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Executive Summary

This document will walk the Project Manager (PM) through the various processes he or
she will make use of as part of their daily business operations. The intent is to show the
user how the documented processes and various Forms and Scorecards interact to
facilitate the operations of both your Agency and the Project Management Division
(PMD) operations, supporting the Portfolio Management Code of Virginia legislation.
This document consists of textual information and pictures, working together to show the
user the location, context, and placement of the various buttons, dropdowns, and links
that are the focus of our attention.
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Initiation Phase

A project cannot begin the Project Initiation Phase until it has been approved for
planning. “Approved for Planning” is the project status assigned at the completion of the
“Select” phase. It signifies the C1O approval for the agency to expend resources on
developing a Project Proposal and Project Charter.

The end product of the Project Initiation phase is a CIO-approved Project Charter.
Project Initiation phase steps are completed either by the Project Sponsor, or by a Project

Manager on behalf of a Project Sponsor.

Process 1 Project initiation:
Complete the following steps to create a new project:

Instructions to Access a Project Business Alignment Form

Access My ProSight:
e Click on “View” button on the Primavera Portfolios Menu Bar

SCORECARD

Form: | & Commonwealth Balanced Scorecard—

Form | Item | Clipboard | Collaborate | View | Use} | Setup | Help

e Click on “Show/Hide My ProSight” from the Menu List “My ProSight” will
be displayed on the left-hand side of the Screen

v High Contrast Mode

v Foom 100%
Zoom 125%
Zoom 150%

/%G'U‘I'I'I'?ﬂﬁ%h\
[# show/Hide My ProSight |

Access Project Business Alignment Form:
e In My ProSight Section (which just appeared) click on the drop- box option
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MY PROSIGHT Rad

Create an Agency Portfolio
Investment

e From the drop-box select the following:
¢ Navigate to the following and select the highlighted option

/= Select a Folder - Windows Internet Explorer,

--._| My Processes

(3 CTP PMD Administration

E|--._J ITIM Processes

B3 1.FAQ's-(HowDol..?)

--.__| 2. Enhancement Descriptions

.__| 3. How to remove IE secure and non secure data warning pop up
--.__| A, Commonwealth Technology Portfolio Management

EI--.___| B. Role-Based Processes

.__| Agency Head Processes

--.__| AITR. Processes

.__| Business Sponsor Processes

--.__| CAQ Processes

--.__| CIO Processes

--.__| PMD Processes

L__| Project Manager Processes -

e You are now looking at the parent location for all the Project Manager related
processes as shown in the figure below.

Sub-Process 1.1 Initiate, Update, and Submit — Project Proposal and
Project Charter
Select the option as shown in the figure below.
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MY PROSIGHT £
9 add  ~|Edt.. |optons -

| |_d Project Manager Processes | - |

Back oy

PROJECT MANAGER (USER)
Project Manager is responsible for
completion of the following tasks:

1. Project Initiation Phase:

A project cannot begin the Project
Initiation Phase until it has besn
Approved for Planning. “Approved
for Planning” is the project status
assigned at the completion of

the "Select” phase. It signifies the
CIO approval for the agency to
expend rescurces on developing a
Project Proposal and Project Charter.

The end product of the Project
Initiation phase is a ClO approved
Project Charter.

Project Initiation phase steps are
completed either by the Project
Sponsotr, of by a Project Manager on
behalf of a Project Sponsor.

Click on the following folders to
complete the sub-process

1.1. Initiate, Update and

Submit — Project Proposal and
Project Charter

Once your display refreshes you will see the figure below, please make the
selection as shown below.
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MY PROSIGHT £
= add v|E|:|iI:... |O|:|ﬁ|:|ns -

(4 1.1. Initiate, Update and Su... |~ |

Back

Sub-Process 1.1, Initiate, Update and
Submit Project Proposal and Project
Charter:

Project Managers or person with the
delegated responsibility (AITR on behalf
of Project / Business Sponsor, or Project
Manager) are responsible to complete
and submit project propesal and project
charter.

3.1 Project Initiation

Next Steps:

{7l Click here to go to the Project
Manager Processes folder

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.
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£

= add v| Edi... | Options

-

(23 3.1 Project Initiation [+]

Step 1 - Agency uses Project
Analysis Worksheeat

The Project Analysis Weorshest can
assist project managers and agency
rmanagemsent in assembling and
analyzing information to determine
the best sclution to resclve the
business preblem. It alse provides
information to support management
decisicns on whether the project
should be undertaken. The workshest
presents, in a systematic manner, the
sclution selected, and the raticnal
for that selection. Information from
the workshest is transferable to the
Project Proposal Docurment and
Project Charter.

[&F Project Analysis Worksheet
Click on th e
the Proj

For all Project Proposals and
Charters, the following tools are
available for assistance:

% Cost Benefit Analysis Tool

Excel)

% How to use the CBA Tool
Excel) - Instructions

% How to Conduct Cost Benefit
Analysis (Project Management

Guideline - Appendix - O}
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The sequence of steps that follow are
necessary for the PM to document the
initiation phase work.

Step 1: Agency uses Project
Analysis Worksheet

Project Analysis Worksheet - This
worksheet facilitates the documentation
of the business problem and three
possible solutions.

Cost Benefit Analysis Tool - allows the
user to develop preliminary cost
estimates by using a systematic approach
to estimating.

Project Documentation — This link will
take the user to the Workbook where
they can upload documents and provide
links to documents stored else where.
Please be aware that providing a link
doesn’t necessarily mean every user will
be able to view the document.

Project Analysis Worksheet — This link
takes the user directly to the Solution
Comparison tab and allows the user to
compare the three solutions at a
summary level.

Preliminary Risk Assessment — This link
takes the user directly to the form and
allows PMD to compare projects by
using common risk criteria and a
common scoring system.
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Step 2: Agency MUST complete a Project Proposal

The link in the figure below will take the user directly to the Project Proposal form,
facilitating the documentation necessary for PMD to; rank, prioritize, approve, and fund
the different IT projects within the Commonwealth of Virginia.

MY PROSIGHT o
= add - |Edt.. |oOptions ~
(. 3.1Project Initiation |~]

.S
Step 2 - Agency MUST complete a

Project Proposal

The Project Proposal is the formal
proposal to underteke a specific
project with a specificselution. The
goal of the Project Proposal is to
establish the detailed business case
for the project and serve as the
information source for investment
decisicn makers to determine
whether the project should be
planned for execution. The project
sponsor and Agency Head approve
the proposal. The information
approved in the project proposal is
the basis for the subsequent Project
Charter.

™ Project Proposal and Charter
Wiriter’s Guide

Click on the link above to go to

the Project
s al

Step 3: Agency may complete a Project Manager Qualification form

The PM Qualification form allows VITA to compare project managers using common
criteria, and common scoring methods, across the Commonwealth of Virginia. By
clicking on the link in the figure below you will be taken directly to the qualification
form. Please remember this form is filled out every time the PM is assigned to a Project.



PM Training — My Processes

MY PROSIGHT £
= add  ~|Edt. |Options -

[ 3.1Project Initiation [~]

— =
Step 2 - Agency may complete a
Project Manager Qualification
form
Every Commonwealth IT project
must have a designated project
managesr. The project manager is
responsible for the management of
the project from planning through
closeout. The project manager for a
major IT project will be appointed
and qualified by the project sponsor
and approved by the CIO. Project
sponsors will gualify and approve
project managers of non-major 1T
projects. The ClIO will consider the
non-major I T project managers
gualification status as part of the
oriteria for non-major IT project
development approval. This form
provides a summary of the project
manager gualifications for the
project, allowing easy review and
= 2 : and
e CIO.

& PM Qualification >
Click on the link above to 0
fop

= PM Quslification

Project Manager Selection and
Training Standard

For more information on project
manager gualification, didk on the
link below to the Project Manager
Selection and Training Standard
(COV ITRM Standard GOV2003 -
02.3).

" Project Manager Selection and
Training Standard

Step 4: Agency MUST complete a Project Charter

The Project Charter formally communicates the existence of a project and is the basis for
planning, appointments, and authorization of expenditure. As such, the document is
necessary for the process to continue and to move the effort to the execution phase, where
most of the expenditures take place. By selecting the link in the figure below the user
will be taken directly to the Project Charter form where the PM can provide the necessary
information.
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MY PROSIGHT “©
= add  ~|Edt. |Optons ~
(3 3.1Project Initiation |~]

Step 4 - Agency MUST complete a  #
Project Charter

A project charter formally
communicates the existenoce of a
project. The project charter is the
basis for project planning, appoints
the project manager, and authorizes
the expenditure of resources. The
Project Charter must be approved
and signed by the approving
authority, agency director, project
sponsof, and project manager.
Cabinet Seoetaries and other key
stakeholders as appropriate will sign
the Project Charter. The approvals
formally empower the project
manager to expend resources on the
project and conclude the initiation
phase of the project.

% Project Proposal and Charter
Writer'’s Guide

Clidk on the link abowve to go to

[ Project Charter >
Clidke on the link above to go to

the Project Charter.

Step 5: Agency PM MUST submit for approval the Project Proposal
and Charter

The Project Proposal and Project Charter must be submitted to PMD for review and
approval. Though the PM is able to view the different processes involved with the phase
gated approval process, they have little input after the AITR submits the project for
review. The links that follow are for informational purposes only as far as the PM is
concerned.
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MY PROSIGHT £
= add  ~[Edt. |oOptions -
[ 3.1Project Initiation |~]

Step 5 - Agency PM MUST submit
for approval the Project Proposal
and Charter.

The Agency PM can work with PMD
on completing the Project Proposal,
PM Qualification and Project
Charter. PMD reviews the Proposal,
PM Qualification and the Charter
and assists the Agency in resclving
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. Onee submitted for approval |
the Project sponsor or designated

{78 2.1 Development Approval -
Original Approval >

Clidk o

n the link above to see

Once the PM as made the selection in the figure above they will be greeted by the next
level in the process flow. The figure below represents this next level. We will introduce
you to the Business Sponsor process as this is a critical part of the integral operations.
Please click on the link circled in the figure below.

