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Section 1: Primavera Portfolio Management Basics

How to Request Access to the Commonwealth Technology Portfolio (CTP):

The Commonwealth Technology Portfolio Tool (CTP) is a secured website that uses single sign-
on authentication using the COV domain login id and password to provide access to the tool. To
request access, please follow the steps below:

1.

6.

If you already possess a COV account, contact VCCC for a ticket; request access to the
Commonwealth Technology Portfolio, and ask that the ticket be assigned to VITA-CTP
PROSIGHT APPL BUSINESS (PMD) to validate business need for access.

If you do not have a COV account, contact VCCC for a ticket; request a COV account be
created with access to the Commonwealth Technology Portfolio, and ask that the ticket is
assigned first to VITA-CTP PROSIGHT APPL BUSINESS (PMD) to validate business
need for access. VCCC will provide additional instructions on how to request a COV
domain account.

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

PMD will contact the user and Agency IT Resource (AITR) to validate business need and
access roles and responsibilities. If the business need is valid, VITA-CTP PROSIGHT
APPL BUSINESS (PMD) will reassign the ticket to the IT Partnership (ITP) to create the
COV account and/or add user's COV account to the COV domain "ProSight User's
Group."

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

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

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

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

As a reminder -- all COV domain account holders must change their COV passwords every 90
days. An email reminder is sent automatically by the ITP to warn of pending password
expiration. You can change your COV password using the online P-Synch tool by performing
the following steps:


http://www.vita.virginia.gov/oversight/projects/

=

Go to https://esupport.virginia.gov

Click on the “Change your Password” option under “COV Network Password.”

3. Enter your email address (Firstname.Lastname@Agencyacronym.virginia.gov) for your
login ID.

4. Begin the registration process. Once registered you can use eSupport to change your

password or unlock your account.

N

How to Access the CTP:

The URL is https://ctp.vita.virginia.qov/prosight/

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


https://esupport.virginia.gov/
https://ctp.vita.virginia.gov/prosight/

The Main Screen

When you log on to Primavera Portfolio Management, 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

6‘ )“, httpf://ctptraining.testvita.virginia.gov/prosight/Portfolios/iew. ,O - ﬂ O X ”“gPrlmavera Porffolio ... | ‘

File Edit View Fquvorites Tools Help

Sechriiogien Agency

' | Commonwealth Technology Portfolio
{Training Suite)
L Workbook [T

Form: [EgESeRD) P @ 136 VITAFY14-16 ITSP f Dataasof: [

- Investor Scofecard

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

a5 speling | & g
ITSP SUMMARY ITSP BUDGET TABLES AGENCY BRTS FINAL PROJECTS FINAL PROCUREMENTS
=
Web Portlet
Report Title: IT Strategic Plan Summary i
Agency: 136 Virginia Information Technologies Agency Date: 4/28/2014

m

About The IT Summary

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

Current Operatienal IT Investments

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

<
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The Menu Bar

The Menu Bar is the horizontal medium blue line running left to right across the top half of the
browser window. 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.

Setup | Adrin | Log out | Stane, Kathey | Monday, Apr 28, 20

Commonwealth Technology Portfolio

(Training Suite)
To-Do

Investor | Scorecard | Workbook Dashboards

U TTSP(14-15) i @ 136 VITAFY 14-16 TTSP b Dataas of: RG]

Form | Tten) | Clipboard | Collsborate | View | User | Setup | Help

The Menu Bar provides access to user functions and Primavera Portfolio Management 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. Once the Export option is
selected, choose Open or Save to save the exported file.

Investor Scorecard Workbook

—
Forms Dashboards | To-Do

B & ITsP(14-16) L @ 136 VITA FY14-16 TSP - |EEEEEE Today

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

Edit... *2 Speling | & 4
& New...
DUD\\CEEE ITSP BUDGET TABLES AGENCY BRTS FINAL PROJECTS FINAL PROCUREMENTS

Edit Tab...

rategic Plan Summary i

¢ irginia Information Technologies Agency Date: 41282014

2 Export...

& Print...

Log out

m

Upload Documents:

To attach a document to a form or to add additional details for justification, choose Item =
Upload Document to upload the document to the server.

—
Investor Scorecard Workbook Forms Dashboards To-Do

U 5 1TsP(14-15) IS @ 135 VITA FY14-16 ITSP

Form | Item | Clpboard | Collsborate | View | User | Setwp | Help

Edit... . speling | S &9
@ New Item..
ITSP BUDGET TABLES AGENCY BRTS FINAL PROJECTS FINAL PROCUREMENTS

New Portfolio of Items...

-
1| New Portfolio of Portfolios...

Upload Document...
WebP B pocuments...

Ref €3 Send to Manager... lan Summary -




Click Browse to identify the documents to be uploaded. Click Ok once document is selected.

(2 Document - 136 VITA F¥14-16 ITSP - Win...l = ﬁ

UPLOAD DOCUMENT | 7 |
GEMERAL SECURITV

Upload a document for the item "136 VITA FY14-16 ITSP:

Specdfy the location of the document you want to
upload:

—
Lecation: ([ Browse) |

Place a link in the item's links lict.

Owwner: Stone, Kathey =

Description: -

View All Uploaded Documents

To view all of the documents that are included with the BUSiness Casé choose Item >
Documents menu. You can Add and Remove attached documents.

Investor Scorecard Workbook

—
Forms Dashboards | To-Do

G & ITsp(14-16) ITTl @ 136 VITAFY14-16 ITSP - [CEEER Today

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

Edit... e speling | &
@® HewItem..
& New Portfolo of Ttems...
New Portfolio of Portfolios...

ITSP BUDGET TABLES AGENCY BRTS FINAL PROJECTS FINAL PROCUREMENTS

Upload Document...
WebP [ pocuments...

Reg 7 Send to Manager... lan Summary ‘:.

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

(= Documents - E-forms - Windows Internet Explorer provided by WA IT Infrastructur...l — é

“iews, edit or replace existing documents or upload new do ents:
< Documents of: | @@ E-forms -
e = P Gptonded

Upload...
(=== |
[ E==o |
(== |

Description:



E-mail

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

' . ‘ (Training Suite)

—
Investor Scorecard Workbook Forms Dashboards | To-Do

[& Investment Business Case U @ E-forms Data as of: [EEEN

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

&9 Send Page... R Mew ¥ % Speling | & 5
A Obtain Page Address...
GEMERAL INFORMATI( £ BENEFITS TECHMICAL FEASABILITY GOVERNANCE AND OVERSIGHT APPROVALS
A New Alert...
& Berts...

NOTE: Every Investment i #  Add Process Link...
must also have the assoc & start Workflow...
filled out on the appropria

Funding forms_After com 5, Workflow Instances...

