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Executive Summary

This document will walk the Agency Head 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 figures, 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. For complete process detail, see AITR training.
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Process 1.1 Agency Head:
Complete the following steps to create a new project:

Step 1: Access

Instructions to Access a Project Business Alignment Form

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

-
Faorm: | & Commonwealth Balanced Scorgcard—w

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

& Forms

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

¥ High Contrast Mode

v Zoom 100%
Foom 125%
Zoom 150%

|__—ZooTT 200 ————_|

[#  Show/Hide My ProSight |

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

MY PROSIGHT

| _1 1.1 Create or Update and Su...| - |

Create an Agency Portfolio
Investment

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

----- 1 My Processes

El-C@ ITIM Processes

F-C3 1 FAQS - (HowDol...7)
--D 2. Enhancement Descriptions
(28l 3.Future Enhancements

----- [C@ 4. How to remove IE secure and non secure data warning pop L

--[j A, Commonwealth Technology Portfolio Management
El[j B. Role-Based Processes

..... [C1 Agency Head Processes

F-C@ AITR Processes

You are now looking at the top level location for all the Agency Head
processes.

1. STRATEGIC PLANNING

E] Agency Head - Strategic Planning_
Approval

2, PROJECT DEVELOPMENT

[z Agency Head - Project
Development Approval - Qriginal

[z Agency Head - Project
Development Approval - = 10%
Change
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Strategic Planning

Process 1. Strategic Planning Approval
Select the option as shown below.

1. STRATEGIC PLANNING

L —
{7l Agency Head - Strateqic Planning
Approval B

2, PROJECT DEVELOPMENT

{78 Agency Head - Project
Development Approval - Original

{78 Agency Head - Project
Development Approval - > 10%
Change
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LS
Step 1 - Select the Agency Head
Approval Scorecard

9 Agency Head Approval

Scorecard
Click on the sbove link to
acoess the scorecard and

review the investments for
strategic plan approval.

Select Agency Head Approwval
Portfolic

In the portfolic drop-down men
select the portfolic called
Head Approval for Strategi
for your Agency

Example: 138 VITA Agency Head for
Strategic Plans is the

portfolio for VITA Agency Head
Strategic Plan Approva

Project / Procurements
documentation is available for review

Step 2 - Review Corresponding —
Inwvestment Forms

== Highlight the Investment {Project

of Procurement) on the Agency Head
Strategic Plan Approval Scorecan
#* Based on the (Project or

(=3

Procurement) "Type" indicated on
the scorecard use the following
comesponding links:

=> For Projects go to Step
> For Procurements g

Step 2 - Review and Approve
Project Investment Business Case

Click on the following links to
review Project Docomentation

[& Project Business Alignment
This is a link to the data entry
form {open form)

[& Project Business Alignment 0&-
02 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
These are links to the data
entry forms related to funding

{open formis)).

Step 1. Select the Agency Head
Development Approval
Scorecard

Step 2: Select Agency Head
Approval Portfolio

Select your agency, then right click on
the project of your choice to select it.

Step 3: Review the Investment

Use the links provided to review the
selected investment.
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S
B Investment Business Case B
This is a link to the data entry . .
form (cpen form) Step 3 cont: Review the
Project Background Information [ I n VeStm ent
Previous Approved Versi : . :
reviotE fee sreiens Use the links provided to review the
[& Project Business Alignment - selected project.
Qriginal Approved
This is a read-only link to the
information originally
& Project Business Alignment -
Criginal Approved - 06-08
Biennium Funding
& Project Business Alionment -
Criginal Approved - 08-10
Biennium Funding
& Project Business Alionment -
Qriginal Approved - 10-12
Biennium Funding
¥ Project Business Alionment -
Qriginal Approved - 12-14
Biennium Funding
[& Project Business Alignment -
Qriginal Approved - 14-16
Biennium Funding
[& Project Business Alignment -
Qriginal Approved - 16-18
Biennium Funding
These are read-ocnly links to
the informaticn originally
approveda.
& Project Business Alignment -
Latest Approved
This is & read-only link to the
|latest approved information.
[& Project Business Alionment -
Latest Approved - 06-08
Biennium Funding
& Project Business Aliognment -
Latest Approved - 08-10
Biennium Funding
& Project Business Alionment -
Latest Approved - 10-12
Biennium Funding
[E¥ Project Business Alionment -
Latest Approved - 12-14
Biennium Funding
[ Proiect Business Alignment -
Latest Approved - 14-16
Biennium Funding
[& Project Business Alignment -
Latest Approved - 16-18
Biennium Funding
These are read-only links to
the |atest spproved
information.

£
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N
& Investment Business Case - —
Criginal Approved

This is a read-cnly link to the Step 3 cont: ReV|eW the

information originally

approved. Investment

& Investment Business Case - Use the links provided to review the
Latest Aporoved selected investment.

This is & read-ocnly link to the
latest approved information.