10
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MY PROSIGHT £

= padd v |Edt. |Optons -
|.__| 2.1 Development Approval - | v|
Back

< ect Desired Approval Process

f7dl Business Sponsor Development >
Approval - Qriginal Baseline
f7d Agency Head Development
Approval -Original Baseline

Secretariat Development
Approval - Original Baseline

{7l PMD Development Approval

Recommendation- Original
Baseline

{78 CIO Development Approval -
Original Baseling

ITIE Development Approval -
Original Baseling

11
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MY PROSIGHT £

= add v|E|:|it... |O|:|ti|:|ns -

1 2.1.1Business Sponsor Origi... | - |

Badk i

2.1.1 Business Sponsor
Development Approval - Original
Baseline

Project Review Motification

The Project / Business Sponsor will
be notified of a project [ltemn] that
needs review and approval for
development

Review the Investment

Review for development the
following forms and enter approval
information on Project Charter
Approval tab.

[ Project Proposal

Click on the abowe link to

12

Sub Step 1: Business Sponsor
Development Approval — Original
Baseline

Please note, in the figure on the left,
there are three links. Each of these links
will take you to the specifically
mentioned form allowing the Business
Sponsor to review the information and
render his/her approval. The last link
titled “Project Charter” will take you
directly to the tab where the Business
Sponsor can render their approval.
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Step 6: Project Sponsor or designated representative MUST approve
the Project Proposal and Charter

Once the PM has provided all the information the Business Sponsor starts the approval

process with his/her approval. This is our next tour, please select the link below to
continue.

MY PROSIGHT £
=add - |Edt. |Options -
(4 3.1Project Initiation |~]

Y

Step 6 - Project Sponsor or
designated representative MUST
approve the Project Proposal and
Charter

Click on the link below to go to the

W

13
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Sub Step 1: Project Review

MY PROSIGHT o Notification

= Add '| Edit... | Options The Business Sponsor will receive an

73 2. 1.1 Business Sponsor Origi...| < | Email notification informing them of a

Project that needs their review and

Back w approval. The figure to the left shows
) the process links that will walk the
2.1.1 Business Sponsor . . .
Development Approval - Original reviewer through the information,
S allowing them to render an approval or
disapproval.

Project Review Notification

The Project / Business Sponsor will
be notified of a project [ltem] that
needs review and approval for
development

Review the Investment

Review for development the
following forms and enter approval
information on Project Charter
Approval tab.

[ Project Proposal
Click on the above link to
acoess the Project Proposal
:C”'I'

& PM Qualification
Click on the above link to
acoess the PM Qualification
:Cn-r

& Project Charter
Click on the above link to
acoess the Project Charter -

Approval Tab

14
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Step 7: Agency Head MUST approve Project Proposal and Charter

The Agency Head will be notified of a project [item] that needs review and approval for

development. The figure below provides a link to the sub steps that will facilitate this
activity.

MY PROSIGHT o
= padd v |Edi.. |Options -
[ 3.1Project Initiation |~]

Y

Step 7- Agency Head MUST
approve Project Proposal and
Charter

Clidk on the link below to enter the
Agency

fFd 2.1.2 Agency Head Original
Approval

v

15
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MY PROSIGHT <« The figure at the left shows the

=add v |Edt. |Optons + sequence of steps necessary to the

Agency Head to approve a project.

3 2.1.2 Agency Head Original ... | - |

Back ~
== 1 Sub Step 1: Select the Agency Head
2.1.2 Agency Head Development Development Approval Scorecard
Approval - Original Baseline oo ]

This link will allow the Agency Head to
Project Review Notification go straight to the Scorecard used to
A  Head will be ified of i i i
p;a;;;r[“:;: jill o notified of 2 display those projects needing approval.
approval for development
Step 1 - Select the Agency Head Sub Step 2: Select the Agency Head

Development Approval Scorecard

Approval Portfolio

] Agency Head Development

Approval Each Agency has its own approval

Click on the abave link to portfolios. In the upper right of the
coess the scorecard and H

reic 'i"-.-'eal’re:fsf: project dlsplay

lepment approval (|e
Portfolio: \! 136 VITA Agency Head Development Approval — Original Baseline ‘ - ‘
Step 2 - Select Agency Head
Approval Portfolic ) please select the “[~I"to see a
In the portfolic drop-down menu, dro_pdown fr_om which the user can select
s-eIHE:tdt_he sg=ncy F";“fj””l their portfolio. In the example below,
Ay / i t .- y
Approval Original Baselins the chosen portfolio is one of VITA’s.

ﬂ; Select a Portfolio - Windows Internet Explorer

Example: "138 - Agency Head

Development Approval - Criginal &l Search —

Baseline" is the comect portfolio for =@ Commonwealth - CTP

WVITA Agency Head Development E-g@ 1 PMD L

Approval -l 2. CI0 —
' 3. T =

166 Secretary of the Commonwealth (SOC)

& 130 Secretary of Administration (SOA)

183 Secretary of Natural Resources (SMR)

g 134 Secretary of Technology (SOTEC)

' 136 Virginia Information Technologies Agency (VITA)
Wl 136 VITA Agency Head Baseline Approval - Change
i 136 VITA Agency Head Development Approval — Original Baselir|
Wl 136 VITA Agency Head for Strategic Plans

136 VITA EA

Wl 136 VITA Procurements

Wl 136 VITA Projects

B 136 VITA Query Based Portfolios (QEPs)

Step 3 - Review the Investment
Highlight the investrment you want to
review for development on the
scorecard, and then didk to review
the following forms:

i

Click on the Project Charter link
below to acoess the Project Charter
Approval Tab and enter the approval
decision.

4]

& Project Proposal

Click on the above link to

access the form Sub Step 3: Review the Investment
& PM Qualification 1 This step contains three links allowing

Click on the above link to the user to view the Project information

acoess the form

and render an approval.
[& Project Charter
Clidk on the abowve link to
acoess the form and for
i e project for

16
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Step 8: Secretariat Approval of the Project Proposal and Charter

The Secretary (or his designated representative) will be notified of a project [Item] that
needs review and approval for development. When that occurs the link below should be
selected.

MY PROSIGHT o
=add - |Edi.. |Optons -
(2 3.1Project Initiation |~]

Step 8 - Secretariat Approval of
the Project Proposal and Charter
clj i ter the
Seoretariat Approval process

7 2.1.3 Secretariat Original
Approval

17
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MY PROSIGHT <«

= add - | Edi... |D|:|tinns -

(2l 2.1.3 Secretariat Original Ap...| = |

Back ”

2.1.3 Secretariat Development
Approval - Original Baseline

Project Review Notification

The Secretary {or his designated
representative) will be notified of a
project [ltem] that needs review and
approval for development

Step 1 - Select Secretariat
Approval Scorecard

] secretariat Approval
Scorecard

itemns) that are ready for
Seoetariat approval.

Step 2 - Select the Secretarial
Approval Portfolio

In the itern drep-down menu select
the Seoetariat Portfolio

named "Investrments Requiring
Seoetariat Approval - Original”

Examgple: 184 SOTEC Investments
Requiring Secetariat Approval -
Cwiginal® is the comedt secretariat
portfolic for Secetary of Technology

Step 3 - Review the Investment
Highlight the investment you want to
review for development approval on
the scorecard, and then clide on the
following forms:

Clidk on the Project Charter link
below to acoess the Project Charter
Approval Tab and enter the approval
decision.

& Project Proposal
Clidk on the above link to
acoess the form

& PM Qualification

Clidk on the above link to

acoess the form

[ Project Charter

Click on the abowve link to

te the Secoetarial

Approval process

18

The figure at the left shows the sequence
of steps necessary for the Secretary to
approve a project.

Sub Step 1: Select Secretariat
Approval Scorecard

This link will allow the Secretary to go
straight to the Scorecard used to display
those projects needing approval.

Sub Step 2: Select the Secretariat
Approval Portfolio

Each Agency has its own approval
portfolios. In the upper right of the
display

(i.e.

Portfolio: \! 184 SOTEC Investments Requiring Secretariat Approval - Original

) please select the «[~] 10 see a
dropdown from which the user can select
their portfolio. In the example below,
the chosen portfolio is one of VITA'’s.

{= Select a Portfolio - Windows Internet Explorer

Al
Bl Commanwealth - CTP

1. PMD
2, CIo
z 3.ITE
=] i Commonwealth Portfolios
" 166 Secretary of the Commonwealth (S0C)
" 180 Secretary of Administration {SOA)
H- i@ 183 Secretary of Matural Resources (SNR)
184 Secretary of Technology (SOTEC)
136 Virginia Information Technologies Agency (VITA)
134 SOTEC Enterprise

Wl 134 SOTEC Investments Requiring Secretariat Approval - Change

EEX

184 SOTEC Investments Reguiring Secretariat Approval - Original

184 SOTEC Query Based Portfolios (QBPs)
185 Secretary of Education (SOE)

+ 186 Secretary of Transportation (STO)
- 187 Secretary of Public Safety (SPS)

1]

Sub Step 3: Review the Investment

This step contains three links allowing
the user to view the Project information
and render an approval
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Step 9: PMD Prepares Balanced Scorecard Assessment Decision Brief

Once the Secretary has approved the project PMD will be notified there is a project that
needs their attention. This sequence of events will be performed by PMD but is included
here for informational purposes. If you wish to become familiar with the process PMD
goes through please select the link shown below. Some of the links in ProSight may not
open due to security role constraints.

MY PROSIGHT L
% add  ~ |Edt.. | Options

| 2 3.1Project Initiation [+]

e

Step 9 - PMD prepares Balanced
Scorecard Assessment and
Decision Brief

PMDO prepares Balanced Scorecard
Assessment and a Decision Brief (for
the Seoetariat Owersight Committes
(S0OC). The SCC reviews and makes
approval recommendations to the
CIC. The Balanced Scorecard and
Decisicn Brief is forwarded to the
CIo.

