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Executive Summary

This document will walk the AITR 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, or placement of the various buttons, dropdowns, and links that are the
focus of our attention.

This document is divided into three sections corresponding to the IT Strategic Planning
phase, the Control Initialization phase, and the Control Execution phase. This will allow
the user to reference the various portions of the document during their normal work
activities.
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IT Strategic Planning

In the Pre-Select Phase the IT components of an agency’s business needs are identified,
analyzed, and documented. Potential technology solutions (investments) are also
identified and evaluated in light of Commonwealth and agency IT strategic plans, the
Enterprise Technology Architecture, and other standards. The Pre-Select Phase allows an
agency to begin the process of defining business objectives, associated costs, and
performance measures that result in making an investment case for meeting a business
need. The Pre-Select Phase activities need to be performed sequentially in order to
complete this phase successfully.

The purpose of the Select Phase is to decide which investments to pursue because they
best support an agency’s mission, strategic goals, and mandates, as well as Virginia’s
vision and long term objectives.

Sub-Process 1.1 Create or Update and Submit a New Project:
Complete the following steps to create a new project:

Step 1: Access the Project Business Alignment Form

Instructions to Access a Project Business Alignment Form

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

scorecarD!| | T rorms
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

¥ High Contrast Mode

v Zoom 100%
Foom 125%
Zoom 150%

|__—oor 2009 ———_|

[#  Show/Hide My ProSight |
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Access Project Business Alignment Form:
e In My ProSight section, click on the drop- box option for B. Role-Based

Processes:
€ https://

=t B. Role-Based Processes
l__| Agency Head Processes

\\\EI-#J ATTR Processes

. r Update and Submit M

1.2 Create or Update and Submit N

1.3 Review Approval Status Score (|

1.4 Set Budget Appropriation f Fun|

1.5 Set Priorities for Major  Mon Mz

1.6 Review and Print Appendix — A [—]
1.7 Certify Major Projects and IT 51| =

2.1 Initiate, Update and Submit - P|—]

3.1. Review - Project Status Repor|

3.2 Create, Update, and Submit Pre

-~ Business Sponsor Processes

-1 CAQ Processes

-1 CIO Processes

B3 PMD Processes

E|.__| IT Investment Management Analys| |
i =4 1,0 ITIM Analvst Role - Pre-Sell ¥

PEPRRERRE

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

/= Select a Folder - Windows Internet Explorer |Z||E|r5__(|

B0 CTP PMD Administration ol
B3 ITIM Processes
B3 1 FAQ's-({HowDol..7)
--.__| 2. Enhancement Descriptions

l__| 3. How to remove IE secure and non secure data warning pop up
".__| A, Commonwealth Technology Portfolio Management
EI".___l B. Role-Based Processes

._J Agency Head Processes
EIL__| AITR. Processes

i -3 1.1Create or Update and Submit Mew Project

[ 1.2 Create or Update and Submit Mew Procurements
=~ A 1.3 Review Approval Status Score Card

|

|

1.4 Set Budget Appropriation / Funding Status
1.5 Set Priorities for Major / Mon Major Projects
1.6 Review and Print Appendix — A

l

e You are now looking at the parent location for all the AITR related processes.
Scroll down and select the option as shown in the figure below.
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MY PROSIGHT £

= add  ~|Edt. |Options ~

[ AITR Processes | e |
Forward o

AGENCY IT RESOURCE (AITR)
Agency |T Resource {AITR) is
responsible for completion of the
following tasks:

1. IT Strategic Planning (ITSP )
(Pre-Select and Select) Phases:
In the Pre-S5elect Phase the |IT
components of an agency’s business
needs are identified, analyzed, and
documented. Potential technology
solutions (investments) are also
identified and evaluated in light of
Commonwealth and agency IT
strategic plans, the Enterprise
Technology Architecture, and other
standards. The Pre-Select Phase
allows an agency to begin the
process of defining business
objectives, associated costs, and
performance measures that result in
making an investrment case for
meeting a business nesd. The Pre-
Select Phase adlivities need to be
performed sequentially in order to
complete this phase sucoessfully.

The purpose of the Select Phase is
to decide which investments to
pursue because they best support an
agency’s mission, strategic goals,
and mandates, as well as Virginia's
vision and long term objectives.

Click on the following folders to steps
to complete the sub-process

{7 1.1 Create or Update and
Submit Mew Project

. n
Submit Mew Procurements

1.3 Review Approval Status
Scare Card

f7d 1.4 5et Budget
Appropriation / Funding Status

f7dl 1.5 Set Priorities for Major
Mon Major Projects

f7dl 1.6 Review and Print
Appendix — A

{7l 1.7 Certify Major Projects

v

e Once your display refreshes you will see the figure below, make the selection
as shown below and the Project Business Alignment Form will be displayed.
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MY PROSIGHT L
= add - | Edit... | Ontions

[ 1.1 Create or Update and Su.. | - |

Badk i

Create an Agency Portfolio
Inwvestment

Agency Portfolic Investment is a
category designation for investments
that do not qualify as
Commonwealth investments {major
of non-major projects or
procurements). It allows agencies to
manage their agency portfolio within
the Commonwealth Technology
Portfolic {CTP) by keeping the two
types of investments separate. If an
investment becomes a CTP
investment, this designatiocn nesds to
be changed. Follow the steps below,
but request PMD to set the
Investment Approval Status

to "Agency Portfolio Investrent™.

Sub-Process 1.1 Create or Update
and Submit a New Project:
Complete the following steps to
oreate 8 new project:

Step 2, 3 and 4 explain how to
oreate and save 3 new project

Step 2: Click on the “ & New ** |con in the upper right corner of the

screen N

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

& submic  Peset  [@7 New ~ % Sheling & Bg @

N\ y A
GENERAL INFORMAT... I | BUS. PROBLEM fﬂLlT| |ALIGNMENT TO GOALS‘ | SERVICE AREAS | ‘ EXTERMNAL FACTORS | | EBA \“ C{)LLABDM)N || APPLICATION
Ss———

e A blank Project Business Alignment Form will be displayed
o Verify the following (as shown in the figure below) before
updating the form:
e Form Name is “Project Business Alignment”
e [tem Name is “New Item”
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Form: |B Project Business Alignment

| View | User | S#tup | Help

Form | Item | Clipboard | Collaborate

¢ = 35 Speling

= @

—_—————— e
GENERAL INFORMAT... | | BUS. PROBLEM [ OUT.... | ‘ ALIGNMENT TO GOALS | ‘ SERVICE AREAS | ‘ EXTERNAL FACTORS | ‘ EBA | ‘ COLLABORATION | ‘ APPLICATION |

Step 3: Enter Project Information

In the process portion of the application step three, as shown below, is shown to have a
few components. We will focus on the prime individual parts in the text that follows.
MY PROSIGHT £

= add v |Edt. |Options -

[_3 1.1 Create or Update and Su...| - |

Step 3: Enter Project Information
= Enter appropriate project name in
the "Title" field (required field)

= In the Home Portfolic Field select
the home portficlic for the project
[required field)

- Home Portfolio is the portfolic
under which this project will be
created and saved.

- Home Portfolio is your agency
project portfolio.

- Complete the following steps to
select your agency project portfolio
= Click on "Home Portfolic” drop-box
* From the drop-box select the
following:

Commonwealth CTF/
Commeonwealth Portfolios /
Seoetariat Portfolio (Example: 184 —
Seocretary Of Technology {SOTEC)Y
Agency Portfolios (Example — 138
irginia Information Technologies
Agency (VITA))Y Agency Project
Portfolic (Example — 138 VITA
Projects)

e Enter appropriate project name in the “Title” field (required field)
¢ Inthe Home Portfolio Field select the home portfolio for the project
(required field)
0 Home Portfolio is the portfolio under which this project will be
created and saved.
0 Home Portfolio is your agency project portfolio.
o Complete the following steps to select your agency project

portfolio
e Click the E associated with the “Home Portfolio” drop-
box

e From the drop-box select the following:
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(= Select a Portfolio - Windows Inter... |Z||E|®
.

[ Items and Portfolios
E-al) Commonwealth - CTP
E- @ 1. PMD

G-l 3. 1718
EI-- Commonwealth Portfolios
-l 166 Secretary of the Commonwealth (50C)
@l 130 Secretary of Administration (SQA)
Wl 183 Secretary of Matural Resources (SMR)
- 184 Secretary of Technology (SOTEC)
B 135 Virginia Information Technologies Al
-l 135 VITA Agency Head Baseline Ap)
-l 136 VITA Agency Head Developmer|
-l 136 VITA Agency Head for Stratedgil
H- o VITA EA "
- @l 136 VITA Procurements
{136 VITA Projects
i 36 VITA Query Based Portfolios (i
-l 136 VITA Service Areas

08B

(|

1+

4

Note:

e You need to click on the “+” sign next to the drop-box
value to drilling down and view further portfolio items

o Portfolios appear as grayed out but further drilling down
will display portfolios that are accessible to the user.

e Click the E associated with the “Item Type” field and select
“Project”. For projects it is required to select “Project” as shown in
the figure below. (“Project” is the default for the Project Business
Alignment form.

Project
Procurement
Service Area

Mo Value

e Click the E associated with the “Proponent Secretary” drop-box
(required field) and select your Secretariat as shown in the figure
below.
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166 Secretary of the Commonwealth

180 Secretary of Administration

183 Secretary of Matural Resources

184 Secretary of Technology

185 Secretary of Education

186 Secretary of Transportation

187 Secretary of Public Safety

188 Secretary of Health & Human Resources

190 Secretary of Finance "

e Click the E associated with the “Proponent Agency” drop-box
(required field) and select your Agency. note that only the agencies
associated with your Secretariat. An example of which is in the figure
below.

136 Virginia Information Technologies Agency
184 Secretary of Technology Enterprise

Mo Value

e Provide other required information

Step 4: Submit/Save Project Information
e Click on the * '=l5ubmit hytton to submit (save) and create a new

R TiHVESTOR. YSEORECARD) {: IY’%‘ rorins [[5a 5 Sewp | Admin
Form: |E‘ Project Business Alignment |V| Ttem: | <Select an Item or Portfolio> |V|
Form | Item | Cipboard | Colsborate | View | User | Setup | Help
[Elsubmit Reset W@ New ~ 3% Speling =g ¥
N 4
GENERAL INFORMAT... | [BUS. PROBLEM / OUT... | |ALIGHMENT TO 60ALS ||  sERVICEAREAS || EXTERNAL FACTORS=Nee____EBA— || COLLABORATION || APPLICATION

Step 5: Create Funding Documentation

Provide funding data for the project in the Project Business Alignment Biennium Funding
form(s) for as many biennium’s as required. select link, as shown in the figure below,
that best reflects the biennium that is the focus of your attention.
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MY PROSIGHT o
= add - | Edit... | Options

[_3 1.1 Create or Update and Su...| - |

s
Step 5: Create Funding

Documentation

Provide funding data for the project
in the Project Business Alignment
Biennium Funding form{s) for as
many bienniums as required.

