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Introduction

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

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

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

The scope of this document is to provide the necessary instructions for a user to make use of the
Workbook feature in Primavera Portfolios. Sometimes called “Project Lite’, it allows the view to
gain a quick understanding of the state of the project at a high level. This facilitates portfolio level
decision making with regards to the outside world and changing priorities.
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Setting the Scorecard and Item

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

b

wmﬁﬁrm‘l [\ ST L o P\

Now that the Workbook module is the focus of our attention, we will go through the steps
necessary to select a Scorecard for viewing purposes. This Scorecard view is slightly
different in there will only be a single item displayed. The information displayed will be
relative the Primavera Portfolios Item/Project currently in focus. To choose a Scorecard
please click the ™ button as shown below

g

[_SG@ v | o worisook [ STTTS [{Se@ G e i | N i) (e

Scorecard: | ] My Scorecard Mame ’

Next you will see a window allowing you to navigate to our agencies folder and locate
the Scorecard you wish to view. To continue with our previous example, we have chosen
the “My Scorecard Name” Scorecard as shown below.

2l Select a Scorecard - Microsoft Internet Explorer

= tredst
1 agency Prioritization Scorecard

] RTIP IO Recommended Major IT Project Priorities

] Manage ITIE Project Information - Investment Approval Stakus
9 Investment &pproval Skatus - displays Last Approval Dake

=01 Commonwealth - CTP
|:] Bgency Approvals
--E] Approval Skakus Review -Who has Approved?
E||:] Commonwealth Agency Scorecards
' ElE] 154 Secretary of Technology (SOTEC)
E||:] 136 Yirginia Infarmation Technologies Agency (WYITA)

----- 1 My Scorecard Mame

: LT tredst

--E] ProSight Change Control Request

-3 Reparts

B[ User Scorecards (For system use)

- Cost Yariance Mainkenance -
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We’ve made our selection, but there is another way to locate the desired Scorecard. You
can search for it by giving a pattern for which to look for, to accomplish this click on the

tab as shown below.

A Select a Scorecard - Microsoft Internet Explorer

1 kredst
1 #gency Prioritization Scorecard

1 RTIP CI2 Recommended Major IT Project Priorities

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

Search

Search complete, Mo resulks to display
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Now type the name of the Scorecard you wish to locate. In our example we entered “My
Scorecard” and clicked the “* button as shown below.

<} Select a Scorecard - Microsoft Internet Explorer

B9 tredst

1 agency Prioritization Scorecard

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

|m1~; Scorecard

Search complete, Mo resulks to display

The results of the search are returned to us and we can select the desired Scorecard. In

our case we selected the “My Scorecard Name” Scorecard.

2l Select a Scorecard - Microsoft Internet Explorer : E|E|
] tredst

1 agency Prioritization Scorecard

] RTIP €10 Recommended Major IT Praject Priorities
1 Manage ITIE Project Information - Investment Approsval Skatus
B9 Irvestment Approval Status - displays Last Approval Date

|m1~; Scarecard

Search results;

B My Scarecard Mame
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No matter which method you use you should have the ‘My Scorecard Name” Scorecard
displayed in front of you. Now we have to select the data we wish to see. This is
accomplished by selecting the Primavera Portfolios item we want to review. The next
series of steps will walk us through the selection process.

To Select an Item click the "™ button as shown below

Itemn: @ alert test 1 ©

g

Next you will see a window allowing you to select the Primavera Portfolios item you
wish to see. For the example below we have chosen the “alert test 1” project.

2l Select an Item or Portfolio - Microsoft Internet Explorer

136 WITA Projects —
E-forms

YWITA Internal Dashboard Projeck

zz Project Approval Alert Test - 2

zz kest test

Commonwealth - CTP

Bk Commonwealth Portfolios
-- 166 Secretary of the Commonwealth (S0C)
-- 150 Secretary of Adminiskration (308)
-- 153 Secretary of Matural Resources (SMR)
=8 154 Secretary of Technology (SOTEC)

El 136 Wirginia Information Technologies Agency (WITA)
. E- 136 VITAEA

--i 136 YITA Procurernents

E-El 136 VITA Projects

@ alert tesk 1

----- @ Alerk Test 2 -
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Life Cycle Tab

To assign a life cycle navigate to the Life Cycle tab and click the [ assionLife Cycle
button as shown below.

N SGrarn ] \o> worksook [\ i Ll oe T e LA ) R

Scorecard: | ] My Scorecard Mame

Scorecard | Ttem | Collaborate | Wiew | User | Setup | Help

Est Expend General Column Name Project - Proponent Secret:
Fund - Znd Bien

1 .. alert test 1 . =i — 184 Secretary of Technology

STATUS ACTION ITEMS LIFE C¥CLE | DELIYERAE

Mo life cycle is assigned to this item. @ssign Life c@

1. Click the Assign Life Cyele buttan to the right.
2. Inthe dialog that opens, select 2 predefined life cycle.
3. After confirming, the life cycle will be displayved in this view,
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Next you will see the window below. Use the = button to select a life cycle as shown
below.