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

I v " (Training Suite)

—
Investor Scorecard Workbook Forms Dashboards | To-Do

G700 [ Investment Business Case [P @ E-forms Data as of: [T

Form | Item | Clipboard | Collaborate | View | User | Setup | Help
Help [ New ~| 3% speling | & =7
Library

About Primavera Portfolio Management

GEMERAL INFORMATION SCOPE TECHNICAL FEASABILITY GOVERNANCE AND OVERSIGHT APPROVALS

A screen appears to allow you to search a topic.

2 Working with Forms - Windows Internet Explorer provided by VA IT Infrastructure ... E=TEEE X

N— 7 Working with Forms

@F‘reface: Using Online Help Sl
@ Introducing Oracle® Primawvera® Portfolic P
@ Installation

[ »

& Organizing Hierarchies In Primavera Portfolio Management (PFPM). you can view data

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

@ Wworking with Categories Thisrdata is then aggregateq into big picture formats that

@ Working with Investor Maps provide you with an overall view of your portfolio, such as

investor maps and scorecards. Forms have several unique
features and qualities that make them more suitable for some
Portfolio Management tasks:

m

% working with Scorecards

Q Working with Management Workbooks
@ working with Tabs

Q Working with Forms

Working with Dashboards

% Configuring Alerts and MNotifications
% Working with the To-Do Module

@ The Guide Pane

Q\-‘.‘crklng with Dependencies |
@ wWorking with Dvnamic Lists

QCcpying and Pasting Data

@ Collaborating with Others

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

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

=




The Module Navigation Bar

N \ vV l I Commonwealth Technology Portfolio
(Training Suite)

| Bl Bl Wit e

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

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 user to enter business case data for
projects, procurements, BRT or OR/I.

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.

Module Work Area

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

' ‘ (Training Suite)

e,
Investor Scorecard Workbook Forms Dashboards | To-Do

SR ] ORI Status EGe G Wl 136 VITA Projects e Data as of: [EhEVg e

Scorecard | Portfolio | Clipboard | Collaborate | View | User | Setup | Help Highlight

& =

Ttems OR/IType Submittedby  OR/I Submission Date Agency Agency OR/1 Priority OR/I Due Date OR/I Discussion with VITA | AITR Notification Date
cAM

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

-
Administrator, System — 188 Secretary of Human and ...
Administrator, System — 136 Virginia Information Tech...
Administrator, System — 136 Virginia Information Tech...
135AITRN1, 136 - 136 Virginia Information Tech...

5 @ Commonwealth T...



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.

] Commonwealth Technology Portfolio
(Training Suite)

§ Investor Scorecard WOI’k Forms

Z0H [ Investment Business Case bd| Dataasof [ELEEV

Form | ltem | Cipboard | Colaborate | View | User | Sctup | Help

= [ New ~| %% Speling | & 52

GENERAL INFORMATION SCOPE BENEFITS TECHNICAL FEASABILITY GOVERNANCE AND OVERSIGHT APPROVALS

The drop down menu appears.

g Investor Scorecard Workbook 0 Dashboards | To-Do

[& Investment Business Case - @ Eforms - DEIEEERE Today -

Formy (2 Select a Form - Windows Internet E... (= (5], S

2l

Recently Viewed Forms

[ New ~| 2 Speling | & 59

—3 SP(14-16)
Y[ [& Investment 14-16 Biennium Funding TECHHICAL FEASABILITY ‘GOVERNANCE AND OVERSIGHT APPROVALS
i I3 Procurement Business Alignment
& Agency OR/I Setup
Agency Operational Risk/Issue

E _j Commonwealth - CTP
2”9% &3 (PMD )
| 53 (CI0 Approval)
forms
e Forms Drop-down
Projet (8 2.0 Select
(3 3.0 Control e

To get to the actual data, the user must choose which portfolio and Item to open. The Title Bar
allows the user to choose which portfolio to open and to select the appropriate data (item).
Remember, the data format that will appear is 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.

| § Commonwealth Technology Portfolio
(Training Suile)

§ Investor Scorecard Workbook Forms Dashboards 0

WO [ Investment Susiness Case I @ E-forms ~ IR Today
Form | Ttem | Clipboard | Colsborate | View | User | Setup | Help
———— e [=] @ New = % Speling | &
GENERAL INFORMATION SCOPE BENEFITS TECHNICAL FEASABILITY GOVERNANCE AND OVERSIGHT APPROVALS

10



| .

Investor Scorecard Workbook 0 Dashboards | To-Do
SVl [ Investment Business Case - @ E-forms ~ R Today -
Form | Ttem | Cipboard | Collborate | View | User | Setup | Hel © SelgdamHemrorPoTtiohacindo.. ==
] [ New ~| % Speling | & &g
f’ﬁ 136 VITA Projects -
GENERAL INFORMATION scope W 136 VITA Agency Head Baseline Approval - Chang . E APPROVALS
@ 136 VITAFY14-16 TSP Recently viewed Portfolios =

N ] 135 VITA ORI
{@ining Crg Risk

NOTE: Every Investment Business Case (IBC) form J 2N Search

must also have the associated fiscal year(s) funding = Commonwealth - CTP.
filled out on the appropriate Investment Biennium H 1. PMD

Funding forms. After completion of the IBC go to these 2 0

forms and fill out the funding data. ‘Dmmunwea\m Partfalios

*Project Title: E-forms 166 Secretary of the Commonwealth (SOC) POrthI 10 and Items H |erarchy
180 Secretary of Administration (S0A)

[ I

Click on the “+’ to expand each PORTFOLIO until you find your project, procurement, BRT or
OR/I and highlight the object. If you have permission to view that object, it becomes the active
object on all forms you view.

Investor Scorecard ‘Workbook 0 Dashboards To-Do
SO 2 Investment Business Case - W& Portfolios for Reporting B etz asor: R -
Form | Item | Cipboard | Collaborate | View | User | Setup | Help & Select an Item or Portfolio - Windo... ==l
=] New ~| 2% Spel .=.
B 135 VITA Agency Head Baseline Approval - Change = = R rew S Spelng | &
GENERAL INFORMATION SCOPE Q) ESIRETSTONES bVERNANCE AND OVERSIGHT APPROVALS

(=] 136 VITACR/I

NOTE: Every Investment Business Case (IBC) form

=) 1. PMD
must also have the associated fiscal year(s) funding - 2. CIo
E

filled out on the appropriate Investment Biennium
Funding forms. After completion of the IBC go to these
forms and fill out the funding data.

