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Introduction

This document will provide the user with insights into Primavera Portfolios Alert
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 CIO 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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Alert Messages

CTP Primavera Portfolios can monitor several basic system events, which when
triggered, will automatically dispatch an Email Alert through the Commonwealth of
Virginia (COV) email service to selected authorized Primavera Portfolios users. Each
event is defined within the scope of a specific item or portfolio or group of items or
portfolios. The following Email Alerts are designed to alert users of an impending
approval action for an item -- project or procurement. The Alerts are tied to the processes
outlined within the “My Primavera Portfolios” role-based workflow.

Each Email Alert is designed to provide users with the following information:
(1) Alert the user(s) that have approval responsibility of the approval action
required.
(2) Provide a direct link into CTP Primavera Portfolios to the form and Item
required for approval action.
(3) Provide a direct link to the My Primavera Portfolios workflow process to
accomplish the required approval.
(4) Provide a link to the Project Management Division (PMD) web page for
contact information.
(5) Provide “courtesy copy” information to all other users with interest in the
item.
The Alerts use the COV electronic mail service to send messages, but relies on the
Primavera Portfolios user contact email information provided in “User Settings”. The
contacts must be authorized users belonging to a specific user group within Primavera
Portfolios to use the provided Primavera Portfolios links.
Alerts are generated by agency and user group (agency) security permissions apply; i.e.
all Alerts are built and generated by agency, and once emails are received, actions taken
by agency users are limited to their user role and agency permissions.
To assist PMD and agencies, a PMD user group for each corresponding agency has been
created. These agency-specific PMD user groups allow emails to be sent to specific
PMD analysts rather than flooding the universal PMD user group with all Alerts.
Each Alert has default recipients. Additional recipients can be added by the administrator
by role, user group or by name.
Except for the Alert generated by initial submission of an item for approval, all Alerts are
generated by periodic updates of the data base at mid-day and midnight maintenance
runs.

Note: These Alerts are all auto —generated. The agency user doesn’t have to do
anything; just react to the email when it arrives! The training provided provides detailed
information on the processes, how the messages are setup, and the default recipient lists
for each email.
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Commonwealth Technology Portfolio IT Strategic Planning
Processes Chart:
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IT Strategic Planning (ITSP) CTP - Primavera Portfolios
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(Pre-Select and Select) Phase
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Create, Update and Submit (Create, Update and Submit
a Project a Procurement
Agency Level
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Step 3 - Approval - AITR * AITR
Agency Level AITR Project Procurement Role
« For Projects — Review Investment Business Case Approval Approval AITR
» For Procurements — Review the Procurement (IBC form) (PBAI form)
Business Alignment and Initiation (APR)
* Approve and submit for Agency Head Approval
\ ) o /
Step 4 Alert - Agency Head Approval for Strategic Plans v
) Agency Head
« Triggered by Item added to Agency Head Approval QBP R Approval
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Step 5a Alert - AH submission for PMD Project Evaluation - Approval for Strategic Plans * e
Lock &

Review
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* PMD Locks & Reviews submitted Investment
+ PMD conducts PMD Evaluation; interacts with Agency
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for CIO Approval [
I

Step 5¢ Alert - AH submission for PMD Project Update - Approval for Strategic Plans
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 Triggered by Multiple Category Conditions I PMD Review
« PMD Locks & Reviews submitted Investment

* PMD conducts APR Review & Coordination

« PMD completes Recommendation and submits documentation

for C1O Approval

CIO Admin
Approval

Step 6 Alert - xxx Agency PMD Project Approval Recommendatipn to CIO - Approval for Strategic Plan

Forward Approval
Documentation to

A 4 al Procurement

* Triggered by Multiple Category Conditions cio Approved
* CIO reviews PMD Recommendation - /

documentation aopioval Project e
« CIO emails Approval, PMD sets CIO Approval Approved for L clo

Planning
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Step 7 Alert -cio Approved Project for Strategic Plar| S v PMD
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* PMD Director sets Investment Approval status Reset Set Investment

« PMD admin resets approval triggers, unlocks approval | g, Status Unlock
investment triggers (Project) Investment
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Submission of a New Investment (Project)

1. Agency IT Resource (AITR) submission of a new project to Agency
Head (AH) for review and approval for IT Strategic Plan

Once a business need has been identified and an Investment Business Case and Project
Business Alignment/Funding forms have been completed for the new item (project), the
AITR submits the new project to their Agency Head for approval.

On the Project Approval tab of the Investment Business Case the AITR fills out the
Approval Trigger and Agency IT Resource Approval fields. The AITR must ensure the
field on the Project Business Alignment form “Is this a Change/Update to an existing
Project in Primavera Portfolios?” is set to “No Value or “No”.

Form: ‘E’ Investment Business Case |'| Item: “ Alert Test_Juni0_2009

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

QUESTIONS 1 -4 | | QUESTIONS 5 -8 ‘ | QUESTION 9 ‘ | QUESTIONS 10 -12 ‘ | QUESTIONS 13 - 16 || QUESTIONS 17 - 18 |[

Approval Trigger
Submit for approvals? A
This tab is also used for approvals of
Procurement Business Alignment and
Procurement initiation APR actions
Approvals can be accomplished
simultaneously for both actions | oras
separate approval actions at different
times
Agency IT Resource Approval Agency Head Approval
Indicate approval for new project or ‘v‘ |:| Indicate approval for new project or |v|
change to existing project change to existing project
Date and Time Stamp of Entry: Date and Time Stamp of Entry:
Comments (if any). Comments (if any).

Fig 1 Investment Business Case; Project Approvals Tab: AITR Approval

After the “Submit” button is clicked, the Alert process for new project approvals is
initiated. The following Alert is generated:

2. Agency Head Approval for Strategic Plans
Alert — “Agency Head Approval for Strategic Plans Alert”

Scope: XXX Agency Head Approval for Strategic Plans Portfolio
(Scope is the portfolio queried to generated the Alert)

Event: Multiple Category Conditions Met:

Project — Proponent Is XXX AND
Agency Agency

Name
Item Type Is Project AND
Update/Change to the Is not Yes AND
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Strategic Plan

Submit for Plan Is Yes AND
Approvals -YesNo

Approval Entry — AITR Is Yes AND
- YesNo

Approval Entry — AH - Is Yes AND
YesNo

Eval Recommendation Has no value

MESSAGE FORMAT: (Non-functioning Primavera Portfolios links for example only)

For Agency Head (Primavera Portfolios role) action; All other addressees are for
information only.
The following item requires review and approval by the Agency Head:

Business Alignment, General Information tab And Item
Click the link below to open Primavera Portfolios. The '1.2 Agency Head Approval'
Process will be displayed in the 'My Primavera Portfolios' bar.

Link to My ProSight AH role base process: The '1.2 Agency Head Approval' process

Complete the actions for Agency Head Approval process. Agency Head Approval will
then generate an Alert to the Commonwealth Project Management Division to complete
review, evaluation and approval recommendation of the item.

For inquiries contact your Commonwealth Project Management Division point of
contact. Contact info is at:

Link to VITA web page, Project Management Division Points of Contact.

Default recipients: To:>XXX Agency AITR; 000 PMD XXX Agency;

The Agency Head reviews and approves the project on the Project Approvals tab of the
Investment Business Case form.
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QUESTIONS 1 - 4 QUESTIONS 5 -8 QUESTION 3 QUESTIONS 10-12 || QUESTIONS13-16 || QUESTIONS 17-18 QUESTION 13 |m015

Approval Trigger

Submit for approvals?

L MO

This
Proc it e
Procurement initiason APR actions.
Approvals can be accomplished
simultaneowsly for both acions | or s
separate approval actions at different

times.
agency 11 Rescarce Approval [Agency 1tead Approval
Indicate approval for new project ar -1 0 Indicats approval foF new project o -
change to exsting project change to exsting project
Date and Time Stamp of Entry; Date and Thme Stamp of Entry:
Commeants (f any): Commaents (if any)

Fig 2 Investment Business Case; Project Approvals Tab: AH Approval

Once the Agency Head approval is updated within the Primavera Portfolios data base, the
following Alert is generated:
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3. AH submission for PMD Project Evaluation - Approval for IT
Strategic Plan

Alert - AH submission for PMD Project Evaluation - Approval for Strategic Plans Alert
(See step 5a of the “Strategic Planning Process/Alerts in CTP — Primavera Portfolios”
chart)

The following is the format for the Alert message:

Scope: All Projects All Procurements All Agencies
(Scope is the portfolio queried to generated the Alert)

Event: Multiple Category Conditions Met:

Project — Proponent Is XXX AND
Agency Agency

Name
Item Type Is Project AND
Update/Change to the Is not Yes AND
Strategic Plan
Submit for Plan Is Yes AND
Approvals -YesNo
Approval Entry — AITR Is Yes AND
- YesNo
Approval Entry — AH - Is Yes AND
YesNo
Eval Recommendation Has no value

MESSAGE FORMAT (Non-functioning Primavera Portfolios links for example only)

The following email is for PMD action. All other addressees are for information only.

136 VITA AH submission for PMD Project Evaluation - Approval for Strategic Plans
Alert has been triggered for;

Link to PMD Recommendation and Approval — Strategic Planning, General Information tab and Item. This
link will only open for PMD.

