of the project; Prepared by — The person
5) preparing this Gocument; Date/Control Number — The date the reausst is nitisked and the changs or configuration
ke eral ru assigned.

“Title:

wHorking Title: |

Proponent Secretary:

Proponent Agency F |

Prepared By
Commonuealth Competition Council

Compensation Board
Counell en Human Rights

Department of Charitable Gaming

Department of Employment Dispute Resolution
Department of General Services

Date Finalized:

Control Number:

PROCUREMENT & R... DOCUMENT STORA...

E=

202 Spelling

conTAcTs APPROVAL

Department of Human Resources Management

Deparkment of Testing

=| State Board of Elections =
97 Cptions

If the data is in a table, you must double-click on the cell to enter the data. A menu arrow will
appear if there is a pull-down menu for the data in that cell. If the cell is calculated or you only
have read access to, then when you double-click it will become shaded.

Shown below are examples of mandatory fields and fields that you can’t edit.

Mandatory Fields

FINANCIALS UPDATE

KE¥ METRICS UPDATE

ALIGI

*ltem Mame | CB Server Migration Project

Technology Project Mumber: | (T13872

Mandatory fields are
marked with an * asterisk.

Status: Candidate

When a mandatory field is
not filled in, ared squiggly
line appears under the

EPM displays Patential Ask and Plan Amounts as totals only, Whers required, break these down into expense bype categoriss,

Fiscal Totals Amount  TOTAL Dev't Employee Contract  Outtask  Mon-Dev't Hardware Soff
from EPM TOTAL Dew {(FTE) Dev ew TOTAL

Potential Ask 0 22,480 7,150 5,000 2,150 15,330

Original Plan o o 0 asdf i o

Revised Plan 0 17,480 2,150 2,150 15,330

field’s name when the
form is submitted as an
error indication.

15,330
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Fields You Can’t Edit...

o - In an entry form,
atus: en -~ N
5 fields that are not
SFlEm S Approved > ] enterable look like
Froject Status: | Open Lo this.

Tables can be used for both entering
or displaying data.
To edit a cell on atable, 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 Plan Aol as kotals only. “Where required, break these down into expense bype categories.
Fiscal Totals Amount TO, L Dev't Employee Contract Duttask Non-Dev't Hardware Software Consult- Premises Other
from EPM TOTAL Dew {(FTE}) Dev Dew TOTAL ing
a 22,480 7,150 |5,nnn | 2,150 15,330 15,330
o =] o o
o 17,480 2,150 2,150 15,330 15,330

ACCESSING FORMS: MY PORTFOLIOS

The other method of selecting a form is to use ‘My Portfolios.” The *‘My Portfolios’ feature of
ProSight Portfolios allows the user to create step-by-step procedures. Inthe CTP, ITIM Pre-
Select and Select, Control, Evaluation and Phases are the processes that you will use to
manage the IT investments as portfolios.

To open the My Portfolios frame, click on the double arrow “>>’ at the far left at the top of the
ProSight Portfolios screen as shown in below (close the frame by clicking on the double arrow
‘<<’): The back and forward buttons at the top of the frame will change the view of the frame to
the previous frames you have navigated.

i rrosight PFPorEfolics — Formress Projeck
EFil= Eddikc i = Faworibe= == H
2> 5ack - e - |27 [= ™| Click here to
Sadddre== Iﬁél hEEg: S cEep . b=k . wribka. wirgimia. g ShOW/Hlde
= = 1lnis Pueor eficlices My Portfollos
1" PR T O s

b oudd | Edit... | oprions

I A 1.0 Pre-Selaect Fhasse

Pre—Saelaeckt Phoase

Im the Fre-Saelaect Phasae, agasnciae=s
comnduact initial amnalev=si= of potential
imnue=strmant=s. &~ preliminareg bBu=sin e==
cases i= dewveaelopeaed amnd rewviscuosesd a;nd
the inuveaestrmeaent i=s ithhaer SASpprowsd Ffor
Flamnminmng (~=FFIJI. Ildentified for

[ T e L a1 — L

The workflows are displayed as process links with descriptions, in user defined folders in a new
left bar available in any of the Portfolios modules. Once the My Portfolios frame is open, you
can select from the drop-down menu to open the various processes as shown below:
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Select a Folder - Microsoft Internet E... !E

[ VITA_TCP (imparted)

[ Portfolio Manager's processes
[ admin's processes

[ My Processes

&l N Search

My Processes
Executive analysis Trac (PPM)
Fast Track for PPM Process Flow
Users' Processes (system)
WITA (imported)
WITA_TCP {imported)
B3 YITA_TCP

-3 YITA Partfolio Management
“-[] 1.0Pre-Select Phase
[ 2.0 Select Phase
[ 3.0 Control Phase
1 4.0 Evaluation Phase

PERRRE

B

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

—
1i: Pordolios

MY PORTFOLIOS

¥ add w  Edb..  Options

‘@m"m‘gm‘ @FURMS 'm‘am Setup | Admin | Forum | KP

Form: | [ Project Closeout Report v ltem: @157 Compensation Board (CE)

[ 1.0Pre-Select Phase v

Form | e

Sutimit || Res

Pre-Select Phase
In the Pre-Select Phase, agencies GENERAL INFORMATION WeS SCOPE o&M PROJECT RESOURCES
conduct initial analysiz of potential

imvestments. A preliminany business

caze is developed and reviewed and “
the investment is either Approved for
Flanning (4FF), Identified for . . . . ”
Frelminary Planning (IPF), of Listall Project Deliverables and the date each was accepted by the user. Identify any contingencies or conditions related to the acceptance:

rejected.

If an inwestment is approwed for
planning it moves on to the the
Gelect Phase. Deliverable Name Date Accepted Contingencies or Conditions

Step 1 - Agency completes a
Preliminary Business Alignment
form

Completing this farm helps the
Agency complete the Prelminan
Buzsiness Case,

LINK TO PRELIMINARY BUSINESS
ALIGNMENT FORM

The Complexity, Risk, and Cost
Benefit Analysis tools are available
for assidance.

[ Preliminary Risk Workshest
[ Pratect Complexity Form

Step 2 - Agency completes a

Yendor Request for Information
form

Complete this form if needed.

Dacument how the project performed against each Perfarmance Goal established inthe Project Performance Plan.
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NOTE: In My Portfolios, multiple links to the same form may exist, but the links will go to
different tabs based on the form selection.
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SUBMITTING, RESETTING AND SPELL CHECKING FORMS

Submitting a Form: To submit or save a form, click on the Submit tab

Submitting, Resetting and Spell Checking

NEW will create new
ProSight item (only
in Concept Initiation

Form: | [B Concept Initiation v Ttem: | © New Candicsis

Form | Itsm | Collaborate | Wiew | User | Help

= st | Reset O wew <] |22 Speling

4 SUBMIT will update the system / / R T

H with new or changed information SPELLING checks
_ — from the entire form (all tabs). /I for spelling errors —]

T —— in all text fields on
ome Fortfolio: ems an orolios / aCtiVe tab Dnly W:

RESET refreshes the

The purpose ofthe Concept Initiation Form is to enable portfalio mai form with the values %;;\Ys::;n;Ff;rtnnﬁfgimm..
to model new cancepts orideas againstthe estabiished portiolio, us) sgyed on the for up-to-date information
estimates ofthe value they may bring to TOBFG. Once a concept has| . . and EPM values.,

approved for full business case analysis (proposal), itis entered on . Previous su bmit.
After this point, data on this form is for historic purposes only. EPM
crossed to separate fields in ProSight, EFM

e The *“Automatic Submit!”” window will appear when you attempt to navigate away from
a form in which data has been changed without submitting.

o “STAY” returns you to the form you were in so you can review your edits and manually
submit or reset.

e  “CONTINUE” will automatically submit any data you have changed or entered and you
will navigate to the new form or module you requested.

The system submits your data automatically when
you navigate to other forms or modules or when you
change the selected item.

Continue and submit?

[~ Don't show again

Stay Continue [
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* The “Form Contains Errors!”” window will appear when a form is submitted with
mandatory data missing.

e “OK” submits the form with the missing data.

e “CANCEL” returns you to the form to update the mandatory data before submitting.

Microzoft Internet Explorer

Farm Containz E rarsl
The system will anly submit data from figlds that have no erors.
[The labels of fields that contain emrors are underlined in red).

Click '"0OFK' to submit anly figlds with no ermors.
Click 'Cancel' to go back.

The *““Data Entry Error!”” window will appear when an incorrect data type is entered into a field.
This error message does NOT define the error you have made — it is an error indication. The
example shown is incorrect date format; another example might be a non-numeric character in an
integer field.