*Project Title: Portfolios for Reporting -~

=) @) Commonweslth Portfolios

166 Secretary of the Commonwealth (S0C)
180 Secretary of Administration (SOA)

) 183 Secretary of Natural Resources (SNR)

& secretary of Technalogy (SOTEC)
ftem Type ( 189Secretary of Education (SOE)
N 146 The Sdence Museum of Virginia (SMVY)
“Home Portfolio: Commanwealth - GTP T @) 148 Virginia Commission for the Arts (VCA)
148 VCA Applications
Is this a Change/Update to an existing Project in CTP? 148 VCA BRT

143 VCA Enterprise Business Architecturs
148 VCA IT Strategic Plans
148 VCA OR/L

i) Jui qu}

Investment Description prosrid

11



PORTFOLIO AND ITEM ORGANIZATION

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

<} Select an Item - Microsoft Internet Explorer

Bl 402 WIMS Projects

25 Jamestowl 192 I""IMS Prajectshion (IVF)

g 245 Southwest Yirginia Higher Education Center {SWHEC)
- 186 Secretary of Transporkakion (STO0

o

Portfolio Legend:

T " == o= . : M j ————ma oo

i Portfolio of Portfolios: Highest

‘ Hierarchy or “Parent” indicated by a
dark and shaded double folder. It
B Portfolio af Tkems contains several portfolios.

il Portfaolio of Portfolios Portfolio Items: “Child” hierarchical

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

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

12



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

[ 1tems and Portfolios
=i “ommonwealth - CTR

Elﬁ] Commonywealth ParkFolios

¥ 165 Secretary of the Commonwealth (S0
130 Secretary of adminiskration (SO080
183 Secretary of Maktural Resourg
154 Secretary of Te W LSOTEC)
of Education {S2E)
& Secretary of Trans i
ublic Safety (SP3S)

Secretary of Health and Human Resources Sk
190 Secretary of Finance (SFIMY

192 Secretary of Commerce and Trade (SiZT)

193 Secretary of Agriculture and Forestry (OS0F)

G

BRENY

£

..
|- Skorage

111Th

|-l =z HR. Test Portfolios of Portfolios

Each Secretary has all associated agencies and a Portfolio of Items for enterprise assets.

Elﬁ_l_ Commonwealth PorcFolios
-l 155 Secretary of the Commonveealth (SoeCh
=l 155 SO nkerprise
el 166 S Procuremenks (S0
R 1es SOnC jecks
E—:Iﬁ: 150 Secrektary of admitygkration (SO0
=@ 129 Deparkmenk of H an Resources Manages
1292 DHRM Procuremsks o)
L 129 DHRM Projecks
Sktate Board of Elections (S
1532 SEBE Procuremenkts (a7
15= SBE Fraojecks
Compensation Board (CE)
Commonweealth Competition Council (CC
Courncil on Human Rights OCHRD)
Deparktment of Charitable Saming (Cac)
173 o Procuremenks (210
1753 5 Projecks
wirginia OFFice For Protection and adwocac:

Agency Portfolio
of Portfolios

SOl E R ey

1S5S0 SO0 Procuremenks (00

1L 150 Soa Projecks

Deparktment of Seneral Services (Ci55)

11 obj=cks

e,
Secretaries’
Enterprise
Portfolios
—

13



Each agency has Portfolios grouped by item types. An Item can be a Project, Procurement, BRT,
ORI, or Service Area. New Items are added to the applicable Portfolio.

(=) Select an Item or Portfolio - Windo... e (5 [P S

Wl 136 VITA Agency Head Baseline Approval - Change ~
@ 136 VITA FY14-15 ITSP
] 136 VITA ORJT

Al

£l Commonwealth - CTP

-l 1. PMD

-l 2. CIO

£l Commonwealth Portfolios
[+-@ 166 Secretary of the Commonwealth (SOC) L—"1 Portfolio of Items: Applications,
G+-@l 180 Secretary of Administration (SOA) BRTS, EBA, Strategic Plans, OR/Is,
-l 183 Secretary of Natural Resources (SNR) Procurements, Projects and
- 184 Secretary of Technalogy (SOTEC) Service Areas
-l 185 Secretary of Education

148 VCA Applications

143 VCA BRT

148 VCA Enterprise Business Architecture
148 VCA IT Strateaic Plans
148 VCA ORT
143 WCA Procur

" WCA Service Areas NC
- 185 SOFE Enterprise -

14



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

] Commonwealth Technology Portfolio
(Training Suite)

j Investor Scorecard Workbook Forms Dashboards To-Do

YR [ Investment Business Case IE @ E-forms

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

[ New | ¥ Speling | G 57

GENERAL INFORMATION SCOPE BENEFITS TECHNICAL FEASABILITY " RuQVERSIGHT APPROVALS

e Submit — This feature is not currently active.

e Reset — This feature is not currently active.

e Spelling — All spell checking should be done in Word. This feature is not working
properly.

e Print — This key allows the user to print the current form and its content. 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. You could continue to print the report or cancel.
You may also 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 Send Page — This key will allow you to email a URL link of the current form, tab and
item to another Primavera Portfolio Management user. The email address used is based
on the user address that is set up in Primavera Portfolio Management. This capability
greatly simplifies the steps necessary to communicate with another user about a specific
piece of information.

e Knowledge — This option allows the user to view information helpful to the usage of
the page.

To Email a link to a current Primavera Portfolio Management user, choose the Send Page

button.
Commonwealth Technology Portfolio

| |
=) Send Mail - Windows Internet Explorer provided by VA IT Infrastr... E-

Invest S d | Workbook g
- Investor COrecar orl orms l SEND MAIL |7 |

[ CPGA Project Charter From Stone, Kathey (kathey.stone@vita.virginia.gov): -
Form | Item | Clipboard | Collaborate | View | User | Setup | To: | /—\
22 speling (& 59| 7)
ce kathey.stone@vta.virginia.gov
GENERAL INFORM...| POINTS OF CONT.. EXECUTIVE SUM... PRDJE4 PROJECT AUTHO... APPROVALS PMD RELATED A...
Subject  [Forms: CPGA Project Charter (form) - Appication XYZ (tem) from Primavera Portfolio Management
This Primavera Portfolio Management mail was sent to you by Stone, Kathey
Stone, Kathey has sent you a link to a Primavera Portfolio Management Page
. Click the link below to open Primavera Portfolic Management. The page will display tem ‘Application XYZ' in
= | Application XYZ form 'CPGA Project Charter
“Home Portfolio: [ 8 136 VITA Projects https /ictptraining test vita virginia.gov/prosight/Portfolios/View htm?
wind =253038 formiD=1548tabD=184
*Working Title: ‘ XYZ

An e-mail screen appears for you to compose and send a message.

15



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

Investor Scorecard Workbook o Dashboards To-Do
CPGA Project Charter - = b Dot asof: R -
= s e =) Knowledge for CPGA Pr...= =
Form | Item | Cipboard | Colaborate | View | User | Setup | Help
KNOWLEDGE |2 = " - =
2 Speling | & B4 || ¥
¥ Knowledge for Form ‘CRGA Project Charter:
GENERAL INFORM... POINTS OF CONT... EXECUTIVE SUM... PROJECT PURPOSE  PROJECT Bll SU... RESOURCES & CB... PROJECT AUTHO... APPROVALS PMD RELATI

Knowledge for Form ‘Project Charter”
CPGA Project Charter

W »

==GENERAL INFORMATION®= _ Basic information that
identifies the project. The Tab is bidirectional
(displayed on both forms) with many of the forms in

“Title; Application XYZ CTP.