-- (This is a new project submission) --

(PMD Action) Click the link below to open within Primavera Portfolios the PMD role-
based process for Project Planning Approval. '1.1 Approve Projects for Planning' will be
displayed in the 'My Primavera Portfolios' bar.

Link to My ProSight PMD role-based process for Project Planning Approval. '1.1
Approve Projects for Planning-
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(PMD Action) Complete the PMD role-based process for Project Planning Approval.
Completion of the PMD evaluation and recommendation will generate a CIO Approval
alert for the ITSP administration approval group.

For inquiries contact your Commonwealth Project Management Division point of
contact. For inquiries contact your Commonwealth Project Management Division point
of contact. Contact info is at:

Link to VITA web page, Project Management Division Points of Contact.

Default Recipients: To:>XXX Agency AITR; 000 PMD XXX Agency;
Cc:> XXX Agency AH; 000 PMD Admin Approval; XXX Agency AH

PMD reviews and approves the project on the Recommendation and Approval tab of the
PMD Recommendation and Approval — Strategic Planning form.

GENERAL INFORMATION || RECOMMENDATION

PMD Recommendation / Approval €10 Approval

of change to an existing investment

Recommendation: E |v§ D Indicate approval for new investment |v‘
E |

Indicate approval for new investment ‘
or change to an existing investment

Date and Time Stamp of Latest
Approval Entry:

Associated APR: ‘

Investrment Status: ‘

Date and Time Stamp of Latest Comments (if any)
Appraval Entry:

Comments (if any):

Planned Star Date (Planning) [

CIO Portfolic Approval Queue: [ [-]

Fig 3 PMD Recommendation and Approval — Strategic Planning; Recommendation and
Approval Tab: PMD Approval

Once PMD approval is updated within the Primavera Portfolios data base, the following
Alert is generated:

4. PMD Project Approval Recommendation to CIO - Approval for IT
Strategic Plan

Alert - XXX Agency PMD Project Approval Recommendation to CIO - Approval for
Strategic Plan Alert
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(See step 6 of the “Strategic Planning Process/Alerts in CTP — Primavera Portfolios”
chart)

Event: Multiple Category Conditions Met:

Project — Proponent Is XXX Agency AND
Agency Name

Item Type Is Project AND
Submit  for Plan Is Yes AND
Approvals - YesNo

Approval Entry - Is Yes AND
AITR - YesNo

Approval Entry - Is Yes AND
AH - YesNo

Eval Is Recommended AND
Recommendation

Approval Entry - Is Yes

PMD - YesNo

Scope: All Projects All Procurements All Agencies
(Scope is the portfolio queried to generated the Alert)

MESSAGE FORMAT: (Non-functioning Primavera Portfolios links for example only)
The following email is for PMD/CIO action. All other addressees are for information
only.

XXX Agency PMD Project Approval Recommendation to CIO - Approval for Strategic
Plans Alert has been triggered for:

Link to the PMD Recommendation and Approval, Strategic Planning, General Information tab and
Item. This link will only open for PMD.

(Agency info link)

Link to the Project Business Alignment — General Information Tab and Item (Project).
PMD has completed evaluation review of the project and has requested CIO approval.
An alert will be generated when CIO approval is granted.
For inquiries contact your Commonwealth Project Management Division point of
contact. For inquiries contact your Commonwealth Project Management Division point

of contact. Contact info is at:

Link to the PMD web page “Project Management Division Points of Contact”.
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Default Recipients: To:>000 PMD XXX Agency Name;
Cc:> 000 PMD ITSP Admin Approvals; XXX Agency Name AITR

CIO reviews and PMD records the approval of the project on the Recommendation and

Approval tab of the PMD Re

g

commendation and Approval — Strategic Planning form.

[+] 1tem: [@ alertTest Jun10_2008

r | Seup | Help

Sully

'GENERAL INFORMATION

[ RECOMMENDATION AND AP/

ecommendation / Approval

€10 Approval

mmendation:

ate approval for new investment
ange to an existing investment
ciated APR:

tment Status:

and Time Stamp of Latest

val Entry:

ments (if any):

I
I

[Reproved o Planning 7]

|

Indicate approval for new investment l:lzl I:‘

or change to an existing investment.

Date and Time Stamp of Latest
Approval Entry:

Comments (if any):

Planned Start Date (Planning): _

Fig 4 PMD Recommendation and Approval — Strategic Planning; Recommendation and
Approval Tab: CIO Approval

Once CIO approval is updated within the data base, the following Alert is generated:
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5. CI1O Approved Project for Strategic Plans

Alert - Cl1O Approved Project for Strategic Plans Alert
(See step 7 of the “Strategic Planning Process/Alerts in CTP — Primavera Portfolios”
chart)

Event: Multiple Category Conditions Met:

Project — Proponent Is XXX AND
Agency Agency

Name
Item Type Is Project

Scope: CIO Approved for Strategic Plan
(Scope is the portfolio queried to generated the Alert)

MESSAGE FORMAT: (Non-functioning Primavera Portfolios links for example only)

The following email is for PMD action. All other addressees are for information only.
The following item has received CIO approval:

Link to the Project Business Alignment — General Information Tab and Item (Project).

For new projects, approval documentation will be provided in a separate email.

(PMD Action): If required, change home portfolio from PMD Locked Portfolios back to
agency projects portfolio.

(PMD Action): PMD will ensure all required documentation is stored to the document
repository.

(PMD Action): If required, the Investment Approval status value will be updated.

For inquiries contact your Commonwealth Project Management Division point of
contact. Contact info is at:

Link to the PMD web page “Project Management Division Points of Contact”.

Default Recipients: To> XXX Agency Name AH; XXX Agency Name AITR,;
Cc:> 000 PMD XXX Agency Name; 000 PMD ITSP Admin Approvals
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Submission of a New Investment (Project)

1. Agency IT Resource (AITR) submission of an update to a Investment
(Project)

When an update of the strategic planning information for a project is required, and the
Investment Business Case and Project Business Alignment/Funding forms have been
completed, the AITR submits the updated project to their Agency Head for approval.

The AITR must ensure the field on the Project Business Alignment form “Is this a
Change/Update to an existing Project in Primavera Portfolios?” is set to “Yes™.

8 vesion) | W8 Scosecun) | ioaoon) Nl [ oasAaoicg) LOIT600] _soo | i
.

[+] 1tem: [@ AertTest Jun10_2009

Submit

GENERAL INFORMATION | | BUS. PROBLEM | OUTCOME ||  ALIGNMENT TQ GOALS SERVICE AREAS |[ exrernac ractors ” EBA

‘General

“Tite: [ |

*Home Portfolio: ‘ "|

Description

Project Status Form Description (for aclive projects):

15 this a Change/Update to an existing Projectin [Yes -] FT=] ;[‘;s\‘;gt"’fgs'Af;‘r°;'v§'?f‘ﬁsa§”§né:f;‘§f;9 projectin
Prosignt?

Fig 5 Project Business Alignment Form; General Information Tab — Update Trigger

On the Project Approval tab of the Investment Business Case the AITR fills out the
Approval Trigger and Agency IT Resource Approval fields.

Form: ‘E’ Investment Business Case |'| Item: “ Alert Test_Jun10_200%

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

QUESTIONS 1 -4 QUESTIONS 5 -8 QUESTION 9 QUESTIONS 10 - 12 QUESTIONS 13 - 16 QUESTIONS 17 - 18

Approval Trigger

Submit for approvals? "3 |:|

This tab is also used for approvals of
Procurement Business Alignment and
Procurement initiation APR actions
Approvals can be accomplished
simultaneously for both actions , oras
separate approval actions at different

times
Agency IT Resource Approval Agency Head Approval
Indicate approval for new project or ‘v‘ |:| Indicate approval for new project or |v|
change to existing project change to existing project
Date and Time Stamp of Entry: Date and Time Stamp of Entry:
Comments (if any). Comments (if any).
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Fig 6 Investment Business Case; Project Approvals Tab: AITR Approval

After the “Submit” button is clicked, the Alert process for updated project approvals is
initiated. The following Alert is generated:

2. Agency Head Approval for Strategic Plans (updated Project)
Alert — “Agency Head Approval for Strategic Plans Alert”

(See step 4 of the “Strategic Planning Process/Alerts in CTP — Primavera Portfolios”
chart)

The following is the format for the Alert message: The format follows the Alert setup
wizard display.

Event: Multiple Category Conditions Met:

Submit  for  Plans Is Yes AND
Approval - YesNo

Approval  Entry - Is Yes AND
AITR - YesNo

Item Type Is Project

Scope: XXX Agency Name Agency Head for Strategic Plans
(Scope is the portfolio queried to generated the Alert)

MESSAGE FORMAT (Non-functioning Primavera Portfolios links for example only)

For Agency Head (Primavera Portfolios role) action; all other addressees are for
information only.
The following item requires review and approval by the Agency Head:

Link to Project Business Alignment for, General Information tab and Item.
Click the link below to open Primavera Portfolios. The '1.2 Agency Head Approval’
Process will be displayed in the "My Primavera Portfolios' bar.

Link to the My ProSight '1.2 Agency Head Approval' process.
Complete the actions for Agency Head Approval process. Agency Head Approval will
then generate an Alert to the Commonwealth Project Management Division to complete

review, evaluation, and approval recommendation of the item.