[ Project Business Alignment 05-
08 Biennium Funding

[ Project Business Alignment 08-
10 Bienniurn Funding

[ Project Business Alignment 10-
12 Bienniurn Funding

[ Project Business Alignment 12-
14 Bienniurn Funding

[ Project Business Alignment 14-
16 Bienniurn Funding

[ Project Business Alignment 16-
18 Bienniurm Funding
These are i

Step 6: Update or Review Project Information

This is the step where you are given an opportunity to review the information for
completeness and overall quality prior to submission for Agency Head Approval. In this
section, as shown in the figure below, you will find links to the necessary Primavera
Portfolios forms giving you the opportunity to make any modifications necessary.
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MY PROSIGHT £
= add v| Edit... |O|:|ti|:|ns -

|.__| 1.1 Create or Update and Su...| v|

Step 6: Update or Review Project =
Information

& Pre-Select Investment Analysis

Click on the above link to
acoess the form

[ Project Business Alignment

[ Project Business Alignment 06-
03 Biennium Funding

& Project Business Alignment 08-
10 Biennium Funding

& Project Business Alignment 10-
12 Biennium Funding

& Project Business Alignment 12-
14 Biennium Funding

& Project Business Alignment 14-
16 Biennium Funding

& Project Business Alignment 16-
18 Biennium Funding

& Investment Business Case —

Step 7: Submit Projects for Agency Head Approval

This is the step where you formally submit your proposed project to your Agency Head
for official approval. This is the first step in a series of approvals that could result in your
project being given CIO Approval for Planning. Select the link shown in the figure
below. It will take you directly to the tab where you can set the “Approval Trigger” flag
and the “Agency IT Resource Approval” flag there by officially giving the project your
approval.

Step 7: - Submit Projects for

| Agency Head Appeoscal |

< ¥ Investment Business Case

] AT - ral TAB
= Complete all AITR Approval
Fields
= Click @n the "Submit” button
to Submit the Incestment
Business Case Form

10
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Sub-Process 1.2. Create or Update and Submit a New Procurement
Business Alignment and Initiation (APR) Form:

Complete the following steps to create a new Procurement Business Alignment and
Initiation (APR).

Select the AITR Processes:
e In My ProSight section , click on the drop- box option for B. Role-Based

Processes:
€ hitps://ctp.vita.virginia go M=%
</ﬁ_| B. Role-Based Processes §>
l__| Agency Head Processes 0
\\E.hj AITR Processes [B. Role Based

: nd Submit M
1.2 Create or Update and Submit N
1.3 Review Approval Status Score ¢
1.4 Set Budget Appropriation f Furn
1.5 Set Priorities for Major J/ Mon Mg
1.6 Review and Print Appendix — A
1.7 Certify Major Projects and IT 51
2.1 Initiate, Update and Submit - P[—
3.1. Review - Project Status Repor|
3.2 Create, Update, and Submit Pre
- [l Business Sponsor Processes
M- CAO Processes
-3 CIO Processes
B3 PMD Processes

i B3 ITInvestment Management Analys| |

i {73 1.0ITIM Analvst Role - Pre-Sell ¥

PLUELERREE

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

(= Select a Folder - Windows Internet Explorer E”E|g|

B2 CTP PMD Administration ol
E|--.___| ITIM Processes

-3 L FAQs-(HowDoL..7)

".__| 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

ELJ AITR. Processes

i i~ 1.1Create or Update and Submit New Project

1.2 Create or Update and Submit Mew Procurements

1.3 Review Approval Status Score Card

1.4 Set Budget Appropriation / Funding Status

1.5 Set Priorities for Major / Mon Major Projects

1.6 Review and Print Appendix — A

4

e You are now looking at the parent location for all the AITR related processes.
Scroll down and select the option as shown in the figure below.

11
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MY PROSIGHT €“©
= add  ~|Edt. |Options ~
[ AITR Processes | e |

Forward

AGENCY IT RESOURCE (AITR)
Agency |T Resource {AITR) is
responsible for completion of the
following tasks:

1. IT Strategic Planning (ITSP )
(Pre-Select and Select) Phases:
In the Pre-S5elect Phase the |IT
components of an agency’s business
needs are identified, analyzed, and
documented. Potential technology
solutions (investments) are also
identified and evaluated in light of
Commonwealth and agency IT
strategic plans, the Enterprise
Technology Architecture, and other
standards. The Pre-Select Phase
allows an agency to begin the
process of defining business
objectives, associated costs, and
performance measures that result in
making an investrment case for
meeting a business nesd. The Pre-
Select Phase adlivities need to be
performed sequentially in order to
complete this phase sucoessfully.

The purpose of the Select Phase is
to decide which investments to
pursue because they best support an
agency’s mission, strategic goals,
and mandates, as well as Virginia's
vision and long term objectives.

Click on the following folders to steps
to complete the sub-process

{7 1.1 Create or Update and
Submit Mew Project

7 1.2 Create or Update and
Submit Mew Procurements

Scare Card

f7d 1.4 5et Budget
Appropriation / Funding Status

f7dl 1.5 Set Priorities for Major
Mon Major Projects

f7dl 1.6 Review and Print
Appendix — A

{7l 1.7 Certify Major Projects

12

-~
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Step 1: Access the Procurement Business Alignment and Initiation
(APR) Form:

The AITR must complete the Procurement Business Alignment and Initiation (APR)
form for each new procurement over $50,000. The Procurement Business Alignment tabs
combine the ITIM requirements to Analyze Business Need and Analyze Investment
activities. Select the My ProSight link shown in the figure below, to open the
Procurement Business Alignment and Initiation (APR) form.

MY PROSIGHT &«
=add - |Edi. |optons ~

4 1.2 Create or Update and Su...l vl

Alignment and Tnitiation [AFR]. A

Step 1: Access the Procurement
Business Alignment and Initiation
{APR) Form:

AITR must complete the
Procurement Business Alignment
and Initiation {APR]) form for each
new procurement over 350,000, The
Procurement Business Alignment
tabks combine the ITIM requirements
for Analyze Business Nesd and

W
< & Procurement Business >

Alignment and Initiation (APR)

Step 2: Click on the "New"
Icon/Button in the upper right
corner of the screen

= A blank Procurement Business

Step 2: Click on the “ & Mew ** [con/Button in the upper right corner of
the screen

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

EHoubmic  Rese{ [ New ~ ®3 gheling & = G

N\ VA
I PROCUREMENT ALIGNMENT | | SERVICE AREAS | ‘PROCUKEMENT INITIATION (... ‘ |APK - DESCRIPTION [ JUSTIF... || APR - ESTII ED CMPPKOVALS BUSINESS ALIGN...

* A blank Procurement Business Alignment and Initiation (APR) Form — will be
displayed

* As in the figure below, verify the following before updating the form:

-- Form Name is “Procurement Business Alignment and Initiation (APR)”

-- Item Name is “New Item”

v e sSpeling &8 B §

I PROCUREMENT ALIGNMENT | | SERVICE AREAS | ‘PRDCUKEMENT INITIATION (... ‘ |APR— DESCRIPTION / JUSTIF... || APR - ESTIMATED COST | lAPPROVALS BUSINESS ALIGN...

13



AITR Training — My Processes

Step 3: Enter Procurement Information

e Do not use your project name for the procurement. This will overwrite
your project as a procurement. Use the "new" button to create a new
item for the procurement

e In the Home Portfolio Field select the home portfolio for the
procurement (required field)

o Home Portfolio is the portfolio under which this procurement
will be created and saved.

0 Home Portfolio is your agency procurement portfolio.

o Complete the following steps to select your agency
procurement portfolio

e Click the E associated with the “Home Portfolio” drop-
box

e From the drop-box select the following:
/= Select a Portfolio - Windows Inter... [Z”E|E|

[ Items and Portfolios

EI" Commonwealth - CTP
E-@ 1. PMD

- 2. CIo

G-l 3. ITIB

' Commuonwealth Portfolios

m
Ll

0886

30 5

83 Secretary of Matural Resources (SNR)
84 Secretary of Technology (SOTEC)

36 Virginia Information Technologies Ay
-l 136 VITA Agency Head Baseline Apj
-l 136 VITA Agency Head Developmer,
=e9TTR Agency Head Tor Sirarbesid
-yl 135 VITA EA
CE 136 VITA Procurements

§ 136 VITA Projects

-yl 136V y T trolios

g

]\

Note:
e You need to click on the “+” sign next to the drop-box
value to drill down and view further portfolio items

e Portfolios not accessible due to role security appear as
grayed out.

e Click the E associated with the “Item Type” field and select
“Procurement”. For procurements it is required to select
“Procurement” as shown in the figure below. (“Procurement” is the
default for the (Procurement Business Alignment and Initiation (APR)
form.

14
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Project
Procurement
Service Area

e Click the E associated with the “Proponent Secretary” drop-box
(required field) and select your Secretariat as shown in the figure
below.

166 Secretary of the Commonwealth

180 Secretary of Administration

183 Secretary of Matural Resources

184 Secretary of Technology

185 Secretary of Education

186 Secretary of Transportation

187 Secretary of Public Safety

188 Secretary of Health & Human Resources

190 Secretary of Finance w

e Click the [*] associated with the “Proponent Agency” drop-box
(required field) and select your Agency. note that only the agencies
associated with your Secretariat will display. An example is in the
figure below:

136 Virginia Information Technologies Agency
1584 Secretary of Technology Enterprise

e Provide other required information

Step 4: Submit/Save Procurement information

« Click on the « =!Submit » b tton to submit/save and create a new procurement.
Reference the figure below:

Setup | Admin

Form: ‘ [&¥ Procurement Business Alignment and Initiation (APR) | - ‘ Ttem: ‘ <Select an Item ortfolio> \ | - ‘

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

[ submit Reset [@/JNew ~ 5 Speling B @

\ 7
I PROCUREMENT ALIGNMENT I ‘ SERVICE AREAS | |PROCIJREMENT INITIATION (... ||APK - DESCRIPTION MI’IF‘.. | ‘ APR - WMED COST | ‘APPROVAIS BUSTNESS ALIGN... |

15
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Step 5: Update or Review Procurement Information
Using the link below, open the APR for to review to the information

MY PROSIGHT “©
= add v| Edit... | Options +

[_d 1.2 Create or Update and 5u.. | - |

submit'save and oreate 8 new Fa
procurement

COMPLETE THE FOLLOWING
STEPS TO UPDATE AND SUBMIT
THE PROCUREMENT BUSINESS
ALTIGNMENT AND INITIATION
(APR) FORM:

Step 5: Update or Review
rement Information

& Procurement Business
Alignment and Initiation (APR)

Step 6: Specify if this procurement
supports a project

Procurements related to 8 project
must specify the project details under

Step 6: Specify if this procurement supports a project

Procurements related to a project must specify the project details under the Link to
Projects group box. To accomplish this step use the Procurement Alignment tab of the
APR form as shown in the figure below:

me={=Gipbaard_| Collaborate | View | User | Setup | Help

&l submit  Reset New b Speliing g @
V4

N
PROCUREMENT ALIGNMENT ” }SEKV[C[ AREAS ||IJIH)CUREM[NT INITIATION (... ||APR - DESCRIPTION | JUSTIF... | | APR - ESTIMATED COST | ‘APPEDVAI_S BUSINESS ALIGH...

