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Introduction

This document will provide the user with insights into Primavera Portfolios Scorecard Creation
capabilities, specifically regarding the Project Management Division (PMD) Commonwealth
Technology Portfolio (CTP) configuration and its user environment. CTP represents the
commonwealth’s awarding winning efforts concerning the automation of high volume Portfolio
Management activities. Within CTP there are a multitude of user options and capabilities. These
same capabilities allow PMD to capture the desired IT projects for the commonwealth, align them
with the Governors Goals, Commonwealths Missions, and Management Goals. Then finally to
prioritize them to determine which efforts will receive funding. This information is then
appropriately summarized and presented to the C1O Council on a periodic bases.

The focus of this document will be on the advanced capabilities offered by CTP. Those

capabilities will be presented to you and described in such a manor as to allow you, the user, to
make use of the capability in your daily business operations.
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Scorecard Creation

The scope of this document is to provide the necessary instructions for a user to create a Scorecard.
The entry point, and therefore the start of the discussion, will be the Scorecard menu on the base
Primavera Portfolios display. This document will show the user how to initiate the Scorecard
creation wizard and use it to construct a Scorecard. Additionally, we will show the user how to
use/view the Scorecard in an integrated fashion with existing Portfolio folders. A section on
sorting, was not in the original scope of the document, but has been provided only as an
introduction and an attempt to round out this document
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In this document we will walk step-by-step through the process of creating a basic Scorecard using
AITR level Primavera Portfolios capability. We will first navigate to the Scorecard portion of
Primavera Portfolios, and then initiate the Primavera Portfolios wizard that allows a user to create

a Scorecard.

The first step is to navigate to the Scorecard portion of Primavera Portfolios. Please login to
Primavera Portfolios and select the Scorecard tab as shown below.

1 Tworkeook NN« Formst 6™ JoastioRrDs Y A Trool

Scarecard: | =Select a Scorecard =

Scofecard | Portfolio | Clipboard | Collaborate | Wiew | User | Setup | Help

Next, please left click on the Scorecard menu as show below

Portfolio | Clipboard | Collaborate | Wiew | User | Setup | Help
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This action will present a menu of options that are available to us. In this example we will be
creating a new Scorecard, so please left click on the B Mew... option as shown below

g
(e ST | © SCORECARD
Scorecard: | ] 2 Baseline Report

Portfolio | Clipboard |

&dd Categories. ..

Multiple Colurnn Sort... foE

Se

Khnowlecdoe =
Export Se

S Print... Se
Se

Logout o

The next window you will see is a prompt for the location in which to store your scorecard. To
facilitate the user experience, each agency will have its own storage location. And, as in the
example below, their storage location will be the only one visible. Our example is that of an AITR
from VITA.

) Home Folder -- Web Page Dialog
HOME FOLDER

Select the home Folder For the new scarecard: [ Mewy

Al

[ 136 Virginia Information Technologies Agency (VITA)

[ Make selected falder my default Home Faolder

oK || cancel
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Now that we’ve selected the correct storage location, please supply a name for your Scorecard. In
the example below the name is “My Scorecard Name”

3 New Scorecard - Microsoft Internet Explorer

SCORECARD

Fill in the Following information:

General
[ Categories Marme: h,ll'g,-' Scarecard Mame |
O In Folders
O Security Description:
O Knowledge
Dwner: 136AITRNT, 136 j

We’ve only just started the procedure for creating a Scorecard. We’ve created a name, but now we
need to populate the Scorecard with Primavera Portfolios categories/columns. This is conceptually
similar to columns in an excel spreadsheet in that each column has a title or subject matter that
describes the type of data that will appear in the column. To that end, each Scorecard column has

a title and will contain similar data. Please continue by clicking on the Button.

Net = fish
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Now we will add one of those columns were talking about. Please keep in mind that Primavera
Portfolios has many wizards that will walk people through individual configuration steps. To add

a column to your Scorecard click on the _#dd | pytton

2l Scorecard: My Scorecard Name - Microsoft Internet Explorer

SCORECARD

Categories of '™y Scorecard Mame":

[ General
W Cstegories MName Data as of Mame Label  Date Label Add... >
O In Folders J ey
O Security J Exit....
O Knowledge Gopy
J Paste
Remaove

Cescription

| cancel | | <Back || Mesxt= | | Finish |
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You are now presented with a list of possible categories from which you can choose. Navigation
is similar to that of MS Windows folder navigation in that if you see a “+’ sign you can ‘open’ the
folder to see its sub folders. Select the desired category, in the example below we have chosen the
“Est Expend General Fund — 1* Bien”.