For inquiries contact your Commonwealth Project Management Division point of
contact. Contact info is at:

Link to the PMD web page “Project Management Division Points of Contact”.
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Default Recipients: To:>XXX Agency Name AH; 000 PMD XXX Agency Name
Cc:> XXX Agency AITR

The Agency Head reviews and approves the project on the Project Approvals tab of the
Investment Business Case form.

Pore: [T Investoent Bumess Case [7] e [@ o=

el B Y5 Speleng of

QUESTIONS 1 - 4 QUESTIONS 5 - B QUESTION 3 QUESTIONS 10-12 || QUESTIONS13-16 || QUESTIONS 17-18 QUESTION 13 | PROJE

Approval Trigger

Submittr spprovals? [

This
Proc
Procurement initiason APR actions.
Approvals can be accomplished
simultaneously for both aclions | or as
separate approval actions at different
mes.

agency 11 Rescarce Approval [Aaency 1icsd Approval

O

Indicate approval for new project or Indicate approval for new project or
change to exsting project change to axsting project

Date and Time Stamp of Entry’ Diate and Time Stamp of Entry.

Commaents (f any) Comments (f any)

Fig 7 Investment Business Case; Project Approvals Tab: AH Approval

Once the Agency Head approval is updated within the data base, the following Alert is
generated:

3. AH submission for PMD Project Update - Approval for Strategic
Plans
Alert — AH submission for PMD Project Update - Approval for Strategic Plans

(See step 5c¢ of the “Strategic Planning Process/Alerts in CTP — Primavera Portfolios”
chart)
The following is the format for the Alert message:

Event: Multiple Category Conditions Met:

Project — Proponent Is XXX AND
Agency Agency

Name
Item Type Is Project AND
Update/Change to the Is Yes AND
Strategic Plan
Submit for Plan Is Yes AND
Approvals -YesNo
Approval Entry — AITR Is Yes AND
- YesNo
Approval Entry — AH - Is Yes AND
YesNo
Eval Recommendation Has no value
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Scope: All Projects All Procurements All Agencies
(Scope is the portfolio queried to generated the Alert)

MESSAGE FORMAT (Non-functioning Primavera Portfolios links for example only)

The following email is for PMD action. All other addressees are for information only

XXX Agency AH submission for PMD Project Update - Approval for Strategic Plans
Alert has been triggered for

Link to the Project Business Alignment — General Information Tab and Item (Project) requiring
approval.

-- (This is an update/change to an existing project ) —

PMD will review the project update. If further information is required the AITR will be
contacted. If the update is approved, PMD and administrative CIO approval will be
granted and an Alert generated.

(PMD Action) Approvals are generated at:

Link to the PMD Recommendation and Approval — Strategic Planning, Recommendation and
Approval Tab and Item (Project). This link will only open for PMD role users.

For inquiries contact your Commonwealth Project Management Division point of
contact. Contact info is at:

Link to the PMD web page “Project Management Division Points of Contact”.

Default recipients: To> 000 PMD ITSP Admin Approvals
Cc>, 000 PMD XXX Agency Name; XXX Agency Name AITR; XXX Agency Name
AH

PMD reviews and approves the project update on the Recommendation and Approval tab
of the PMD Recommendation and Approval — Strategic Planning form.
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T Tinvesiond W TEcorecin)] L2 Tonaoonl NTAAlis et | i

Form: ‘ 3 PMD Recommendation and Approval - Strategic Planning |v ‘ Item: |‘ Alert Test_Jun10_200%

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

GENERAL THFORMATION I RECOMMENDATION
PMD Recommendation / Approval 10 Approval
Recommendation E |v§ D Indicate approval for new investment |v‘
or change to an existing investment
Indicate approval for new investment ‘ |v‘ D

or change te an existing investment.

Date and Time Stamp of Latest
Approval Entry:

Associated APR: \

Investment Status: \

Date and Time Stamp of Latest Comments (if any):
Approval Entry:

Comments (if any):

Planned Start Date (Flanning) |ﬂ‘

CIO Portffolio Approval Queue: ‘ |v‘

Fig 8 PMD Recommendation and Approval — Strategic Planning; Recommendation and
Approval Tab: PMD Approval

Once PMD approval is updated within the data base, the following Alert is generated:

4. PMD Project Approval Recommendation to CI1O - Approval for
Strategic Plan

Alert - XXX Agency PMD Project Approval Recommendation to CIO - Approval for
Strategic Plan Alert

(See step 6 of the “Strategic Planning Process/Alerts in CTP — Primavera Portfolios”
chart)
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Event: Multiple Category Conditions Met:

Project — Proponent Is XXX Agency AND
Agency Name

Item Type Is Project AND
Submit  for Plan Is Yes AND
Approvals - YesNo

Approval Entry - Is Yes AND
AITR - YesNo

Approval Entry - Is Yes AND
AH - YesNo

Eval Is Recommended AND
Recommendation

Approval Entry - Is Yes

PMD - YesNo

Scope: All Projects All Procurements All Agencies
(Scope is the portfolio queried to generated the Alert)

MESSAGE FORMAT (Non-functioning Primavera Portfolios links for example only)

The following email is for PMD/CIO action. All other addressees are for information
only.

XXX Agency PMD Project Approval Recommendation to CI1O - Approval for Strategic
Plans Alert has been triggered for:

Link to the Project Business Alignment — General Information Tab and Item (Project).

(PMD Action):

Link to the PMD Recommendation and Approval — Strategic Planning, Recommendation and
Approval Tab and the Item (Project) requiring approval. This link will only open for PMD and CIO role
users.

PMD has completed evaluation review of the project and has requested CIO approval.
An alert will be generated when CIO approval is granted.

For inquiries contact your Commonwealth Project Management Division point of
contact. For inquiries contact your Commonwealth Project Management Division point

of contact. Contact info is at:
Link to the PMD web page “Project Management Division Points of Contact”.

Default Recipients: To:>000 PMD XXX Agency Name;
Cc:> 000 PMD ITSP Admin Approvals; XXX Agency Name AITR
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CI0 admin reviews and records the CIO approval of the project update on the
Recommendation and Approval tab of the PMD Recommendation and Approval —
Strategic Planning form.

| = PMD Recommendation and Approval - Strategic Planning [+] 1tem: [@ alertTest Jun10_2008

| Item | Cipboard | Colaborate | View

=k

'GENERAL INFORMATION || RECOMMENDATION AND AP/

ecommendation / Approval €10 Approval

R e—
or change to an existing investment.

T .

ange to an existing investment
Date and Time Stamp of Latest
Approval Entry:

siated APR:

tment Status: Appraved for Planning [-]

and Time Stamp of Latest Comments (if any):
val Entry:

ments (if any):

Planned Start Date (Planning): _

Fig 9 PMD Recommendation and Approval — Strategic Planning; Recommendation and
Approval Tab: CIO Approval

Once CIO admin approval is updated within the data base, the following Alert is
generated:

5. CIO Approved Project for Strategic Plans

Alert - CIO Approved Project for Strategic Plans Alert
(See step 7 of the “Strategic Planning Process/Alerts in CTP — Primavera Portfolios”
chart)

Event:
Project — Proponent Is XXX AND
Agency Agency
Name
Item Type Is Project

Scope: CI1O Approved for Strategic Plan
(Scope is the portfolio queried to generated the Alert)

MESSAGE FORMAT: (Non-functioning Primavera Portfolios links for example only)

The following email is for PMD action. All other addressees are for information only.

The following item has received CIO approval:
Link to the Project Business Alignment — General Information Tab and Item (Project).

For new projects, approval documentation will be provided in a separate email.
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(PMD Action): If required, change home portfolio from PMD Locked Portfolios back to
agency projects portfolio.

(PMD Action): PMD will ensure all required documentation is stored to the document
repository.

(PMD Action): If required, the Investment Approval status value will be updated.

For inquiries contact your Commonwealth Project Management Division point of

contact. Contact info is at:
Link to the PMD web page “Project Management Division Points of Contact”.

Recipients: To> XXX Agency Name AH; XXX Agency Name AITR;
Cc:> 000 PMD XXX Agency Name; 000 PMD ITSP Admin Approvals

Submission of an Investment (Procurement) for Strategic Planning
and/or Agency Procurement Request (APR)

1. Agency IT Resource (AITR) submission of a Procurement

The AITR must complete the Procurement Business Alignment and Initiation (APR)
form for each new procurement over $50,000 for Strategic Planning approval.
Additionally, to obtain the approval of the Commonwealth Chief Information Officer
(C10) to purchase information technology and telecommunications products and new or
expanded services in amounts exceeding $100,000, the Agency Procurement Request
(APR) tabs within the Project Business Alignment form also MUST be filled out and
submitted to PMD for approval. The combination of procurement business alignment
data and APR data ensures that the Agency IT Strategic Plan is accurate.

On the Approvals Business Alignment & Initiation (APR) tab of the Procurement
Business Alignment and Initiation (APR) form the AITR fills out the Approval Trigger
and Agency IT Resource Approval fields.

