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CTP Navigation

Executive Summary

This document is intended as a quick introduction to CTP and how to get a quick grasp of
the navigational constructs and their use.



CTP Navigation

lcons (Sul:umit Reset [§ Mew e speling & 5 ',.)

All the icons in this section will explained from the perspective of Form usage. Though
the actions of the individual selections don’t change between modules, their availability
does.

Subm |t( Submit)
The action taken is synonymous with the concept of “‘Save’ in Microsoft applications. If
the user should open a form and proceed to add or modify information this button will

become active. Once a user makes all the required changes they can save the data using
this button.

Res et( Reset )

The action taken is one resets all the changes a user has made to the data in a particular
form since the last “Submit”.. Another way to think it might be as ‘undo’, but at the form
level.

New ([ MNew )
This button is used when a user wishes to create a new project or procurement. If the
user presses this button then a blank form is presented ready for data entry. This button

will appear only on specific forms, particularly those that are the first form in a process
flow in the ITIM Select/Pre-Select phase.

Spelling( ™ Seeling)

Not available in the 64 bit used by CTP for version 7.5.2 Primavera Portfolios. When
available, it will allow the user to spell check the data entered on a particular form.

Print( =)
Pressing this button will allow the user to print the current form and its contents.

Email (727)

This button will allow the user to email a URL link of the current form, tab, and item to
another Primavera Portfolios user. This capability greatly simplifies the steps necessary
to communicate with another user about a specific piece of information.

Knowledge( ¥ )
Once knowledge has been provided the form will notify the user of its existence using the

“light bulb” ( * ) on the upper right portion of the browser. The location is shown in the
example below. Please reference ‘Knowledge’ on page ‘21°.
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My Process Navigation
In this example we will be opening the top level PMD Processes.

e Click on “View” button on the Primavera Portfolios Menu Bar
| -

Form: | [& Commonwealth Balanced Scorecard——0

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

& Forms

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

v High Contrast Mode

v Foom 100%
Zoom 125%
Zoom 150%

| Zeorm200%——_|

[# 5how/Hide My ProSight |

Access Project Business Alignment Form:
e In My ProSight 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:
¢ Navigate to the following and select the highlighted option



/= Select a Folder - Windows Internet Explorer

CTP Navigation

“[_] My Processes
(3 CTP PMD Administration
Bl ITIM Processes
[ 1. FAQ's - (How Do I...7)
[ 2. Enhancement Descriptions
[ 3. How to remove IE secure and non secure data warning pop up
3 A. Commonwealth Technology Portfolio Management
B[ B. Role-Based Processes
; ] Agency Head Processes
|1 AITR Processes
Ll Business Sponsor Processes
4 CAD Processes
-1 CIO Processes

EIL_] PMD Processes

1 Agency Portfolio Investment

Scorecard Selection

1) Select the @ SCORECARD | 21y as shown below.,

=
(& eevon) RSIEETRRl 2 toimoon) (WP Fos) [ JorsHa0nos) \AITOH0] st | adue
Scorecard: | ApprevedRmicctSintr™ [+]  Partfolio: [l Al Major Projects APD (Active) [~]

&

Items

Secretariat

Approved State

i All Major Projects AP...

1 @ AlertTesta

184 Secretary of Technology

136 Virginia Information Tech...

Approved for Development (active)

@ Automated Routi...

186 Secretary of Transportation|

154 Department of Motor Veh.. .

Approved for Development (active)

@ CCC/IVR Replatfo...

186 Secretary of Transportation|

154 Department of Motor Veh.. .

Approved for Development (active)

@ Central Criminal L.

187 Secretary of Public Safety

156 Department of State Police

Approved for Development (active)

@ Customer Manag...

186 Secretary of Transpartation|

154 Department of Motor Veh

Appraoved for Development (active)

192 Secretary of Commerce a...

222 Dept. of Professional & O...

Appraved for Development (active)

@ FMS Project

186 Secretary of Transportation|

501 Department of Transport...

Approved for Development (active)

&
3
s
5
& @ EAGLES
E
8
9

@ Case ...| 188 Secretary of Health & Hu...| 262 Department of Rehabilita... | Approved for Development (active)
[ Fiscal ..| 188 Secretary of Health & Hu... | 262 Department of Rehabilita... | Approved for Development (active)
0 @ Fores...| 193 Secretary of Agricuiture ... | 411 Department of Forestry | Approved for Development (active)

11 @ LawE

187 Secretary of Public Safety

156 Department of State Police

Approved for Development (active)

12 @ Pavement Manag..,

186 Secretary of Transportation|

501 Department of Transport...

Approved for Development (active)

13 @ Phase 2 and 3 Vir...

187 Secretary of Public Safety

799 Department of Corrections

Approved for Development (active)

14 @ Roadway Networ...

186 Secretary of Transportation|

501 Department of Transport...

Approved for Development (active)

15 @ Sample Project

186 Secretary of Transportation|

501 Department of Transport...

Approved for Development (active)

16 @ Statewide Agendi..]

187 Seaetary of Public Safety

156 Department of State Police

Approved for Development (active)

17 @ TREDS

186 Secretary of Transpartation|

154 Department of Motar Veh...

Approved for Development (active)

13 @ VaTraffic

186 Secretary of Transportation|

501 Department of Transport...

Approved for Development (active)




2) Now we are going to select a Scorecard. Select the “E”as shown below.

CTP Navigation

Scorecard: | Approved Project Status

ed, | Portfolio | Clipboard | Collaborate |

| User | Setup | Help

All Major Projects APD (Active)

=
Ttems

Secretariat

Agency

Approved State

@ All Major Projects AP..,

1 @ AlertTest4

184 Secretary of Technology

136 Virginia Information Tech...

Approved for Development (active)

2 @ Automated Routi...| 185 Secretary of Transportation| 154 Department of Motor Veh...| Approved for Development (active)
3 @ CCC/IVR Replatfo..] 186 Secretary of Transportation| 154 Department of Motor Veh...| Approved for Development (active)
4 @ Central Criminal 1.| 187 Secretary of Public Safety | 156 Department of State Police | Approved for Development (active)
5 @ Customer Manag...| 186 Secretary of Transportation| 154 Department of Motor Veh...| Approved for Development (active)
& @ EAGLES 192 Secretary of Commerce a...| 222 Dept. of Professional &O...| Approved for Development (active)
7 @ FMS Project 186 Secretary of Transpartation| 501 Department of Transport...| Approved for Development (active)
s @ Case ...| 188 Secretary of Health &Hu... | 262 Department of Rehabilita... | Approved for Development {active)
s @ Fiscal .| 188 Secretary of Health & Hu. .. | 262 Department of Rehabilita... | Approved for Development (active)
0@ Fores...| 193 Secretary of Agriculture .. | 411 Department of Forestry | Approved for Development {active)
11 @ Law E 187 Secretary of Public Safety | 156 Department of State Police | Approved for Development (active)

12 @ Pavement Manag..,

186 Secretary of Transportation|

501 Department of Transport...

Approved for Development (active)

13 @ Phase 2 and 3 Vir...