Approve Project Investment

Business Case Step 4: Review and Approve
[& Approval - Project Investment Procurement
Business Case : . .
This link will take you to the Use the links provided to review the
form and tab for entering selected procurement.
approval information.
Complete the Agency Head
Approval fields and then clidk
on the "Submit” button
PROCUREMENT APPROVALS

Step 4 - Review and Approve
Procurement Business Alignment
and/or Procurement Initiation
(APR)

Click on the following links to
review Procurements

& Procurement Business
Alignment and Initiation (APR)
This is & link to the data entry
form {open form)

Procurement Background
Information [ Previous Approved
Versions

& Procurement Business
Alignment and Initiation
(APR) - Original Approved
This is & read-ocnly link to the
information originally

approved.

& Procurement Business
Alignment and Initiation
(APR) - Latest Approved
This is a read-only link to the
latest approved information.

Approve Procurement Business
Alignment and/or Initiation [APR)

& Approval - Procurement
Business Alignment and
Initiation [APR.}
Clidk on the above link to
acoess the Form and Form-tab =
for entering approval
information.
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Process: 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 Portfolios Section (which just appeared) click on the drop- box option

MY PROSIGHT

| _1 1.1 Create or Update and Su...| - |

Create an Agency Portfolio
Investment

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

B2 CTP PMD Administration

EI".__J ITIM Processes

B3 1 FAQSs-{How Do L..7)

"._j 2. Enhancement Descriptions

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

E|--._.j B. Role-Based Processes

._j Agency Head Processes

IEIl_j AITR. Processes

A 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

(4 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 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

{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

< {7l 1.7 Certify Major Projects

v

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

10
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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.

11
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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 -

12
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Project Development

Process 2: Development Approval
Select the options shown.

1. STRATEGIC PLANNING

Agency Head - Stratedic Planning
Approval

2, PROJECT DEVELOPMENT

Agency Head - Prniﬁt\

Development Approval - Qriginal D

Development Approval - = 10%
Change

13
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2.1.2 Agency Head Development
Approval - Original Baseline

Project Review Notification
Agency Head will be notified of a
roject [ltern) that needs review and

approval for development

Step 1 - Select the Agency Head
Development Approval Scorecard

9 Agency Head Development

Approval

Clidk on the above link to acoess
the scorecard and review
investrments for j
development approval

Step 2 - Select Agency Head Approval
Portfolio

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

Step 2 - Review the Investment
Highlight the investment you want to
review for development on the
scorecard, and then didk to review the
following forms:

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

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

& PM Qualification
Click on the abowve link to acoess
the form

& Project Charter
Clidk on the above link to access
the form and for approving the
L

project for de

Repeat the above steps as required to
complete additional approvals

14

Step 1. Select the Agency Head
Development Approval
Scorecard

Step 2: Select Agency Head
Approval Portfolio

Select your agency, then right click on
the project of your choice to select it.

Step 3: Review the Investment

Use the links provided to review the
selected investment.
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Process 3. Change Approval
Select the options shown.

1. STRATEGIC PLANNING

{78 Agency Head - Strateqic Planning
Approval

2, PROJECT DEVELOPMENT
{7l Agency Head - Project
] - Qriginal

{7l Agency Head - Project
Development Approval - > 10%
Change

15
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2.2.2 Agency Head Change
Approval

Project Review Motification
Agency Head will be notified via
Email of a project {itern) that needs
change control request review and
approval

Step 1 - Select the Agency Head
Approval Scorecard

] Agency Head Change
Approval Scorecard

Click on the above link to
acoess the scorecard to review
inwestrents for Change
Control Request review and

approval.

Step 2 - Select Agency Head
Approval Portfolio

In the portfolic drop-down menu,
select the portfolio called “Agency
Head Baseline Approval - Change

Examgple: 138 VITA Agency Head
Baseline Approval - Change is the
comect portfolio for VITA Agency
Head Change Reqguest Approval

Step 3 - Review the Investment
Highlight the investment on the
scorecard and then clidk on the link
below to review the change request
formn.

& = 10% Change Control
Reguest Form
Click on the above link to
acoess the Change Control
Request Form.

Change Control Request Form
will contain the desired
change information.

Project Background Information [
Previous Approved Data

& Project Status
Click on the above link to
acoess the Project Status Form

Select the comect project
{ltern) from the tem dropdown
menu. (Verify that the project
status form is pointing to
[getting data from) the right
Project {Item})

Step 4: Approve >=10% Change
Control Request

[ Change Control Request -
Approval Tab

Click on the abowve link.
This link will take you to the
form and tab for entering
approval information.

E
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Step 1. Select the Agency Head
Approval Scorecard

Step 2: Select Agency Head
Approval Portfolio

Select your agency, then right click on
the project of your choice to select it.

Step 3: Review the Investment

Use the links provided to review the
selected investment.

Step 4: Approve > 10% change
control request

Use the link provided to open the
Change Control Request > 10% form.
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