Scroll to the bottom of the tab and locate the “Links to Project(s)” group box as in the
example below:
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Link to Project(s)

Select Projects this procurement supports by clicking on the "Add” button. (below right) From the pop-up box, choose from the list of your agency projects. Ensure you click
"OK atthe bottom of the pop-up list box. Describe how the procurement supports the Project by clicking on the Project Name and then press the “Edit” button; enter the
description in the "Annotation” box.

Specify the projects this procurement supports Direction: Supports, Type: Projects
Dependency Properties Item Properties Add...
=
Item Name Weight Cost w2 | Description APR Project - Planned Eciit

Project -
Planned Start| Procurement | Completion Date

Remove

Annotation:

The individual steps necessary to populate the Links to Project(s) group box are as
follows;

» Select the project(s) this procurement supports by clicking on the button in
the “Link to Project(s)” workgroup.

* Highlight the appropriate project from the drop-box, and click the as shown

in the figure below. Role security will only allow accessible projects to be chosen: all

other projects will be grayed out.
2 Add items to the dependencies list -- Webpage Dialog

X

Select items to add to the dependencies list:

[ []»

Commonwealth Portfolios
166 Secretary of the Commonwesalth (SOC)

180 Secretary of Administration (SOA)

183 Secretary of Natural Resources (SNR)

Bl 184 Secretary of Technology (SOTEC)

E|-- 136 Virginia Information Technologies Agency (VITA)

--ﬁ 136 VITA Agency Head Baseline Approval - Change

--i 136 VITA Agency Head Development Approval — Original B
--i 136 VITA Agency Head for Strategic Plans

E-&i 136 VITAEA

--i 136 VITA Procurements

=] 136 VITA Projects
i il alerttest1
Alert Test 2
- Alert Test 3

/\:

(on 1_[Ca/?call

S

* Describe how the procurement supports the Project by clicking on the Project Name and

then clicking on the button, or by double clicking on the project name in the
“Link to Project(s)” workgroup. ‘Dependency Properties” window will open and you

17
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will be able to enter the description in the "Annotation” box. An example is shown
below:

- Dependency Properties - Windows Int... |Z||E|E|
DEPENDENCY PROPERTIES 27

Set Dependency Properties:

EAGLES

Supports

alert test 1

Type:

| Frojects |v|

Weight: Cost
| -] | |

Annotation:

OK ][ Cancel

Step 7: Complete Agency Procurement Request Data to initiate an
Agency Procurement Request (APR)

To obtain the approval of the Commonwealth Chief Information Officer (CIO) to
purchase information technology and telecommunications products and new or expanded
services in amounts exceeding $100,000, the Agency Procurement Request (APR) tabs
within the Project Business Alignment form MUST be filled out and submitted to PMD
for approval. The combination of procurement business alignment data and APR data
ensures that the Agency IT Strategic Plan is accurate. Using the figure below as a
reference, open the Procurement Business Alignment and Initiation (APR) form using the
My ProSight process link.
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MY PROSIGHT £
= add v|E|:|it... |O|:|tinns -

[_3 1.2 Create or Update and Su...| v|

.

Step 7 — Complete Agency
Procurement Request Data to
initiate an Agency Procurement
Request (APR)

To cbtain the approval of the
Commenwealth Chief Information
Officer (C1O) to purchase information
technolegy and telecommunications
preducts and new or expanded
services in amounts exceseding
100,000, the Agency Procurement
Request [APR) tabs within the
Project Business Alignment form
MUST be filled cut and submitted to
VITA for approval.

The combination of procurement
business alignment data and APR
data ensures that the Agency IT
Strategi i

& Procurement Business

Step 8: Procurement Business Alignment and Initiation (APR) —
Approval Tab

AITR submission of the Procurement Business Alignment and Initiation (APR) Form
will generate an alert to notify the Agency Head of a pending review/approval action.
Use the link in the figure below to open the APR form directly to the approval tab where
the AITR can formally set the “Approval Trigger” and “Agency IT Resource Approval”
approvals.
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MY PROSIGHT €«

P
Add v| Edit... |D|:ltinr15 -

| (3 1.2 Create or Update and Su...| - |

— APR Desoiption S
Justification
- APR Estimated Cost

Step 8: Submit Procurement
Business Alignment and Initiation
(APR) form for Agency Head
Approval

Alert Generation

AITR submission of the the
Procurement Business Alignment
And Initiation (APR) Form will
generate an alert to notify the
Agency Head of a pending
review'approval action/

Procurement Business
Alignment and Initiation
(APR) - Approval Tab

= Complets all AITR Approw,

= Click on the “Submit” button
to submit'save and approve
[AITR-Approval) the
FProcurement Business
Alignment and Initiation.
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Sub-Process 1.3. Review Approval Status Scorecard:
Investment Approval Status can be verified by using the following scorecard

Select the AITR Processes:
e In My ProSight Section, click on the drop- box option for B. Role-Based
Processes:
@ https:/ictp.vita.virginia.gov/?... |- |[O/E3

A~ E—i--[ | B. Role-Based Processes
B. Role-Based B

< [l Agency Head Processes
N E-[Cdl AITR Processes

\\\ - mit M
1.2 Create or Update and Submit I
1.3 Review Approval Status Score (|
1.4 Set Budget Appropriation f Furn
1.5 Set Priorities for Major § Mon Mz
1.6 Review and Print Appendix — & —
1.7 Certify Major Projects and IT 51
2.1 Initiate, Update and Submit — P
3.1. Review - Project Status Repor
3.2 Create, Update, and Submit Pre
-] Business Sponsor Processes

[+ CAOQ Processes

[+ CIO Processes

B-[1 PMD Processes

E| 3 IT Investment Management Analys| |
i i -3 1.0ITIM Analvst Role - Pre-Sell ¥

PLPERDRRE

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

(= Select a Folder - Windows Internet Explorer E”E|g|

E-(C CTP PMD Administration ol
E|--.___| ITIM Processes

E-Cd 1 FAQs-(HowDoL..7)

".__| 2. Enhancement Descriptions

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

EI--._J B. Role-Based Processes

l__| Agency Head Processes

IEILJ AITR. Processes

{3 1.1 Create or Update and Submit Mew Project

: 1.2 Create or Update and Submit Mew Procurements

1.3 Review Approval Status Score Card

1.4 Set Budget Appropriation / Funding Status

1.5 Set Priorities for Major f Mon Major Projects

1.6 Review and Print Appendix — A

l

e You are now looking at the parent location for all the AITR related processes.
Scroll down and select the option as shown in the figure below.
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MY PROSIGHT €“©
= add  ~|Edt. |Options ~
[ AITR Processes | e |

Forward

AGENCY IT RESOURCE (AITR)
Agency |T Resource {AITR) is
responsible for completion of the
following tasks:

1. IT Strategic Planning (ITSP )
(Pre-Select and Select) Phases:
In the Pre-S5elect Phase the |IT
components of an agency’s business
needs are identified, analyzed, and
documented. Potential technology
solutions (investments) are also
identified and evaluated in light of
Commonwealth and agency IT
strategic plans, the Enterprise
Technology Architecture, and other
standards. The Pre-Select Phase
allows an agency to begin the
process of defining business
objectives, associated costs, and
performance measures that result in
making an investrment case for
meeting a business nesd. The Pre-
Select Phase adlivities need to be
performed sequentially in order to
complete this phase sucoessfully.

The purpose of the Select Phase is
to decide which investments to
pursue because they best support an
agency’s mission, strategic goals,
and mandates, as well as Virginia's
vision and long term objectives.

Click on the following folders to steps
to complete the sub-process

{7 1.1 Create or Update and
Submit Mew Project
{7 1.2 Create or Update and

1.3 Review Approval Status
Scare Card

1.5 02T DUOOET
Appropriation / Funding Status

f7dl 1.5 Set Priorities for Major
Mon Major Projects

f7dl 1.6 Review and Print
Appendix — A

{7l 1.7 Certify Major Projects

22
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Step 1: Approval Status - (Strategic Planning) — Scorecard:

* Click on the link to access the Approval Status - (Strategic Planning) scorecard
* Verify that the scorecard and the portfolio are correct

MY PROSIGHT <«

=padd v |Edt. |Options -

[_3 1.3 Review Approval Status ... | v|

Badk

Sub-Process 1.3, Review Approval
Status Scorecard

Inwvestment Approval Status can be
verifi ek} aring scorecard

B9 Approval Status - (Strateqic
Planning) - Scorecard
= Click on the link to acoess the

Planning) scorecard
= Werify that the

portfolic are comect

138 VITA projects is the
comect port or verifying the

pproval status of VITA Projects

Next Steps

{7l Click here to go to the AITR
Processes folder
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Sub-Process 1.4. Set Budget Appropriation / Funding Status:

Investment Funding Status must be updated using the “Set Funding Investment Status™
Scorecard.

Funding Status of Project and Procurements needs to be updated annually.
These updates can be accomplished on the Open Project Business Alignment form.

If the funding status is "Not Funded" the project or procurement will not be listed in the
“Appendix — A Report”

Select the AITR Processes:

e In My ProSight Section click on the drop- box option
@ https://ctp.vita.virginia.gov/?... |- | O3

=8 B. Role-Based Processes
< l__| Agency Head Processes

\\\El':j ATTR. Processes

1.2 Create or Update and Submit I
1.3 Review Approval Status Score (|
1.4 Set Budget Appropriation f Furn
1.5 Set Priorities for Major § Mon Mz
1.6 Review and Print Appendix — & —
1.7 Certify Major Projects and IT 51
2.1 Initiate, Update and Submit — P
3.1. Review - Project Status Repor
3.2 Create, Update, and Submit Pre
-] Business Sponsor Processes

[+ CAOQ Processes

[+ CIO Processes

B-[1 PMD Processes

E|.__| IT Investment Management Analys| |
i i -3 1.0ITIM Analvst Role - Pre-Sell ¥

PLPERDRRE

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

(= Select a Folder - Windows Internet Explorer E”E|g|

E-(C CTP PMD Administration ol
E|--.___| ITIM Processes

E-Cd 1 FAQs-(HowDoL..7)

".__| 2. Enhancement Descriptions

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

EI--._J B. Role-Based Processes

l__| Agency Head Processes

IEILJ AITR Processes

{3 1.1 Create or Update and Submit Mew Project

1.2 Create or Update and Submit Mew Procurements

1.3 Review Approval Status Score Card

1.4 Set Budget Appropriation / Funding Status

1.5 Set Priorities for Major f Mon Major Projects

1.6 Review and Print Appendix — A

l
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e You are now looking at the parent location for all the AITR related processes.
Scroll down and select the option as shown in the figure below.

MY PROSIGHT o«

=add v |Edt. |Options -

[_J ATTR Processes | w7 |
Forward S

AGENCY IT RESOURCE (AITR)
Agency |T Resource (AITR) is
responsible for completion of the
following tasks:

1. IT Strategic Planning (ITSP )
(Pre-Select and Select) Phases:
In the Fre-Select Phase the T
components of an agency’s business
needs are identified, analyzed, and
documented. Potential technology
solutions (investments) are also
identified and evaluated in light of
Commonwealth and agency IT
strategic plans, the Enterprise
Technolegy Architecture, and other
standards. The Pre-Select Phase
allows an agency to begin the
process of defining business
objectives, associated costs, and
performance measures that result in
making an investment case for
meeting a business need. The Pre-
Select Phase activities nesd to be
performed sequentially in order to
complete this phase sucoessfully.