Form: | [3 Key Metrics {Uipdate After Every Phase) *  Ttem: @ B Server Migration Project
Form | Tkem | Collaborate | View | User | Help
Submit | R
A pata Entry Error!
KEY METRICS UPDATE o AL
Errar checking mechanism has just notified you
that data has been entered incarrectly,
by drawing a red wawy line under the field name.
Itern Mame: B Server Migration Project To get more details aboutthe ermor, place the itus: Candidate
Technology Project Number: | 13972 tnouse pointer over the underined fleld's name. s I—L[
Example: j Status Open
Blges.complslon -ap003 -
Date format incorrect:
walid date examples: 12/24/2002 or Dec 24, 2002,
EPM displays Patential Ask and Plan Amounts as botals only, Where require
Fiscal Totals Amount | TOTAL | Dev't Errgme || W COEEIDERET sult- | Premises | Other
from EPM TOTAL Dev (FTE)
Potential Ask [1} 22,480 7,150 5,000
Driginal Plan 0 [1} [ A 0
Revised Plan 0 17,480 2,150 2,150 15,330 15,330

The following indications are used to highlight errors or missing data.
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KEY METRICS UPDATE

FINANCIALS UPDATE

AL1GN

TABS with errors are underlined with red squiggly Iinelei
Fltern Marme: 5 Candidate

Technology Project Murmber: | IT13572

| Mandatory fields missing data are underlined I

EPM displays Potential Ask and Plan Amounts as kotals only. Where required, break these down into expense type categories.

Fiscal Totals Amount  TOTAL Dev't Employee Contract Outtask Non-Dev't Hardware Software Consult-  Premises Other
from EPM TOTAL Dev {FTE} Dev Dev TOTAL i
Potential Ask 0 22,480 7,150,

15,330 15,330
Original Plan o o DI asdf i I o
Revised Plan 15,330
Error indication lines identify FIELDS
with an incorrect data type

Printing a Form: Select Print from the drop down menu

Duplicate. ..

| Assign Defauit Values

’ Form prints to HTML format l

Edit Form Tab...
Knowledge

Export

Logout

5| Executive Surmmary cas | % Al Thems Foti

Mandatory [FEsprp——

TECT, e 6, 2005

Tachnology Iniistives e \ hes @
Suppork the Base 4 1,5 [ P x|
T e B e (T -] o |
e Dl ke faady
[ iy P | Tt g P Pl T Canit0 fre st [1oncad Bum Rt
ﬂ P e uma M
-

u Ciad
G N e e

0 WHLAE ';-I g | |

. ] | etk | tweme

v i 3

L0
T
25

Select the Print Settings:
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Define the following prirt =ettings:

Fange Content
= Al Tahs i Al
" Current Tab ' Graphs only
Display Graphs... Page Orientation
& Graphicall

p L s |:| P artrait
= As Tables

(o l:l Landscape

Set same Page Orientakion in the Browser's Print dialog.

(9124 Cancel

The word document appears:

Procurement Business Alignment Formy / 129 DHRM Procurements (O&M) (Porttolio) PreoSight

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

[ PROCUREMENT ALIGNMENT |

General

Title: 129 DHRM Pracurements [O&M)

Home Portfolio: 129 Department of Human Resources Management (DHRIM)
Description: TEST

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

Procurement Infrastructure
Type:

Item Classification:
Planned Start Date:
Planned Completion Date:
Procurement Cost:

Appropriation Act/Funding
tatus:

[ SERVICE AREAS |

[alinn Investment tn Servire Areas ]
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Exporting Forms

T2 romms

AER iR MG

Tip:
&' Forms export to Microsoft Word
format only. This is a good way to

retain an historic record of your item
or portfolio over time.

Porm; | [ Leaoutive Sunmary
_ Erecutive Surmmeary Fom) [ * Al Ttems Portioko) ProSight
Foum Rsgert, prmtecit: Teste, TOCT, Dec 6, 2005
Euplcate... I TR STy
Frr—— = ————
2 Tatal Orig
4 Speet] Total frucal | Frecal fum
&) e e
. i Akl Atk Batr
& Pt Fio v e Surmmasy- Al e o 19es7| e
RS yox A Soowh Wael Ceome ECh 3| Samem| smam
Logeat Fros: 43310282
o T 3| mmmn| s
= o Teama|  ewm
5.0 | | e
EE
D e e fe| s | oemm| 1ammo
o W vemms| imwan| wmme|  m| aeend| e
tine
Tunding Class
e 1 [¥=" R T | ramr|  emur
Ehwcemere | 1] mamR|  asamn|  sad) 5| sowam| sz
frrrepe— B| sanwe| waam| D 3| emmwe| emsi
Whematae | 0| DemmE|  AnD| e TR e

Select the Settings:

[
3 Export Settings - Microsoft Internet Explorer [ [=] B3

EXPORT SETTINGS

Define the folowing export settings:

Range
@ Al Tabs

2000

 Current Tab

For Office Version
= 2003 to show Graphs

Page Orientation

i« |:| Portrait

[2]

Content
Lo |
' Graphs anly

Display Graphs...
& Graphically
© As Tables

("l:lLandscape
OK Cancel |

Select Open or Save:

To produce reports, retain a historic record, or provide information outside of ProSight
Portfolios, use the EXPORT feature.
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File Download
Do ypou want to open or save this file?

Mame: ...iness Alignment-129 DHRM Procurements Of, xml
Type: =ML Document, 37.1 KB
From: ctp.tesk.vita, virginia.goy

Open Save

harm wour computer. |f you do nat trust the source, do not open or

@ ‘while files from the Internet can be useful, some files can potentially
zave this file. What's the risk?

The file appears as a word document.

[Procurement Business Alignment (Fom) / 129 DHRM Procurements (Q&M) .
{Portioka) Prosight

Forrm Regort, printed by: Curmemings, Edna, Aug 7, 2006

PROCUREMENT ALIGRMENT

General .
Title: L% DeEM Procurements (D)
| d H ot DM}
Breseriplion: [ vest
Tkem Type (Procurement
Proponent Searetay:

Proguned Agemey:
Frocurement Infrastructure
Ty

Teem Classification:
Flanewed Start Date:
Plarwwed Comnplition Date:
Procuramert Cost:

Approgeistion Ad Funding |
Shatus:

RECORDING DEPENDENCIES

Dependencies allow users to record the relationships between portfolios. Below is an example of
a form with a dependencies component. Dependency analytics are also supported in the
Workbook module. NOTE: Dependencies features are selected when a form is created.

LUMMINGS, EONG | WRONESOaY, MUT £; 20U

| DASHEOARD! lam Setup: | Admin | Forum | KR

T Form: [ Project Business &lignment - Y1 v Ttern: | @l 166 SOC Projects ]

Form | Ttem | Collaborat Bl ser | Setup | Help

[ subrit | Reset | 2 speling | & D

GENERAL INFORMATION BUS. PROBLEM / OUTCOME ALIGNMENT TO GDALS SERVICE AREAS EXTERNAL FACTORS COLLABORATION

Select Service Areas this investment supparts by clicking on the "Add" bution (helow righty. Afler the Service Areas have heen added, indicate the Primary Gervice Area by
douhle clicking on the cell in the "Weight" column. Describe how the investment supports the Service Area by clicking on the Service Area name and then press the "Edif"
il button; enter the description in the "Annatation” box

Service Areas Supported Direction: Supports, Type: Service Area

Ad.. |

Item Name B gk Cost e T StartDate EndDate  Phase Edit |
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Exercises — Working with Forms

1. Select a Form from Forms Module:

Make sure you are in the Forms Module (click on the “Forms” Module to go to the Forms
Module)

a. Select a Form using the Form drop-down menu of the Forms Module’s Title Bar
Note: Click on the ‘+’ to expand various folders until you find the form you desire.
Highlight/Click on the form. (If you have permission to view that form, the form will
open and display the data from the item you may have selected)

b. Select the Item from the Item drop-down menu

Note: Click on the “+’ to expand various folders until you drill down to the Item you
desire.

Highlight/Click on the Item (You will be able to select only item that you have
permissions to, all others will be grayed out)

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

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

2. Update Form Data and Save / Submit a Form:
Access a form — (Example — Investment Business Case 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 a different project/item:

For the Investment Business Case Form, change the Item and view the data from a different
project by selecting a different project from the Item drop-down menu

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

Use Search function and access the “Records Management” Project — Search for “Records
Management”
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Section 3 Scorecards

Scorecards are a customized view of selected categories for a given Portfolio and serves as a core
management tool. Using the table format, Scorecards provide a comprehensive overview of an
organization’s performance and items based on pre-defined criteria. Scorecards are versatile and

dynamic and also provide simultaneous qualitative, quantitative, subjective, and date-driven

indicators and values. One view allows you to simultaneously analyze Items and compare
Categories. This quick review allows you to quickly assess areas of interest or potential concern.

Scorecards streamline updating category and values of more than one Item.

What is a Scorecard?

41 Scorecards display data in a tabular format, similar to a

spreadsheet

Headers display category
names or labels.