2l Life Cycle for alert test 1 - Mi... : __ :

LIFE CYCLE

Azsign a life oycle:

/\
Life Cyle: =5elect a Life Cycle= @)
Fhazes
Description

(] ] [ Cancel

Now you can select the desired life cycle, for this example we have chosen the ‘Major
Project’ life cycle

2} Select a Life Cycle - Microsoft ... |:| |E| |E|

-3 Commonwealth - CTP

'C'.- Major Projeck

i 'C'.- Mon-Major Project

F-C3 Devl3212007 (removed)

--[] Idzer Life Cyeles (for system use)
#-C0 zz - Archive
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Once you have made your selection the individual phases will be displayed as in the
example below.

2l Life Cycle for alert test 1 - Mi... |:|_
LIFE CYCLE

Az=ign a life oycle:

Life Cyrle: |':L Major Project j

Fhases of Major Froject:

Control Jnitiation (Major Projects); Control § Planning,
Control § Execution; Contral § Clozeout (Major Projects)

Description of Major Project:

(]34 ] [ Cancel

Click on the button to apply the chosen life cycle

@D Cancel ]
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The figure below shows the cumulative affect of our efforts thus far. We’ve chosen a life
cycle, and the Phase section has populated accordingly. Now, if you double click on the
phase title, as shown below a new window will appear allowing you to enter performance
metrics relative to the individual phases.

B o | ' workeook [ SHTTI [ (eS| YR [

Scorecard: | My Seorerard Home > Tem: @ dlerttest!

Scorecard | Item | Collaborate | Wiew | User | Setup | Help

Est Expend General ~ ColumnMName  Project - Proponent Secretary
Fund - Znd Bien
1 @ alert test 1 - — 184 Secretary of Technology
STATUS ACTION ITEMS LIFE CYCLE DELIVERABLES DEPENDENCIES LINKS CONTACTS

Life Cytle: Major Project

v Phase v % Edit
Contral { Initiation {Mai. ..
Contral { Planning R
Legend |
Contral | Execution fciiss
Forecast
Actual
Contral { Closeout (Maj. .. Al
Mnagr: Administrator, Syst... Ape 5, 2003 No End Date
& | R
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Use this window to apply performance metrics to the individual project phases as
required.

2l Life Cycle Phases of alert test 1 - Microsoft Internet Explorer

LIFE CYCLE PHASES

Select a phasze to view or edit itz properties:

Control / Initiation (... Zontrol | Planning Zontrol | Execution Control | Closeout (Maj...

&
Status: | Mot Started  ~ | % Completed: | vI Health: Ovr O<¢ O & MNone

Flanned Forecast Artual

Start: I 117212009 'JEJI Start: I 115452009 'JEJI Start: I 111352009 'JEJI Late: 1 day
End: |11IEIIEEIEIEI 'JEJI End: |11I11IEEIEIEI 'JEJI End: |11I1 02009 'JEJI Late: 1 day

Drake Formats mydfyessy

Deliverables:
v Deliverable Owner Link Due Date Penny. .. |
| Commonwealth Balanced Sco... Administrator, Sys, . Moy 6, 2009 |
Prefiminary Risk Assessment Administratar, Swvs... Eulit...
Project Charter Administrakor, Svs..,
Project Proposal Adminiskrakor, Sys,., Remaye

Description of Commaomwealth Balanced Scarecard:
Mo description

[] Email alertwhen this phase is madified Edfit &ert...

;

Ol ][ Cancel ]
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This figure is focused on the Centrol/Planning tah, There are tabs for each phase, all with
similar information to be filled in. Also, the deliverables associated with each phase

appear in this window. Obviously the deliverables change as you navigate through the
tabs/phases.

2l Life Cycle Phases of alert test 1 - Microsoft Internet Explorer

Select a phasze to view or edit itz properties:

Zontrol | Initiation (Maj. .. Control / Planning Zontrol | Execution Control | Closeout (Maj...

&

Status: | Mot Started  +| % Completed: v Health: O+ O<¢ O @ MNone

Flanned Forecast Artual

Start: [11M0/2009 & Start: | Start: El
End: 1162009 A End: | End: El

Drake Formats mydfyessy

Deliverables:
v Deliverable Owner Link Due Date Penny. ..
Budaget Plan Administrakor, Svs,., S
Change and Configuration 1., Administratar, Svs,.. Eulit...
Zommunications Plan Administrakor, Svs..,
Procurement Plan Adminiskrakor, Sys,., - Remove

Description of Commaomwealth Balanced Scarecard:

Mo description

[] Email alertwhen this phase is madified

;

(0] 4 ] [ Cancel

Click on the button to apply the performance metrics

[ 814 ]D Cancel ]
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If we revisit the parent window, we now see the associated time lines for each phase.
Since the initiation phase is the current phase we have more information available to us.
As such all three timelines; planned, forecast, and actual appear in the chart.

T G | o worksook [ 2SI [ (et [ \CA ) R

" Item: | @ alerttest 1

Scorecard: | B My Scorecard Name

ew | User | Setup | Help

Est Enpend General  ColumnMame  Project - Proponent Secretary
Fund - 2nd Bien

1 @ alert test 1 = — 184 Secretary of Technology

STATUS ACTION ITEMS LIFE CYCLE DELIVERABLES DEPENDENCIES LINKS CONTACTS

Life Cycle: Major Project

v Phase e %o Nov 2, 2009 - Nov 30, 2009

Control { Initiation (Maj ..
Moy 10 ___MNov 1

Contrl | Plarning

Control { Execution

Control | Closeaut (Maj...