Upon CIC approval, the CHO will
forward an Approval for
Development (letter) to the Agency
Head.

fzd 2.1.4PMD Original Approval

5 Balanced Scorecard
Evaldatomin F

ral - + - 1 — e e ~ 4
Click on the link above to go to
the Balanced Scorecan

o0
Evaluation (PMD only

[
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MY PROSIGHT o

W add - | Edit...

Optionz

| A 2.1.4PMD Criginal Appraval |-

Back -

2.1.4 PMD Development
Approval - Original Baseline

Step 1: Select the PMD
Development Approval Scorecard

4 BMD Development Approval -

Step 2: Lock Projects Submitted
for PMD Review

Project should be lodied {mowved to
PMLC lodeed portfolic and stop further
changes'edits) cnoe they ae
submitted for PMD Review. This
should be done by the ITIM
personnel

Locking Instructions
Mote: all of the following steps are
executed in the Setup medule.

1) Press <Setup>, located next to
the "To_Do™ tab.

2) Select “ltemns and Portfolios™ from
the "Show™ menu.

31 On the left side of the Setup
window, select the "All" tab
associated with items and portfolios.
4} Mavigate to "Commonwealth-CTF -
= 1. PMD == PMD Approval
Portfolios = PMD Approval for
Change Requests™.

5 User will see all projedts that need
to be loded.

8) Highlight all projects.

20

Sub Step 1: Select the PMD
Development Approval Scorecard

This step is to be performed by PMD
only.

Sub Step 2: Lock Projects Submitted
for PMD Review

This step is to be performed by PMD
only. Itis necessary to ensure the
information doesn’t change while PMD
IS reviewing it.
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Sub Step 3: Project Review

This segment of the PMD review process consists of links to the mandatory forms for all
projects. It allows PMD to review the information and make its recommendations.

MY PROSIGHT £
% add v| Edit... |O|:|1J'I:|ns -

| [_d 2.1.4 PMD Original Approval | - |

e
Step 3: Project Review |
To acoess the project forms,
highlight the project on the
soorecard, and clidk on the following
form links

[&F Project Proposal
& PM Qualification
[& Balanced Scorecard

Evalusation

[ Project Charter

Sran 4 Deranzea DM

Sub Step 4 . Prepare PMD Recommendation and Decision Brief

The PMD Analyst must Process and upload the PMD Recommendation / Decision Brief,
and the Draft CIO Recommendation Letter.

MY PROSIGHT s
Dadd - | Edt... |O|:|1J'|:|ns -

| 4 2.1.4PMD Qriginal Approval |v|

)
Step 4: Prepare PMD B
Recommendation and Decision
Brief:
PMD Analyst must prepare the
following documents and upload the
same to ProSight:
— PMD Recommendaticn / Decision
Brisf
— Draft CIO Recommendation Letter

21
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Sub Step 5: PMD Recommendation and Approval

Review and enter the Project Approval Decision on the Project Charter. The link shown
below will take the PMD analyst directly to the tab to record their approval.

MY PROSIGHT 4
9 oadd - |Edi.. |optons -

|.__| 2. 1.4 PMD Criginal Approval |v|

Step 5: PMD Recommendation and [A_
Approval

Review and enter the Project

Approval Decision on the Project
Charter's "PMD Related Approval
Activity™ tab

[& Project Charter

Sub Step 6: Send E-Mail to CIO

Send an Email to the CIO to communicate the submission of Project Proposal[s] and
Project Charter[s] for approval.

Step 6: Send E-Mail to CIO

send an e-mail to the CIO to
communicate submission of Project
Proposal and Project Charter for his
Approval

Additional Steps For Obtaining OFf-
Line CIO Approval

In order to complete the CIO
Approval Process Off-line, PMD
Analyst must include the following
documents in the ClO%s e-mail:

— Praoject Proposal

— Project Charter

— Balance Scorecard

— PMD Recommendation - Decision
Brief

— Draft CIO Letter

22
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For an introduction into how PMD records the Original Baseline please review Appendix
A of this document.

Sub Step 7: Unlock Projects

Projects should be unlocked and placed back in the Agency Home Portfolio after
completion of the CIO approval.

Step 7: Unlock Projects

Projects should be unloded and
placed badk in the Agency Home
Portfolic after completion of the CIO
Approval Prooess

Unlocking Instructions
To be used after CIO & ITIB review
i lace.

{7l Post-Baseline Approval Unlock

Process

23
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MY PROSIGHT o4

= add v |Edt. |Options ~

[_A Post-Development Approval ... | v|

Back

Step 1 -Unlock Investments
Click on the link below to remove all the
approval triggers.

= PMD Unlodk

........

] PMD Secretariat & Agency

Unlodk investments using the Setup
module by following the steps below:

1) Press <Setup>, located next to

the "Te-Do™ tab.

2) Select “ltems and Portfolics™ from
the "Show™ menu.

3) On the left side of the Setup window,
select the "All" tab associated with items
and portfolios.

4) Mavigate to "Commonweslth-CTP =
Commeonwealth Portfolios™

B) Find the Seoetariat that owns the
investment .

8) Find the Agency that owns the
investrent.

T) Select the comesponding project or
precurement portfolio.

2) Find the investment to be unlodwed
and Highlight it.

9) Select "Portfolic = Make Cument
Portfolic my Home™ frem the {bladk)
dropdown menu.

10) Close window

Step 3 - Oversight Director set
Investment Status

& Project Charter -

Step 4 - Notification of Formal
Approval

Send formal letter to Agency signifying
the formal development approval for the
project and the next phase of the
development life cycle it is to enter.

24

Lower Step 1: Unlock Investments

PMD Unlock - This link will take the
user directly to the list of projects that
can be unlocked so the PM can update if
necessary.

PMD Secretariat & Agency — This link
will take you directly to the Scorecard
and portfolio that will allow the user to
view those projects ready to be
unlocked.

Lower Step 3: Oversight Director set
Investment Status

This link will take the user directly to the
PMD approval tab to record the approval
of the project.

Lower Step 4: Notification of Formal
Approval

Send formal letter to Agency signifying
the formal development approval for the
project and the next phase of the
development life cycle it is to enter.
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Step 10: CIO Approval

The link illustrated below will take you to the process sequence the CIO might use for an
Original Approval. Please select the link illustrated below.

MY PROSIGHT £
9 add  +|Ede.. |optons ~

[28 3.1Project Initiation [~]

EVETOETTOIT (D OTITy

S
Step 10 - CIO Approval

The ClIC reviews,

spproves/disapproves or reguests

further information. Approval for
Development begins the Planning
phase of the project lifegycle.

Clidk on the link below to enter the
CIO approval prooess.

{78 2.1.5 CIO Original Approval

=+ After CIO Approval all baselipa

LOCKED.**

The baseline categories: scope
statement, milestones, and budget
data are lodied after CIO approval.
MO changes to the approved
baseline categories can be
accomplished. Any agency changes
to baseline category information
must use the Control phase's Change
Control prooess.

25
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MY PROSIGHT £
9 add v |Edt.. |optons ~

| [C3 2.1.5 CIO Original Approval

|v|

a
2.1.5 CIO Development Approval -=—
Original Baseline -

Project Review Notification

PMD will notify via e-mail of 8
project {item) that needs review and
approval

Step 1: Select the CIO Approval
Portfolios Scorecard

= €10 Approval Portfolios

Click on the abov

acoess 1

Step 2: Select the appropriate
Approval Queue below.

Clidk on the link below to acoess the
CIC Portfolic Approval Queus
Scorecard

7 €10 Approval Queus #1
9 CI0 Approval Queus #2
7 €10 Approval Queus £3

9 CI0 Approval Queus #4
7 €10 Approval Queus #5

Step 3: Select / Highlight the
Project on the Scorecard

On the CIO Portfolio Approval
Queue Scorecard, select / highlight
the project that you want to review

Step 4: Review Project Details
After selecting the project on the CIO
Postfolic Approval Queue Scorecard,
clidk on the forms below:

Lower Step 1: Select the appropriate
Approval Queue below

This is a collection of links to individual
lists used to organize the individual
submissions to the CI10O for approval.
They are useful when organizing all
related projects in one place.

26

Lower Step 2: Select / Highlight the
Project on the Scorecard

Here the user chooses the individual
project they want to view.

Lower Step 3: Review Project Details

Now that you have selected an
individual project, these links will
facilitate the viewing of different project
details using forms to display the data in
context.
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MY PROSIGHT £
9 add - |Edi.. |options -

|.__| 2.1.5 CIQ Original Approval |'|

Step 4: Review Project Details
After selecting the projedt on the CIO
Portfolic Approval Queue Scorecard,
dick on the forms below:

[& Project Proposal
& PM Qualification

& Balanced Scorecard Evaluation

& Project Charter

Review Additional Project
Documentation [ PMD
Recommendation

Following documents are available
for review under project
documentation section:

- PMD Recommendations / Decision
Brief

- Draft IO Recommendation Letter

Step 5: Project Approval

& Project Charter - Approval Tab

Click on the "Submit” button to
submit the project for ITIB

Approval

i

Additional Steps For PMD Analyst -
For CIO Approval Obtained Off-
Line

— Upload the CIO Approval E-Mail
— Upload the Signed ClIO Letter

— Update / complete the CIO
Approval steps within ProSight

Lower Step 4: Project Approval

This link will take you directly to the
approval tab where the C10s approval is
recorded.
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Step 11 Agency MUST Upload (save) Documents to the Portfolio

The link illustrated below will take you to the workbook. Specifically to the links to
documentation tab where users can upload entire documents or insert links to documents.
Please be aware that when you insert a link the user will still need adequate permissions
to view the document. Please keep in mind that section 6.1 of this document requires all
documentation to be uploaded.

MY PROSIGHT £
= add v| Edit... |O|:|ti|:|ns -

[ 3.1 Project Initiation [+]

Step 12 -Agency MUST Upload A
{sawe) Documents to the Portfolio
Steps to Save documents:

1) Ensure you have selected the
comect “ltern™; i.e. the project .