*Home Portfolio: [ @ 136 viTAProjects Title — The proper name used to identify this project

*Working Title: | XYZ Werking Title — The working name or acronym used to
identify the project. If an acronym is used, define the

— - - = — ific. masnina nf aach latter

16



Section 2: Forms

Forms are the primary method of entering data. To access Forms, ensure the Forms tab is
selected at the very top of the Primavera Portfolio Management screen.

Users can select a form by two methods: the Forms Tab and “Processes.” The Forms Tab allows
you to use the pull down menu on the right side to first select the Item, then select the Form
from the left side at the top of the Primavera Portfolio Management screen. 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.

Select a Form

] wealth Technology Portfolio
(Training Suite)

§ Investor Scorecard Workbook Forms Dashboards To—Do

s PE=ESE Today

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

@ New ~| 2% Speling | & &2

GENERAL INFORMATION SCOPE BENEFITS TECHNICAL FEASABILITY GOVERNANCE AND OVERSIGHT APPROVALS

17



The CTP form menu list appears.

(= Select a Form - Windows Internet Explorer provide... |:||E

& CPGA Investment Business Case

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

=23 Commonwealth - CTP

E-C8 1.0 PreSelect

#-Z@ Project Business Alignment

#-Z@ Project Business Alignment Biennium Funding

CPGA Investment Business Case

CPGA Investment Business Case - Latest Approved

CPGA Investment Business Case - Original Approved

CPGA Pre-Select Risk/Complexity Assessment

Procurement Business Alignment and Initiation (APR)

Procurement Business Alignment and Initiation (APR) - Latest Appro
g Procurement Business Alignment and Initiation (APR) - Qriginal Appr

[—:Ili] 2.0 Select

SEERIIY

E-C3 3.0 Control

E-E8 3.1Project Initiation

--|_'=_] 3.2 Project Planning

--|_'=_] 3.3 Project Execution & Control ﬂ

FORM TABS

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

B Tscorecarol S Tvorksoond Rl 1™ Joashaoamosl AP Fomol  setup

Form: E CPGA Project Charter - Ttem: @ Automated Call Distribution System

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

S

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

*Title: | Automated Call Distribution System

Working Title: |

Froponent Agency: | 188 Secretary of Human and Health Resources Enterprise

Prepared By: | Administratar, System

|
|
Froponent Secretary: | 184 Secretary of Technology |
|
|
|

Date Finalized: |
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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 Primavera Portfolio Management back end is a Microsoft SQL server database and the
forms provide access to data in the database.

Some fields have a pull-down menu arrow allowing you to choose values. Other fields allow
you to type in your entry. If the field is colored rather than white, this means either the value is
calculated or you have read only access to the data. 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. Note the menu
arrow for that field.

Ul 5 Project or Procurement Determination T @ 136 VITA FY14-15 ITSP - BEEET Today

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

®o speling | & =] ¢

PROJECT OR PROCUREMENT?

*BRT Mame: | 136 VITAFY14-16 ITSP

*Home Portfolio: ‘ﬁ 136 VITAIT Strategic Plans j
Secretariat: 184 Secretary of Technology

Agency. 136 Virginia Information Technologies Agency

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

1. Is the effort a temporary endeavor with defined start and end I '\
dates, and results in a product, service, of result that requires IT
staffto manage? Ifyes, itis a project.

2. Will the effort resultin new or increased functionality in an Mo
avictinn IT avatam? fuae itic a nrniart

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

Shown below are examples of mandatory fields and fields that you can’t edit.
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Fields You Can’t Edit...

ACCESSING FORMS: ‘PROCESSES’

The other method of selecting a form is to use ‘Processes.” The ‘Processes’ feature of Primavera
Portfolio Management allows the creation of step-by-step procedures. In the CTP, ITIM Pre-
Select, Select, Control, and Evaluation Phases are the processes that you will use to manage
the IT investments as portfolios.

To open the ‘Processes’ frame, click on the double arrow ‘>>’ at the far left at the top of the

Primavera Portfolio Management screen as shown 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.

| vI
Processe Warkfiows

(28 1.0 Pre-Select Phase (BRT)

Investor Scorecard Workbook 0

[ Project or Procurement Determination

Click here to
Show/Hide
Processes

Dlog ol D10

Dashboards | To-Do

h @ 136 VITAFY14-16 ITSP

Gl Today

edAdd  + Edit.. Optons

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

Back

Pre-Select Phase (BRT)

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

& Agen /1 Setup
Step 2 Agency MUST Respond to
an OR/T

[ ORI Status Scorecard

i

PROJECT OR PROCUREMENT?

*BRT Name: ‘135 VITAFY14-16 ITSP

*Home Portfolio: ‘- 136 VITAIT Strategic Plans

Secretariat 184 Secretary of Technology

Agency 136 Virainia Information Technoloaies Aaencv
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The workflows are displayed as process links with descriptions, in a new left bar available in any
of the Portfolios modules. Once the ‘Processes’ frame is open, you can select from the drop-
down menu to open the various processes as shown below:

Workflows TR [nvestor Scorecard ‘Workbook 0 Dashboards To-Do

(04 1.0 Pre-elect Phase (BRT) < | o [ Project or Procurement Determination - @ 136 VITA FY19-16 TSP ~ [EEE Al Today -
2 Select a Folder - Wi... [ lxmam | Colaborate | View | User | Setup | Help
PRGN =

- My Processes
E+CA Archived Folders
=@ TTIM Processes
B8 1.FAQ's-(HowDoL..?) -
{38 2. Enhancement Descriptions

PROJECT OR PROCUREMENT?

8 3. Gossary [ 136 VITAFY14-16 TSP
{2 4. How to remove IE secure and non secure
{3 5. How to submit enhancements/changes to [ 8 136 VITA T Strategic Plans |

EHZ3 A. Commonwealth Technology Portfolio Man
(3 1.0 Pre-Select Phase (BRT)
{8 2.0 Select Phase (BRT)
{8 3.0 Control Phase

184 Secretary of Technology

136 Virginia Information Technologies Agency

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

I | Commonwealth Technology Portiolio
(Training Suite)

—
— Workflows £ Investor | Scorecard | Workbook WSVIUICHN Dashboards | To-Do

(13 1.0Pre-SelectPhase (BRT)  ~ Ul [ Project or Procurement Determination NS @ 136 VITA FY14-15 TSP M| Dataasof: JEEEN

zlAdd  ~ Edit. Options + Form | Ttem | Clipboard | Collaborate | View | User | Setup | Help

Back -
Pre-Select Phase (BRT) PROJECT OR PROCUREMENT?