Mnar: Administrator, Syst... Mov 2, 2009 Mo End Date

o[

Page 15



Deliverables Tab

This tab will display all the deliverables for the project. It also provides a quick reference
for each deliverable; priority, due date, and whether it’s mandatory, the latter being noted
by an asterisk in the second column. To modify information specific to a particular

deliverable, highlight the desired deliverable and click on the ﬂ button as shown
below.

»

Scorecard: E My Scorecarél Marne o Iter: @ alerttest 1

Est Expend General Column Name  Project - Proponent Secretary
Fund - 2nd Bien
1 @ alert test 1 - — 184 Secretary of Technology
STATUS ACTION ITEMS LIFECYCLE DELIYERABLES DEPENDENCIES LINKS CONTACTS
v * | Deliverable Ovmer Phase Phase Status Link Due Date Eclit
*  Commonwealth Balanced Scorecard  Administratar, System iZonkral f Initistion (Major Prajects) Mot Started Mo 6, 2009 —
*  preliminary Risk Assessment Administrator, System Contral [ Initiation (Major Projects) Mok Started
*  Project Charter Administrator, Syskem onkral { Initiation (Major Projects) Mot Skarted
*  Project Proposal Administrator, Syskem Conkral { Initiation (Major Projects) Mot Skarted
*  Budget Plan administrator, System Contral { Planning Mot Started
Change and Configuration Mana...  Administratar, System Conkral { Planning Mot Started
Communications Plan Administrator, System  Control | Planning Hot Started
Procurement Plan Administrator, Syskemm Conkral { Planning Mot Started -
Description of Commaonwealth Balanced Scorecard
Mo description
Mngr: Administrator, Syst... Novz, zo03 Mav 30, 2009 -

£

|
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This window will allow you assign a due date and, once completed, a link to the

completed document. To upload a document click on the _ Uplead. | yytton as shown
below.

2l Deliverable - Microsoft Internet Explorer

DELIVERABLE

GEMERAL SECURITY
] Campleted Mandatary
Marme: |Cummnnwealth Balanced Scorecard |
FPhase: Contral § Initiation (Major Projects)
el | Administrator, System j
Approver: | j
Due Date: 11762008 B]  Date format: mydfyeeey
Lirk: |httpa:IIctp.teat.vita.virginia.gnvIPrDBightleRIgd.asp|

@ Du:u:uments...| Brovwze... |

Description:

[] Alertwhen deliverable createdimodified Edit &lert...

[ Ok H Cancel ]
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In this example we are going to upload the “Alert Test 1 — Deliverable.txt” file. To
facilitate this activity please click on the button and navigate to the desired
file. Please note the file browser portion is the same as if you were looking for a

document in Windows.

2 Document - alert test 1 - Microsoft Internet Explorer |:||: [El

UPLOAD DOCUMENT

GEMER-AL SECURITY

IUpload a document For the ikem ‘alert tesk 1%

Specify the location of the document wou wank to
upload:

Lacation: (CiData\Mlert Test 1 - Deliverablett ([ Browse... |

Flace a link in the ikem's links lisk.

Crwiner: 136AITRN1, 136 [ |

Description:

0] 24 ] [ Cancel

Click on the button to apply the deliverable modifications.

[ 014 ]]) Cancel ]
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The window below shows the cumulative impacts of uploading a document. Please note
the URL in the “Link” column.

Est Expend General  ColumnName  Project - Proponent Secretary
Fund - 2nd Bien

1 @ alerttest1 =

— 184 Secretary of Technology

Iterm: @ alert best 1

STATUS ACTION ITEMS LIFE CYCLE DELIVERABLES DEPENDENCIES LINKS CONTACTS
v  * Deliverable . Dwner Phase Phase Status Link Due DAate Exit
*  Commonwealth Balanced Scarecard  Administrator, Swskerm Conkral { Initiation {Major Projects) Mot Started htkps://ctp best, vita.virginia.gav...| Mow 6, 2009 :‘ =
*  Prefiminary Risk Assessment Administratar, System  Control { Initiation {Major Projects) Mot Started ‘ _ prese |
*  Project Charter Adrinistrator, Syskemm Zonkral { Initiation (Majar Projecks) Mot Started =l
*  Project Proposal Administrator, System Control [ Initiation (Major Projects) Mot Started
*  Budget Plan Administrator, System onkrol { Planning Mot Started
Change and Configuration Mana...  Administrator, Swskenm Conkral { Planning Mot Started
Communications Plan Administrator, System  Control { Planning Mot Skarbed
Procurement Plan Adrinistrator, Swskern Conkral { Planning Mot Started 17;
Description of Comranwealth Balanced Scorecard
Mo cescription
Mngr: Administrator, Syst... Mow 2, 2003 —  Mow 30, 2009 v
< Tl | =
& =] 2 @ Trustedsites
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Links Tab

This tab will display all document links associated with the Primavera Portfolios item.
The window below displays the contents of the link tab. Please note the document we
just uploaded is also shown. To continue with our example, we will upload two
additional documents in two different examples. To get started please click on the

% button as shown below.