187 Secretary of Public Safety

799 Department of Corrections

Approved for Development (active)

14 @ Roadway Networ...

186 Secretary of Transportation|

501 Department of Transport...

Approved for Development (active)

15 @ Sample Project

186 Secretary of Transportation|

501 Department of Transport...

Approved for Development (active)

16 @ Statewide Agenci.,|

187 Secretary of Public Safety

156 Department of State Police

Approved for Development (active)

17 @ TREDS

186 Secretary of Transportation|

154 Department of Motor Veh...

Approved for Development (active)

13 @ VaTraffic

186 Secretary of Transportation|

501 Department of Transport...

Approved for Development (active)

3) The window below will appear.
Funding” Scorecard.

{= Select a Scorecard - Windows Internet Explorer,

B3 Commonwealth - CTP
El.__| Ad Hoc Analysis

1 approval/Review Status for the Project Status Report
9 Project Documentation

This example we have selected the “Federal

----- = Federal Funding

PPN ENrE NN

Admin Reports
Agency Approvals
Approval Status Review -Who has Approved?
CAD Scorecards
Commonwealth Agency Scorecards
Commonwealth IT Solutions Committee (CITS)
Manage ITIB Reporting
FMD Approvals

PMD RTIP Ranking
PMO Scorecards
ProSight Change Control Request
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4) Now we are going to select a Portfolio. Select the E as shown below

PR TESTON

T2 scorecann

1 loiaoonl (W forns) [ oiswoiios) \ 10501

o | Admin

Scorecard: | Approved Project Status

(2

v | User | Setup | Help

Fortfolio; [ gl All Major Projects APD (Active)

=
Ttems

Secretariat

Agency

Approved State

@ All Major Projects AP..,

1 @ AlertTest4

184 Secretary of Technology

136 Virginia Information Tech...

Approved for Development (active)

2 @ Automated Routi...

186 Secretary of Transportation|

154 Department of Motor Veh...

Approved for Development (active)

3 @ CCC/IVR Replatfo..]

186 Secretary of Transportation|

154 Department of Motor Veh...

Approved for Development (active)

4 @ Central Criminal 1.,

187 Secretary of Public Safety

156 Department of State Police

Approved for Development (active)

5 @ Customer Manag...

186 Secretary of Transportation|

154 Department of Motor Veh...,

Approved for Development (active)

& @ EAGLES 192 Secretary of Commerce a...| 222 Dept. of Professional &O...| Approved for Development (active)
7 @ FMS Project 186 Secretary of Transpartation| 501 Department of Transport...| Approved for Development (active)
s @ Case ...| 188 Secretary of Health &Hu... | 262 Department of Rehabilita... | Approved for Development {active)
s @ Fiscal .| 188 Secretary of Health & Hu. .. | 262 Department of Rehabilita... | Approved for Development (active)
0@ Fores...| 193 Secretary of Agriculture .. | 411 Department of Forestry | Approved for Development {active)
11 @ Law E 187 Secretary of Public Safety | 156 Department of State Police | Approved for Development (active)

12 @ Pavement Manag..,

186 Secretary of Transportation|

501 Department of Transport...

Approved for Development (active)

13 @ Phase 2 and 3 Vir...

187 Secretary of Public Safety

799 Department of Corrections

Approved for Development (active)

14 @ Roadway Networ...

186 Secretary of Transportation|

501 Department of Transport...

Approved for Development (active)

15 @ Sample Project

186 Secretary of Transportation|

501 Department of Transport...

Approved for Development (active)

16 @ Statewide Agenci.,|

187 Secretary of Public Safety

156 Department of State Police

Approved for Development (active)

17 @ TREDS

186 Secretary of Transportation|

154 Department of Motor Veh...

Approved for Development (active)

13 @ VaTraffic

186 Secretary of Transportation|

501 Department of Transport...

Approved for Development (active)

5) The window below will appear. In this example we have select the “PMD
Approval for Strategic Plans” portfolio

/= Select a Portfolio - Windows Internet Explorer

2

B
B
=

1. FMD

B Al Major Projects APD (Active)
Bl All Agency Portfolio Investments
Bl Approved Strategic Plan Investments (eligible to be unlocked)
PMD Lock Portfolios

B PMD Locked Investments

El Commonwealth - CTP

PMD Approval Portfolios
B PMD Approval for Baseline - Change
Bl PMD Approval for Baseline - Qriginal

X

E PMD Approval for Strategic Plans

2. CID
3. ITIB

PMD Lock Portfolios

g Commonwealth Portfolios
166 Secretary of the Commonwealth (SOC)
160 Secretary of Administration (SOA)

4]
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ITIM Processes
¢ In My ProSight 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:
¢ Navigate to the following and select the highlighted option

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

"._| My Processes
B4 CTP PMD Administration
EI--.___[ ITIM Processes

B 3 1. FAQs-{HowDoL..7)

Create a new Item (Project or Procurement)

Create an investment within the agency only

Export Budget & Risk Mamt forms

Keyboard Commands

Lock Portfolio - Move Investments to PMD Locked Portfolio

Project Status Report Cyde

Prosight Documents Naming Convention

Service Area Message error

Unlack Portfolio - Mave Investments back to Agency Portfol
- Upload Documents, links, etc.,

-3 2. Enhancement Descriptions

-3 3. Future Enhancements —|

PUPRERERDL
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Naming conventions

Next you should see the selections in the figure below. Please click on the selected link.

Answers to some of the Freguenthy
Asked Questions:

Clidk on the folders below to acoess
maore details

< =4 Prosight Documents Maming D

Convention ]

{7l Lock Portfolio - Move Investments
to PMD Locked Portfolio

f7dl Unlock Portfolio - Move
Investments back to Agency
Portfolio

{7 Upload Documents, links, etc.,

{7l Project Status Report Cyde

Now the user is presented with a dialog informing them of the recommended naming

convention.
# Add v|Eu:|it... |O|:|tin:|ns -

|.__| Prosight Documents Maming ... |v|

Back

Recommended documents naming
comvention:

The following is the recommended
documents naming convention that
should be followed to help in easy
identification and retrieval of project
documentation.