\

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

Purt?ulins $RevFiscal % Plan % Plan % Plan % Plan # # # #No $PlanGood $ Plan %Plan ¢ Plan No
Plan Total Good Moderate Poor  No¥alue Good Mod Poor Yalue Moderate Poor Yalue
" Portfolio of Porfolios 51,163,977 a4 7 9 0 122 16 9 37 42,044,753 3,014,512 4,504,712 o]
1 bonds - demo TWE 7,204,348 B0 13 7 1] 23 3 2 0 57590683 959,910 485,375 1]
Iz @l bonds - demo TWEs 3,301,375 100 0 0 0z 0 1 0 3,291,000 0 10,375 fi|
% |l bonds - manual EPM 3,778,000 100 0 0 [ z o 0 4 3,775,000 0 0 [
4 |l bonds - phases pre- 36,530,254 51 8 11 077 \13 3 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 accesses objects and menus.

Portfolios

Health Overall Schedule Health Current Phase Schedule Health Percent Complete

= ¥ITA Demo aEreen < Missing Dates <» Mo Current Phase < I
1 @ Christopher Newp... Green ¥ Missing Dates < Mo Current Phase < - - —
z @ PCM Test High Green ¥ Missing Dates < Mo Current Phase < - - -
3 @ PCM Test Low Green ¥ Missing Dates < Mo Current Phase < - - =
4+ @ PCM Test Medium  Green ¥ Missing Dakes <» Mo Current Phase < - —| =
5 O test2 Gresn ¥ Missing Dates © Mo Current Phass < - - -
& O tests Green +r Missing Dates < [Mo Current Fhass o1
7 @ Virginia Election a... Green +r Missing Dates < Mo Current Phase < Owarride Indicatar. .
5 @ VYITA_TCP_Item Green ¥ Missing Dates < Mo Current Phase . CellRequest...
2 O zkfgzojozjtest Green ¥ Missing Dates < Mo Current Phase <
10 @ 2222 BRAND NEW ... Green ¥ Missing Dates <> Mo Current Phase < Trend...
11 @ zzezzzzzzzzzzzzzz.. Green ¥ Missing Dates < Mo Current Phase < Cell Properties. ..

4
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Items Health Overall Schedule Health Current Pho—— S—hodelo san ool e At Complete
Showe Walues

Mo Current F Show Indicators — 11
Mo Current F Show Both
Mo Current F

Active Projects — Green
@ .NET Framework Green
@ 129test0 Green
@ 129test 1 Green

[~ ] Missing Dates
1
z
S
4+ @ 129test2 Green
s
&
7
=
El
i}

Missing Dates

IA=ETE) (B Sort Ascending

Mo Current F Sort Descending

I@ Hide Category

Mo Current F

Missing Dates
Missing Dates
@ 129 test 4 Green Missing Dates
Mo Current F

Mo Current F Category Trend...

Mo Current F Category Properties. ..
Mo Current Fhase £

Mo Current Phase <

@ Accounting Data... Green Missing Dates

@ Accounts Payabl... Green Missing Dates
Missing Dates

Missing Dates

@ Accounts Receiv... Green
@ Administrative C... Sresn
@ Administrative H... Gresn

Bk k% b
AR RVAE AR AR AR AR VAREY ¢

Missing Dates

The Title and Menu bars function as they do in other ProSight Portfolios modules.

The Tool bar consists of the following buttons:
e Navigation: navigate between the browser screens. Use the ‘tab’ key to navigate
between cells
e Print: print the current scorecard
e Mail: e-mail a link to the current scorecard
e Knowledge: access the scorecard knowledge portal

Each scorecard has a list of cross referenced categories to a portfolio. Some examples of these
categories are:
e Health: indicator of the general performance of the Item, color and graphic codes are
used.
e Life Cycle: phases of Item
e Budget: Indicates the actual or projected funding for an Item
e Summary Row: summary values for the category column for the combined items in the
portfolio. The summary format can be defined for each category and can be depicted as
an average, total or any other defined user method
e Indicators: current status of a category depicted by color and shape coded symbols.
Indicator tabs can be updated
e Values: the actual vale status for each item or portfolio. Value tabs can be updated

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

Resizing columns: Move the cursor to the column divider to the right of the required column
until the cursor becomes a double-headed arrow. Click and drag the column divider to the
desired size.

Hiding and Showing Columns: Click the title of the column to be hidden with the Right
Mouse button and select hide column from the displayed popup menu. To display the column,
select View, Unhide all columns.

Sorting columns: Right click category title you wish to sort. A pop-up menu appears. Select
Sort Ascending or Sort Descending.
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Changing the sort order: Click the header of the items column. A pop-up menu appears. Select
Sort Status Ascending or Sort Status Descending.

SCORECARD CELLS

Scorecard cells are the convergence point of each row that displays the value for a specific item.
Clicking a scorecard cell displays a pop-up menu that provides options for edition for viewing
information connected to the cell contents.

Data cells are the cells within the scorecard. Summary Cells are the top cells in each column and
contain a summary of the information in that column. To 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 Properties window to view the cell history
(i.e., graph, value, indicator and update information). The Trend tab of the Cell Properties
window displays the values entered in the cell over a period of time as a graph. The graph
will display:
Today line: Current values
Future line: The future line includes future values.
Reference values: Displays several lines, one for each category

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

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

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

& @ Accounts Receiv... Majar Project

9 @ Administrative C... Man-Major Project
10 @ Administrative H... Mon-Majar Projec! Update
Cell Request...

11 @ Adverse Expetien... Motar Yehicle Dealer Board Mon-Major Frajecl

12 @ ALICE Hon-Major Prajec!

13 @@ Jim Project Major Project  Trend...

14 @ jim test The Commanwealth Depattment of Emplayment Di... jFFFF Majar Projec! Cell Properties. . =it ao

15 @ Jim's Project Commonwealth Competition C... working title Projecls

16 @ Wanhorn - Test P... Finance Update Implementation of th... Major Froject

17 @ PM Project 2 Technolagy virginia Information Technolo...  Project 2 Major Froject

10 R OMAnmsieean Toek | T bl Uivminin Trfomenmbing, Tochmrln | Dhewsicems Tack Memierk Meime Memieer
Fajor Projeck
rMajor Projeck
Fon-FMMajor Projeck
Forn-fMaior Projeck
rlon-major ;” Project