BT T | o workeook [\ I [ Sa B Gt A )

Scorecard MMy Scorecard Name i Ttern: | @ alert test 1

Scorecard | Item | Collaborate | View | User | Sef

Est Expend General Column Name Project - Proponent Secretary
Fund - Zznd Bien

1 @ alerttest 1 | — = 184 Secretary of Technology

STATUS ACTION ITEMS LIFE CYCLE DELIVERABLES DEPENDENCIES LINKS | CONTACTS
Name = Link size Dwner Uploaded
D Alert Test 1 - Deliverable txt https:/fckp test.vita, virginia. gov/ProSight/IDR/gd. aspx7docld=1796 1KB 138AITRN1, 136 Mav 4, 2009 7:46 PM

d
Remave
Upload....

Description of Alert Test 1 - Deliverable td"

Mrar: Administrator. Svst... Mov 2. 2009 Maw 30,2009

-
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This window will allow you to name and upload a document. To upload a document
click on the 4”“'“3“"- button as shown below.

2 New Link - Microsoft Internet Explorer

LINK
specify a link to & web site or to an uploaded document:
Marme: | |
Link: —— |

( pload. . )Dl:u:uments... Browse... |
Owner: | 126AITRA1, 136 =l
Description:

[ Ok ] [ Cancel
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In this example we are going to upload the “Alert Test 2 — Deliverable.txt” file. To
facilitate this activity please click on the button and navigate to the desired

file.

2 Document - alert test 1 - Microsoft Internet Explorer

UPLOAD DOCUMENT

GEMERAL SECURITY

IUpload a document For the ikem ‘alert besk 1'

Specify the location of the document wou wank to

upload:
Location: CDatawalert Test 2 - Deliverabletd \_ | Browse.

Qner 136AITRN1, 136 |

Description:

(] 4 ] [ Cancel

Click on the button to apply the modifications.

[ 014 ]]) Cancel ]
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In our example we have named our uploaded document ‘Document #2” and the URL link
has been documented.

2 New Link - Microsoft Internet Explorer

LIMK

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

Mame: |Dncument#2 |
Lirk: |https:ﬂctp.test.vita.virginia.gcle'rnSightflDHIgd.aspx?dncﬂ

pload. .. Documents. .. Browse.. |
Owner. | 13BAITRN1, 136 =
Description:

[ Ok ] [ Cancel

Click on the button to apply the modifications.

@D Cancel ]
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Item: . -a.\er:t tesEl

Your can also insert a link to a document on another server. This is advantageous if your
facility makes use of SharePoint. Please click the w button as shown below.

Setup | Help
Est Expend General  ColumnName  Project - Proponent Secretary |
. Fund - 2nd Bien .
1 @ alert test 1 = — 184 Secretary of Technology
STATUS ACTION TTEMS LIFE CYCLE DELTYERABLES DEPENDENCIES LINKS
73
Link Size Owner Uploaded
https:ffckp.test. vita virginia.gow/ProSight/IDR/gd. aspxidocld=1796 1KE 136AITRAL, 136 Mo 4, 2009 7:46
hitps: fctp.test vita, virginia.gow/ProSight/IDR fgd, aspi?docId=1797 1KB 136AITRN1, 136 Moy 4, 2009 8:01 PM
Remaye
Uplozd...

Name
[E1 alert Test 1 - Deliverable txt

| Documert #2

= Mov 30,2009

_Description of Docurment#3

Mnar; Administrator. Svst Moy 2, 2003
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You will then be presented with the window below. As you can see we’ve given the
document a name and are about to apply the link.

2 New Link - Microsoft Internet Explorer

LIMK

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

Mame: |Dncument#3 |
Link: | |

Il .. Documents. .. Brovese.. |
Owner. | 13BAITRN1, 136 =
Description:

[ Ok ] [ Cancel
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At this point you can access SharePoint and navigate to the document in question. Once
you have opened the document, highlight the URL, and copy it to the Windows paste

buffer.

e | http:/Anww. vita. virginia.goviuploadedFiles/Oversight/AITR_MyProcesses. pdf - Microsoft Internet Explorer

Fle Edt GoTo Favortes Help

v‘Go

Links

Contents

Process Flow Diagrams
Strategic Planning Process (Pre-Select and Select)................ooooiiiiii I
Control — Project Intiation .........ocovuvivvreiinnniinennnns
Control — Project Planning .....................

Control — Project Execution and Control

Process 1. IT Strategic Planning (ITSP) (Pre-Select and Select) Phase:..................3

Sub-Process 1.1 Create or Update and Submiit 8 New Project: .........ocoooiiiiiicieiee e
Sub-Process 1.2. Create or Update and Submit a New Procurement Business Alignment And

Sub-Process 1.4. Set Budget Appropriation / Funding Status ...
Sub-Process 1.5. Set Priorities for Major / Non Major Projects
Sub-Process 1.6. Review and Print AppendiX — A ..o

Sub-Process 1.7 Certify Agency Major Projects and IT Strategic Plans...........ccoooooveeveeenne.. 11

>

Unknown Zone
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Once you have the URL link in the copy/paste buffer you can then paste (ctrl + V) into
the Link field as in the example below.