ProjectMame. DocumentMame. yyyy.mm.d
d.dec

Examgple:

ABCDevelopmentProject. StatusReport. 2
007.01.24 . doc
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Lock Portfolio

In this example the user will see the steps the PMD Analyst takes to ‘lock’ an investment
during the PMD review and approval process. Please click on the selected link below.
Answers to some of the Freguenthy
Asked Questions:

Clidk on the folders below to acoess
maore details

f7dl Prosight Documents Marning

Convention
i Lock Portfolio - Move Investmamts—
to PMD Locked F‘-:urthuIiu:u/>
{7l Unlock Portiolio - Move
Investments back to Agency
Portfolio

{7 Upload Documents, links, etc.,

{7l Project Status Report Cyde

Next you should see the steps in the figure below. These steps guide the PMD Analyst
through the procedure of ‘locking’ the investment.
MY PROSIGHT o

% add | Edt.. |oOptions +

| [ Lock Portfolio - Move Invest... | - |

Back

Locking Instructions

Mote: All of the following steps are
executed in the Setup module and are
true for both Projects and Procurements.

1. Press <Setup>, located next to

the "To_Do™ tab.

2. Seled "ltems and Portfolios™ from
the “Show™ menu.

3. On the left side of the Setup window,
select the "All" tab asscciated with items
and portfolios.

4. Mavigate to "Commonwealth-CTP =
1. PMD -» PMD Approval Portfolios -
PMD Approval for Strategic Plans™.

5. User will see all projects that need to
be lodeed.

8. Highlight all projects.

7. Press <Add To> button just below the
badk menu bar.

£. Mavigate to "Commonwealth-CTP =
1. PMD -= PMD Lodk Portfolios -= PMD
lodked Investments™.

9. Press "OK" button.

10. Select "PMD Loded Investments”
folder.

11. Find the investment or investments
that were added and Highlight them.
12. Select "Portfolic -= Make Cument
Portfolic my Home" from the (bladk)
dropdown menu.




Unlock Portfolio

In this example the user will see the steps the PMD Analyst takes to ‘unlock’ an
investment after the PMD review and approval process. Please click on the selected link

below.

-l

CTP Navigation

Answers to some of the Freguenthy
Asked Questions:

Clidk on the folders below to acoess
maore details

f7dl Prosight Documents Marning
Convention

{7l Lock Portfolio - Move Investments
to PMD Locked Portfolio

{7 Unlack Portfolio “Move

Investments back to Agency

{7 Upload Documents, links, etc.,

{7l Project Status Report Cyde

Next you should see the steps in the figure below. These steps guide the PMD Analyst

through the procedure of ‘unlocking’ the investment.

MY PROSIGHT <

% add  +|Edt.. |oOptons ~

|.__| Unlock Portfolio - Mave Inve... |v|

Back

Unlock instructions:

Unledt investments using the Setup
module by following the steps below:

1) Press < Setup =, located next to
the "To-Do™ tab.

2) Select "Itemns 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 "Commanwealth-CTP =
Commeonwealth Portfolios™.

B) Find the Seoetariat that owns the
investrment.

8) Find the Agency that owns the
investrment.

T) Select the comesponding project or
procurement portfolio.

2) Find the investment to be unloded
and Highlight it.

9) Select "Portfolic > Make Cument
Portfolic my Home" from the (bladk)
dropdown menu.

10) Close window

10
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Upload Documents

In this example the user will see the steps the PMD Analyst takes to upload a document
and attached it to a particular project or procurement. Please click on the selected link
below.

Answers to some of the Freguenthy
Asked Questions:

Clidk on the folders below to acoess
maore details

f7dl Prosight Documents Marning
Convention

Lock Portfolio - Move Investments
to PMD Locked Portfolio

Unlock Portfolio - Mave
Investments back to Agency
| —Partioie ——

Lpload Documents, links, etc.,
T e, |

f7dl Project Status Report Cyde

Next you should see the steps in the figure below. First select the link below, then follow
the steps that guide the PMD Analyst through the procedure of uploading documentation
relative to a particular project or procurement. First select the link below, then

MY PROSIGHT <«

% fdd v |Edt.. |Options +

| (A Upload Documents, links, etc., | - |

Back

Project Dosumentation———
< [=] Project Documentation >
\ _ :

How to save documents to the
Investment #

Steps to Save a Document:
1) Select "Project Documentation™ link
sbove.

2) Press "New™.

3) Supply a document name.
4} Press "Upload™

£) Press "Browse™

8) Select the finished file.

7) Press "Open™

8) Press "0k

8 Press "Ok"

10} Link will appear in list.

11
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Project Status Report Cycle

In this example the user will be shown the date driven milestones by which the Project
Status Report is approved on a monthly basis. Please click on the selected link below.

Answers to some of the Freguently
Asked Questions:

Clidk on the folders below to acoess
more details

Prosight Documents Maming
Convention

Lock Portfolio - Move Investments
to PMD Locked Portfolio

Linlock Portfolio - Mave
Investments back to Agency
Fortfolio

Upload Documents, links, etc.

A
< (1 Project Status Report Cyde >

e e

12
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The figure below shows the user the date driven milestones by which the Project Status
Report is approved on a monthly basis. Please click on the selected link below.

MY PROSIGHT £
% add v |Edt.. |oOptons ~

| [_ Project Status Report Cyde | - |

Back

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 2th 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:
CI1O evaluates Project Status Reports.

At the Business end of each Month:
PMD finalizes Project Status Reports,
Data is frozen for final Monthly Project
Status Report .

13
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CTP Navigation

1) Select the “ Qmum&

| Admin

Alert Test 1 - Procurement

B submit  Reset 3% Speling & & @

06-08 FUNDING ‘

Home Portfolio:

Description:

GENERAL INFORMATION | ‘
General
Note: The information on this form is what was originally submitted and approved
far the Strategic Plan.
Title:

E 136 VITA Procurements \ ¥ \

Project Status Form Description (for active projects): ‘ ‘

2) Now we are going to select a Scorecard. Select the «[~]"as shown below

B submit  Reset % speling & &g @

GENERAL INFORMATION | ‘

06-08 FUNDING ‘

General

Title
Home Portfolic:

Description

Project Status Form Description (for active projects):

Note: The information on this form is what was originally submitted and approved
for the Strategic Plan,

[ 136 VITA Procurements []

14
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3) Now we are going to select a Form to view. Select the “E"as shown below.