Step 1 Operational Risk/TIssue
(OR/I) Initiation (VITA only)

[ Agency OR/l Setup =l *BRTName | 136 VITAFY14-16 ITSP
Step 2 Agency MUST Respond to *Home Porffolio: | Bl 136 VITAIT Strategic Plans j
an OR/I
P ORI Status Scorecard Secretariat: 184 Secretary of Technology
I Agency: 136 Virginia Information Technologies Agency

Agency Review/ Approval of OR/T

NOTE: In ‘Processes’, 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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SAVE, RESET AND SPELL CHECKING FORMS

Saving a Form: To submit or save a form, click on the Save tab.

Submitting, Resetting and Spell Checking

Form: | [3 Concept Initiation

4 NEW will create a new

CTP item .

*  ltem: © WNew Candidate

Form | Item | Collaborate | View | User | Help

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

SPELLING checks
for spelling errors

in all text fields on

*Home Porffolio: I [ tems and Portfolios

active tab only

RESET refreshes the

The purpose of the Concept Initiation Form iz to enable portiolio mal form Wlth the values
to model new concepts or ideas againstthe establizhed portfolio, U4 sgved on the

estimates of the value they may bring to TOBFG. Once a concept has| . .
approved for full business case analysis (proposal), itis entered on | Previous su bmit.
After this point, data an this form is for historic purposes only. EPM df
crossed to separate fields in ProSight.

IF "Yes", refer to the
“Investment Profile Form’”
For up-to-date information
and EPM values.

EPM:

Confidential to TDBFG

Client Guide 1-1

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

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

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

(3 1.0 Pre-Select Phase (BRT)

Commonwealth Technology Portfolio

Investor Scorecard

B 2 Project or Procursment Determination

Workbook Forms

(Training Suite)
Dashboards To-Do

pCN @ 136 VITA FY14-16 ITSP Datz as of: ctEW

mlAdd v Edt. Options

Form | Item | Clipboard | Collabor

Back

Pre-Select Phase (BRT)

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

[3 Agency ORI Setup

Step 2 Agency MUST Respond to
an OR/T

™ ORI Status Scorecard

Agency Review|Approval of OR/T
respanse

[2 Agency Operational
Risk/Issue Form

Agency Resolution of an OR/I

m

-

Message from webpage

*BRT Name: 136 VITAFY14-
*Home Portfolio ’m#
Secretariat. 184 Secretary
Agency: 4136 Virginia Infe

Save | Rese

‘e Are you sure you want to navigate away from this page?
R

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

Press OK to continue, or Cancel to stay on the current page.

Answer these questions to determine \Fyourm' W’IH Ee Hes!

fulfilled by a (stand-alone) Procurement. of a Proiect
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* The “Fill in” window will appear when a form is submitted with mandatory data

missing.

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

Processes workflows -

Have you discussed this BRnT with your ‘ j
(@ 1.0Pre-SelectPhase (BRT)  ~ VITA Customer Account Manager (CAM)?

(Yes/MNo):
AlAdd = Edit.. Options ~
Back e
Pre-Select Phase (BRT)
Step 1 Operational Risk/ Issue Does this BRnT address an Operational Risk/lssue? (Yes/No) j
(OR/1) Initiation (VITA anly)

If an Operational Risk or Issue is a
[ Acency ORI Setup associale the BRaT with the Operd Message from webpage ﬁ
Step2 MUST Respond to | =
a:gk,?“’“" == Operational RIsk/Issue Dependel ection: Supports, Type: BRT
B ORI Status Scorecard "Assigned Agency BRT Portfolio (Select a Portfolio)’ must be Add..

. - Ttem Hame %5, filled in. T OR/IDue Date OR/I
Agency Review/Approval of OR/T Discus...
respanse
& Agency Operational
Risk/Tssue Form
b OK

Acency Resolution of an OR/T

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 indicates an incorrect date format; another example might be a non-numeric

character in an integer field.

Form: | [Z Key Metrics {Update After Every Phase)

Form | Ttem | ol

- Item: @ CB Serwer Migration Praject

Submit | R
A\ Data Entry Error!

KEYMETRICSUPDATE . EESSSSSEES—_—_—_—_———_. ALIG
Errar checking mechanism has just notified you
that data has been entered incorrectly,
by drawing a red wawy line under the fleld name.
Itern Name: | CB Server Migration Project T e e R it e tus: Candidate
Technology Praject Number. | IT13073 mouse pointer over the underlined field's name: 5 o l—L[
B | Status: Open
Wm&i&l@' efons -
Date format incorrect:
walid date examples: 12/24§2002 or Dec 24, 2002,
EPM displays Potential Ask and Plan Amounts as totals only, Where require
Fiscal Totals Amount | TOTAL Dev't Employee I Dan't shaw again sult-  Premises Other
from EPM TOTAL Dev (FTE}
Potential Ask [t} 22,480 7,150 5,000
Original Plan 0 i 0 gl ; i
Revised Plan 0 17,480 2,150 2,150 15,330 15,330

—r T e—

TABS with errors are underlined with red squiggly lines |}

Mandatory fields missing data are underlined ||

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

Select the Print Settings:

Define the following print seftings:

Range Coment
i Al Tahs = Al
& Current Tab ~ Graphs only
Display Graphs... Page Orientation
' Graphicall

i g (O |:| Fartrait
= As Tables

i I:I Landscape

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

Ok I Cancel

The word document appears. Continue to print.

Procurement Business Alignment Form) / 129 DHRM Procurements (O&M) (Portfolic) PraSight
Form Report, printed by: Curnmings, Edna, Aug 7, 2006

[ PROCUREMENT ALIGNMENT |

General

Title: 129 DHRM Procurements (0#HM)

Home Portfolio: 129 Department of Human Resources Management (DHRI)
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
Status:

[ SERVICE AREAS |

[alion Investmant tn Servire Arpas !




To produce reports, retain a historic record, or provide information outside of Primavera
Portfolio Management, use the EXPORT feature on the Menu option.

Select the Settings:

3 |
/3 Export Settings - Microsoft Internet Explorer [ B3

EXPORT SETTINGS [2]
Define the following export settings:
Range Content
= Al Tabs = Al
 Current Tah  Graphs only
For Office Version Display Graphs...
% 2003 to show Graphs * Graphically
€ 2000 " AsTables
Page Orientation
« |:| Paorirait el l:l Landscape
QK | Cancel |
Select Open or Save:
File Download | X|
Do vou want to open or save this file?
<@ Mame: ...iness Alignment-122 DHRM Procurements QM. xml

Type: #ML Document, 37.1 KB

From: ctp.test.vita,virginia.goy

Open

Save

Cancel

‘wihile files fram the Internet can be useful, some files can potentially
harm pour computer. [F you do not trust the source, do not open or

save this file. What's the rigk?
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The file appears as a word document.

