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Introduction to the Principal Toolbox

Principal Toolbox offers a powerful set of tools for the management of your projects, programmes
and portfolios. PRINCE2™ support for projects is offered in project models and in the way processes
are supported by the Principal Toolbox by default. Customising Principal Toolbox to follow the
processes of your own organisation is easily accomplished.

This manual offers a comprehensive guide explaining how to use the Principal Toolbox. In the
application itself the context-sensitive help is available on virtually every page. You can access the
help by clicking the button.

The complete manual is available in PDF format for download as well:
Download User Manual as a PDF file

Structure of Principal Toolbox

The projects within the Principal Toolbox are organised in a hierarchical structure. This structure is
configured and used within the project side of the Principal Toolbox. The picture below shows how a
hierarchy can be build to host programmes and projects.

( Enterprise 1
[ Portfolio 1 1—

Project 1 Project 2 Project ...

Example of an Enterprise Hierarchy. Each organisation will have a unique representation of their programmes and projects.

This structure can be changed to fit your organisation's needs. The highest level is called the
‘enterprise level'. At this level, folders can be added to represent entities within your organisation.

The folders can be any of the following types:

e Work area: can contain work areas, programmes and project lists

e Programme: can contain work areas, programmes, project lists and projects
e Project list: can only contain projects

By choosing the right type of folders, the actual structure of for example business units, programmes
and projects within your organisation can be reflected in the Principal Toolbox. The enterprise
hierarchy aids in keeping an overview of all programmes and projects run throughout the
organisation.

The same projects that have been fit in with this hierarchy that reflects the organisational structure,
can also be made part of a portfolio. Portfolios are manages in a separate area within the Principal
Toolbox, and this functionality is provided by an add-on module (Portfolio Management add-on| s27).

The illustration below shows how Project Management and Portfolio Management work together:

© 2011 Fortes Solutions BV
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1.2

Portfolio Management Project Management
AN A
. Portfolio 1 = |l e e Project
' 9o = 8 Project |
| el
5 i I | | [ ] l
i R e s e >_ Project
: @ @@
. Portfolio 2 5 %D T~ -~
E " Pro]ect
| 5
i @ @ i Proy:-ct PrOJect P|0|ect
Portfolio 3 [@ @ PIO]\:‘Ct Prolect
Ploy%t

[@) = Projectidea

=] = Single Sheet Project
] g i

@ = (Prince2) Project

Hardware and Software requirements

The following hardware and software requirements must be in place for using Principal Toolbox.

Minimum Requirements:

Operating System Microsoft Windows XP or later
Browser Microsoft Internet Explorer 7 or later or FireFox 3 or latert
Network Network or internet connection
Display Resolution 1024x768 or higher

Software Requirements for using reports and exports:

Software Microsoft Office 2002 or later 2

Software Adobe Acrobat Reader 5 or later

Using Microsoft Project for planning projects:

Software I Microsoft Project 2002 or later

If your browser's pop-up blocker settings are configured for maximum security, you will not be able to
view any pop-up windows within Principal Toolbox. This includes all pop-up windows, even those that
provide necessary functionality such as the calendar pop-up for choosing a date, the help window,
and more.

Also some script blockers may be active. You will not be able to use drag and drop functionality
within Principal Toolbox (for example the drag and drop functionality on the edit project plan page
and the Gannt editor) if these script blockers are not disabled.

Some virus scanners, firewalls or browser add-ons, like the Google toolbar, also have pop-up or
script blocking. Consult your software documentation on those products for details on how to
configure them to allow pop-up windows and scripts from the Principal Toolbox.

1. Be sure there are no script blocking security settings or script blocking firewalls active.

© 2011 Fortes Solutions BV
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1.3

1.4

2. For working with automated reports in Excel, the template needs rights to execute macro's.
Required Internet Explorer Security settings

The Principal Toolbox is completely web-based. This means it runs in your internet browser.
Below you will find a table with the required security settings of the appropriate Internet Explorer
security zone used by Principal Toolbox. In Internet Explorer go to Tools > Internet Options, select
the Security tab and choose custom level to change the settings.

ActiveX controls and plug-ins

Initialize and script ActiveX controls not marked as Enable Script errors on different pages occurs when
safe for scripting disabled.
Script ActiveX controls marked safe for scripting * Enable The Edit Project Plan window hangs while message

"Processing please wait" is displayed.

Downloads
Automatic prompting for file downloads Enable Function to pack project offline can't offer to
download the offline project.
File download Enable When disabled, automated reports and documents

can't be downloaded.

Miscellaneous

Allow META REFRESH Enable Internet Explorer window stays blanc after login when
disabled

Allow websites to open windows without address or | Enable Internet Explorer will display a grey address bar in all

status bars pop-ups when disabled

Launching applications and unsafe files Enable Required for installing the MS Project Client add-in.

Submit non-encrypted form data Enable When disabled, Internet Explorer can't update

changes in text fields.

Use Pop-up Blocker Disabled Internet Explorer blocks the "Edit name for new item"
dialog after adding the first product on the Edit
project plan page when enabled

Scripting
Active scripting Enable Login button on login screen doesn't react. Drag and
drop in Edit Project Plan window won't work when
disabled
Allow paste operations via script Enable (or Prompt) Keywords for automatic reports won't be copied to

the clipboard when disabled.

Allow Programmatic clipboard access 2 Enable (or Prompt) Keywords for automatic reports won't be copied to
the clipboard when disabled.

User Authentication

Logon Automatic for logon When Single Slgn On is enabled, this setting allows

only in Intranet zone to sent username and password over the intranet

1. Only required or available for Microsoft Internet Explorer version 6.
2. Only required or available for Microsoft Internet Explorer version 7.

Navigation

The Principal Toolbox is a web-based application in which navigation works the same way you are
used to on the internet. You perform actions by clicking with your mouse button or by clicking
hyperlinks on the page.

However, the normal buttons of your web browser will not work within the application.

'Toolbox® (Principal) - Internet Explorer E@

)= [ http:/fasp fortes.nl/Principal/Prince2L ook/MySystem jspiFolderD=106814&ViewlD=-1 &SetReturmnAdrs=false « [ 2] x [|[*W Googic P |

i Faverites | [:] Principal Toolbox® (Principal)

© 2011 Fortes Solutions BV
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Browser buttons won't work

Instead, navigating through Principal Toolbox is done by using the dark blue header within your
browser window. In the upper left hand corner, you find a reference to the highest level in the
hierarchy for your organisation's programme and project tree. From there, you can navigate down the
branches of the tree to locate your projects.

On your home page, accessible through the 'Home' link in the dark blue header, you will find all
projects, products and log items you are connected to. This way, you can quickly locate your projects
and items you have to work on.

Throughout the application, except on your homepage, you will find the so-called bread crumbs that
show you where you are in the programme and project tree. Click the bread crumbs anywhere higher

up in the hierarchy.

/@ Principal Toolbox® (Principal) - Internet Explorer

@Q = [ nitpy/asp fortes.nl/Princigsl/Prince2Look/MySystem.jspIFol deriD=1068148iewlD=-L &SetRerumAdre=false [ 42 x J|[*8 yahoo £ -

[ Fle Edit View Favorites Tools Help

¢ Favorites | [] Principal Toolbox® (Principal)

User Manual | Home | Parifalio Management | Time Entry | Cost Entry | Resource Planning | Resource Allocation | Prince2 FAQ | Project Plaza | Integration Dashboard | Setup | Setfings

User Manusl > Infia (HL) > ICT projecten > Apallo Froject
EELLLETGR Properties uct Breakdown Plan  Ganlt  Aclivity Gantt Resource Planning  Resource Management = Documents © Porffolio Repot  Repors  Guide Plaza
Edit Properiies | Edit Members | Pack Project Offline | = | = | = | 7

il »

Project: Apollo Project

Office 2010 roll-out / Stage 1 Stage2 Stage 3

Objectve: e mentati (more. | Project opstart Project initiatie - i T
_ PeterCole Specificatie fase
Organisation: =
Status: ® (DirecMgg Froject )
Status biift op groen staan, 3 3 ¥ 3 T 3 1
ondanks toegenomen risico Starting Up a Project [mmalmg a Project ] [L\ummg @ stage HMsnsqmg stage ] [C\:}smq @ Projedt ]
op late leveri [more. ] boundaries
Currency:  Noname
Info: Wansging Projact
Delivery
o
FORTES® Y r—

Project Dashboard; bread crumbs
Logging on

Before you can log on to Principal Toolbox, the system administrator must first create a user name
for you. After this has been done, you can log on using the following steps.

Note: Some organisations have so-called single sign-on configuration. In this case, you are
logged on automatically with your Windows user name.

1. Start up Internet explorer and navigate to the Principal Toolbox homepage. The internet address is
found in the email that you have received from your administrator. The user name and password

are also found in this email.
2. The log on window is shown.

3. Fill in your user name and password and click OK. The Principal Toolbox will open with your
homepage.

© 2011 Fortes Solutions BV
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2.1

Principal |

Toolbox

usemame: Erik

Password: |

Login |

Version: 4.2.9.0 (5120}

Registered to: Principal ﬁ
Copyright: Fortes ions B.V.

Meore info: www.fortes.nl

Basics Principal Toolbox

Home page

On the home page you are able to see all programmes and projects you have a role/part in, as well
as products, log items (including issues, risks, etc.) that have been assigned to you. After logging on

to the Principal Toolbox you will be directed to your home page.

Re:

CostEntry ation | Project Plaza | Integration Dashboard | Setup | Settings

User Manual | Home | Portfolio Management | Time Entry

LLIICH My Time Sheets My Details

Customise Page Text| Customise Home Page| ® | 7

Welcome on your personal homepage startpagy
Here you can access information regarding the, er business you are assigned to, such as issues, risks, actions and imesheets

My open time sheets Fients to be approved by me
Week  StartDates Owner Status Time Entry Group. Bocument Product Due Date/
12 22-Mar-2010 Erik Aalbersberg New icT Prognose xis Project Ini roject 31-Mar-2010
14 05-ADp-2010  ErkAabersberg New [ G

i Current it Stage  Progress General Planning Hours  Global Project Manager(s)
Status  Status  Costs
Status
Apollo Project roctinate  (JOC @ L] L] @  peterCoke
Office 2010 rol-out / implementation. 10-May-2010

My Work Packages (Owner) = Iiy Viork Packages B[ view Optons B )| My Work Packages (Reviewer) * 1y Vork Packages B [View Options |

My Products (Owner) = iy Products B[ iew Optons B | My Products (Reviewer) * My Products B [View Options |

Name Project start Draft Checked  Final Hame Project Start Draft Checked  Final

Highiight Report Apolio Project osdun- - = 09-Jun- Next Stage Authorisation Apolo Project [T S = 04-Jun-
2010 2010 2010 2010

My Activities * iy Activities - -

= 1y Reviews B [View options |3

My Actions

My lssues ot T [ Ty Changes B [Vicve Otons [

Description Project | Programme Decision

1 Dely Apolio Project ‘Open

My Risks it RPN =« Ortons B
Description Project/ Programme Decision Due Date’
1 Risk3 Juno Project ‘Countermeasures  10-Apr-2010
Home page

1. Area for general information.

2. Time sheets to be filled in and/or approved (add-on Timesheets)

3. Products/documents to be approved (add-on Advanced Customisation and Workflow)
4. All programmes and projects you have a role in.

5. All products, issues, risks, quality reviews, actions and changes assigned to you.

© 2011 Fortes Solutions BV



Basics Principal Toolbox 13

2.2

Configuring your home page

To configure the layout of your personal home page, click the button Customise Home Page. The
opened window gives you the possibility to select:

e Which programmes should be displayed.

o Which projects should be displayed.

e How to display the products.

e How to display the log items.

Customise home page Save|CanceI

IR EEEITTS () Do not show programmes on my home page

) Show programmes of which | am a programme manager (includes view selector)
@ Show programmes of which | am a member or a manager
HTERE RIS () Do not show projects on my home page
©) Show projects of which | am a manager
@ Show projects of which |am a member (includes my role as a project manager}
okpakagel et (Z) Do not show work packages on my home page
! : ! Show work packages using full width of which 1 am a owner/reviewer (includes view selectors)
“ Show work packages using half width of which | am a owner/reviewer (includes view selectors)
! : ! Show work packages using half width of which | am a owner/reviewer/participant (includes view selectors)
HEhuc St ) Do not show products on my home page
©) Show products using full width of which | am a owner/reviewer (includes view selectors)
“ Show products using half width of which | am a owner/reviewer (includes view selectors)
©) Show products using half width of which | am a owner/reviewer/participant (includes view selectors)
Louzecton () Do not show logs on my home page
) Show logs using full width of which | am an owner (includes view selectors)

“ Show logs using half width of which | am an owner (includes view selectors)

Editing Home page settings

Tabs shown on your home page

Your home page displays several tabs. Depending on your organisation's license some tabs might not
be available. Here you can see:

o My Time Sheets shows all your time sheets when time registration is turned on.

o My Resource Planning shows all the projects where you're assigned.

o My Details where you can define some personal details.

Enterprise dashboard

The Enterprise dashboard is the highest level in the programme and project tree. Note that '
Enterprise' can be replaced by the name of your organisation. The Enterprise dashboard is
accessible through the link in the blue header in the upper left corner of the window.

On the Enterprise dashboard you are able to reach all programmes within the organisation and you
are able to get information regarding the progress of programmes as judged by the programme
manager.
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-

@ Principal Toolbox® (Principal) - Windows Internet Explorer EIM
@U w [ http://asp.fortes.ni/Principal/Prince2L ook/MySystem jspFolderlD=106814 & ViewID= -1 &SetReturmidrs=false [ [ x| » -
¢ Favorites  |[&] Principal Toolbox® (Principal)
User Manual | Staripagina | Portfoliomanagement | Tijdregisiratie | Boekingsregels | Resourceplanning | Resource Allocatie | Prince2 FAQ | Project Plaza | Integratiedashboard | Setup | Instellingen | Uitleggen
User Manusl

(oG8 Documenten & Keon Madellen  Archief

User Manual Eigenschappen | Beheer

Automatische rapporte" ]

Welcome on the Enterprise level of the Principal Toolbox

@ Projectlist

@ Issuelog report

@ Risklog report

Qverzicht - -
- Status  Programmamanager

Programma’s / Mappen Projets de développement

Brectens Infra (NL} ®

Producten

e Aan Infra gerelateeerde projecten

Risicu's Optimierung (DE} e

Wizigingen Enthélt optimierings Programme und Projekie

Kwaliteitsbeoordelingen FCTETET, ®

Acties

e contains programmes and projects related to production

Boekingsregels (kosten en uren)

Benefits

Prestatieindicatoren

Resourcetoewijzingen

Resources

Boekingsregels

Timeline Reports

Boekingsregels

Done [@ € Internet | Protected Mode: On fa v H10% v

Enterprise dashboard

1. Tabpages

The tab pages are standardized on the enterprise dashboard. The name of the tab page indicates

the content of the page.

- Documents & Knowledge : A folder structure can be created here where files of any format
can be stored and shared.

- Models :An overview of the project models on the enterprise level.

- Archive . Archived work areas / programmes / project lists and project
models on the enterprise level.

2. Functions at enterprise level
With these buttons you can edit user roles on the Enterprise dashboard (‘Edit members’), edit

the text and the image on the dashboard (‘Edit’), search the entire database, print the current
page and access the help function.

3. Programme listing
A list of all work areas / programmes and project lists on this level. Shown behind each

programme name is a RAG indicator which indicates the status of the programme and the
manager’s name.

4. Reports
This area is shown if you have either a manager role or a reader role on this level. Reports give
you access to views (tables) concerning all programmes, projects, products etc. within all project

within the database.
2.3  Programme dashboard

The programme dashboard provides you with an overview of all sub-programmes and projects within
the respective programme.
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User Manual | Home | Portfolio Management | Time Entry | Cost Entry | Resource Allocation | Project Plaza | Integration Dashboard | Setup | Settings | Logout

User Manual> Production (ENj® Quality and Orgsnizatio..

s- LGl Properties  Gantt & Dependencieg Documents & Knowledge Models  Archive
Project list: Quality and Organisatior Edit Properties | Edit Member|
Name: Quality and Org
s Wel the f this p
Description: %
Status: ® Y
LT
Dashboard = =
Current Stage  Progress General Planning Hours Costs Project Manager(s)
E:'wksl log pallo project Projectstartup L] ] ® ® ® @  JameswMay
isk log 3
P Dally 1 Action log ollout of software on deskiops 12-Apr-2010
Juno Project Projectstartup [ ] ][] ® ® ® ®
Project model for small and midsize projects =
Automated Reports. =l venus project Preparatonstage [ L] | | | @ ® ® ®  PeterCole
Logistic optimisation project 24Jun-2010
zous raec ety @I © o @ @

Frogrammes / Froject lists T _
Projects.
Products

Issues

Risks.

Changes

Qualty revisws
Actions
Lessons leamed

Cost/ Hour Entries
Benefits Standard Prince2 project model Project model for larger and/or complex projects.

Import | Export| Archive

ame+ Owner(s})

Small Prince2 project model for small and midsize projects

Prince2 project mode! for software implementations

Software implementation project model

Performance Indicators
Resources
Entries.

Timeline Reports

Entries

Programme dashboard

Tabs
The tabs are standard for each programme. The name of the tab indicates the content of the
page. Depending on your organisation's license some tabs might not be available.

- Reports (projects) . Creation of reports/views about projects in a programme.

- Gantt chart . Graphical representation of all projects within the programme.
- Documents & Knowledge :  Archive of important documents and/or useful best-practices.
- Models : An overview of the project models within the programme.

- Archive :Archived projects and project models within the programme.

List of projects (and programmes when applicable)

Gives an overview of the projects within this programme. A number of figures are presented that
enable you to get an overview of the project status. The traffic lights used for the planning, hours
and costs are defined by the tolerancesl| e11set by the programme manager.

Programme information
Some information regarding the specific programme (name, objective and status).

Logs

On programme level the following logs are available for use; issue, risk and daily/action log. A
counter is displayed for each log indicating the number of items there are for each log and if there
are new items. The log is selected by clicking the name of the log.

Report
Creation of reports/views about all projects and products within this programme.

Functions at programme level

Here you can make the ‘Programme dashboard’ available to users|1s) (‘Edit members’), change
the text and the logo of the dashboard (‘Edit’), use the search function, print the current page and
consult the help function. The programme manager can also setup the tolerances| st for the
planning, hours and costs of all projects with this programme by using the ‘Edit Tolerances’
button.

List of available project models
Gives an overview of the project models available within this programme.
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2.4

Permissions and roles

Authorisation model

The Principal Toolbox allows for two types of users:
1. Administrators, who get access to everything everywhere
2. Users, who get access to entities and areas within the Principal Toolbox by assigning them roles

The roles that are assigned to a user determine what access the user has. Access can be restricted to
various actions, like getting read-only access or allowing full access including removing items. A user
can be assigned multiple roles at the same time. Below follows an overview of the various roles and

the access rights associated with them.

Roles on enterprise, work areas, programmes, and project lists

Enterprise Manager
(enterprise = highest level in the
programme hierarchy)

Create and archive programmes on the enterprise
dashboard

Assign programme manager(s) to a new programme
Assign programme reader(s) to a new programme
Manage roles at the enterprise level

Access information of all programmes and projects
Modify picture and text on enterprise dashboard

Enterprise Support

Identical access rights as the Enterprise Manager

Enterprise Reader

Access information of all programmes and projects

e Work area / programme / project list
Manager

o Work area / programme / project list
Support

Create, move and archive projects and project models
on assigned level

Create, move and archive sub-programmes

Remove and restore archived projects, project models
on assigned level

Assign project manager to a new project

Manage roles (managers and readers) of assigned level
Create, edit and remove issues, documents, risk’s etc.
within assigned level

Read all information within own and underlying levels
Set tolerances for the projects within assigned
programme / project list

Modify layout of programme / project list dashboard

Work area / programme / project list
Reader

Read all information within own and underlying levels

Roles on portfolios

Portfolio Management Manager

Create and archive portfolios

Assign managers and readers to individual portfolios
Manage roles at all levels within the portfolios

Access to all portfolios and their data

Create and archive portfolio items within portfolios
Administer portfolio models

Remove and restore archived portfolio items

Assign a project manager when starting a project from a
portfolio item

Changing the portfolio dashboard layout

Portfolio Management Reader

Read access to all data within the assigned level
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Portfolio Management Members

e Can be assigned to individual portfolios as readers or
managers

Note: before being granted access to portfolios, users first
have to be a member of Portfolio Management

Roles within projects

Project Manager and Project Support

Manage all information within own project
Edit project plan, planning, logs, etc.

Edit project team

Set the general status of own project
Modify lay-out project dashboard

Project Board members
(Executive, Senior User, Senior
Supplier)

¢ Read all information within a project
e Add issues to the issue log

Team member

¢ Read all information within a project, except project
costs information.

e Add issues to the issue log

Roles on products

Owner

e Add deliverables (documents) to a product

o Add new log items (issues, risks, changes, actions,
quality reviews) related to the product.

o Editing all product specific and custom fields

Reviewer

e Add deliverables (documents) to a product

o Add new log items (issues, risks, changes, actions,
quality reviews) related to the product.

o Editing all product specific and custom fields

Participant

e Add new issues related to the product.

Roles on logs (issues, risks, changes, actions, quality reviews)

Owner e Change all information in a log item
o Assign the log item to another project team member
Creator

e Change all information in a log item
o Assign the log item to another project team member

Project Manager and Project Support

e Change all information in a log item
o Assign the log item to another project team member

Roles within Resource Allocation

Resource Allocation Manager

Has the following rights on all Resource Pools:
e Assign users to resource pools
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Remove users from resource pools
Changing properties of resource pools
Managing the Non-project Activity Sets
Defining resource availability
Allocating project and non-project work

Resource Allocation Reader

Has the following rights on all Resource Pools:

e Access to all resource pools

o Reader access to all allocation requests, time
allocations, and availability data

Resource Allocation Members

e Can be assigned as managers or readers to one or
more resource pools

Note: before assigning users as managers or readers to a

resource pool, they first have to be listed as a Resource

Allocation Member.

Resource Pool Manager

e Assigning and removing users from the resource pool

e Changing properties of the resource pool

e Assigning and removing Non-project Activity Sets from
the resource pool

o Defining resource availability

o Allocating hours against projects and non-project
activities

Resource Pool Reader

o Read access to the resource pool

e This includes read access to all allocation requests,
time allocations and availability data on the applicable
resource pool

Roles within Time Entry

Time Entry Coordinators

Has the following rights within all Time Registration

groups:

e Assigning and removing users from the Time
Registration groups

e Changing properties of Time Registration groups

e Managing Non-project Activity Sets

e Creating and changing Time Registration
configurations

¢ Reading and modifying of the time sheets of all users

Time Entry Readers

Has the following rights within all Time Registration
groups:

o Access to all Time Registration groups

o Read-only access to the time sheets of all users

Time Entry Members

e Can be assigned access to one or more of the Time
Registration groups

Note: before assigning users as managers or readers to a

Time Registration group, they first have to be listed as a

Time Entry member

Group Manager and Group Support

e Assigning and removing users from the applicable
Time Registration group

o Modifying properties of the Time Registration group

e Managing Non-project Activities associated with the
Time Registration group
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2.5

2.6

¢ Modifying time sheets of all members of the Time
Registration group

Group Reader ¢ Read access to the Timer Registration group
e This includes read access to the time sheets of all the

members of the Time Registration group

Entering and changing data

To enter and change data, you will always have to click the Edit button. If you have the user rights to
edit data and the page contains editable fields, you will always find this button on the page you are at.

When creating new log items, like issues, risks etcetera, you will directly enter the editing mode, so
you won't have to click edit.

The use of colours within projects

On the project dashboard, colours are used to indicate the active stage, types of products and to draw
attention to potential problems.

Stage colour

The active stage in your project is coloured yellow, the other stages are grey. It does not mean the
other stages cannot be edited, it is an indication and used for filtering purposes in certain views. In
the product checklist, stage names are shown in black. On the Gantt chart, stage bars are also shown
in black.

Types of products

Three types of products are identified in Principal Toolbox. Throughout the Principal Toolbox, these

are shown in the following colours:

e Green: products of the project board, mostly authorisations and decision points.

o Blue: project management products, like the project mandate, PID, highlight reports etc.

o Amber: Specialist products. Specialist products are all products that are part of the product
breakdown and define the final result of the project.

Work packages are shown in a bold amber font type. On the Gantt chart, work packages are solid
amber.