3 Add categories to scorecard -- Web Page Dialog

CATEGORIES

Select categories ko add to scorecard:

Al =

Esk Expend General Fund - 15k Bien

Est Expend General Fund - 2nd Bien
Est Expend MonGeneral Fund - 15k Bien
Est Expend MonGeneral Fund - 2nd Bien
Funding Risk. - 15k Bien

Ol ] [ Cancel

Once you have made your selection, click the button and the chosen column will be
added to your Scorecard.

( Ok Cancel
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The figure below reflects the column after it has been added to your Scorecard. Note the ‘“Name
Label” is set to “<Name>" This means the Scorecard will use the name in the 1% column as the
column title. This will become clearer as we continue through the example.

<3 Scorecard: My Scorecard Name - Microsoft Internet Explorer

SCORECARD

Zategories of "My Scorecard Mame':

O General

Categories | Name Data as of Name Label Date Label | J Add.
[B] Est Expend General F... =Current Datex <Mame:=

O In Falders

ey ..

O Security j Edlit...
O Knowledge M

J Paste

Remaove

Thiz is the high level estimsted project costs from the General Fund for the first Biennium.

Description of Est Expend General Fund - 1st Bien

| cancel | | = Back || Next= | | Finish |

Now we will create a column name of our liking as opposed to the name in the first column. In the
example below the blue highlighted area is the focus of our attention. To provide a custom name,
double click on the “Name Label” of the desired column and enter the desired name. You can
only add names for columns you have identified.

<3 Scorecard: My Scorecard Name - Microsoft Internet Explorer

SCORECARD

O Gensral Cateqgories of 'My Scorecard Mame":

CelizEie Name Data as of Name Label Date Label J Add...
O In Fold [E] EstExpend General F...  =iCurrent Date>M|
n Folders

e,

O Security j Edit...
O Knowledoe Gapy
J Paste

Remaove

Thiz iz the high level estimasted project costs from the General Fund for the first Biennium.

Description of Est Expend General Fund - 1=t Bien

| cancel | | < Back || Next= | | Finish |
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Now you can type a column name you are comfortable with. In this example we have entered
“Column Name” as shown below.

2 Scorecard: My Scorecard Name - Microsoft Internet Explorer

SCORECARD

Cakegories of "My Scorecard Mame":

O General

B Categories Name Data as of Name Label Date Label Al
[B] Est Expend General F... <Current Date>lm|_l

O In Folders ey

O Security o

O Knowwledge

Copy

Faste

ksl

Remove

Description of Est Expend General Fund - 15t Bien
Thiz iz the high level estimated project costs from the General Fund for the first Biennium.,

| cancel | [ <Back || Mext>= | | Finish |

Now we will add a second column, please click on the _ addpytton again.

2 Scorecard: My Scorecard Name - Microsoft Internet Explorer

SCORECARD
O General Cakeqories of My Scorecard Mame":
B Categories Name Data as of Mame Label Date Label Al >
O In Fold [E] Est Expend General F... <Current Date> <Name:
n Folders

O Security

J
O Knowwledge J

Copy

Faste

Remaowe

| LM

Description of Est Expend General Fund - 15t Bien
Thiz iz the high level estimated project costs from the General Fund for the first Biennium.,

| cancel | [ <Back || Mext>= | | Finish |
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You are now presented with the list of possible categories for you to choose from; as before,
navigation is similar to that of MS Windows folder navigation in that if you see a “+’ sign you can
‘open’ the folder to see its sub folders. Select the desired category. In the example below we have
chosen the “Est Expend General Fund — 2nd Bien” category.

3 Add categories to scorecard -- Web Page Dialog
CATEGORIES

Select categories ko add to scorecard:

al -
=
B 08
-
-
£
0
0
0
0
0
0
=
|§| Est Expend General Fund - 15k Bien
|§| Esk Expend General Fund - 2nd Bien
|§| Est Expend MonGeneral Fund - 15k Bien
|§| Est Expend MonGeneral Fund - 2nd Bien
|§| Funding Risk. - 15k Bien -
(0] ] [ Cancel

Click on the button to add the chosen column to your Scorecard

[ )4 ]]) Cancel ]
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Notice we’ve added the new column as shown below. Also, now that we’ve added a second

column, two additional buttons have now been activated, the ﬂ and ﬂ buttons. They allow us
to sequence the columns in our Scorecard.

