Project ToolSet User Manual

Click on Log In to access the User Log In Page

Enterprise Project, Portfolio and Programme Management on the web
roject | ool et

This site is best viewed with MS Internet Explorer
at a resolution of 1024 x 768 or bettar

- UserLogin

Partfolio | |

Costs

Password | |

Y our email | |

If you have a valid Portfolio, User Name and Password, enter them and click Log On.

To view the Guest Demo, click on Demo and the Portfolio and User Name will be filled in automatically. If
you highlight the password, you can drag and drop it into the Password box, or re-type it.

The Guest Demo is a restricted User - View only - limited to the Manage Projects function.

On the Navigation screen, select the required function.
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Before Creating a new Project, there needs to be the Contacts available from which the Project Team can
be drawn. Click Manage Contacts on the Navigation page (Administrator rights required)

Click on Create New Project, and providing you have Project Creator rights, the following screen appears

pruwct.ruul S at Create New Project

& Project is created in 4 phases.

The process steps through all phases; entering data is optional after

i i e.
Project Basic Data Ngme phase 1.
Start Date
End Data This first phase gathers the basic data needed for a Project to be
Description created and creates the basic Project.
Reference No
h 4 The Project Team can be defined from available Contacts, The Project

Create New Creator will be automatically added to the Team and made Project
Project IManager.

The key to a Project is Deliverables. At this level (Define), only basic

Deliverable infarmation is needed.

% Define

Team When the process is completed, the Project is changed from Define to
Measure and appears in the main Manage Projects section,
h 4 Cancel wil return to the Navigate screen, Next will create the Project and
C)' mowve to the next phase - Team.
b Define Project Name |PTSWeb Development
L Milestones

Description Creation of a New web version of Project ToolSet

CD‘ PMR/05-1

Reference Number

Start Date 01-har-05
End Date 28-May-05

Define
Deliverables

Li Ca 1 Next
Ccmn:ge ”
Measure Phase

Enter the required information - clicking on a Date button brings up a calendar to select a new date -
then click on Next. Clicking on Next creates the specified Project at the Define Level, once the create
process has been completed, the project is moved to the Measure level.
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Project Team [ 0K ] ’Cancel]

Team Team Members Contacts PT3Weh Guest +
Jirn Brotton
Add
PTSWeb Guest

This page allows you to add Contacts to your Project Team. If these Contacts are going to be active in
the Project they will need their own Log In - see the Admin page.

Once you have added Contacts, click on OK and the Next button will be enabled, to allow you to enter
Project Milestones.
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Project Milestones

R

Milestone Issue Log cowpleted

Milestone

Project Initiation

Set up shared server

Phase 1 carmplete - basic software functionality
# |Izsue Log completed Date 11-Jun-05 DEItE AdeSt
Risk Managerment completed

Product launch

If the Date Adjust check box is ticked, any dates entered which are outside the current Project Start <->
End, will cause these dates to be automatically moved.

Next takes you on to the core of any Project, Deliverables.

Deliverables

prulcct I ool S et
Project 01-mar-05 PTSWeb Development 01-Jul-05

- Rellvenablc Deliverable |product Release
Mew GUL using Use Cases and Gantt charts
Built-in XML compatibility Metric  |Fylly tested and released version of PTSWeb
Excel based report generation
start Date M Date Adjust End Date
Phase 1 software completed
SOL Server and ASP.Net deployment
Issue Log and Issue Management Owner
Risk Management
: was

Deliverables are the heart of any Project. Any Deliverable which is a Critical Success Factor (CSF) is one
which must be made for the Project to be classed as successful.

The Work Breakdown Structure (WBS) is a numerical value which determines the display order for all
Items. The WBS is assigned as you Add New Items, but can be changed manually if it is required to
display them in a different order.

The Metric is essential for success. If a Deliverable has been defined, it should be associated with a
Metric - what tests are going to be made in order that the customer will be satisfied the Deliverable has
been made. These would normally be in a document, which requires both parties to sign off, and the box
can be used to summarise the Metric and identify the document(s).

If Project Admin has been installed, an entry will be made automatically which gives the Project Creator
full Admin rights over all Project areas. By default, all Status levels are set to 'None' which is a white
LED.

Finish, completes the Project Create process and moves to the Manage Projects, with the Process Level
set to Measure.
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1: PTSWeb Development v 01-Jul-05 Process Level |Measure %

‘ Month % . Yiew Window | Manth v Wiew By |Day | |Milestone ~
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Description
PT5Web Development

Milestones

Built-in XML compatibility

Risk Management

OCOCOOO00 O-

Product Release

New GUI using Use Cases and Ganttc

Phase 1 software completed

March - 2005
1 2 3 4 5 6 7 8 9 101112131415 1617 18 19 20 21 22 23 24 25 26 27 2829 30 21

Excel based report generation

50QL Server and A5P.Net deployment

Issue Log and Issue Management

Changing the View By to 'Week' and View Window to '6 months' allows the whole Project to be viewed.

p S 01-Mar-05 1: PTSWeb Development | |01-Jul-0s Process Level |Measure %
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‘ Maorth . Yiew Window |b Months + Wiew By | Week % | | Milestone he