. _ o Stage 1 Stage 2 )
Project start-up Project initiation 3 = Project closure
Requirements & Prototyping

[Di recting & Project

[Stsrting Upa F'mjscx] [Initisting a Project ] [Dirscxing a stage ||| Managing stage ] [Cla»sing a Project ]

Managing Project
Delivery

D Project Board O Project Manager c‘ Team Members

Active stage in yellow
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Products Edit Owner & Milestones | Edit Project Plan | Set Baseline |+ | — |

[#] Project start-up
[Z] Project initiation
Owner Start Draft Checked Final PO DRBRER
Initial Business Case Jeroen van Bamneveld v = = AT-Apr-2010 - - - - - - -
Project Intiation Document James May ~ e ~ 08-apr-2010 - 1 2 1 - - -
®  Project Authorisation Samuel Davies 01-Apr-2010  — = 02-Apr-2010 - - - - - - -
[Z] Requirements & Prototyping
Owner Start Draft Checked Final FOERER
Pilot Preparation (Work Package} Jeroen van Barneveld  12-Apr-2010 — = 2-May-2010 - - 3 - - - -
@  Requirements report = 12-Apr-2010 — = 21-May2010 - - 1 - - - -
Database configured _ 16-Apr-2010 — - 19-Apr-2010 - - - 1 = = =
FUENICIRGTETTE Peter Cole 16-Apr-2010  — = 19-Apr2010 - - - - - - -
LEETRILE LT - 16-Apr-2010  — - 1g-Apr2010 - - - - - - -
IR = 16-Apr2010 — = 19-ADR2010 - - - - - - -
FETELTETS - 16-Apr-2010 — = 19-Apr2010 - - - - - - -
SIEREEIRET = 16-Apr-2010 — = 19-Apr2010 - - - - - - -
Mext Stage Authorisation _ 16-Apr-2010  — _ 19-Apr20i0 - - - - - - -

Active stage in yellow. Passed planned milestones in red. If final milestone has passed, red indicator in front of product.

Project plan

Project start-up

Project Mandate
Project Brief
Initiation Stage Authorization

Project initiation
Initial Business Case
Project Initiation Document a
Project Authorisation

&F

Pilot Preparation (Work Package)
Requirements report
Database configured

Pilot (Workpackage)
User instruction
Pilot evaluation

Highlight Reports a8
Next Stage Plan
Next Stage Authorisation

Three different colours for different types of products

Indication of potential problems

On the project dashboard, dates are default depicted in black. If a date is either today or in the past, it
is shown in red to draw attention.

In front of the product names indicators show potential problems:

(rgj) Final planned date has passed.

o An inconsistency is present with the product milestones (e.g. start milestone is
(vellow) | planned later than the draft milestone)

° Is shown when a conflict arises due to conflicting dependencies. If an end date of a *
(blue) Predecessor’ is delayed or planned later than the start date of the ‘Successor’ a blue
traffic light is shown to indicate a problem.

In the following section, the use of RAG indicators| 211 on programme / project list dashboards is
explained.
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2.7

RAG indicators (traffic lights)

On dashboards of work areas, programmes and project lists, and on your home page, the status of
projects is shown with RAG indicators. These indicate the actual status on a programme, project, or
product.

The red, amber and green indicators are used in respect to the status of the enterprise, programme,
or the project.

For projects, indicators are shown for:
- General status : Set manually by the project manager to give the general opinion about
project status.
- Planning status: Based on the tolerances of the programme / project list. Uses the number of
products overdue.

- Cost status : Based on the tolerances of the programme / project list. Uses the deviation
of expected costs from the budget.
- Hours status : Based on the tolerances of the programme / project list. Uses the deviation

of expected spent hours from the budget.

- Major deviation from the plan on costs, hours or planning.
(red) - Based on the tolerances set.

- Minor deviation from the plan on costs, hours or planning.

(amber) |- Based on the tolerances set.
L] - No deviation from the plan on costs, hours or planning.
(green) |- Based on the tolerances set.

The tolerances on the programme / project list can be defined by the programme manager at the
dashboard of that level. These tolerances can be set in percentages or in absolute numbers.
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2.8

& Principal Toolbox® (Principal) - Internet Explorer

&3 ()= [ htes/sasp fortesnl/PrincipallPrince2L ook/MySystem jspTFoldeD=1068148VienID=- sSetReturnAdrs=false [ 1] x |[#9 Google

| File Edit View Favorites Tools Help

i Favorites \@ Principal Toolbox® (Principal)

User Manual | Home | Portfolio Management | Time Entry | Cost Entry | Resource Allacation | Project Plaza | Integration Dashboard | Setup | Setings

User Manual> Froduction (ENJ> Quslity and Crganisatic.
EELLEEGE Properies  Gantt & Dependencies  Benefits Monitor  Documents & Knowledge  Models  Archive

Project list: Quality and Organisation projects Edit Properties | Edit Members | Edit Tolerances | e | = | ® | 2

Hame: Quality and Organisation

projects Welcome on the startpage of this programme
— L e
ey

Status: | 4 Principal Toolbox (Principal) - Internet Exp\nrer‘ _

& hitp:/asp fortes.nl/Principal/online/Folder/functions/AddEditFolderspPageDef=P2ProgramTolerancesEPagelD=102050 |

|close| 7

Programme and Project Tolerances

ve TR ] | Vi< Gotons B

anning Hours  Costs  Project Manager(s)

@ ® @  James May

Logs ) Set tolerances
o0 Enter the tolerances for the projects in this programme / project list The default tolerances can be setin the first row. For specific projects, the tolerances can

be set differently by sefting alternative values in the list below.

issue loi
[IRisklog
nDaHyM Toleran can be set or relatively (| based) for the following dimensions: ® ® ®
+ Stage Planning
N Shows whether or not the active stage is running behind, or on schedule with respect to the planned end date.

« Product Planning L] @ ®  psterCole

Counts the number of products overdue (in respect to the total number of products in the project plan).
» Costs

Summarizes the costs (committed, actual and remaining) and compares this in respect to the budget for all products in the project plan.
* Hours

Summarizes the hours (committed, actual and remaining) and compares this in respect to the budget for all preducts in the project plan.

Programmes
Projects.

Products
lssues Default project tolerances = © Fianning Tolerances -
Risks Import| Export| Archive
Changes Stage Planning Tolerance Product Planning Tolerance
Qualiy revie || Mame+ Orange  Orange  Red (%) Red (Abs) Orange  Orange  Red (%) Red (Abs) Active Eo ]
Actions (% (Abs) (%) (Abs) Stage Only
Lessons Quality and Organisation projects 1] (] 0 0 0 1 0 2 [ tions
Cost/ Hour E
Benefits F-
Performance
Resources Project specific tolerances (exceptions to the default tolerances) \ |28 * Planning Tolerances -
Entries. Stage Planning Tolerance Product Planning Tolerance

Name+ Project Orange  Orange  Red (%) Red(Abs) Orange Orange  Red (%) Red (Abs) Active

Specific (% (Abs) (%) (Abs) Stage Only
Timeline F Tolerance:

Apolio project r 0 0 0 0 0 0 0 o O

Juna Project r ] ] ] 0 ] 0 ] o ™

Wenus project - 0 0 0 0 0 0 0

Zeus Project - 0 0 0 0 0 0 0

€ Internet | Protected Mode: On
—

Done

Tolerances can be set on the programme level

The use of indicators within projects is explained in the previous section| 19,
For setting the tolerances in a programme or projectlist see: Setting tolerances| 61

Views

Throughout Principal Toolbox, views are available to present information in a tabular form. On all
organisational levels (e.g. enterprise, programmes, project lists) and within projects (on all logs and
the ‘Plan’ and ‘Report’ tab) views are used.

The Principal Toolbox contains predefined views that are generally useful, but it is also possible to
define your own views for your personal purposes. All views can be used for monitoring progress or
in automated reports|12s),

- Proectstatup  — Project Mandate

- Proectstatup  — Project Brief

Use the drop-down list as shown in the picture above to select available views. With the View
options drop-down menu you can define your own view and set options for views.

Note: on the Reports tab, you can choose the object you want to see information about in your
project: Products, Cost/hour entries and Resource assignments are options.
Note: Resource assignments are only available when the add-on Resource Allocation|1001 is

available within your organisation.

The different options in the View options menu are:
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Set filter . Define afilter to make a selection of the shown products / issues / etc.
Set columns :Add or remove columns from the view.
Set widths : Set the column width, so the view fits better on screen or in a report.
Advanced . e Define calculations on certain columns.
e Show or hide column names
Make default : This sets a view to the personal default.
Save view . Save the view for later use.
Manage views : Set properties for the view. You find more information at 'Manage views| 247,

Note that on some pages not all functions are available for use. The following example illustrates how
to define a view on the ‘Report’ tab. The view will show all finished products and totals of budgeted
and actual hours and costs.

1. Go to the ‘Report’ tab.

2. In this example we will add a filter that shows all finished products in the project.
Since we want to see a list of products, we choose Products in the left hand side
of the window.

3. Click Set filter in the View options menu.
To select finished products set the field ‘Final status’ to ‘true’. After clicking OK
you get a view of the selected, finished products.

4. With Set columns you can add and remove columns from the view.
e To add columns to the view, select them on the left side in column "All
fields'. Click the >> button to add the columns.
e To remove columns from the view, select them on the right hand side
and click << to remove.
o Set the order of columns with the up and down buttons.

You can also set the Sorting order of the view. The field ‘Complete list’ will show
you either 50 results per page or the entire list on one page.

5. Change the column widths with the Set widths option. Drag the line between
columns to increase or decrease the column size.

Note: If you would like to use your ‘own’ views for reporting you will have to
take into account the maximum width of a page. The columns may not be
wider than the portrait or landscape headers. Otherwise the table will be too
wide for the page.

How to create your own report templates is described in the section Automated
reports|izsl.

Note: the bars for portrait and landscape are of approximate size. Check the
result in your reports.

6. To show totals of numerical fields click the ‘Advanced’ option, and select the
columns for which you would like to know the totals. Click OK.

7. If you want to save the newly defined view you need to save it with Save view.
To overwrite an existing view you saved before, select the name of this view at
the Existing view pull down list. To create a new view enter the new name at 'New
view'. Click Save to save the view.

8. Select personal, local or global. See manage views for more information.

9. With the ‘Make default’ option a specific view can be set to the personal default
view on that page
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10.With the button ‘Manage views’ the views available can be managed. See
Managing views. | 247

Tip: If you define a (new) view as standard with the ‘Make default’ button, the view will be shown
when opening that tab.

2.9 Manage views

Within the Principal Toolbox all users are able to define (personal) views of the information presented
on the different report pages.

As already explained in the previous section, views can be defined on the different levels (e.qg.
enterprise, programme), on all logs and on the ‘Plan’ and ‘Report’ tab.

With the Manage views option, which is available on all mentioned pages, you can manage these
views.

Set Filter
Set Columns
Set Widths

Chart Options
Advanced
Make Default
Save View
Manage Views

1. Go to a page where views can be defined and click Manage views.

2. A window will pop-up which lists all available views for this page. This window shows all available

views.
Built-in views . Predefined views which are standard within the Principal Toolbox.
Global views . Global views defined by the organisation.

Local and personal views : Project or user specific views

The settings for the global views can be modified by the system administrator. The settings for the
local and personal views can be modified by the user who has created the view and the system
administrator.
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2.10

Manage Views |z I

ﬂManage the list of available views. The following view types exist
- Global: Views can be used by everyone, everywhere. Only system administrators can adaptthese views.
- Local: Views can be used by everyone on this location. System administrators and codrdinatoren can adapt these views
-Personal: Only you can use and adapted these views. Views are available everywhere.

Personal Views. Remove | Export | Import I
Hame Remarks Creator Published  Hidden
Local Views Ren1(r-,'e|Erpm I
Hame Remarks Creator Published  Hidden

Global Views Remove | Export
Hame Remarks Creator Published  Hidden
Products completed AR Do not rename or delete: used in automated reports 12-0ct-2006 -

Products last 15 days AR Do not rename or delete: used in automated reports 12-0ct-2006 -
Products next 15 days AR Erik van den Bosch 12-Oct-2006 -
Products overdue AR Do not rename or delete: used in automated reports 12-0ct-2006 -
Specialist products completed AR Do not rename or delete: used in automated reports 12-0ct-2006 -
Specialist products planned AR Do not rename or delete: used in automated reports 12-0ct-2006 -
Specialist products w hours AR Do not rename or delete: used in automated reports 12-0ct-2006 -
o T S
Hame Remarks Hidden
All Products s
Product Checklist

Product Milestones

Product Team Assignment

Products Completed (Last 15 Days)

Products Overdue

Products to be Completed (Next 15 Days)

List of views

3. To modify a view, click the name of the specific view. The built-in views can be hidden from the
users of the Principal Toolbox (helpful for views defined only for reporting purposes). To do so click

v
the specific view and place the tick mark - .

4. General and local and personal views have some more options that can be defined;

Name :  To change the name of the view.

Remarks : Add remarks to the specific view.

Hidden . Makes a view not visible in the pull-down menu. The view is still available for the
automated reports.

Type . Select availability for all users (view becomes a general view) or personal.

Location : Everywhere; view is available on all locations (all levels).
On this location only; view is available on this specific location(e.g. this project
only).

View Details Save|Cancel

E [Products next 15 days AR | | Er=ie Erik van den Bosch

Remarks: | |

Hidden: Il

=

Adding a new view

5. Furthermore, you are able to import and export views. To export a particular view click the 'Export
button and save the view to your desktop location. To import this view again click the ‘Import’
button on the 'Manage views' page and select the *.ptv file. This view will be added as a personal
and local view. Using the buttons as described above the type of view can be changed.

6. To remove views from the Principal Toolbox use the remove button.
Document management

Within the Principal Toolbox you can store documents at various locations. Principal Toolbox will
keep the document in the database, so they will be available to all users with access to the document
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in the Principal Toolbox. It is possible to overwrite older versions with newer ones. The Principal
Toolbox will keep the old versions in storage. These will remain available for the manager of the
particular level in the tool.

On top of that, it is possible to put an approval cycle on deliverables and/or documents with the
add-on ‘Advanced Customisation & Workflow’.See Document management and approvall s31 for more
information about storing documents in Principal Toolbox.

Email function

From almost any page in Principal Toolbox you can create email messages. These messages will
automatically be addressed to the relevant team members, or e.g. the owner of log items etc. The
message itself will contain summarised info about the page you created it from, and a hyperlink to the
page in Principal Toolbox.

1. Click the email button , in the upper e 7 Bu lalse
right hand corner of a specific page. In this =="" e
example a new issue is created on the o
Apollo project and we want to inform the peene: =

members of the new issue.

2. A new page will appear with a short
description of the item (in this case: issue
12). You can select the project members —
you wish to notify. These can be inserted e T B
manually or by clicking To, CC or BCC.

3. Check the default contents of the | == 2
message. You can make changes to it as
you wish. Be careful to let the hyperlink
intact, since this is very helpful to the
recipient(s).

4. When finished, click Send email and the
mail is sent to the recipients.

7 has changed. Please review the changes and take appropriate action

Note: Since the emalil is sent by Principal Toolbox itself, the message will not be stored by your
normal email software. For this reason, you get a '‘BCC' of the email message.

Search function

The search function allows you to perform keyword searches. You can also use the creation
period to specify the period when the item was created. | o |

The search function can be found on all dashboards and on the home page.

© 2011 Fortes Solutions BV



Basics Principal Toolbox 27

2.13

/@ Principal Toolbox® (Principal) - Internet Expl_ - [E= )

|@ http://asp.fortes.nl/Principal/online/SearchOnline/Search jsp?PopupSibling=undefined |

Advanced Search Close

Search: |P\D |

Type: Project -
Created before: l:l
[ L 1

Note: Seach results are limited to the first 100 hits.

Search results {folders):
Type Mame [ Location Description

Search results (documents / files / hyperlinks):

Type Filename / Location Description Revision/Doc nr_ Publisher Modified
PD Apolio 3.5 v3is Erik Aalbersberg 31-Mar-2010
User Manual> Infra {NLJ> ICT projectens Apollo Project= Project initiatie® Project Initiatie Docum.

= _PID.rif Project Intiation Documentation vi.0 Erik Aalbersberg  24-Mar-2010
} User Manual> Knowledge Repository

F= PID.rtf Project Initiatie Documentatie vl Erik Aalbersberg  23-Mar-2010
'43 User Manual> Infra (ML= ICT projecten= Apollo Froject> Frojedt initiatie> Froject Initiatie Docum.

= PID.rtf Project Intiation Documentation vi.0 Erik Aalbersberg  24-Mar-2010
'-‘E User Manual> Knowledge Repository> PRINCEZ 2008

-

Done & Internet | Protected Mode: On 4 ov H10% - i

Search page
Project models

In Principal Toolbox, all projects that have been created are based on a project model. A project
model is an extensive template for projects. It contains products, document templates associated with
these products, lessons learned, and automated reports. This way, it is possible to have standardised
projects throughout the organisation, and project managers always have the right document and
report templates available. Right from the start of the project, automated reports (if configured
correctly) are available for reporting purposes. Below, an example of the dashboard of a project
model is shown.

=0 Properties  Product Breakdown Plan  Report  Guide
Project model: Standard Prince2 project model Edit Properties | Edit Members | & | = | & | 7

... Project model for larger and/or Stage 1

Objective: . imore. ] Project initiation o Project closure

Members: Gerard Mesen [more.] tage

Status: @

Currency: Euro (Birecting @ Project
This model is based on: T + T + T + f + T

Info: “Managing Succesful Projects. Starting Up & ijeﬂ] [Imtiatmg = Project ] [Dueaing a stage. HManaqmg stage ] [&usmg ' Project ]
with PRINCE2” Thi [more..] i

Managing Project
Delivary

O Project Board (O Project Manager () Team Members

Edit Owner & Wilestones | Edit Project Plan | Set Baseline |+ | —
Hew Total & project start-up
Dissue log Owner start Draft Checked  Final PROEREER

ERisklog Project Wandate _ _ _ _ S
[ Quality review log
Change log Project Brief _ _ _ _ oo
[ Daily ! Action log nitiation Stage Authorisation _ _ _ _ [
Lessnns learned log
[[] Minutes of meetings [E] Project initiation
Owner start Draft Checked  Final pPROREEA
Initial Project Plan _ _ _ _ S
Automated Reports Edit Initial Business Case _ _ _ _ . 2 o o5 5 o o oo
Next Stage Plan _ _ _ _ .
Wy to do List Project Inftiation Document (D} _ _ _ _ L
Project Authorisation _ _ _ _ .
[ Staget
Owner start Draft Checked  Final pPROREEA
Work Package 1 _ _ _ _ .
Product 1 _ _ _ _ - e oo
Productd o e e e e e

Part of the dashboard of the PRINCE2 project model, which is identical to a project dashboard.

It is possible to have multiple project models within your organisation. So you can have a default
PRINCEZ2 project model for general use and more specialised project models with specialised
content. For instance, a project model for sales or for software implementation. For these purposes,
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you are able to build a product breakdown (see the section about product breakdown| 34) that
matches most situations for these specialised projects. When starting a project based on one of the
models, you are able to adapt the product breakdown to fit the specific circumstances of the project.

More information about the creation and management of project models can be found in the section
Managing project models| 7s".

Portfolio models

When creating a portfolio, it will be based on a portfolio model. This is similar to how a project is
based on a project model.

A portfolio model contains automated reports, pre-defined project sheets, reporting models and a
financial model. Using portfolio models ensures that portfolios throughout the organization follow the
same standards.

User Manual | Home | Portfolio Management | Time Entry | Cost Entry | Resource Planning | Resource Allocation | Prince2 FAQ | Project Plaza | Integration Dashboard | Setup | Settings

Management > Pertfolio Division (EN)

(BECGLLEGE Properties  Overall Gantt Documents  Archive

Portfolio: Portfolio Division (EN) Edit Properties | Edit Members | Customise Page Text| Field Configuration | Page Layout Editor| e | = | % | 2
Hame: Portfoio
Division
EN)
Description:
Status: ®

Status Description:

Automated Reports Edit Edit|New | Send report request| Email notification | Save current version | Archive | Move EiRNGTIOENII0]
Hame Current Stage Project Manager(s) Status  Planning Hours  Costs  End Date
Status  Status  Status
Reports.
EaEpa e [Z) Apolio project Project iniation James Way (] ® ® L] 21-Juk2010
Products Minsk = Ruud Peltzer [ ] @ @ @ 22-Jun-2010
Issues. [F) venus Preparation stage Peter Cole @ ] [ ] @ 31-Dec-2010
Risks -
Qualiy reviews. Zeus = Albert Swank [ ] [ ] [ ] [ ] 11-Apr-2010
Changes
Actions
Lessons learned Previous versions SEINIEY < Al Previous Versions hdl View Options i
Cost / Hour Entries Name Saved On Saved By Remarks
Resources March 2010 23 Mar-2010 Erik Aalbersberg
Entries
Apri 2010 23Mar2010  Erik Aalbersberg
Timeline Reports.
Entries Report Models New |Remove |Import| Export| Archive
Name? Objective
Monthly Report Wonthly Frogress Report
Weekly Report Weekly Progress Report
The portfolio dashboard

It's possible to define multiple portfolio models for different portfolios. Please refer to the section
about the Portfolio Model| 281 for information about setting up and configuring models.

Functionalities

Project management

Project dashboard

The project dashboard is one of the most important windows, because it enables the project manager
to monitor the progress of the project.
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User Manual | Home E e me c za | Integration

Guide Plaza

Edit Properties | Edit Mem}

Stage 1 Stage2 y
N - Project closure
Requirements & Prototyping

O Project Board (O Project Manager () Team Members

Activity Gantt  Resource Management ©  Portfolio Report

Reports

Directing 2 Project

-

Start U*F‘r u] [\tt‘: u] [Dd‘ﬂ;/
ing Up = Projet nitisting = Projst iredting = stage

Managing Pr
Delivery

Currency:
Info:

|-°G= Edit Owner & Milestones aseline| .| —

Hew Tolal @ Pproject start-up

[issue log 10 R
DRisklog [l Project initiation )
[F1 Quality, 1 Owner Start Draft Checked  Final peOIEBEER
[Echang h Initial Business Case Jeroen van Bameveld - - 17-Apr-2010
[ paily/ 12 Project Initiation Document Vay v v v 08-Apr-2010
Lessons
o ~ ®  Project Authorisation T 01-Apr2010 — — 02-Apr-2010 = = = = = =

[I] Minutes of megiim

Mo

[E] Requirements & Prototyping
Start Draft Checked  Final peOREER
Fi P e (s e Jeroen van Bameveld  12-Apr-2010 — = 20May2000 - - 3 - - - -
My to do List ®  Requirements report _ 12-Apr-2010 — _ 2 May200 - - 1 - - - -
Database configured _ 18-Apr2010 ~ foapravio - - - 1 - - -
R ackaa] Feter Cole 18-Apr-2010 — = 19-Apr2010 -~ - - - - - -
L L = 16-Apr-2010 — = 19-API200 - - - - - - -
Pl = 16-Apr-2010  — = 19-Apr2010 - - - - - - -
TS = 16-Apr-2010 - 19-Apr2010 - - - - - - -
LSRR = 18-Apr2010 — = 19-ApR2010 - - - - - - -
Next Stage Authorisation ~ 16-Apr2010 — _ JeAprai0 - - - - = - -

] Full roil-out

Owner Start Draft Checked Final [EEY ' W rEo] [A]

Dt ot = e = oo
—

m

Project dashboard

Tabs
The tabs are standard for each project. Depending on your organisation's license some tabs
might not be available. The name of the tab indicates the content of the page:
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- Properties
- Product breakdown

- Plan

- Gantt

- Product Flow (add-on)

- Activity Planning (add-on)

- Resource Planning (add-on) :

- Resource Allocation
(add-on)

- Documents

- Portfolio Report (add-on)

- Reports

- Guide

- Plaza (add-on)

General project information

Includes all project properties including custom fields and
portfolio information.

A decomposition of the products realised by the project. The
tab gives a graphical representation of the breakdown.

To set milestones and assign resources to the different
products.

Overview of the project's hours and cost.

Graphical representation of the project products/activities and
export functionality to MS Project.

When the MS Project add-on is available you can integrate
with MS Project. Furthermore the Product Flow Diagram is
visible.

When the MS Project add-on is available you can see the
latest published project plan

Here you can see the capacity planning and allocated
resources for your project.

When the Resource Allocation add-on is available, the Project
Manager is able to request resources from resource pools. It
also gives the Project Manager an overview of the requested
and allocated resources.

To manage project related documents the Project Manager
can use the tab ' Documents'. This tab makes it easier to
search for specific documents within a project. The tab gives
you several options to search for documents.