2) On the Bladk toolbar, choose ltem.
3) Select "Uplead Document™

4) On the General tab, Browse to the
loeation of the file you wish to upload
5) Ensure the "Place a link in the
Itern’s link list "box is cheded.

8) Orwner is automatically filled cut
based on the user log-in

71 Provide a desoription of the file in
the Desoiption Box

B) Select "OK"

Decument is uploaded to document
repository for the project, and shows
up in the "decument links ™ directony
for the associated item in your
workbook.

9) Close the Documents wizard by
selecting "Close™

Project Documentation >

< Click on the link to enter the

Next Steps:

{74 AITR Processes

Click on the link above to re-
enter AITR role -based

prooesses.

fzdl Project Manager Processes

h

28



PM Training — My Processes

AITR Processes - Please note the AITR Process link will take you to the root process of
all the AITR specific process. The subject of this link is covered in a different training
manual and is out of scope for this effort.

Project Manager Processes - Project Manager Process’s link will take you back to the
top of the Project Managers processes. We will continue with our example and not
choose this option.

Lower Step 1: Upload a Document

The figure below shows the location of the button. Please click on the button

BB ihveston)| L WISCORECARD @womuox £ { ASHBOARDS 10 ‘Setup | Admin
Scorecard: |E Project Documentation |'| Item: “ Alert Test Project |'|
Scorecard | Item | Collaborate | View | User | Setup | Help Highlight
|& =
Project - Working Title Project - Proponent Project - Proponent Agency
Secretary
1 @ Alert Test Project - 184 Secretary of Technology 136 Virginia Information Technolo...
STATUS I ACTION ITEMS Il LIFE CVCLE || DELIVERABLES Il DEPENDENCIES ‘ | LINKS ]| CONTACTS
Name = Link Size Owner | Hewy ‘
Eciit ...
4
(
\\/
Description:
Mngr: Zoppa, Bob Mar 17, 2009 No End Date

As shown in the figure below, click on the button and navigate to the location

of the file that is the focus of your attention. Once you’ve located the file please provide
a short description or summary of its contents.
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{= Document - Alert Test Project - Windows Internet Ex... : =) :

UPLOAD DOCUMENT

GENERAL I | SECURITY

Upload a document for the item "Alert Test Project’:

Specify the location of the document you want to

upload:
Location: |C:\Dataltest bd (][ Browse... | >
Owner: Administrator, System | - |

Description;:  |Test Description|

OK ] [ Cancel

Press the button when finished.

Lower Step 2: Edit a Document Link

The figure below shows the location of the button. Please click on the
button
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T0:00)]  Setup | Admin

Ttem: ‘. Alert Test Project ‘V|

Scorecard: |E Project Documentation

Scorecard | Item | Colaborate | Wiew | User | Setup | Help

Project - Working Title Project - Proponent Project - Proponent Agency
Secretary
1 @ Alert Test Project | — 184 Secretary of Technology 136 Virginia Information Technolo...
STATUS ‘ | ACTION ITEMS | ‘ LIFE CYCLE | | DELIVERABLES | | DEPENDENCIES | | LINKS | | CONTACTS
Name B Link Size Owner ‘MW—F
D test. txt http://ctp. test, vita, virginia. gov/ProSight/IDR fod .aspx?docld=1757 1KB | Administrator, Sy...| Jan 19, 2010 11:21 AM/
\‘
P =
Description of testbt:
Test Description
Mngr: Zoppa, Bob Mar 17, 200% Mo End Date

As shown in the figure below, you can edit description, a new document,
show all the (like the workbook itself), or for a new

document to Link.

= Edit Link - Windows Internet Explorer

Specify a link to a web site or to an uploaded document:

Mame: test bd |

Link: |http:ﬁ|:1p.test.uita.uirginia.gUw'F'rnSighﬂIDRﬁgd.aspx?doclﬂ
| Ugload... | | Documents... | | Browse... |
Owner; |Administratnr, System |v|

Description: |Test Description

QK ] [ Cancel

Press the button when finished.
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Lower Step 2: Add a New Document (linking a document)

The figure below shows the location of the button. Please click on the button

|| = workook [ S sl [ il 00)  Setup | Admin

Scorecard: |E Project Documentation |V| Item: ‘. Alert Test Project ‘vl

Scorecard | Item | Collaborate | View | User | Setup | Help Highlight

Project - Working Title Project - Proponent Project - Proponent Agency
Secretary
1 @ Alert Test Project | — 184 Secretary of Technology 136 Virginia Information Technolo...
STATUS ‘ | ACTION ITEMS | ‘ LIFE CYCLE | | DELIVERABLES | | DEPENDENCIES | | LINKS | | CONTACTS
Name B Link Size Owner Uploaded Mew >
D test. txt http://ctp. test, vita, virginia. gov ProSight/IDR fod .aspx?dodd =177 1KB | Administrator, Sy...| Jan 19, 2010 11:21 AM \E
Upload...
Description of testbdt:
Test Description
Mngr: Zoppa, Bob Mar 17, 2005 Mo End Date

As shown in the figure below, you can edit description, a new document,
show all the (like the workbook itself), or for a new

document to Link.

/= New Link - Windows Internet Explorer

Specify a link to a web site or to an uploaded document:

Mame: |te st |
Link: |C:\Dataltest be |

| Upload... | | Documents... | | Brovwese.. |
Owner: |A|:Irninistratnr, System |v|

Description: |Another Test Description

[ OK ] [ Cancel
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Please view the figure below, it shows the results of our actions to this point. Note the
second document is a link, it has not been uploaded. This is a good time to attempt to
explain why links are not considered the preferred way of referencing a document. In
this example the document is on your C: drive. No one else will be able to view this

document even thought the link is correct. Please keep in mind section 6.1 requires all
documentation to be uploaded.

@wunksuun < FoRM

[ EBiwvestonl

Setup | Admin

Scorecard: ‘ = Project Documentation

‘V| Item: |‘ Alert Test Project

-]

Scorecard | Item | Collaborate | View

| User | Setup | Help

Highlight

Project - Working Title

Project - Proponent
Secretary

Project - Proponent Agency

1 @ Alert Test Project | — 184 Secretary of Technology 136 Virginia Information Technolo.. .|
STATUS || ACTION ITEMS ‘ | LIFE CYCLE ‘ | DELIVERABLES | | DEPENDENCIES | | LINKS I ‘ CONTACTS
HName = Link Size Owner ‘ Mg, |
5] test.txt http:/fctp. test.vita. virginia.gov [ProSight/IDR fgd. aspx?docld=1797 1KB | Administrator, Sy...| Jan 19, 2010 11:21 AM ot
3 test.txt C:i\Dataltest. txt Administrator, Sy...

Remove

Upload

Description of est.bd

Another Test Description

Mngr: Zoppa, Bob

Mar 17, 2009

No End Date

Lower Step 4: Remove a Document

The figure below shows the location of the button. Please click on the button

@wonxsoox A%< FoRmM

(BB IIVESTOR)

Setup | Admin

Scorecard: ‘ = Project Documentation

‘V| Item: |‘ Alert Test Project

-]

Scorecard | Item | Collaborate | View

| User | Setup | Help

Highlight

Project - Working Title Project - Proponent Project - Proponent Agency
Secretary
1 @ Alert Test Project | — 184 Secretary of Technology 136 Virginia Information Technolo.. .|
STATUS || ACTION ITEMS ‘ | LIFE CYCLE ‘ | DELIVERABLES | | DEPENDENCIES | | LINKS I ‘ CONTACTS
=

Name Link Size Owner ‘ Newr. |
D test.txt http:/fctp. test.vita. virginia.gov /ProSight/IDR fgd. aspx?docld=1797 1KB | Administrator, Sy...| Jan 19, 2010 11:21 AM

3 test. bt C:\Data\test. bt Administrator, Sy...

L\

Remowe

N

=D

Description of test.bd

Another Test Description

Mngr: Zoppa, Bob

Mar 17, 20059

No End Date
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You will be notified of the impending deletion and given a chance to make sure this is the
action you want to take.

Windows Internet Explorer E|

\_‘.‘.’:‘j Femove link 'test,bxt' Fram ikem?

| ik, | [ Cancel

Press the button when finished.

Step 12 PMD ensures documentation is uploaded

This step is necessary for PMD to ensure the documentation has been loaded as required.
Additionally, the link shown below will facilitate the user ensuring all necessary
documentation has been completed within Primavera Portfolios.

Step 12 - PMD ensures
documentation is uploaded
PMD will ensure the appropriate
project documents have been
uploaded by the Agency. In
addition, PMD will save a copy of
the project Scorecard Evaluation
form to a8 PMD directory.

Step 12 - Project Manager
completes the Project Initiation
Transition Checklist

The Projedt Initiation Transition
Chedklist is available to assist the
Project Manager in transitioning to
the next phase.

Project Initiation Transition
Cheddist
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Process 2 Project Planning (Detail) Phase:

The Project Planning phase begins after the approval of the Project Charter and concludes
with approval of the Detailed Project Plan. A CIO approved Project Charter is required
to start the Project Planning phase. The objective of this phase is to produce a CIO
approved Detail Project Plan.

MY PROSIGHT £
9 add  ~|Edi. |optons -

| |_d Project Manager Processes | - |

)
2. Project Planning (Detail) Phase:
The Project Planning Phase begins
after approval of the Project Charter
and concludes with approval of the
Detailed Project Plan. A CIO-
approved Project Charter is required
to start the Project Planning Phase.
Objedctive of this phase is to produce
a ClC-approved Detailed Project
Flan

Click on the following folders to
complete the sub-process

{zd 2.1 Initiate, Update and 1
Submit — Detailed Project Plan

———

Sub-Process 2.1 Initiate, Update, and Submit — Detailed Project Plan

Project Managers are responsible to complete and submit the Detailed Project Plan and
other supplemental plans.

Step 1 Complete the Project Complexity Form

The link illustrated below will take you to the Project Complexity form where you will
answer a few standardized questions allowing PMD to compare different projects against
common criteria.
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MY PROSIGHT £
= add - | Edit... | Options

(3 2.1. Initiate, Update and Su... | |

s
Step 1: Complete the Project
Complexity Form
The Project Complexity Form
determines, based on project
complexity, which project
management documents are
required to be completed.