Procurenent Business Alignment Fom) / 129 DHRM Procurements (O&M)
{Portila) ProSight

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

[ PROCUREMENT ALIGNMENT
General )
Titde: 125 oM Procurements (8

Doy o M ik, (DHAMN)
B woripltion: TEST
Ttem Type (Procurement ):
Froponent Searetary:

Progursert Agemy:

Procurement Infrastrusture |
Tyme:
Them Clossification:

Plarmend Slart Dol
Flanned Completion Deste:

Proturmren Lod:

Apprapmiation Adt Funding |
Slotun:

RECORDING DEPENDENCIES

Dependencies allow users to record the relationships between Items. 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, Enia | Wenngsaay, Aug 2, ZU0e

AP iivEsTonN hWS TecoRecinl) N Torkeoonl KLl I EEAE0R0EN A AN0m0]  sotun | adin | Forum | K

Form: | [ Project Business Alignment - 41 = Item: | @l 166 SOC Projects -

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

[ submit. | Reset | 3 Speling | & 5

GENERAL INFORMATION BUS. PROBLEM / DUTCOME ALIGNMENT TO GOALS EXTERNAL FACTORS COLLABORATION

Select Sarvice Areas this investment supports by clicking on the "Add" button (helow right).  Afterthe Service Areas have been added, indicate the Primary Service Area by
double clicking an 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 "Edit*
o0 hutton; enter the description in the "Annotation” box.

Service Areas Supported Direction: Supports, Type: Service Area

L Addid
d Item Name - Weight Cost 2 ger Start Date End Date | Phase Edit.

Remove
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Examples — Working with Forms

1. Select a Form from Forms Module:

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

a. Select a Form using the Form drop-down menu of the Forms Module’s Title Bar
e Click on the “+’ to expand various folders until you find the form you desire.
e 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 selected).

b. Select the Item from the Item drop-down menu
e Click on the “+’ to expand various folders until you drill down to the Item you
desire.
e Highlight/Click on the Item (You will be able to select only items 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 an Item Name Search
and find an Item.

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

2. Update Form Data and Save / Submit a Form:
Access a form — (Example — CPGA 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 CPGA 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.

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

| ] Commonwealth Technology Portfolio

(Training Suite)
Workbook Forms Dashboards To-Do

Scorecard | Porfobo | Clpboard | olborate | Wiew | User | Setwp | Help Highight

& =

Items OR/I Type Submittad by OR/T Submission Data Sacretary Agency Agency OR/T Priori OR/IDueDate  OR/I Discussion with VITA  AITR Notification
cAM Date
[ 7 136 VITA OR/T Administrator, Syst=m |
L:I'i Forms Adm tor, System  Apr 7, 36 hn, Apr 30, 2014 Yes |

‘&3 Dashboards
B Workbook

Dependencies

N New Alert...
27 Send to Manager...

3

Edt...
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Commonwealth Technology Portfolio
(Training Suite)
To-Do

Workbook Forms Dashboards

Scorecard | Porfolio | Clipboard | Collsborate | View | User | Setup | Help Highlght

& =

Items OR/I Type ity OR/I Due Date OR/I Discussian wif ith VITA  AITR Notification
cAM Date

Update Ve
Call Request...
Dashboard

ing ORI Hear...
Trend..

dministrator, Sys gy Select Entire Scorecard
4 Select All Cells »
4 Cepy
& Paste

Cell Properties...

The Title and Menu bars function as they do in other Primavera Portfolio Management modules.

The Tool bar consists of the following buttons:
e Navigation: 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 value 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.
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Sorting columns: Right click category title you wish to sort. A pop-up menu appears. Select
Sort Ascending or Sort Descending.

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 editing and for
viewing information connected to the cell contents. Scorecards are used for updating a single
parameter, i.e., funding update, and updates on Scorecards are in real time.

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:

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

e 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:

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

e 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.

e 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... Major Project

9 @ Administrative C... Non-Major [Projger™ ~

10 @ Administrative H... Mon-Major Pmi
11 @ Adverse Experien... Motar Vehicle Dealer Board Man-Major Projec! Bl

12 @ ALICE Mon-Majar Projec!

13 @ Jim Project Maijor Project Trend..

14 @ jim test The Commanwealth Department of Employment Di.... jfifff Major Frojec! Cell Propertiss. .,

15 @ Jim's Project Commonwealth Competition ... working title Frojecls
16 @ J¥anhorn - Test P... Finance Update Implementation of th,,,  Major Froject
17 @ PM Project 2 Technalogy Virginia Information Technolo, .. Project 2 Maijor Project

10 BB DMassiccaw - Tack | Techrnlam Uivmirie, Trfrwrnabinm Tarhmele | DMassiccow Tack Duninck Maine [
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llementation of th...

Major
rMMajor
MNon-Majior
Mon-Fajor

ran-major

Major

rajor

[ E—

Frojsck
Project
Frojsck
Project
Frojsck
Project
Frojsck
Project
Froj=sck
Project

[N
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Examples- Working with Scorecards:

1. Select a Scorecard from Scorecard Module:

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

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

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

2. Select and View Scorecard Data from a different Portfolio
a. Continue with the above Scorecard - “ Project Data”
b. Select a different portfolio to view its data
c. Click on the Item/Portfolio drop down — on 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: Processes

'Processes’ 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
(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 Processes

To open Processes:
Select View from the menu bar-=> Show/Hide Guide Panes from the menu list.

| | Commonwealth Technology Portfolio
(Training Suite)
i rocesses Workflows B

T Investor Corevrng Workbook Forms Dashboards To-Do

(38 1.1 ATTR Approval

piAdd  w Edr. Optons v Scorecard | Pordolio | Ciphoard | Collaborate | View | User | Sewp | Help Highight
Back - Unhide All Categories

High Contrast Mods

Items OR/T Ty OR/I Submission Date Secretary Agency Agency OR/I Priority OR/I Due Date OR/I Discussior
¥ Zoom 100% caM

1.1 AITR APPROVAL

dgtrvcy LT Resurce: (ALTR) MUST
Récommend ] 136 VITA OR/I Zoom 125%

== 1 @ Trainin ' Org Risk Zoom 150%
2 @ Training ORI 2 Zoom 200%

Apr 30, 2014
Apr 30, 2014
May 21, 2014

Review Project Investment Business
Case

Jun 1, 2014
Jun 1, 2014
Sep1, 2014

rrzr >
7

Ll

‘Processes’ captures CTP’s workflows, navigation, collaboration, and assists with training.
‘Processes’ displays available process links for each user. ‘Processes’ supports the following
link types:

e Portfolios Links
o Forms and Form Tabs
o Scorecards
0 Investor Maps
o0 Workbooks
o Dashboards
Web Links
Documents Links
Uploaded Portfolios Documents
Text
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Creating a Personal Process Folder within CTP

‘Processes’ is a tool in Primavera Portfolio Management 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, Primavera Portfolio Management creates a private folder under
‘Processes’ that allows each user to create a personal process folder structure.