When the Portfolio Management add-on is available and the
Portfolio Manager has requested a report, the Portfolio Report
tab will appear. The Project Manager can update the requested
information on this tab and publish it to the portfolio.

Report functionality about the products, cost / hour entries and
resource assignments of the project.

Explanation of the project in order of time (stage, products and
templates)

When the Project Plaza add-on is available the Project
Manager can determine which information he would like to
share on the Project Plaza. The Project Plaza is available for
everyone and shows some information of the project.

In this field you will find the general project information such as; objective(goal), organisation
(project team) and status. This information can be changed using the ‘Edit’ button).

Logs

It gives an overview of the logs| 7 that are used in a PRINCE2™ environment. A counter is
displayed for each log indicating the number of items there are for each log and if there are new
items. The log is selected by clicking the name of the log.

Automated reports

A list of all automated reports|128] available within this project.

My to do list

Overview of the actions that are assigned to you and their deadline. By clicking an action you

obtain the additional information.

PRINCE2™

Here you see the PRINCE2™ process model on which your project is based upon. The stage
your project has reached is highlighted (yellow stage) and you can quickly go to the details of a

stage by clicking a stage.

Product list

Here you find the product planning concerned with the various stages and work packages.
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8. Functions at project level
Here you can compose the project team (Edit members), edit the general project information (
Edit see point 2), use the search function, make a print of the current page, inform the project
members by email and export key project information to a zip file (‘Pack project offline’). See
the section about pack project offline|se for extra information.

9. Edit plan
With the ‘Edit plan’ button you can design and modify your project plan. Furthermore you can
produce a product breakdown structure here. (See section product breakdown | zs).
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3.1.2 Planning a project

Project planning within the Principal Toolbox can be done by following these seven steps:

Defining a product breakdown structure. | 34

Defining stages and work packages.| 371

Assign products to work packages.! 421

Planning the milestones of the project (basic | 44lor advanced option| 44).
Assign responsibilities for products| 4s™.

Assignment of budgets (hours and costs)./ 501

Defining dependencies between products. | 511

NookrwdhpE

This sequence is just a suggestion. An iterative planning process is always possible; editing your
project plan and other data remains possible throughout your project.
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3.1.2.1 Creating a project

Projects are always created from a programme or project list dashboard. To create a new project do

the following:

1. Go to the dashboard of the programme or project list.

Projects

ew] import|Export | Move | odei | rchive TR NNEA [V orvors 1

2. Click New in the Project listing heading. The window ‘Add Project’ appears.

Add Project

€ Add a project based on the required project model. Provide the basic information like name, abjective etc. and add members.

Project properties

Name:
Objective:
Project model:
Project Color:
Currency:

Product Planning Type:

Add project members

[Project @ |

Small Prince2 project model -
.
Euro (Global) «

Principal Tookbax + Flanning Bxport v

Project managers

users

Ei becber
= Albert Swank
e Arjan van der Laan
Clark Kent
Henk Visser
Ivo Rings
Project board James May
Jan Jansen
Peter Cole
= Richard Hammand

Ruud Peltzer

Ruud v. Weerdenburg
Support Administrator
Yung Ji-Lao

Project team members

Jeroen van Bameveld
John Edwards
Samuel Davies

Creating a new project

3. Fillin the appropriate
Name :
Objective
Project model
Valuta
Product planning

data at ‘Project properties’:

Project name

Short description of the project's objective

Select the project model on which the project will be based

The currency to be used for fields with financial content

If the add-on Microsoft Project Client Integration is available, you have the
choice to plan your project using MS Project. This adds the possibility
(however much more complexity!) of activity based planning.

4. Scroll to the ‘Add Project members’ section and add the project manager from the list of *
Available users’. If known, you can add the other members as well. With the search option a
specific user can be found easily.

Depending on your system settings, this page either shows you the roles project manager, project
board and team members or it will show all PRINCEZ2 roles e.g. Senior supplier, project support,

project assurance.
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Project managers Available users Project Manager(s)
[Eic abersberg ] o B Fabervery
9 Lsan —
Clark Kent
Henk Visser
Ivo Rings
Project board James May
Jan Jansen Project Board - Execufive
Peter Cole James Vay
Richard Hammond
Ruud Peltzer
Ruud v. Weerdenbur Project Board - Senior User
gtggﬂr‘t_\-ﬁ;mmmmtur
User Group (optional)
Supplier F -
Project Team - Team Manager(s)
Zr:;e%‘ﬁ:m - Team Member(s) —
Edit members; limited role set Edit members; all PRINCE2 roles
5. By clicking ‘OK’ the project will be created.
Note: Creating a new project can be done by the system administrator, and manager and readers of
a programme / project list.
3.1.2.2 Defining a product breakdown structure

The definition of a product breakdown structure assists in thinking through the result of the project, i.
e. the final product. The final product of a project is broken down into manageable parts in the
product breakdown structure. These parts are called specialist products and can be both physical
products as well as documents.

Note: Only project managers and project support can edit the project plan.

Stages are edited in the 'Edit project plan' window. Before starting any action, go to this window from

the project dashboard, product breakdown tab or plan tab, by clicking | Edit Project Plan |}

The Edit project plan window - introduction

The ‘Edit project plan’ window is divided into two parts. On the left hand side you find the project plan,
i.e. products that are present in your planning and on the project dashboard. On the right hand side
you find an area where you can define new products, the product breakdown structure and work
packages. In the Principal Toolbox, it is possible to have products defined and not use them in the
planning. These can be kept in 'storage’ on the right hand side of the window. See the remarks below
for further explanation.

Three tabs are present on the right hand side of the window

Specialist: use this tab to define the product breakdown structure with amber coloured specialist
products.

Management: use this tab to organize the stock of management products.
e Blue products for the project manager,
e Green products for the project board (e.g. authorizations and decision points).

Work packages: here you can define new work packages.
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{& Principal Toolbox® (Principal) - Internet Explorer

[BIEIEE)

[ tp://3sp fortes.nl/Principal/online/ Folder/Folder jspPagelD=113781 &PageDef=EditProjectPlan

Project startup
Project Wandate
Project Brie?
Initiation Stage Autherisation

Project intiation
Infial Business Case:
Project Initiation Document [}
Project Authorisation

Requirements & Prototyping

Pilot Preparation (Work Package)
Requirements report
Database configured

Pilot (Workpackage)
User instruction
Piiot evaluation

Highlight Reports. L]
Hext Stage Plan
Next Stage Authorisation

Full roll-out

Roll-out

Updated user documentation
Server purchase and instalation
Production server installation

Highlight Reports.
WP new

T

I

Project plan

HE

To rename, double-
click on item

To permanently remove ftems
drag them into the trash can

I

Product Breakdown

nical products

Technical configuration

Edit Project Plan Save Cancel| 7
[ New stage ] [Wew workpackage | [ New spec_product | [ New man. product | [ New man_product | [_Copy producs |
Tl Slio-c o0 Management Work packages
T o packag

Done

€D Internet | Protected Mode: On

Ga v ®00% v

Edit project plan

Some remarks about the mechanisms of this window.

o All products and work packages are shown on the right hand side of the window. If they are used in
the project plan, they will be shown grey in the right half of the window. If they are not used in the
project plan, they are coloured (blue/amber/green) on the right hand side. You could consider the
right hand side a (temporary) storage space for products not planned for delivery. This can be
useful when templates or helpful texts are present you don't want to lose.

o Creating new stages / work packages / products is done by dragging them from the top of the
window into either side of the window. Any of the items shown below can be dragged onto the

project plan.

| Hew stage

| | New workpackage | | New spec. product | |

New man. product

Newe man. product

| Copy preducts ||

Important: when placing an item, check your mouse pointer. A black line must show to create a
new item. If no black line shows at your mouse pointer, move your mouse around until you see it

appear.

o Creating new specialist products: drag them onto the product list. The tab 'Specialist’ will come to
front if it wasn't. Drop the new product when you see the black line appear.

o Deleting items: only products / work packages which are not used in the project plan (i.e. not
present in the left half of the window) can be deleted. Deleting items is done by dragging them onto
the trash can in the upper right hand corner.

o Select multiple items at once by clicking the first, then click the next item while keeping CTRL or
SHIFT pressed. CTRL lets you select multiple items one by one, SHIFT will select all in-between

lying items at once.

¢ Deleting stages is done by dragging the stage directly onto the garbage bin. Products and work
packages present in the stage are retained on the right hand side of the window.

A detailed description of how to create or change the product breakdown is given in the next section.

3.1.2.2.1 Creating the product breakdown structure

Note: Only project managers and project support can edit the project plan.

If a product breakdown is already present, you can choose to either rename and re-order the products
in the product breakdown, or you can delete the products from the present breakdown and start with
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an empty list.

¢ To rename items, double-click a colored product and enter the new name in the pop-up.

¢ If the product is grey, look it up in the project plan on the left side of the window and double-click
the product there to rename.

¢ To delete products, they must not be present in the project plan. First drag them to the right hand
side of the window, then onto the garbage bin.

e To add products, drag to the position you want to insert the new product. Check
the mouse pointer, it must show a black line.

¢ Change the order of products by dragging them to the right position.

¢ To change the hierarchy, use the arrow buttons in the right hand corner. Be sure to be on the
specialist tab.

el Management  Work packages

Product Breakdown

DEasE

Application deploye

—Technical configuration

Product Breakdown

Move, delete and rename products:

¢ The order of the products in the list can easily be changed by dragging the specific product to the
correct location.

e To remove a product from the product breakdown, click the product and drag it to the recycle bin.

¢ To change the name of the product, double-click the product and change the name.

How to assign products to stages and work packages is described in the next sections.

3.1.2.2.2 Graphical view of the product breakdown

After editing the product breakdown, a graphical overview of the product breakdown is shown on the
tab 'Product breakdown' in your project.

1. Goto the tab ‘Product breakdown'.
2. Atthe pull down menu (Presentation) you can select the view ‘Graphical (All products)’. A view
similar to the view beneath will be shown.

Dashboard Properties [REiGlef=lcelGLUTE Plan Gantt  Activity Gantt  Resource Management ©  Porifolio Report  Reports  Guide  Plaza

Project: Apollo project = | & | /| Edit Project Plan| 7
[] =assignedto plan [] =unassigned product

Breakdown representation

Graphical layout (all products)
Graphical layout (assigned products)

[ [
Computer | [Requireme...
hardware report
purchased

[
Pilot
evaluation

|
Usar
instruction

[
Updated
user
menta..|

Product Breakdown Structure

Products which are not assigned to a work package are shown in grey (and are not part of the project
plan). Products assigned to a stage and / or work package are shown in yellow.
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Assigning products to stages and work packages is described in the next two sections.

3.1.2.2.3 Editing stages
Note: Only project managers and project support can edit the project plan.

Stages are edited in the 'Edit project plan' window. Before starting, go to this window from the project
dashboard, product breakdown tab or plan tab, by clicking 'Edit project plan'.

Save Cancel| 7

Edit Project Plan

New stage | [Hew wor | [New spec. product | [ New man. product | [ New man. product | [ Cepy products

Project plan
Project start-up

Project Mandate
Project Brief Project plan
Initiation Stage Authorisation

User instruction

Project initiati
roject ntation m S
Initial Business Case Server purchase and installation

Project Inttiation Document 8 t:alatase configured

Project Authorisation Application deployed
Production server instaliation

Technical configuration

To rename, double-
Requirements & Prototyping click on item

Pilot Preparation (Work Package)

Requirements report
Database configured

To permanently remove items
drag them into the trash can.

Pilot (Workpackage)
User instruction
Pilot evaluation

Highlight Reports a
Next Stage Plan Remove
MNext Stage Authorisation

Full roll-out

o @

Updated user documentation
Server purchase and installation
Production server installation

Highlight Reports.
WP new

Computer hardware purchased

Next Stage Plan
Next Stage Authorisation

Project closure
End Project Report
Lessons Learned Report
Project Decommissioning

Before editing stages, first open the 'Edit project plan' window.

Renaming a stage
To rename a stage, double-click its name. Edit the name in the pop-up.

Adding a stage
To add a stage to your project plan, drag 'New stage' from the top of the window (shown below) to the
right position in your project plan (the left side of the window).
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Edit Project Plan

Save Cancel| 7

New stage New workpackage New spec. product New man. product New man. product

Project plan

Project start-up
Project Mandate
Project Brisf
Initiation Stage Authorisation

Project initiation
Inttial Business Case
Project Initiation Document
Project Authorisation

Requirements & Prototyping
Pilot Preparation (Work Package)
Requirements report
Database configured

Pilot (Workpackage)
User instruction
Pilot evaluation

Highlight Reports
Next Stage Plan
MNext Stage Authorisation

Full roll-out
Roll-out
Updated user documentation
Server purchase and installation
Production server installation

Highlight Reports.
WP new

Computer hardware purchased

Next Stage Plan
Next Stage Authorisation

Project closure
End Project Report
Lessons Learned Report
Project Decommissioning

-ty

Project plan

To rename, double-
click on item.

To permanently remove items
drag them into the trash can

Copy produds

<okl Management Work packages

Product Breakdown

aluation
User instruction
Technical products
Server purchase and installation
Database configured
‘Application deployed
Production server instaliation
Technical configuration

Add a stage by dragging 'new stage' into your project plan.

Moving stages
To move a stage, click its name and drag it to the right position. Check the black line indicating where

the stage will be positioned.

Deleting a stage
To delete a stage, click its name and drag it right onto the garbage bin in the upper right hand corner

of the window. If the stage contains products and/or work packages, these will be moved to their
respective tabs on the right hand side of the window, so these will not be deleted.
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Edit Project Plan

Save Cancel| 7

New stage | [Mew wor

| [New spec. product | [ New man. product | [ New man. product | [ Cepy products

Project plan

Project start-up
Project Mandate
Project Brief
Initiation Stage Authorisation

Project initiation
Intial Business Case
Project Inttiation Document 8
Project Authorisation

Requirements & Prototyping
Pilot Preparation (Work Package)
Requirements report
Database configured

Pilot (Workpackage)
User instruction
Pilot evaluation

Highlight Reports a
Next Stage Plan
MNext Stage Authorisation

Full roll-out

Roll-out

Updated user documentation
Server purchase and installation
Production server installation

Highlight Reports.
WP new
Computer hardware purchased

Next Stage Plan
Next Stage Authorisation

Project closure
End Project Report
Lessons Learned Report
Project Decommissioning

Management Work packages

Product Breakdown

nardware purchased

Project plan

Uls

|:_a ed
Application deployed
erver installation

[Tecnncu configuration

To rename, double-
click on item

To permanently remove items
drag them into the trash can.

Remove

[

Delete a stage by dragging it right onto the garbage bin.

3.1.2.2.4 Editing work packages

Note: Only project managers and project support can edit the project plan.

Work packages are used to assign multiple products to the same team (PRINCEZ2), or as a means of
making a further subdivision in stages. Principal Toolbox uses them to calculate summarised start
and end dates, and subtotals of costs and hours.

Note: empty work packages result in errors when the Principal Toolbox calculates progress on
the project dashboard, so only use work packages with products inside (see the section

planning products| 42).

Stages are edited in the 'Edit project plan' window. Before starting any action, go to this window from
the project dashboard, product breakdown tab or plan tab, by clicking 'Edit project plan'.
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Edit Project Plan

Save Cancel| 7

| [New spec. product | [ New man. product | [ New man. product | [ Cepy products

HNew stage

| [Mew wor

Project plan

Project start-up
Project Mandate
Project Brief
Initiation Stage Authorisation

Project plan

Uls

=o-weH Management  Work packages

Product Breakdown

User instruction

Project initiati
o Technical products
Intial Business Case Server purchase and installation
Project Inttiation Document 8 t:atabass configured
Project Authorisation Application deployed
Production server instaliation
" " Torename, double- Technical configuration
Requirements & Prototyping click on item
Pilot Preparation (Work Package]
Requirements re nr‘t 1 To permanently remaove items
° : drag them into the trash can.
Database configured
Pilot (Workpackage)
User instruction
Pilot evaluation
Highlight Reports a

Next Stage Plan
MNext Stage Authorisation

Full roll-out
Roll-out
Updated user documentation
Server purchase and installation
Production server installation
Highlight Reports.
WP new

Computer hardware purchased

Next Stage Plan
Next Stage Authorisation

Project closure
End Project Report
Lessons Learned Report
Project Decommissioning

Before editing work packages, first open the 'Edit project plan’ window.

Renaming a work package
To rename a work package, double-click its name. Edit the name in the pop-up.

Adding a work package

To add a work package to your project plan, drag 'New work package' from the top of the window
(shown below) to the right position in your project plan (the left side of the window).

Alternatively, you can first define the work package in the right hand side of the window, and then
drag it to the right position in your project plan.
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Edit Project Plan

Save Cancel| 7

Hew stage

| [Mew workpackage | [ New spec product | [ New man. product | [ New man product | [ Gopy producs

Project plan

Project start-up
Project Mandate
Project Brief
Initiation Stage Authorisation

Project initiation
Intial Business Case
Project Initiation Document

Project Authorisation

Requirements & Prototyping
Pilot Preparation (Work Package)
Requirements report
Database configured

Pilot (Workpackage)
User instruction
Pilot evaluation

Highlight Reports.
Next Stage Plan
Next Stage Authorisation

Full roll-out
Roll-out
Updated user documentation
Server purchase and installation
Production server installation

Highlight Reports.
WP new
Computer hardware purchased

Next Stage Plan
Next Stage Authorisation

Project closure
End Project Report
Lessons Learned Report
Project Decommissioning

Specialist Management RULJEERERES

Work packages
Paot (Workpackage)

Hew

Project plan ~ =
WP new
I WP extra

a
Torename, double-
click on item
To permanently remove items
drag them into the trash can
(]

Remoave

m

Add a work package by dragging 'new work package' into your project plan.

Moving work packages
To move a work package, click its name and drag it to the right position. Check the black line

indicating where the work package will be positioned.

Deleting a work package
To delete a work package, click its name and drag it to the work packages list on the right hand half

of the window. Only work packages that are not present in the project plan anymore, can be deleted
by dragging them from the right hand part of the window onto the garbage bin (step 2 in the figure

below).
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Edit Project Plan Save Cancel| 2
[ Hewstage | [New workpackage | [ New spec product | [ New man. product | [ New man product | [ Copy producs |
" Bpecialist Management
Project plan B g Do
Project start-up Work packages
Project Mandate Pilot (Workpackage)
Project Brief Project plan Roll-out
Initiation Stage Authorisation

Project initiation
Intial Business Case
Project Initiation Document
Project Authorisation

Requirements & Prototyping

Pilot Preparation (Work Package)
Requirements report
Database configured

Pilot (Workpackage)
User instruction
Pilot evaluation

Highlight Reports.
Next Stage Plan
Next Stage Authorisation

Full roll-out

Roll-out

Updated user documentation
Server purchase and installation
Production server installation

Highlight Reports.
WP new
Computer hardware purchased

Next Stage Plan
Next Stage Authorisation

Project closure

End Project Report
Lessons Learned Report
Project Decommissioning

Deleting a work package: 1) drag it from the left part to the right hand part of the window.
2) Drag it from the 'work packages' tab onto the garbage bin.

3.1.2.2.5 Planning products

Stages are edited in the 'Edit project plan' window. Before starting any action, go to this window from
the project dashboard, product breakdown tab or plan tab, by clicking 'Edit project plan'.

Defining new products

You can find an explanation of creating a product breakdown|z41in the appropriate section. The
definition of management products works in almost the same manner. Drag ‘New man. product' onto
the right hand part of the window. Use the blue management products for products of the project
manager (like the project plan, highlight reports etc.). The green management products are meant for
the project board (e.g. project authorisation, next stage authorisations etc.).

[ Mew man product | [ Mew man. product |

Adding products to the project plan

Products are always added to stages, and optionally to work packages. To plan products, simply drag
them from the right hand side of the window to the correct position in the stage or work package.
Click the 'specialist' tab for products that are part of the product breakdown. Management products
are found on the 'management' tab.

Products which have been placed in the project plan are grey in the product breakdown overview, or
the management products overview.

The way to set planning dates for your project is described in the chapter planning product milestones
43 |,

Hint: check the use of colours of products etc. in section ‘the use of colours within projects| 191

Making a product mandatory
It is possible to make products mandatory. This means that a product is set in the project plan. A
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3.1.2.3

project manager is not able to change or delete the product. When a project manager wants to
change the project plan the mandatory products are highlighted with a small lock. This immediately
shows which products are mandatory.

Edit Project Plan Save Cancel| 2

i
i

[New spec. product | [ New man. product | [ New man.product | [ Copyproducs |

\:].--E - Management Work packages
pre <[>

Project plan

Uiy

To rename, double-
click on item.

To permanently remove items
drag them into the trash can

o
aiaba: e
e
ion
ion
Highight Reports 8
Next Stage Plan
Next Stage Authorisation
[}
iation

Full roll-out

Highight Reports
WP ne

Computer hardware purchased

Mandatory products in the project plan

The setting ‘mandatory’ is part of the product properties and therefore visible on the product page. A
mandatory product within a project model can only be modified by the model owner and within an
ongoing project by the system administrator.

To make a product mandatory, go to the product page of the product you would like to make
mandatory. Click on Edit and check the box that says 'Mandatory'. Then click on Save to save your
changes.

D= Logs Dependencies  Costs & Hours — Activity Gantt

Product: Project Initiation Document (PID) Save|Cancel
Name: [Project imttiation Document (PID) | Planned Actual date
Description: [ | e
o =— E—
cow S
==
: e — E—
revwer E—
Participants: |7 - ‘ r
Priority: In Working Days: 0
Mandatory: - Planning Status:

Making a product mandatory on the product page

By using this functionality correctly it is possible to increase the uniformity of the work flow and
improve the overall grip on the projects.

Planning product milestones

Each product in the project has four milestones you can use to manage product delivery.

e Start: set the date work has to start on the product

e Draft: plan the delivery of a draft version

e Checked: set the end date for quality review

e Final: the planned date for delivery of the final version of the product.

Planning the milestones within the project can be done in two ways:

%the dashboard and plantab : Set milestones individually on the project dashboard or ‘Plan’ tab.
44
On the Gantt chart| 447 . Use the Gantt chart editor with ‘drag & drop’ functionality.

The option with dashboard and plan tab is more or less like working like an Excel sheet, using a table
to fill out dates for your project. The Gantt chart option provides a graphical planning chart, which you
can edit using ‘drag & drop’ functionality. We will explain the two options in the next two paragraphs.
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3.1.2.3.1 Using the dashboard or plan tab

On the project dashboard and the 'Plan’ tab, dates can be set by use of the keyboard and by
selecting them in a calendar with your mouse.

Dashboard Properties  ProductBreakdown [SzEUS Gantt  Activity Gantt  Resource Management ©  Porffolio Report  Reports  Guide  Plaza

Project: Apollo project Edit Project Plan | Set Baseline| = | 7
ﬂLocaI currency = Euro, Global currency = Euro
Owner Reviewer Participants Start Draft Checked Final
Planned  Planncd  Planned  Planned
[l Project start-up 01-Apr2010 — = 12-Apr-2010
[E] Project initiation
Initial Business Case [seroen van Barneveid~ [Samuel Davies - [Peter Cole, Richard Hammona ~| [10-apr-2010_ [~ = [17-Apr2010
Project Initiation Document [1ames May = [1eroen van Barneveld~ [Peter Cole, Richard Hammong, Samuel Davies, Yung Ji-Lao ~| [03-Apr-2010_[26-Jun-2008 _[06-Apr-2010_[08-Apr-2010
L] Project Autherisation [samuel Davies - [sonn Edwards -= ~| [o1-apraoto [= = [02-2pr-2010
[E] Requirements & Prototyping g April '2°1° '
Wk M T W T F 55§
Pilot Preparation (Work [seroen van Barneveid~ [Peter cole - 13020 0 N 2 3 4 21 May-2010
Fatka_gé) 14 5 6 7 8 9 101
L Requirements report [- - = [seroen van Bameveld Il 15 12 13 14 15 16 17 18 | [21-May-2010
Database configured = = = <] 16 18 20 21 2 23 2425 [19-Apr2010
17 26 27 28 29 30 1 2
Pilot (Workpackage) [Peter cole = = 18 3 4 5 8 7 8 8 19-4pr-2010
User instruction E -2 = -] El [19-apr-2010
Pilot gvaluation = = = ~| [16-apr2010_[= = [19-Apr-2010
Highlight Reports = = - ~| [16-apr-2010_[= = [13-4pr-2010
Next Stage Plan E = = ~| [18-prz0t0 [~ [= [19-2pr-2010
Next Stage Authorisation |7 .|, -|, v||1&Apr,2n1n - - [18-Apr-2010
Filling in the milestones on the 'plan’ tab.
H 1 1]
1. Go to the project dashboard or the 'Plan’ tab.
2. Fill in the milestones for each products:
o Start: set the date work has to start on the product
o Draft: plan the delivery of a draft version
o Checked: set the end date for quality review
o Final: the planned date for delivery of the final version of the product.