2l Edit Link - Microsoft Internet Explorer

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

Mame: |Dncument#3 |
Lirk: |hﬂp:!ﬁﬁw.vita.uirginia.gnwuplnadedFilesIOversighﬂAlTRJ

pload. .. Documents. .. Browse.. |
e | 136AITRA1, 136 =l
Description:

[ Ok H Cancel ]

The draw back to this approach is the lack of date upload traceability/audit ability. But it
does allow for the usage of different assets for document management. And those assets
could be used to provide the any needed traceability /audit ability.

Click on the button to apply the modifications.

[ (8] 4 ”) Cancel ]
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This figure shows the parent window after the above sequence of events has been
completed. Please note the addition of “Document #2” and “Document #3” to the list.

Mnar: Administrator. Svst...

#d | Item |

Est Expend General
__ Fund - Znd Bien

E .. alert test 1 =]

STATUS ACTION ITEMS

=
Name

| lert Test 1 - Deliverabl.txt
B Document #2
"3 Document #3

Description

Mow 2,2009 -

Ttem: | @ dlert test 1

Column Name ' Project - Proponent Secretary

- .184 Secretary of Technology

LIFE CYCLE DELIYERABLES DEPENDENCIES

Link

httpsiffctp kest vita, virginia.gov/ProSight/IDR fad. aspx?docld=17%6
https:fjctp.kest vita, virginia. govw/PraSight /DR fod. asps?docld=1797

htkpe:f funsns. vica. virginia, goviuploadedFiles fOversight/AITR_MyProcesses pdf

Size
LKB
1KB

Owner
136AITRNL, 136
138AITRNT, 136

Administrator, Sys.

LINKS

Uploaded
Mo 4, 2009 7:45 PM
Mo 4, 2009 8:01 PM

CONTACTS
et
Edlit
Remove
Upload

Maov 20, 2003
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Action Items Tab

The figure below shows the Action Items table before we enter any information. For this

exercise, we are going to enter an action item, please select the M button as
shown below.

D eP—— e T
U ETEar | o woRKBoOK [\ €SE T (et b | e

Scarecard: E Wy Scarecard Mame ¥ Item: . alert test 1

Scorecard | Ttem | Collaborate | View | User | Setup | Help

| Est Expend General Column Name Project - Proponent Secretary
Fund - 2nd Bien |

ml @ alert test 1 | - — 184 Secretary of Technology

STATUS ACTION ITEMS LIFE CYCLE DELIVERABLES DEPENDENCIES LINKS CONTACTS
g - - = B
v | Action Owner Link Due Date’ e

Remave

Description

Mnar: Administrator, Syst... Moy 2,203 - = B © Mow 30, 2003

|A
[E3
& |
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Next you will see the Primavera Portfolios wizard used to maintain the individual actions
items. In the figure below we’ve entered a; Name, Start date, End date, and status (i.e.
Completed) for the action item.

2 Action Item - Microsoft Internet Explorer

ACTION ITEM

GEMERAL SECURITY

Completed

Marrie: |Acti|:|n Iterm #1 |
Owener: | 136AITRA1, 136 El
Approver: | 1364ITRN1, 136 =
Start Date: Im Due Date: Im
Link: it |
Description: First action lterm

[ Alertwhen action iter created/modified Edit tlert...

[ Ol H Cancel ]

Click on the button to apply the Action Item modifications.

@D Cancel ]
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|

The figure below displays the cumulative affects of two action items that have been
entered into the system. Please note one is past due and is highlighted in red.

Ttem: . alert test 1

Est Expend General

Column Name
Fund - 2nd Bien

Project - Proponent Secretary
1 @ alerttest 1 =

— 184 Secratary of Technology

STATUS ACTION ITEMS LIFE CYCLE DELIVERABLES DEPENDENCIES LINKS CONTACTS
v | Action Owner Link Due Date | Hewr.
v Action Tkem #1 136AITRA, 136 Mo 4, 2009 7
Eciit...
\ Action item #2 136AITRN1, 136 Nov 3, 2009

Remaye

Diescription of Action item #2
| &ction trem #2

Mnar: Administrator, Syst.. Mo 2, 2008 -

. © Moy 30, 2009
il
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Status Tab

The figure below shows the cumulative efforts thus far. It is meant to provide a quick
quantitative overview the project. Please note the ‘All Phases Deliverables’ line as it
shows all 18 deliverables. Also, please note the ‘Action Items’ line, if you remember we
created two action items, their status is shown at a summary level. All other lines have a

similar intent.