"Required Forms" identified
below, are mandatory for a
project plan, regardless of project

—_
< & Project Complexity Form - >
(Required Form)
| (Required Form I

Clidke on the above link to
acoess the form

Step 2 Complete the Detailed Project Plan

The link illustrated below will take you to the Project Complexity form where you will
answer a few standardized questions allowing PMD to compare different projects against
common criteria.
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MY PROSIGHT

£

= add - | Edit... | Options

-

(28 2.1. Initiate, Update and Su... | |

Step 2: Complete Detailed Project
Plan:

Forms below are listed in the
recommended sequence. Generally,
each form builds upon the previous
form. The forms together comprise
the Detailed Project Plan.

Examgple: Resource Plan will help
complete the Project Schedule, and
Resource Plan and Project Schedule
are required to complete the Budget
clan.

[ Project Scope and Business
Cbiective Workshest

Upload - Work Breakdown
Structure

Reference / Template — Work
Breakdown Structure

{hitp:/fwww . vita. virginia.gow/'uploaded
Files'Cwersight/'Projects/CPM/templat
esWBS-EXCEL xls)

Upload — Organization Work
Breakdown Structure

Reference / Template —

Organization Work Breskdown
Structure

{hitp:/fwwew vita. virginia.gow/uploaded
Files'Cwersight'Projects/CPMtemplat
es/OBS-EXCEL xls)

Upload - Activity Definition &
Sequencing Worksheet

Reference / Template — Activity
Definition & Sequencing Wordkshest
{hitp:/fwww vita. virginia.gow/'uploaded
Files/Cwersight/Projects/CPM/templat
es/Activity-Definition-and-
Sequencing-EXCEL xls)

[ Resource Plan
[ Project Schedule - (Reqguired
Farmj}

[ Risk Management Plan -
Reguired Form)

[ Procurement Plan

& Communications Plan

& Quality Management and IVY
Plan - (Required Form})

-~
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Project Scope and Business Object
Worksheet - this link will take you

directly to the form and the user can

review the information in the proper
context.

Work Breakdown Structure - external
web link to this optional template.

Organizational Work Breakdown
Structure - external web link to this
optional template.

Activity Definition and Sequencing
Worksheet - external web link to this
optional template.

Resource Plan - This link will take you
directly to the Resource Plan form to
facilitate the review of the information.

Project Schedule - This link will take
you directly to the Project Schedule form
to facilitate the review of the
information.

Risk Management - This link will take
you directly to the Risk Management
form to facilitate the review of the
information.

Procurement Plan - This link will take
you directly to the Procurement Plan
form to facilitate the review of the
information.

Quality Management and IVV plan -
This link will take you directly to the
Quality Management and IVV Plan form
to facilitate the review of the
information.



Reference: PM Standard, Section
6-IVEV

% PM Standard - Refer to
Section &6 - IV &Y

& Change and Confiquration
Management Plan

& Performance Plan - (Required
Form}

[& Budget Plan - (Required Form)

& Project Plan Summary -

Reguired Form)

PM Training — My Processes
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PM Standard - This link will take you
directly to the standard as documented in
the Library.

Change and Configuration
Management Plan - This link will take
you directly to the Change and
Configuration Management Plan form to
facilitate the review of the information.

Performance Plan - This link will take
you directly to the Performance Plan
form to facilitate the review of the
information.

Budget Plan - This link will take you
directly to the Budget Plan form to
facilitate the review of the information.

Project Plan Summary - This link will
take you directly to the Project Plan
form to facilitate the review of the
information.
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Step 3 Submit the completed Detailed Project Plan for Project Sponsor
approval

The link illustrated below will take you directly to the Project Plan approval tab to
facilitate the recording of approvals.

MY PROSIGHT <«

= add  ~[Edt.. |Options ~

(2l 2.1. Initiate, Update and Su... |~ |

M
Step 3: Submit the completed
Detailed Project Plan for Project
Sponsor approval:

I——— —_—
& Project Plan Summary -
Approval Tab

e~ Cljdk on the above link {5 ——

access the Project Plan

Step 4 Send e-mail to the Project Sponsor

Primavera Portfolios e-mail functionality will allow you to e-mail a view to another

Primavera Portfolios user. The e-mail address used is based on the user address that is set
up in Primavera Portfolios.

39



PM Training — My Processes

MY PROSIGHT £

P
add  ~|Edi.. |Options ~

(. 2.1. Initiate, Update and Su... | + |

Step 4: Send e-mail to the Project ™
Sponsor:

Send e-mail to the Project Sponsor

to communicate submission of

Detailed Project Plan.

Instructions on how to use
ProSight Tool's e-mail
functionality:

PraSight e-mail functicnality will
allow you to e-mail a view to another
ProSight user. The e-mail address
used is based on the user address
that is set up in ProSight.

= To e-mail a link to the cument ltem
{project plan summary approval tab)
tz a ProSight user:

— Choose the Send Page button

- E.r -

— Choose "Collaborate” from the
Forms / Menu Bar

= An e-mail soreen will be displayed
— Select the =-mail address by
clicking on the “to” button of the e
mail socreen - or —

— Manually enter the e-mail address
— Compose the message.

— Clidk on the “Send” button of the e-
mail socreen to send the e-mail

Step 5 Submit Project Plan to PMD

Once the Project Plan has been approved by IAOC, the PM should submit the same to
PMD

Step 5: Submit Project Plan to
PMD:

After the Project Plan is approved by
the |ADC, the Project Manager
should submit the same to PMD.
Send an e-mail to the PMD to
communicate submissicn of Detailed
Project Plan.
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Step 6 Complete the Project Planning Transition Checklist

The link below will take you directly to the checklist to ensure the PM has provided all
the necessary information to PMD and approval has been granted.

Step 6: Complete the Project
Planning Transition Checklist
Project Planning Transition Chedklist
assists the project manager in
transiticning to the Execution &
Control Phase.

[ Project Planning Transition
Checklist
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Process 3: Project Execution and Control Phase:

The Project Planning phase begins after the approval of the Project Charter and concludes
with approval of the Detailed Project Plan. A CIO approved Project Charter is required
to start the Project Planning phase. The objective of this phase is to produce a CIO
approved Detail Project Plan. Please select the link as shown below.

MY PROSIGHT £
9 oadd  +|Ede. |optons ~

| Ll Project Manager Processes | - |

3. Project Execution and Contral |7
Phase:

The Project Execution and Contral
Phase is the part of the project and
product lifecycle where the tasks that
build the deliverables are exscuted.
The Project Execution & Control
Phase begins when the Detailed
Project Plan is approved and the
rescurces necessary for executing the
starting task are assembled. Project
execution should be in accordance
with the approved project plan.

Project execution and contrel consist
of task execution, measuring project
progress, reporting project status, and
exercising managemsent controls.

This phase ends when the produdt,
good, or service developed has met |
the user acceptance witeria
established in the performance plan
and a user acoeptance document

has been completed.

Clidk on the following folders to
complete the sub-process

. Initiate, Update and
Submit - Project Status Repart

Sub-Process 3.1 Initiate, Update, and Submit — Detailed Project Plan

Project Status is required to be updated and reported on a monthly basis or the project
status will be inaccurate. Please select the link shown below.
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MY PROSIGHT L
= add  ~|Edt. |Options ~
L3 Project Manager Processes | - |

3. Project Execution and Control &
Phase:

The Project Execution and Control
Phase is the part of the project and
product lifecycle where the tasks that
build the deliverables are executed.
The Project Execution & Control
Phase begins when the Detailed
Project Plan is approved and the
resources necessary for executing the
starting task are assembled. Project
execution should be in accordance
with the approved project plan.

Project execution and contrel consist

of task execution, measuring project
progress, reporting project status, and
exercising management controls.

This phase ends when the preduct, -
good, or service developed has met

the user acoeptance oiteria

established in the performance plan

and a user acceptance document

has been completed.

Click on the following folders to
complete the sub-process

=l 3.1 Initiate, Update an
Submit - Project Status Report

fd 3.2 Initate, Opdate and
Submit - Issue Management

Log "

Step 1 Update Project Plan

As the project executes it will be necessary to update the Project Plan to reflect the
current status of the project. The links below will take the PM to the individual forms,
the names of which facilitate the updating of the Project plan.

L

Step 1: Update Project Plan —
The Project Plan must be updated
menthly prior to submission of the

Proj

[& Project Schedule
[ Budget Plan
& Risk Management Plan

TM/
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Step 2 Complete Project Status Report

Every month the PM is responsible for updating the project plan and reflecting the update
in the Status Report. The link below will take the PM directly to the Project Status form
facilitating the update of each project in a standardized way ensuring compatibility with
all Commonwealth of Virginia projects.

MY PROSIGHT hid
= add  ~|Edt. |Optons ~

(23l 3.1. Initiate, Update and Su... | |

Step 2: Complete Project Status e
Report

Project Status Report Cycle

By the 1st Business Day:

Project Status form is ready for data
entry for Project Status Report.

By the 8th Business Day:
Project Manager creates Project
Status Report.

By the 8th Business Day:
Agency Representative approves
Project Status Report.

By the 12th Business Day:
Seoretariat evaluates Project Status
Report.

By the 15th Business Day:
PMD conducts review of Project
Status Reports.

By the 18th Business Day:
CI2 evaluates Project Status Reports.

At the Business end of each Month:
PMLO finalizes Project Status Reports,
Data is frozen for final Monthly
Project Status Report .

f— L ——
< [ Project Status >
e

[ ——

Step 3 Submit Project Status Report

The link below will take you directly to the Project Status Report and facilitate one last
review before applying the approval.
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Step 3: Submit Project Status
| _Report —
[ Project Status i
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Sub-Process 3.2 Initiate, Update and Submit the Issue Management
Log:

He Issue Management Log is updated and reported on an as-needed basis. The link
below will take us to the process used to record an issue.