Note: A PMD-only editable category, "CIO Approval of APR" has been added to the
General Description and Approvals tabs. This change to the ITSP process means that all
procurements whether or not they have an APR attached or not will be approved using
the approval tab. The APR portion of the procurement is not approved until this category
flag is set to "Yes". A separate email is sent to the Agency with the attached APR
approval documentation.
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[P0 investor)l AW Iscorecaroll | M= Torkeook) BT

Form: [[Z Procurement Business Alignment and Initiation (APR) [~] 1em:[@

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

I sl Wewd (@ Mew ~ % Speling &b 7

| prOCUREMENT ALTGHMENT | | SERVICE AREAS | |PR{}CHREMENT INITIATION... | |Ap!l - DESCRIPTION | ]Uml ! APR - ESTIMATED COST | |APDROVAL=. BUSTI

Approval Trigger

—

This tab is also used for approvals of
Procurement Business Alignment and
Procurement initiation APR actions.
Approvals can be accomplished
simultaneously for both actions , or as
separate approval actions at different

times
Agency IT Resource Approval Agency Head Approval
Indicate approval for new project or "l D Indicate approval for new project or l:E
change to existing project. change to existing project.
Date and Time Stamp of Entry. Date and Time Stamp of Entry:
Comments (if any): Comments (if any)

Fig 10: Procurement Business Alignment and Initiation (APR) form; Approvals Business
Alignment & Initiation (APR) tab, AITR approval

After the “Submit” button is clicked, the Alert process for new project approvals is
initiated. The following Alert is generated:

2. Agency Head Approval for Procurement

Alert — XXX Agency - Agency Head Approval for Procurement Alert
This alert is generated when the agency AITR submits a procurement item in the
Procurement Business Alignment and APR to the agency's Agency Head.

Event: Multiple Category Conditions Met:

Submit  for Plan Is Yes AND
Approvals - YesNo

Approval Entry - Is Yes AND
AITR - YesNo

Item Type Is Procurement

Scope: XXX Agency Head for Strategic Plans
(Scope is the portfolio queried to generated the Alert)

MESSAGE FORMAT (Non-functioning Primavera Portfolios links for example only)

For Agency Head (Primavera Portfolios role) action; all other addressees are for
information only.
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The following item requires review and approval by the Agency Head:
Link to the Procurement Business Alignment and initiation (APR) form and Item

Click the link below to open Primavera Portfolios. The '1.2 Agency Head Approval’
Process will be displayed in the 'My Primavera Portfolios' bar. Go to step 4

"Procurement Approvals™.
Link to the My ProSight process.

Complete the actions for Agency Head Approval process. Agency Head Approval will
then generate an Alert to the Commonwealth Project Management Division to complete
review, evaluation and approval recommendation of the item.

For inquiries contact your Commonwealth Project Management Division point of

contact. Contact info is at:
Link to the PMD web page “Project Management Division Points of Contact”

Default Recipients: To :> XXX Agency Name AH;
Cc:> XXX Agency AITR, 000 PMD XXX Agency Name; 000 PMD Admin approvals,
000 PMD APR review

The Agency Head reviews and approves the procurement on the Approvals Business
Alignment & Initiation (APR) tab of the Procurement Business Alignment and Initiation
(APR) form the AH fills out the AH Approval fields.

FFPUSIGIL U LOIS,VIEW DU LYY 18 LTI L L2 L2 UL S008LE0LU = 203 1)l

1w L
RD| [ ¥ WORKBOOI gL [T DRSHBOARDSY L\ “AIT0:D0N | Setup | Admin

lignment and Initiation (APR) |'| Item: |‘

yorate | View | User | Setup | Help

Submii Resd G0 New % speling & B4 W

SERVICE AREAS PROCUREMENT INITIATION... | [APR - DESCRIPTION / JUSTL... APR - ESTIMATED COST APPROVALS BUSINESS ALL..

=[]

als of
2nt and
ans

d
,oras
ferent

Agency Head Approval

tor |v| |:| Indicate approval for new project or |'| D
change to existing project.

Date and Time Stamp of Entry.

Comments (if any):
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Fig 11: Procurement Business Alignment and Initiation (APR) form; Approvals Business
Alignment & Initiation (APR) tab, AH approval

After the “Submit” button is clicked, the Alert process for new procurement approvals is
initiated. The following Alert is generated:
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3. Agency Head submission for PMD Procurement Evaluation -
Approval for Strategic Plans

Alert - AH submission for PMD Procurement Evaluation - Approval for Strategic Plans
(See step 5b of the “Strategic Planning Process/Alerts in CTP — Primavera Portfolios”
chart)

Event: Multiple Category Conditions Met:

Project — Proponent Is XXX AND
Agency Agency

Name
Item Type Is Procurement AND
Submit  for Plan Is Yes AND
Approvals -YesNo
Approval  Entry - Is Yes AND
AITR - YesNo
Approval Entry — AH - Is Yes AND
YesNo
Eval Recommendation Has no value

Scope: All Projects All Procurements All Agencies
(Scope is the portfolio queried to generated the Alert)

MESSAGE FORMAT: (Non-functioning Primavera Portfolios links for example only)

The following email is for PMD action. All other addressees are for information only
XXX Agency AH submission for PMD Procurement Evaluation - Approval for Strategic

Plans Alert has been triggered for a ClO approval of the procurement;
Link to the Procurement Business Alignment and initiation (APR) form and Item.

The procurement will be reviewed and evaluated and a recommendation to the CIO for
procurement approval will be completed by PMD.

(PMD Action) The PMD Procurement Recommendation and Approval can be set at:
Link to the PMD Recommendation and Approval Strategic Planning form and Item. This link will
only open for PMD role users.

Once CIO approval of the procurement is complete, an Alert will be generated to the
Agency signifying CIO approval of the procurement for the Agency Strategic Plan.
If the procurement includes an APR; PMD Management Support Office (MSO) in

conjunction with the appropriate PM Analyst will review the APR to determine
distribution requirements and will e-mail a review notice to each applicable office.
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PMD/ MSO will prepare the APR Decision Brief package containing the summary of the
reviews, a recommendation, and a C1O Approval Letter.

(PMD Action) MSO will forward the APR Decision Brief and draft CIO Approval Letter
to the CI1O and his support staff electronically from the PIR mailbox.

APR approval will be provided by CIO Approval Letter to the Agency.

(PMD Action) PMD will set the CIO Approval of APR flag to "Yes" on the Approvals
Business Alignment Tab of the Procurement Business Alignment and Initiation
(APR)form.

For inquiries contact your Commonwealth Project Management Division point of
contact. For inquiries contact your Commonwealth Project Management Division point

of contact. Contact info is at:
Link to the PMD web page “Project Management Division Points of Contact”

Default recipients; To>: 000PMD APR Review, 000 PMD XXX Agency Name, 000
PMD Admin Approvals

Cc>: XXX Agency Name AITR, XXX Agency Name AH

After CI10 has approved the procurement, PMD will set the CIO approval. The following
alert is then generated:

4. C10 Approved Procurement for Strategic Plans

Alert - CIO Approved Procurement for Strategic Plans

(See step 7 of the “Strategic Planning Process/Alerts in CTP — Primavera Portfolios”
chart)

Event:
Project — Proponent Is XXX Agency AND
Agency Name
Item Type Is Procurement

Scope: CIO Approved for Strategic Plan
(Scope is the portfolio queried to generated the Alert)

MESSAGE FORMAT: (Non-functioning Primavera Portfolios links for example only)

The following email is for PMD action. All other addressees are for information only.
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XXX Agency- CIO Approved Procurement Alert has been triggered for a CIO approval
of the procurement:
Link to the Procurement Business Alignment form, Approvals Business Alignment tab and Item.

CIO approval documentation of an APR (if applicable) will be sent in a separate email.

(PMD Action) If required, change home portfolio from PMD Locked Portfolios back to
agency procurements portfolio.

(PMD Action) PMD will ensure all required documentation is stored to the document
repository.

(PMD Action) If required, the Investment Approval status value will be updated.

(PMD Action) If required, once a CIO approval Letter for an APR has been submitted to
the Agency, PMD will set the CIO Approval of APR flag to "Yes" on the Approvals
Business Alignment Tab of the Procurement Business Alignment and Initiation (APR)
form.