B i | o worksoox [N SRRIT [ (e i | e o)

Scorecard: | = My Scorecara Marme *: Itern: | @ alert test 1

Scorecard | Item | Collsborate | View | User | Setup | Help

Est Expend General Column Name Project - Proponent Secretary
Fund - 2nd Bien

|1 @ alerttest 1 -

— 184 Secretary of Technology

STATUS ACTION ITEMS LIFE CYCLE DELIVERABLES DEPENDENCIES LINKS CONTACTS
Total Overdue Done
Updates: a 0 All Requested updates in ‘alert test 1
My Updates: a 0 Updates requested From user '136AITRAL, 136"
Action ltems 2 1 1 Action Ttems in ‘alert test 1*
All Phases' Deliverahles: 18 0 1} Deliverables defined For life cycle Major Project”

Current Phase Deliverables (Mo current phase defined)

Mow 30, 2009

Mngr: Administrator, Syst.., Mov 2, 2009

|~
|3

| |
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Dependencies Tab

A dependency is a relationship where one Primavera Portfolios item (project or
procurement) may ‘Depend On’ or “‘Support” another Primavera Portfolios item. For this
example we will create a procurement that is justified because it is needed for a project.
In this example the project ‘Depends On’ the procurement, and the procurement
‘Supports’ the project.

. . Direction: | O d
Please note this project currently has no ‘Depends On’ ( i il

relationships. To add a dependency, please click on the M button as shown below.

B ST | \B worksoox [ ST [ (Se i o [\ ) S

Seorecard: | My Scorecard Name *|  Ttem: @ alerbtesti
Scorecard | Item | Collsborate | View | User | Setup | Help
Est Expend General Column Mame  Project - Proponent Secretary
Fund - 2nd Bien
1 @ alert test 1 - — 184 Secretary of Technology
STATUS ACTION ITEMS LIFE CYCLE DELIVERABLES DEPENDENCIES LINKS CONTACTS
Direction: | Depends on b Type: | all @
Item Name Type Weight Cost w2 Description Project - APR Project - Planned d
Planned Start Procurement Completion Date =
Remove
Annotation:
Mngr: Administrator, Syst... Nov 2, 2009 Moy 30, 2009 |
v
& >
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Now we are going to search for a iarticular procurement to support this project. To
accomplish this click on the button as shown below.

) Add items to the dependencies list -- Web Page Dialog

ITEMS

Select ikems to add to the dependencies list:

Al \"
L
=l ornrmonwealth - CTP

1, PMD
2, CIo
3, ITIE
Commonwiealth Portfolios
Commonwealth Query Based Portfolios

— 1
I
I
I
I
I
- +-@@) Partfalios Far Reparting
— 1
=y
=

|‘"|

Commonwealth - PP & 4

Syskem Portfolios

dser Ikems and Portfolios (For system use)
B ZZ7 Adrinistratar Srchive

+-i zzJim

I Bl zzJimi

[ O ] [ Cancel
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In this example we will be looking for the procurement “Alert Test 1 — Procurement”. To

accomplish this please enter the pattern “alert test 1” in the text box and click the - |
button as shown below.

2 Add items to the dependencies list -- Web Page Dialog

ITEMS

Select ikems to add to the dependencies list:

Search

alerttest 1 Clal )

Search complete, Mo results o display

[ O ] [ Cancel
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The result of the search action is a list of possibilities that match the pattern provided.
Please note one is grayed out, this is the project we are currently working on, the
highlighted, or black text, is the entry we are looking for.

2 Add items to the dependencies list -- Web Page Dialog

ITEMS

Select ikems to add to the dependencies list:
Search

alerttest 1 | &

Search resulks;

& Alerk Tesk 1 - Procurement

[ O ] [ Cancel

Click on the button to apply the Action Item modifications.

[ )4 ]D Cancel ]
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Please note, the figure below shows the cumulative affects of these actions with the
addition of the highlighted dependency to the list.

B T LG | o workeook [ 80T e v [ N2 ot R

Scorecard: | [ My Scorecard Name > Item: | @ alert test 1

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

Est Expend General Column Name Project - Proponent Secretary
. Fund - 2nd Bien |
1 @ alerttest 1 - — 184 Secretary of Technalogy
STATUS ACTION ITEMS LIFE CYCLE DELIVERABLES DEPENDENCIES ‘ LINKS CONTACTS
Direction: | Depends on = Type: | all -
Add
Ttem Name Type Weight Cost sz Description Project - APR Project - Planned Edit
Planned Start Procurement Completion Date
Remove
|1 @ Alert Test 1 - Procurement = v =)~ — i - =
Annatation of relation to ‘Alert Test 1 - Procurement’:
Mngr: Administrator, Syst.,. Moy 2, 2009 Mo 30, 2009 oy
£ >

That completes our example, but there is one other part we need to introduce. It is
possible to change the default dependency table format to one of your choosing. To
accomplish this you will need access to the Admin capability. A word of warning is
necessary; executing this change will change the default for all users. Please click on the
button as shown below.

B T LG | o workeook [\ 28T [=a® v | N2 it TR

Scorecard: | [ My Scorecard Name > Item: | @ alert test 1

rd | ltem | Colaborate | Yiew | User | Setup | Help

Est Expend General Column Name Project - Proponent Secretary
. Fund - 2nd Bien |
1 @ alerttest 1 - — 184 Secretary of Technalogy
STATUS ACTION ITEMS LIFE CYCLE DELIVERABLES DEPENDENCIES ‘ LINKS CONTACTS
Direction: | Depends on = Type: | all -
Add
Ttem Name Type Weight Cost sz Description Project - APR Project - Planned Edit

Planned Start Procurement Completion Date

[1 @ Alert Test 1 - Procurement = = ) ) o - — — Femove

Annatation of relation to ‘Alert Test 1 - Procurement’:

Mngr: Administrator, Syst.,. Moy 2, 2009 Mo 30, 2009 oy
< ¥
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A new window will appear, please click on the DEFAULTS tah as shown below.