< Scorecard: My Scorecard Mame - Microsoft Internet Explorer

SCORECARD

O Genersl Categories of "My Scorecard Mame":

B Catenories MName Data as of Mame Label Date Label
O In Foid [B] Est Expend General ... <Current Datex Column Mame
I PHEErs st Expend General ... <Current Date>  <Mamez>
EstE da |F (al E Dhak M

?
) +
[ Security J Ediit. ..

O Knowlzdge

Remove

Thiz iz the high level estimated project costs fram the General Fund for the second Biennium.

Description of Est Expend General Fund - 2nd Bien

| cancel | | =Back || Mext > | | Finish |

Now let’s move the column left one, by moving the column up one in the list. This is
accomplished by clicking on the ﬂ button.
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2l Scorecard: My Scorecard Name - Microsoft Internet Explorer

SCORECARD

O General
W Categories
O In Folders
O Security
O Hnowvledge

Categories of "™y Scorecard Mame':

Mame Data as of Mame Label = Date Label — Ad...
[B] Est Expend General F... «Current Dates Colurn Mame New

||E| Esk Expend General F.,. =iCurrent Date= <hamex , ﬂ
Eciit...

Copry
J Paste

Remaove

Thiz iz the high level estimated project costs from the General Fund for the second Biennium.

Cescription of Est Expend General Fund - 2nd Bien

[ cancel | | <Back || Mext= | [ Finish |
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The result is shown below. Notice the highlighted entry is now above our original entry.

2l Scorecard: My Scorecard Name - Microsoft Internet Explorer

SCORECARD | 7|
O General Categories of "™y Scorecard Mame':
Categories | MName Data as of Mame Label = Date Label | J Aidl...
[B] Est Expend General F... <Current Datex <Mame>

In Fold Mew...
L [T s [B] Est Expend General F... <Current Datex Column Mame J Q
O Security Edit
O Hnowvledge

Remove
Cescription of Est Expend General Fund - 2nd Bien

Thiz iz the high level estimated project costs from the General Fund for the second Biennium.

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

Additionally, you can add a category even if you don’t know its folder location. Primavera
Portfolios has the capability search for a category given some pattern to look for. You can’t use

wild cards, but can provide a partial name. To see an example of this please select the M
button as shown below.
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2l Scorecard: My Scorecard Name - Microsoft Internet Explorer

SCORECARD

O General Categories of "™y Scorecard Mame':

B Catenories Mame Data as of Mame Label Date Label

||E| Esk Expend General F.,. <Current Date> <Mamez>

In Fald
ELIEREES [B] Est Expend General F..,  «Current Date> Column Mame J
O Security
O Hnowvledge ﬂ

Copry

J Paste

.‘_

| ML

Remaove

Cescription of Est Expend General Fund - 2nd Bien

Thiz iz the high level estimated project costs from the General Fund for the second Biennium.

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

Click on the ".Sgarch " tab as shown below
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3 Add categories to scorecard -- Web Page Dialog

CATEGORIES

Select categories ko add to scorecard;
T —

Al Bearch =

[l Categorte

--Ifi IO Approseal IT Strakeqic Plan - warking

@l Commanwealth_CTP

--E] fgency Procuremeant Request (APR)

--E] approvals

--E] Spproved - Latest

&8 Approved - Original

&8 EBslanced Scorecard

&8 Budgst Plan

B8 Business Alignment

Bl Business Case

@l CAC Application

Bl Certification

B8 change and Configuration Management Flan
--E] “hange Control Request

--E] Change Request

E-ER Charter

E-El Commonwealth - CTP ﬂ

[ Ok ][ Cancel ]
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Next type the name of the category you are interested in. For purposes of this example we will use
the ‘Project — Proponent Secretary’ category. For an explanation of how we chose this particular
category please refer to the Scorecard Creation Appendix of this document. To continue with this

example please enter ‘Project — Proponent Secretary’ and click the ‘X button as shown below.
) Add categories to scorecard -- Web Page Dialog

CATEGORIES

Select categories to add ko scorecard:

Search
|F'r|:|ject-Prnpnnentaecretaw ( D\I )

(] ] [ Cancel
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Select the ‘Project — Proponent Secretary’ as shown below.