The use of these milestones is optional. Principal Toolbox uses start and end dates to calculate
duration of the project, stages and work packages. Therefore it is recommended to use at least
these milestones on each product.

3. Dates are changed by clicking the double dashes, or by clicking an already present planned
milestone. Enter the date with your keyboard, or select the date in the calendar.

Note: If a milestone has finished (depicted by:'v" ), you cannot change the date directly
anymore. To change milestone data then, click the product name to open the product detail
window. On the 'general' tab, you can delete or change the actual dates for each milestone.

3.1.2.3.2 Using the Gantt editor

A Gantt chart shows a timeline of your product with the product milestones. Because Gantt charts are
simple to understand and easy to construct, they are often used by project managers.

To use the Gantt chart in your project, follow these steps.

1. From inside your project, click the Gantt tab. A Gantt chart will be shown with all stages, work
packages, and products listed. When you haven't entered any planned dates (milestones) yet, the
start date of the project will be set to the date of today and the duration of all products will be set
according to the duration in the project model.
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e e e
Name (W FEEMIINTF B[S M ﬂﬂiﬂﬂﬂﬂﬂﬂiﬂﬂﬂﬂﬂﬂiﬂﬂ
Project start-up : —

. Projed Mandste

. Froject Brief
. Initistion Stage Authoris

Project initiation
Initial Business Case
Project Initiation Docum...
@ Project Authorisation
Requirements & Proto...
Pilot Prepﬂrﬂtlon {Wo...
Requirem: ort

Databas

Gantt

. To edit the Gantt chart, click in the blue page header.

Note: Only products can be planned directly in Principal Toolbox. Stages and work packages
are summaries of the products they contain, so these cannot be changed directly.

Note: To select products in the edit Gantt window, click the product name on the left of the
window. To select multiple products, keep CTRL or SHIFT pressed while clicking multiple
products.

. On the next page the planning can be entered in two ways. In the left hand half you can enter
dates by clicking the cells and using the calendars. Alternatively, you can use the graphical part of
the window. Here, you can change duration and dates with your mouse by dragging the time lines
of products.

. First of all you need to define the start date of your project. To do so click . In the dialogue,
select the start date. This can also be used to move a group of products to a specific start date.
See the note above for info about selecting multiple products.

. Set the date of the first product in every stage or work package by dragging this to the planned
start date or use the button shown above. All products in this specific work package or stage will be
moved automatically to this date.

. The next step is to plan the products in this specific stage or work package individually:

a. To move the product forwards or backwards in time you need to place the cursor in the centre of
the product bar, hold the left mouse button down and drag it to the correct position.

b. To alter the duration, you need to place the cursor on one of the sides of the product time-bar
and drag the side in the desired direction.

. To define the draft and checked milestones or to set dates in a calendar, you can use the left side
of the ‘Edit Gantt’ window. After clicking in a cell, a pop-up shows a calendar where you can
choose the date.

As soon as you have set the draft or checked milestones in the table on the left, they are shown in
the timeline on the right. Now you can drag them with your mouse as well.
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e L =

A e U
Ouaicn E T b VT F MV FE
*

o
o
g
i
H

Hame Start ft
Project start-up 01-04-10 12-04-10

+ Project Mandate I01-04-10 05-04-10 3
« Project Brief I01-04-10 l06-04-10 4
- Initiation Stage Authoris... |D8-04-10 42.04-10 3
Project initiation 17-04-10 12
Iniiial Business Case . m BT
Project Initiation Docum.. | Wk M T W T F S S ||psoeto || 4
@ Froject Authorisation 13 29 20 31 1 2 3 4 :|
Requirements & Proto... 14 s 6 7E 9 10n 21-05-10 ag
Pilot Preparation (Wo... 15 12 13 14 15 16 1718 21-05-10 30
Requirements report 16 19 20 21 22 23 2425 [ |[1os10 |[ =0
Database configured 17) 26 27 28 20 30 1 2 [|[s040
Pilot (Workpackage) 188 3 4 5 & 7 B9 18-04-10 2
User instruction | - || Today: 06-04-10 | :| 19.04-10 9
Filot evaluation ToUE=TO i i —| 490410 |—2|
Editing the Gantt

8. To define dependencies between products, select two products and click Add dependency. This
will create a finish-to-start dependency between the two products. To edit dependencies see the
section defining dependencies|si. To delete a dependency use Remove dependency.

Buttons:

9. If dependency conflicts exist in your planning you can use the 'Solve conflicts button'; . Select
the products you want to be recalculated and click the button.

Before: depéndency conflict After: problem solved
10.When the plan is finished, click the ‘Save’ button to save the changes made.
Note: inconsistencies or conflicts resulting from mutually depending products are indicated by

coloured indicators. For their meaning, consult the use of colours in projects| 19 For more help
on dependencies, see defining dependencies| s11.

[5] Project initiation

Owner Start Draft Checked Final O ER [A]

Inttial Business Case Jeroen van Barneveld - - 17-Apr2010 - - - - - = -
Project Initiation Document James May g w vy pg-sprz010 - 1 2 1 - - -

@ Projsct Authorisation Samuel Davies 01-Apr2010 — = 02-Apr2010 - - - - - - -

3.1.2.3.3 Baseline support

To keep track of progress and changes in the original planning is can be very useful to work with
baselines. It allows you to compare the current schedule with the baseline planning.

There are two possible baselines in the Principal Toolbox. You can set a planning as Initial Baseline
or Current Baseline. Setting the baseline will copy the current product planning to the selected
baseline for comparison when the project progresses.

Set baseline
Save a planning as Initial or Current baseline by clicking Set Baseline. This button is available on the
project dashboard, Plan and Gantt.

Edit Gantt| <= | &2 | SetBaseline | Switch to M3 Project Planning |

Choose the baseline type (Initial or Current baseline) to save the schedule.

© 2011 Fortes Solutions BV



Functionalities 47

Project Baseline

) set baseline
Fleasze selectthe baseline to set. Setting the baseline will copy the current
product planning to the selected baseline for comparison when the project
progresses.

Select baseline

Baszeline Type:

K] _cancel |

Setting a baseline

Cument Baseline -

View a Baseline
In the Gantt chart a baseline planning can be shown in the current plan. You can choose to show the
Initial or Current Baseline in the actual Gantt.

Guide Plaza

Show Baseline: Mo Baseline * | Timescale: Weeks -

Selecting abaseline

] O . . = A—
Name ' ; M

Project start-up
~ Project Mandate
~ Project Brief
~ Initiation Stage Authoris.__

Proiect initiats

Initial Business Case
Projed Initiation Docum. ..
@® Projec Authorisation
Requirements & Proto... P

Pilot Preparation (Wo... 4
Requirements report 3

Datsbase configured
Pilot (Workpackage)

User insirudtion

Pilot evaluation
Highlignt Repens
e —— s meoees ==
Next Stage Authorisation Draft:

Ful rol-out Checked:
Roll-out Final: 25-Apr-10 15-Apr-10

Updated user documen Duration: 2 day(s) 2 day(s)

Server purchase and in Cwener Group: Team

Produdtion server instal Owner:

Highlight Reports ] 1
WP new
Computer hardware pur

Baselines on the Gantt
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3.1.2.4 Product page

Every product which is defined has a standard product page. In order to consult the detailed
information concerning this specific product you click the product name in the project dashboard.

User Manusl> Production (ENJ> Quality and Organisatio.» Apellc project> Praject initisticn» Project Initiatien Docu..
e EN Logs  Dependencies  Costs &Hours  Activity Gantt
Product: Project Initiation Document

Edit| Close| Change Picture | Custom Page Layout| &/| 7

Name: Project Initiation Document Planned date Actual date
Description: 7 Start: 03-Apr-2010 02-Apr-2007
Owner Group: Project Manager [+ Draft: 26-Jun-2008 007
Owner: James May 7 Checked: 06-Ap-2010
Reviewer: - [~ Finak 08-Apr-2010
Paricipantss - Duration In Working Days: 4
(Fzris Planning Status:
Mandatory: ~
Product Quality: -
Helpful Text:
It is important for all project stakeholders and project members to have a cle:
of the projects objectives, background, approach and project responsibilties!
Project Intiation Document (PD) is created for this purpose.
Deliverables Add| Add Note | Remove | Request Approval | Show History | Update
Name Description ed  Publisher Approval Status  Review Requester
[ Project _Intiation_Document_Apolo.doc ~ Project PID Apolo 2005 Gerard Mesen
Templates Add| Add Note | Remove | Show History | Update I
Name Description Revision Published Publisher Merge
[ Project intiation_Document rtr Template for PID v23 16-Jun-2005  Gerard Mesen -
Product Descriptions {Specifications) 9 Add \ Add Note I

Product page

On the ‘Product page’ there are some extra tab pages: Logs, Dependencies and Costs & Hours (not
shown). The Logs tab allows you to register items such as: issues, risks and quality| s71. On the
Dependencies| s11tab you can define dependencies between products to create a product flow.
When the add-on 'Advanced Cost Registration' is available this tab is available for entering cost
entries (See section cost administration).

Edt|Close | = 7.

Hame: Project ntiaion Document Planned date Actual date
Deacrivtion 7 start 03-4pr2010 02-4pr-2007
i Projec Manager 7 Dratt 264un2008 02-Apr-2007
ouner: Ty I7 Checked 06-4pr-2010 0242007
Reviewer: - I finai 08Apr2010 -
Porticipants: Duration In Working Days: A

Priority:

Planning Status:

Logs tab Dependencies tab

3.1.2.5 Assigning responsibilities for products

Next step is to assign the responsible owners to the products in your project. This can be done by
either the project manager or project support roles. Before you can assign products to project
members, you have to make sure that all required resources are a member of your project
(management) team.

Assemble your project team
1. Go to the ‘dashboard’ tab of your project.

2. Click ‘Edit members’ to see the members of your project team. To add people to
your project team, select them from the list on the right and click ‘Add’ at a specific
role to assign them.

| Edit Members |
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Use the search option to easily find a specific user.

Depending on your system settings, this page shows you either the project manager,
project board and team members, or it shows all PRINCE2 roles i.e. Senior supplier,
project support, project assurance, etc. This can be changed by the system

Project managers Available users Project Manager(s) [fvmable/uoe s]
Ei haberber i ekt oo
Albert Swark Ader van der Laan
Aran van der Lasn Clark Kert
Clark Kertt Project Support Erik Aalbersberg
- Henk Vi
Herk Viser ek Veser
Ivo Rings [Femeve= ] m@is_.
Project board jamT May Jan Jansen
jan Jansen Jeremy Clarkson
Fete Cale e e e
Richard Hammond Jomes Way o Echars
Ruud Petizer —_— o Hormord
Ruud v. Weendenburg (Remove=__] Fichad Harr
Support Administrator = Ruud v. Weerdenburg
Yung JiLao e o Samusl Davies
upport Admiistrator
stz
Project Board - Senior Supplier
Project team members
Jeroen van Bameveld
John Edwards
Samuel Davies Project Assuranc
User Group (optional)
Supplier Forum (optional)
Project Team - Team Manager(s)
Project Team - Team Member(s)
John Edwards
s coe
Edit members; setting 'limited set of roles Edit members; setting 'full set of PRINCEZ2 roles

3. Click ‘OK’ at the bottom of the window to save the changes.

Assign products to owners, reviewers and participants

1. Go to the ‘Plan’ tab.

2. Complete following information for each product:
Owner . Owner/responsible for the product.
Reviewer : Reviewer of the product.

Participants . Participants at the product realisation.

Products ot | . EETOT v, opiors |+ -~ |

Owner Reviewer Participants Start Draft Checked  Final
Planned Planned Planned Planned
[ Project start-up 01-Apr-2010 — = 12-Apr-2010
[=] Project initiation
Initial Business Case Jeroen van Bameveld Samuel Davies Peter Cole, Richard Hammend 10-Apr-2010 — = 17-Apr-2010
Project Initiation Document James May Jeroen van Barneveld  Peter Cole, Richard Hammond, Samuel Davies, Yung JiLao 03-Apr-2010  26-Jun-2008  06-Apr-2010  08-Apr-2010
. Projsct Authorisation Samuel Davies John Edwards = 01-Apr2010 — - 02-Apr-2010
[l Requirements & Prototyping
Pilot Preparation (Work Jeroen van Bameveld Peter Cole 12-4pr-2010 — - 21-May-2010
Package)
L Requirements report Yung JiLao = Jeroen van Bameveld 12-Apr-2010 — - 21-May-2010
Database configured Samuel Davies _ _ 16-Apr-2010 — = 19-Apr-2010
Pilot (Workpackage) Peter Cole - 27-Apr-2010 — - 29-Apr-2010
User instruction Richard Hammond = = 28-Apr-2010 — = 29-Apr-2010
Piot evaluation Richard Hammond = Peter Cole 27-Apr2010 — = 28-Apr-2010
Highlight Reports Peter Cole - - 03-Way-2010 — = 04-May-2010
Hext Stage Plan Yung Ji-Lao = Richard Hammond, Samuel Davies 05-May-2010 05-May-2010 — 06-May-2010
Next Stage Authorisation e _ _ 06-May-2010 — = 07-May-2010

Plan tab
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3.1.2.6

By clicking on Edit and then clicking on the double dash a menu appears and you can  [seren van Bameveld-
select resources or dates. Selected resources and dates can be changed later in the -
same way. Jeroen van Barneveld

The menu which assigns participants to a product also works in another way whereby  |Ricard Hammend
more people can be added. Yung JiLao

. Select one or more members from the column on the James May

James May

John Edwards
Peter Cole

Samuel Davies

Peter Cole Jeroen van Bameveld

right with your left mouse button (to select multiple B
members at the same time, keep the CTRL key pressed) 8 ?rzrn";j:f:;ies
and click the ‘<’ key. &

o) [Saneel)

. Click 'OK’ to assign the participants to the product. You can remove members by selecting them

from the left hand row and then clicking the >’ key.

Assigning budgets

In the Principal Toolbox, product based planning takes a central place. Budgeting and cost
registration is also product based, so all costs are calculated towards products.

Note: time, stage or project based costing is also possible in Principal Toolbox. In this case,
dummy (management) products are added to the project plan (see planning products| +2). In
the case of time or project based costing, add the dummy products to the last stage of your

project. This way, they stay visible throughout the project.

For the registration of both costs and hours, five types of registration are available:

e Budget . The approved budget

e Committed : Costs you will have to pay, e.g. a contract signed, but not yet invoiced
o Actual : Money or hours actually spent

e Remaining : An estimate of costs or hours necessary to complete the product.

e Variance . The variance relative to the budget.

Formula: variance = (committed + actual + remaining) - budget

Below you'll find the steps to set the budget for your project.

1.

2.

Go to the 'Plan’ tab.

In the pull down menu select Costs manual or hours manual.

. Click the Edit button and fill in the budget in the field 'Hours budget manual’ (hours) and ‘Cost

budget manual’ (costs). Fill in ‘Hours remaining manual’ and ‘Cost remaining manual’ with the
same value of hours and costs. By doing this you keep the ‘variance’ with respect to the budget, at
the start of the project at 0. As the project progresses you can see at ‘variance’ the number of
hours or costs over or under the budget.

. Alternatively, go to the each product page and click the tab Costs & Hours and insert the different

budgets there.
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Products.
Global Costs Global Costs Global Costs Global Costs Global Costs

Budget Committed Actual  Remainin g Variance

[ Project start-up (0.00) (©.00) ©.00) (0.00 (0.00)

it Close 5 7.

[l Project initiation

10.00 00 L£.00) 200 k.00 Committed: 000 000 000 Committed: 000 000 000 000
9,000.00 320000 19,0800 000 13280.00 Actuat: 000 000 000 Actuat: 200000 000 200000 200000
0.00 0.00 0.00 0.00 0.00 Remaining: 500 000 500 Remaining: 000 000 000 000

(2.01000)  (3200.00)  (19,084.00) (200)  (13.276.00) sneecey -19.00 iz 700000 -7.000.00
Book Date:  20.7eb.2005

New Cost/ Hour i View Optors
Ouner Book Dater. Remarks

‘Approval Status  Project  Hours

T R 3 S T 1)
T 5 R YT ST E )
Highlight Reports. 0.00 0.00 0.00 0.00 0.00
Next Stage Plan 0.00 0.00 0.00 0.00 0.00
A R X R R IATT7)
Costs & Hours on a project level Costs & Hours on a product level

Using description above gives an overview of your project costs and hours in tabular form. If you
want to keep track of history or the construction of the numbers on the page, the Principal Toolbox
has the option of cost and hour entries. If these are available within your organisation, you will find a
section 'costs / hours listing' on each product page, on the 'Cost & Hours' tab, as shown below. See
the section working with cost entries for more information.

User Manual> Production (ENj> Quality and Organisatic..> Apal ject> Project initiation> Project Initiation Docu..

General Logs Dependencies Activity Gantt

Hours Manual Entries Total Costs Manual € Entries € Total € Total €
(project) (global)

Budget: 24.00 0.00 24.00 Budget: 9,000.00 0.00 9,000.00 9,000.00

Committed: 0.00 0.00 0.00 Committed: 0.00 0.00 0.00 0.00

Actual: 0.00 0.00 0.00 Actual: 2,000.00 0.00 2,000.00 2,000.00

Remaining: 5.00 0.00 5.00 Remaining: 0.00 0.00 0.00 0.00

Variance: -19.00 Variance: -7,000.00 ~7,000.00

Book Date: 20-Feb-2005

Product Quality:

Cost / Hour Entries listing New Cost/ Hour Entry

Description Approval Status Project Hours Owner Creator Book Date Remarks
Costs

3.1.2.7 Defining dependencies

The easiest way to define dependencies within your project is by using the editable Gantt| 4.
Dependencies created on the Gantt chart are inserted as 'finish-to-start' relationships. To modify the
dependency type or to define dependencies with products from other projects (inter-project
dependencies) you need to open the product details (from the project dashboard, plan or costs &
hours tab) and go to the 'Dependencies’ tab.

1. Click the name of the product you want to create a dependency for, and select the tab
‘Dependencies’.
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User Manusl> Production (EN}> Quality and Crganisatic..> Apolla project> Requirements & Prototyp..> Pilot Preparation (Work. > Requirements report

General Logs [RLEGGENNEEY Costs & Hours  Activity Gantt

Product: Requirements report Edit|Close [&| 2
Name: Requirements report Planned date Actual date
Description: [~ Start 12-Apr-2010 -

Owner Group: Team [~ Draft: — =

ErraE “vung Ji-Lao [~ Checked: _ -

Reviewer: - [~ Final 21-May-2010 -

Participants: Jeroen van Barneveld Duration In Working Days: 20

Priority: Planning Status: ®

Mandatory: =

Product Quality:

Predecessors Add Dependency
External predecessors Edit| Add Dependency | Remove Dependency
Name# Project Start Draft Checked Final Lag Dependency Type

Pilot installatie TreX project = = = = Finish-to-start

Roadshow ‘Venus project 02-Juk-2010 — - 02-Jul-2010 0 Finigh-to-start
e

Dependencies tab in the product detail window

2. On this tab you can add ‘Predecessors’, from your project and from external projects. Click Add to
select one or more ‘Predecessors'. Then select the project and the product which are the *
Predecessors’ and define the type of relation, options are:

Product (B) cannot be finished
until product (A) has been
finished. For example, if you
have two products, "Wiring" =
and "Installation inspected", B
"Installation inspected" cannot
be finished until "Add wiring"
has been finished.

Work on product (B) cannot
start until product (A) has
been finished. For example, if
you have two products.
"Constructed fence" and
"Painted fence", "Painted B
fence" cannot be started until
"Constructed fence" has been
finished. This is the most
common type of dependency.
Product (B) cannot be finished
until work on product (A) has
been started. The
Predecessor must be started
before current product can
finish.

Work on product (B) cannot
start until work on product (A)
starts. For example, if you
have two products,
"Foundation poured" and
"Concrete levelled", "Concrete
levelled" cannot begin until
"Foundation poured" begins.

Finish-to-finish:

1=

Finish-to-start:

1=

Start-to-finish:

m

1=

Start-to-start:

m

3. Click OK to create the relationship.
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Note: only predecessors can be defined. This way, a project manager cannot make another

project dependent on his or her own project. To define successors, the project managers have
to cooperate.

4. The type of the dependency and the lag (delay) can be modified on the main page. Lag is a delay
between products that have a dependency. For example, if you need a two-day delay between the

finish of one product and the start of another, you can establish a finish-to-start dependency and
specify two days of lag time.

@ Principal Toolbox® (Principal) - Internet Explorer E@g
‘@ http:_-'_-'asp‘fnrtes‘n|_'Principal_-'j:p_-'Princd.-'functinn:_';:\clcIDepencIEnc)'.j:p?PageID:llBSEE&Pc|

Add a predecessor to the current product (Requirements report).

The possible predecessor dependency types:

+ Finish-o-finish (Predecessor must be finished before current product can finish).
+ Finish-to-start (Predecessor must be finished before current product can start).

» Star-to-finish (Predecessor must be started before current product can finish).

+ Start-to-start (Predecessor must be started before current product can start).

Select a product

Product

Project start-up

Project Mandate

Project Erief

Initiation Stage Authorisation
Project initiation

Inttial Business Case

Project Initistion Document

Project Authorisation 2

-

Dependency Type

Finish-to-start

Ok Cancel

e Intemet | Protected Mode: On dy v H10% v
=

Adding a dependency

The relationships are verified based on the start and end date of the products. If an end date of a *
Predecessor’ is delayed or planned later than the start date of the ‘Successor’ and the relation is
defined as; Finish-to-Start, a blue traffic light is shown to indicate a problem.

[F] Requirements & Prototyping

Owner Start Draft Checked Final RN | N rREC) Al

Pilot Preparation (Work Package) Jeroen van Barneveld 12-4pr-2010 — = 21-May-2010 - - 3 - - - -

®  Requirsments report “vung Ji-Lao 12-Apr-210 — - 2May2010 - - 1 - - - -
e Samuel Davies 16-Apr-2010  — - 1g-Apr20t0 - - - 1 - - -

Dependency on the project dashboard

External dependencies

External dependencies are represented in the projects Gantt diagram. These are represented with a
big dot and the word 'external’. To see details of the dependency; place your mouse on the
dependency and a pop-up screen will show the details.

Dependencies on the Gantt

On programme level these inter-project dependencies are also represented so the programme
manager can see bottlenecks in the execution of the programme.
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See the screenshots below:

User Manusl> Preducticn {EN)> Quality and Orgsnisatic..

Dashboard  Properties Benefits Monitor Models  Archive

Project list: Quality and Organisation projects

Gantt & Dependencies Documents & Knowledge

E¥This Gantt shows projects and their products with inter-project dependencies or high priority.
Subprogrammes are included with their start and end date

] e I " I "
_mmmmmmmmm
Name HE-“ j2_[is e jpa Jo [i7 Ps ;1 o7 s 1 s o5 [z s fes Pz foo e ]
Q“ali[y and Orga“isaﬁq___ w
Apollo project o n
Requirements report Extarnal
Juno Project m
Venus project : n
Roadshow a
Zeus Project m

Dependencies on the programme Gantt

If for some reason the Office relocation project is delayed or planned later the Gantt will indicate that
there is a problem with the planning.

User Manual> Production (ENJ> Quslity and Organisatic.

Dashboard  Properies Benefits Monitor Models  Archive

Project list: Quality and Organisation projects

Gantt & Dependencies Documents & Knowledge

ﬁThis Gantt shows projects and their products with inter-project dependencies or high priority.
Subprogrammes are included with their start and end date.

m_
e LT O GRS N = VI =2 2 e e i i i [ R g |

Name =E-°5 20 S = =N 7= < 2S00 2V (20 (10
Q“alnr and Organi!alio w

Apalla project p 3

Requirements report Ex
Junc Project |
Venus project H N
@ Foadshow :
Zeus Project M

Dependencies on the programme Gantt
3.1.2.8 Requesting resources

The Project Manager is able to request resources to staff his project. Resources can be requested as
skill, or, if the project manager has a specific preference, as ‘named’ resources. Before a project
manager is able to request resources from a resource pool, a pool or multiple pools have to be linked
to the project.