For inquiries contact your Commonwealth Project Management Division point of
contact. Contact info is at:
Link to the PMD web page “Project Management Division Points of Contact”

Default recipients: To> XXX Agency Name AH; XXX Agency Name AITR;
Cc> 000 PMD XXX Agency Name; 000 PMD APR Review; 000 PMD ITSP Admin
Approvals
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Commonwealth Technology Portfolio Project Initiation (Original

Baseline) Processes Chart

Project Initiation Process

Project INITIATION Phase (Development Approval -

Original Baseline) in CTP - Primavera Portfolios

Initiate Update and Submil— Project Proposal and Project Charter

Step siseete T[T praee » o
A ?oved g Analysis CBA Risk Qualification
abt Worksheet Assessment u (Agency
nvestment User)
- Agency Level - Project Manager (PM)
- Conduct analysis (Project Management
Tools) 3 N .
* Initiate and complete the Project { | F'roF;:)osJ:IClan al) R s S;t;":'i:;”
Proposal and Project Gharter | | oharier Writer's| ™| | Proposal | [ | Charer | ™| | (Charter
\ Guide / form)
[
SE\ep 2 Level - Busii S Al I *
gency Level - Business Sponsor Approval . . Approve
Review Proposal & Charter Review PM N R:"'ew P|'°Je§‘ o (Charter
- Review PM qualifications Qualification > ol > form)
- Approve and submit for Agency Head Approval arter
Step 3 \ 2
N N Approve
Agency Level - Agency Head Approval ooy riscy » (Charter
; Proposal and >
- Review Proposal & Charter form)
q q Charter
+ Approve and submit for Secretariat Approval
I
r
1
Step 4 v
Review Approval
Secretariat Level - Secretariat Approval Project ~J (Charter Rol
- Review Proposal & Charter Proposal and L form) = °le -
- Approve Proposal & Charter Charter S
[
Step 5 v
PMD Level - Evaluation & Recommendation Send SetClO e
+ Access Investment details and Review Lock PMD Recommendation ole
— . —p —» | A |
- For Major projects, call for a i @izl oEe) 552: D
Oversight Committee (SOC) meeting to Analyst
obtain a APD recommendation and...
+ Two PMD Analysts perform a Commonwealth
Balanced Scorecard Evaluation
- Record the final Commonwealth Balanced
Scorecard Evaluation
- PMO prepares email with:
Project Proposal PMD
Project Charter Approval
PMD CIO Recommendation Decision Brief
CIO Development Approval Letter
- Set CIO approval Queue (if required)
- Approve and submit for CIO Approval
Step 6 2
CIO/PMD Level -CIO Approval Set CIO
- CIO Review Recommendation Email and Clo L Approval ~ cio Role
Approves Review ) L Approval clo
+ Access ClO Queue and Scorecard (if required)
+ PMD sets CIO Approval
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Analyst
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Submission of Original Baseline

1. Project Manager submission of a Charter/Proposal for Business
Sponsor Review

(See Step 1, Commonwealth Technology Portfolio Project Initiation (Original Baseline)
Processes Chart).

During Initiation, IT projects identified in an agency approved IT Strategic Plan are
transitioned from an idea to a viable project proposal for consideration and approval by
agency executive management. A project charter is issued by the project initiator or
sponsor that formally authorizes the existence of a project, and provides the project
manager with the authority to apply organizational resources to project activities.

To assist the project manager, a “Project Proposal and Charter Writer’s Guide is available
at:
http://www.vita.virginia.gov/uploadedFiles/Oversight/Projects/BalancedScorecardWriter
sGuide.doc

The Agency project manager (PM) works with PMD on completing the Project Proposal,
PM Quialification, and Project Charter. PMD reviews the Proposal, PM Qualification,
and the Charter and assists the Agency in resolving issues with the documents. The
approved Proposal and Charter set the initial baseline for the project. The approval
submittal for the Proposal, PM Qualification, and Charter is on the Charter Approval tab.

(,Pr\mavera ProSight - Forms: Project Charter )n:l\ e Y p=n - Page ~ Safety~ Too

Form: ‘E’ Project Charter |v| Ttem: “ XX

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

a0 Spelling

GEMERAL INF...|  POINTS OF C... |EXECUTIVE S... || PROJECT PU... | PROJECT BU... | |PROJECT DE... || MAJOR MILE... | [ MEASURES O... |PROJECT AU... | PROJECT RE... APPROYAI

User

Submit to Review Body for Approval: |v‘

Business Sponsor Agency Head Approval
Indicate approval for new project or |v‘ |:| Indicate approval for new project or |'|
change to existing project change to existing project
Date and Time Stamp of Entry: Date and Time Stamp of Entry:
Comments (if any): Comments (if any):

Figure 12: PM submission, Project Charter, Approvals Tab

After the PM sets the “Submit to Review Body for Approval: trigger to “Yes”, the
following alert is then generated:
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2. Agency Request for Business Sponsor Approval (Original Baseline)

Alert: XXX Agency Request for Business Sponsor Approval (Original) Alert

This alert is generated when the Agency Project Manager (PM) submits the
Charter/Proposal for Business Sponsor Review/Approval

(See Step 2, Commonwealth Technology Portfolio Project Initiation (Original Baseline)
Processes Chart).

Event: Multiple Category Conditions Met

Project Proponent Is XXX AND
Agency Agency

Submit  for  Baseline Is Yes AND
Approvals - YesNo

CIO Approval Count - Has no value AND
CP

Approval Entry — BS - Has no value

YesNo

Scope: All Projects All Procurements All Agencies
(Scope is the portfolio queried to generated the Alert)

MESSAGE FORMAT: (Non-functioning Primavera Portfolios links for example only)

XXX Agency Request for Business Sponsor Approval has been has been triggered for

Charter /Proposal review and approval:
Link to the Project Charter Approvals Tab and Item.

(Agency Action): Click the link below to open within Primavera Portfolios. The '2.1.1
Business Sponsor Original Approval' Process will be displayed in the 'My Primavera

Portfolios' bar.
Link to the My ProSight process 2.1.1 Business Sponsor Original Approval'.

For inquiries contact your Commonwealth Project Management Division point of

contact. Contact info is at:
Link to the My ProSight process 2.1.1 Business Sponsor Original Approval'.

Link to the PMD web page “Project Management Division Points of Contact”

Default recipients: To>: XXX Agency Name AH; 000 PMD XXX Agency Name
(Note: if user is BS role only, email assigned by individual user)

The Business Sponsor completes documentation review and submits an approval on the
Project Charter, Approvals tab.
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@ Primavera ProSight - Forms: Project Charter SR 3] Y| dm v Page- Safety- To

Form: [[2 Project Charter [-] vem: [@ =

Form | Item | Cipboard | Colaborate | View

2 Speling

GENERAL INF...| |[POINTS OF C... || EXECUTIVE S...| |PROJECT PU... | PROJECT BU... |PROJECT DE... ||MAJOR MILE... ||MEASURES O... || PROJECT AU... | |PROJECT RE... || APPROVA

User

Submitto Review Body for Approval |v|

Business Sponsor Agency Head Approval

Indicate approval for new project or
change to existing project,

Indicate approval for new project or
change to existing project

Date and Time Stamp of Entry

Comments (if any): Comments (if any)

Figure 13 Business Sponsor Approval, Project Charter, Approvals Tab

Once the Business Sponsor approval submission is updated in the database, the following
Alert is generated:

Date and Time Stamp of Entry:

3. Agency Request for Agency Head Development Approval

Alert: XXX Agency Name Request for Agency Head Development Approval

This Alert is generated when the project is submitted to the Agency Head for
Review/Approval of the Charter/Proposal.

(See Step 3, Commonwealth Technology Portfolio Project Initiation (Original Baseline)
Processes Chart).

Event: Item/Portfolio Added to Portfolio
(Any Added Item)

Scope: XXX Agency Head Development Approval — Original Baseline
(Scope is the portfolio queried to generated the Alert)

MESSAGE FORMAT: (Non-functioning Primavera Portfolios links for example only)

The following email is for Agency Head (role) action. All other addressees are for
information only.

XXX Agency Request for Agency Head Development Approval - Original Baseline Alert
requires review and approval. The Project Charter, Project Proposal and other

documentation requires review and approval. Click on:
Link to the Project Charter Approvals Tab and Item.

(Agency Action): Click the link below to open within Primavera Portfolios. The '2.1.2
Agency Head Original Approval' Process will be displayed in the 'My Primavera
Portfolios' bar.
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Link to the My ProSight process The '2.1.2 Agency Head Original Approval'.

For inquiries contact your Commonwealth Project Management Division point of
contact. Contact info is at:
Link to the PMD web page “Project Management Division Points of Contact”.

Default recipients: To>: XXX Agency Name AH; 000 PMD XXX Agency Name

The Agency Head Sponsor completes documentation review and submits an approval on
the Project Charter, Approvals tab.

‘rimavera ProSight - Forms: Project Charter

s
2

« B Ch v papee Saetys Toske

2 roums. [T N o) [

Forme [ Progect Charver [=] tem: [@ o

o I

IERAL THF...| | POINTS OF C... | EXECUTIVES... || PRODECT PU... | PROJECT BU... || PROJECT DF... || MAJOR MILE—.. |MEASURES O.. |PROJECT AU.. | PROJECT RE...

ser

Submil b Redew Boay tor Aproval |

R — | |.n9.-1m-uppw-|

Indicate approval for new preject or
change 10 eustng project

O

incicate approval for naw project or
ERang 19 xiSHng Drojie
Dt 30 Time Stamp o Entry

D6 and Timea Stamp of Entry

Commirts (f any) MmNt (it anyy

|

Figure 14 Agency Head Approval, Project Charter, Approvals Tab

Once the Agency Head approval submission is updated in the database, the following
Alert is generated:

4. Agency Head Submission for PMD Approval for Development

Alert: XXX Agency Name Submission for PMD Approval for Development

This Alert is generated when the Agency Head submits the project Charter/Proposal to
PMD for Review/Approval.

(See Step 5, Commonwealth Technology Portfolio Project Initiation (Original Baseline)
Processes Chart).

Event:
Project Proponent Is XXX AND
Agency Agency
Approval Entry — AH - Is Yes
YesNo

Scope: ‘PMD Approval for Baseline — Original’
(Scope is the portfolio queried to generated the Alert)
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MESSAGE FORMAT: (Non-functioning Primavera Portfolios links for example only)

The following email is for PMD action. All other addressees are for information only.

XXX Agency Submission for PMD Approval for Development Alert requires review and

approval. Click on:
Link to the Project Charter, PMD Related Approval Activity tab and Item. Only PMD can open
this link.