2 Add categories to scorecard -- Web Page Dialog

CATEGORIES

Select categories to add ko scorecard:

|F'r|:|ject- Froponent Secretary | E

Search resulks;

[B] Project - Proponent Secretarsy:
[B] Project - Proponent Secretary-SPLA
[B] Praoject - Proponent Secrekary-SPOS

[ O ] [ Cancel

Click on the button to add the chosen column to your Scorecard

@D Cancel ]
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Notice we’ve added the new column as shown below.

< Scorecard: My Scorecard Mame - Microsoft Internet Explorer

SCORECARD

Categories of "My Scorecard Mame":

[ General

B Cstegories Mame Data as of Mame Label Date Label ﬂ ...
[B] Est Expend General ... =Current Datex <Mame=

O In Faolders Pey
[B] Est Expend General F... <Current Datex Column Mame ﬂ

O Security [[E Project - Proponent 5., <Current Dates  <Mames | Eclit

O Knowlzdge

Remove

The Secretary to whom the proponert agency is assigned or the Secretary that is sponzaring a
particular enterprize project

Description of Project - Proponent Secretary

| cancel | | =Back || Mext > | | Finish |

We are now finished, to save your Scorecard please click the button as shown below.

[ Cancel ] [ = Back ][ Mlext = nis
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The finished Scorecard is displayed below. Please note, where we provided a column name our
name is shown, if we did not

provide a column name the default is the catego

name.

T scorecarn [A=STETERRTUIN ST [ oa G i e ST TS

Scorecard: | ] My Scorecard Mame

rd | Portfolio | Clipboard

Items

B 136 VITA Projects

Est Expend General
Fund - an_Bien

884,520.00

Column Name

4,666,497.00

| Collaborate | Wiew | User | Setup | Help

Project - Proponent Secretary

E

@ alert test 1

184 Secretary of Technology

@ alert Test 2
& alert Test 3

@& Alert Test 3 Feb 0...

@ alert Test 4
@ alert Test Project

@ Alert Test_11 Au...
@ Alert Test_Junin...
@ alert_Test_5 Feb...
@ Automated Call D...
@ Budgeting and Bu...
@ Commonwealth T...
@ Comprehensive S...

@ Contract Manage...

@ E-forms

@ Electronic Bill Pre...

0.0a
0,00
0,00
0,00

0,00
0,00

151,135.00
0,00
0,00
0,00
0,00
0,00

184 Secretary of Technology
184 Secretary of Technology
154 Secretary of Technology
184 Secretary of Technology
184 Secretary of Technology
184 Secretary of Technology

186 Secretary of Transparkation

184 Secretary of Technology
184 Secretary of Technology
184 Secretary of Technology
184 Secretary of Technology
184 Secretary of Technology
184 Secretary of Technology
184 Secretary of Technology
184 Secretary of Technology

Thank you for taking the time to step through this example and we hope you will be able to build
on it to create the scorecards you find necessary to support you business efforts.
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Scorecard Usage

To use a Scorecard one must navigate to the Scorecard tab, then choose both the desirable
Scorecard and the Portfolio folder they wish to examine. You may ask what a portfolio folder is; it
is the location where an individual Project or Procurement may reside. By focusing on an
individual portfolio the user can view multiple projects, or procurements, or both filter and
sequence the data they are viewing.

The first step is to navigate to the Scorecard portion of Primavera Portfolios. Please login to
Primavera Portfolios and select the Scorecard tab as shown below.

N
W -SRI R ST T e s LA

Scorecard: | =Select a Scorecard =

Scorecard | Portfolio | Clipboard | Collaborate | Wiew | User | Setup | Help

Now that the Scorecard module is the focus of our attention, we will go through the steps
necessary to select a Scorecard for viewing purposes. Click the ™ button as shown below

i Tworksoont AW Formsh FE™ Jomshzomosh A 0000 setup

Scorecard: | <Select a Scorecard= @

Scorecard | Portfolio | Clpboard | Collaborate | Wiew | User | Setup | Help
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Next you will see a window allowing you to navigate to your agencies folder and locate the
Scorecard you wish to view. To continue with our previous example, we have chosen the “My
Scorecard Name” Scorecard as shown below.