March - 2005 April - 2005 May - 2005 June - 2005
WES ! Description @ 14 2418 25 4 i1 is 23 2 El 1& 23 30 & 13 20 27 4
1 () PTsWeb Development _____________________________________________________________________________|
Milestones & & L 2 & & &
dloal O Mew GUI using Use Cases and Ganttc ]
1.2 (") Built-in XML compatibility ]
1.3 (") Excel based report generation [ ——
1.4 () Phase 1 software completed ——
1.5 (") SOL serverand ASP.Net deployment ]
1.6 {_) Issue Log and Issue Management ]
1.7 O Risk Management | —
1.8 O Product Release |




Managing Projects is based around a Timeline/Gantt view, and simple utilities.

p T s 01-Mar-05 1 PTSWWeh Developrment | |01-JulH05 Process Level |Implement %
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‘ Month v ’ View Window | Month v view By |Day % |Milestone v

March - 2003

WBS !  Description 1 2 3 4 5 & 7 8 9 10111213214 15161718 19 20 21 22 23 24 25 26 27 28 29 30 21
1 @ PTsWeb Development |
Milestones &
= g, o Mew GUI using Usa Cases and Ganttc
- 1.1.1 o Breadboard different 'Gantt' option ]
- oLy alydl o Inventory choices of Gantt viewing ]
G 9 (e e Inventory Completed E

- 111z o Breadboard candidate choices
1.1, 201 Graphic Gannt chart test cornpleted E
1.1.1.2.2 HTML only Gantt test completad =

+ 1113 & confirm Seledion -

+ 1.1.2 @ Iruestigate Drill Down Options I

+ 113 @ create PTSWeb Use Case ——

+ 114 @ Ereadboard New GUI —

+ 115 @ code and Test New GUI ———
1.2 @ Built-in XML compatibility ]
1.3 o Excel based report generation
1.4 O Phase 1 software completed
15 O SOL Sarver and ASP.Net deployment
1.6 O Issue Log and Issue Management
T 77 O Risk Management
1.8 o Product Release

Status LED's show reported Project Status, from Completed (Black) to Exception (Red).

If you click on any of the LED's, the View window moves to the start of that activity. If you click on a +
or - symbol in the first column, it drills down to the next level, or rolls up lower levels.

Hover above any Description or Item in the timeline, and a tooltip appears giving more information. Click
on any bar or Progress Icon and you will be taken to an Edit page which gives more information, e.g.
clicking on the Gantt bar for 1.1.2 - Investigate Drill Down Options takes you to:

p T S Project | Deliverables | Tasks | Actions | |
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Project 01-Mar-05 PTSWeb Development 01-Jul-05

Deliverable  01-Mar-05 Mew GUI using Use Cases and Gantt charts 30-Mar-05

Task Investigate Drill Down Options

Tasks
1.1.1:Breadboard different 'Gantt’ aptions

1.1.2:Investigate Drill Down Optians
1.1.3:Create PTSWeb Use Case

1.1.4:Breadboard New GUI Start Date FlDate adjust End Date
1.1.5:Code and Test New GUI
DRSS 17-Mar-05
Owner Jim Brotton h
WwWBS |2 Status @ On Track v
Dependency
Breadboard different 'Gantt' options<01-Mar-05=<09-Mar-05= v

which lists all the Tasks for that Deliverable. This is a typical Edit screen, with the exception of the De-
pendency info.

If you choose to make a Task Dependent on another, it will Auto adjust its dates to match the end of the
other Tasks. It does not do this automatically, you have to go to Edit -> OK if all the dates need chang-

ing. which lists all the Tasks for that Deliverable.
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Admin

Each Portfolio is configured to have a maximum number of Users - those who can Log On with a distinct
Identity. It can have any number of Contacts.

Manage Contacts - In order to Manage the Contacts, the logged on user must be an Administrator.

prcrjccl. I ool S et

Select Contact PTSWab Guest v/ FirstName  |PTSWeb |

Jirn Brotton

h Guest SurName |Guest |

Title | |

Gompany | |

email | |

Phone | |

Mobile | |

Each Contact can have a variety of related information recorded about them.

Manage Teams - In order to Manage the Teams, the logged on user must be an Administrator, or if
Project Admin is installed they must have Project Admin rights. Each Contact can have a variety of
related information recorded about them.
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Process Level Implement +

Project

To manage a Team, the Project must be first selected. To manage a Team, the Project must be first
selected.

Team members can then be added from the Contacts list.
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Project Team
Team Contacts Mone Selected b
Jimn Brotton Mone Selected
PTSWeb Guast Jirm Brotton

eb Guest




Manage Users - In order to edit Multi Users, the User must be an Administrator.

prulcct I ool s et MultiUsers

[ Project Admin Levels
Select Multiuser guest v User Name |Q'—|ESt
MNone

Euest Password |demupassw0rd

Contact

Here the maximum number of Users has been reached so the Add button is disabled.

prUJch I ool s et MultiUsers

[ Project Admin Levels
Select MultiUser | guest w User Name |gLIEST
Password |dem0passwurd

[CIproject Creator

] Administrator

Contact PTSWeb Guest

Mane

Each Multi User is mapped to a Contact, so Contacts can have multiple Log In's (Aliases) if required.

If the User has Project Admin rights the Project Admin button is enabled. Select a MultiUser then click
Project Admin Levels.
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Project |F'TSWeh Development

[ OK ] [Cancel]

Project Admin Level Full Admin »

Task aAdmin Level Full Admin

Action Admin Level Full Admin »
Progress Admin Lewvel Full Admin »
Mane
Yiew Only
Edit Onl

|

Admin levels can be set for each MultiUser.

None means the user can not see the item.
View Only just enables view functionality.

Edit permits items to be changed,

Full Admin enables items to be Added/Deleted.