(Agency info link)
Link to the Project Charter, General Information tab and Item.

(PMD Action): If the project is a Major IT Project, the PMD Analyst must call for a
Secretariat Oversight Committee (SOC) meeting to obtain a Development Approval
recommendation. The SOC development approval recommendation decision/comments
are entered in the Secretariat Approval group box within the Charter.

(PMD Action): Click the link below to open within Primavera Portfolios the PMD role-
based process for Original Baseline and Development Approval. '2.1.4 PMD Original

Approval” will be displayed in the 'My Primavera Portfolios' bar
Link to the My ProSight process '2.1.4 PMD Original Approval™.

(PMD Action): Complete the PMD role-based process for Development Approval -
Original Baseline. Completion of the PMD approval and recommendation will generate
a Submission for CIO Approval Alert

For inquiries contact your Commonwealth Project Management Division point of

contact. Contact info is at:
Link to the PMD web page “Project Management Division Points of Contact”.

Default recipients: To>: 000 PMD XXX Agency Name, MANAGER (by role or name)

PMD prepares a Balanced Scorecard Assessment and a Decision Brief (for the Secretariat
Oversight Committee (SOC). The SOC reviews and makes approval recommendations to
the C10. The Balanced Scorecard and Decision Brief are forwarded to the CIO.

When PMD has completed all necessary actions, the PMD completes the PMD
Recommendation and Approval on the Project Charter, PMD Related Approval Activity
tab.
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Form: [ [ Project Charter =

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

GENERAL INF...l |PoINT5 OF C... | | EXECUTIVE S... | |PROJECT PU... | |PROJECT BU... | |PROJECT DE..

PMD ion / App

Recommendation: [ [-]
[-]

Comments (if any) ‘ ‘

Indicate approval for new project or | |:|
change to existing project.

Date and Time Stamp of Most Recent
Entry:

Figure 15 PMD Recommendation and Approval, Project Charter, PMD Related Approval
Activity tab

Once the PMD Recommendation and Approval submission is updated in the database,
the following Alert is generated:

5. PMD Approval for Development Recommendation to CIO

Alert: XXX Agency Name PMD Approval for Development Recommendation to CIO -
This alert is generated when PMD submits a project Approval for Development (APD)
recommendation to the CIO. (See Step 6, Commonwealth Technology Portfolio Project
Initiation (Original Baseline) Processes Chart).

Event: Multiple Category Conditions Met

Project Proponent Agency Is XXX AND
Agency

Item Type Is Project AND

Submit  for  Baseline Is Yes AND

Approvals - YesNo

Approval Entry — BS - Is Yes AND

YesNo

Approval Entry — AH - Is Yes AND

YesNo

Eval Recommendation Is Yes AND

Approval Entry — PMD - Is Yes AND

YesNo

Approval Entry — CIO - has no value AND

YesNo

CIO Approval Count - CP has no value

Scope: All Projects All Procurements All Agencies
(Scope is the portfolio queried to generated the Alert)

MESSAGE FORMAT: (Non-functioning Primavera Portfolios links for example only)

The following email is for PMD action. All other addressees are for information only.
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XXX Agency PMD Approval for Development Recommendation to CIO - Alert required
review and approval.

(PMD Action) Click on:
Link to Project Charter, PMD Related Approval Activity tab and Item.

(Agency info link)
Link to the Project Charter, General Information tab and Item.

PMD has completed evaluation and review of the project and will forward a
recommendation to the CIO. An alert will be generated when CI1O approval is granted.

(PMD) The prepared CIO Recommendation Decision Brief, documentation and draft
Development Approval Letter will be forwarded to the CIO in a separate email.

For inquiries contact your Commonwealth Project Management Division point of
contact. For inquiries contact your Commonwealth Project Management Division point
of contact. Contact info is at:

Link to the PMD web page “Project Management Division Points of Contact”.

Default recipients: To> 000 PMD XXX Agency Name; MANAGER (role or individual);
Cc> 000 PMD Admin Approvals

Once CIO approval is granted, PMD completes the CIO approval on the Project Charter,
PMD Related Approval Activity tab.

2 Pruject O

- ]'.r:l. KR

Figure 16 C1O Approval, Project Charter, PMD Related Approval Activity tab

Once the CIO Approval submission is updated in the database, the following Alert is
generated:
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6./6a. CIO Approval for Development/PMD Documentation

Alert: XXX Agency Name - CIO Recommended for Approval for Development

This alert is generated for Major projects for CIO approval for Planning Development
(APD) (original baseline) and for Non-Major Projects when CIO approval is granted for
Approval for Planning Development (APD) (original baseline). (See Step 6/6a,
Commonwealth Technology Portfolio Project Initiation (Original Baseline) Processes
Chart).

Event: Multiple Category Conditions Met

Project Proponent Is XXX AND
Agency Agency

Scope: CIO Approved for Baseline - Original

(Scope is the portfolio queried to generated the Alert)

MESSAGE FORMAT: (Non-functioning Primavera Portfolios links for example only)

XXX Agency - CI1O Approval for Development Alert has been granted. Click on:
Link to Project Charter, PMD Related Approval Activity tab and Item.

(Agency info link)
Link to the Project Charter, General Information tab and Item.

The CIO will issue a letter formally approving the project for development and send the
letter to PMD.

PMD will provide the proponent agency with the Development Approval documentation
in a separate email

For inquiries contact your Commonwealth Project Management Division point of
contact. Contact info is at:
Link to the PMD web page “Project Management Division Points of Contact”.

Recipients: To> 000 PMD XXX Agency Name; XXX Agency Name AH; MANAGER
(role or by individual)
Cc> 000 PMD Admin Approvals
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Commonwealth Technology Portfolio Project Status & Baseline
Change Processes and Alerts Chart

Control Phase — Execution and

Control Processes

Execution and Control Processes in
CTP — Primavera Portfolios

Process involves update of Project Plan Documents and review and update to

- Project Status Report

- <10% Change Control Requests and >10% Change Control Requests

UPDATE PROJECT PLAN DOCUMENTS

Review and

overall Status for

Evaluate Project

Major IT projects

all

Control form

o

(oz)
O

Project Project Project Risk Performance
Schedule Budget Plan Plan
(update as (update as [P (update as
P p (Update Risks) P
necessary) necessary) necessary)
Agency Project Status Change Control Process
User
(P M) Change
Identified
Step 1
Select Project
Monthly
b ©
Update Project =
Status on the
Project Status
Form Document
Change in a
>10% Change
Control form
Project v v
Revi d
Sponsor Review (Approve) 2\3::\(1;:
Step 2 Project Status >10% Change
Form Control form
Agency * 'V
Head Review (Approve) R:\s;rm(l] ::d
Ste p 3 Project Status >10% Change
Form Control form
Secretariat v _ y: .
Sponsor Review (Approve) i‘s;x\?: Role
Project Status >10% Change Secret
Form Control form @‘ iat
il I
Pl Evaluate the M d
Review an
Step 4 Reviewed Approve
(Approved) Project >10% Change
Status Form Control form
Clo Review Project \
Step 5 Status Review and
Scorecard Approve
>10% Change
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Commonwealth Technology Portfolio Project Baseline Change
Requests (>10%)

1. PM Submission of a Baseline Change (>10%o) for Business Sponsor
Approval

After the Project Manager completes changes as required to the Budget and Schedule
forms, and completes all change information required in the Change Control Request >
10% form, the Project Manager completes the submission trigger by setting the “Submit
to Review Body for Approval” to “Yes” on the Change Control Request > 10% form,
Approval Tab.

Form | Ttem | Clipboard | Collaborate View

|cEnERAL nFORMATION | [REQUEST INFORMATION| [ tHTTTAL REVIEW || cosT

User

Submitto Review Body for Approval: |-|

Business Sponsor

Indicate approval for new project or | |v| I:l
change to existing project.

Date and Time Stamp of Entry:

Comments (if any)

Figure 18 Change Control Request > 10 %, Approval Tab, PM Submission
Once the PM submission is updated in the database, the following Alert is generated:

2. Request for Business Sponsor Approval (Baseline Change)

Alert: XXX Agency Request for Business Sponsor Baseline Change Approval

This alert is generated when the Agency Project Manager (PM) submits a Change
Control Request >10% for a project for Business Sponsor Review/Approval (See Step 2,
Commonwealth Technology Portfolio Project Status & Baseline Change Processes and
Alerts Chart).

Event: Multiple Category Conditions Met

Project Proponent Is XXX AND
Agency Agency

CIO Approval Count Is at least 1 AND
-CP

Submit for Baseline Is Yes AND
Approvals - YesNo

Approval Entry — BS - Has no value

YesNo

Page 39



Scope: “All Projects All Procurements All Agencies *
(Scope is the portfolio queried to generated the Alert)

MESSAGE FORMAT: (Non-functioning Primavera Portfolios links for example only)

XXX Agency Request for Business Sponsor Baseline Change Approval has been

triggered for an approval in the Change Control Request >10% form. Click on:
Link to the Change Control Request > 10 %, form, Approval Tab and Item.

(Agency Action): Click the link below to open Primavera Portfolios. The '2.2.1 Business
Sponsor Change Approval' Process will be displayed in the 'My Primavera Portfolios'

bar.
Link to My ProSight '2.2.1 Business Sponsor Change Approval' Process.