2 Admin - Microsoft Internet Explorer

ADMIN

STATUS REPORTS

PROPERTIES

Dependencies

First Quuarker Skarts on: Jul 1

General Options Edit...
User Marne Format:

Lask Mame, First Mame {Smith, John) - Workbook Dependencies List Eit...

Reports Header:
Branding Strip

Commonwesth Technology Par ... Edit...
ProSight: Custom Edit....
Mazx Search Resulks:
1,000 Eddit_ Propose; Defaulk Edit....
Investor Module: Horizontal Functions
Bucket Indication Threshald Treat null walues as zeros

Surnd -20%-10%:; 10%:, 20%:;

Regional Options
Balance: -20%;-10%; 10%:;20%:;

Supported Locales

Ediit... English {United Kingdaom) Y
) English {United States)
[ ] Show partfalios as bubbles French (Canada) - Edit

Close
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Please click on the M button as shown below.

2 Admin - Microsoft Internet Explorer

ADMIN
STATUS PROPERTIES DEFAULTS REPORTS ALCCESS
First Quuarker Skarts on: Jul 1 Dependencies

General Options
User Marne Format:

Lask Mame, First Mame {Smith, John) - Workbook Dependencies List

Reports Header:

Branding Strip

Commonwesth Technology Par ... Edit...
ProSight: Custom
Mazx Search Resulks:

clit .
=

Edlit...

Edlit...

Propose; Defaulk

1,000 Edlit...
Investor Module: Horizontal Functions
Bucket Indication Threshald Treat null walues as zeros

Surnd -20%-10%:; 10%:, 20%:;
Balance: -20%;-10%; 10%:;20%:;

Regional Options

Supported Locales

Ediit... English {United Kingdaom) Y
) English {United States)
[ ] Show partfalios as bubbles French (Canada) - Edit

Close
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The next window you will see defines the attributes of the dependencies tab. The focus
of this example is replacement of the table (i.e. Scorecard) used to display dependencies.

This is accomplished by selecting the [ button as shown below.

2 Workbook Dependencies List - Microsoft Internet... |:||: [E|

WORKBOOK DEPENDEMCIES LIST

Zet the propetties of the Woarkbook's Dependencies tak:

Displayed Elements

Type column Annotation column
YWaight calumn Annotation box
Cost column Buttons

Item Properties
From Scorecard:

| = Wiorkhaok ltem Praperties

Drill-down

Label:  |Dependencies

Linksto: & warkbook

QO Form: | <Selecta Farms= =l
Takb: | <Select a Tab» =l
oK ][ Cancel ]
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Now you can select the Scorecard you wish to use as opposed to the default. For this
example we chose £ My Scarecard Mame | as shown below.

2l Select a Scorecard - Microsoft In... |:||E|E|
F

<Mew Scorecard:

| = My scorecard Mame
== Baseline Repe

Search

E|.__| Commonwealth - CTP

B3 Ad Hoo Snalysis

--.__j Admin Feporks

--.__j fgency Approvals

--.__j Approval Status Review -who has Approved?
F-C1 CAO Scorecards

--.__j Commonwealth Agency Scorecards

--.__j Commonwealth IT Solutions Committes (CITS)
--.__j Manage ITIE Reparting

--.__j PMD Approtals

-0 PMD RTIP Ranking

--.__j PMC Scorecards -
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You probably noticed other selections and options are available. In this example we
made a few those selections, please make selections as you see fit. Some
experimentation will probably be necessary before you find a combination you are
comfortable with. But be warned, all users will be forced to use the selections you have
made.

WORKBOOK DEPEMDEMCIES LIST

et the properties of the Workbook's Dependencies tak:

Displayed Elements

[ ] Tvpe column [ ] Annatation calumn
[ ] Wweight calumn [ ] Annaotation baox
[] Costcolumn Buttons

Item Properties
From Scorecard:
| My Scorecard Mame =|  Edt..

Drill-down

Label:  |Dependencies

Linksto: & warkhook
) Form: | =Select a Form= ﬂ

Tak: |~:Select a Tab= j

Ok ” Cancel ]

Click on the button to apply the modification.

@D Cancel ]
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Click the button as shown below.

2 Admin - Microsoft Internet Explorer

ADMIN
STATUS PROPERTIES DEFAULTS REPORTS ALCCESS
First Quuarker Skarts on: Jul 1 Dependencies
General Options Edit...

User Marne Format:
Lask Mame, First Mame {Smith, John) - Workbook Dependencies List Eit...

Reports Header:

Commanwesth Technology Por.. Ediit... stiniling <Hay
ProSight: Custom Edit....