) Select a Scorecard - Microsoft Internet Explorer E][‘S_TI
F

1 tredst

B agency Pricritization Scorecard

] RTIP IO Recommended Major IT Project Priorities

9 Manage ITIE Project Infarmation - Investrment Spproval Skatus
1 Investment Approval Skatus - displays Lask Approval Date

Al Search

|_'—_|.__| Commonwealth - CTP
--.__| Agency Approvals
--.__| Approval Skakus Review -Who has Approved?
El.__| Commonwealth Agency Scorecards
' El.__| 154 Secretary of Technology (S0OTEC)
E-Cd 136 Yirginia Information Technologies Agency (YITA)

« My Scorecard Mame

5 L tredst

--.__| ProSight Change Control Regquest
--.__| Reports

- A User Scorecards (For swstem use)

- Cost Variance Mainkenance -

Still another way of locating the Scorecard you wish to view is to search for it using Primavera
Portfolio’s search capability, to accomplish this click on the tab as shown below.
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<} Select a Scorecard - Microsoft Internet Explorer

B9 tredst

1 agency Prioritization Scorecard

1 RTIP CI2 Recommended Major IT Project Priorities

1 Manage ITIE Project Information - Investment Approval Status
1 Investment Spproval Skatus - displays Last Spproval Dake

o | Search

[ | &

Search complete, Mo resulks to display
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Now type the name of the Scorecard you wish to locate. In our example we entered “My

C

Scorecard” and clicked the “* button as shown below.

2 Select a Scorecard - Microsoft Internet Explorer : E'D__('
] tredst

1 agency Prioritization Scorecard

B9 RTIP €10 Recommended Major IT Project Pricrities

1 Manage ITIE Project Information - Investment Approsval Skatus
1 Investment Spproval Skatus - displays Last Spproval Dake

Search
|m1~; Scaorecard LLQJ_>

Search complete, Mo resulks to display

Then the results of the search are returned to us and we can select the desired Scorecard. In our
case we selected the “My Scorecard Name” Scorecard.
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<} Select a Scorecard - Microsoft Internet Explorer

B9 tredst

1 agency Prioritization Scorecard

1 RTIP CI2 Recommended Major IT Project Priorities
1 Manage ITIE Project Information - Investment Approval Status
1 Investment Spproval Skatus - displays Last Spproval Dake

|m1~; Scorecard

Search results:

1 My Scarecard Mame

No matter which method you use you will have the My Scorecard Name Scorecard displayed in
front of you. Now we have to select the data we wish to see. This is accomplished by selecting a
portfolio containing; Projects, Procurements, or both. The next series of steps will walk you
through that selection process.

To Select a Portfolio folder click the "™ button as shown below

Fortfolio: | @l 136 VITA Projects ©

& =

Next you will see a window allowing you to select the portfolio folder you wish to see. In the
example below we have chosen VITA’s Project folder.
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2l Select a Portfolio - Microsoft Internet Explorer

Bl FProsight Change Control Reguests - all

-6 Commanwealth - CTP

El Cormorwealth Parkfolios

-- 166 Secretary of the Commonwealth (S0C)

B 180 Secretary of Administration (S08)

-- 1583 Secretary of Matural Resources (SMR)

El 1584 Secretary of Technalogy (SOTEC)

=l 136 Yirginia Information Technolagies Agency (YITA)
G- 136 VITA EA

i 136 YITA Procurements

-l 136 VITA Projects

-- 136 VITA Query Based Portfolios (QBPS)

il 136 YITA Service Areas

- 184 SOTEC Enkerprise

B-E 184 SOTEC Query Based Portfolios (QBPs)

-6 185 Secretary of Education (SOE) -
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The figure below shows the accumulation of our efforts thus far. We’ve created a Scorecard,
selected our Scorecard for viewing, and provided the data source for the information we would like
to see. The data being displayed can also be sorted per user requests. Those steps will be covered

next.

T scorecarp [AZNTTERTT LN SETTE [l S s LA o) B

Scorecard: | ] My Scorecard Mame = Portfolio: | @l 136 YITA Projects
card | Portfolic | Clipboard | Collaborate | | User | Setup | Help
-
Items Est Expend General Column Name Project - Proponent Secretary
| Fund - 2nd Bien
=l 136 VITA Projects '§84,529.00 4,665,997.00 — o
1 @ alert test 1 — — 184 Secretary of Technology |A
2 @ Alert Test 2 — — 184 Secretary of Technology .
3 @ Alert Test 3 - — 184 Secretary of Technology
4 @ Alert Test 3 Feb 0... — — 184 Secretary of Technology
5 @ Aalert Test 4 — — 184 Secretary of Technology
& @ Alert Test Project — — 184 Secretary of Technology
7 @ Alert Test_11 Au... — — 184 Secretary of Technology
5 @ alert Test_Junio... - — 1@6 Secretary of Transportation
2 @ alert_Test_5 Feb... — — 184 Secretary of Technology
10 @ Automated Call D... 0,00 1581,135.00 154 Secretary of Technalogy
|11 @ Budgeting and Bu... 0.00 0.00 184 Secretary of Technology
12 @ Commonwealth T... 0.00 0,00 184 Secretary of Technology
13 @ Comprehensive 5... 0.00 0.00 184 Secretary of Technology
14 @ Contract Manage... — — 184 Secretary of Technology
15 @ E-forms 0.00 0.00 184 Secretary of Technology
16 @ Electronic Bill Pre... 0.00 0.00 184 Secretary of Technology _v_:
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Scorecard Sorting