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

Wiorkfows

Commonwealth Technology Portfolio
(Training Suite)
Dashboards

Investor SSEwTm Workbook | Forms To-Do

| Cipboard | Collsborate | View | User | Sewp | Help

OR/I Type Submitted by  OR/T Submission Date Secretary Agency OR/I Priority OR/I Due Date

-0 User Processes (for system use)

Select > Add=> Text.

Commonwealth Technology Portfolio
(Training Suite)

Workbook | Forms | Dashboards | To-Do

rg Risk System Apr 7, 2014 Apr 30, 2014
RI 2 Apr 17, 2014 Apr 30, 2014
RI 3 Apr 17, 2014 May 21, 2014
RI Hear... Apr 23, 2014 Jun 1, 2014
RI SQL ... Apr 23, 2014 Jun 1, 2014
RI XP e... Administstor, System Apr 23, 2014 184 Secretary of Technoogy Sep 1, 2014

Scorecard | Portfolo | Clipboand | Collsborate | View | User | Setp | Heb

Web -
® Items OR/I Type Submitted by OR/I Submission Date Secretary Agency Agency OR/I Priority OR/IDueDate  OR/I Discussior
CAN
= Tex
] 136 VITA OR/1 i Sysem
B Process Fol 1 @ Traininy 'g Org Risk Adminisrstor, System  Apr 7, 2014 184 Secetary of Technokogy | 136 Wirg Apr 30, 2014
2 @ Trainin g ORI 2 Admi Apr 17, 2014 Apr 30, 2014
@ Trainin 'g ORI 3 Admi Apr 17, 2014 May 21, 2014
4 @ Training ORI Hea Admi Sysem  Apr 23, 2014 Jun 1, 2014

3 Add Text Link - Microsoft Internet Explorer

Fill in the following information:

Title:  [Edna's 15tPracess

Text: |Thisis step 1.]

-

Browse

Falder: | [ ECummings Test processes

oK Cancel |

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

e ) ‘, https://ctptraining.testvita.virginia.gov/prosight/Portfolios/View. ,0 ~ &8 0 X ”‘,Primavera Portfolio ... | ‘

File Edit View Favorites Tools Help

S —— - — Investor v Workbook | Forms | Dashboards | To-Do
- A o s ~ SR () 6 viTA ORI oday -
[e— Scorecard | Poriole | Clpbomd | Colsborste | View | User | Sewp | Help Highlight
Items OR/I Type Submitted by  OR/I Submission Date Secretary Agency Agency OR/I Priority OR/I Due Date OR/I Discussion with
cAM
= Tex
L 136 VITA OR/I Adminisater, Sysiem
(58 Process Folde 1 @ Training Org Risk Adminisrator, Sysem  Apr 7, 2014 184 Secretary of Technology m Apr 30, 2014
2 @ Training ORI 2 Adm r, System  Ape 17, 2014 184 Secretary of Technology Apr 30, 2014
3 @ Training ORI 3 Adm Ape 17, 2014 184 Secretary of T m May 21, 2014
4 @ Training ORI Hear... Adm Apr 23, 2014 184 Secretary of T o Jn 1, 2014
5 @ Training ORI SQL ... Adm Apr 23, 2014 184 Secretary of T v Jn1, 2014
& @ Training ORI XP e... Administ Ape 23, 2014 184 Secretary of Technology m Sep 1, 2014
<
o i v
< | m 3
[ YA - 'W_=. [ ~ l
] 2 || x| 2\ @B ) 5w O ) R
= L

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

esses Workflows

(3 My Processes -

Investor orecard Workbook | Forms | Dashboards | To-Do

[k

% Add v Edt. Options v

Scorecard | Portfolio | Clipboard | Collsborste | View | User |

Back

Ttms OR/I Type Suﬁ
(") 136 VITA OR/I Admi
1 @ Training Org Risk Admind
2 @ Training ORI 2 Adminid
3 @ Training ORI 3 Admind
4 @ Training ORI Hear... Admind
5 @ Training ORI SQL ... Adming
& @ Training ORI XP e... Adminid

4

(=) Add Process Link - Wind....=>

Fillin the following information

Name.

Desaription:

Folder.

2 My Processes

Link to:

Paste Link

Highlight

Agency OR/T Priority

OR/I Due Date OR/1 Discussio
cAM

Ape 30, 2014
Ape 30, 2014
May 21, 2014
Jun 1, 2014
Jun L, 2004
Sep 1, 2014
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Editing My Processes:

To Edit ‘Processes’, click on Edit. A list of links in My Processes Folder appears.

Highlight the link you wish to edit.

2 hitp:/f209.27.15.41 - Folder: 3.2 Execution and Control - Microsoft Int... |z|

FOLDER

P Links

O General

O In Folders
O Security

Links of '3.2 Execution and Control':

= ST
Execution and Control Remowve

Skep 1 - Project Manager mainkains project information
Step Z - PMD reports skatus to PMD Associate Director
Skep 3 - PMD creakes oversighk repork

Skep 4 - SOC reviews

Skep 5 - Agency complektes User Acceptance Repart

Skep & - Project Manager completes the Project Execution an...
P 1 =l P 1 Mave Up

9 kBO Ranking Matrix *
Move Down

Description of Step 2 - PMD reports status to PMD Associate Director

Once & month the PMD uses the Project Planning tool to report the
status of the Project to the PMD Associste Director.

[cancel | [ < Back |[ Mest= | [ Finish

0 Internek

A Screen appears that displays the Title and Text you wish to edit.

Falder:

Cnce a month the PMD uses the Project
Planning toal to report the status of the Project
to the PMD Associate Director.

[Cd 3.2 Execution and Contral Browse, ..

[ oK ][ Cancel ]

@ Done

‘ Internet

You may then Edit, Move Up or Down or Remove the Links.
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Exercises — Working with ‘Processes’

1. Open ‘Processes’:
a. Select View from Menu Bar.
b. Select Show/Hide Processes from the drop-down list.
c. ‘Processes’ 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
Processes.
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.
b. Select Add “Process Folder Link” option by clicking on the drop-down next to the
“ADD” button of My Processes.
c. In the add Process Folder Link window:
i. Select the Folder.
ii. Enter Name and Description.
iii. Click OK to save and view the Folder Link in My Processes Folder.

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

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

e Modules: Primavera Portfolio Management contains 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 Primavera Portfolio Management. Through
Forms, users enter system data or use Forms as a reporting tool that enables user to view,
summarize, and categorize data.

0 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.

» 8 isond A Scomcio) 18 ioanon I’Mlﬁm et | Aduin | Foum | kP
Forme | (3 Project Propasd v ltem [ 188 SOCProcuremerts (ORN) v

Form | Ttem | Collsborate | View | User | Setup | Help

[ it | Reset |2 Speling 8 ™9

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

Pravide basic information about the project including: Praject Titl - The prper name used to identify this project;
Praject Working Titk - The warking name or acronym that wil be used for the project; Froponent Secretary ~The
<prterary bn whim the nrnnnnent nenry is assinned nr the Sereetane that is snanenrinn an enteemrise nrmiart:

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.