Projeck
hlajor Projeck
Projeck
Frojeck
Projeck

ilementakion of th...

~~~~~~~
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Exercises- Working with Scorecards:

1. Select a Scorecard from Scorecard Module:

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

b. Click on the Scorecard drop-down — on the title bar
i. Drill down and select the scorecard you want to access (Scorecards are

arranged in the alphabetical order)

ii. Example — “Report #43 / #44 Funding Status / Not Funded”

c. Click on the Item/Portfolio drop-down — on the title bar
i. Drill down and select an appropriate portfolio
ii. Example — “136 VITA Projects”

2. Update Scorecard Data (funding Status) and Save / Submit the data

Continue with the above scorecard

Select an investment/project

Double click on the “Approp Act / Funding Status Field” for that project
Change the Funding Status value

Click to submit and save the change

Data can be updated this way and changes will be reflected in other forms,
scorecards, etc.,

o0 o

3. Select and View Scorecard Data from a different Portfolio
a. Continue with the above scorecard - “Report #43 / #44 Funding Status / Not Funded”
b. Select an different portfolio to view its data
c. Click on the Item/Portfolio drop-down — on the title bar
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 Workbooks

Workbooks provide a detailed view of business operations at the item or portfolio level. This
information includes who is responsible for actions, phase deliverables, phase completion status,
contact information and hints related to the viewed item. Workbooks also provide scheduling
information to track events and updates, information regarding out-of-date data and the ability to
view updates in the user’s area of interest.

Team leaders and project managers can use Workbooks to track activities for individual areas of
responsibility and to assess the progress of items. Portfolio manages can use portfolio
workbooks to track activities and deliverables that are portfolio-wide and are not connected with
a specific item.

SCORECARDS AND WORKBOOKS

In Workbooks, the current item is rated according to selected scorecards. Workbooks provide the
CTP management the capability of viewing a single item or portfolio for the project manager and
others on the team.

The top part of the Workbook displays the row of a Scorecard for that item or portfolio. To
display an item, select at the top of the Workbook screen the Scorecard that you want to display
and the item.

Selecting a Scorecard

To select the item and scorecard for the item workbook:
In the item field in the title bar, from the drop down list select the item to be viewed.

The bottom part of the Workbook displays seven tabs that you can select to show different types
of information for the item:

Status

Life Cycle
Dependencies
Contacts
Action ltems
Deliverables
Links
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2} ProSight Portfolios - Workbook - Microsoft Internet Explorer [_[=2[x]

Ble Edt View Favorites Tools Help ‘ e
3 ® e =

eﬁatk -© - |ﬂ @ ‘h |f)Sear(h .(Favorites €2} | (- o ] - o)

Address [€] httpifctp.test vita virginia.g ight/Partfoliosiview himriwin bedtemID=73285cI0=76 = EJeo |uns

P ——— Cummings, Edna | Monday, Jun 26, 2006

il N6 JoRcaoARsH A IGO0  sctup | Acrin | Fom | kP

T Ttem: | W 402 VIMS Frocursments (O%M) -

up | Help Highlight
& ™| 9
Business Priority Priority Mandatory? Forced Rank Strategy Score Risk Score % Expected Value  Total Planned Cost Total Planned
(€3] Benefits (§)
1 402 ¥IMS Procure.., - — = — = = = = =
»
ACTION ITEMS LIFE CYCLE DELIVERABLES DEPENDENCIES LINKS E
Total Overdue
Updates il 0 Al Requested updates in '402 YIMS Procurements (08}
My Updates o 0 Updates requested from user Cummings, Edna
Action ltems a 0 o Action Ttems in *402 YIMS Procurements (O&M)'
All Phases' Deliverahles: i} 0 a (Mo life cycle defined)
Current Phase Deliverables (Mo current phase defined)

STATUS: Provides an overview of the Portfolio or Item (Updates, Actions, deliverables, etc).

— e
Business Priority Priority Mandatory? Forced Rank Strategy Score Risk Score % Expected Yalue  Total Planned Cost Total Planned
Benefits (§)
1 402 ¥IMS Procure... = = = - - - - = = = =
4 »
ACTION ITEMS LIFE CYCLE DELIVERABLES DEPENDENCIES LINKS CONTACTS
Total Overdue Done
Updates: 0 0 Al Requested updates in 402 YIMS Procurements (O8M)'
My Updates: o 0 Updates requested from user Curnmings, Edna
Action tems 1} 0 0 Action Items in '402 VIMS Procurements (Q8M)
All Phases' Deliverahles: 0 0 0 {Ma life: cycle defined)
Current Phase Deliverables: (Mo current phase defined)

Page 41 of 70



ProSight Orientation and Navigation

ACTION ITEMS

In the Action Items tab, click New. The General tab of the New Action Item window is
displayed:

k(11 Por dlolias Cummings, Edna | Manday, Jun 26, 2006
» - . g
A TEn L JGaraon] \o worksook [\ ST e b e [N B
Scorecard: | Inwestment Priarity > Item: |l 402 VIMS Procurements (O&M) h
scorecard | Item | Collaborat View | User | Setup | Hel Highlight
g = 9
Business Priority Priority Mandatory? Forced Rank Strategy Score Risk Score % Expected Yalue  Total Planned Cost Total Planned
[£3) Benefits ()
1 [l 402 YIMS Pracure... - - = - - = - - = - -
4 3
STATUS @ LIFE CYCLE DELIYERABLES DEPENDENCIES LINKS CONTALTS
v Action Owner Link peafiine Rlew >
it

Rernove

<3 Action Item - Microsoft Internet Explorer

™ Action Item Cornpleted

Action: |
Chwenier: |Cummings, Edna j
Appraved By: | Cummings, Edna j

Start Date: | | midiyyyy
Deadline: I T midiyyyy

Link; |nttp-si
Description: ;I
E
Ok | Cancel |

Enter action item information as required in the fields:

e Action: Descriptive name for the action item

e Owner: From the drop-down list, select the ProSight Portfolio user responsible for the
action item.

e Approved By: From the drop-down list, select the ProSight Portfolios user who
approves the completion of the action item
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e Start Date: Enter the start date for the action item in the format mm/dd/yy, or select a
start date from the drop-down calendar.

e Deadline: Enter the completion date

e Link: Enter the address of a website related to the action item or a locating within the
ProSight Portfolios system.

e Description: Enter a brief description of the action items; Hypertext can be included in
the description.

To set or view the action item’s security permissions, click Security. The Security tab or the
New Action Item window is displayed. Click OK. The Action Items tab is refreshed, and the
new action item is displayed.

LIFE CYCLES

To use the Workbook, users must establish Life Cycles. The Life Cycle tab displays detailed
information about the item’s phases. When a new item is established, the user has an option of
assigning a Life Cycle by selecting one from an existing list. If a Life Cycle has not been
assigned at the time the Item was created, it can be assigned in the workbook or through editing
the item in Setup.

Edna Cummings | Monday, Jun 26, 2006

Highlight
STATUS nmu@ DELIVERABLES DEPENDENCIES LINKS CONTACTS
Life Cycle: Fast Track O il Proces’
v | Phase & | % Jan 1, 1986 - Jan 1, 1993 Edit
Concepk
v Business Case 100
—
v Delivery 100
e ——
v Launch 100
E——
v Operate 100
Decommission
Elanned
Forecast
Axctul
==
Mngr: System Administrator Mo Start Date Mo End Date
[ [ [ [ [emtenet
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Components of the Life Cycle tab:

e Completed Column: A checkmark indicates that the phase is completed. A right-
pointing arrow indicates the item’s current phase. Click to add or remove a checkmark.

e Phase Column: Displays the name of a phase

e Annotation Column: A mark in this column indicates that the phase has some
annotations which are entered in the Life Cycle window. Annotations are explanatory
notes or comments about the chase. Click here to open the Annotation window for the

phase.

e Percentage Column: Displays the completion percentage of the phase
e Progress Bars: Displays the actual progress of the phase in comparison to Planned and
Forecasted phase progress. The ‘Planned’ is depicted by a thin black bar followed by
‘Forecasted’ illustrated by a thick black bar. “Actual’ progress is colored to indicate the

phase health.

e Edit Button: Click to open the Life Cycle window for the phase.
e Item Information Area: Displays the item manager, start date, end date and phases.

Accessing the Life Cycle Window

Double-click the row of the phase to be edited or select a phase and then click Edit. The Life
Cycle window is displayed with the selected phase. In the example below, the delivery phase is

selected.

3 http://209.27.15.41 - Life Cycle of Accounts Receivable {Legacy) - Microsoft Internet Explo... [B =]
Select a phase to view or edit its properties:
Status IFinished vI |1DD 'l % complete Health: & 3% & < « @ ¢ Mone
Flanned: Forecast: Actual:
start  [10/719586 = | =] [1orias6 =] onTime P
End:  [1rir1988 =1 [ =] [trirs9ss 1 on Time rfd iy
Deliverables:
+ Deliverable Owner Link Deadline ey
v Design Fewiew approsal Swsterm administrakor Edit
w  Documentation Rewview Swsterm administrakor
Remove I
Description of Business Plan Approval:
ok | cancel |
E=] =) |8 1ntern=t Z
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Each tab or the Life Cycle window represents a single phase of the life cycle. Users can access
each phase by clicking the relevant tab. One the phase is accessed,; it can be viewed, edited or
annotated as required to include information about deliverables.

Editing information in Life Cycle:

e Status: From the drop-down list, select the status of the phase. A phase can be Not
Started, Current Phase, Finished or Skipped.

e 9% complete: Indicates the percentage of the phase that has been completed.

e Health: Select an indicator to represent health

e Start date: Enter in mm/dd/yyyy format or select from drop-down calendar. To the right
of the Start field is an indicator of how early or late the actual start date compares to the
planned start date