How a Project Manager links a resource pool to his project and how a he or she requests resources
van be found at 'Requesting resources within a project’ /1101,

Note: To be able to request and allocate resources, the Resource Allocation module needs to
be available!
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3.1.3

3.1.3.1

Managing a project

During the execution of a project the defined products are to be realised. In this section you will find:

How to monitor and enter progress.

How to communicate with Principal Toolbox.

Ways of composing reports and views.

How documents/templates are managed.

How issues and risks are registered and monitored.
How to use the hours entry module.

Progress: Planning

You are able to get an easy overview of the progress of the project on the project dashboard.
Immediately visible are:

¢ delayed and finished products

o the number of issues, risks etc. within your project and per product or work package.

o deliverables added to products, etc.

On the dashboard:

[El Projectinitiation

Owner Start Draft Checked Final AFOCDEEA
Initial Business Case Jeroen van Barneveld v~ - = 17-Apr-2010 - - - - - - -
Project Initiation Document James May ' v " og-Apr2010 - 1 2 1 - - -

@  Project Authorisation Samuel Davies 01-Apr2010 — = 02-Apr2010 - - - - - - -

Planning on the project dashboard

o Planned dates set on today or before today are shown in red.

¢ If the final planned date lies before today a red dot appears to the left of the product name.

e Finished milestones are marked with a tick: v'. If the final milestone is ticked off, the tick is shown
to the left of the product name.

On the Gantt chart;

e 21
-m May 2010 4—M.E|y -2010
Name EIEEIEIBBEIEEIEIBBEIT W T [F |
—

Project start-up
.~ Project Mandate

- Initiation Stage Authoris...
Project initiation

Project Initiation Docum...

@ FProjed Authorisation .

Planning on the Gantt chart

o If the final milestone of the product is delayed a red dot appears next to the product name.

¢ If milestones of the product have been finished, this is shown in the planning with a solid colour bar
inside the product bar. (In the figure shown above, the draft version of the Initiation Stage Plan has
been finished)

¢ Finished products are marked with a tick (v) and the solid bar indicates when the product actually
has been finished (e.g., in the figure above, the Project Mandate was finished on the 25th of May,
but was scheduled to finish on the 21th).

To report progress you do the following:

1. Go to the ‘Project dashboard’.

2. Click the name of the product to view the ‘Product page’.

3. To change the planned date, select the date and enter the new date in the calendar.

4. To register passing of milestones, tick the checkbox for Start/Draft/Checked/Final. The date will be
set to today by default, alternatively enter another date in the column "actual date'.
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 somd
Planned date Actual date
o Start:
[~ Draft ]
[ Checked: 1
] 1.3 17-Apr-2010 - ]
Duration In Working Days: 5
Planning Status:
Planning on the product page
5. Passing a milestone can also be marked directly on the project dashboard. To do this click the
appropriate milestone date next to the product and tick it off using the tick sign.
3.1.3.2 Registration of actual hours

Registration of hours in the Principal Toolbox can be done in multiple ways, depending on the
available add-ons:

¢ Manual entry of aggregated hours per product (no add-on required).

¢ Enter hours using hour entries. This way you can keep track of history and the build-up of the
number of actual hours shown (requires add-on 'Advanced Cost Registration’).

¢ Time entry with the Principal Toolbox add-on 'Timesheets'. Users of Principal Toolbox get a weekly
time sheet on which they can enter their actual spent hours (requires add-on 'Timesheets').

System administrators and time sheet managers, check 'Configuration of time entryl114Y for more
information about possible configurations.

3.1.3.2.1 Filling in time sheets (add-on)

When users of Principal Toolbox have been added in the module 'Timesheets', they get a weekly
time sheet on their home page:

My open time sheets

Week Start Date Owner Status Remarks Time Entry Group
12 22-Mar-2010 Erik Aalbersbery New ICT
14 05-Apr-Z2010 Erik Aalbersberg New ICT

By clicking the date of the time sheet, the time sheet opens. On it you will find the selection of
products you are allowed to book hours on. The selection of products that is shown is dependent on
the settings of your 'time entry group'. It could be, that only products are shown of which you are
owner, reviewer or participant. Alternatively, only products with an hours budget can be shown on
time sheets.

In both cases, you can add the number of hours in the row of the appropriate product, in the column
of the correct day. The total number of hours for each product, day, and week is shown directly on
screen.

At the bottom of your time sheet, you find a selector for projects and non-project activities. Here you
can select products or activities that are not shown in the product list.

After finishing your time sheet, %1 need to request approval on the data you entered. How this works
is described in the next section|s71.
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Time sheet 05-Apr-2010 - 11-Apr-2010 (Erik Aalbersberg) | Edit| Close | Request Approval and Close | & | = | 7
Owner: Erik Aalbersberg Time Entry Group: IcT
Status: New Approver(s}): Arjan van der Laan, Erik Aalbersberg
Last Saved By: Remarks:
Total Hours: 18.00
Minimum Hours: 0.00
Start Date: 05-Apr-2010
End Date: 11-Apr-2010
Project Product Mon Tue Wed Thu Fri Sat Sun Totals Remarks
5 6 T 8 9 10 11"
General
Apollo Project Intake-gesprek met eindgebruikers 4.00 6.00 10.00
Apollo Project Project Autorisatie 1.00 200 5.00 8.00
500 000 200 600 500 000 000 18.00
Totals for sheet: 500 0.00 200 600 500 000 000 18.00
Timesheet

Principle of time sheets and hour entries

Time sheets need to be approved, otherwise the hours and associated costs will not be accepted.
After approval of the time sheet, the fields of the time sheet will be added to the appropriate products
in the form of a so called cost/hour entry. These entries are visible to the project manager from the
product detail page. They provide an overview of the different bookings that have been made on
products and allow to see which user worked how many hours on what date on which product.

3.1.3.2.2 Time sheet approval (add-on)

3.1.3.3

For the requester
After filling in the time sheet, you need to request approval. This is done with the 'request approval'
button. The approval request is automatically delivered to the approvers.

Note: only approved hours will be taken into account in the project costs & hours overview.
Before approval, they are not visible in projects or products.

If a time sheet has been disapproved, it will re-appear on your home page with status 'disapproved'.
To see why it was disapproved, open the time sheet and click Status to see any remarks of the
(dis)approvers. You can make any necessary changes and request approval again.

At the section 'My open time sheets' on your home page, you will find an overview of your time
sheets with the approval status. Here, you can access approved time sheets. Note the view selector
on this tab, this defines which time sheets are visible.

For the approver
Check the section 'Configuration of time entry /1141 .

Reporting

Within the Principal Toolbox you can make progress information available and generate reports. In
this section the various options will be presented.

3.1.3.3.1 Portfolio reporting (add-on)

If and when the project manager is expected to report project status information back to the Portfolio,
a reporting request will be sent and appear on the project.

The request is found within the project on a separate tab with name "Portfolio report". The report
layout is based on the reporting model as defined on the portfolio.

To supply the requested information the project manager follows these steps:
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1. Within the project, select the tab "Portfolio report" and press the "Edit" button

User Manual | Home | Porffolio Management | Time Entry | CostEntry | Resource Planning | Resource Allocation | Prince2 FAQ: | Project Plaza | Integration Dashboard | Setup | Seftings | Logout

User Manual > Production (EN) > Quality and Orgenisatic.. > Apallo project

Dashboard Properties  ProductBreakdown Plan  Gantt Activity Gantt  Resource Planning  Resource Management ©  Documents © el 8 Reports  Guide  Plaza

Apollo project Save | Cancel
Bos Hemed Portfolio Division (EN) [=tEsbhad 16-Apr-2010
Due date: 06-Apr-2010 Last Published By: Jeroen van Barneveld
Report Status: Request Remarks:
Overall
Hame: |Apolo project ‘
Objective: [Roll-out of software on deskiops ‘
staus O
Status Description: |0n schedule. ‘
Project Manager(s): James May
Project Board - Executive:
Remarks: [Benind schedule |
Planning
Start Date: 01-Apr-2010 Planning Status: ®
End Date: 21-Juk2010
Progress: 25
Hours
Hours Budget: 183.00 Hours Status: ®
Hours Actual: 27.00
Hours Remaining: 5.00
Costs
Global Costs Budget: 26,110.00 Global Costs Status: ®
Global Costs Actual: 19,346.50
Global Costs Remaining: 200

The porfolio report is to be filled out by the project manager

2. Update the editable fields with the latest information, and press the "Save" button

3. Then press the "Publish to portfolio" button to send the information off to the Portfolio.
3.1.3.3.2 Copying data

Within the Principal Toolbox there are two options to copy a specific view to another application.
Options are:

- Copy to clipboard.

- Save list to RTF.

Copy to clipboard m
The ‘Copy to clipboard’ function is a quick way to export the information shown on the current page to
another application (e.g. email).

1. Click the H button.

2. Then open the file you want to paste the information into. Choose Paste from the Edit menu. Now
you only have to arrange the document composition yourself.

Note: Some applications empty the clipboard when they are started. In that case, first open the
application and only then copy the information.
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Edit | View Inset Format

Can't Undo Ctrl+Z

| Can't Repeat  Ctrl+Y

£l Cut Ctrl+X
<= Copy Ctrl+C
[ Office Clippoard...
[ Paste Crl+V \'
Paste Special...

Paste as Hyperlink

Clear 3
Select All Ctrl+A
34| Find... Ctrl+F
| Replace... Ctrl+H

Save list as RTF E

The 'Save this list as RTF' function creates a so called RTF (rich text format) file which can be
opened in MS Word.

1. Click the E button.

2. The web browser opens a pop up for opening or saving the RTF list.

.
File Download ===

Do you want to open or save this file?

Zh Name: Project_Initiation_Document_Apollo.doc
Type: Microsoft Word Document
From: asp.fortes.nl

Open ] [ Save ] [ Cancel

Always ask before opening this type of file

i - 1 While files from the Intemet can be useful, some files can potentially
L ham your computer. If you do not trust the source, do not open or
- save this file. What s the risk?

3. When clicking the 'Open’ button, MS Word will automatically be opened and the data is available
for further modification.

3.1.3.3.3 Offline availability of project information
With the button ‘Pack project offline’, a zip file is created that contains an offline ‘website’ with the

most important project information. This file can be opened in any web browser. This allows for
viewing and sharing the most important data of your project. Changing project data is not possible

offline.
1. On the project dashboard, click | Pack Project Offiine | . A dialogue will appear.
File Downlcad ﬂ

Do you want to open or save this file?

@ Name: Apallo_project.zip
Type: WINRAR ZIP archive

From:  asp.fortes.nl

Open | [ Save | [ Cancel |

i = 1 While files from the Intemet can be useful, some files can potentially
e ham your computer. I you do not trust the source, do not open or
. save this file. What s the risk?
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2. Click Save and specify the location where to save the file.

3. Next step is to open the document and extract it to a specific location. The file is compressed using
Winzip technologies. On systems with Windows XP or 2003 this file can be extracted
automatically. Otherwise you can download WinZip at www.winzip.com.

4. At the specified location a new folder is created named after the specific project. Double-click
index.html in this folder to open the web pages. The project plan, costs and hours and all logs are
viewable.

(@ Principal toolboxiz¥: - Internet Explorer (Sl ™™
&9 [ & CAUsers\Erik FORTES\AppData\Local\ Temp\RarSEX00 550\ ProjectDataCosts.htmi - ‘ s ‘ X | ]Tl Google e
File Edit View Favorites Tools Help
¢ Faverites |93 + [ Principal Toolbox® (Princi... | & Principal toolboxigs x
User Manual > Production (EN) > Quality and Organisstion projects > Apalla project B
Costs Costs Costs Actual Costs Actual Costs Actual Costs Costs
Budget Committed Manual Entries Remaining  Variance
[ Project start-up
Project Mandate 0.00 0.00 0.00 0.00 0.00 0.00 0.00
Project Brief 0.00 0.00 0.00 0.00 0.00 0.00 0.00
Initiation Stage Autharisation 0.00 0.00 0.00 0.00 0.00 0.00 0.00
0.00) (©.00) .00 () ©.00) ©.00) .00
[=1 Project initiation
Initial Business Case 10.00 0.00 400 0.00 400 200 400
Project Initiation Dacument 9,00000 320000 19,000.00 80.00  19,080.00 000 13,280.00
Project Autherisation 0.00 0.00 0.00 0.00 0.00 0.00 0.00
(©010.00)  (320000)  (19,004.00) (80.00)  (19,084.00, @00) (1327600
(= Requirements & Prototyping E
Pilot Preparation (Work Package)
Requirements repert 2,100.00 0.00 0.00 0.00 0.00 000 210000
Database configured 0.00 0.00 0.00 0.00 0.00 0.00 0.00
(2,100.00) (0.00) 0.00) 0.00) (0.00) 0.00)  (-2,700.00)
Pilot (Werkpackage)
Userinstruction 15,000.00 0.00 0.00 0.00 0.00 000 -15000.00
Pilot evaluation 0.00 0.00 0.00 0.00 0.00 0.00 0.00
(15,000.00) (0.00) 0.00) 0.00) (0.00) (0.00) (-15,000.00)
Highlight Reports 0.00 0.00 0.00 0.00 0.00 0.00 0.00
Next Stage Plan 0.00 0.00 0.00 0.00 0.00 0.00 0.00
Next Stage Authorisation 0.00 0.00 0.00 0.00 0.00 0.00 0.00
(17,100.00) (©.00) (0.00) ©.00) (©.00) (©.00) (-17,100.00)
[=Full roll-out
Roll-out
Upd: r documentation 000 0.00 0.00 0.00 000 0.00 0.00
urchase and installation 5,000.00 0.00 0.00 0.00 0.00 0.00 -5,000.00
Production server installation 0.00 0.00 0.00 0.00 0.00 0.00 0.00
(5,000.00) (0.00) (0.00) (0.00) (0.00) (0.00) (-5,000.00)
Highlight Reports 0.00 0.00 0.00 0.00 0.00 0.00 0.00
WP new
Computer hardware purchased 5,000.00 0.00 0.00 0.00 0.00 0.00 -6,000.00 o
Offline project

3.1.3.3.4 Generating automated reports

The Principal Toolbox has extensive report functionality available. These reports come either as
RTF-files (readable by all text processors, like Word, WordPerfect) and Microsoft Excel files.

Within the Principal Toolbox a number of fixed keywords are available which you can use in your
templates. When generating a report these keywords will be replaced by information from the
Principal Toolbox database.

All views defined in the Principal Toolbox (general and personal) are available for reporting.

1. Go to the ‘Project dashboard’ or go to a specific product page where a merge template is
available.

3E| Progress Report
[#] Higniignt Report

On the Project Dashboard
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Add| Add Note | Remove | Show History | Update
Revision Published Publisher

Name Description

Merge
[5#] Highiight_Report.doc Highlight Report

1.0 12-Apr-2010  Erik Aalbersberg -

On the product page

. To generate a report with the project actuals, click the name of the report at the heading *
Automated reports’ or at the product page.

. After the report is opened in a new screen it can be altered and then saved. In order to make the

report available to the project team it is necessary to upload it in the Principal Toolbox (see the
next section, Adding documents| ).

5] Highlight Report Template v1.0[1] -Microsoft Word > N L. O Y A (=l E

i Fle Edit View Inset Formst Tools Table Window Help AdobePDF Acrobat Comments

Type a question for help - %

INEGH RO TES SS9 8 0 R E G 1 -@\mﬁm!
i A4 Normal+Bold - Times New Roman -2 - [B]z U E[F] = i o 5
& T T O R TR R SRR SRR SRR SRR

Highlight Report Project: Zeus Proj
06-Apr-2010

1.1 Budget Status (Costs) of the previous and active stages

Costs Budget| Costs Commitied Costs Actual] Costs Remaining] Costs Variance]
|

1.2 Budget Status (Hours) of the previous and active stages

Hou

Commitieq Hours Actual

=ogsu
Page 2. Sec 2 2/4

R_Englsh (UK.

See Automated reports|i28) for more information
3.1.3.3.5 Setting tolerances

Tolerances are used to monitor project status. At the start of the project, the project manager and
project board agree on the tolerance for the project. Tolerances are the allowed deviation in time,
quality, costs and hours from the planned values. When a project exceeds the agreed tolerances,
according to project management methodology it needs to be reported to the project board. In
Principal Toolbox, this can be made visible with the RAG indicators on any programme dashboard.

Note: tolerances need to be set for each project list and programme separately. They are not
inherited from higher levels.

Tolerances can be set by a programme manger for the programme / project list as a whole and for
projects separately. To set tolerances, click 'Edit Tolerances' on the programme dashboard.

User Manual> Preduction (ENj» Quality and Organisatio..

SELLLECH Properies  Gantt& Dependencies  Benefits Monitor  Documents & Knowledge  Models  Archive
Project list: Quality and Organisation projects

Edit Properties | Edit Members EditTolerances & | =] %] ?
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Programme and Project Tolerances

|close| 2

) settolerances

Enter the tolerances for the projects in this programme / project list. The defaulttolerances can be setin the first row. For specific projects, the tolerances can

be set differently by setting alternative values in the list below

Tolerances can be set absolutely or relatively (percentage based) for the following dimensions

Stage Planning

Shows whether or not the active stage is running behind, or on schedule with respect to the planned end date.

Product Planning

Counts the number of products overdue (in respect to the total number of products in the project plan).

» Costs

Summarizes the costs (committed, actual and remaining) and compares this in respect to the budget for all products in the project plan

Hours

Summarizes the hours (committed, actual and remaining) and compares this in respect to the budget for all products in the project plan

Default project tolerances I

Stage Planning Tolerance
Red (%)

Name# Orange Orange
(%) (Abs)
Quality and Organisation projects I]

Project specific tolerances {exceptions to the default tolerances)

Stage Planning Tolerance
Red (%)

Hame+ Project Orange Orange
Specific (%) (Abs)
Tolerance:

Apollo project = 0

Juno Project = (]

Wenus project = o

Zeus Project r (]

o o o o

2 =2 = o

Red (Abs

Red (Abs

1]

o o o o

Orange
(%)

0

Orange
(%)

o e o o

|Edil * Planning Tolerances =

Product Planning Tolerance
Red (%)  Red (Abs) Active

Orange
(Abs)

o

Stage Only

20 [C

= - Fianning Tolerances -

Product Planning Tolerance
Red (%) Red (Abs) Active

Orange
(Abs)

2 =2 = o

o o o o

Stage Only

r

o e o o

r
r
r

Tolerances can be set for the entire programme or project specific

In the 'Programme and project tolerances' window, you can set tolerances for the following four

categories.

¢ Stage : Shows whether or not the active stage is running behind or on schedule with
respect to the planning end date.

¢ Planning Counts the number of products that are overdue (final planned date before
today and product is not finished).

e Hours : Compares the spent hours (commited + actual + variance) with the budget.

e Costs : Compares the spent costs (commited + actual + variance) with the budget.

The 'default project tolerances' are used for all projects in the programme. If project specific
tolerances are filled for a project, these will overrule the default tolerances.

- Activate the Project specific tolerances per project by selecting the checkbox in the column Project

Specific Tolerances.

- For the tolerance settings to be active for the current stage select the checkbox in the column

Planning active stage only.

By default you will see an overview of the Stage planning and Product Planning tolerances.
Project specific tolerances (exceptions to the default tolerances)

Stage Planning Tolerance

Product Planning Tolerance

Stage Onhy

Name:# Project Orange Orange Red (%) Red(Abs) Orange Orange Red (%) Red(Abs) Active
Specific (%) (Abs) (%) (Abs)
Tolerance:
Apolo project | o] | 15] | o | 30| | ol | o] | o | o] ™
Juno Project r [ o] [ o] [ 0] | o [ o] | o | 0] | o] ™
Venus project R S| | T Y | | | R
Zeus Project r [ 0] [ 0] | 0] | 0] | o] [ 0] | 0] | o] ™

Setting planning tolerances

Select the view Cost & Hours Tolerances from the drop down list to set the Cost and Hours

tolerances.
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3.1.34

Project specific tolerances (exceptions to the default tolerances) | Save | Cancel I
Stage Planning Tolerance Product Planning Tolerance

Name# Project Orange Orange Red (%) Red (Abs) Orange Orange Red (%) Red (Abs) Active
Specific (%) (Abs) %) (Abs) Stage Only
Tolerance:

Apolio project v | U|| U|| U|| U|| U|| U|| EI|| Ul r

Juno Project 72 [ o] [ 0] [ 100] | 0] [ o] | o] | o] | o ™

Wenus project r [ o] [ 0] [ 0] [ 0] [ 0] [ o] | o] | o ™

Zeus Project r [ o] [ o] [ o] [ o] [ o] [ o] [ o] [ o] ™

Setting Cost & Hours tolerances

For each of these, you can set both absolute numbers and percentages of the total. The colours of
the RAG indicators are set according to worst case scenario tolerances for cost and hours. Example:

Tolerances set:

Costs orange (%): 10%
Costs red (%) 20%
Costs orange (abs) 5,000
Costs red (abs) 10,000
Project costs:
Budget 100,000.00
Committed 25,000.00
Actual 65,000.00
Remaining 23,000.00

So the expected costs for the project are (25,000 + 65,000 + 23,000) = 113,000. The budget is
100,000, so the expected deviation is 13,000.

According to the percentages set, this would result in an amber (orange) indicator. However, since
the absolute number for a red indicator is 10,000, it will show red on the programme dashboard.

Document management and approval

You can store documents at various locations within the Principal Toolbox. The Principal Toolbox will
keep the document in the database, so it will be available to all users with access to the document in
the Principal Toolbox. It is possible to overwrite older versions with newer ones. The Principal
Toolbox will keep the old versions in storage. These will remain available for the manager of the
particular level in the tool.

On top of that, it is possible to put an approval cycle on deliverables and/or documents with the
add-on ‘Advanced Customisation & Workflow’.

To make document management much easier, the tab 'Documents' has been added on the project
level. This tab makes it easier to search for specific documents within a project. The tab gives you
several options to search for documents.

Resource Management ©— Documents © Porlfolio Repot Reports Guide Plaza

Documents berties | Edit Members | Pack Proje
Most recent documents

ge 2

uirements & Prototypin
typing Project related documentation

Documents on Plan

Most recent documents . List of the 100 most recently changed documents for this project.
Search all project documents: Search for documents in this project.

Project related
documentation
Documents on Plan . Documents per product

Documents that are not linked to a specific product.
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3.1.3.4.1 Adding documents and templates to products

Documents in any file type can be added to a 'Product page’:

Product Description . Product specification; goal, composition and quality demands.
Templates . Template(s) as the basis for the (management) products.
Deliverables : Products/documents to be delivered.

1. Go to the ‘Product page’. Add|Add Note|

2. Click Add in order to add a document or to add an intranet link. Fill in the following information:

Description :  Description of the document.

Revision/Doc nr. . Document version.

Filename . Select a document with the ‘Browse’ button or, alternatively

Internet address : Fill'in a hyperlink.

Internal document  : Provide a document ID from a document at another location in the

link Principal Toolbox application. The ID can be found in the document
history.

This allows for a centrally placed document to be linked to from
projects. Update by updating only the original centrally placed
document.

3. Click OK to add a document to the Principal Toolbox.

You are able to open documents saved in the Principal Toolbox, however you are not allowed to edit
them. In order to edit a document it is necessary to download the document. After editing you have to
add it as a new version.

Note: Hyperlinks have the following syntax:
¢ internet addresses look like "http://intranet.organisation.com/documents/example.doc"
¢ links to document locations look like: "file://p:\documents\example.doc"

When using links to document locations, make sure all users have the same drive mapping.

3.1.3.4.2 Updating a document

1. Locate the document you want to update.

2. To update the document with a new version, select it and click Update. Fill in the following
information:

Templates Add| Download Basic Excel Template | Merge Keyword List| Open Template | Remove | Show History | Update
Name Description Revision Published Publisher Merge

@Prnject_ﬂepnrh&.xls Progress Report w2 08-Apr-2010  Erik Aalbersberg +
@_HighIight_Repnrt_TempIate_v1.D1.rtf Highlight Report w5 05-Apr-2010  Erik Aalbersberg "

Description :  Standard description of the last version

Revision/Doc number : New version number.

Filename . Select the new version of the document with the ‘Browse’

button,
Internet address : ORfillin a hyperlink.
Internal document link :  Provide a document ID from a document at another location in

the Principal Toolbox application. The ID can be found in the
document history.

This allows for a centrally placed document to be linked to
from projects. Update by updating only the original centrally
placed document.
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3. Select the document concerned and click Show History in order to show a list of all the former
versions of the document. Remove other versions by using the ‘Remove’ button.

3.1.3.4.3 Document approval (add-on)

Important documents like the Project Initiation Document (PID) and end project report need to be
approved by a member of the project board. Other documents/deliverables in the project may need to

be approved by a specific person as well. To support this approval procedure, the ‘Approval’ add-on
is available.