(= Select a Form - Windows Internet Explorer : E|r>__<|

& Project Clossout Report
& Project Closeout Transition Chedklist
& Change Control Request = 10%
[ Commonwealth Balanced Scorecard
¥ Change Control Reguest < 10%

E|.__j Commonwealth - CTP
B8 (PMD Administration )
El.__j ( CIO Approval )

[ 1 |»

S & CIO Approval
B3 1.0Pre-Select
--.__j Project Business Alignment
EI.__] Project Business Alignment Biennium Funding
i --.__j Latest Approved

E|.__j Criginal Approved

----- m Project Business Alignment - Original Approved - 06-08 Biennium Funding

----- [& Project Business Alignment - Original Approved - 08-10 Biennium Funding

----- [& Project Business Alignment - Original Approved - 10-12 Biennium Funding -

15
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4) Now we are going to select an item to view. Select the “E”as shown below.

" ErwsTon) |8 scoreci) | W wonmoon) WL [ fmissonos) A om0l

Setup | aumin

Form: [ Project Business Algnment - Original Approved - 06-08 Biennium Funding [€] 1tem: [@ alertTest 1-Procurement

Form | ltem | Clipboard | Colaborate | View | User | Setup | Hep

GENERAL INFORMATION | ‘ 06-08 FUNDING

General

Note: The information on this form is what was originally submitted and approved
for the Strategic Plan,

Title: Alert Test 1 - Procurement] |
Home Portfolio [ 136 VITA Procurements [~]
Description:

Froject Status Form Description (for active projects).

5) Select an item, in this example we have selected the “Alert Test 1 — Procurement”
item. Every Agency has a project and a procurement portfolio. Notice other
agencies are grayed out; this denotes you only have read access to those
portfolios.

(= Select an Item or Portfolio - Windows Internet Explorer |Z||E|E|

B PMD Approval for Strategic Plans
Wl Al Major Projects APD (Active)
Bl Al Agency Portfolio Investments
@ AlertTest 4

@ Advanced IT Contractor Renewals

E| Commonwealth - CTP
E-& 1. PMD
Bl PMD Approval Portfolios
"i PMD Approval for Baseline - Change
- ‘Wl PMD Approval for Baseline - Original
=- i PMD Approval for Strateqic Plans
|’ Alert Test 1 - Procurement
Claims Direct Data Entry (DDE) via the Medicaid Web Partal - Procurement
Commonwealth Technology Portfolio (CTR) FY02 Operation Support
CSA Data Reporting Procurement
CSC Workforce Management System Procurement
Document Imaging for Risk Management

[ 1 J»

4

Mandatory Required Field Enforcement:

In forms, fields (categories) designated with an asterisk (*) have a red squiggle line
underlining them to remind the user this category needs to be filled out. For all strategic
planning forms, and for those project management forms mandated by Code of Virginia
and by project complexity, submission will not be allowed until the field has an entry.
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CTP Navigation

Enforcement is by tab only, not the complete form, i.e. you must fill in all of the required
fields on any tab you modify on the form in order to submit it. The first time you enter a
form you can enter and submit by tab. Subsequently, if you go back to the form and
make a change on a form, only the tab you modified will enforce required fields to be
filled out. Enforcement is for category fields, not table cells. This ensures critical data is
not missing from agency submissions.

Menu Bar

The Menu bar is a horizontal black line running left to right across the top half of the
browser window as shown in the figure below.

Bivesion) W Jecorcarm)) | Tvorcaoon] NELRLl [

Form: [ (2 Project CBA [+] ttem: [@ Alert Test 1 - Procurement |

Form | Ttem | Clipboard | Colaborate | View | User | Setup | Help

e 0 Speling S

It contains options available to certain users facilitating the performance of their
activities.

Forms

Farm

Edit...
1 HNew...

Duplicate...

Assign Default Values

Edit Tab...

Knowledge

& Export...

&b Print...

Logout

17



CTP Navigation

Edit
This option allows the user to view the list of Tabs used to build the form. An example
of the window used is shown below.

/= Form: Investment Business Case - Windows Internet Explorer

FORM
] General Tabs of 'Investment Business Case":
M Tabs Name Label D Add.
] Questions 1-4 <Mame = [
Defaults ey ..
L1 Defau [] Questions 5-3 <Mame = D
O In Folders [ Bus Alignmt - Goals Alignment Question 3 | Edt... |
O Security [] Questions 10 - 12 <Mame =
[] Questions 13- 16 <Mame =
O Knowledge
[1 Questions 17 - 18 <Mame > Remave
[] Question 19 <Mame =
[ Inv Bus Case - Approvals Project Approvals
Description of Questions 1-4
No description
[ cancel | | <Back |[ Next= | | Finish |
New

This option allows a administrator to create a new form using the wizard provided by
Primavera Portfolios. An example of the first page of the wizard is shown below.

{= New Form - Windows Internet Explorer |

FORM

Fill in the following information:

W General
L Tabs Mame: |
[ Defaults
O In Folders Description:
O Security
O Knowledge
Owner: Administrator, System | "|

18



CTP Navigation

Duplicate

This option allows the administrator to create a duplicate of the form they are currently
viewing. Please keep in mind this only duplicates the form entity. The individual entities
used to ‘build’ the form are not duplicated but reused. An example of the window used is
shown below.

/= New Form - Windows Internet Explorer

Fill in the following information:

W General
0 rese |
[0 Defautts
[l in Folder=s Description:
O Security
O Knowledge
Owner:; Administrator, System |v|

Assign Default Values

This option allows the administrator to edit the default values of certain categories on a
Primavera Portfolios Form. In order for this option to be available the form itself must

have the ([®" Mew) putton active allowing it to create new Items. This button is located in
the upper right of the browser as shown below.