e End: Enter in mm/dd/yyyy format or select from drop-down calendar. To the right of the
End date field is an indicator of how early or late the actual start date compares to the
planned start date

e Deliverables: Displays the deliverables of the phase

e Annotation: Click to write annotations

e New: Click to access the New Deliverable window

e Edit: Select a deliverable in the table and click Edit to access the Edit Deliverable
window.

e Remove: Select a deliverable in the table and click remove to delete the deliverable from
the phase

e Description: enter a description of the selected deliverable

-2} http://209.27.15.41 - Life Cycle of Accounts Receivable {Legacy)} - Microsoft Internet Explo... [ =l [E3
CYC | = |
Select a phase to view or edit its properties:
&
Status: [Finished =] [1o0=] % complete Health: = 9% ¢ < " @ « Mone
FPlanned: Forecast: Actual:
Start: [ 10/1/1986 =1 | =| [1omsase -] on Time B it
End: [1riness =1 | =] [rinass =] on Time iy
Deliverables:
« Deliverable Owner Link Deadline ey
W Design Rewiew approwval Syskem Aadrministrakor Edlit
w  Documentation Revisw Syskem Aadrministrakor
Remowe I
Cescription of Business Flan Approval
Crl I Cancel I
[& [=2) [# Tnternst Z
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DELIVERABLES

The deliverables tab displays detailed information about the deliverables for the phases of the
item.

A} Prosight Portfolios - Workbook - Microsoft Internet Explorer

File Edit Wew Favorites Tools Help ‘ 4’
3 PO L A AL
Qe - ) - [¥] [#] S ssach 5 cravartes )| (- iz - | ) B
Adress [ ] brtp: frtp.test. via, virginia.govjProsightPortfolios iew. htmPwindow=wbadtemID=T87scID=76atabiame=dlvr B ‘ Links
ProSightlz= =] Cummings, Edna | Monday, Jun 26, 2006
Saa) (T 7y = T 1 000
INVESTOR] S CORECARD] WORKBOOK FORIS| DASHBOARDS) T0'00!
scorecard: | Irvestment Prioricy - Iter: ||l 247 GMU Projects -
Scorecard | Ttem | Collaborate | View | User | Setup | Help Highlight
5 24| 9
Business Priority Priority Mandatory? Forced Rank Strategy Score Risk Score %o Expected ¥alue  Total Planned Cost Total Planned
3] Benefits (§)
1 |l 247 GMU Projects = == - [ - S - _
1 3
ACTIDN ITEMS LIFE CYCLE DEPENDENCIES LINKS CONTACTS
v * Deliverable Owner Phase Phase Status Link DEadIirﬁa it
Phase

Deliverables Tab Components

Completed column: A checkmark indicates the deliverable is completed
Mandatory column: An asterisk indicates the deliverable is mandatory
Deliverable column: Deliverable name

Owner column: Displays the name of the ProSight Portfolios user responsible for the
deliverable

Phase column: Displays the name of the phase

Phase Status column: Indicates the status of the phase such as started or finished
Link column: Displays the link assigned to the deliverable

Deadline column: Displays the scheduled completion date

Edit button: Click to edit a deliverable

Phase button: Click to display the Life Cycle window

Description area: Displays a description of the selected deliverable

Item Information: Displays the item manager, start date, end date and phases

Page 46 of 70



ProSight Orientation and Navigation

Accessing the Edit Deliverable window form the Deliverables tab

Double click the row of the deliverable to be edited or select a deliverable and then click Edit.
Edit information as required in the following areas of the Edit Deliverable window:

e Deliverable Completed: Place a checkmark in the box to indicate that the deliverable
has been completed.

e Name: Enter a name for the deliverable

e Phase: Indicates the phase that the deliverable belongs to

e Owner: From the drop-down list, select the name of the ProSight Portfolios user
responsible for the deliverable.

e Deadline: Enter the date the deliverable is to be completed in the dd/mm/yyyy format or
select a dated from the drop down menu

e Link: enter the web address of a web site related to the deliverable or a location within
in the ProSight Portfolios system. The text entered in this field will be displayed as
Hypertext.

e Upload: Click to upload a new document to the ProSight Portfolios Serve and link to it.
The Upload Document window is displayed.

e Document: Click to link to a document on the ProSight Portfolios Server. The
Documents window is displayed and a list of uploaded documents appears in the
Documents window. Select a document form the list and click OK. The document’s link
is entered in the Link field.

e Browse: Click to browse a document in the network and the Choose file dialog box is
displayed. Select a document and click Open. The document’s link is entered in the
Link field.

e Description: Enter a brief description of the deliverable including Hypertext if
applicable.

e Mandatory: Select the Mandatory checkbox to make the deliverable mandatory to the
completion phase.

Security Permissions: To access the security permissions of a deliverable, click Security in the
Edit Deliverable window. The Security tab is displayed.

WORKING WITH DEPENDENCIES

Users define dependencies, normally at the item level. To manage an analyze dependencies;
users can view a list of dependent items/portfolios in the workbook. Users can drill down to the
Dependencies List from the Scorecard or Investor Map.

The Dependencies List contains either items/portfolios which the item depends on or supports.
The Item Depends on list is the reverse of the Item Supports list. For example, if item X depends
on Y, then item Y supports item X. The reverse list is automatically updated when a dependency
list is updated.
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If users have Edit permissions on the item, then they can add and remove items/portfolios
directly from the list. An annotation box provides details of the dependent relationship.
Additionally, several basic system categories provide information about the Dependency
properties (weight, cost) and Dependent item properties (manager, start date, end date, phase0>
the Dependencies tab display the list containing information about the dependencies.

The dependencies list can be sorted by clicking the column heading. The components of the
Dependencies tab are:

21121317 Por tholios: Cummings, Edna | Wednesday, Aug 2, 2006

| JGERAT) | 5 WoRkaook NS o) 1 JOaORDS 10:D0N  Setup | Admin | Forum | KE

scorecard: | [ CI0 Partfolio Approval *  Item: @ NETFramewark

scorecard | Ttem | Collaborate | Wiew | User | Setup | Help Highlight
3

Project - Proponent Project - Proponent Agency  Project - Working Title Item Classification Item Type Project - Approval - PMD  Project - Approval
Secretary Description Date - CID

1 @ NET Framework - Commanwealth Competition €., — Major Project
1 4

T ACTION ITEMS LIFE CYCLE DELIVERABLES
DireMgon: | Depends an ¥ Type: | Al hd

|
Thes Type Weight Cost 'z Manager Start Date  En Edit.. |
@ Commonwealth Portfolios Service Area Primary Ly Administrator, System = |

LINKS CONTACTS

Dependency Direction Type-Choose one of the following lists to display:

Item Depends on: The items/portfolios that the current item depends on. This is the

default list

Item Supports: The items/portfolios that depend on the current item.

Name: Displays a numbered list of items/portfolios

Manager: name of the manager responsible for the item/portfolio

Start Date: Item/portfolio start date

End Date column: Item/portfolio end date

Phase: ltem/portfolio’s current phase

Add button: Click to add a dependency. The Select an Item navigation tress is

displayed. Select an item/portfolio from the list of recently viewed items/portfolios at the

top of the navigation tree. The selected item/portfolio is appended to the list.

e Edit button: Click to edit the highlighted dependency. The Dependency Properties
window is displayed.

e Remove button: Click to remove the highlighted dependency.

Restrictions for adding items as dependencies:

e An item cannot depend on an item if it already supports that item
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e Anitem cannot be in a dependency relationship with a portfolio that contains it
e A pair of items cannot be in a dependency relationship if one of the items has an existing
dependency relationship with the other item
Annotation area: Display a description of the relationship of the selected item/portfolio. This
description is also displayed in the reverse list. This is only editable in the Dependencies tab.

ACCESSING THE ITEM MENU

Project — Proponent Project — Propo
Secretary

STOoATLS ACTICMN ITEMS

Direction: | Depends on - Twpe: Al

Forms

—1 workbook

Cependencies

The item popup menu (right click) allows users to select from the following options:

e Workbook: Select Workbook to access the management workbook for the selected
item/portfolio

e Forms: Select Forms to access the form for the selected item/portfolio

e Dependencies: Select Dependencies to access the Dependencies list for the selected
item/portfolio. The drill down can be either the Workbook or Forms depending on user
system settings. The Workbook is the default drill down. The default drill down can be
changed to access a specific form tab.

WORKING WITH LINKS

Users can access documents uploaded to the ProSight Portfolios Server by using a URL (web
link). A document link can be used any place that supports links within the system (text fields,
annotations, link lists, deliverables, etc.). This capability allows the Commonwealth to
overcome existing network/firewall limitation that prevent dispersed users and agencies from
sharing documents
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Below are the components of the Links tab:

1:1:1¢ Portiolios Cummings, Edna | ‘Wednesday, Aug 2, 2006
‘mlm E WORKBOOK nl].tu, -+ DASHEDARDS. T0D0N  Setup | Adwin | Forum | kP
scarecard; | [ €10 Portfolio Approval > Teem: | @ (MET Framework L
Scorecard | Item | Collaborate | View | User | Setup | Help Highlight
g =
Project - Proponent Project - Proponent Agency  Project - Working Title Item Classification Item Type Project - Approval - PMD  Project - Approval
Secretary Description Date - CIO