The purpose of the Select Phase is
to decide which investments to
pursue because they best support an
agency’s mission, strategic goals,
and mandates, as well as Virginia's
vision and long term ocbjectives.

Click on the following folders to steps
to complete the sub-process

1.1 Create or Update and
Submit Mew Project

1.2 Create or Update and
Submit Mew Procurements

1.3 Review Approval Status

1.4 Set Budget
Approprigtion / Funding Status

: for /
Mon Major Projects

1.6 Review and Print
Appendix — A

1.7 Certify Major Projects

W
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Step 1: Set Investment Funding Status:

* Click on the link, shown below, to access the scorecard and update the funding status
for agency projects and procurements.
MY PROSIGHT 24

= Add v| Edit... |Upﬁuns -

(3 1.4 5et Budget Appropriatio. .. | - |

Back 8

Sub-Process 1.4, Set Budget
Appropriation [ Funding Status
Investrnent Funding Status must be
updated using the "Set Funding
Investment Status™ Scorecard.

Funding Status of Project and
Procurements needs to be updated
annually.

These updates can be accomplished
on the Open form.

If the funding status is "Mot Funded™
the project or procurement will not
be listed in the “Appendix — A

<}“’“’ T

9 set Investment Funding Status >

update the funding status for

-- Verify that the scorecard name and the portfolio name are correct

- Scorecard should be — Set Investment Funding Status

| Setup | Admin

ieeieion) Rl L% foRkaook A< F0

Scorecard: | [ set Investment Funding Status

|V| Portfolio: I! 135 VITA Projects

Scorecard | Portfolio | Clipboard | Collaborate | View | User | Sgifip | Help Highlight

- Set the Portfolio to your Agencies Projects or Procurements;

o0 Click on the Portfolio E to get a drop down.
(Piveion] R ) L% Toraook W Forns [ forsnmomos) AI0H00 | setup | Adun

Scorecard: |E Set Investment Funding Status |'| Portfolio: I! 136 VITA Projects

Scorecard | Portfolio | Clipboard | Collsborate | View | User | Setup | Help Highlight

o0 Select your Agencies Project or Procurement folder. The example below
shows selecting the Project portfolio.
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/= Select a Portfolio - Windows Internet Explorer

-- 180 Secretary of Administration (S0A) il
-- 183 Secretary of Natural Resources (SMR.)

EI-- 134 Secretary of Technology (SOTEC)

B 136 Virginia Information Technologies Agency (VITA)

-l 136 VITA Agency Head Baseline Approval - Change

- il 136 VITA Agency Head Development Approval — Original Baselir
-~ @l 136 VITA Agency Head for Strategic Plans

- 136 VITAEA

- @l 136 VITA Procurements

gl 136 VITA Projects

Bl- & 136 VITA Query Based Portfolios (QBPs)

-l 136 VITA Service Areas

- 184 SOTEC Enterprise

- @l 184 SOTEC Investments Requiring Secretariat Approval - Change
-l 184 SOTEC Investments Requiring Secretariat Approval - Original
- 184 SOTEC Query Based Portfolios (QBPs)

Bl 185 Secretary of Education (SOE)

- 185 Secretary of Transportation (STO)

Bl 187 Secretarv of Public Safetv (SPS)

4]

* In the scorecard Funding status can be updated to the following values:

-- Not Funded

-- Fully Funded GF 100% - Fully funded from general funds.

-- Fully Funded NGF 100% - Fully funded from non-general funds.

-- Fully Funded GF/NGF 100% - Fully funded from a mixture of general and non-general
funds.

-- Partially Funded GF — Partially funded from general funds.

-- Partially Funded NGF - Partially funded from non-general funds.

-- Partially Funded GF/NGF - Partially funded from a mixture of general and non-
general funds.
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Sub-Process 1.5. Set Priorities for Major / Non Major Projects:

Each year, agencies MUST prioritize their major and non-major projects. Priorities for
Major and Non-Major Projects can be set using the Agency Prioritization Scorecard.
Ensure you choose the correct projects portfolio for your agency.

Select the AITR Processes:
e In My ProSight Section click on the drop- box option for B. Role-Based

Processes:
‘€ https://ctp.vi

=8 B. Role-Based Processes
N ‘__| Agency Head Processes
\\E.|<J AITR Processes

1.3 Review Approval Status Score (|
1.4 Set Budget Appropriation f Furn
1.5 Set Priorities for Major § Mon Mz
1.6 Review and Print Appendix — & —
1.7 Certify Major Projects and IT 51
2.1 Initiate, Update and Submit — P
3.1. Review - Project Status Repor
3.2 Create, Update, and Submit Pre
-] Business Sponsor Processes
[+ CAOQ Processes
[+ CIO Processes
B-[1 PMD Processes

E|.__| IT Investment Management Analys| |
i i -3 1.0ITIM Analvst Role - Pre-Sell ¥

PLPERDRRDE

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

(= Select a Folder - Windows Internet Explorer

&3

E-(C CTP PMD Administration

E|--.___| ITIM Processes

-3 1. FAQs-(HowDeol..?)

"__l 2. Enhancement Descriptions

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

EI--_J B. Role-Based Processes

.__[ Agency Head Processes

EI[__[ AITR. Processes

{3 1.1 Create or Update and Submit Mew Project

(3 1.2 Create or Update and Submit New Procurements
3 1.3 Review Approval Status Score Card
- [ 1.4 Set Budget Appropriation / Funding Status
[ 1.5 Set Priorities for Major  Mon Major Projects
A 1.6 Review and Print Appendix — A

l

e You are now looking at the parent location for all the AITR related processes.
Scroll down and select the option as shown in the figure below.
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MY PROSIGHT €“©
= add  ~|Edt. |Options ~
[ AITR Processes | e |

Forward

AGENCY IT RESOURCE (AITR)
Agency |T Resource {AITR) is
responsible for completion of the
following tasks:

1. IT Strategic Planning (ITSP )
(Pre-Select and Select) Phases:
In the Pre-S5elect Phase the |IT
components of an agency’s business
needs are identified, analyzed, and
documented. Potential technology
solutions (investments) are also
identified and evaluated in light of
Commonwealth and agency IT
strategic plans, the Enterprise
Technology Architecture, and other
standards. The Pre-Select Phase
allows an agency to begin the
process of defining business
objectives, associated costs, and
performance measures that result in
making an investrment case for
meeting a business nesd. The Pre-
Select Phase adlivities need to be
performed sequentially in order to
complete this phase sucoessfully.

The purpose of the Select Phase is
to decide which investments to
pursue because they best support an
agency’s mission, strategic goals,
and mandates, as well as Virginia's
vision and long term objectives.

Click on the following folders to steps
to complete the sub-process

{7 1.1 Create or Update and
Submit Mew Project

{7 1.2 Create or Update and
Submit Mew Procurements

1.3 Review Approval Status
Scare Card

f7d 1.4 5et Budget
Approprigtion / Funding Status

7 1.5 Set Priorities for Major
Mon Major Projects

Appendix — A
{7l 1.7 Certify Major Projects

29
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Step 1: Set Investment Funding Status:

Each year, agencies MUST prioritize their major and non-major projects. Priorities for
Major and Non-Major Projects can be set using the Agency Prioritization Scorecard.
Ensure you choose the correct projects portfolio for your agency.

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

4 1.5 Set Priorities for Majar f ... | - |

Back ~

Sub-Process 1.5. Set Priorities for
Major [ Non Major Projects:

Each year, agencies MUST pricritize
their major and non-major projects.
Priorities for Major and Mon-Major
Projects can be set using the Agency
Pricritization Scorecard. Ensure you
choose the comect projects portfolic

%ﬂw- |
[ Agency Prioritization Scorecard
= Clidk on the above link to

— Werify that the Scorecard
ame is Agency Pricritization
Scorecard and Portfolio Mame
is "Project Portfolic for your
agency. Example: 138 VITA
Projects is a comect portfolicfor
VITA
= Double clidk on the priority
field for a project and r
1 thru N number come ding
to the pricrity assigned to the

project

(=)
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Sub-Process 1.6. Review and Print Appendix - A:

Complete the following steps to review and print Appendix — A

Select the AITR Processes:

e In My ProSight Section (which just appeared) click on the drop- box option
"€ nttps://ctp.vita.virginia.gov/?... -Jo&d

=8 B. Role-Based Processes

< l__| Agency Head Processes

\\\El':j AITR Processes

1.2 Create or Update and Submit I
1.3 Review Approval Status Score (|
1.4 Set Budget Appropriation f Furn
1.5 Set Priorities for Major § Mon Mz
1.6 Review and Print Appendix — & —
1.7 Certify Major Projects and IT 51
2.1 Initiate, Update and Submit — P
3.1. Review - Project Status Repor
3.2 Create, Update, and Submit Pre
-] Business Sponsor Processes

[+ CAOQ Processes

[+ CIO Processes

B-[1 PMD Processes

E|.__| IT Investment Management Analys| |
i i -3 1.0ITIM Analvst Role - Pre-Sell ¥

PLPERDRRE

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

(= Select a Folder - Windows Internet Explorer E”E|g|

E-(C CTP PMD Administration ol
E|--.___| ITIM Processes
E-Cd 1 FAQs-(HowDoL..7)
".__| 2. Enhancement Descriptions

.__| 3. How to remove IE secure and non secure data warning pop up
--.__| A, Commonwealth Technology Portfolio Management
EI--._J B. Role-Based Processes

l__| Agency Head Processes
IEILJ AITR. Processes

{3 1.1 Create or Update and Submit Mew Project
1.2 Create or Update and Submit Mew Procurements
1.3 Review Approval Status Score Card
1.4 Set Budget Appropriation / Funding Status
1.5 Set Priorities for Major f Mon Major Projects
1.6 Review and Print Appendix — A

l

e You are now looking at the parent location for all the AITR related processes.
Scroll down and select the option as shown in the figure below.
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MY PROSIGHT €“©
= add  ~|Edt. |Options ~
[ AITR Processes | e |

Forward

AGENCY IT RESOURCE (AITR)
Agency |T Resource {AITR) is
responsible for completion of the
following tasks:

1. IT Strategic Planning (ITSP )
(Pre-Select and Select) Phases:
In the Pre-S5elect Phase the |IT
components of an agency’s business
needs are identified, analyzed, and
documented. Potential technology
solutions (investments) are also
identified and evaluated in light of
Commonwealth and agency IT
strategic plans, the Enterprise
Technology Architecture, and other
standards. The Pre-Select Phase
allows an agency to begin the
process of defining business
objectives, associated costs, and
performance measures that result in
making an investrment case for
meeting a business nesd. The Pre-
Select Phase adlivities need to be
performed sequentially in order to
complete this phase sucoessfully.

The purpose of the Select Phase is
to decide which investments to
pursue because they best support an
agency’s mission, strategic goals,
and mandates, as well as Virginia's
vision and long term objectives.