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

B submit Aeset [ New 5 speling & B W

Edit Tab

This option allows the user to view the construction of the tab they are currently viewing.
An example of the window used is shown below.
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CTP Navigation

{= Tab: Questions 1 - 4 - Windows Internet Explorer

TAB

O General

W Components
[ In Folders
O Security

Set components' properties, order and grouping for Tab 'Questions 1 - 4

Tab Components;

# |*| Label Component Name Val| Ref| Ind|Ann| Prompt 1

1| ]12 Group Box (3/4) 5 [l

1.1]* 1. Will the pro...| Category Proj Solve Bus...| w v =

1.2|*| 2. Define the ... | Cat. (textarea) | Project - Scope | v I

2 [[3a Group Box (3/4) 17

2.1|*| 3. Is this proj... | Category Mission Critical v v

2.2 If yes, ... | Cat. (text area) | Mission Critical...| 2

2.3|*| 4. Is this proj... | Category Mandatory v v

2.4 If mandator...| Category Federal Mand... | + v

2.5 If yes, ... | Cat. (textarea) | Federal Mand... | v 2

2.6 If mandator...| Category State Mandate? | w v Hide group bax
2.7 If yes, ... | Cat. (text area) | State Mandat... | w 2 numbsrs
2.8 If mandator...| Category APA Mandate? W

2.9 If yes, ... | Cat. (textarea) | APA Mandate... | v 2 Display Width:
2.1 If mandator,..| Category Other Mandate? | w v H
2.1 If yes, ... | Cat. (text area) | Other Mandat...| w 2 |-

Description Prompt

[ cancel | | =<Back |[ Mext> | | Finish |
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Knowledge

This option allows the user to view information helpful to the usage of the page. An
example of the window provided is shown below.

/= Knowledge for Investment Busine. .. _'

¥ Knowledge for Form Investment Buzinezs Caze”

Hint: a red “sguiggle” underling under an tem means
that field mu=t be filed out or completed. The red =
underline dizappears after the field iz filed out or
completed. An error mez=age will appear when the
submit button iz clicked if a mandatory field has not

been completed. Look for the red underline and

complete the mizzing data.

The “Investment Businezs Caze” guestions have

been revized for the upcoming budget biennium. The
information within thiz Investment Buzinezs Caze and

the Project Buzines= Alignment form (Enterprize
Business Architecture and Collaboration data) will be
uzed to =core and assign an initial 1 — n rank among

all major IT projectz. A project must receive a grade of 3

TN nrabhorste bo inelided o the Dornrmrmendeed

Close

Once knowledge has been provided the form will notify the user of its existence using the

“light bulb” ( v ) on the upper right portion of the browser. The location is shown in the
example below.

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

I submit Reseb S Speling
v
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CTP Navigation

Export
This option allows the user to export and save the current form and its contents.

Step 1: An example of the window used is shown below.

EXPORT SETTINGS

Define the following export zettings:

Range
& All Tabs
) Current Tab

Content

® Al
) Graphs only

Display Graphs
(* Office 2003/2007
&) Graphically
) As Tahbles
) Office 2000 (As Tables)

Page Orientation

O] D Portrait
3] D Landscape

OK ] [ Cancel
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CTP Navigation

Step 2: Selection of Opening or Saving the exported document.

3

File Download

Do you want to open or save this file?
Marme: ...ium YDH Staff Consultant Staff Augmentation, sl

i
= Type: ¥ML Document, 346KE
From: ckp.vita, virginia,gow

Open ][ Save ]| Cancel |

YWhile filez from the Intemet can be useful, zome fles can potentially

e~
Ia harm your computer. 1f you do nat trust the zource, do nat open or
= save this file. ‘What's the risk?
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Print
This option allows the user to print the current form and its contents.

Step 1: An example of the window used is shown below.

/= Print Settings - Windows Interne... |Z|__ :

PRINT SETTINGS

Define the following print 2ettings:

Range
& All Tabs
{7 Current Tab

Content

& All
{7 Graphs only

Display Graphs...
(& Graphically
() As Tables

Page Orientation

® D Portrait
L 4] D Landscape

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

[ OK ] [ Cancel
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CTP Navigation

Step 2: Selection of printer to be used

& print

General | Options

Select Printer

E Add Prinker
C fMicrosoft Office Document Image Writer

Statuz:  Feady [ Prinit b file
Location:
Comment: Find Printer...

Fage Aange
® 4l Humber of copies:
Selection Current Fage

) Pages: 1 Collate ! H
Enter either a single page number or a single Ijl

pade range. For example, 512

Frrirt H Cancel ] Apply

Logout

This option allows the user to log out as the current user, and log in as a different user if
desired. This option is not used in CTP. Login and passwords are controlled through a
network access to the COV network domain. Never log out, use the “X” in the upper
right hand corner to close the application.
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Item

Clipboard | Collaborate | View

Edit...

4 @® HNew Ikem... s
t 1
4 B MNew Portfolio of Items... s
r Mew Portfolio of Portfolios... |
1 Upload Docurnent... I
9 2 Documents... E
| €7 Send to Manager... [
Edit

This option will allow the user to view the system level information associated with an
item using the wizard provided by Primavera Portfolios. An example of the first window
in the wizard is shown below.

/= Item: 2010-2012 Biennium VDH Staff Consultant / Staff Augme... [= |[T1/[X]

B General Fill in the following information:

L1 in Portfaios Name: 010-2012 Biennium VDH Staff Consultant/ St:

O Life Cycle
O Security

Description: 1 This request seeks approval for all Virginia
Department of Health (VDH} information

technology contractor services that are
negded nn an annninn hasis in the 2040 -

Manager: | Cohn, Gay [~]
Start: 82712009 || (Format: m/dfyyyy)
End: | & (Format: mjdjyyyy)
Status: | Open v|

[ Next = | { Finish |
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New ltem

This option will allow the user to create a new Item using the wizard provided by
Primavera Portfolios. An example of the first window in the wizard is shown below.

/= New Item - Windows Internet Explorern

ITEM
B General Fillin the following information:
O In Portfolios Name: |
[ Life Cycle

Description:
O Security

Manager: |F«dministratnr, System |'v|

Start: |3182010  |@|  (Format: midfyyyy)

End: | |ﬂ| (Format: m/dfyyyy)

Status: | Open v|

< gack [Next> | [ Finish |
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New Portfolio of Items (Disabled)

This option will allow the administrator to create a new Portfolio (folder) of Items using
the wizard provided by Primavera Portfolios. By doing this they can build a tree
structure allowing them to organize individual Items. An example of the first window in
the wizard is shown below.

{= New Portfolio - Windows Internet Explorer,

PORTFOLIO

Fill in the following information:

W General

O tems Mame: [
O In Portfolios

O Life Cycle Description:

[ Security

Manager: |Admini5trator, System |v|
Start: (Format: mfdfyyyy) End: _
Status: | QOpen vl
Domain: |Item5 vl

[] Do not perform summary calculations for this porifolio
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New Portfolio of Portfolios (Disabled)

This option will allow the administrator to create a new Portfolio (folder) of Portfolios
(folders) using the wizard provided by Primavera Portfolios. By doing this they can build
a tree structure allowing them to organize individual Items. An example of the first
window in the wizard is shown below.