1. Go to the 'product’ page of a product.

2. Click Add or Add note at Deliverables to insert a specific deliverable.

Deliverables

Add | Add Note | Remove | Request Approval | Show History | Update

Name Description Revision Published Publisher Approval Status Review Requester
E Project_Initiation_Document_Apolio.doc  Project PID Apollo w1 26-Aug-2005 Gerard Mesen

3. To request approval on this document, place the tick mark in front of the document and click the
Request approval’ button. A new window will open.

4. First you will have to define the approver(s) for the document. The next step is to set the due date
and insert any remarks to inform the approver(s). If you do not want to send an e-mail to the
approver, remove the tick mark at ‘Notify approver’.

Request

Approve marked documents

This operation will request approval for all the marked documents.
This is your selection:

- Project_Initiation_Document_Apollo doc

Approval settings

Approvers Available users
John Edwards p
James May
Jeroen van Bameveld
Peter Cole
Richard Hammand

Sauel v

Dushlaie: 06-Apr-2010
Remarks: p
Notify Approvers: I

Requesting approval

5. Click OK to sent the document in for approval. On the product page the status changes to 'Waiting
for approval'.
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Deliverables Add| Add Mote | Remove | Request Approval | Show History | Update

Hame Description Revision Published Publisher Approval Status Review Requester
@ Project_Initiation_Document_Apollo.dec  Project PID Apolio v 26-Aug-2005 Gerard Mesen

Approving a document
The reviewer needs to review the document and approve or disapprove it. The documents which
need to be approved can be found at the reviewers ‘Home' page.

1. Go to your ‘Home' page. Here you will see all documents waiting for approval.

Documents to be approved by me

Document Product Project Due Dates

Project_Initiation_Document_ Project Initiation Document  Apollo project 06-Apr-2010

2. Click the Product name to open the specific ‘Product page’. To review the document click the
document name.

3. After the review you need to ‘Approve’ or ‘Disapprove’ the document by clicking the appropriate
button. A new window will appear where you can insert remarks.

| Approve| Disapprovel}

4. Click ‘OK’ to finish the approval procedure. And the status of the document will change to
Approved or disapproved.

3.1.3.4.4 Adding minutes of meetings

Fast consultation of the minutes of meetings can be very useful for the project team members and
makes the dissemination of minutes and diary dates unnecessary.

In the logs section on your project dashboard you find a link for ‘Minutes of meetings’. Here you can
keep all of the meeting reports and appropriate documents.

1. Go to the ‘Project dashboard’

2. Select ‘Minutes of meeting’ under the logs.

Issue log 14
Risklog 5
CQuality review log 2
Change log 4
Daily ! Action log 2
Lessons learnad |0 3

U Minutes of meetings 3

Logs

3. Using ‘Add’ you can add the minutes of the meeting, with ‘Add note’ you can add a note and with
remove you can remove it again.

4. Using the ‘History’ and ‘Update’ buttons you can look at the histogxﬁof a document and with update
you can replace an existing document (see Updating a document| 64 1)
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3.1.35

User Manusl> Infra (NLJ> ICT projedten= Apolle Froject> Minutes of meetings

Minutes of meetings at Apollo Project Close| =] 7
Documents (files, links, text) Add | Add Note | Remove | Show History | Update
Name Description Revision Published Publisher
E Minutes_of_meeting_3_juli_2003.doc 17-0ct-2006
E Minutes_of_meeting_12_june_2003.doc 17-0ct-2006
El Gespreksnotties dd 15 augustus 2003 beschriving w1 17-0ct-2006

minutes of meetings
Issues, risks, quality reviews and lessons learned

Within the Principal Toolbox all (possible) log items (issues, risks, quality reviews, changes, lessons
learned) can be logged through the different logs available on the project dashboard.

On all logs custom fields can be defined with the add-on ‘Custom fields’[161l. Only the basic
functionality is explained in the manual. The logs available within the Principal Toolbox, are
e Issue log|es’

e Risk log|es]

Quality review log| 701

Change log| 72

Daily / Action log| 721

Lessons learned log| 747

Note: An issue, risk etc. can initially be created on project level, but after examination can be
reassigned to a specific product or work package. To assign an issue, risk, etc. to a product (or
to change the product which is affected) open the issue and select the appropriate product in
the pull-down menu at 'Product'.

Note: The owner of a log item are able to change all information of that log item. The project
manager and project support can change all information of all log items at any time.

User Manual> Production (EN)= Quality and Organisatio..» Apocllo project> Issue log> 7: Bug found in version..

LN History

Issue 7: Bug found in version 7 Save| Cancel
Description: [Bug found in version 7 Owner: John Edwards -
Type: Off-spec - Creator: Gerard Mesen
Status: = Create Date: 04-Juk-2005
Priority: Product: |Pi|ut Preparation (Work Package) v|
Due Date: M-Apr-2010 Remarks: — ~
pr
Decision: - Project start-up 4
Project Brief
S Intiation Stage Authorisation
Hr Name Description [ Owner Related To Initial Business Case
R ~ . Project Initiation Document
10 Communicate with 0 *ungJiLao 7: Bug found in Project Authorisation il
customer about bug Version 7
solving status
9 Please try to reproduce 0 Jeroen van Barneveld 7: Bug found in -
error Version 7

Discussions

Creator (Date) Message

Documents (files, links, text)

Description Revision Published Publizher

Adding an issue

History log
For every log-item there is a history tab available. This shows history information for tracking who has
done what.
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Properties G

Issue 7: Bug found in version 7

Person Date Object Action Change
Erik Aalbersberg 01-Apr-2010 7: Bug found in version 7 Change Owner=John Edwards

History tab for an issue

Discussion messages on log items
On alog item it is possible to add discussion messages. On these messages the author and date is

registered.
Creator (Date) Message

Here you are able to start a new discussion
3.1.3.5.1 Issue log
Issues can be created in two ways; by clicking ‘Issue log’ on the ‘Project dashboard’ or by making a
new issue from a product on the product page. In the second case the issue will automatically be
related to the specific product.
1. Go to the summary page of a product.

2. Now click the tab 'Logs’.

3. Click ‘New’ in the blue ‘Issue listing’ bar. Then fill in the following information:

Issues Edit|New |Remove| | | ¥ | 27| Copy|Move TR -
Description . Give a description of the issue.
Type . Choose the type; RFC, Off-spec, Question, Concern or Issue.
Status . Give the status of the issue.
Priority . Decide the priority of the issue.
Due date : When does the issue need to be resolved?
Decision . The decision concerning the issue.
Owner . Owner/responsible person for the issue.
Product :  To which product or work package is the issue related, leave blank when
it is project related.
Remarks . Any remarks concerning the issue.

4. By clicking ‘Add’ or ‘Add note’ you can add important documents/notes on to the issue.
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User Manual> Produdtion (ENj- Quality and Crganisatio..> Apolle project= lssus log= 8: Slow Intemet connec..

Properties [ElH00]

Issue 8: Slow Internet connection Edit| == =] = 2
Description: Slow Internet connection Owmner: James May
Type: Issue Creator: Gerard Mesen
Status: o Create Date: 26-Aug-2005
Priority: 1 Product: Pilot Preparation (Work Package)
IRENTMES 23-Apr-2010 Remarks: Contact IT to find out why
Decision: Open
Edit|New|Remove | |
Nr MName Description [ Owner Related To Due Date Remarks
11 Technical person 0 Jeroen van Barneveld 8: Slow Internet -
should find out reason connection
for slow ¢

Discussions New

Creator (Date) Message

Documents {files, links, text) Add |.»‘<.dd Mote

Name Description Revizion Published Publizsher

Adding a new issue
5. You can always alter the issue later by clicking on the issue in the ‘Issue log'.

6. The project manager and project support roles can also copy and move issues. To copy an issue to
another programme or project, you can use the 'Copy' and ‘Move' buttons. With copy, you create
a duplicate issue within your own project. With the move button, you can select another project or
programme to move the risk to.

| Co p':.a'l Move

7. In order to close an issue you can set the ‘Status’ to ‘closed’ but you can also select the log item(s)
by clicking the row to select and then clicking the 'v"* button.

Issue log at Apollo project Close || =] 7
Edit| New|Remove| v |  |¥e | & | Copy|Move View Options g
Nr  Description O A Type Decision Owner Product Due Date Remarks
1 - 8 slowlinternet 0 1 lssue Open James May Filot Preparation (Work 23-Apr-2010 Contact T to find out
connection Package)
u - 7 Bugfoundinversion? 0 2 Off-spec Assigned John Edwards Pilot Preparation (Work  01-Apr-2010 Try to reproduce the
Package) error to find the bug
I - & Delayinsystem 0 2 Concern Deferred Jeroen van Barneveld — 17-Jun-2010 Maybe we should
development adjust the planning
i - 5 Requestforchangeof 1 2 RFC Approved Yung Ji-Lao Pilot Preparation (Work 30-Apr-2010 Look for new design
the page layout Package)
(] 4 Different page layout 0 1 RFC No Action Samuel Davies Updated user 01-Apr-2010
documentation
1 3 Request for more 0 1 RFC Resolved Richard Hammond Requirements report  28-May-2010 Acquired allthe
background material material
i 2 Requestforroll-outon 0 0 RFC Investigation James May - 19-Apr-2010
Macintosh machines
Documents {files, links, text) Add | Add Note | Remove | Show History| Update
Name Description Revision Published Publisher
[P esue_register rr Issue Reuister vi0 01-Apr-2010  Erik Aalbersberg
Issue log

Note: All project team members are allowed to create new issues. The project manager and

project support can edit all issues. The owner and creator of an issue can edit all information of
that particular issue.

3.1.3.5.2 Risklog

The risk log is a central place where risks are identified, described and where certain decisions and
actions are taken.

A risk can be made in two ways; by clicking ‘Risk log’ on the ‘Project dashboard’ or by making a new
risk at a product on the ‘Product page’. In the second case the risk is automatically related to the
specific product.
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1. Go to the ‘Product page’ of a product.
2. Now click the tab 'Logs’.

3. Click here behind ‘Risk listing’ on ‘New’. Then fill in the following information:

Edit| New|Remove | v | [ | ¥ | @1 | Copy| Move [T

Description :  Give a description of the risk.

Type : Fill in the type of risk.

Status : Fill'in the risk status.

Priority . Decide the risk priority.

Due date :  Final date where after risk measures need to be taken.

Decision :  The decision of the risk occurring.

Chance :  Chance of the risk occurring.

Severity :  Impact cause upon risk occurrence.

Owner : Owner/responsible person for the risk.

Creator : Author of the risk.

Product :  To which product is the risk related, leave blank when it is project
related.

Remarks : Anyremarks concerning the issue.

4. Save your new entry by clicking the 'Save’ button.

5. Furthermore you can also add an action to the risk by clicking ‘New’ behind ‘Risk listing.

6. By clicking ‘Add’ or ‘Add note’ you can add important documents/notes to the risk.

7. You can change the risk any time at a later date by clicking it's description in the ‘Risk log’.

8. Close a risk by setting the status to '‘Closed’

9. The project manager and project support roles can also copy and move risks. To copy a risk to

another programme or project, you can use the 'Copy' and ‘Move' buttons. With copy, you create
a duplicate risk within your own project. With the move button, you can select another project or

programme to move the risk to. | Copy|Move

Note: Only the project manager and project support can create new risks. However, the owner
and reviewer of a product can also create risks related to that product. The project manager
and project support can edit all risks. The owner and creator of a risk can edit all information of
that particular risk.

3.1.3.5.3 Quality review log

A quality review (quality control) is a standard method to test a product for its measurable quality
criteria. This technique is especially suitable for documents (e.g. developments, procedures and
reports).

The criteria for the quality of a product are taken up in a product description. It describes the goal of
the product, the composition of the product, which sources are to be used, the form in which the
product should be delivered and which quality criteria the product must meet.

We will describe the quality review procedure underneath:
1. Go to the ‘Product page’ of a product. The ‘checked’ date on this page gives the date on which the

quality review should be finished. To document this further, quality reviews can be created in the
quality review log.
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2. Click the "Logs’ tab.

3. Click ‘New’ in the blue "Quality review listing" bar.

Quality reviews

Edit|Mew|Remove | v | | |Fe | E3 | Copy|Move e A I

4. Fill in the following information:

Description
Status
Priority
Due date
Method
Reviewer
Results
Owner
Creator
Created
Product

Remarks

Short description of the quality review.
Open/Closed. Has the review been carried out?
Priority of the quality review.

When is the review due by.

Describe the method (see the Product Description).
Who will carry out the review.

Give the review results. (--, OK and action items)
Owner of the quality review.

Creator of the quality review.

Date when the quality review was made.

To which product is the review related, leave blank when it is project
related.

Remarks with regard to the quality review.

5. Click the 'Save' button to save your new entry.

6. It is possible to add actions and documents to the quality review. To add an action you need to do
the following; click ‘New’ behind ‘Action listing’ and fill in the following information:

Name
Description
Status
Priority
Due date
Owner
Creator
Related to
Remartks

Name (identifier) of the action

Description of the action

Status (open / closed)

Priority

When should the action be finished

Owner / person responsible for the action
Who has created the action

Here a link to the quality review will be shown.
Any remarks, status description.

7. Click the 'Save' button to save your new entry.

8. By clicking ‘Add’ or ‘Add note’ behind documents you can add documents or notes with additional
information to the quality review.
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User Manual> Production (EN> Quality and Organisatio..> Apclle project= Quality review log> 1: Quality review

Properties JglEdy}
Quality review 1: Quality review

Description: Quality review Owner: Peter Cole

Status: = Creator:

Priority: 1 Create Date: 20-Feb-2005

Due Date: 04-May-2010 Product: Database configured
Method: Remarks:

Reviewer: Samuel Davies

Results: Action tem(s)

New

Description Related To Due Date Remarks

Discussions

Creator (Date) Message

Documents (files, links, text) Add | Add Mote

Hame Description Revision Published Publisher

Adding a quality review

9. To copy or move a Quality review to another programme or project, you can use the 'Copy' or

'Move' button | Copy | Move

3.1.3.5.4 Change log

The Principal Toolbox has a separate ‘Change log’, which offers a central repository for
documentation of changes within your project.

The project manager needs to judge all issues by their priority and their impact. In case that an issue
(off-spec, RFC) falls within the tolerance of a stage then he/she can choose to accept the issue and
log the change in the ‘Change log’.

If an issue leads to the result that the project/stage is threatened to fall outside the tolerances set the
project manager needs to discuss the issue with the project board. They decide whether actions on
the issue are carried out or not. If the project board decides to accept the issue then the project
manager needs to define a change.

1. Go to the ‘Project dashboard’.

2. Go to the ‘Change log'.

3. Click 'New" in the blue ‘Change listing’ bar.

Changes Edit| New | Remove | + | [ |¥e | 21 | Copy | Move SRS -

4. Fill in the following information:

Description . Description of the change.

Type . Choose between Specification, Hours, Costs and Planning
Status . Open/closed

Priority : Low, normal, high, critical

Due date :  Optional, final date the change needs to be dealt with.
Owner . Responsible owner of the change

Creator . Creator of the change.

Created . Date of creation

Product . Optional: product the change is related to.

Remarks : Any remarks / status description.

5. Save the new entry by clicking the 'Save' button.
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6. If necessary, it is possible to add a related action to the change. Click ‘New’ in the blue 'Action
listing' header on the details page of the change. For more info about actions see Daily/action log
73,

7. By clicking ‘Add’ or ‘Add note’ in the 'Documents’ header you can add any related documents or
notes.

8. To copy or move a change to another programme or project, you can use the 'Copy"' or 'Move'
Copy '
bUttOﬂ. opy | Move

9. To close the change, set the status of the change to ‘closed'. Alternatively, from the change log,
you can select the change and set the status to closed with the v* button.

User Manual> Production (EN}> Quelity end Organisstic. > Apolle project> Ghange log

Change log at Apollo project Close|m|=| 7

Edit|New|Remove| v | | |¥& | &1 | Copy| Move [ETEEe B [iew Opions [3
Nr Description ] H Type Owner Product Due Date Remarks
[ 2 Replacement Server 0 0 Specification John Edwards Database configured  09-Way-2010

1 Change in plan or 0 0 Planning Yung Ji-Lao Requirements report  D4-Way-2010
specification

Documents (files, links, text) Add|Add Note I
Name Description Revision Published Publisher
Change log

3.1.3.5.5 Daily/action log

Actions can be created from product pages, related to issues, risks, changes, quality reviews and
from the action log.

To define an action do the following:

1. There are several places from where you can create actions, if you have the correct user rights:
a. From the project dashboard, open the 'Daily/action log'.
b. Alternatively, go the 'logs' tab of a product.
c. Find the blue 'Action listing' header when on the detail page of an issue, risk, or other log item.

2. Now click Action log and fill in the following information:

Name :  Name of the action.

Description :  Description of the action.

Status :  Status (Open/Closed).

Priority : Priority.

Due date : When does the action need to be completed.
Owner . Owner/responsible for the product.

Creator :  Creator of the action.

Related to : Relation to a product, issue, risk, etc.
Remarks : Any remarks
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User Manual > Praduction (EN) = Quality and Organisatic.. > Apallo project > Daily / Action log = 10: Communicate with cu.

Properties WIS

Action 10: Communicate with customer about bug solving status Save|Cancel

Name: [Communicate with customer about bug solving status | Owner:

Description: [ | Creator: Gerard Mesen

Status: El Created: 04-Jul-2005

Priority: Product: |_ v|
e Related To: |7 Bug found in version 7 '|

Remarks: | |

Creator (Date) Message

Documents (files, links, text)

Name Description Revision Published Publisher

Adding an action
3. Click the 'Save' button to save your new action.

Note: Only the project manager and project support can create new actions. However, the
owner and reviewer of a product can also create actions related to that product. The project
manager and project support can edit all actions. The owner and creator of an action can edit
all information of that particular action

3.1.3.5.6 Lessons learned
To archive positive or negative experiences that may be useful in future projects the lessons learned
log is available. Based on the lessons learned log you can create an automated 'lessons learned

report' at the end of the project. The lessons learned can be from all areas of interest; the project
management method, tools used, good/bad experience with suppliers, etc.

The report can published to allow the organisation to improve the best practices from among other
things its project management. Add valuable lessons learned to the project model(s) to have them
easily available for project managers and team members.

1. Go to the ‘Project dashboard’

2. Now click the 'Lessons learned log'.

Issue log 10
Risk log 4
Quality review log 1
Change log 1 2
Daily [ Action o 12

Hlessons learned log

vdinutes of meetngs

Lessons learned log
3. Create a new lessons learned entry by clicking ‘"New'.

4. Fill in the following information:

Name :  Name of the lesson learned

Creator :  The creator is filled in by the tool.

Created :  Creation date of the lesson learned. Filled automatically.
Remarks . Explanation of the lesson learned.

5. If more information needs to be added to the lesson learned, a document or note can be attached.
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Click ‘Add’ or ‘Add note’ in the blue 'Documents' header to add a document or note.

6. After completion of these actions, click the 'Save' button to save the new entry.

7. To copy or move a lessons learned to another programme or project, you can use the '‘Copy" or

'Move' button | Copy | Move

User Manusl> Production (ENJ= Quality and Organisatic. > Apolle project> Lessans leamed log> New Chedklist

Properies [IEG1

Lesson learned 1: New Checklist

Edit|

IR

Hame:
Description:
Creator:

New Checklist

Erik Aalbersberg

Created: 08-Apr-2010

Documents (files, links, texts)

Name Description

Remarks: Use Checklist version 1.3

Add | Add Note

Revision Published  Publisher

Lesson learned

Note: Only the project manager and project support can create new actions. However, the
owner and reviewer of a product can also create actions related to that product. The project
manager and project support can edit all actions. The owner and creator of an action can edit

all information of that particular action.
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3.14

3.14.1

Finishing a project

Once the products of the project have been realised the project needs to be finished in a controlled
way. A number of management products such as the lessons learned report, end project report, and a
follow-on action recommendation can be used to report about open actions and recommendations.
The project board will then confirm the project closure.

The lessons learned report can be based on the lessons learned log that has been kept during the
project. It is quite easy to generate an automated report/12¢) of this log.

The other logs can be consulted to make the end project report and the recommendations for follow
up actions. In the recommendations for follow on actions all the points of attention are shown that are
no longer carried out in the project but can be dealt in a new project.

In this section we will further review:
- archiving projects:/ 76
- removing a project or project model. [ 77

The activities described in this section can only be carried out by the programme manager.
Archiving a project (-model)

Note: Archiving a project can be done by the manager of a programme / project list, or the
system administrator. Archived projects are no longer visible to users without these roles. If you
want the project to remain available, create a separate project list called 'Archived projects’, or
a similar name.

After the project has been finished and the project organisation has been disbanded the project can
be archived.

User Manual | Home | Portfolio Management | Time Entry | Cost Entry | Resource Planning | Resource Allocation | Prince2 FAQ | Integration Dashboard | Setup | Settings

| Logout

User Manusl> Preduction (ENR Quality and Organisatio,
Dashboard Properties  Gantt & Dependencies  Benefits Monitor  Documents & Knowledge  Models |0l

Project list: Quality and Organisation projects

Project Archive Remove | Restore
Name Objective Project Manager(s)

TreX project Set-up of an environmental monitoring system ‘Gerard Mesen

Programme / Project list Archive

Project Model Archive

Programme Model Archive

Archive
1. Go to the ‘Programme dashboard'.

2. Select the project concerned by clicking it's row.
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3.14.2

User Manual | Home n me Entry ] ation | Prince2 FAQ | Integratic Setup | Settings

5-GLLE G Properties Gantt & Dependencies  Benefits Monitor  Documents & Knowledge  Models  Archive
Edit Properties | Edit Members | Edit Tolerances | | = | & | 2

Name: Quality and Organisation i
=k the f this

Description:

Status: ]

Logs Projects New | Import| Export | Move | Model | Archive

New Total & Current Stage  Progress General Planning Hours Costs  Project Manager(s)
E‘SSUE log Apollo project Project intiation | L] JL | ] @ @ @  James May
Risklog
Rol-out of soft: deskt 17-Apr-2010
BHiEEiT 2 ol-out of software on desklops pr-
Juno Project Proectstartup [ J[] ° [ ] [} [}

Project model for small and midsize projects.

[uomaeareers . P ases (T © 0 0 #

Logistic optimisation project 24-Jun-2010

s profect e OO0 © © © @

Programmes / Project lists Rol-out Zeus _

Projects

Products.

Issues

Risks Project models Import| Export | Archive
etk Name+ Objective Owner(s)
Qualty reviews

Actions ‘Small Prince2 project model Project model for small and midsize projects

= TEEDTE ST Software implementation project model Prince2 project model for software implementations

Cost / Hour Entries

Senefits Standard Prince2 project model Project model for larger andior complex projects

Performance Indicators
Resource Assignments
Resources

Entries

Timeline Reports

Entries

Selecting the row of the project

3. Click m to move the selected project(s) to the archive tab.

4. In a pop-up window, you are asked to confirm archiving the selected project (-model). After
clicking OK the project (-model) is move to the archive.

5. The archive can be found at the tab 'Archive' on the programme / project list level. Note that each
programme or project list has its own archive.

6. Restoring a project or project model can be done from the 'Archive’ tab.
Removing projects and project models

Removing projects and project models requires two steps; first you need to archive the project
(model) and thereafter you can remove the project (model) from the archive. How to archive a project
(model), see chapter Archiving a project (-model)| 76 .

1. After archiving a project (model), go to archived project (model) by clicking the 'Archive' tab.

User Manual | Home | Portfolio

Integration Dashboard | Setup | Settings

User Manusl> Frodudtion (ENj Quslity and Organisatic..
Dashboard Properties  Gantt& Dependencies  Benefits Monitor  Documents & Knowledge  Models RS/

Project list: Quality and Organisation projects 7

Planning | R 1 | Princ

Project Archive Remove | Restore

Name+* Objective Project Manager(s)

TreX project Sel-up of an environmental monitoring system Gerard Mesen

Programme / Project list Archive
Project Model Archive
Programme Model Archive

Archive tab

2. Select the project (model) concerned by clicking it's row.
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3. Click ‘Remove’ behind the project (model) and confirm with ‘OK’.

Remove | Restore

Remember: Once projects or project models have been removed from Principal Toolbox it is
not possible to roll back this decision.
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3.1.5

3.1.5.1

Managing project models

In the Principal Toolbox, all projects that are created are based on a project model. A project model is
an extensive template for projects. It contains products, templates added to these products, lessons
learned, and automated reports. This way, it is possible to have standardised projects throughout the
organisation, and project managers always have the right templates available. Right from the
moment a project is created, automated reports (if available in the project model) are available for
reporting purposes. Below, an example of the dashboard of a project model is shown.