ORKBOOK ‘!‘mm‘m Sefup | Admin | Forum | KR

Suacard; | [5] Health and Revisn v Portfoli: @129 Deprtment of Human Resources Management (DHRM) v
Scovecatd | Portfolin | Colaborate | View | User | Setup | Help Highlight
é 5 g
R
Portfolios Health Overall Schedule Health  Current Phase Schedule Health  Percent Complete On Budget Dlvt Health De...
Hew
& 129 Department of H.. Green % Missng Dates & Mo Cureenk Phiase [} - - - - oK * - |
{ | 129 DHRM Procur...| Green F Missing Dates & o Current Phase ¢ - - - - o * -
2 [ 129DHRM Projects Grezn T Missing Dates 9 HoCurrent Phase o - - - LS * -
3 [l 129 Agency Head  Grezn % Missing Dates & Ho Current Phase ] - - - LS * -
4 @ 129AITR Gtezn F Missing Dates & o Current Phase & - - - - o * -
| 3
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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.

B | woveoon [\ ST AT N (R
Scorscond: | ™ C10 Portfolo Apgroval = rem: | 159 Commormenth Competion Councl (CCC) g

&
Project - Proponent  Project - Proponent Agency  Project - Working Title Ttemn Classification Item Type Project - Approval - PMD Project - Approval
Secretary Description Dute - 10
-
1 L]
ACTIUN [TEMR LiHECYOLE DELIVERALEY DEPENDENCIES LNy CONTALTY
Total Uverdue Done
Updiaes ] ] 1 Regested updetes in 169 Commanere st Competiion Cound (€Y
Wy Lipdates 1 ] Upddatis requersted from str Cummngs, Edna
Aclion fbems. ] ] (] edion e in 189 Commoraveath Conpetdion Cound (€00
Al Phases® Deliverables i} o n (No e cydle defined)
Curert Phase Deiverablos: (o current phase defrad)

Graphs: Graphs display historical or current information about an item. Primavera
Portfolio Management 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: wvalue distribution
Portfolios distributed by Primary Strategy Categorny

tumber of Portfolios

Mo Walus=
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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.

S ivesion AR SGTT (2 oasssonos (KRN R e
Dashboard: | (&3 Primary Strategy Category-Portfalio v| Item: @750 Department of Correctional Education (DCE)
Dashboard | Ttem | Collabarat View | User | Setup | Help

Y W
Primary Strategy Category: value distribution Primary Strateagy Category: indicator distribution
Porffolios distributed by Primary Strategy Category Portfolios distributed by Primary Strategy Category
a
100%

8

3 2

E=

5

o

s

&

£

3 1

z

0
o Vae I 100°% - No Value

Maps: Maps are the strategic center of Primavera Portfolio Management. Investor maps
allow 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 if” capability to
plan and align strategic goals.

Bl > mvestor [ SCETT T NS T, ST N | e )

map: | T3 KBO Ranking by BU

Total Total Funded Budget (§): 134,155 / 130,000 {+3.2%)

4 | KBO Rankin, ., Sum 45,115 1 33,000 (+16%) 41,760 /38,000 (+47.1%)
& Risk -
() Total Funde, .,
@
[EE— . 0, @

G Yelow [¥] @ Closed
@areen V] O Candidates
@ Grey

SIZE

Omie: [0 | @ ol °
[] Max | 24,100| (24,100)

COLOR  STATUS | .

[F @red  [¥] @ Open p (ﬁ °
_%0
120

0 0g.
®

O

C

o o 0o 0 @ ° e °
Business lr Unit 1 Busmul; Unit 2 Bun-tslsl.mj
Business Unit
% Color by Risk ¥ 7 Seeby: Total Funded Budget () o
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Hierarchies: Hierarchies are the business units within Primavera Portfolio Management. All
Primavera Portfolio Management’ 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
momorate Eo_r orate CIO @rujects ?a_dfolio
> m_E] — ECIO —» Goad P{Erams

— [Sales = —» FB_'H clo E— ;\l’a*ning
Direct Sales ‘ i
- —
_\4' Marketing ‘—r Fﬁg cio ——» fF:’::o}
— Fﬁance | @ clo

— (il

Projects

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 Primavera Portfolio Management user rights or access are controlled by the
systems administrators.

Users: Users are all the individuals in the organization with access to Primavera Portfolio
Management. 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 Primavera Portfolio Management 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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Processes: My Processes display private or “favorite” sets of URLs and guided workflows that
provide users with direct access to anywhere in ‘Processes’, including process 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.

— Workflows 73 Investor orecard Workbook Forms Dashboards To-Do

[ My Processes - M = ORI Swws - [N =) 156 viTa RN - ta 25 of: [
= Collaborate Wie User He Hic
@ Select a Folder .|t (S} e Jo I Cotess | [V = 120 625 EE
(0@ 1.1 AITR Approval
OR/I Type Submitted by OR/I Submission Date Secretary Agency Agency OR/I Priarity OR/1 Due Date OR/1 Discussiot
CAM
T Administrater, System
rg Risk Adminstrator, System Apr 7, 2014 184 Secretary of Technology Apr 30, 2014
R 2 m Apr17, 2014 184 Saerevary of Tachnology Apr 30, 2014
RI 3 m Apr17, 2014 184 Secrerary of Technology May 21, 2014
£ Archived Folers = =
08 L1 AITR Approval RI Hear... m Apr23, 2014 184 Secretary of Technology i Jun 1, 2014
(8 2.0 Selct Phase RISQL ... Administrator, System Apr 23, 2014 184 Secretary of Technology g emation Techn... High Zn 1, 2014
H-{l AITR Processes RIXP e... Adminisrator, System  Apr 23, 2014 184 Secretary of Technokgy | 136 Virginia Information Techn,.. Medim Sep 1, 2014
6308 TTIM Processes 4
(0 Reporming 1
%[ User Processes (for sysem use)
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APPENDIX: Definitions

Category: Specific information about items and/or portfolios that are usually descriptive
(Name, Description, Comments, etc.), value (financials, dates, durations, etc.), or a rating
(Impact = High, etc.). This is similar to a database field.

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 Primavera Portfolio Management.

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 Primavera Portfolio Management 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: A technology investment including Projects and Procurements.

Item: Any investment the user tracks in Primavera Portfolio Management (generally
interchangeable with “Project, Procurement. BRT or OR/I”).

Knowledge: A repository of information unique to the current display. Click on the Yellow
Light Bulb on the Tool Bar.
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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
Primavera Portfolio Management.

Investor Maps: The strategic center of Primavera Portfolio Management 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 Primavera Portfolio Management where users can navigate, i.e. Investor
Maps, Scorecards, and Forms.

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

Portfolio: 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 Primavera Portfolio
Management.

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 Primavera Portfolio Management users who are
all assigned identical rights.
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