(_ﬁ‘ New Portfolio - Windows Internet Explorer

PORTFOLIO

e Fill in the following information:

O Portfolios MName:

O In Portfolios

O Life Cycle Description:

O Security
Manager; |ﬁdministrator, System |v|
Start: 31812010 (Format: midfyyyy)  End: _
Status: | Cpen vl
Domain: |F'0rtf0|i05 v|

= [] Do not perform summary calculations for this portfolio
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CTP Navigation

Upload Document

This option allows the user to upload a document to the server. An example of the
window used is shown below.

/= Document - 2010-2012 Biennium VDH Staff Consulta... [= |

UPLOAD DOCUMENT

GEMERAL | | SECURITY

Upload a document for the item '2010-2012 Biennium YDH Staff Consultant [ Staff

Spedfy the location of the document you want to
upload:

Location: || || Browse...
Place a link in the item's links list.

Owner: Administrator, System | - |

Description:

[ OK ] [ Cancel
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CTP Navigation

This option opens the window below and allows the user to open, upload, etc. specific

documents created externally but associated with the project or procurement.

{= Documents - 2010-2012 Biennium YDH Staff. Consultant / Staff Augmentation - Windows Intern... |

DOCUMENTS

Documents of: | @ 2010-2012 Biennium VDH Staff Consult... | = |

View, edit or replace existing documents or upload new documents:

Fy

Size

Owner

Uploaded

Qpen

Description:

Copry Link

Upload ...
Replace...

Remaove

Propetties...

Close
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Send to Manager

This option will allow the user to send an email to the “Manager’ (Owner) of the item
(i.e. Project or Procurement). An example of the window used is shown below.

/= Send Mail - Windows Internet Explorer

SEND MAIL

From Adminiztrator, Sy=tem (Mo email available):

Igaj.r.cuhn@vdh.virginia.guv;

i

Subject: |F|:|rrr:s: Investment Business Case (form) - 2010-2012 Biennium WDH Staff Conzuttant / Staff Augmﬂl

Thig Primavera Prosight mail was sent to vou by Administrator, System.

Adminiztrator, System haz =2ent you a link to a Primavera ProSight Page.

Click the link below to cpen Primavera ProSight. The page will dizplay item "2010-2012 Biennium VYDH Staff
Conzultant / Staff Augmentation® in =corecard ‘Investment Business Caze’

hitp=:/lctp.vita. virginia.gov/prozight/PortfoliosView htm?window=Tform&itemiD=11753&formiD=42&tabID=55

[ Send ][ Cancel
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Collaborate

Collaborate
&< Send Page...
{ 3 Obtain Page Address...

j& Mew Alert...
& Alerts...

%  Add ProSight Link...

Send Page

This option will allow the user to send an email containing the URL of the present; Form,
Tab, and Item, and send it to any active user or user group in the application. An
example is provided below.

/= Send Mail - Windows Internet Explorer |Z|I: [gl

From Adminigtrator, System (Mo email available):

. gary.weaver@vita.virginia. gov;

il

Subject: |Furm5: Investment Business Case (form) - 2010-2012 Biennium WDH Staff Consultant / StaffAugmel

Thiz Primavera ProSight mail was sent to you by Administrator, System.
Adminiztrator, System haz sent you a link to a Primavera ProSight Page.
Click the link below to open Primavera ProSight. The page will dizplay item "2010-2012 Biennium YDH Staff

Consultant / Staff Augmentation’ in 2corecard ‘Investment Business Case'’.

hitpz:/lctp.vita. virginia. gov/prozight/Pertfolioz/View htm?window=form&itemiD="11758&formiD=428takID=55

Send H Cancel
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Obtain Page Address
This option allows the user to obtain the page address of the present; Form, Tab, and Item
displayed on the screen. An example of the window you will see is shown below.

(= Page Address - Windows Internet Explorer

PAGE ADDRESS

Copy page addrezs to the clipboard:

Address: | hitps:fictp vita virginia.gowprosight/Portfolios/Vfiew htm?window

Include Itemn

Include farm

New Alert (Disabled)
This option will allow the administrator to create an alert using the wizard provided to
walk them through the various requirements. The first page of the wizard is shown

below.

/= New Alert - Windows Internet Explorer

ALERT

M General
[0 Event

[J Meszage
[J Recipientz
O In Foiders
[ Security

Fill in the following information:

Mame:

Description:

Owner: |Admini5tratnr, System | | Change Owner._
Status: {_)Enabled (¥) Disabled

Cancel

Mext = Finish

m
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Alerts (Read only)

This option opens up the setup window focused on Alerts and facilitates the
administrator/user activity of viewing or modifying them. An example of the window is
shown below.

s Setup - Alerts - Windows Internet Explorer Z”EIE|

' SETUP | & Herts -]

Setup | Alert | View | Help

Up /N New ~ [EEdit.. Duplcate 3 Remove 4 AddTo... *1 MoveTo...
=

I &l Search Name <> | Scope Type Owner
[ Alerts [ AH submission for PMD Prao.., Administrator,... [ &

- (C31, AH submission for PMD Project Evaluation - [ AH submission for PMD Pro... Administrator,...

(2L AH submission for PMD Project Update - Ap [ CIO Approved Project for ... Administrator,...
(231, CI0 Approved Project for Strategic Plans A | L3, Initiation (Criginal) Administrator,...
E- (L3, Initiation (Original) 3 Planning {Change) Administrator,...
B[ Planning (Change) [ PMD Project Approval Rec... Administrator,...
-3 PMD Project Approval Recommendation to 1 | [C3L Project Status Administrator,...
B~ Project Status [Z3, User Alerts (for system use) Administratar,...
B- (T3, User Alerts (for system use) ﬁ__ %:
B, &,
B, &,
&, @,
&, @,
1A < =

Mame: AH submission for PMD Project Evaluation - Approval for Strateaic Plans Alert
Owner: Administrator, System
Description: No description

Contents: 8 Folders, 212 Alerts
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Add ProSight Link

This option will allow the user to add a new link to the currently active My ProSight
process. An example of the window used is shown below.

{= Add ProSight Link - Windows Internet Ex...

