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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 : 

• Click on “View” button on the ProSight Menu Bar 

  
 
• Click on “Show/Hide ” from the Menu List “” will be displayed on the left-

hand side of the Screen 

  
 
 

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

 
 

• From the drop-box  select the following: 
• Navigate to the following and select the highlighted option  
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• You are now looking at the top level location for all the Agency Head 

processes. 
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Strategic Planning 
 

Process 1: Strategic Planning Approval 
Select the option as shown below. 
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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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Step 3 cont: Review the 
Investment 
Use the links provided to review the 
selected project. 
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Step 3 cont: Review the 
Investment 
Use the links provided to review the 
selected investment. 
 
 
 

Step 4: Review and Approve 
Procurement 
Use the links provided to review the 
selected procurement. 
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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: 
• In My Portfolios Section (which just appeared) click on the drop- box option 

 
 

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

 
• 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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• 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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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. 
 

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

 
 
 
  The figure below represents an example of the type of selection you will make. 
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Project Development 
 

Process 2: Development Approval 
Select the options shown. 
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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. 
 
 



AITR Training – My Processes 

 15

 
 

 

Process 3: Change Approval 
Select the options shown. 
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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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