MY PROSIGHT €
= Add v|E|:|iI:... |O|:|1J'|:|ns -

L3 Project Manager Processes | - |

Y
2. Project Execution and Control

Phase:

The Project Execution and Control
Phase is the part of the project and
product lifecycle where the tasks that
build the deliverables are executed.
The Project Execution & Control
Phase begins when the Detailed
Project Plan is approved and the
resgurces necessary for executing the
starting task are assembled. Project
execution should be in accordance
with the approved project plan.

Project execution and contrel consist
of task execution, measuring project
progress, reporting project status, and
exercising management controls.
This phase ends when the predudt,
good, of service developed has met
the user acoeptance oiteria
established in the performance plan
and a user acceptance document
has been completed.

Clidk on the following folders to
complete the sub-process

' L
< G 3.2. Initiate, Update BD
Submit - Issue Management
—l 0

b

Step 1 Complete Issue Management Document Template

The link illustrated below will open up the standard Issue documentation template
allowing the PM to record any issues. The PM will have to provide basic information
about the project including:

- Project Title — The proper name used to identify this project;

- Project Working Title — The working name or acronym that will be used for the
project;
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- Proponent Secretary — The Secretary to whom the proponent agency is assigned
or the Secretary that is sponsoring an enterprise project;
- Proponent Agency — The agency that will be responsible for the management of

the project;

- Prepared by — The person(s) preparing this document:
- Date/ Issue Number — The Date initiated and the Issue Number from Issue Log.
- Then go on to define the issue itself.

Please select the link shown below so we may continue with our example.

MY PROSIGHT ©

= add - | Edit... | Options

|2 3.2. Initiate, Update and 5u... | |

Step 1: Co e
anagement Document Template

? Issue Management Template >
\. I

—1

Step 2 Complete Issue Management Log

The link illustrated below will take you directly to the Issue Management Log form
where the PM can upload the completed Issue Management Template.

<

Step 2: Complete Issue
& Issue Management Log
——lidk on the above link to

acoess the |ssue Management

Log

B
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Sub-Process 3.3

Cumulative baseline changes that do not exceed 10 percent must be approved by the
IAOC and submitted to PMD. Project Managers should initiate, update and submit <10%
Change Control Requests.

MY PROSIGHT 2
= add  ~|Edt. |Options -
[_1 Project Manager Processes |v |

3. Project Execution and Contral
Phase:

The Project Execution and Control
Phase is the part of the project and
product lifecycle where the tasks that
build the deliverables are executed.
The Project Execution & Control
Phase begins when the Detailed
Project Plan is approved and the
resgurces necessary for executing the
starting task are assembled. Project
execution should be in accordance
with the approved project plan.

Project execution and contrel consist
of task execution, measuring project
progress, reporting project status, and
exercising management controls.
This phase ends when the predudt,
good, or service developed has met
the user acceptance oiteria
established in the performance plan
and a user acceptance document
has been completed.

Clidk on the following folders to
complete the sub-process

{7 3.1. Initiate, Update and
Submit - Project Status Report

{7 3.2. Initiate, Update and
Submit - Issue Management

Log
Iniﬁate, Update and
Submit - <10% Change >
L Control Reguest L

fzd 3.4 Initiate, Update and
Submit - =10% Change

Control Reguest

{74 3.5. Complete Project
Execution and Control Phase
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Step 1 Update Project Schedule

The link illustrated below takes you directly to the Project Schedule form allowing the

PM to update the schedule to reflect real world impacts.

MY PROSIGHT £

=add v |Edt. |Optons -

| £ 3.3. Initiate, Update and 5u... | + |

Step 1: Update Project Schedule
{as necessary)

Project schedule changes (if any)
should be updated in the Open
Version of the Project Schedule. A
new version of the Miocrosoft project
{.mpp) should be uploaded.

[& Project Schedule =

Step 2 Update Budget Plan — Cost Fields

The link illustrated below takes you directly to the Budget Plan form allowing the PM to
update the current costs and budgeted cost to reflect real world impacts.

MY PROSIGHT £
= add - | Edit... | Options

| £ 3.3. Initiate, Update and 5u... | ~ |

Step 2: Update Budget Plan — Cost o

Fields (as necessary)

Project budget changes (if any)
should be updated in the Open
Version of the Budget Plan

mget Flan
Clidk on the above link to
~——aroess the Budget Flan

Step 3 Complete <10% change Control Request Form

The link illustrated below takes you directly to the Change Control Request < 10
% form allowing the PM to update the schedule to reflect real world impacts.
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MY PROSIGHT R
= add v |Edk. |Options -

| 22 3.3. Initiate, Update and Su... | = |

L
Step 2: Complete <100 Change ——

Wﬂn\

& Change Control Request <
1096
T ————

—

= G o treweore-Hmie s
acocess the Change Control

Request < 10% Formn

Step 4 Submit / e-mail the <10% Change Control Request to the
Internal Agency Oversight Committee (IAOC)

The figure below displays the instructions the PM must follow to submit the change
request and technical instructions for meeting that requirement.

MY PROSIGHT £
= add v |Edk. |Options -

(28l 3.3. Initiate, Update and Su... | |

Step 4: Submit [ e-mail the <1000 -
Change Control Request to the
Internal Agency Oversight
Committee (LAGC)

Export {download) the <10% Change
Contrel Request Form and e-mail the
same to the IADC members using
Cutlock e-mail

Instructions on how to use Export
{download) a document (form,
Scorecard, etc.,) from ProSight:
ProSight decument export
functicnality will allow you export
and save a document {forms,
socorecards, etc,) to your local drive.
= To export (download) and Save a
form

— Click on "Form™ on the Menu Bar
and select "Export” from the Form
drop-box . =
— Export Setting Window will appear
— Select appropriate options

— Select Page orientation

— Cligk O

= File D'ownload Window will appear
— Click on the “Save” button and
save the file to your desired location.
= Please use your M5 Outlock (or
other e-mail} to e-mail to document.
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Step 5 Submit IAOC Approved <10% Change Control Request to the
PMD

The figure below documents how a change request approval will be communicated to
PMD.

MY PROSIGHT £
= Add v|E|:|it... |O|:|ﬁ|:|ns -

(. 3.3. Initiate, Update and Su... | ~ |

Step 5: Submit TAOC Approved -
<10% Change Control Request to
the PMD

Send e-mail to the FMD to
communicate 1A0C approval of the
<10% Change Control Request

Instructions on how to use
ProSight Tool's e-mail
functionality:

PraSight e-mail functicnality will
allow you to e-mail a view to another
ProSight user. The e-mail address
used is based on the user address
that is set up in ProSight.

» To e-mail a link to the cumrent ltem
{project plan summary approval tab)
to a PraSight user:

— Choose the Send Page button

-or -

— Choose "Collaborate” from the
Forms / Menu Bar

= An e-mail soreen will be displayed
— Select the e-mail address by
clicking on the “to” button of the e-
mail soreen - or —

— Manually enter the e-mail address
- Compose the message.

— Clidk on the "Send” button of the &=
mail soreen to send the e-mail

Step 6 Submit IAOC Approved <10% Change Control Request to the
PMD

This section is provided only for continuity as there is PM action required.

Step &: (PMD) Upon TAGC
approval of the baseline change,
PMD will update the project
Baselines. (Mo action required by
Project Manager.)
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Sub-Process 3.4

The >10% cumulative; cost, schedule, and scope changes, from the last approved
baseline, must be approved by the Internal Agency Oversight Committee (IAOC),
Secretariat Oversight Committee, and the ClO. Scope changes are always considered a
cumulative >10% change. To introduce ourselves to this process please select the link
shown below.

MY PROSIGHT «
= add v |Edi.. |Optons -
[ Project Manager Processes |‘r |

2. Project Execution and Contral
Phase:

The Project Execution and Control
Phase is the part of the project and
product lifecycle where the tasks that
build the deliverables are executed.
The Project Execution & Control
Phase begins when the Detailed
Project Plan is approved and the
resgurces necessary for executing the
starting task are assembled. Project
execution should be in accordance
with the approved project plan.

Project execution and contrel consist
of task execution, measuring project
progress, reporting project status, and
exercising management controls.
This phase ends when the predudt,
good, or service developed has met
the user acoceptance witeria
established in the performance plan
and a user acceptance document
has been completed.

Clidk on the following folders to
complete the sub-process

3.1, Initiate, Update and
Submit - Project Status Report

3.2, Initiate, Update and
Submit - Issue Management
Log

{7 3.3. Initiate, Update and

Submit - =10%: Change
Contr

f7d 3.4 Initiate, Update and 4
Submit - =10% Change
~—Control Reguest - —

f7d 3.5. Complete Project
Execution and Control Phase
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Step 1 Update Project Schedule

The link illustrated below takes you directly to the Project Schedule form allowing the

My Processes

PM to update the schedule to reflect real world impacts.

MY PROSIGHT

L

= add v |Edt. |Options -

| £ 3.4. Initiate, Update and 5u... | = |

{as necessary)
should be updated in

new version of the Mi

Step 1: Update Project Schedule
Project schedule changes (if any)
ersion of the Project Schedule. A

{.mpp) should be uplocaded.

A~

the Open

orosoft project

? Project Schedule
Clidke on the above li
acoess the Project

Step 2 Update Budget Plan — Cost Fie

The link illustrated below takes you directly to
PM to update the schedule to reflect real world

Ids

the Project Schedule form allowing the

impacts.

MY PROSIGHT

L4

= add - | Edi..