1 @ NET Framework - Commanwealth Campetition C.., — Major Project -
4 4
STATUS ACTION ITEMS LIFE CYCLE DELIVERABLES CONTACTS
Direction; | Depends on x Type: |4l A
Add. |
Item Name i Type Weight Cost 1. Manager Start Date EndDate  Phase Edit ‘
1 @ Commonwealth Portfolios Service Area Primary 5 Administratar, System 7&"‘.'“‘“

Name column: Displays the name of the link

Link column: Displays the URL of the link

Size column: Displays the size of the document

Owner column: Displays the user responsible for the link

Uploaded column: Displays the date the document was uploaded

Description area: Displays a description of the link

New button: Access the Link window to add a new link to the Links list.

Edit button: Access the Edit Link window t the edit the selected link

Remove button: Removes the selected uploaded document link form the list. Only the
link is removed; the document is not removed from the system.

e Item information area: Displays the item manager, start date, end date and phases.

CREATING A NEW LINK

In the Links tab, click New. The Link window is displayed.
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2 New Link - Microsoft Internet Explorer

LN 7|

Specity a link to a web site or to an uplnaded documert:

Mame: I

Link: |

Upload Documents. Browse
Onwner. |Cummmgs, Edna j
Description: ;l
OK Cancel |

Enter Link information in the following fields:

Name: Enter a name for the new ink. If you use the Upload, Documents or Browse
button, then the name is automatically entered.

Link: Enter the URL or web address of the new the link. Users can enter the URL of a
web site or a location within the ProSight Portfolios system. The text entered in this field
will be display as Hypertext.

Upload button: Click to upload a new document to the ProSight Portfolios Server and
link. The Upload Document window is displayed and a link is placed in the Links list
when the upload is complete.

Documents button: Click to link to a document on the Prosight Portfolios Server. The
Documents window is displayed with a list of uploaded documents. Select a document
from the list and click OK. The document’s name and link are automatically entered in
the Link window.

Browse button: Click to brows a document in the network. The choose File dialog box
is displayed. Select a document and click Open. The document’s name and link are
entered in the Link window.

Owner: From the drop-down list, select the ProSight Portfolios user responsible from
the link.

Description: Enter a brief description of the link, including any hypertext.

Editing a Link: To edit a link, open the link and edit the selected text and click OK.

Removing a Link: For uploaded documents, only the link to the document can be removed and
not the actual document.

Uploading a Document: In the Links tab, click Upload and the Upload Document window is
displayed. Click Browse and select the document from the file list. Click OK.

Obtaining a ProSight Portfolios Link: In ProSight Portfolios, a link that is entered into a cell
or field can be the URL of a website outside of Portfolios or of a location within the Portfolios
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system. For example, an action item in the Workbook module can contain a link to a specific
form in the ProSight Portfolios system.

Obtaining a link within the ProSight Portfolios system: From the Collaborate menu on the
Menu Bar, select Obtain Page Address. The Page Address window appears. Uncheck the
Included Item box to reference workbook details of the item previously selected in the
workbook or the item set a default in the User Wizard.

Click Copy to obtain the page address. You can now paste the URL into any application.

2} http://209.27.15.41 - Page Address - Microsoft Internet Explorer I =] |

PAGE ADDRESS 2

Copy page address to the cliphoard:

Address: | hitpar209.27 15,41 prosightiP orfoliosniew. bt Pwindow=form &ite b

¥ Include ltem M Include farm

Close |

|€| Cone l_ l_ l_ l_ l_ |ﬂ Inkernet i

WORKING WITH CONTACTS

In the Contacts tab, click New. The Add Contact window is displayed. Select New Contact to
add a contact who is not a ProSight Portfolios user; or Select Existing User (Contact) to add an
existing ProSight Portfolios user as a contact for the item. From the dropdown list, select the
Prosight Portfolios user to be added to the contact list. Click OK. If you selected a ProSight
Portfolios user as the new contact, the Contacts tab is refreshed and the user’s name and
information is displayed in the contact list. If you elected a ProSight Portfolios user as a new
contact, the Contacts tab is refreshed and the user’s name and information is displayed.
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‘A Prosight Portfolios - Workbook - Microsoft Internet Explorer _[&@]x .
Fle Edt bWew Favorites Tools Help

@Backv \) - @ @ (;j pSearch *Favuntes &) B' ;_ ] vl_Jﬂ

address @ hittp: /209,27, 15,41 fprosight Portfolios Wiew htm?window=wbeitemID=26788scID=08t sbNams=cnt

B> EREE
BroSightlz=y: /= Edna Cummings | Tuesday, Jun 27, 2006
MY PORTFOLIOS « - -
Bl Do (A L e o workeoox [ e [ e LA B

<Select a Folders - Scorecard: | <Select a Scorecard: <

Ttem: 132 State Board of Elections (SBE)

card | Tkem | Collaborate | View | User | Setup | Tools | Help

Use the 'Add' button to add links to this

STATUS ACTION ITEMS LIFE CYCLE DELIVERABLES DEPENDENCIES

First Name - Last Name

Job Title Phone e-Mail

Edit.
Remnve

Enter the contact information as requested. You can enter a brief description or the new
contact’s connection to this item and include Hypertext.

Click OK and the new contact is displayed in the contact list.

A New Contact - Microsoft Internet Explorer

Fill ir thee folloswwing informstion:
Firsthame: || Lastame: |
Joh Title: | Phone: |
Company: |
Department: | Fax: |
Address: ;l E-mail: I
[ -]
Description: ;l
;'
oK cancel |

Editing and Removing Contacts
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In the Contacts tab, highlight the row of the contact to be edited and click Edit or double-click
the row of the contact to be edited.

Edit the contact information and click OK.

To remove a contact, select a contact from the list and click Remove. Click OK.
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Exercises — Working with Workbooks

1. Access the Workbook module
a. Click on the Workbook Module Tab - to go to the Workbook module
b. Workbook module should be displayed — with following Workbook tabs:
I. Status
ii. Action Items
iii. Lifecycle
iv. Deliverables
v. Dependencies
vi. Links
vii. Contacts
c. Click on the Workbook tabs and verify the work areas:

2. Access/ View Project Documents:
a. Project documents / links are available and accessible from the Links Tab of the
Workbook Module
b. Click on the Links Tab to go to the documents / links work area
c. Click on the Link (url) to access the documents / links

3. AddalLink/URL
a. Click on the Workbook Module Tab — to go to the Workbook module
b. Click on the “Links” Tab of the workbook module:
c. Click on the “NEW” button on the right corner of the screen
d. Onthe “New Link” Screen enter the link name, and the actual link/url
e. Click OK to upload the link
f. Verify that the link is uploaded and is available on the Links-Tab work area

4. Upload a Document
a. Click on the Workbook Module Tab — to go to the Workbook module
b. Click on the “Links” Tab of the workbook module:
c. Click on the “UPLOAD” button on the right corner of the screen
d. On the “Upload Document” window, browse and select the document you want to
upload
i. Click on the “Upload Document” window - security tab to set document
access security
e. Click OK to upload the link
f. Verify that the document is uploaded and is available on the Links-Tab work area
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Section 5 My Portfolios

'My Portfolios’ displays private “favorite” sets of related URLs and guided workflows that
provide users with direct access to anywhere in Portfolios, including portfolios documents, and
URLs including local or web addresses. Text objects may be added to ease the organization of
those links in groups and to add titles and explanatory text. These workflows are displayed as
links with descriptions, in user defined folders in a new left bar now available in any of the
Portfolios modules. Folders are organized in a new 'Links' hierarchy and may be managed as any

other Portfolios folders.

Navigating My Portfolios

To open My Portfolios:

Select View from the menu bar-> Show/Hide My Portfolios from the menu list.

My P ortfolios
ExpandiZollapse

| vl Piow riolions:
Y PO T DL TN
= Add o~ (= 8 Caplhores -

il Step L: Gettg Started - Ap...

9 assessire You e Shrosbeopn:

= Irerertorying Your Soolcgt

e Pl
Shovef Hide

i Py P s

Descrption

*Horme Portfolio

= A Applacation Postfolios

CroFrva b Itenns

Business Process Crwreer

Shaspport for Exiernal Customers:

Sunppon Tor nfermal Cusilormers:

1|

Business Fro

Primarny Strat

Primarny Supg

My Portfolios captures CTP’s workflows, navigation, collaboration, and assists with
training. My Portfolios displays available process links for each user. My Portfolios supports

the following link types:
e Portfolios Links

o Forms and Form Tabs

o Scorecards

0 Investor Maps

o0 Workbooks
o Dashboards
e Web Links
e Documents Links
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e Uploaded Portfolios Documents
o Text

Below are examples of a Portfolio Scorecard Link and a Text Object in My Portfolios:

hModule lcon Link Marme Link Description

Alkernakive Review Scorecard

The alternatives are rated against Text Object title

2ach otherto find the candidate

viaith the greatest walue, Text Object
Description

ek 1 Portolios

MY PORTFOLIOS =
& Add »  Edit...  Options =
| Prioritization i

PART I: EVALUATION

Before continuing, cheds all eandidates
value. You might need to repeat the
former three staps to maximize value

[Zr Application Evaluation Preliminary

& Application Evaluation

9 alernative Review Scorecard