Now that we’ve created a Scorecard and are capable of using it to view data, we will cover the
issues associated with sequencing the data. You can sort a Scorecard on a single or multiple
columns and into ascending or descending order as required. This section is only meant to be an
introduction and will focus on ascending and descending sequences.

To Sort to an ascending order right click on the “Column Name” heading as shown below.

D sconscamn [ANTTEVTOTN ST e G v LA ey RS

s
Ikems

Scarecard: | ] My Scorecard Mame

Est Expend General
Fund - Znd Bien

Column Name

- Partfolio; | @l 136 YITA Projects

. Scorecard | Portfolio | Clipboard | Collaborate | Wiew | User | Setup | Help

Project - Proponent Secretary

=l 136 YITA Projects G4, 529,00 4,660,497.00 — |
| 1 @ alert test 1 — — 184 Secretary of Technology |_A_

Z @ Alert Test Z - — 184 Secretary of Technology

3 @ Alert Test 3 - — 184 Secretary of Technology

4 @ Alert Test 3Feb 0... - — 184 Secretary of Technology

S @ Alert Test 4 - — 184 Secretary of Technology

& @ Alert Test Project - — 184 Secretary of Technology

7 @ alert Test_11 Au... - — 164 Secretary of Technology

3 @ Alert Test_Junlo... - — 18A Secretary of Transpartation

9 @ Alert_Test_5 Feb... - — 154 Secretary of Technology

10 @@ Automated Call D... 0.00 181,135.00 184 Secretary of Technology

i1 @ Budgeting and Bu... 0.00 0.00 184 Secretary of Technology

12 @ Commonwealth T... 0,00 0,00 184 Secretary of Technology

13 @ Comprehensive 5... 0.00 0.00 184 Secretary of Technology

14 @ Contract Manage... - — 164 Secretary of Technology

15 @ E-forms 0.00 0.00 184 Secretary of Technology

16 @ Electronic Bill Pre... 0.00 0.00 134 Secretary of Technology  w

The menu below will appear, please select (i.e. left click) Sart ascending

Mo Toggle Available

Sort Ascending

Sort Descending
Multiple Colurnn Sort...

Hide Category

knowledge

Category Trend...
Category Properties. ..
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Please note the Scorecard has been resequenced and the sequence is noted in the column heading
as shown below. Note the "= symbol is in the Column Heading column. This denotes the
Scorecard is sorted in the ascending sequence

Est Expend General
fu_r_l_dl - an Bien

Project - Proponent Secretary

|

LT o Rt I = xR 5 B L

e R e R
L T 3 R -5 B O i e

@ alert test 1
@ Alert Test 2
@ Alert Test 3

@ Alert Test 3 Feb 0...

@ Alert Test 4
@ Alert Test Project

@ Alert Test_11 Au...
@ Alert Test_Junio...
@ alert_Test_5 Feb...
@ Contract Manage...
@ Emergency Mana...
@ Financials Upgrad...

@ jim test

@ Jims strateqgic pl...
@ PMD Alert Test 3 ...
@ RTIPTesting_Apr...
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184 Secretary of Technology |
154 Secretary of Technology
154 Secretary of Technology
154 Secretary of Technology
154 Secretary of Technology
154 Secretary of Technology
154 Secretary of Technology
186 Secretary of Transportation
184 Secretary of Technology
154 Secretary of Technology
184 Secretary of Technology
154 Secretary of Technology
154 Secretary of Technology
184 Secretary of Technology
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Now we will sort in descending order, please right click on the Column Name heading as shown
below.

Est Expend General
fu_r_l_dl - an Bien

Project - Proponent Secretary

@ alert test 1
@ Alert Test 2
@ Alert Test 3

@ Alert Test 4
@ Alert Test Project

LT o Rt I = xR 5 B L

_ = =
(R I e

@ jim test

—_ =
L= o B 8

Mo Toggle Awvalable

@ Alert Test 3 Feb 0...