BEENLLENGE Properties Product Breakdown  Plan  Projectrelated documentation  Report  Guide
Project model: Standard Prince2 project model Edit Properties | Edit Members | &5 | = | .| 7

Objective: PrOlEct model for larger andor Stage 1
IECVE: o [more..] Project start-up Project initiation Project closure
Members: Gerard Mesen [more..] Stage 1

Status: @

This mode! is based on E3 + ¥ + + f + f
Info: “Managing Succesful Projects. [5|.amng Upa P.oieu] [Inmatmg & Project ] [Dueumg B stage Managing stage ] [C\usinn s Project ]

with PRINCEZ2” Thi [more. ] boundaries

™ Managing Project
@)
(‘ \"‘ PRINcEzﬁ O Froject Board (O Froject Manager () Team Members
Logs Products Edit Owner & Milestones | Edit Project Plan | Set Baseline |+ | — I
New Totdl o Pproject startup
Il Issue log Owner Start Draft Checked  Final PrROEDEEAR
[ Risklog Project Mandate _ _ _ _ A
E Quality review log Project Brief _ _ _ _ - = ====-==
Change log

I Dally £ Action log Initiation Stage Authorisation _ - - _ I
Lessons learned log [5] Project initiation
[1 Minutes of meetings Owner Start Draft Checked  Final reOBEEA

Initial Project Plan — - - — -

Initial Business Case _ _ _ = L

Automated Reports Edit
Next Stage Flan _ _ _ _ e
m Project Initiation Decument (PID} — — _ _ - = === ===

Project Authorisation _ _ _ -

Part of the dashboard of the PRINCE2 project model. The dashboard of a project model is identical to a project dashboard.

It is possible to have multiple project models within your organisation. For instance, a default
PRINCE?2 project model for general use and more specialised project models with specialised
content. For instance, a project model for sales or one for software implementation. For these
purposes, you could build a product breakdown (see the section about product breakdown|s4) that
matches most situations for these specialised projects.

In the next sections, you will find information about
e Editing project models| 79

e Creating project models| o1

e Moving project models| &0

How to create automated reports is explained in the Automated reports|128] section.

Editing project models

Note: Project models can be edited by the manager of the project model, or by the system
administrator.

Project models can be edited in the same way projects are edited in Principal Toolbox. So, it is
possible to add templates, documents, automated reports, a product breakdown, issues, risks,
lessons learned, etcetera.

Any data you enter into the project model, except for user names (owners of issues, products, etc.)
are copied into projects created with that project model.

To prevent your original project model from being polluted, or your templates etc. from being lost, it is
recommended to work with a temporary project when you want to create or change a project model.
This way, you can enter example data to check views and automated reports, without affecting the
original project model. Take the following steps:

1. Navigate to a programme / project list where you can create a temporary project. If there is no
such programme or project list, create it or discuss it with the system administrator.
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2. Create the temporary project, based on the project model that best approaches your desired end
result.
3. Change the project to match your desired model.
a. Optionally, add a product breakdown for projects with similar end results.
b. Add the default management products that are used in your organisation. Use the blue products
for management products.
c. Add green project board products to mark decision points, go / no go decisions in your projects.
d. Set up stages, work packages and add the appropriate (management) products to the stages
and work packages.
e. From the project dashboard, add templates to products.
f. Add automated reports|1281to your project dashboard.
4. When finished editing the project, navigate back to the programme / project list dashboard. Create
the project model as described in the next section| o,
5. After finishing the project model, archive and then remove the temporary project.

Notes:

¢ All operational data in your project will be discarded when creating a project model. So
milestone dates, deliverables, issues, risks, changes, quality reviews, cost and hour data will
be removed.

¢ Any data in the project model itself will be copied into the project when you create a project
based on that project model, except for any user names in your project.

o After creating a project, there is no link whatsoever between the project model and the
project. So if you change any document templates, or automated reports in the project
model, this will not affect the project.

3.1.5.2 Creating project models
New project models are always based on existing projects. A system administrator or programme /
project list manager can create project models from any project. First select a project by clicking in
the row of the project concerned. Use the ‘Model’ button available at the programme / project list
dashboard, as illustrated below.
e Current Stage Progress General Planning Hours Costs Project Manager(s)
Apollo project Project initiation DDDDD ® (] [ ] [ ] James May
Roll-out of software on desktops A7-Apr-2010
Juno Project Project start-up DDDD @ [ ] [ ] [ ]
Project model for small and midsize projects -
Venus project Preparation stage DDE":":"] ® @ [ ] L ] Peter Cole
Logistic optimisation project 24-Jun-2010
Zeus Project Project start-up DDDDD [ ] [ ] [ ] [ ]
Roll-out Zeus -
Programme Dashboard
In the dialogue, give an appropriate name to the project model. After choosing OK, the project model
will appear on the dashboard of the programme or project list underneath the 'Project model listing'
header at the bottom of the page.
3.1.5.3 Moving project models

When creating a project model, it will be placed within the programme or project list where it was
created. It will be available to the level it was created and - if they exist - any project lists or
programmes below that level.

Moving a project model is done by first exporting it and then importing it into the right location. If you
want to make the project model available to all programmes and project lists, go to the highest level
in the Principal Toolbox and then open the tab 'Models'.
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3.1.54

1. Export a project model by selecting it on the project list / programme dashboard. Click '‘Export'. In
the dialogue, fill in a name for the project model and optionally a description.

Export Project I

ﬂExpon a Projectto afile. Choose whether to export documents /files and security information (members).

Select export options I

Skip Documents / Files: r

Skip security (users): I

K] _cance |

Exporting a project model

2. Navigate to the programme / project list you want to add the project model to. In the 'Project model
listing' header, click the Import button. Give the name for the project model and a description.

3. Select the manager for the project model from the user list.

Import Project |

OImporl aProject based on the import file. Provide a name and Project manager for the new imported Project.
Choose whether to import documents /files. Choose also whether to import security information (members). This is only usefull if the Project was exported
using members that are known as users within this application and the information was also included on export
Note: Costvalues on products are notimported,

Select import options
Skip Documents / Files: r

Skip security (users): I

Properties
Hame: IADDHD Project |
Project Manager: John Edwards -

Select import file

Import file: C:\Users\Erik FORTES\Dos [ Browse... |

Importing a project model
4. Locate the project model file you just saved and import it.

5. If you do not want to have the project model on two locations, navigate back to where you created
the model. Archive the project model.

Enterprise models

Project models can be created in any project list or programme. The model will be available on the
level of the containing programme / project list and on all sub-levels. To make a project model
available throughout the Principal Toolbox you can publish it at the so-called enterprise level (the
highest level) in the Principal Toolbox.

Two options are available to get the project model at the highest level.

First option
1. The 'new project model' option.
a. Go to the highest level of Principal Toolbox (enterprise level). Open the tab Models.
b. Click New at project model listing.
c. In the dialogue, define the name and description for the project model.
In the lower part of the window, select the programme where the project model is located. Then
select the project model you want to promote to enterprise model.
d. Click OK and the model is added to the list of enterprise project models. The model is now
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available within all programmes of Principal Toolbox and can be chosen when creating a new
project anywhere.

Second option
2. With the export / import option.
a. First export the project model you want to publish. The model will now be saved as a file. Save it
at an appropriate location.
b. Then navigate to the highest level of Principal Toolbox (enterprise level). Open the tab Models.
c. Click Import. Choose the project model file and fill in the other fields in the dialogue.
d. Click OK and the model is imported into the list of enterprise project models. The model is now

available within all programmes of Principal Toolbox and can be chosen when creating a new
project anywhere.

User Manual | Home | Portfolio Management | Time Entry | Cost Entry | Resource Planning | Resource Allocation | Prince2 FAQ | Integration Dashboard | Setup | Settings | Logout
User Manual

Dashboard Documents & Knowledge Models Archive
User Manual

?

Project models New |Import| Export | Archive
Name# Type Owner(s)  Objective
PRINCEZ project model (EN) Model for sefting up PRINCEZ projects

PRINCEZ projsctmodel (NL} Model voor het opzetten van PRINCEZ projecten
PRINCE2 Projsktmodell (D) Projektmodel (DE)

Single Sheet Project Model Single Shest Project

Programme models

New |Import| Export| Archive
Name+ Type Owner(s) Objective

WSP Programme model v2 Mode! for settung up an MSP programme

Enterprise models
3.2  Portfolio management (add-on)

The Portfolio Management module enables the collection of initiatives and a subset of an
organisation’s projects and programmes. Additionally, the module provides functionality to monitor

progress of the projects and programmes within the portfolio, and to generate various portfolio related
reports.

Various portfolio’s can be created, in order to get meaningful collections of related programmes and

projects, e.g. a portfolio of projects that have the same sponsorship or all projects that contribute to
the same strategic goal(s).

To work with portfolio management, the following activities are of importance:

Defining new portfolios| s
Administering portfolios| s

- Managing portfolios| 907
Creating a portfolio model| 941

These subjects will be covered in the sections below.

3.2.1 Portfolio dashboard

The portfolio dashboard allows a portfolio manager to group portfolios in providing a clear overview.
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Fortes | Home | Portfolio Management | Time Entry | Cost Entry | Resource Allocation | Prince2 FAQ | Project Plaza | Integration Dashboard | Setup | Setings | Support Portal | Logout

Partfclic Management > Portfolio R&D (UK)

GEENIERN Properies © Financials  Porffolio Gantt Racuzignts  Archive
Portfolio: Portfolio R&D (UK) Edit Properties | Edit Members | Customise Page Text | Edit Field Configuration | Edit Pace Layout | &= | = | & | 2
Name: Portfolio R&D (UK)  olio Logist
Description: brtfolio Logistics
seription: Portfoli of the RAD T ‘Overview of all projects within the logistics department with the priority and FTE required per quarter.

[Eraan Maximum FTE available is 17. If more is needed, hiring wj ired.
Status: ®

Status
Description:

(=l Fortiolio Overview = v

Planning Hours  Costs

Status  Status  Staus £ Date

Automated Reports \
7
[&] imeoriance vs Ri Name Current Stage Project Manager(s)  Status

Frojects (Portfolio Mang
Froducts.
Issues.

Risks

Quality reviews

Changes. Previous versions EEWLIEY - Al Previous Versio M View Options v
Actions. Name o aved On saved By Remarks by Owner

Ees=rnclBained] March 2010 paMar-2010  Erk Aalbersberg

Cost/ Hour Entries

Entries April 2010 23-Mar-2010 Erik Aalbersberg

Minsk - Ruud Peltzer L] ] ® ®  i20ct2010

[F] venus Preparation stage Peter Cole 28-Sep-2010

@ @ ®
Zenith - ® L] ®
[ ] [ ] [ ]

E] Zone project Project initiation Herman Mulder

17-Sep-2010

Timeline Reports

Entries

Mew | Import | Export | Archive
Name? Objective
Monthly Report Monthly Progress Report

Weekly Report Weskly Progress Report

Portfolio Dashboard

. General portfolio properties
This section displays basic information like, name, description, status and a status description. The
information can be edited by the portfolio manager by using the 'Edit Properties' button.

. Automated Reports
Displays a list of the Automated Reports|12s] that are available on the selected portfolio.

. Reports
Shows the different categories of reports which can be used to show lists of projects, products,
issues etc. for the portfolio items contained within the active portfolio.

. Timeline Reports
Displays a list of the timeline reports that are available on the selected Portfolio. Timeline reports
allow the user to display data over a certain period, like cost information. The horizon and
resolution of the table or graph can be set by the portfolio manager.

. Report Models
The reporting of project data to the portfolio manager is based on a report model. Each portfolio
can have multiple report models to support different reporting cycles, for example: a monthly
highlight report and a detailed reporting model for each quarter.

. Previous Versions
Lists all the previously saved versions of the Portfolio. This allows the portfolio manager to go back
in time and compare the portfolio's status between versions. The latest status of the portfolio is
saved by using the button 'Save as version'.

. Portfolio item actions
This bar contains buttons for all the actions that can act on the individual (or a selection of)
portfolio items. Some of the actions are 'Save as version', 'Send report request' and 'New'.

. Tabs
Each portfolio contains the same tabs. Which tabs are shown may depend on the organization's
license: the presence of some tabs is linked to the availability of a certain module. The purpose of
each tab:

Dashboard : as per the detailed description above.
Properties : lists all the basic information of the Portfolio, including any
custom fields.
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Financials : the financial overview tab displays the entered budgets,
actual costs and the forecast.

Portfolio Gantt : shows all the portfolio items in a Gantt based on their start
and end dates.

Documents : a common repository for all documents relating to the
portfolio and their items.

Archive : lists all the archived portfolio items, and allows for items to

be deleted or recovered from the archive.

. Portfolio actions
This bar contains a number of actions which act on the active portfolio.
Edit properties : allows for editing the name, objective, the status and status
description of the portfolio.
Edit members : to change who gets full or read access to the portfolio
Customize Page Text : for customizing the introductory text on the portfolio's
dashboard
Edit Field Configuration : the field configuration determines how data needs to be
synchronized between project and portfolio item.
Edit Page Layout : allows for changing the page layout of the portfolio item,

letting the portfolio manager determine what fields are important and in what grouping to display
them.

3.2.2 Working with portfolios

3.2.2.1 New portfolios

3.2.2.1.1 Defining new portfolios

The portfolio management module allows you to manage your business projects and ideas in
portfolios. In order to do this, one or more portfolios need to be defined. For example a portfolio for
every business unit or regional department in your organization, or a portfolio could consist of all
projects that contribute to a strategic objective of your organization.

Defining a new Portfolio

1.

Navigate to the Portfolio Management module in the dark blue header on the top of the screen. In
the main window the Portfolio Management module is displayed, with three tabs: “Dashboard”,
“Archive” and “Models”. The tab “Dashboard” is opened by default.

. Click New to define a new portfolio. A popup window will appear in which de details of the new

portfolio can be entered.
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User Manual | Home | Portfolio Management | Time Entry | Cost Entry | Resource Planning | Resoul dlocation | Prince2 FAQ | Project Plaza | Integration Dashboard | Setup | Settings

Portfolic Management

(PEELLEGE  Archive  Models
Portfolio Management Edil Properiies | Edit Members | Field Configuration | Customise Page Text| e | = |« | 7

Automated Reports Edit D Dashbosrd

@ Portfolio item list Hame#* Status Portfolio Manager(s)
5@ Belang vs Risico Portfolio Divisie (NL} [ ] Jeremy Clarkson

Portfolio Division (DE) L] John Edwards

o ioioe Portfolio Division (EN) ®  RuudPetzer
Projects (portfolio management)

Products

B Portfolio Division (FR) ®  vunglilao
Risks

Qualty reviews

Changes

Actions

Lessons leamned

Cost/ Hour Entries

Resources

Entries.

Timeline Reports

Entries.

Portfolio Managementmodule

3. Click OK. You will now return to the Portfolio Dashboard where all Portfolios are listed, including
the new Portfolio you just created.

3.2.2.1.2 Portfolio items

When opening the Portfolio Management module, which is found in the top blue bar at the top of the
screen, an overview of all portfolios is shown. Click on the name of one of the portfolios to open it.

A portfolio contains portfolio items of which there are various types:

o Initiative: a business idea that may well be turned into a project in the future

¢ Single Sheet Project: a simple type of project without detailed plan

e Project: a standard project with a plan, which is managed using the project management side of
the Principal Toolbox

A portfolio item can be used to store management information like the budget, information about
resources, planning information, and the goals of the project. How to create a portfolio item is
explained in this section: Creating portfolio items| ss .

Each type of portfolio item has its own icon:

Initiative:
Single Sheet Project: ]
Project: EJ

The projects or initiatives can be represented by a project sheet. Please refer to 'Defining a project
sheet' for more information about project sheets.

3.2.2.1.3 Creating portfolio items

From inside a portfolio, new ldeas, Single Sheet Projects and regular Projects can be created which
become part of that portfolio. A regular Project that is created and started from a Portfolio will
automatically appear as a project on the Project Management side of the Principal Toolbox.
However, a Project that was started from the Project Management module, will not automatically be
associated with a Portfolio. To put a link in place between an existing Project and a new Portfolio
item, please refer to 'Modifying the project reference’| es).

When using the Portfolio Management module it's good practice to always create and start projects
from within a Portfolio. This way it's guaranteed there's always a link between each Portfolio item and
its corresponding Project.

This way of working can be enforced by the Principal Toolbox. By enabling this setting it will prevent
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any project from starting without having been assigned to a portfolio.

To enable this setting:
1. Enter Setup and underneath settings click on Principal Toolbox
2. Change the setting 'Projects can be started from within portfolios only' to Yes

Next follow detailed instructions on the various ways projects and initiatives can be created and
started.

Creating an Initiative
1. Open a portfolio and click on New to create a new entry in the portfolio.

s

Apollo project

@] Minsk

Zeus

Starting a project on the portfolio

2. Enter a name for the Portfolio Item, and the objective and remarks (optionally).

3. Assign a project manager to the new portfolio item (in case the portfolio item is converted to a
project later on, the project will be automatically assigned to the project manager specified here).

4. Do not start a project: an Initiative is just an idea without an actual project being underway.

5. Click on OK to create the portfolio item.

Note: in case an existing Project needs to be associated with the newly created Initiative, then
please follow the steps above followed by the instructions in Modifying the project reference ss"

Starting a Project when creating an Initiative
1. Follow the same procedure as when creating an Initiative (see above), but choose for Start
Project when entering the details.

2. Next, choose the Project Model the new project should be based on, and choose a Programme the
new project will be made part of.

3. The new project will automatically appear within the Project Management module. The Project
Manager will have full access to the new project and can start entering a plan and team members
as required.
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- — 53—
@ Principal Toolbox® (Fortes Australia) - Windows Internet Explorer =[]
Add Project (Portfolio Management)
Project {Portfolio Management) Properties
Name: |New prnjecﬂ |
|
Objective: [ |
Remarks by Owner: i
I‘ Project Manager: - -
|| Start Project: Start Project -
Project Model: PRINCE? Project model (LK) -
Programme: Corporate portfolio - |

Starting a new project

Note: The newly created project will appear in the Project Management Module of the Principal
Toolbox. It will be assigned to the project manager (as chosen when creating the Initiative) and
is associated with the portfolio item.

Starting a Project from an existing Initiative

1. Open the portfolio item (initiative) and click on the button | Start Project|

to start a project
2. Choose which Project Model to use, and in which Programme the project should be created

3. After pressing OK the Project will be created. The icon of the portfolio item will have changed
from in to = depicting that the Project has started.

Starting a Single Sheet Project

1. To create or start a Single Sheet Project one follows the same procedure as when starting a
regular Project, but when selecting the project model specifically choose the Single Sheet Project
model.

2. Then choose the programme in which to create the project and press OK

3. The Initiative is now associated with a Single Sheet Project that is also visible to the Project
Manager from the Project Management module.

Note: the Single Sheet Project model is a simplified version of the regular project models.

3.2.2.2 Portfolio administration

3.2.2.2.1 Moving portfolio items

Portfolio items, whether they're Initiative or Projects, can be moved between Portfolios. This is
achieved as follows:
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1. Inside the portfolio that contains the item that needs moving, highlight the portfolio item and press

'Move'.

2. The window that appears allows you to select the destination portfolio.

Fortes | Home | Portfolio Management | Time Eniry | Cost Entry | Resource Allocation | Prince2 FAQ

Fertfalio Mansgement > Fortfolio R&D (UK)
b-lLEGE Properties © Financials  Portfolio Gantt  Documents  Archive

Portfolio: Portfolio R&D (UK)

Project Plaza | Integration Dashboard | Setup | Settings | Support Portal Logout

Edit Properties | Edit Members | Customise Page Text | Edit Field Configuration | Edit Page Layout | B8 | = | = | 2

Name: Portfolio R&D (UK) Portfolio Logistic:
R folio Logistics

De: :

scription ;‘;“ﬂ:‘mo"mem FORTES Overview of all projects within the logistics department with the priority and FTE required per quarter.

Da.me" Maximum FTE available is 17. If more is needed, hiring will be required.
Status:
/& Principal Toolbox® (Demo) - Internet Explorer - ==
Status
Description: s 9 "
Move Projects (Portfolio Management) between Portfolios
Automated Reports =] [0 | @ select the appropriate Portfolio to move the Project (Portfolio Management) to TN RN Portolio Overview B View Options v
[&] Importance vs Risk f— :;:.‘s End Date
Minsk Selected Projects (Portfolio Management) to move [ ] 12-Oct-2010
Reports [Z] venus| | _venus © SRR
Projects (Portfolio Management) Zenith L] -
Products.
) (SRS seiect Portrolio to move to! ® eEETEly
Risks 5
s Portfolio: Fortfolio ICT (NL) -
— Partfolio Management — 2emov i ions

Changes popr— Portfolio ICT (NL) REIIIER * Al Previous Versions View Options v
Actions.

Lessons learned

Warch 2010( |
Cost / Hour Entries
Entries April 2010
Timeline Reports Report Models
Entries Name+ Objective

Wenthly Report
Weekly Report

Monthly Progress Report

Weskly Progress Report

m v

Mew | Import | Export | Archive

Moving a project

3.2.2.2.2 Modifying the project reference

Projects that are underway but have not been assigned to a portfolio, are not visible from the
Portfolio Management module. They can be added to a portfolio by creating a new portfolio item and
manually link it to the existing project. Follow these steps to establish the link:

1. Open the portfolio item (initiative) and click on the button

| Edit Project Reference |

2. Select the project that the portfolio item needs to be linked by typing the first few characters and

choosing the correct one

3. Click ‘OK’ to establish the link

(= | C |

/€ Principal Toolbox® (Dema) - Internet Explorer _

ﬁ Here you can change the project reference for this project.

Change Project Reference ?

Project:

@.
Type (part of) the name to search for...

’_1

Editing the project reference

3.2.2.2.3 History log

One of the tabs off the dashboard of each portfolio item is labeled History. On this tab a history is
recorded of all changes that have been made to the portfolio item through time. It makes it possible

to check who made which changes when.
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Portfolic Management » Portfolic R&D (UK)

Dashboard BEs] = /| Financials Porffolio Gantt  Documents  Archive

Portfolio: Portfolio R&D (UK)

Person Date Object Action Change

Erik Aalbersberg 11-Nov-2011 Portfolio R&D (UK) Change Description=Portfolio of the R&D departments
Status=Green

Erik Aalbersberg 11-Now-2011 Portfolio R&D (LK) Change Status=0range

Erik Aalbersberg 11-Nov-2011 Portfolic R&D (UK} Change Description=Portfolio of the R&D department

Erik Aalbersberg 11-Nov-2011 Portfolic R&D (UK} Change Description=Portfolio of the R&D

Historie Tab on a portfolio item

3.2.2.2.4 Portfolio documents

Documents can be attached to the portfolio items or to the portfolio itself. The latter may be useful in
cases where the document is applicable to all (or most) portfolio items.

Fortes | Home | Portfolio Management | Time Entry | Cost Entry | Resource Allocation | Prince2 FAQ: | Project Plaza | Integration Dashboard | Setup | Settings |

| Logout
Fortfolic Management > Portfolic RAD (UK)

Dashboard Properties © Financials Portfolio Gantt Faldell=ie  Archive

Portfolio: Portfolio R&D (UK)

Document folders New Current folder: Knowledge Repository Edit

= Knowledge Repository
Subfolder Documents (files, links, text)

Add | Add Note | Remove | Show History | Update
Name Description Revision Published Publisher
W] Resource_aliocation_v5.doc Resource Overview

11-Nov-2011  Erik Aalbersberg
[i] Balanced_Score_Card.xs Balanced Score Card 14

® Training_Functionsel_Behesr_-
_v3_print_versi

11-Nov-2011  Erik Aalbersberg

Expert Training 32 11-Nov-2011  Erik Aalbersberg

Documents on the portfolio

To attach, update or remove documents from the portfolio, navigate to the Documents tab from the
portfolio dashboard. This will open the document library and show all the documents stored within the

Portfolio. Where each portfolio has a library, the Enterprise level also has a library which can be used
for centrally storing documents.

For more information on document management with the Principal Toolbox, please refer to
Document management and approval| s,

3.2.2.2.5 Portfolio archive

A portfolio and each individual items can be archived by pressing the button 'Archive'. Those

portfolios or portfolio items that are selected when pressing Archive will be moved from the active list
in to the archive.

The archive and all the archived items are accessible through the Archive tab on the dashboard. The
archived portfolios and items can be restored from the archive when required.