PSSR T SN RS S |
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Creating a Personal Process Folder within CTP

My Portfolios is a tool in ProSight Portfolios that can take a process such as Project Portfolio
Management and design a workflow of all the various steps needed to capture information,
analyze and help make decisions on an organizations portfolio of projects.

Project Portfolio Management provides a portfolio management governance structure that allows
you to manage projects (and other investments) from inception to completion while delivering
maximum value. The process described here assumes you are managing a portfolio of projects.

With each system user, ProSight Portfolios creates a private folder under My Processes that
allows each user to create a personal process folder structure.

To Create a Personal Process Folder in My Portfolios, Select My Processes folder.

Address |®j http: /209,27, 15.41 {prosight/PartFoliosView, htm?window=FormaitemID=531 &FormID=26&tabID=0 V| EJ e Lnks 7
diekil=[ni® Portfolios Adrin
MY PORTFOLIDS <«

T rorms

Form: | [ Project Charker - - Item: | @ Budgeting and Business Planning

- EEX
[ Agency IT Strategic Plan Process

[ 3.2 Planning SUMMARY SCOPE BUSINESS PROB... MAJOR MILEST... AUTHORIZATION PROJECT RESOU... REYIEW DOCUM
[ +.0Evaluation Phase
[ 3.4 Project Closeout
[ 3.3 Execution and Control

&1 ™ Search
._| My Processes
B3 CTP PMD Adrministration
- CTP Partfolio Processes |
] Reports

"-—-' Users’ Processes (system) retary: | 184 Secretary of Technology
(1 =z InDevelopment

SCORECARD WORKBOOK DARDS Setup | Admin | Forum | KR

% pdd w  Edit..  Options «

[ My Processes -
2 http:/1209.27.15.41 - Select

Collaborate | Wiew | User | Setup | Tools | Help
& submit | R

| Budgeting and Business Planning

Bricy: | 136 Virginia Information Technologies Agency

| administrator, Systern

1 B/ Y

a3
&) ® Internet

Select > Add-> Text.
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nl P{rtb“cﬁ -2} Add Text Link - Microsoft Internet Explorer [_ o] |

In -
asigt

MY PORTFOLIOS £

=

Fill in the followving information:

= fdd Edit... Cptions Title:  [Edna's 15tPracess

'):-E Partfaolios Link ;B Text  [Thisis step 1. =]
dnagenmen
[5] Documert Link 2

% web Link dd links to this

- TE)CL‘ Folder: | [ ECummings Test processes Browse...
OK Cancel

[

Select OK, verify your new information in My Processes.
Select the function you wish to perform, “Add, Edit or Options.

Ll B2 118 || S AT LR RS

MY PORTFOLIOS <€
P ifvestorn LW TSCOREC
= add ~| Edi.. | Options ACLITHVESTORM RWRISCORECT
@ Eciiiainns et fipiataes = Farm: [ Change Control Request
Form | Ikem | Collaborake | wiew | User | Setup | Help
Back

Edna's 1st Process
hiz iz step 1. GENERAL INFORMATION

Prowide hasic infrrmatinn abonk Fhe mrniseck

To Attach a Portfolio Link (form or document), Select-> Module (the module you want to
display in My Portfolios) = Portfolios link

Hi=siE] i EPertialics
MY PORTEFOLIOS < l@‘ FVESTON C" SEORECABY

£ Add |'-'| Edit, .. Cptions -

% PortFolios Link E — Scorecard: |l KBO Ranking Makris *+

% &D;;Eizt Ll = Scorecard | Porkfolio | Collaborate

= Text

__________________ Control of o

=7 . H b KBDO Rank
Hd Process Folder Link frautus

SO, TOds, T OUeEETgint reporks

170 Council on Hum a...

project execution. 4|

are created and revievved to track

If ba=eline changes to the project are
required, the Project hdanager
completes a Change Control and

The screen appears for you to add or verify the Portfolios Link. Enter MY TEST info as shown
below and click OK. The Portfolio appears. Be sure to indicate whether or not you want the
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specific Item to be included in the link. NOTE: Always verify you have the Portfolio in the
correct Process folder.

—d = Sdd - Edit. . . SpEions

A hitp:/1209.27.15.41 - Add Portfolios Lin... [ - — '

[ =.2 Exaecuticon arnd Conikrol

Feqgue=t forrm .

L

Fill in the following information:

Step 1 - Froject FManages

e e N e T

. ; - Throughout the Frojsot, the Froj=ot
=

Marme: ||'<E|O Ranking Matrix | rdanager continuo sy oo nitors a8

updates the Issues Log. saction e

Log., and Risk PManag=m=ent Log

Description: |y TEST IMFO
SEtep 2 - PO reports chabtas ba
P10 Aaessociate Director

Once a month the PRAMD use=s th =
Froject Flanning tool to report the
=tatu=s of the Froject to the FhAaAD
FAme==ociate Directar,

Folder: (23 3.2 Execution and Control Browse.., .S-;T,';f.: - PMD creates oversight

Ewvery other month the PhiD creates
an cwersight report for the CHO o b
presented to the ITIB.

Link to: 3 KBO Ranking Matrix * St b - SENC e i
Bl 170 Council on Human Rights (CHR)

Include A i

EI O ik=m= in poreEfFolic 170 Councill o Hams
Done 0 Inkernet

Step S - SAgency conipletes ses-
macceptance Report

Step & - Project FManages
completes the Project Esrecuticmn
e} ition Checkldlist

KB Rankjl—mtrix o

l oK H Cancel ] R~ TEST IMFE ~—
S

Editing My Portfolios.

To Edit My Portfolios, click on Edit. A list of links selected My Portfolios Folder appears.
Highlight the link you wish to edit.

A hilp://209.27.15.41 - Folder: 3.2 Execution and Control - Microsoft Int... [= |[5|EX]
O Seneral Links of *3.2 Execution and Control':
b Links ionng Qm
Execution and Conkrol Rermove
Ir Faleds
(5] o FetE=rs Step 1 - Projeck Manager mainkains project information
O Security Step Z - PMD reports skatus bo PMD Associate Director
Step 3 - PMD creates owersight repork
Skep 4 - SOC reviews
= Step S - Agency completes User Acceptance Repark
= Step 6 - Project Mfanager completes the Project Execution an... Move Up
F kB Ranking Matrix *
Move Dowvwn
Description of Step 2 - PMD reports status to PMD Associate Directar
Once & month the PMD uses the Project Planning tool to repart the
status of the Project to the PMD Associate Director.
[ cancel | [ < Back | Mext= | [ Finish
@ 8 Internst
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A Screen appears that displays the Title and Text you wish to edit.

3 hitp://209.27.15.41 - Edit Text Link - M... [2 J[51][X]
= TExT Bl

Fillin the fallawwing infarmation:

Title: E:tep 2 - PMD reports status to PMD Assaociate Dire

Text: Once a month the PMD uses the Project
Flanning tool to report the status of the Project
to the PMD Associate Directar,

Folder | (24 3.2 Execution and Conkrol Browse. .

[ Ok ][ Cancel ]

@ Dane  Internet

You may then Edit, Move Up or Down or Remove the Links.
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Exercises — Working with My Portfolios

1. Open My Portfolios:
a. Select View from Menu Bar
b. Select Show/Hide My Portfolios from the drop-down list
c. My Portfolios window/frame will be displayed on the left side of the screen

2. Create a Personal Folder:
a. Select My Processes Folder
b. Select Add Text by clicking on the drop-down next to the “ADD” button of My
Portfolios

c. Inthe add text window > enter data
d. Click OK to save and view the information in My Processes Folder
3. Add a Folder Link:
a. Select My Processes Folder o Pordoles
b. Select Add “Process Folder Link” option by clicking on = add {T] Edi...
the drop-down next to the “ADD” button of My e et
Portfolios B web Link

c. Inthe add Process Folder Link window
i. Select the Folder
ii. Enter Name and Description
iii. Click OK to save and view the Folder £ PROCESS FOLDER L]
Link in My Processes Folder Fil inthe following informetian

Link to; «5%elect a Folder -

Marme: |

Please refer to “How To’s” in Appendix — 6 for step
by step instructions on How to Customize My
Processes Folder

Description;

Folder: [ 2.0 Select Phase Browse...

oK H Cancel ]
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APPENDIX: Basic Portfolio Components:

Interactive Views: These views are the modules and associated components of ProSight
Portfolios wherein users are able to enter data or access information to support business
functions.

e Modules: ProSight Portfolios contain various modules (i.e., Investor Map, Scorecard,
Workbook and Dashboard) wherein users enter and view the organization’s data. The
administrator can specify which modules are active for each user/group, including the
Setup module that prevents users from accessing the Setup window.

e Forms: A Form is the data-driven module of ProSight Portfolios. Through Forms, users
enter system data or use as a reporting tool that enables user to view, summarize, and
categorize data.

o0 Form Tabs: Form Tabs are the different sections in a form. Forms may contain as many
as twenty form tabs. You can use the same form tab in many different forms.

i Sconecumol (W] 10:008 et | Adrin | Forun | P

Form: | 3 Profect Propasal ¥ Ttem: | [ 166 S0C Procurements (O8M) v

Peset | #speling | & M §

QUESTIONS BUSINESS PROBLEM STRATEGIC PLAN MAJOR MILESTONES PROJECT FINANCIALS 0 &M FINANCIALS RISK MODEL SUMMARY ARPROVAL

Pravide basic infarmation about the project including: Praject Tle - The proper name used ta identify this praject;
Praject Working Title - The warking name or acronym that wil be used for the project; Prapanent Secrekary —The
serretary nwhom e rananent aneney is assinned o e Serrerary that i snansarinn an entermrise nrmect:

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

HIOR: SSCURECMD ‘g WORKBQOK ‘m[mlm Setup | Adun | Fanm | 12

Seoegard: | 5] Heath and Review v Portfalio: | \g129 Department of Human Resources Manaoemert (OHRM) v
Seorecard | Portfolio | Colborate | View | User | Setup | Help Highlight
g9
Portfolios Health Overall Schedule Health  Current Phase Schedule Health  Percent Complete On Budget Dlvr Health De...
He..
12129 Department of H.. Grezn T MisingDates O Mo Curent Phase & - - - - o ¥ - ‘
1 [ 129 DHRM Procut...| Green W Missing Dates Mo Current Phaze 9 =[O x -
2 [l 129 DHRM Projects Gren ¥ Missing Dates ¢ Mo Current Phase & - K x -
3 [ 129 Agency Head  Green W Missing Dates £ Mo Current Phase & - *
4 [ 129AITR Green W Missing Dates & o Current Phase 9 - ¥ -
{ )
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e Workbooks: The workbook module allows user to mange project-related information