Click on the following folders to steps
to complete the sub-process

{7 1.1 Create or Update and
Submit Mew Project

{7 1.2 Create or Update and
Submit Mew Procurements

1.3 Review Approval Status
Scare Card

f7d 1.4 5et Budget
Appropriation / Funding Status

f7dl 1.5 Set Priorities for Major

f7dl 1.6 Review and Print
Appendix — A
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Step 1: Access “Appendix A — (XX -XX) Form:

Access the Appendix A form for the applicable biennium. There are links as shown
below. Each of these links will present information with regards to a specific fiscal
biennium.

MY PROSIGHT €«
= add - | Edit... | Options

| 23 1.6 Review and Print Appen. .. | - |

Back =

Sub-Process 1.6. Review and Print
Appendix — A

Complete the following steps to
review and print Appendix — A

Step 1: Access "Appendix A — [30{ -
XX Form

Acoess the Appendix A form for the
applicable biennium.

& Appendix A (06 - D8)

— ltemn is — your agency
portfolic (Example: 138
Virginia Information

Technologies Agency (WITA})

& Appendix A (08 - 10}

- Item is — your agency
— ltemn is — your agency
portfolio (Example: 138
Wirginia Informaticn

Technologies Agency (WVITA))

[ Appendix & {10 - 17)

Click on the above link to
acoess the Appendix A [10-12)
= Verify the following

— Form Mame — Appendix A
{10 - 12)

— ltemn is — your agency
portfolic (Example: 138
Wirginia Information
Technologies Agency (WITAJ
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Step 2: Click on the Final Projects — Tab of the “Appendix A (Xx-Xx)”’
Form:

Part A:

* Appendix A — Projects Report will be displayed on this tab

* Confirm the following

-- Form Name is — Appendix A (XX - XX)

-- Item is — any item (project or a procurement from your agency project or procurement

portfolio
Example:

/= Select an ltem or Portfolio - Windows Internet Explorer |Z||E|@
F

EI Commonwealth - CTP
G-l 1. PMD
G-l 2. CIO
G-l 3. ITIB
EI-- Commonwealth Portfolios
H-j 166 Secretary of the Commonwealth (SOC)
- 1380 Secretary of Administration (SOA)
B 133 Secretary of Natural Resources (SMR)
‘@l 184 Secretary of Technolegy (SOTEC)
EI-- 136 Virginia Information Technologies Agency (VITA)
--i 136 VITA Agency Head Baseline Approval - Change
--i 136 VITA Agency Head Development Approval — Original Baseline
--i 136 VITA Agency Head for Strategic Plans
G- 136 VITAEA
--i 136 VITA Procurements
C-l 135 VITA Projects
| alert test 1 -

Part B:

» Appendix A — Procurements Report will be displayed on this tab

* Confirm the following

-- Form Name is — Appendix A (XX - XX)

-- Item is — any item (project or a procurement from your agency project or procurement
portfolio

Example:
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/= Select an ltem or Portfolio - Windows Internet Explorer |Z||E|@
F

EI Commonwealth - CTP

G-l 1. PMD

G-l 2. CIO

G-l 3. ITIB

EI-- Commonwealth Portfolios

H-j 166 Secretary of the Commonwealth (SOC)
- 1380 Secretary of Administration (SOA)
B 133 Secretary of Natural Resources (SMR)
‘@l 184 Secretary of Technolegy (SOTEC)

EI-- 136 Virginia Information Technologies Agency (VITA)
--i 136 VITA Agency Head Baseline Approval - Change
--i 136 VITA Agency Head Development Approval — Original Baseline
--i 136 VITA Agency Head for Strategic Plans
G- 136 VITAEA
E|i 136 VITA Procurements

----- b Alert Test 1 - Procurement

i@ Alert Test Procurement v

Step3: Review the Appendix A — as displayed in the “Final Projects”
and “Final Procurements” tabs:

"Appendix - A" will be displayed in the “Final Projects” and "Final Procurements” Tabs
of the form

"Appendix — A" must be reviewed to ensure that it reflects / or gives a correct picture of
the Agency IT Strategic Plan

Step 4: Print Appendix A — Report:
* Print both the projects and procurements

Faorm

Edit...
& New...

Duplicate...

Assign Default Values

Edit Tab...

Knowledge

&t Export...

[ Print...

Logout
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* Click on “Form” on the ProSight Menu Bar
* Click on “Print” on the “Form” drop-box
-- Print Setting/Selection Box will be displayed

» Select the following on the Print Setting / Selection Box

/= Print Settings - Windows Interne... |Z||E|[z|

Define the following print 2ettings:

Range
() Al Tabs
(¥) Current Tah

Content

= Al
) Graphs only

Display Graphs...
{(*) Graphically
) As Tables

Page Orientation

® D Portrait
L 4] I:I Landscape

Set same Page Orientation in the Browser's Print
dialog.

[ oK H Cancel ]

-- Select “Current Tab" — as we need to print only the Current Tab

-- Select “Portrait”

* Click to go to the printer setting screen (this could take a minute)

B The document will appear in a browser window

B The printer setting /selection box will be displayed on top of the document

* Click on the button to cancel the actual print operation

* The document will contain a link to the Appendix A report; select this link to view the

report which is available in a HTML/Printable format
» Confirm the following

36




AITR Training — My Processes

-- Item is — your agency portfolio (Example: 136 Virginia Information Technologies
Agency (VITA))

* TO PRINT THE APPENDIX A REPORT
-- Click on “File” from browser menu

-- Select “Print”

-- Select Printer

-- Select “OK” to Print the Report

Trouble Printing:
The most common errors for not accessing or printing the report:

1. Ensure you have chosen at "item™ --a project or procurement from your agency.

2. Popup blocker is activated--right click on Popup Blocker and choose "Allow Popups
from this site".

3. In Internet Explorer — Internet Options — Security Tab — Internet — Custom Level —

Scroll to Downloads. Automatic prompting for file downloads is disabled. Enable
Automatic prompting for downloads.
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Sub-Process 1.7. Certify Major Projects:

Agency Head (or their designated representative) MUST Certify Major Projects.

Each year Agency Heads or their designated representative MUST certify Major IT
Project Information for their Agency within the Commonwealth Technology Portfolio.
The Certification is done at the portfolio level.

As AITR, review the list of major projects and inform the Agency Head (or designee) to
proceed with the certification.

Agency Head (or their designated representative) MUST Certify Strategic Plan
Information

Each year Agency Heads or their designated representative MUST certify IT Strategic
Planning Information for their Agency within the Commonwealth Technology Portfolio.
The Certification is done at the portfolio level.

Select the AITR Processes:
e In My ProSight Section (which just appeared) cllck.on the drop- box option

= https://ctp.vita.virginia.gov/?...

//ﬁm. Role-Based Processes
< [ Agency Head Processes
N B3 AITR Processes B. Role-Based)

T it N
1.2 Create or Update and Submit N
1.3 Review Approval Status Score ¢
1.4 Set Budget Appropriation / Fun|
1.5 Set Priorities for Major / Mon Mg
1.6 Review and Print Appendix — A
1.7 Certify Major Projects and IT 51
[ 2.1 Initiate, Update and Submit — P
-+ 3.1. Review - Project Status Repor’
-+ 3.2 Create, Update, and Submit Pr|
-~ Business Sponsor Processes

M- CAO Processes

-3 CIO Processes

E-[C3 PMD Processes

E| [d IT Investment Management Analys| |
73 1,0 ITIM Analvst Role - Pre-Sell ™

PRPERE

e From the drop-box select the following:
¢ Navigate to the following and select the highlighted option
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(= Select a Folder - Windows Internet Explorer |Z||E|E|

B2 CTP PMD Administration ol
E|--.___| ITIM Processes

-3 L FAQs-(HowDoL..7)

".__| 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

ELJ AITR. Processes

i i~ 1.1Create or Update and Submit New Project

A 1.2 Create or Update and Submit Mew Procurements
3 1.3 Review Approval Status Score Card
-4 1.45et Budget Appropriation [ Funding Status
(3 1.55et Priorities for Major § Mon Major Projects
[ 1.6 Review and Print Appendix — A

4

e You are now looking at the parent location for all the AITR related processes.
Scroll down and select the option as shown in the figure below.
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MY PROSIGHT €“©
= add  ~|Edt. |Options ~
[ AITR Processes | e |

Forward

AGENCY IT RESOURCE (AITR)
Agency |T Resource {AITR) is
responsible for completion of the
following tasks:

1. IT Strategic Planning (ITSP )
(Pre-Select and Select) Phases:
In the Pre-S5elect Phase the |IT
components of an agency’s business
needs are identified, analyzed, and
documented. Potential technology
solutions (investments) are also
identified and evaluated in light of
Commonwealth and agency IT
strategic plans, the Enterprise
Technology Architecture, and other
standards. The Pre-Select Phase
allows an agency to begin the
process of defining business
objectives, associated costs, and
performance measures that result in
making an investrment case for
meeting a business nesd. The Pre-
Select Phase adlivities need to be
performed sequentially in order to
complete this phase sucoessfully.

The purpose of the Select Phase is
to decide which investments to
pursue because they best support an
agency’s mission, strategic goals,
and mandates, as well as Virginia's
vision and long term objectives.

Click on the following folders to steps
to complete the sub-process

{7 1.1 Create or Update and
Submit Mew Project

{7 1.2 Create or Update and
Submit Mew Procurements

1.3 Review Approval Status
Scare Card

f7d 1.4 5et Budget
Appropriation / Funding Status

f7dl 1.5 Set Priorities for Major
Mon Major Projects
f7dl 1.6 Review and Print

< {7l 1.7 Certify Major Projects
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As AITR, review the list of major projects and inform the Agency Head (or designee) to
proceed with the certification. The link, as shown in the figure below, will take you
directly to the Certification form.

MY PROSIGHT <«

=add  ~|Edi. |oOptons -

.3 1.7 Certify Major Projects an.. | - |

= e et i - Mg
representative) MUST Certify b
Strategic Plan Information

Each year Agency Heads or their
designated representative MUST
certify IT Strategic Planning
Information for their Agency within
the Commaonwealth Technology
Paortfolic. The Certification is done at
the portfclic level.

Az AITR, review the list of major
projects and inform the Agency Head
{or designee) to proceed with the
certificatign

———|
< & Certification >
Click on the abowve link ti/
BOTEEE the-fesm-ta-nertfriTE
Majo ject information and

Plan for your agency.
= Werify that the ltem selected

is the agency portfolic fo

Agency(VIT

{portfolio ) for VITA.

The user will need to select the correct Portfolio as the Certification is done at the
portfolio level. Use the [+1 related to the Item to select the correct Portfolio.