LINK

Fill in the following information:

Mame: Investment Business Cas

Description:

Falder: | [CA Project Oversight Plan | | Browvsze. .. |

Link to: [&¥ Investment Business Case Ptz L

@ 2010-2012 Biennium YOH ...

Include item in link

oKk || cancel
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View

v High Contrast Mode

v Zoom 100%
Zoom 125%
Zoom 150%
Zoom 200%

¥  Show/Hide My ProSight

High Contrast Mode
This allows the user to choose between a regular display and a high contrast display.

*1. Will the project solve a business need identified in your ﬂ
current Agency Strategic Plan?

*2. Define the scope of the project:

Figure 1 - Regular

1-2

*1. Will the project solve a business need identified in your |v| D
current Agency Strateqgic Plan?

*2. Define the scope of the project:

Figure 2 - High Contrast

Zoom Selections
These options allow the user to choose the amount of zoom they wish to use. The higher
the percentage, the larger the image displayed will be.
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Show/Hide My ProSight

This selection will either hide or make visible the My Processes window that appears on
the left side of the display and contains the process documentation associated with CTP.
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User

User

My Updates...
My Requests...

Change Password...
Preferences...

Contact Inforrmation...

= Restore Optional Messages...

My Updates

This option opens the window below. Each line in the My Updates table represents a cell
in a scorecard. Cells that appear in this table are cells for which an update that you are
responsible for providing is due. The lines representing the cells are in order of the
update due dates.

e My Updates - Windows Internet Explorer

Foliowing itemz need to be updated by Adminiztrator, System:
Item Name Category Requestor Mext Gpdate Value Indicator
Total: | Overdue: | Handled: |
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My Requests

This option opens the window below. Each request represents a cell in a scorecard. Cells
that appear in this table are cells for which you have requested an update. The lines
representing the cells in order of the update due dates.

& My Requests - Windows Internet Explorer

Foliowing tems nesd to be requested by Administrater, System:
Ttem Hame Category Updater Mext ﬁpdate Value Indicator
Total: Overdue: ( Handled: (

Change Password (Disabled)

This option opens the window below CTP utilizes single sign on through the COV
network , and the application login and internal password is disabled.
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{= User: Administrator, System - Windows Internet Explorer

USER
0 General Set password for Administrator, System:
L Login Mame:
[ Preferences |
O Accessibility S
D CDHtE.':t |........ |
[ Security
Confirm Password:
|........ |
[ cancel | | <Back |[ Next= | | Finish |
Preferences

This option opens the window below

{= User: Administrator, System - Windows Internet Explorer

USER

O] General Choose the defaults for Administrator, System:

1 Passwond Entry Module: |<Last Used= |v|

W Preferences Item: [ <Last Used> [~]

[ Accessibilty Map: ||:| <Last Used= |v|

[ Contact

O Security Scorecard: |E <last Used: |v|
Form: |E’ <Last Used: |v|
Dashboard: |.5:; <Last Used = |v|
My Locale: | Use my Windows locale |v|
DisplayLanguage: | Use the default user interface lang... | ~ |

[ cancel | | =Back |[ Next= | | Finish |

Contact Information
This option opens the window below
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{= User: Administrator, System - Windows Internet Explorer

USER

O General

[ Password
[ Preferences
[ Accessibility
M Contact

[ Security

Contact information for Administrator, System:

Job Title: System Administratol

Department:|

Company:

Fhone:

Address:

|
|
Fax |
|
|

Email:

(# Receive alerts with an importance of at least:
| Low |v|
2 Do notreceive alerts

[ cancel | | <Back |[ Next= | | Finish |

Restore Optional Messages
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Setup (Read only)

® Items...
B Fortfolios...
& Forms...
Tabs...
Tables...
Categories...

= O

Setup...

ltems
This option opens the setup window focused on items.

Portfolios
This option opens the setup window focused on Portfolios.

Forms
This option opens the setup window focused on Forms.

Tabs
This option opens the setup window focused on Tabs.

Tables
This option opens the setup window focused on Tables.

Categories
This option opens the setup window focused on Categories.

Setup

This option opens the setup window focused on what ever was your subject of interest
last time you opened the window.
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Help

Help
E About Primavera ProSight

Help
Help is disabled currently in the 64 bit version (Primavera Portfolios 7.5.2) used by CTP.

About Primavera ProSight
This option will open the window below

€ | About Primavera ProSight -- Webpage Dialog
|§, https virginia.gov | g |

/L PRIMAVERA ProSight 7.5 SP2

Version: 7.5 SP2 - Build 7960
Thiz product iz licensed to :

v."“"-ﬁ,n
y Company name: COW

Serial Number: 24034463

Uze zubject to licensing agreement.
u!“\ Solution Modules:

» S0OAP
» WEBSERVICES

Home Knowledgebase Support

Copyright @ 1998-2008 Primavera ProSight Ltd., a |
wholly owned subsidiary of Primavera Software
Inc. All rights rezerved.

Primavera and the Primavera Sundial are
trademarks or regiztered trademarks of Primavera
Technologies, Inc. in the U 5. and other countries.
ProSight iz a trademark or a registered trademark
of Primavera ProSight Ltd. in the U 5. and other

Y e

countries
Primavera ProSight Ltd. owns the following [V
https: //ctp.vita. virginia. gov fprosight/help/about. aspxi f Trusted sites %
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Dashboard Selection

1) Select the * (5 oasHBOARDS - ..

s T

Dashboard: | (& All IPP, APP, APD (Active) Projects, All Agendes Distribution & FOTITY

Dashboard | Item | Clipboard | Colaborate | View | User | Setup | Help

Esubmt  Resst ¥ Speling & I

‘ [ DISTRIBUTION ]| FUNDING |

" SBiEsToR) MW TScoRReo RS e o

s URACUURY | RS RIT

Dashboardg’| G AllTPP, APP, APD (Active) Projects, All Agencies Distribution & Funding [*] itemy[ @ AlertTest 1-Procurement [~]

Dashboard | [tetme) | Colaborate | View | User | Setup | Help

B submic  Resst %% Speling & &g

FUNDING |

‘ [ DISTRIBUTION ]|

3) Please select a Dashboard, we’ve selected “All IPP, APP, APD, (Active)...” in
our example.