Mazx Search Resulks:

1,000 Eddit_ Propose; Defaulk Edit....
Investor Module: Horizontal Functions
Bucket Indication Threshald Treat null walues as zeros

Surnd -20%-10%:; 10%:, 20%:;

Hm = e Regional Options

Balance: -20%;-10%; 10%:;20%:;
Supported Locales

Ediit... English {United Kingdaom) Y
) English {United States)
[ ] Show partfalios as bubbles French (Canada) - Edit

Close
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The figure below is the cumulative affect of all the changes we’ve made in this section.
Please note the highlighted dependency because this is what we just added.

Setup | Admin

> Item: | @ alsrt test 1

Est Expend General Column Name Project - Proponent Secretary
. Fund - 2nd Bien L
1 @ alert test 1 - — 154 Secretary of Technalogy
STATUS ACTION ITEMS LIFE CYCLE DELIVERABLES DEPENDENCIES LINKS CONTACTS
Direction: | Depends an X Type: Al ¥
» Addd...
Item Name Est Expend  Column Name Project - Eclit
General Fund - Proponent
[1 @ Alert Test 1 - Procurement = — 184 Secretary of .. M
Mnar: Administrator. Swst... Mow 2, 2003 . L u Mo 30, 2009
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Contacts Tab

The purpose of the contacts tab is self explanatory. But the information stands alone as
you can not import information from MS Exchange or any other tool. You will have to
maintain the information independently from any other contacts repository.

B | o worksook [\ ST [ G | N o RS

Scorecard; | B My Scorecard Name: v Item: | @ alerttestt

Scorecard | Item | Collsborate | Miew | User | Setup | Help

Est Expend General Column Name Project - Proponent Secretary
Fund - 2nd Bien

1". aler‘t‘te‘st 1“ | - =] 184 Secretary U‘F.Tschnulugy

STATUS ACTION ITEMS LIFE CYCLE DELIVERABLES DEPENDENCIES LINKS CONTACTS
=
First Name Last Name Job Title Phone e-Mail New...
Exdit
Remove
Description:

Mngr: Administrator, Syst... Moy 2, 2009 Mow 30, 2009 v
¥

|~

To add a contact, click on the  tew. | button as shown below.

O T [ et | \o workeook [\ o T [ (e i o | N2 ot RIS

Scorecard: | My Scorecard Name x Ttem: | @ alert test 1

Storecard | Item | Collaborate | Yiew | User | Setup | Help

Est Expend General Column Name Project - Proponent Secretary
Fund - 2nd Bien

.1 . al.ert test l | - - 184 .Secre.t.ary of }éch‘no‘logy

—

STATUS ACTION ITEMS LIFE CYCLE DELIVERABLES DEPENDENCIES LINKS INTACTS
First Name = Last Name Job Title Phone e-Mail Mewy..
Remove
Description:
Mngr: Administrator, Syst... MNov 2, 2009 - Mo 30, 2009
2

&
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In this example we will be creating a new contact external to the current users defined in
Primavera Portfolios. As you can see, the & Mew Contact option is selected by default.

e
|

3 Add Contact - Microsoft Internet ... |- |
ADD CONTACT

Add an exizting uszer or create a newy contact:

() Mew Contact
() Existing User {Contact)
| 13BAHN1, 136 =l

[ )4 ][ Cancel ]

Click on the button to continue.

[ O ]]) Cancel ]
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Next we will provide the contact information as prompt in the window below.

23 New Contact - Microsoft Internet Explorer

CONTACT

Fill i the: follovwing information:

First Mame: | | Last Mame: | |
Job Title: | | Phone: | |
Zarmpary: | |

Department: | | Fax | |
Address: E-mail: | |
Description:

[ Ok ] [ Cancel
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The intent of this example is not to fill in all the contact information, only to give you an
introduction to the concepts. As you can see we have provided enough information in the
example below to allow us to view the end result.

23 New Contact - Microsoft Internet Explorer

COMTACT
Fill in the following information:
First Mame: |myﬂr5tname | Last Mame: |mﬁ_.flastname |
Job Title: | | Phone: 111-222-3333 |
Campany: | |
Department: | | Fam: | |
Address: E-rmail; | |
Description:

[ 0] H Cancel

Click on the button to apply the modification.

@D Cancel ]
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The figure below displays the cumulative affects of our efforts in this section. Please
note the highlighted entry as this is the new entry we just added.

e

NG [ JoEHE0A e | i

'“_ Item: . aler‘t tesEl

iew | User | Setup | Help

|1 @ alerttest 1

Est Enpend General — ColumnMame  Project - Proponent Secretary

Fund - Znd Bien .
= — 184 Secratary of Technology

STATUS ACTION ITEMS LIFE CYCLE DELIVERABLES DEPENDENCIES LINKS CONTACTS
First Name Last Name Job Title Phone e-Mail N
my First name my last name 111-252-3333 =
Remove
Description of my first name
Mnar: Administrator, Syst... Mow 2, 2003 - Mow 30, 2009
2| i S|

& |
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Wrap Up

It is our hope you found this introduction to Workbooks instructive and helpful. The
workbook module is sometimes know as ‘Project Lite” in that it gives you a quick
overview of the project with regards to; schedule, work effort expended, and work effort
still to go. It is our hope PMD will find the Workbook module very useful.
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