Form: ‘E’ Certification |v| Item: \;-_", 136 Virginia Information Technologies Agency (VITA)

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

& submit  Reset 2 Speling & &g

The figure below represents an example of the type of selection you will make.
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/= Select an Item or Portfolio - Windows Internet Explorer

EI Commanwealth - CTP
H-& 1. FMD
2. CID
: 3. ITIB
EI-- Commonwealth Portfolios
H- i@l 166 Secretary of the Commonwealth (SOC)
‘i@ 130 Secretary of Administration (SQA)
i@ 133 Secretary of Matural Resources (SMR)
‘@ 184 Secetary of Technology (SOTEC)
Elﬁ 134 Virginia Information Technologies Agency (VITA)
-l 136 VITA Agency Head Baseline Approval - Change
Bl 136 VITA Agency Head Development Approval — Original Baseline
Bl 1356 VITA Agency Head for Strategic Plans
; 136 VITA EA
E-@ 135 VITA Procurements
{ i@ aAlertTest 1 - Procurement
i Alert Test Procurement -
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Control Phase (Initiation)

Sub-Process 2.1. Project Initiation (Control) 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 C10 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 AITR, or Project Sponsor, or by
a Project Manager on behalf of a Project Sponsor.

Select the AITR Processes:

e In My ProSight Section (which just appeared) click on the drop- box option
‘€ https://ctp.vita vi

<’ B ] B. Role-Based Processes

i [C3 Agency Head Processes
U H
— [*J AITR Processes

pdate and Submit M
1.2 Create or Update and Submit M
1.3 Review Approval Status Score (|
1.4 Set Budget Appropriation f Fur
1.5 Set Priorities for Major § Mon Mz
1.6 Review and Print Appendix — A [—]
1.7 Certify Major Projects and IT 51
-« 2.1Initiate, Update and Submit — P
- 3.1, Review - Project Status Repor
-~ 3.2 Create, Update, and Submit Prq|
- |_] Business Sponsor Processes

[+ CAOQ Processes

[+ CIO Processes

B-[1 PMD Processes

E| 3 IT Investment Management Analys| |
i i =73 1.0ITIM Analvst Role - Pre-Sehl ™

PERERRE

e From the drop-box select the following:
¢ Navigate to the following and select the highlighted option
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(= Select a Folder - Windows Internet Explorer |Z||E|E|

B2 CTP PMD Administration ol
E|--.___| ITIM Processes

-3 L FAQs-(HowDoL..7)

".__| 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

ELJ AITR. Processes

i i~ 1.1Create or Update and Submit New Project

A 1.2 Create or Update and Submit Mew Procurements
3 1.3 Review Approval Status Score Card
-4 1.45et Budget Appropriation [ Funding Status
(3 1.55et Priorities for Major § Mon Major Projects
[ 1.6 Review and Print Appendix — A

4

e You are now looking at the parent location for all the AITR related processes.
Scroll down and select the option as shown in the figure below.

MY PROSIGHT <

=add v |Ede.. |optons

L]

|_J AITR. Processes

2. Project Initiation (Control) [
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 "Seledt” phase. It signifies the
CID 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 ClC-approved
Project Charter.

Project Initiation phase steps are
completed either by the AITR, or
Project Sponsor, or by a Project
Manager on behalf of 8 Project
Sponsor.

Click on the following folders to steps
to complete the sub-process

2.1, 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) MUST complete and submit project proposal and
project charter.
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MY PROSIGHT £
=add < |Edt. |Options ~

(2 2.1 Initiate, Update and Sub... |+ |

Badk = Forward

Sub-Process 2.1 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) MUST complete and submit

Once you have selected the link above you will see the Project Initiation process. 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.

Step 1: Agency uses Project Analysis Worksheet:

The Project Analysis Worksheet can assist project managers and agency management in
assembling and analyzing information to determine the best solution to resolve the
business problem. It also provides information to support management decisions on
whether the project should be undertaken. The worksheet presents, in a systematic
manner, the solution selected, and the rational for that selection. Information from the
worksheet is transferable to the Project Proposal Document and Project Charter.

The sequence of figures below provides links to the Project Analysis worksheet, Cost
Benefit Analysis tool, and the Preliminary Risk Statement. Assuming your current
Primavera Portfolios Item is the project that is the focus of your attention, you can
proceed through the individual Forms and tools creating the necessary information and
documenting it in the correct Primavera Portfolios form
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MY PROSIGHT F
=add  ~|Edi. |oOptons ~
[(23 3.1 Project Initiation [~]

s
Step 1 - Agency uses Project
Analysis Worksheet
The Project Analysis Workshest can
assist project managers and agency
management in assemkbling and
analyzing information to determine
the best solution to resclve the
business problem. It also provides
information to support management
decisions on whether the project
should be undertaken. The worksheet
presents, in a systernatic manner, the
solution selected, and the raticnal
for that selecticn. Information from
the worsheet is transferable to the
Project Propeosal Document and
Project Charter.

[ Project Analysis Worksheet

Clidk on the link ab
the Project Analysis

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

™ Cost Benefit Analysis Tool
(Exccel)
Prowvides a preliminary cost
astimate and a systematic
approach to estimating the
strengths and wesknesses of IT
alternatives that satisfy agency
business requirements.

™ How to use the CBA Tool
(Exccel) - Instructions

® How to Conduct Cost Benefit
Analysis (Project Management
Guideline - Appendix - D)

=] Project Documentation

Steps to Save CBA Analysis:

1) Sele

Dzcam

2 Pre=

3) Su

4P

5P

8 5

) P

5P

10} Link will appear in list. bt
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& Project Analysis Workshest

pdate workisheset with figures

fromn the CBA analysis tool

& Preliminary Risk Assessment

Step 2: Agency MUST complete a Project Proposal:

The Project Proposal is the formal proposal to undertake a specific project with a specific
solution. The goal of the Project Proposal is to establish the detailed business case for the
project and serve as the information source for investment decision 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. To gain access to the form, click on the link as
shown below.

MY PROSIGHT £
= add  +|Edt. |Options -
[ 3.1 Project Initiation [~]

Step 2 - Agency MUST complete a -

Project Proposal

The Project Proposal is the formal
proposal to undertake 8 specific
project with a specific selution. The
goal of the Project Proposal is to
astablish the detailed business case
for the project and serve as the
information socurce for investment
decision 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
Writer's Guide

& Project Proposal >
Click on the link abowe to go to

ihe Project Proposs
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Step 3: Agency may complete a Project Manager Qualification form:

Every Commonwealth IT project must have a designated project manager. 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 qualify and approve
project managers of non-major IT projects. The CIO will consider the non-major IT
project manager's qualification status as part of the criteria for Non-major IT project
development approval. This form provides a summary of the project manager
qualifications for the project, allowing easy review and approval by the agency, PMD and
the C10. To gain access to the form, click on the link as shown below.

MY PROSIGHT £
= Add - | Edit... | Options
(23 3.1Project Initiation [~]

Step 2 - Agency may complete a E
Project Manager Qualification
form

Every Commonwealth | T project
must hawve a designated project
manager. The project manager is
responsible for the management of
the project from planning through
closecut. The project manager for a
major | T project will be appointed
and qualified by the project sponsor
and approved by the CIO. Project
sponsors will qualify and approve
project managers of nen-major IT
projects. The CIO will consider the
nan-major IT project manager's
qualification status as part of the
criteria for non-major IT project
development approval. This form
provides a summary of the project
manager qualifications for the
project, allowing easy review and
approval by the agency, PMD and
the CIQ.

Click on the lin go to >
the PM Qua 1

Project Manager Selection and
Training Standard

For more information on project
manager qualificaticn, didk on the
link below to the Project Manager
Selection and Training Standard
(COV ITRM Standard GOW2003 -
02.3).

" Project Manager Selection and
Training Standard
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Step 4: Agency MUST complete a Project Charter form:

A project charter formally communicates the existence 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 sponsor, and project manager. Cabinet
Secretaries 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. To gain access to the form, click on the link
as shown below.

MY PROSIGHT £
=add | Edit. .. | Options
(=3 3.1Project Initiation |~]

Step 4 - Agency MUST complete a A
Project Charter

A project charter formally
communicates the existence of a
project. The project charter is the
basis for project planning, appeints
the project manager, and authorizes
the expenditure of resources. The
Project Charter must be approved
and signed by the approving
authority, agency director, project
sponsor, 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 rescurces on the
project and conclude the initiation
phase of the project.

® Project Proposal and Charter
Writer's Guide

& Project Charter >
Clidk on the link above to go to

Step 5: Agency PM MUST submit for approval the Project Proposal
and Charter (Agency Head Original Approval):

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 resolving issues with the documents. The approved
Proposal and Charter set the initial baseline for the project. The approval submittal for
the Proposal, PM Qualification and Charter is on the Charter Approval tab. Once
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submitted for approval , the Project sponsor or designated representative reviews and
approves. To gain access to the sub process, click on the link as shown below.

MY PROSIGHT “©

=add v |Ede. |optons -

(23 3.1 Project 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,
Pt CQualification 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
tabk. Once submitted for approval |
the Projedct sponsor or designated

W

fzd 2.1 Development Approval -
Qriginal Approval

Step 6: Project Sponsor or designated representative MUST approve
the Project Proposal and Charter (Project Sponsor Original Approval):
Click on the link below to go to the Project Sponsor approval process. (Info only)
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MY PROSIGHT £
=add v |Edt. |Options ~
(21 3.1Project Initiztion [~]

C

FLY
Step 6 - Project Sponsor or B
designated representative MUST
approve the Project Proposal and
Charter
Click on the link below to go to the
i ponsor approval pro

2.1.1 Project Sponsor Qriginal
Approval

\/

D

Once you have selected the link above you will be presented with the process sequence
below. It provides the necessary links for the Business Sponsor to review and approve a

Project.

MY PROSIGHT <@

=add  +|Edt.. |Options ~

4 2.1.1Business Sponsor Origi. .. | hd |

Back A
2.1.1 Business Sponsor

Development Approval - Original
Baseline

Project Review Motification

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

Review the Investment

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

[&F Project Proposal
Click on the above link to
acoess the Project Proposal
Form

& PM Qualification
Click on the a
acoess the Ph
Eorm

ve link to

Cualification

1
Project Charter
Click on the ab

scoess the Project

Approval Tab

ink to

harter -

o
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Step 7: Agency Head MUST approve Project Proposal and Charter
(Agency Head Original Approval):
Click on the link below to enter the Agency Head approval process.

MY PROSIGHT ELs
= add  ~|Edi. |Options ~
[ 3.1Project Initiation [~]

Y
Step 7- Agency Head MUST
approve Project Proposal and
Charter

Clidk on the link below to enter the
Agenoy

{74 2.1.2 Agency Head Criginal
Approval

Approval Versions

=* There are three versions of Project
Baseline forms: "Criginal

Approved”, "Last Approved”, and

the "Open” versions. After initial
approval, the Criginal Approval
wersion is saved. Any changss to the
form can be entered in the Open
form. Once a change is approved to
the Original Approved versicn, it
becomes the Last Approved version.
Every subsequent change becomes
the Last Approved version. The
Open version is always available and
is used to make changes to the form.
The Criginal Approved form wersion
is slways available for review.
Because the Last Approved form is
updated each time it is used |
version control MUST be
accomplished by uploading each
approved version in the portfolic
tool. =
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At this point the user will select the
Agency Head Development Approval
scorecard to view all the Projects or
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MY PROSIGHT £

= add v| Edit... | Options

A 2.1.2 Agency Head Original ... | - |

Back ”

2.1.2 Agency Head Development
Approval - Original Baseline

Project Review Motification
Agency Head will be notified of a
project [Item) that needs review and
approval for development

Step 1 - Select the Agency Head

Step 2 - Select Agency Head
Approval Portfolio

In the portfolic drop-down menu,
select the agency portfclic

called "Agency Head Development
Approval -Criginal Baseling™

Examgple: "138 - Agency Head
Development Approval - Criginal
Baseline” is the comect portfolio for
VITA Agency Head Development
Approval.