For inquiries contact your Commonwealth Project Management Division point of

contact. Contact info is at:
Link to the PMD web page “Project Management Division Points of Contact.

Default recipients: To:> XXX Agency AH; 000 PMD XXX Agency
(Note: if user is BS role only, assign email by individual user)

After the Business Sponsor completes review of the changes as required to the Budget
and Schedule, and Change Control Request > 10% forms, the Business Sponsor
completes the approval submission by setting the “Indicate approval to new project or
change to existing project” to “Yes” on the Change Control Request > 10% form,
Approval Tab.

Form: ‘E‘ Change Control Request > 10% "‘ Item: “ XX

I submit
| cEnERAL INFORMAT[DN;IREQUFSFINFORMAT[ON ‘ INITIAL REVIEW || COST MEASURES OF SUCCESS SCOPE H MAJOR MILESTONES |

User

Submit to Review Body for Approval | |v‘

Business Sponsor Agency Head Approval

Indicate approval for new project or I:Izl |:| Indicate approval for new project or I:Izl |:|

change to existing project. change to existing project.

Date and Time Stamp of Entry: Date and Time Stamp of Entry:

Comments (if any): Comments (if any):

| Secretariat Approval |

Figure 19 Change Control Request > 10 %, Approval Tab, Business Sponsor Approval

Once the Business Sponsor Approval is updated in the database, the following Alert is
generated:
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3. Request for Agency Head Baseline Change Approval

Alert: XXX Agency AH Request for PMD Approval for Baseline Change

This Alert is generated when review/approval of a Change Control Request >10% for a
project is submitted to the Agency Head. (See Step 3, Commonwealth Technology
Portfolio Project Status & Baseline Change Processes and Alerts Chart).

Event: Item/Portfolio Added to Portfolio

(Any Added item)

Scope: XXX Agency Head Baseline Approval — Change
(Scope is the portfolio queried to generated the Alert)

MESSAGE FORMAT: (Non-functioning Primavera Portfolios links for example only)

The following email is for Agency Head (role) action. All other addressees are for
information only.

[Added Item Name] requires review and approval. Click on:
Link to the Change Control Request > 10 %, form, Approval Tab and Item.

(Agency Action): Click the link below to open Primavera Portfolios. The '2.2.2 Agency

Head Change Approval' Process will be displayed in the 'My Primavera Portfolios' bar.
Link to the My ProSight 2.2.2 Agency Head Change Approval' Process.

For inquiries contact your Commonwealth Project Management Division point of

contact. Contact info is at:
Link to the PMD web page “Project Management Division Points of Contact.

Default recipients: To>: XXX Agency AH; 000 PMD XXX Agency

After the Agency Head completes review of the changes as required to the Budget and
Schedule, and Change Control Request > 10% forms, the Agency Head completes the
approval submission by setting the “Indicate approval to new project or change to

existing project” to “Yes” on the Change Control Request > 10% form, Approval Tab.
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Comments (if any ) Comments (if any)

Figure 20 Change Control Request > 10 %, Approval Tab, Agency Head Approval

Once the Agency Head Approval is updated in the database, the following Alert is
generated:

4. Name AH Request for PMD Approval for Baseline Change

Alert: XXX Agency AH Request for PMD Approval for Baseline Change

This Alert is generated when the Agency Head submits the project Change Control
Request >10% to PMD for Review/Approval. (See Step 4, Commonwealth Technology
Portfolio Project Status & Baseline Change Processes and Alerts Chart).

Event: Multiple Category Conditions Met

Project Proponent Is XXX AND
Agency Agency

Scope: PMD Approval for Baseline - Change

(Scope is the portfolio queried to generated the Alert)

MESSAGE FORMAT: (Non-functioning Primavera Portfolios links for example only)

The following email is for PMD action. All other addressees are for information only.

XXX Agency AH Request for PMD Approval for Baseline Change Alert has been
triggered for review and approval within the Change Control Request > 10 % form.
Click on:

Link to the Change Control Request > 10 %, form, General Information Tab and Item.

(Agency info link)
Link to the Change Control Request > 10 %, form, General Information Tab and Item.

(PMD Action): If the project is a Major IT Project, the PMD Analyst must call for a

Secretariat Oversight Committee (SOC) meeting to obtain an Approval recommendation
for the >10% Baseline Change. The SOC approval recommendation decision/comments
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are entered in the Secretariat Approval group box within the Change Control Request
>10%.

(PMD Action) Click the link below to open Primavera Portfolios. The '2.2.4 PMD

Change Approval' Process will be displayed in the '‘My Primavera Portfolios' bar.
Link to the My ProSight '2.2.4 PMD Change Approval' Process.

(PMD Action) Complete the PMD role-based process for Change Control Request.
Completion of the PMD approval and recommendation will generate a Submission for
CIO Approval Alert.

For inquiries contact your Commonwealth Project Management Division point of
contact. Contact info is at:
Link to the PMD web page “Project Management Division Points of Contact.

Default recipients: To:> 000 PMD XXX Agency Name, MANAGER (role) or individual
assigned
Cc:> PMD Admin Approvals

PMD completes the PMD role-based process for Change Control Requests, then sets the
Recommendation to “Recommended”, and the “Indicate approval to new project or
change to existing project” to “Yes” on the Change Control Request > 10% form, PMD
Related Approval Activity Tab

» = L
F B ivesion) | Iscorcim) | Tome000) NELL)
Farm: | [& Change Control Request > 10%

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

m REQUEST INFORMATION INITIAL REVIEW COST

PMD dation [ App

Recommendation: |

Indicate approval for new project or |
change to existing project

Date and Time Stamp of Most Recent
Entry:

Comments (if any):

CI2 Portfolio Approval Queue: |v|

Date and Time Stamp of Griginal
Approval
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Figure 21 Change Control Request > 10% form, PMD Related Approval Activity Tab,
PMD Recommendation & Approval

Once the PMD approval and recommendation is updated in the database, the following
Alert is generated:

5. PMD Baseline Change Approval Recommendation to CIO

Alert: XXX Agency PMD Baseline Change Approval Recommendation to CI1O

This alert is generated when PMD submits a project Baseline Change Approval (>10%)
recommendation to the CIO. (See Step 5, Commonwealth Technology Portfolio Project
Status & Baseline Change Processes and Alerts Chart).

Event: Multiple Category Conditions Met

Project Proponent Is XXX AND
Agency Agency
Item Type Is Project

Scope: CIO Approval for Change Requests — Change
(Scope is the portfolio queried to generated the Alert)

MESSAGE FORMAT: (Non-functioning Primavera Portfolios links for example only)

The following email is for PMD action. All other addressees are for information only.
XXX Agency PMD Baseline Change Approval Recommendation to CIO - Alert has
been triggered for review and approval. Click on:

Link to the Change Control Request > 10 %, form, PMD Related Approval Activity Tab and Item.

(Agency info link)
Link to the Change Control Request > 10 %, form, General Information Tab and Item.

PMD has completed evaluation and review of the project baseline change and will
forward a recommendation to the CIO. An alert will be generated when CIO approval is
granted.

(PMD Action): The prepared CIO Recommendation Decision Brief, documentation, and
draft Change Request Approval Letter will be forwarded to the CIO in a separate email.

(PMD Action): Once CIO approval is granted, follow the process for CIO approval.
Click the link below to open Primavera Portfolios. The '2.2.5 CIO Change Approval’
Process will be displayed in the 'My Primavera Portfolios' bar.

Link to the My ProSight '2.2.5 CIO Change Approval' Process.
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For inquiries contact your Commonwealth Project Management Division point of
contact. For inquiries contact your Commonwealth Project Management Division point

of contact. Contact info is at:
Link to the PMD web page “Project Management Division Points of Contact.

Default recipients: To> 000 PMD XXX Agency Name; MANAGER; (role) or individual
assigned
Cc> 000 PMD Admin Approvals

Once PMD has completed evaluation and review of the project baseline change,
forwarded a recommendation to the CIO, and received CIO approval, the CIO Approval,
PMD by setting CIO Approval “Indicate approval to new project or change to existing
project” to “Yes” on the Change Control Request > 10% form, PMD Related Approval
Activity Tab.
” Rieior) A9 o} | Tworkaoon] A : G500 setun | Adin

Form: |’:'f’ Change Contral Request > 10% ‘V‘ Item: |‘ XK

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

% S

T 1
GEHERAL THFORMATION | | REQUEST INFORMATION | | INITIAL REVIEW | | COST | | MEASURES OF SUCCESS I SCOPE | | MAJOR MILESTONES | | APPROVAL

PMD Recommendation | Approval €10 Approval

Recommendation: ‘ ‘v‘ D Indicate approval for new project or ‘ ‘v‘ D
‘ ‘ D change to existing project.

Indicate approval for new project ar
change to existing project.

Date and Time Stamp of Most Recent
Entry:

Date and Time Stamp of Most Recent
Entry:

Comments (f anyj:

Comments (if any)

Date and Time Stamp of Original
Approval

CI0 Porffolio Approval Cueue: ‘v

Date and Time Stamp of Original
Approval:

Figure 22 Change Control Request > 10% form, PMD Related Approval Activity Tab,
CIO Approval

Once the CIO approval is updated in the database, the following Alert is generated:

6. XXX Agency - CIO Approval — Baseline Change Approval
Notification

Alert: XXX Agency - CIO Approval — Baseline Change

This alert is generated when CIO approval of a baseline change is generated.