/> Select a Dashboard - Windows Internet Explorer

--.__j Category Dashboards (system)
EI"._J Commonwealth - CTP

EI--._J Executive Dashboards
lﬂ) All PP, APP, APD (Active) Projects, All Agencies Distribution & Funding

igZy all Projects, All Agencies Distribution & Funding

.-S;} IPP, APP, APD (Active) Projects, All Agendes Distribution & Funding
i @23 Procurement Distribution

E 1 Issue Management

B[] Project Status

-] Report #23 & #24

H-[_ 1 Risk Assessment

B Commonwealth - PP & A

B-[_3 ITIE Major IT Project Status Report

F-[_1 Manage ITIB

B[] User Dashboards {for system use)
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4) Now we are going to select a Portfolio to view. Select the “E”as shown below

Setup | Admic

[l ttem: [@ Alert Test 1 - Procurement

‘ [ DISTRIBUTION | ‘ FUNDING |

5) Select a Portfolio; we’ve selected “PMD Approval for Strategic Plans” in our
example.

(= Select an Item or Portfolio - Windows Internet Explorer

@ AlertTest 1 - Procurement
Bl All Major Projects APD (Active)
B all Agency Portfolio Investments
@ AlertTest 4

@ Advanced IT Contractor Renewals

EI Commonwealth - CTP

@ 1. PMD

E-& PMD Approval Portfalios

: "i PMD Approval for Baseline - Change
"i PMD Approval for Baseline - Original

{ E PMD Approval for Strategic Plans

PMD Lock Portfalios

H-@ 2. CIo

-l 3. ITIB

B Commonwealth Portfolios

166 Secretary of the Commonwealth (SOC)

130 Secretary of Administration (SOA)

l

6) The end result

[l submit  Reset 2 Speling & &

[ DISTRIBUTION | ‘ FUNDING ‘

Classification 3 C ? Funding Distribution 3

eation retariat
s aiaied oy e Coass ek Bas g oy B mssneniBsc

This space is reserved for a yet tobe
sclected Graph.

_—34.8% - Major
= 60.9% - Nor-Major
. 4.3% - No Value
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CTP Navigation

1) Select the ‘ @ WORKBOOK

” tab

etup | Adrin

PMD Approval for Strategic Plans

ghlight

|g =
ponent Agency Approval Status Planned Project Cost, Funding Source - 1st Bien- | Funding Source - Non-Gen -

SPLA_FY07 1st Bien-SPLA_FY07
1 [ PMD Approval for Strategic Plans - 307 Virginia Agricultural Councl | — 66,616,014.00 | — -
4] [»
ACTION ITEMS | | LIFE CYCLE | | DELIVERABLES | | | I LINKS I | CONTACTS

Link Size Owner Uploaded | Hlewy |

Edlt.

Remove

Upioad...

Fighlight

|& =
po Agency Approval Status Planned Project Cost Funding Source - 1st Bien- | Funding Source - Non-Gen -
SPLA_FY07 1st Bien-SPLA_FY07
1 Wl PMD Approval for Strategic Plans - 307 Virginia Agricultural Counci | — 66,616,014.00 | — —
4[] I
ACTION ITEMS Il LIFE CVCLE Il DELIVERABLES Il [ LINKS |l conTacTs
Link Size Owner Uploaded | ey |
Edt.

Remave
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3) Select a Scorecard, in this example we have chosen the “Federal Funding”
Scorecard.

/= Select a Scorecard - Windows Internet Explorer

1 approval/Review Status for the Project Status Report
9 Project Documentation

--.__j Archive

EI--._J Commonwealth - CTP
B3 Ad Hoc Analysis
E Federal Funding

".__j Admin Reports

".__j Agency Approvals

".__] Approval Status Review -Who has Approved?
B[4 CAQ Scorecards

".__] Commonwealth Agency Scorecards

--.__j Commonwealth [T Solutions Committee (CITS)
".__j Manage ITIE Reporting

".__] PMD Approvals

E-(C3 PMD RTIP Ranking

".__] PMO Scorecards

Bl [C3 ProSight Change Control Request =

4) Now we are going to select an Item to view. Select the «[~]"as shown below

[=]( ttem: [ PMD Approval for Strategic Plans

ponent Agency Approval Status Planned Project Cost, Funding Source - 1st Bien- | Funding Source - Non-Gen -
SPLA_FY07 1st Bien-SPLA_FY07

1 [l PMD Approval for Strategic Plans - 307 Virginia Agricultural Coundil | — 66,616,014.00 | — -
4[] [»

STATUS ‘ ‘ ACTION ITEMS || LIFE CYCLE || DELIVERABLES || || LINKS || CONTACTS

Name Link Size Owner Uploaded | Hlewy |

Edit.

Upload...
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5) Select an Item, we’ve chosen the “Alert Test 1 - Procurement” item.

(= Select an Iltem or Portfolio - Windows Internet Explorer ._ E'E'
Bl PMD Approval for Strateqic Plans
Bl All Major Projects APD (Active)
Bl All Agency Paortfolio Investments
@ AlertTest 4

@ Advanced IT Contractar Renewals

[ |»

EI-- Commarwealth - CTP
Cl-@ 1. PMD

EI-- PMD Approval Portfolios

--i PMD Approval for Baseline - Change

--i PMD Approval for Baseline - Qriginal

i@l PMD Approval for Strategic Plans

b Alert Test 1 - Procurement

Claims Direct Data Entry (DDE) via the Medicaid Web Portal - Procurement
Commanwealth Technology Portfolio (CTP) FY09 Qperation Support

C5A Data Reporting Procurement

C5C Workforce Management System Procurement

Document Imaging for Risk Management -

For more navigational information concerning Workbooks please reference the
Advanced Capabilities training document.
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Printing Appendix A

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 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 E”E|g|

E-(C CTP PMD Administration
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

.__| 1.1 Create or Update and Submit Mew Project

i3 1.2 Create or Update and Submit New Procurements
.__| 1.3 Review Approval Status Score Card

.__| 1.4 Set Budget Appropriation / Funding Status

l__| 1.5 Set Priorities for Major f Mon Major Projects
(71 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 three links as shown
below. Each of these links will present information with regards to a specific fiscal
biennium. Select the link that best fits you needs

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)

Clidke on the above link to
acoess the Appendix A (05-08)
= Verify the following

— Form Mame — Appendix A
(08 - DB}

— ltemn is — your agency
portfolic (Example: 138
Virginia Information
Technologies Agency (VITA))

& Appendix A (08 - 10}

Click on the ab
acoess the A dix A (DE-10)
= Verify the following

— Form Mame — Appendix A
(08 - 10}

- Item is — your agency

— ltemn is — your agency
portfolio (Example: 138
Wirginia Informaticn
Technologies Agency (WVITA))

owve link to

[ 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
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-- 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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