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

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

[ Project Proposal
Clidk on the above link to
acoess ne

& PM Qualification

Click on the above link to

scoess the form

& Project Charter

Click en th

W

Procurements that need the attention of

the Agency Head.

54

Sub Step 1: Select the Agency Head
Development Approval Scorecard

The figure to the left shows a link to the
Scorecard displaying all the Projects and
Procurements that need the Agency
Heads attention

Sub Step 2: Select Agency head
Approval Portfolio

Each Agency has its own Portfolio of
Projects and Procurements that need
Agency Head approval. The user will
have to focus the Scorecard on the
Portfolio relative to his/her Agency. To

accomplish this click on E and select
the correct Agency portfolio from the list
that appears. In the example below
VITAs Portfolio is the focus of our
attention.

{2 Select a Portfolio - Windows Internet Explorer

] all~{_Search -~

Bl Commonwealth - CTP
- 1. PMD

-l 2. CI0

3. ITB

i@ Commonwealth Portfolios

G- 166 Secretary of the Commonwealth (SOC)

- 130 Secretary of Administration (SOA)

183 Secretary of Matural Resources (SNR)

! 184 Secretary of Technology (SOTEC)

Bl 136 Virginia Information Technologies Agency (VITA)

-l 136 VITA Agency Head Baseline Approval - Change
E 135 VITA Agency Head Development Approval — Criginal Baselir|
il 136 VITA Agency Head for Strategic Plans
- 136 VITAEA
-l 136 VITA Procurements
@l 136 VITA Projects
[ 136 VITA Query Based Portfolios (QBPs)

4]

Sub Step 3: Review the Investment

The user will then highlight (left click)
the particular Project or Procurement
that is the focus of their attention and
select one of the forms (Project
Proposal, PM Qualification, and Project
Charter) further down in step 3 of the
figure to the left. The user will review
the information in each form and render
an approval as necessary.



AITR Training — My Processes

Step 8: Secretariat Approval of the Project Proposal and Charter
Select the link in the figure below to enter the Agency Head approval process.

MY PROSIGHT
= Add

£

- | Edt... | options ~

[ 3.1Project Initiation |~

Step 8 - Secretariat Approval of

the Project Proposal and Charter
clidk on the link below to enter the

Lt

< fFll 2.1.3 Secretariat Original >

A\rl:wal_/
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MY PROSIGHT <«

=add v |Edi. |Optons ~

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

Back o

2.1.3 Secretariat Development
Approval - Original Baseline

Project Review Notification

The Secretary {or his designated
reprasentative) will be notified of 8
project [Item] that needs review and
approval for development

W@aj\
proval Scorecard
9 secretariat Approval
Scorecard

Step 2 - Select the Secretarial
Approval Portfolio

In the itemn drop-down menu select
the Seoetariat Portfolio

named “Investments Requiring
Seoretarist Approval - Criginal”

Example: "184 SOTEC Investments
Requiring Seoetariat Approval -
Cwiginal” is the comect secretariat
portfelic for Seoetary of Technology

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

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

[&F Project Proposal
Click on the a

acoess the form

& PM Qualification

[1=) 1

T 0 300 @
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At this point the user will select the
Secretariat Development Approval
scorecard to view all the Projects or
Procurements that need the attention of
the Secretariat.

Sub Step 1: Select Secretariat
Approval Scorecard

The figure to the left shows a link to the
Scorecard displaying all the Projects and
Procurements that need attention.

Sub Step 2: Select the Secretariat
Approval Portfolio

Each Agency has its own Portfolio of
Projects and Procurements that need
Agency Head approval. The user will
have to focus the Scorecard on the
Portfolio relative to his/her Secretariat.

To accomplish this click on E and
select the correct Secretariat portfolio
from the list that appears. In the
example below SOTECs Portfolio is the
focus of our attention.

/= Select a Portfolio - Windows Internet Explorer E\E|E|
a

&l N gearch

El-@ Commonweslth - CTP
-l 1. PMD
@@ 2. CI0
@ 3. ITIB
i@ Commonwealth Portfolios
G- 166 Secretary of the Commonwealth (SOC)
i 180 Secretary of Administration (S0A)
G- 183 Secretary of Natural Resources (SNR)
i 184 Secretary of Technology (SOTEC)
136 Virginia Information Technologies Agency (VITA)
i 184 SOTEC Enterprise
il 184 SOTEC Investments Requiring Secretariat Approval - Change
E 184 SOTEC Investments Requiring Secretariat Appraval - Original
184 SOTEC Query Based Portfolios (QBPs)
-l 185 Secretary of Education (SOE)
G- 186 Secretary of Transportation (STO)
[ 187 Secretary of Public Safety (SPS)

4]

Sub Step 3: Review the Investment

The user will then highlight (left click)
the particular Project or Procurement
that is the focus of their attention and
select one of the forms (Project
Proposal, PM Qualification, and Project
Charter) further down in step 3 of the
figure to the left. The user will review
the information in each form and render
his/her approval as necessary.
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Step 9: PMD prepares Balanced Scorecard Assessment and Decision
Brief:

At this point PMD receives a notification that a particular Project is in need of review and
assessment. PMD prepares Balanced Scorecard Assessment and a Decision Brief (for the
Secretariat Oversight Committee (SOC). The SOC reviews and makes approval
recommendations to the C1O. The Balanced Scorecard and Decision Brief is forwarded
to the CIO.

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

MY PROSIGHT £
= Add w | Edit,.. | Options -

[ 3.1Project Initiation b

Step 9 - PMD prepares Balanced |»
Scorecard Assessment and
Decision Brief

PMD prepares Balanced Scorecard
Assessment and a Decision Brief (for
the Seoetariat Oversight Committes
(90C). The 30C reviews and makes
approval recomrmendations to the
CIC. The Balanced Scorecard and
Decision Brief is forwarded to the
ClC.

rCIO approval, the CIO will

ard an Approval for
] I !

Fd 2.1.4PMD Original Approval

[ Balanced Scorecard
Evaluation to CIQ
Click on the link abowve to go 1o
the Balanced Scorecard
I-I.l_

Evaluation {FMD o
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Once the user has selected the option above they will be p

resented with the PMD process

flow segment giving them some insight into what the PMD processes are.

Sub Step 1: Lock Projects Submitted for PMD Review

The Project is locked at this point. This state will not allow the user to modify the
information while PMD and the CIO are reviewing the request.

MY PROSIGHT

ki

= add  ~|Edi. | Optins

-

3 2.1.4PMD Original Approval |

- |

Step 1: Lock Projects Submitted
for PMD Review

Project should be loded {moved to
PMD lodked portfolic and stop further
changes/edits) once they are
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 module.

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

2) Select "ltems and Portfolios™ 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 "Commonwealth-CTP -
* 1. PMD -* PMD Approval

Portfolios -= PMD Approval for
Change Requests™.

B) User will see all projects that need
to be lodked.

8) Highlight all projects.

T) Press <Add To> button just below
the badt menu bar.

&) Mavigate to "Commonwealth-CTP -
= 1. PMD = PMD loded
Investments”.

5) Press <Ok> button.

10} Select "PMD Lodeed Investments”
folder.

11} Find the investment or
investments that were added and
Highlight them.

12) Seled "Portfolic -= Make Cument
Portfolic my Home™ from the (bladk)
dropdown menu.
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Sub Step 2: Project Review

This process segment facilitates PMDs review of the Project documentation allowing
them to qualify and quantity the metrics provided by the AITR. The figure below shows
the links available for specific pieces of documentation, allowing PMD to focus on
reviewing the project.

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

3 2.1.4PMD Criginal Approval |v|

.S
Step 2@ Project Review 3
To acoess the project forms,
highlight the project on the
scorecard, and clidke on the following
forrg Li

& Project Proposal
& PM Qualification
[ Balanced Scorecard

PMD must complete the

Ewvaluation

& Project Charter

Sub Step 3: Prepare PMD Recommendation and Decision Brief
This step communicates to PMD and the user the tasks that are required of PMD staff.

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

3 2.1.4PMD Original Approval |v|

Step 3: Prepare PMD A
Recommendation and Decision

Brief:

PMD Analyst must prepare the

following documents and uplead the
same to ProSight:

- PMD Recommendation / Decisiocn
Brief

- Draft IO Recommendation Letter

Sub Step 4: PMD Recommendation and Approval
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This is the step where PMD reviews and enters the approval decision, and enters its
recommendation to the CIO. The link shown below will take the user directly to the
location on the form where the recommendation is recorded.
MY PROSIGHT £

= Add v| Edit... |Upﬁuns -

3 2.1.4PMD Qriginal Approval |‘r |

Step 4: PMD Recommendation and
Approval

Review and enter the Project

Approval Decision on the Project
Charters "PMD Related Approval

Seetiwity . tab

< & Project Charter >

Sub Step 5: Send E-Mail to C10O

MY PROSIGHT £
= Add v| Edit... |D|:|tinns -

3 2.1.4PMD Original Approval |v|

L

Step 5: 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 crder to complete the CIO
Approval Prooess Off-line, PMD
Analyst must include the following
documents in the ClO%s e-mail:

— Project Proposal

- Project Charter

- Balance Scorecard

— PMD Recommendation - Decision
Brief

— DOraft CIO Letter

Sub Step 6: Unlock Projects
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The link shown below is used once the CIO have formally approved the Project. Only
PMD personnel can execute this sequence of instructions. The link is provided here for
consistency and user information.

Step 6: Unlock Projects

Projects should be unlodeed and
placed badk in the Agency Home
Portfolio after completion of the CIO
Approval Process

Unlocking Instructions
To be used after CIO & ITIB review
processes ]

< Post-Baseline Approval Unlock >

Process

\/

Step 10: CI1O Approval:

The CIO reviews, approves/disapproves or requests further information. Approval for
Development begins the Planning phase of the project lifecycle.

Click on the link below to enter the CIO approval process. If you are an AITR only skip
this activity.

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

(2 3.1Project Initiation |

Step 10 - CIO Approval

The CIC reviews,
spproves/disapproves of requests
further information. Approval for
Developrnent begins the Planning
phase of the project lifecycle.

Click on the link below to enter the

2.1.5 CIO Original Approval

- D A e oo
categories for the project are
LOCHED.**

The baseline categories: scope
staternent, 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.
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Sub Step 1: Select the appropriate Approval Queue

The links shown below allow the user access to the Projects and Procurements in the
same organizational structure the CI1O uses while rendering his approvals.

MY PROSIGHT ]
=add ~ | Edi... | Options -

3 2.1.5 CIO Criginal Approval |

Back

2.1.5 CIO Development Approval -
Original Baseline

Project Review Motification

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

Step 1: Select the CIO Approval
Portfolios Scorecard

um

Step 2: Select the appropriate
Approval Queue below.