. |O|:|ﬁ|:|ns -

| £ 3.4. Initiate, Update and 5u... | ~ |

Fields (as nesessary)

Fa
Step 2: Update Budget Plan — Cost

Project budget changes (if any)
should be updated in the Open
Wersion of the Budget Plan

< [ Budget Plan
Clidk on the above

—~—gcgess the Budget glan —— |

— |

Step 3 Complete > 10% Change Control Request Form

The link illustrated below takes you directly to the Change Control Request > 10
% form allowing the PM to update the schedule to reflect real world impacts.
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MY PROSIGHT <«

= add v |Edi. |Options -

| £ 3.4. Initiate, Update and 5u... | = |

Step 3: Complete >10% Change -

—Control Request Form e
< [ Change Control Reguest =
~—~——10%0

et}
= Clidk on the abowve link to
acoess the =10% Change
Control Request Form
— Provide the change
information/data
= Clidk on the "Submit” button
to save »10% Change Control

Request Form

Step 4 Submit >10% Change Control Request Form for Business /

Project Sponsor Approval

The link illustrated below takes you directly to the Change Control Request > 10

MY PROSIGHT £
= add  ~[Edt.. |Options -

|22 3.4. Initiate, Update and Su... |~ |

M
Step <4 Submit >10% Change B
Control Request Form for
Business | Project Sponsor
Approval
|

—_
[ Change Control Request >
10% - Approval Tab

—lick o the o Lok be— |

access the >10% Change
Control Request Form
= Click on Approvals Tab of the

>10% Change Control Request

submit =10% Change Control
Request Form for
Business/Project Sponsor

Approval

Step 5 Submit IAOC Approved >10% Change Control Request to the

This section is provided only for continuity as there is PM action required.
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Step 5: (PMD) Upon CIO approval
of the baseline change, PMD will
update the Project Baselines. (No
action required by Project
Manager)
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Sub-Process 3.5 Complete Project Execution and Control Phase

The execution and control phase, where the plan meets the world, is a volatile phase
relative to the data being recorded in Portfolios. This phase has it own set of processes
that support it. Please select the link as shown below.

MY PROSIGHT Lo
= add v |Edi.. |Optons -
[_1 Project Manager Processes |‘r |

2. Project Execution and Contral
Phase:

The Project Execution and Control
Phase is the part of the project and
product lifecycle where the tasks that
build the deliverables are executed.
The Project Execution & Control
Phase begins when the Detailed
Project Plan is approved and the
resgurces necessary for executing the
starting task are assembled. Project
execution should be in accordance
with the approved project plan.

Project execution and contrel consist
of task execution, measuring project
progress, reporting project status, and
exercising management controls.
This phase ends when the predudt,
good, or service developed has met
the user acoceptance witeria
established in the performance plan
and a user acceptance document
has been completed.

Clidk on the following folders to
complete the sub-process

3.1, Initiate, Update and
Submit - Project Status Report

3.2, Initiate, Update and
Submit - Issue Management
Log

{7 3.3. Initiate, Update and
Submit - =10%: Change
Confrol Request

f7d 3.4 Initiate, Update and

Submit - =10% Change
C

f7d 3.5. Complete Project
Execution and Control Phase

P— |
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Step 1 Complete the User Acceptance Report and Upload the same

The link shown below will take you directly to the standardized User Acceptance Report
template (external web link) facilitating the PM and allowing the document to resemble
the standard as required.

Step 1: Complete the User
Acceptance Report and Upload the
same

— |
9 User Acceptance Report
template)
i e :‘.‘./

Step 2 Complete the Project Execution and Control Transition
Checklist

The link illustrated below will take you directly to the Project Execution and Control
Transition Checklist, facilitating the PM in ensuring all the necessary documentation has
been completed.

Step 2: Complete the Project
Execution and Control Transition
Checklist

Project Execution and Control
Transition Chedklist assists the
project manager in transiticning to

the n
—_|

& Project Execution and Control >

Transition Checklist "
= Click on The TNk 1o access the

Project Execution and Control

Transition Chedklist

rhaze
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Process 4 Project Closeout Phase:

The Project Closeout Phase is the last phase in the project lifecycle. Closeout begins
when the user accepts the project deliverables and the project oversight authority
concludes that the project has met the goals established. The major focus of project
closeout is administrative closure and logistics. The Project Manager initiates the Project
Closeout phase.

MY PROSIGHT o

= add  ~[Edt. |oOptions -

L3 Project Manager Processes | - |
N

4, Project Closeout Phase:

The Project Closeout Phase is the
last phase in the project lifecyce.
Closecut begins when the user
acoepts the project deliverables and
the project oversight authority
concludes that the project has met
the goals established. The major
focus of project closeout is
administrative closure and logistics.
The Project Manager initiates the
Project Closeout phase.

Clidk on the following folders to
complete the sub-process

e ———)

< G 4.1. Update and Submit - >

iect Closeout Rey

{7 4.2. Update Project Lessons
Learned on PMDFP Website

(7 4.3. Archive Complete Project
Documentation

4.4, Complete Project
Closeout Transition Chedk List
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Sub-Process 4.1 Initiate, Update, and Submit — Detailed Project Plan

The project manager is responsible for compilation and submission of the project
closeout report. The process steps facilitating this activity are shown in the figure below.
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MY PROSIGHT <

= add  ~|Edt. |Options ~

(3 4. 1. Update and Submit - Pr... | |

Back e

Sub-Process 4.1, Updating and
Submitting - Project Closeout
Report

Project Manager is responsible for
the completicn and submission of
the Project Closeout Report.

Step 1: Complete the Project
Closeout Report:

| ——

[& Project Closeout Report -

—

Step 2: Export [ Download) the
Project Closeout Report and e-
mail to TAGC:

Export (download) the project
closeout report and e-mail the same
to the |ACC members using Outloock
e-mail

Instructions on how to Export
({download) a document (form,
Scorecard, etc.,) from ProSight:
ProSight document export
functicnality will allow you export
and save a document (forms,
soorecards, etc.,) to your local drive.
= To export (download) and Save a
form

— Clide on "Form™ on the Menu Bar
and select "Export” from the Form
drop-box

— Export Setting Window will appear
— Select appropriate opticns

— Select Page orientation

- Cligk Ok

= File Download Window will appear
- Clidk on the “Save” button and
save the file to your desired location.
= Please use your M5 CQutlook (or
other e-mail) to e-mail to document.
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Step 1 Complete the Project
Closeout Report

As shown in the figure to the left, this
link will take you directly to the Project
Closeout Report. Allow the PM to
review the existing information and
provide any additional information as
necessary.

Step 2 Export the Project
Closeout Report and e-mail to
IAOC

In this step the PM exports the form into
a Word document and e-mails it to
IAOC for review and comment.
Technical instructions have been
provided to facilitate this operation.



PM Training — My Processes

Sub-Process 4.2 Initiate, Update, and Submit — Detailed Project Plan

Project Manager is required to update lessons learned and project best practices in the
PMDP Clearing House.

MY PROSIGHT “

= padd v |Edi.. |Options -

[_1 Project Manager Processes | - |
s

4, Project Closeout Phase:

The Project Closeout Phase is the
last phase in the project lifecycle.
Closecut begins when the user
acocepts the project deliverables and
the project oversight authority
concludes that the project has met
the goals established. The major
focus of project closeout is
administrative closure and logistics.
The Project Manager initiates the
Project Closeout phase.

Clidk on the following folders to
complete the sub-process

4.1, Update and Submit -
Project Closeout Report
< 4.2, Update Project Lessons >
Learned on FMDP W@E&/

4.3, Archive Complete Project
Documentation

4.4, Complete Project
Closeout Transition Chedk List

This sub-process consists of a single link as shown in the link below. It will allow the
PM to update lessons learned and best practices and serves as a common data store for all
PMs.

61



PM Training — My Processes

MY PROSIGHT £
= add v| Edit... |D|:ntions -

[ 4.2, Update Project Lessons | - |

Back

Sub-Process 4.2, Update Project
Lessons Learned on PMDP Website:
Project Manager is required to update
lessons learned and project best
practices in the PMOP Clearing House.

% PMDP Clearing House
Click on the above link to go to the

PMODF Clearing House websi

Sub-Process 4.3 Archive Complete Project Documentation

Project Manager is required to update lessons learned and project best practices in the
PMDP Clearing House. (external weblink)

MY PROSIGHT £
= padd v |Edi.. |Options -
[_1 Project Manager Processes | - |

Y
4, Project Closeout Phase: B
The Project Closeout Phase is the
last phase in the project lifecycle.
Closecut begins when the user
acocepts the project deliverables and
the project oversight authority
concludes that the project has met
the goals established. The major
focus of project closeout is
administrative closure and logistics.
The Project Manager initiates the
Project Closeout phase.

Clidk on the following folders to
complete the sub-process

4.1, Update and Submit -
Project Closeout Report

4.2, Update Project Lessons
Learned on PMDF Website

4,3, Archive Complete Project
Documentation >

/
4.4, Complete Project
Closeout Transition Chedk List
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This sub-process consists of a single link as shown below. The link will take you to the
Workbook, thereby facilitating the PM in uploading any finalized documentation prior to
closing the project.

MY PROSIGHT £
= add - | Edit... | Options

3 4.3, Archive Complete Proje... | v|

Badk ~

Sub-Process 4.2: Archive Project
Documentation:

Project Manager is required to
archive all project documentation.
All project artifacts should be
uplcaded.

— |
=] Project Documentation >

|

Instructions — How to upload
project documents

Steps to Upload (save) a Document:
1) Select "Project Documentation™
link abowve.

2) Press "New™.

3) Supply a document name.

4} Press "Upload™

£) Press "Browse™

8) S=lect the finished file.

7) Press "Open™

8) Press "O&"

9) Press "O&"

10} Link will appear in list.

Sub-Process 4.4 Archive Complete Project Documentation

Project Manager is required to update lessons learned and project best practices in the
PMDP Clearing House.
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MY PROSIGHT €«
= add  ~[Edt. |oOptions -
[_J Project Manager Processes | " |

s
4, Project Closeout Phase: M
The Project Closeout Phase is the
last phase in the project lifecyce.
Closecut begins when the user
acoepts the project deliverables and
the project oversight authority
concludes that the project has met
the goals established. The major
focus of project closeout is
administrative closure and logistics.
The Project Manager initiates the
Project Closeout phase.