(See Step 5, Commonwealth Technology Portfolio Project Status & Baseline Change
Processes and Alerts Chart).
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Event: Multiple Category Conditions Met

Project Proponent Is XXX AND
Agency Agency
Item Type Is Project

Scope: CIO Approved for Baseline - Change
(Scope is the portfolio queried to generated the Alert)

MESSAGE FORMAT: (Non-functioning Primavera Portfolios links for example only)

XXX Agency - CIO Approval — Baseline Change Alert has been triggered for CIO

approval of a Change Control Request >10%. Click on:
Link to the Change Control Request > 10 %, form, General Information Tab and Item.

PMD will provide the proponent agency with the Baseline Change Request Approval
documentation in a separate email

For inquiries contact your Commonwealth Project Management Division point of
contact. For inquiries contact your Commonwealth Project Management Division point
of contact. Contact info is at:

Link to the PMD web page “Project Management Division Points of Contact.

Default recipients: To> 000 PMD XXX Agency Name; XXX Agency Name AH;
MANAGER; (role) or individual assigned
Cc> 000 PMD Admin Approvals
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Commonwealth Technology Portfolio Project Status Approvals

1. Request for Project Manager Project Status Approval

Alert: XXX Agency Request for Project Manager Project Status Approval

This alert is auto generated on the 5th day of each month for active major projects if the
PM has not already completed submission. (See Step 1, Commonwealth Technology
Portfolio Project Status & Baseline Change Processes and Alerts Chart).

Event: Multiple Category Conditions Met

Project Proponent Is XXX AND
Agency Agency

Current day of the month Equals 5 AND
if project is APD or

Suspended

Approval Entry - Has no value AND
Agency Sponsor

Project Status Approval Has no value AND
Entry -  Secretariat

YesNo

Project Status Approval Has no value AND
Entry — PMD YesNo

Project Status Approval Has no value

Entry — CIO YesNo
Scope: All Major Projects - Project Status PM Submittal is Blank or No - supports
Project Status Alerts
(Scope is the portfolio queried to generated the Alert)

MESSAGE FORMAT: (Non-functioning Primavera Portfolios links for example only)

The following email is a reminder for Project Manager to bring up to date the project plan
information and complete the monthly Project Status update. All other addressees are for
information only.

XXX Agency Request for Project Manager Project Status Approval required review and

approval. Click on:
Link to Project Status form, Review/Approve Tab and Item.

(Agency Action): Click the link below to open within Primavera Portfolios. The '3.1.
Review - Project Status Report and Scorecard' Folder from Primavera Portfolios' bar.

Link to My ProSight The '3.1. Review - Project Status Report and Scorecard' Folder from
Primavera Portfolios.
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For inquiries contact your Commonwealth Project Management Division point of
contact. Contact info is at:

Link to the PMD web page “Project Management Division Points of Contact.

Default recipients: To> MANAGER,; (role) or individual assigned

After the Project Manager update the project plan information and completes the monthly
Project Status form updates, PM approval of the report is set on the Project Status form,
Review/Approval Tab by setting the Trigger for Review/Approval process: Is the
Project Status Report ready for review/approval? To “Yes” and “Indicate PM is ready to
submit Status Report to Agency Sponsor for approval” to “Yes”.

| Pruject Manager

Tedewaporaval?

[ Contact | [Prosect Stabus Repart Date

o Ener tne montn and year for the repent | IC|
[Always ENo0sa the Lst day of B =
Fhone month

E-mat

Ky Status Indicators (Ksis) [ 14 submission of Project status Heport:

b4 the projiet on rack b moot planned T[] Indicate il 5 redacy to submit Stanes | [=]
business goals and ;e sssociated _' Repoet io Agency Spansor for —
mnasuees of approwal

Are the costE within planned budger? =1 | Date and Time Stamp of Entry

& the project on schedule?

Does M project femain within the I=] |
aporoved scope?

I3 the project BEIng Managed ta v H
menimize of MingIa the identfiod nsker

Figure 23 Project Status form, Approval/Review Tab, PM actions

Once the PM submission and approval is updated in the database, the following Alert is
generated:

2. Request for Agency Sponsor Project Status Approval

Alert: XXX Agency Request for Agency Sponsor Project Status Approval

.This alert is generated when the PM submits the Project Status report for Agency
Sponsor approval. (See Step 2, Commonwealth Technology Portfolio Project Status &
Baseline Change Processes and Alerts Chart).

Event: Multiple Category Conditions Met

Project Proponent Is XXX AND
Agency Agency
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Submit for Project Status Is Yes AND
Approval - YesNo

Submission Entry — PM Is Yes AND
YesNo

Approval Entry - Has no value AND
Agency Sponsor

Project Status Approval Has no value AND
Entry -  Secretariat

YesNo

Project Status Approval Has no value AND
Entry — PMD YesNo

Project Status Approval Has no value

Entry — CIO YesNo
Scope: All Major Projects APD (Active) & Suspended
(Scope is the portfolio queried to generated the Alert)

MESSAGE FORMAT: (Non-functioning Primavera Portfolios links for example only)

The following email is for Agency Sponsor action. All other addressees are for
information only.

XXX Agency Request for Agency Sponsor Project Status Approval required review and
approval. Click on:

Link to Project Status form, Review/Approve Tab and Item.

(Agency Action): Click the link below to open within Primavera Portfolios the '3.3
Project Execution and Control' process folder from Primavera Portfolios “My Portfolios'

bar.
Link to My ProSight ‘3.3 Project Execution and Control' process.

For inquiries contact your Commonwealth Project Management Division point of

contact. Contact info is at:
Link to the PMD web page “Project Management Division Points of Contact.

Default recipients: To> Agency Sponsor, (role) or individual assigned MANAGER,;
(role) or individual assigned
Cc:> 000 PMD XXX Agency

The Agency Sponsor completes review and approval of the project in the Project Status
form, Review/Approve tab.
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Fig 24 Project Status form, Review/Approve tab, Agency Sponsor actions

Once the Agency Sponsor submission and approval is updated in the database, the
following Alert is generated:

3. Request for PMD/Secretariat Review/CI1O Project Status Approval.

Alert: XXX Agency Request for PMD/Secretariat Review/ClO Project Status Approval
This alert is generated when the Agency Sponsor requests PMD/Secretariat Review/CIO
Project Status Approval. (See Step 3, Commonwealth Technology Portfolio Project
Status & Baseline Change Processes and Alerts Chart).

Event: Multiple Category Conditions Met

Project Proponent Is XXX AND
Agency Agency

Submit for Project Status Is Yes AND
Approval - YesNo

Submission Entry — PM Is Yes AND
YesNo

Approval Entry - Is Yes AND
Agency Sponsor

Project Status Approval Has no value AND
Entry -  Secretariat

YesNo

Project Status Approval Has no value AND
Entry — PMD YesNo

Project Status Approval Has no value

Entry — CIO YesNo
Scope: All Major Projects APD (Active) & Suspended
(Scope is the portfolio queried to generated the Alert)

MESSAGE FORMAT: (Non-functioning Primavera Portfolios links for example only)

The following email is for PMD review and CIO action. All other addressees are for
information only.
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(PMD Action): Click the link below to open within Primavera Portfolios. Click on:

Link to Project Status form, Review/Approve Tab and Item.

PMD Action): Click the link below to open Primavera Portfolios the Project Management
Analyst role based process: The '2.3 Execution and Control' Process will be displayed in
the 'My Primavera Portfolios' bar.

Link to My ProSight Project Management Analyst role based process: '2.3 Execution and
Control’.

Default recipients: To> 000 PMD XXX Agency, XXX Agency AH, MANAGER; (role)
or individual assigned

PMD completes coordination, review and approval of the project in the Project Status
form, Review/Approve tab for Secretariat PMD and CIO.

Neme: | ]

Phone: [ |

el | ]

Fig 25 Project Status form, Review/Approve tab, PMD actions

Page 51



Once the PMD, Secretariat and CI1O submission and approval is updated in the database,
the following Alert is generated:

4. CIO Project Status Approval.

Alert: XXX Agency CIO Approval of Project Status Report

This alert is generated when CIO assessment and approval of the project status is
completed. (See Step 4, Commonwealth Technology Portfolio Project Status & Baseline
Change Processes and Alerts Chart).

Event: Multiple Category Conditions Met

Project Proponent Is XXX AND
Agency Agency

Submit for Project Status Is Yes AND
Approval - YesNo

Submission Entry — PM Is Yes AND
YesNo

Approval Entry - Is Yes AND
Agency Sponsor

Project Status Approval Is Yes AND
Entry -  Secretariat

YesNo

Project Status Approval Is Yes AND
Entry — PMD YesNo

Project Status Approval Is Yes

Entry — CIO YesNo
Scope: All Major Projects APD (Active) & Suspended
(Scope is the portfolio queried to generated the Alert)

MESSAGE FORMAT: (Non-functioning Primavera Portfolios links for example only)

The XXX Agency CIO Approval of Project Status Report alert verifies CIO approval.
The CIO approval of the monthly project status report can be viewed at:

Link to Project Status form, Review/Approve Tab and Item.
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