@ Alert Test_11 Au...
@ Alert Test_Junio...
@ alert_Test_5 Feb...
@ Contract Manage...
@ Emergency Mana...
@ Financials Upgrad...

@ Jims strateqgic pl...
@ PMD Alert Test 3 ...
@ RTIPTesting_Apr...

¥ Sort Ascending

Sort Descending
Multiple Colurnn Sort...

Hide Category

Ernowledge

Category Trend..,
Cateqory Properties. ..
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154 Secretary of Technology

1584 Secretary of Technology |
154 Secretary of Technology

154 Secretary of Technology

154 Secretary of Technology

154 Secretary of Technology

186 Secretary of Transportation
184 Secretary of Technology

154 Secretary of Technology

184 Secretary of Technology

154 Secretary of Technology

154 Secretary of Technology

184 Secretary of Technology

- - |

The menu below will appear, please select (i.e. left click) Sort Descending



Please note the Scorecard has been resequenced and the sequence is noted in the column heading
as shown below. Note the ™ symbol is in the Column Heading column. This denotes the
Scorecard is sorted in the descending sequence

T sconecar [A=STTEOOITI ST e et | e T

Scorecard: | ] My Scorecard Name
d | Portfolio | Clipboard | Collaborate | Wiew | User | Setup | Help
Items Est Expend General E@E Project - Proponent Secretary
Fund - 2nd Bien

il 136 VITA Projects 884,529.00 4,666,497.00 —

1 @ Establish Statewi... /90,000,000 2,200,000.00 154 Secretary of Technology & |
Z @ YITA Internal Da... 0,00 349,500,00 154 Secretary of Technology

3 @ Enterprise Passw... 0,00 280,502.00 154 Secretary of Technology

4 @ Automated Call D... 0.00 181,135.00 184 Secretary of Technology

5 @ e-¥A Interface 0,00 150,000,000 1584 Secretary of Technology

& i@ Enterprise Contra... 0,00 100,000,000 1584 Secretary of Technology

7 @ GZG Mitem Soluti... 0,00 100,000,000 1584 Secretary of Technology

3 @ Host Statewide A... 0,00 100,000,00 154 Secretary of Technology

9 @ Human Resource... 0.oo 100,000.00 184 Secrekary of Technology

10 @ Intranet/Portal F... 0,00 100,000,000 1584 Secretary of Technology

11 @ Metro Area Netw... 0.0o 100,000.00 1584 Secretary of Technaology

12 @ Offsite Storage C... 0,00 100,000,000 1584 Secretary of Technology

13 @ SCM Web 5ite 0,00 100,000,000 1584 Secretary of Technology

14 @ Technical skills I... 0,00 100,000,000 1584 Secretary of Technology

15 @ Shared Billing 5¥s... 154,529.00 95,060.00 154 Secretary of Technology

16 @@ Enterprise Applic... 10,000.00 10,000.00 184 Secretary of Technology

That concludes our introduction to Scorecard sorting. Primavera Portfolios also has the ability to
sort on multiple columns, but as this document concentrates on Scorecard creation the line had to
be drawn somewhere. One final note on sorting, it is meant to be a quick answer to a user’s
request, not a permanent configuration change. To that end, any sorting choices made will be
‘forgotten’ when the user has gleaned the necessary information and moves on. In this way,
multiple users can use the same Scorecard for their own individual efforts and not impact other
users of the same Scorecard.
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Wrap Up

This document has covered the steps necessary to Create, View, and Sort a Scorecard using
mechanism available to the AITR user. As you can see, it’s not as intimidating as one might think.

I hope you found it useful and the information gained can be used as a starting point for your
Scorecard construction efforts.
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Scorecard Creation Appendix

This document is focused on the creation and usage of Scorecards. But there is a side discussion
concerning how the user will identify those categories they wish to include in a Scorecard. The
categories of most interest to users appear in forms. Those same forms you use when you enter
information about the Project or Procurement. It is possible to interrogate the different parts of a
form to determine the name of a particular category that is the focus of our attention. Once we
have the name you can search for, and include, it in your Scorecard.

To identify a particular category first open a form. In our example we will use the Project Status
Report. Please note the focus of our efforts during this example will be the Proponent Secretary
category.