Clidk on the following folders to
complete the sub-process

{74 4.1. Update and Submit -
Project Closeout Report

{7 4.2. Update Project Lessons
Learned on PMDFP Website

(7 4.3. Archive Complete Project

| Documentabon—8 — | |

(7 4.4, Complete Project
Closeout Transition Chedk List

Pr— |

The figure below shows a link that will take you directly to the Project Closeout
Transition Checklist, facilitating the PM in ensuring all the necessary documentation has
been completed.
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Y PROSIGHT £

p
add  ~|Edt.. |oOptons +

4.4, Complete Project Close... | - |

]

Back

4.4, Complete Project Closeout
Transition Checllist

The Project Transition Chedklist provides
a vehicle to verify completion of 8
project phase before beginning the nesxt
phase. The transition chedklist used at
the closeout phase focuses on
completion of project tasks and satisfying
acoeptance oriteria. Additionally, the
transition chedklist forces the project
team and using organization to address
the issue transfer for both the deliversble

Wﬂaﬂuﬂu@an\
& Project Closeout Transition
\ChEd{hSt "]
Click on the above link to go to the
Project Closeout Transition
Chedklist
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Process 5 Project Evaluation Phase:
The Project Evaluation Phase is the last phase in the ITIM lifecycle. Evaluation begins
after Closeout when the user accepts the project deliverables and the project oversight
authority concludes that the project has met the goals established.

MY PROSIGHT £

= add v|E|:|it... |O|:|ti|:|ns -

[_1 Project Manager Processes | - |

e
5. Project Evaluation Phase: I
In the Project Evaluation Phase all
new operational investments receive
a Post-lImplementation Review (PIR).
In additicn, the key performance
metrics of mature investments are
monitored and “out of bounds™
performance statistics trigger in-
depth review and analysis.

A Post Implementation Review (PIR)
will be completed on all new
investrents within 8 — 12 months of
the investment becoming an
operational investment. For
Commonwealth Investments, the PIR
will follow the ITIM Guideline.

Clidk on the following folders to
complete the sub-process

, \
< Gl 5.1. Complete Post >
Implementation Review
—— Iy
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Sub-Process 5.1 Initiate, Update, and Submit — Post Implementation
Review (PIR)

A Post Implementation Review and Report documents the successes and failures of the
project deliverable. A Project Sponsor or Manager should direct the review process

MY PROSIGHT £
= Add v|E|:|it... |G|:|1J'|:|ns -

L3 5.1. Complete Post Impleme... |v|

Sub-Process 5.1 Complete the 5

Post Implementation Review:

A Post Implementation Review and
Report documents the successes and
failures of the project deliverable. A
Project Sponsor or Manager should
direct the review process

Post Implementation Report
Format

Following should be the contents
and recommended format of the of
the Post Implementation Report:
- Cover Page

- Title

- Organization or Agency

- Date

- Authors Name

- Address

- Phone Mumber

- E-mail Address

- Executive Summary

- Table of Contents

- Introduction

- Baduyground

- Post Implementation Review
process of methodelogy used

- Project Proposal

- Project Charter

- Findings
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Process 6 Other Major PM Tasks:

Project Documentation should be maintained and with the project. The figure below
shows a link to the processes that walk the PM through this necessary part of the
documentation storage process.

6. Other Major PM Tasks

f7dl 6. 1. Maintain &ll project
documentation within ProSight:
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MY PROSIGHT <

P
= add | Edit... |D|:utiuns - Sub-Process 6.1. Maintain all

project documentation within

[_3 &.1. Maintain all project u:In:u:u...| v| Primavera Portfolios:

Recommended documents naming *° Project Documentation including the
comvention: figure to the left should be maintained
The following is the recommended .

documents naming convention that and uploaded to the project documents
should be followed to help in easy area within Primavera Portfolios.

identification and retrieval of project
documentation.

ProjectMame. DocumentMame. yyyy.m
m.dd.doc

Example:

ABCDevelopmentProject. StatusRepor
t.2007.01.24.doc

Investment Business Case and
Procurement Business Case
Documents

Copy of approved Investment
Business Case and Procurement
Business Case Documents should be
saved (exported) and uploaded
immediately after final approval
(example: after CIO approval ).

Project Proposal and Project
Charter:

Copy of approved Project Proposal
and Project Charter should be saved
[exported) and uploaded
immediately after final approval
[example: after CIO approval).

Project Schedule:

Project Schedule should be
uploaded only in .mpp (Microsoft
Project) format. Exceptions should
be pre-approved by PMD.

Project Plan:

Copy of approved Project Plan
should be saved (exported) and
uploaded immediately after it is
approved.

Relevant e-mails pertaining to
approvals:

Relevant e-mails pertaining to
approvals at every stage of Strategic
Planning and project baseline
approvals should be saved (as &
POF} and uploaded to the project
documents.

Change Control Request
Documents:

Approved Change Control Request
documents (both <10% and =10%
change) should be exported, saved
as POF and uploaded to the project
documents area within ProSight.

69



PM Training — My Processes

(PMD Original Baseline Activities)

This section shows the individual steps PMD goes through to record a projects Original
Baseline. This activity is transparent to the PM or any other user.

Step 1: Ensure Charter is completed
The figure blow contains a link that will take the user to the Project Charter facilitating
the review of the document.

Step 1. Ensure Charter is
completed and approved.
Ensure that the Charter form is

complete and signed, up to the ITIB

level approval

[& Project Charter
Click on the link above to go to

Step 2: Ensure Investment Approval Status is updated
The figure below displays the dialog in Primavera Portfolios to support this step.

Step 2. Ensure Investment
Approval Status is updated.

Ensure the PMD Directo
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Step 3: Set the Project Baseline

The figure below describes sub steps a through d, of the process PMD uses to record the
Original Baseline. The Project Baseline Status Setup link below will take the user to the
user to the Baseline Status Setup form which the PMD Analyst uses to manually record
(i.e. paste) the information the Project Manager has provided in the project initiation and
planning phase documents. Additionally, a link to the Execution Estimate tab of the
Project Proposal has been provided allowing the PMD analyst to copy the necessary
information.

Step 3. Set the Project Baseline %
Open the "PMD Project Baseline
Status Setup™ form to accomplish the

following acticns:

—_
[& PMD Project Baseline Status
Setup
- Ry

ShakegR-tha Lok abous =

the form.

the “Criginal App baseline - a5
well as the "Latest A
baseline. Both base to be
set for the first time. 5
the "Latest Approved™ wi
updated using baseline control
{<10% or >10% Change Control

Requests) processes.

Baseline C

d "|ACC Last Approw

c. 5o to the Project Proposal form,
the "Execution Estimate™ tab. Cop
the budget numbers from

the “Estimate of Execution
Expeodit = f }

z ot |
@ iect Proposal >
&lick op the link to cpen the ——

form and “Execution Estimate
tab.

7]
i}
I
s
o

]
=1
[
=]
=]

=

)
-
o
Q
W

vy the cells that have budg

figures.
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Step 3 (cont): Set the Project Baseline

This is a continuation of the previous paragraph, the figure below describes the sub steps
e through h of the process PMD uses to record the Original Baseline.

e. Switch to the "PMD Project 1
Baseline Status Setup™ form and
Paste {right clidk > paste) the figures
inte the "Planned Expenses - Latest
Approved Baseline - editable”
information blodk "Estimate of
Expenditures - Project - Latest
Approved Baseline Change" table

for the appropriate fiscal year. You
will also have to "accept” the
changes when the "Verify Paste™ pop-
up appears. Do this for all applicable

fiscal years.
/ \
& PMD Project Baseline Status
Setup
the form

f. Click "submit” button and ensure
that the grand total BAC {Budget at
Completion) conforms with the
baseline change request
documentation.

g. Soroll down on the same tab and
do the same previous two steps for
the "Planned Expenses - Original
Approved” information

blodk “Estimate of Expenditures -
Project Original Approved Baseline -
editable” table for the appropriate
fiscal year.

h. Switch to the “Status Report - OA
& LA Planned Milestones Open™ tab,
and update the “Last Approval
Project Planned Start Date:™

and "Last Approval Project Planned
Completion Date:™ with the
appropriate dates . Note: The "APD
Date:™ should already be filled cut
and lodked.
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Step 3 (cont): Set the Project Baseline

This is a continuation of the previous paragraph, the figure below describes the sub steps
i through k of the process PMD uses to record the Original Baseline.

i. Unlike the steps to update the
budget, you can update the
schedule using information on the
same tab. Copy (right didk = copy)
the new milestones and dates from
the "Charter Milestones™ information
blodk, “Charter - CPOA Milestones'
tabkle {the last table on the form) and
paste {right dlidk = paste) into TWO
tables: a) The "Criginal Approved
Planned Schedule" informaticn
blodk, "Planned Milestones - Criginal
Approval - editable” table, and b)
the "Planned Milestones - Last
roval - editable” information
blodk, "Planned Milestones - Last
Approval - editable” table. You will
also have to "accept” the changes
when the "Verify Paste™ pop-up

appears.

[1=]

j. Save the form with the “submit
button.

k. The remainder of the tabs require
NC action:

- "Project Desaiption Statement

- "Performance Metfrics - CPOA

- "Project Baseline - Perfformance -
CPLA

- "Project Baseline - 5

- LA
- "Project Baseline - 5 - O
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Step 4: Ensure Project Status is Updated

In this step the PMD Analyst will verify the project planned start and completion dates,
budget at completion (BAC), and any other information consider of critical importance.
The link in the figure below will take the user directly to the summary tab of the Project
Status form allowing them to verify the information.

Step 4. Ensure Project Status is
updated (Major Projects only)
Open the "Project Status™ form and
verify that the following values are
the comect values: Planned Start
Date; Planned Comgpletion Date;
Budget at Completion (BAC);

the "Flanned Expenses - Latest
Approved Change to Baseline™ ;

the "Planned Expenses - Criginal

Approved Baseline"; "Baseline Plan -
Criginal ved; "Baseline Plan -
Latest Approved.
—_|
[ Project Status
Clidk on the link above to open >
the form. /

Step 5: Contact ITIM Office
This step ensures the ITIM office is notified as required.
the form.
Step 5. Contact ITIM office

Ensure ITIM office is provided any
updates to the IT strategic plan.

|
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