Click on the link below to acoess the
CIO Porifolic Approval Queue
Scorecgrd

9 C10 Approval Queue #1
7 €10 Approval Queue #2
9 CIO Approval Queus #3
1 €10 Approval Queue #4
9 CIO Approval Queus #5

Sub Step 2: Select / Highlight the Project on the Scorecard
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Once you have chosen a Scorecard in the figure above you will need to select a particular
Project or Procurement to be the focus of your attention. To accomplish this put the
cursor over the investment of interest and highlight (left click) the entry.

Sub Step 3: Review Project Details

In this step the user will have the opportunity to view information relative to the project
they selected using four different forms as shown in the figure below.

MY PROSIGHT E
= Add v| Edit... | Options

[ 2.1.5 CIO Original Approval |v |

Step 3: Select [ Highlight the
Project on the Scorecard

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

Step 4: Review Project Details

After selecting the project on the CIO

Portfo] o recard,
on the forms below:

[ Project Proposal
& PM Qualification

& Balanced Scorecard Evaluation

[ Project Charter
Review itional Project

Documentation [ PMD
Recommendation

Following documents are availakle
for review under project
documentation section:

- PMD Recommendations / Decision
Brief

- Draft CI0 Recommendation Letter

Sub Step 4: Project Approval

The link in the figure below will take the user directly to the tab where the CIO Approval
is recorded. This will allow the AITR to view the same information as the C10, and
determine if the CIO has approved the Project or Procurement.
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MY PROSIGHT <«
= add v|E|:|it... |D|:utic:ns -

| [_A 2.1.5 CIO Criginal Approval | v|

)

p 5: Project Approval ~

[&F Project Charter - Approval Tab
Complete the roval fields
CIO Appr =

in the O Approval™ Group

investrnent such as “Identified
for Preliminary

Flanning”, "Ap

Flanning”, "A

Development”, etc

Clidk on the "Submit” button to
submit the proje

Approval

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

Line

— Upload the CIO Approval E-Mail

— Upload the Signed CIO Letter

— Update ! complate the CIO

Approval steps within ProSight —

Sub Step 5: C10O Approval

This approval will be obtained off-line, and after the CI1O approval has been granted.
When granted, the AITR will receive formal notification of the approval.

Upon CIO approval, PMD Director role sets the investment status category. The CI1O
will forward a formal approval [letter] for Development to the Agency Head by email.
This section is provided for reference purposes only.
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Step 11: Agency Must Upload (save) Documents to the Portfolio:

In order to maintain data consistency, other forms of documentation; MS Word, Excel,
PDFs, etc, need to be uploaded and stored to provided additional information for the
Project or Procurement. The steps to Save documents are:

1) Ensure you have selected the correct "Item™; i.e. the project .

2) On the Black toolbar, choose Item.

3) Select "Upload Document™

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

6) Owner is automatically filled out based on the user log-in

7) Provide a description of the file in the Description Box

8) Select "OK"

Document is uploaded to document repository for the project, and shows up in the
"document links " directory for the associated item in your workbook.

9) Close the Documents wizard by selecting "Close"

The link in the figure below will take the user to the Workbook capability within
Primavera Portfolios where the user can exercise the instructions above to either upload
the documents, or create a link if there are special circumstances where PMD will allow a
link to be used. remember there are security concerns with using a link that could make
the document inaccessible to certain users.
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MY PROSIGHT F
=add  ~|Edt.. |oOptions ~
[ 22 3.1Project Initiation [~]

Fa
Step 12 -Agency MUST Upload
(save) Documents to the Portfolio
Steps to Save documents:
1) Ensure you have selected the
comect "ltem™; i.e. the project .
2) On the Bladk toclbar, choose ltem.
3) Select "Upload Document”
4) On the General tab, Browse to the
location of the file you wish to uploed
5) Ensure the "Flace a link in the
Item’s link list "box is chedwed.
8) Owner is automatically filled out
based on the user log-in
7) Provide a descripticn of the file in
the Description Box
£) Select "OK"
Document is uploaded to document
repository for the project, and shows
up in the "document links " directory
for the asscciated item in your
workbook.
9) Close the Documents wizard by

m
[=] Project Documentation

Clidk on the link to enter the

Project Documentation link

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 a PMD
directory. This is a PMD only activity and is provided for informational purposes only.

MY PROSIGHT has
=add v |Edt. |oOptons -
(23 3.1Project Initiation [~]

.

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 a PMD directory.
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Step 13: Project Manager completes the Project Initiation Transition
Checklist:

The Project Initiation Transition Checklist is available to assist the AITR and Project
Manager in transitioning to the next phase. By clicking on the link in the figure below
the user will be taken directly to the tab where the status of each deliverable is recorded.

MY PROSIGHT <
= add - | Edi... ‘ Options
(24 3.1 Project Initiation [~

Y

Step 14 - Project Manager
completes the Project Initiation
Transition Checklist

The Project Initiation Transition
Chedklist is available to assist the
Proje § itigning to

= next phass.
& Project Initiation Transition
Cheddist

Clidk on the link above to

-S"-ecs:l-i-s'.

Next Phase

{7l 3.2 Project Planning
Clidk on the link above to

maove an to the Planning

Phase
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Control Phase (Execution)

Sub-Process 3.1 Review — Project Status Report and Scorecard:

In this section the user will be introduced to the processes and steps necessary to perform
and review the status of each Project on a monthly basis. By selecting the link in the
figure below the user will be presented with a process set up specifically to facilitate the
reporting of the projects status.

MY PROSIGHT <
= add  ~|Edi. |Optons ~
| [_J AITR Processes | = |

-

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

AITR should review the Project
Status Report and Scorecard

Clidk on the following folders to steps
to compl

Report and Scorecard >
3.2 Create, Update, and

Submit Frocaorement Initiation

(APR) o
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MY PROSIGHT L

= add - | Edit... | Options

(28 3.1. Review - Project Status ...| v |

Back

Sub-Procass 2.1 Review - Project
Status Report and Scorecard
Project Status will be updated by a
project manager and reported on a
manthly basis

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 oreates 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:
PMD finalizes Project Status Reports,
Ciata is frozen for final Monthly Project
Status Report .

AITR is not involved in the
preparation the Project Status form.
Following Steps are ONLY FOR AITR
REVIEW (as necessary) of the Project
Status Report and Scorecard

Step 1: Review Project Status Report

[ Project Status Reports
= Click on the link to access the
Pro t=

Hext Steps:

Click here to go to ATTR.
Processes folders

69

One the user has selected the link in the
previous figure they will then be
presented with the sequence of steps
shown in the figure to the left.

The introduction describes the business
cycle associated with submission of the
monthly Project Status Report. The
status report is a calendar driven
sequence of events that takes place each
month.

The AITR is not involved in the
preparation the Project Status form.
Following Steps are ONLY FOR AITR
REVIEW (as necessary) of the Project
Status Report and Scorecard

Step 1: Review of Project Status
Report

In this step the user will use the link
provided to take them to the correct
Primavera Portfolios form.
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Sub-Process 3.2 Create, Update, and Submit Procurement Initiation
(APR)

This process will facilitate the completion of all the steps necessary to create, update, and
submit a Procurement Initiation (APR).

MY PROSIGHT £
= padd v |Edi.. |Options -
| [ AITR. Processes | - |

s

3. Project Execution and Control
{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 exscuted.
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 control consist
of task execution, measuring project
progress, reporting project status, and
exercising management controls.
This phase ends when the product,
good, or service developed has met
the user acoeptance oriteria
established in the performance plan
and a user acoceptance document
has been completed.

AITR should review the Project
Status Report and Scorecard

Clidk on the following folders to steps
to complete the sub-process

=4 3.1, Review - Project Status
Report and Scorecard

{74 3.2 Create, Update, and
Submit Procurement Initiation

(APR)

Step 1: Access the Procurement Business Alignment and Initiation
(APR) Form

This step contains links to three versions of the APR form; open (editable), original
approved, last approved. They represent the state of the information at different times in
the Projects lifecycle. If the user should select one of the links in the figure below they
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will be taken directly to the form selected. keep in mind you must have already have
selected the investment in question to see the information you are looking for.
MY PROSIGHT £

=add  ~|Edt.. |options «

[_d 3.2 Create, Update, and 5u... | - |

Back o

Sub-Process 3.2, Update, and
Submit Procurement Initiation
(APR):

Complete the following steps to
oreate, update and submit a
Procurement Initiation (APR)

Step 1: Access the Procurement
Business Alignment and Initiation
{APR) Form

& Procurement Business
Alignment and Initiation (APR)
= Clidk on the above link to
scoess the Form (Open version
= Werify the followin

g
Form Mame — Procurement

Business Alignment and
Initiation (APR

h this Procure

Initiation (APR) is assocciated

Previous Approved Versions

& Procurement Business
Alignment and Initiation
(APR) - Original Approved

Clidk on the above link to

scoess the "Original Approved

VErsion

& Procurement Business
Alignment and Initiation
(APR) - Latest Approved
Click on the abowe link to
acoess the "Latest Approved

VETsion

Complete the following Steps to
Update and Submit Procurement
Initiation [APR):

Step 2: Update or Review the Procurement Business Alignment and
Initiation (APR)
This step contains a link to the latest version of the APR form allowing the user to edit

and update the Procurement information as necessary. Select the link in the figure below
to be taken directly to the form.
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MY PROSIGHT <«

= add  ~|Edt.. |oOptons ~

| 3 3.2 Create, Update, and Su... | - |

Y
Step 2: Update or Review the

Procuremse ignment
nitiation (APR):

& Procurement Business

Business Alignment Information
rement

ent

Businass Alig
Information under the
following Tabs

*>= Procurement Alignment
== Service Arsas

= Enter, Update Procurement
Initiaticn Information

— Update Procurement
Initiaticn Information under
the following Tabs

= Procurement Initiation
(APR)

** APR Desoiption
Justification

=# APR — Estimated Cost

= Clidk on the “Submit” to save
the updated information

Step 3: Submit Procurement Business Alignment and Initiation (APR)

This step contains a link to the tab where the Agency level approvals are recorded. Select
the link in the figure below to be taken directly to the tab in question. Set the “Approval

Trigger” and “Agency IT Resource Approval” flags to <YES> and click the « =i Submit »
button.

72



AITR Training — My Processes

MY PROSIGHT £
= add v| Edi... \ Options

[_3 3.2 Create, Update, and Su... | A |

LS

= Clidk on the "Submit” to save

the updated informaticn
Step 3: Submit Procurement

Business Alignment and Initiation

& Procurement Business >

Alignment and Initiation (APR])

aooess the Procurement
Business Alignment and
Initiation {APR} Form —
Approval tab
omplete the Approval
Informaticn the
== Approval Trigge -
Baox
= Clidk on the “Submit” to
submit the Updated
rocurement Business
Alignment and Initiaticn (APR)
Form for AITR Approval

Step 4: Send an e-mail to AITR

This step is here to document the requirement to send an E-mail to the AITR notify the
user of the receipt of the APR for review and approval.

Step 4: Send an e-mail to AITR:
Send an =-mail to the AITR to
communicate submission of the
Procurement Business Alignment
and Initiation {APR) Form
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