about a single investment item. The workbook provides functionality to mange a
project’s schedule, deliverables, action items, and dependencies. The workbook can be
integrated directly into Microsoft Project Server (when available) using MS Project
Server Bridge.

" TR ARG

© womseoox [ S8 [0 [\A 000 e

Scorecard: | B €I Portfolio Appro

¥ ltem; @169 Commenwealth Compettion Councl (€C)

View | User | Setup | Help Highlight
& w
Project - Proponent  Project - Proponent Agency  Project - Working Title Item Classification Ttem Type Project - Approval - PMD  Project - Approval
Secretary Description Date - CI0
1 /169 Commonweal..| — - - - - - -
4 »
ACTION ITEMS LIFE CYCLE DELIVERABLES DEPENDENCIES LINKS CONTAETS
Total Overdue Done
Updates i 0 #l Requested updates in '169 Commonsealth Competition Coundi (£CC)
My Updates 0 0 Updates requested from user Cummings, Edna
Action ltems i] 0 i] Action Items in''169 Commonwealth Competition Councl (CCC)!
All Phases' Deliverables i 0 0 {blo e cycle defined)

Current Phase Deliverables: (o current phase: defined)

o Graphs: Graphs display historical or current information about an item. ProSight

Portfolios enables users to create three types of graphs. Distribution graphs display
information in the form of a bar chart or a pie chart, trend graphs display a line graph
indicating performance over time, and scatter graphs display data in the form of points
indicating values on the x-axis and y-axis.

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

Humber of Partfolios
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e Dashboards: A Dashboard is a collection of graphs that provide detailed technical and
business information about technology investments and performance categories. A
Dashboard enables managers to focus in on key performance indicators and trends critical
to their specific areas of interest and responsibility.

NP TiiesTor) AWM TScorecaRoN AW Tiorimookm DE-Trornsl e it ol A ARTOImON  sern | Admin | Forum | kP

Dashboard: | @ Primary Strategy Category-Portfolia > Item: @750 Department of Correctional Education (DCE)
Dashboard | Item | Collaborate | View | User | Setup | Help
? @
Primary Strategy Cateaory: value distribution Primary Strateay Category: indicator distribution
Portfolios distributed by Primary Strategy Category Porffolios distributed by Primary Strategy Category
3
100%
g
g 2
=
5
i
T
5
£
=
z
0
el I 100% - NoValue

e Maps: Maps are the strategic center of ProSight Portfolios. Investor maps senior
management to view business activities in terms of risk, investment type, budget, etc.
They provide managers with a flexible, visual tool for slicing key performance data
according to strategic goals. Maps also provide “What-1f” capability to plan and align
strategic goals.

B > wvestor: [ SCGTATI [\ RO [ ST LA e LT |

olio; | B Al Investmerts

Setup | Admin | KB | O

COLOR STATUS

@ied @ open

G ellow [¥] @ clased
@acreen [¥] O candidates
@ Grey

SIZE

[ min: [0 ()

[ max | 24,100 | (24,100)

Q%
€
%

—

S PY
¢
¢
©
¢

]

@ @ @ © @ -] ]

' 0 0
Business Unit 1 Business Lnit 2 Business Unit 3
Business Unit

% Color by: Risk ~ (%) Sizsby: Total Funded Budget (3) >
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Hierarchies: Hierarchies are the business units within ProSight Portfolios. All ProSight
Portfolios’ objects are organized in hierarchies. Arranging objects in hierarchical trees creates an
organizational map that defines the organizational environment and makes it easier to navigate
among objects and views. Hierarchies also support the process of applying and managing
system security.

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

By Function By Organization By Health By Program
@omorate E@:orate clo @rojects ?od;folio
- [HR — [BUcio —» Gadd »[Programs
— @s = — E cio — @ning
|Direct Sales ‘ ] Projects
P —
= [Marketing ‘ » @CIO — @
-
— Fln;nce L‘:‘@ clo
— 05

Folders: A folder is a collection of related objects. Each object type has its own folder
hierarchy. For example, it is not possible to have Scorecards in a Maps hierarchy. Each
folder hierarchy has its own ‘root.” Objects and folders may appear in multiple folders.
However, each object has a single home folder and other instances of that object are
referenced objects.

Access: Within ProSight Portfolios user rights or access are controlled by the systems
administrators.

Users: Users are all the individuals in the organization with access to ProSight Portfolios.
Use the New User Wizard to enter information for each user in the company, such as
password, privileges, login name, user preferences, and contact information.

User Groups: A User Group is a group of ProSight Portfolios users who are all assigned
identical rights. Systems administrators use the User Group Wizard to create new user
groups and define security parameters for an entire group, rather than individually
defining security for each system user.
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My Portfolios: My Portfolios displays private or “favorite” sets of URLs and guided workflows
that provide users with direct access to anywhere in Portfolios, including portfolio documents,
any URL and local or web address. Text objects may be added to ease the organization of those
links in groups and to add titles and explanations.

MY PORTFOLIOS <
= add - Edit. .. Opkions -
[ 1.0 Pre-Select Phase g

Pre-Select Phase

In the Pre-Select Phazse, agencies
conduct initial analysis of potential
investments. A preliminans business
zase is developed and rewievsed and
the investment is either Approwed for
Flanning (AFP), Identified for
Frelminare Planning (IFF3, or
rejected.

If an investment iz approwed for
planning it mowes an to the the
Selaect Phaze.

Step 1 - Agency completes a
Preliminary Business Alignnent
Forny

Completing this form helps the
Agency complete the Prelminany
Business Case.

LIMK TO FRELIMINARY BUSINESS
ALIGHNMEMNT FOR R

The Complexity, Risk, and Cost
Benefit Analysis toals are available

for assistance.

G Preliminary Risk Worksheet

& Project Complexity Form

Step 2 - Agency completes a
Yendor Request For Information

Form
Camnlata thic farm if naadad
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APPENDIX: Definitions

Category: Specific information about items and/or portfolios that are usually descriptive
(i.e. Name, Description, Comments), value (i.e. financials, dates, durations), or a rating (i.e.
Impact = High)

Components: Other elements of ProSight such as trends, My Portfolios, categories, etc., are
called Components

Control: During this phase, the progress and performance of IT investment initiatives
against projected cost, schedule, and/or performance, is regularly monitored in accordance
with the investment’s planned review schedule.

Dashboards: A collection of graphs that provide detailed technical and business information
about technology investments and performance categories.

Evaluate: The Evaluate Phase includes all investments that have been in operation six or
more months. The purpose of the Evaluate Phase is to compare actual performance results
and benefits to the results that were initially projected.

Folder: A collection of related objects

Forms: The data-driven module of ProSight Portfolios.

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

Graphs: Displays of historical or current information about an item in chart form.

Hierarchies: The business units within ProSight Portfolios established by an organization to
define a portfolio management structure and security.

ITIM: Information Technology Investment Management; consists of four phases, Pre-
Select, Select, Control and Evaluate that are used to determine the investments to include in
an organization’s IT portfolio.

Indicator: Displays or symbols which map to category values. E.g. Health: Good,
Moderate, Poor

Investment: Initiatives or (events, capabilities, etc) or business units that consume or plan to
consume resources, such as time, people, etc. A technology investment such as services or
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items, is a collection of deliverables, milestones, tasks and the resources allocated to
complete the work.

Item: Any investment the user tracks in ProSight Portfolios (generally interchangeable with
“project or procurement”)

Knowledge: A repository of information unique to the current display.

Life Cycles: An organization-wide paradigm that consists of the common phases of a certain
activity type.

Links: A private or “favorite” sets of URLs and guided workflows in various components of
ProSight.

Investor Maps: The strategic center of ProSight Portfolios that enable management to view
business activities in terms of risk, investment type, budget, etc (sometimes referred to as a
‘bubble chart.’

Module: Areas in ProSight where users can navigate, i.e. Investor Maps, Scorecards, and
Forms

Phases: A sequence of activities in ProSight that must be completed before you can progress
to the next activity or phase

Portfolio: A portfolio is a collection of related items, which are grouped to manage and
view performance of common business activities and goals.

Pre-Select: The Pre-Select Phase documents a proposed investment’s support of an
agency’s mission, strategic goals, mandates and the Commonwealth of Virginia’s vision and
objectives as set forth by the Council on Virginia’s Future.

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

Users: Users are all the individuals in the organization with access to ProSight Portfolios.

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

User Groups: A User Group is a group of ProSight Portfolios users who are all assigned
identical rights.

Value Lists: Defined data types, such as ‘high, low, medium,” etc.
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Workbooks: The module that allows users to mange project-related information about a
single investment item.
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