Form: |3 Project Status ¥

Form | Item | Clpboard | Collaborate | Wiew | User | Setup | Help

SUMMARY | PROJECT BACKGRO... MEASURES OF SUCC... PLANNED £ ACTUA...
=Working Title: | E-forms
*ltem Classification: ]NDn-Majur
*Proponent Secretary: ] 184 Secretary of Technolooy
*Froponent Agency: ] 136 Virginia Information Technologies Agency
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If you would please notice, we are looking specifically at the Summary tab of the Project Status
form. Click on the Form menu as shown below.

SO DA ()

W TEcoREcaRDY L VP TWORKBOOK

Bt r Project Status -
@EM | IZ:"FItll:l-Elr'l:I | Collaborate | Wi | Ilzer | Setup | HE!||:'

SUMMARY | PROJECT BACKGRO... | MEASURES OF SUCC... 'PLANNED & ACTUA..

“Warking Title: | E-forms

*ltern Classification: |N|:|n-ru15|j|:|r

*Frapaonent Secrefar_'_y: |1E4 Secretary of Technology
*P'mpnnenmgenw: | 136 Virginia Information Technologies Agency

A menu will now be displayed, please select the Edit Tab... option as shown below.

Edit. ..
= Mew...

Duplicate. ..

Assign Default Walues

C et Tab.)

kEnowledge

25 Export,
2 Print...

Logout
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Now you will see a window that displays the components of the summary tab. Please note the
highlighted entry; this is the Proponent Secretary entry we were talking about before.

) Tab: Status Report - Project Information - Microsoft Internet Explorer

TAB

Sek components' properties, order and grouping For Tab 'Status Report - Project Information':

O eneral
W Components Tab Components:
O In Falders # * Label Component Name ¥al Ref Ind Ann Prompt 1 J ImEert
O Security 1 Project Info... Group Box (44 12 & Ecit
1.17% Warking Title Cakegory Project - Wark,., w J
1.2 * Item Classifica... Category Irem Classifica... Ry,
1.3* Category Project - Prop... W J
1.4 * Proponent &g, Caktegor Project - Prop..,  « m
1.5 % Category nvestmentn... v J Remove
1.6 Planned Start ... Category Praject - Plam...
1,7  Planned Comp... Category Projeck - Plan...
1.8  Budget atCo...  Cakegory LA _Est Proj_... w
1.9 * Project Manager Cakegory POC - Project ... W e o
1.11% Project Manaqg... Categary POC - Projeck ... W numbers
1.1 * Project Manag... Category POC - Projeck ... W
1.1 Display Wiidth:
2 Key Status ... Group Box (2/4) 9 1024 -
2.1 Project Status,.. Cateqory Skatus Report,..  w il
Description of 'Project - Proponent Secretary’ Prompk

The Secretary to whom the proponent agency is assigned or
the Secretary that is sponzoring & particular enterprise
project

[ cancel | | <Bask || Mext> | [ Finish |
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Now, if we highlight a different column we will see the associated category name, as shown
below. At this point we can copy the category name and, later, search for it, for inclusion in our
Scorecard.

2 Tab: Status Report - Project Information - Microsoft Internet Explorer

Set components' properties, order and grouping For Tab 'Status Repart - Project Information':

O Genersl
Componerts Tab Components:
O In Falders # * Label Component MName ¥al Ref Ind Ann Prompt 1 J
O Security 1 Project Info... Group Box (4/4) 12 & Edit..
1.1 * Warking Title Category Project - Work... J
1.2 * Item Classifica,,, Category Item Classifica,..
1.3 * Proponent Se...  Cakegory v J
1.4 * Proponent &g... Cakegory Project - Prap o
1.5 * Category Cateqory Investrent A.l.F.‘m]e-ct = FEEE E SE R J
1.6  Planned Start ... Category Project - Plan...
1.7 Planned Comp... Cakegory Project - Plan...
1.8 Budget atCo... Category La_Esk_Proj_... w
1.9 * Project Manager Category POC - Projeck ... W [ e B
1.11%* Project Manag... Category POC - Projeck ... w numbers
1.1 * Project Manag... Cakegory POC - Project ... W
1.1 Display Wiidth:
2 Key Status I... Group Box (z/4) q 1074 =
2.1 Project Status... Categaory Status Report,,,  w -
Description of 'Project - Proponent Secretary’ Prompk

The Secretary to whom the proponent agency is assigned or
the Secretary that is sponsoring & particular enterprise
project

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

One final note, it is possible to have both the Tab wizard and the Scorecard wizard open at the
same time. This should facilitate the categories inclusion in the Scorecard because you can use the
copy buffer in Windows to hold the category name.
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