Please be aware that archiving a portfolio or one or more of its items does not also archive the

projects that are associated with them. If the projects need to be archived as well, this needs to be
done from the Project Management module.

3.2.2.2.6 Versioning

To keep a record of historic portfolio data, the Principal Toolbox allows the user to make a snapshot
of a portfolio in time. By doing so, the current version of the portfolio is kept and at a later time, it can
be compared to other snapshots or to the current version of the portfolio.

Creating a snapshot

1. Open the dashboard of the portfolio

2. Use the 'Save as version' button to create a snapshot of all portfolio items within the portfolio
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3. Give the version a name and optionally some notes and press OK.

The stored versions of the portfolio are displayed on the dashboard under the 'Previous versions'
section. A saved version can be opened and referenced by clicking on its name.

Partfolic Management > Portfolio Division (EN

Properties  Overall Gantt  Documents  Archive
Hame:

Description:

Status:

Apollo project Project inttiation
@) Minsk

Venus

Zeus = Alb

Name Saved On Saved By Remarks
March 2010 23 Mar-2010 Erik Aalbersberg

April 2010 23 Mar-2010 Erik Aalbersberg

The 'Previous versions' section on the portfolio dashboard.

Note: it is possible to generate reports based on data of previous versions of portfolios. That
way it is possible to compare and analyze the data through time.

3.2.2.3 Managing a portfolio

3.2.2.3.1 Generating reports

To keep on top of all projects and items within the portfolio, various reporting capabilities are
available.

e Automated reports: these are reports based on Excel or Word. The reports allow for flexible and
powerful ways of extracting and summarizing information about the portfolio. Please refer to
Automated Reports|12¢] for more information on setting these type of report up.

o Reports: these type of reports are contained in the Principal Toolbox and can be used to show
table structured overviews of the different entities in the tool, for example products, risks, issues or
cost entries.

e Timeline reports: displays an overview of data across a period of time. For example the costs per
month over the duration of the project, or the number of hours a resource has been allocated to the
project for the next period. More information on setting up timeline reports can be found in Timeline
reports|147),

3.2.2.3.2 Requesting reports

The Portfolio Management module allows one to introduce a periodic reporting cycle. The report is
requested from the Portfolio side and appears on the project where the project manager can fill it out.
Once the Project Manager publishes the report, it updates the information within the portfolio which
allows the portfolio manager to stay up to date with the project status. For setting up such a report
model, please refer to the section 'The reporting model| s T.

When a report model has been set up, it can be used to request status information on the projects
that are part of the portfolio.
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Requesting a report
To send a reporting request to the project manager, please follow these steps:

1. In the opened portfolio, select one or more projects (portfolio items linked to projects). Selecting
more than one project at a time can be achieved by using the shift or control button while
selecting. Once selected, press the 'Send report request' button. A window will appear in which
the report properties can be chosen.

. Specify the due date for the report, followed by the report model it should be based on, and if
required, send some additional instructions or remarks with the report request.

HName:

Parifalic Management > Farifalio Divisie (NL)

s ULEG Y Properies  Overall Gantt  Decuments  Archive

Portfolio: Portfolio Divisie (NL)

Edit Properties | Edit Members | Customise Page Text| Field Configuration| Page Layout Editor | e | = | & | 2

User Manual | Home | Portfolio Management | Time Entry | Cost Entry | Resource Planning | Resource Allocation | Prince2 FAQ | Project Plaza | Integration Dashboard | Setup | Settings

The report request will be send to the selected projects

Portfoio
Divisie
(ML)
Description:
Status: ®
Status Description:
Automated Reports Edit New |Send report request =mail notification | Save currentversion | Archive | Move [ B View Options 3
E| Belang vs Risico Name RequestDate  Due
() Apoo Pro 02.8pr2010 30.apr (& Principal Toolbox® (Principal) - Windows Intemet Explorer [E= R
=) Minsk - - [ httpe/7asp fortes.nlPrincipal/online Folder/ jspIPageDef= q
Roports) [5) venus 23ApL2010 01-Apr2)
Projects (portfolio management) - Send Report Request
s Zeus 02-Apr-2010 30-Apr-2 P q
= @ Send a report request for the selected projects
ues
Risks
Quaity revisws [— T SN . Otons |3
Changes Name Saved On e
- Apollo Proje
(FEET5 Maart 2010 23 Mar-201 P g
Lessons leared - Venus
AT April 2010 Rt -
Resources
Entries
Report Models R Remove | Import| Export| Archive
TN ... T M e —
Timeline Reports —
= Report Model: Progress Report +
Progress Report
Request Remarks: Please update your project before the end of april
iind regards,
Puo|
==

[@ € Intemet | Protected Mode: On

@~

H100% ~

3. If required, the project manager can be send an additional email as a notification that a report
request has been submitted. To have an email sent, just tick the box 'Send notification by e-mail'

Writing and submitting a portfolio report
Once the report request has been submitted, the report itself will appear on the 'Portfolio Report' tab
of the project. To fill the report out, the project manager follows these steps:

1. From the project dashboard, the project manager opens the 'Portfolio Report' tab and presses

the 'Edit’ button.
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User Manual | Home | Portfolia Management | Time Entry | Cost Entry | Resaurce Planning | Resource Allocation | Prince2 FAQ | Project Plaza | Integration Dashboard | Setup | Settings

User Manusl > Production (EN) > Organisatio.. > Apollo project
Dashboard  Properties  ProductBreakdown Plan  Ganlt  Acfivity Gantt  Resource Planning  Resource Management = Documents + [EUWIEGENTN Reporis  Guide  Plaza

Apollo project Save |Cancel
Portfolio: Portfolio Division (EN) Last Published On: 16-4pr-2010

Due date: 08-Apr-2010 Last Published By: IR

Repart Status: Request Remarks:

Overall

Name: [Apolio project |
Objective: [Rel-out of software on deskiops |
Status:

Status Description: [on schece. ]
Project Manager(s): James Way

Project Board - Executive:
Remarks: [Behind schedule ]
Planning
Start Date: 01-Apr-2010 Planning Status: ®
Fraiciz= 21-1ul2010
Progress: 25
Hours
Hours Budget: 183.00 Hours Status: ®
Hours Actual: 27.00
Hours Remaining: s00
Costs
Global Costs Budget: ,110.00 Giobal Costs Status: ®
Global Costs Actual: 19,245.50
Global Costs Remaining: 200

The portfolio report can be filled out by the project manager, after which it can be submitted to the portfolio manager

2. The project manager then fills out all the fields that are editable. Not all fields will be editable:
some may be automatically calculated, like financial information.

3. When done, the project manager presses the 'Save' button, followed by the 'Publish to Portfolio’
button.

Monitoring the report status

From the portfolio, the portfolio manager can monitor the status of the report requests that were sent
out. (Note: it may be necessary to add the field 'Report Status' as a column to the active view on the
dashboard).

The status of the latest report request is identified by these icons:

o Report request pending; hasn't been submitted yet
i The report request was received and the report has been submitted
®

Report request pending; report submission is overdue

As soon as a portfolio report has been submitted by the project manager, the data on the portfolio
item is updated with the latest data as provided by the project manager.

Name Request Date  Due date Report Status Last Published By Last Published On Report Model
@ Apollo Project 02-Apr-2010 30-Apr-2010 v Erik Aalbersberg 19-Apr-2010 Progress Report
[F] Minsk - - - -
[F] venus 23-Apr-2010 01-Apr-2010 ® - —
Zeus 02-Apr-2010 30-Apr-2010 % - Progress Report

The dashboard shows the status of the report request

3.2.2.3.3 Financials
Each portfolio can be used to generate financial overviews based on the individual portfolio items.
The financial overview gives insight into budgets, actual and committed costs, and the latest financial
forecasts. The financial overview is found in different places within the Principal Toolbox. These are:

e The ‘financials' tab on each portfolio item

e The ‘financials' tab on each portfolio, which gives an overview of all portfolio items contained in the
portfolio
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¢ The ‘financials' tab on the portfolio report, which is found on the project once a report has been
requested (it's the information entered here that's used to populate the tabs on the portfolio and its

items).

The financial overviews can be configured in many ways to suit different needs. Please check
'Financial configuration'| ¢¢" for more details on how to configure the financial overview.

Finance Edit I

Toggle: [v] Project Totals [] Preceding Period [v] CurrentPeriod [7] Time scale coumns ] SuccesdingPeriod  + — (& Select columnsto display
Toggle: [7] Reserved [7] Budget [ Actual [¥] Forecast [¥] EAC [] Estmate [¥] Variance
Succeeding Pe
Project Totals Oct (1) Hov (1) Dec (1) Total > Dec (1)
Ty Project > Category  Reserve Budget Actual Forecasi EAC Variance Actual Forecast Actual Forecasi Actual Forecasi Reserve Budget Actual Forecast Estimate Variance Reserve Budget
2% Fitter by.
[#]- Zenith I:l
[F) 31 venus
[ Minsk
(=) B1- Zone project
| ] . 3 ‘

The financials overview on the portfolio

3.2.2.3.4 Notifications

Email notification

Use this button to send an email to the project manager of the project from within the portfolio. For
example, this could be used to remind the project manager to fill out the pending portfolio report.

3.2.2.3.5 Portfolio Gantt

Each portfolio dashboard contains a tab 'Portfolio Gantt'. The Gantt chart shows the start, end-date
and duration of all portfolio items within the portfolio.

Dashboard Properies | o 5=Re=hie Documents  Archive
Portfolio: Portfolio Division (EN)

is Gantt shows projects (with their products that have inter-project dependencies or high prierity) and programmes as part of this portfolio.
This Gantt sh cts (with thei ducts that have int jectd denci high ity) and 1t of this portfoli
] e T T T
mmmmmmmmmmmmmmmmmu
Name E-IE-ZB o= Jio Jir P4 i o7 Jis i Ps s fiz_Jio PeJiz s Jie P2 ]
Zeus :
Venus project : i |
@ Roadshow a
Apallo project p N
Requirements report : : Extarnal

The portfolio Gantt

Using the Gantt, dependencies between portfolio items can be defined. In order to do so, follow these
steps:

1. Press the 'Edit' button

2. Click and hold the button down on one of the bars.

3. Then drag the cursor to one of the other bars to make an arrow appear.
4. Drop the arrow onto one of the other bars to create the dependency.

Note: to remove a dependency, right-click on the arrow and choose one of the 'disconnect'
options that appear.

From within the Gantt, the start and end date of the portfolio initiatives (not currently active projects)
can be changed as well. Just click on the start or end of one of the bars, and drag it to the required
date. The same can be done by entering the dates on the left-hand side in the date fields.
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3.2.3

Portfolio model

Each portfolio can be based on a portfolio model. Using a model ensures portfolios are configured in
one (or more) identical ways.
Items which are part of the model:

The page lay-out of the portfolio items

The reporting model

The automated reports (please see Automated reports|i28) for more information)
The field configuration

The financial configuration

Note: all of the above items can also be set on each individual portfolio after it has been
created

ement | Time Entry | CostEntry | Re cation | Prince2 FAQ | Project Plaza | Integration Das | Settings | Support Portal

Porfolic Management > Fodfolic Model - IT
Dashboard Financials Portfolio Gantt Documents Archive
Portfolio Model: Portfolio Model - IT Edit Properties | EditMembers | Customise Page Text | Edit Field Configuration | Edit Page Layout | &= | &= | & | 2

Name: Fortfolio Model - T
Description:
Status: L

Status
Description:

Automated Reports Edit § Projects (Portfolio Management) UL Portfolio Overview
(3] Impertance vs. Risk

Planning  Hours Costs
Status Status Status

Hame Current Stage Project Manager(s)  Status End Date

Previous versions

Reports

Projects (Portioiio Management) Name Saved On saved By Remarks by Owner

Products

lssues Report Models New | Import | Export | Archive
Risks. Hamet Objective

L Vi W Monthiy Report WMonthly status update

Changes

Reore) Weekly Report Weekly status update

Lessons learned
Cost/ Hour Entries
Entries.

Timeline Reports

Entries.

Example portfoliomodel

3.2.3.1 Defining a project sheet

The page lay-out of the project sheet, which is shown when opening a portfolio item, can be
customized for each portfolio or portfolio model. The project sheet can be used in displaying the basic
project or initiative properties, including custom fields and status information. The page lay-out is
defined by:

1. From the Portfolio Management dashboard, open a portfolio model or one of the existing
portfolios.

2. Press the button 'Edit Page Layout'.

3. A new windows opens of which the left-hand allows for defining the layout, whilst the right-hand
side contains a list of all fields and properties that can be dragged onto the layout side.
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Portfolio Mansgement » Portfolic R&D (UK)

BEELLLELGE Properies T Financials  Portfolio Gantt  Documents  Archive

Portfolio: Portfolio R&D (UK) Edit Properiies | Edit Members | Customise Page Text | Edit Field Configuratior | Edit Page Layout | &5 | = | & | 7
HName: Portfolio R&D (UK) o
eschrtion ‘:D"’:“‘" D'L:'e R&D FDRTES m g\/o:'\f‘\)eu\?l I:l)g:ls:;rccjems within the lagistics department with the priority and FTE required per quarter
"‘.”"” Maximum FTE available is 17. f more is needed, hiring will be required
@ Principal Toolbox® (Demo) - Internet Explorer % N . ¥ L ¥ @m
Change Page Layout Save | Cancel | 7@
(@ Here you can change the page layout. You can drop sections and fields info the page layout section hd A
©) Default page layout (deletes custom layout)
@ Custom page layout
Page layout |E10TNY Components.
Available Page Components.
General i
Project Start Date (REIDETETT
Qualiy D End Date Grid
Change Background ST View Options ¥
Actions] A
Lesson 1
Cost/H
Entries.
Available Fields
Project Team - Team Member(s) i
Supplier Forum (optional) | import | Export | Archive
User Group (optional)
Entries.
Planning
To add a new section drag one Current Stage
from the avaiable sections on 2
the right to the page layout on the ilie E
— left. After that you can add fields. Planning Status. =
from the avalable fields section Product Planning Type
Progress
From the available fields section Start Date L4
click on a category title and drag
it to the page layout to add a Portfolio Version
complete categery of fields as a Saved
new section. Saved By o
Nl i | v

Editing the page layout
3.2.3.2 The reporting model

Portfolio reports allow one to define a reporting cycle which allows data to be published from project
level to the portfolio. To allow for this cycle to take place, a reporting model needs to be defined
which specifies what information needs to be captured.

Creating a new reporting model

Each portfolio can contain multiple reporting models. Each model can be used for different reporting
cycles. For example, one model could be used for a monthly reporting cycle and another one, more
detailed report, for a quarterly cycle.

To create new reporting model, follow these steps:

1. From within the portfolio model (or from an existing portfolio), press the button ‘New' which is
located in the header bar '‘Report Models'.

2. In the new window that appears, enter a name and an objective for the new reporting model.
3. Press 'Save' to save the new reporting model.

Configuring the reporting model
The newly created reporting model uses some default settings. To customize the data that is to be
captured follow these steps:

1. From within the portfolio model (or from an existing portfolio), click on the name of the reporting
model that needs configuring.

2. Click on 'Model configuration' and select the sections that are to be used in the report (property
section and / or finance section).

3. The 'Properties' section can be configured by pressing the 'Edit Page Layout' button.

4. The new window that appears contains three sections: the new page layout (left-hand side), the
layout components (right-hand side, top half), and a list of the available fields and properties (right-
hand side, lower half). The page components and fields situated at the right-hand side can be
dragged over the the left-hand side to build a custom page layout to be used in the reporting
model.
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Change Page Layout Save|Cancel| 7 I
@ Here you can change the page layout You can drop sections, components and fields into the page layout section
T N
Overall biig Lores
Name Page section
Objective =
Status Grid
Status Description
Project Manager(s)
Project Board - Executive
Remarks.
Start Date Planning Status E FEolE -
End Date Current Baseline Final =
s To add a new section drag one Current Baseline Set L4
from the available sections on Current Baseline Start
the right to the page layout on niial Baseline Final
the left. After that dd = 5
ﬁeebd: frum;'\re aiaﬁ:;l:iﬁr‘elzs \n!lral Ba&el!nesel
Hours i} section Initial Baseline Start
Hours Budget Hours Status Costs
Hours Actual From the available fields section | )
Hours Remaining click on a category title and
drag it to the page layout to add ERRa
3 complsts category of fields as EAC
a new section ETC
Costs &l Global Costs Actual
To remove a section click on it's Global Costs Actual Cumulative
Bk Bl trashcan icon. To remove fields Global Costs Budget
Global Costs Actual simply drag them out of the Global Costs Budget Cumulative
Global Costs Remaining section Global Costs Committed
Global Costs Committed Cumulative
s Ginhal Costs Remaining v
By dragging fields and page components from right to left, a new page layout can be defined.
5. Press the 'Save' button to save the new page lay-out
6. Besides the 'Properties' section, the 'Finance' section can be customized separately. Please refer
to 'Financial Configuration'/es1 for more information.
3.2.3.3 Field configuration

Fields and properties which are used on the project sheet to show information about the portfolio item
are not automatically linked to the corresponding fields on the project. It is possible to set the
behaviour between these fields using the 'Field Configuration' button. Customizing the behaviour
between fields is mostly applicable to custom fields, although it can be changed for some pre-defined
fields as well.

Custom fields are added at project level and automatically appear on the Properties tab of the project
and the project sheet of the portfolio items (unless a custom page lay-out has been defined, which
means they have to be manually added). Although the fields at project and portfolio level appear to
be the same, since they're carrying the same name, their behaviour and therefore content may differ.

The behaviour of these fields is defined within the portfolio or on the portfolio model.

© 2011 Fortes Solutions BV



Functionalities 97

User Manual | Home | Portfolio Management | Time Entry | Cost Entry | Resource Planning | Resource Allocation | Prince2 FAQ | Project Plaza | Integration Dashboard | Setup | Seftings

Fartfolic Management > Portfolio Division (EN)

SELGE G Properties  Overall Gantt  Documents  Archive

Portfolio: Portfolio Division (EN) Edit Properties | Edit Members | Customise Page Tex |Field Configuration| *age Layout Editor | 5| = | & | 2
Hame: Portfolic
Division
(EN)
Description:
Status: ®

Status Description:

Automated Reports Edit | Projects (portfolio management) Edit| New| Send report request|Email notification | Save current version | Archive | Move RIS

Name Current Stage Project Manager(s) Status  Planning Hours  Costs  EndDate
Reports Status  Status  Status

Apollo project Project initiat James N 21-1uk2010
Projects (portfolio management) [Z]) Apollo proj TEETT AT ames May @ ® [ ] ® u
Products Minsk = Ruud Peltzer (] (] ® [ ] 22-Jun-2010
lssues [E) venus Preparation stage Peter Cole @ [ ] [ ] (] 31-Dec-2010
Risks =
R Zeus - Albert Swank [ ] [ ] ® [ ] 1-Apr-2010
Changes
Actions
Lessons lzarmed Previous versions Remove R IR i Options 3
ErzibEn ETE Name Saved On Saved By Remarks
Resources March 2010 23 Mar-2010 Erik Aalbersberg
Entries

Apri 2010 23-Mar-2010  Erk Aalbersberg

Timeline Reports
Entries Report Models New |Remove |Import | Export| Archive

Name+ Objective

Wonthly Report Monthly Progress Report
Weekly Report Weekly Progress Report

The button 'Field Configuration' is found on the portfolio or the portfolio model, as highlighted above.

The following behaviours can be set for both the project and portfolio fields:

¢ Fields can be made available or be hidden

¢ Fields can be made editable or read-only

¢ Synchronization can be set: either off, or one-directional from project to portfolio or the other way
¢ Or the fields can be set based on a customized calculation (behaviour set to ‘custom’)

Note: Synchronization only works one way! It's either synchronized from project to portfolio or
from portfolio to project, but not both ways.

Note: Only use ‘custom' behaviour when told to by Fortes Solutions.
Changing the field configuration
1. From within the portfolio model (or an existing portfolio) press the button 'Field Configuration'. A
new window will appear which contains a list of all project and portfolio fields and their behaviours.

2. Press 'Edit’ to change the settings of the fields.

Portfolio Division (EN) Close| 7

@ This page configures the behaviour of custom fields and system fields for projects
Maodifications to the standard field configuration are shown in blue

(G RIELE System Fields

Custom Fields Save|Cancel
Portfolio
Category Name Available EditLevel Behavior Calculation Calculation option  Conditions
Costs Actual |NDI Available -| |Edrlah\E ‘| ‘* 'l
Costs Budget [not avaiabie -| [Eatable -] [= |
Costs EAC [not Avaiabie -| [Eatable -] [- |
Costs ETC [rot Avaiabie -| [Edtable - [= -]
Acties door P te [t Avaiiable ~| [Edttable = |
€z No Local Configuration
Belang Not Available Editable M= El
e Available Ediable _l ‘_ .|
Gereserveerd  |Not Avaible -| [Eatable -] [- |
handmatig
Gewenste [Hot Avaiaie -| [Eatasle - [= |
besluiten
Intern [Hot Avaiale -| [Edtable - [= |
Kosten besteed [ ot Avaiable -| [Eatable -] [= |
Markt [hiot A ciian | P 1 ]
Field configuration
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3.2.34

3. Choose one of the following combination of options on the project or portfolio side:

Settings

Options

Resulting behaviour

Available

No Local Configuration

No configuration applicable

Not Available

The field will not be available
for use at portfolio and / or
project level

Available

The field will be available for
use at portfolio and / or
project level

Edit Level

No Local Configuration

No configuration applicable

Not Editable

The field is not editable at
portfolio and / or project level

Editable

The field will be editable at
portfolio and / or project level

Editable before project start

The field will be editable at
portfolio level up until the
moment the corresponding
project has been created (this
option is only available on the
portfolio side)

Behaviour

No Local Configuration

No configuration applicable

Synchronized

The field will be synchronized
from portfolio to project level,
or the other way around (one
way only)

Synchronized after project
start

The field will be synchronized
from project level to portfolio
level as soon as the
corresponding project has
been created.

Custom

The behaviour of the field is
defined by a custom
calculation as provided by
Fortes Solutions

4. Press 'Save' to save the altered field configuration.

Financial configuration

Within the portfolio, the individual project sheets, and within the portfolio report on the project,
financial overviews can be shown and filled out. The financial overview displays budgets, actual and

committed costs, and a forecast.

The following items of the financial overview can be configured to suit different needs:

following the current one)

Other display options

Configuration

The financial categories that should be displayed

The behaviour and the resolution of the fields Budget, Actual, Committed and Forecast.

The financial period that should be displayed (current period, previous period and the period
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1. From the Portfolio Management dashboard, open a portfolio model or one of the existing
portfolios.

2. Open the 'Financials' tab and press the button 'Finance Configuration'.

Dashboard Properties © BaUEGREES  Portfolio Gantt  Documents  Archive
Portfolio: Portfolio R&D (UK) Finance Configuration | Set Current Period | 7

OThe finance overview for the portfolio shows information on budgets, actuals and commitments as well as the latest forecast. The overview shows the financial information for the current financial peried as well as the
preceding and succeeding periods (if configured). The current period can be set using the "Set Current Period” function. Note that the project totals summarise all available information (no restriction on dates).

Finance Edit I
Toggle: [v] Project Totals [] Preceding Period [w] CurrentPeriod [v] Time scale columns [¥] Succesding Period 4 — (& Select columnsto display
Toggle: [¥] Reserved [v] Budget [¥] Actual [ Forecast [¥] EAC [¥] Estimate [¥] Variance
Preceding Period
Project Totals <Jan (1) Jan (11) Feb (11) Mar (11) Apr (1) May (1) Jun
v Project > Category - Reserve Budget Actual Forecast FAC Variance Reserve Budget Actual Actusl Forecasi Actual Forecasi Actual Forecast Actual Forecast Actual Forecast Actual
4 Fiter by...

Finance Configuration
3. The window that opens allows the financial configuration to be changed
4. Select 'Use custom configuration’, which will bring up more settings

5. The following items can be configured:

Financial periods : Set the current financial periods, and whether to show the preceding
and / or next financial period

Behaviour : Change who can edit which fields at which point in the process
Forecasting process : Define which part of the period should be displayed for forecasting
purposes

Financial categories : Determine which financial categories will be available for use
Display options : Choose whether to show financial categories which have no data
attached

Configure Finance Process

B Configure the financial periods to show within the financial overviews. The current financial period is based on the "current period start’ date. Selectthe categories to use within
the portfolio. A custom configuration is only available when this is permitted at a higher level (Portfolio model).

C‘ Use configuration from related portfolio {model)

@ Use custom configuration

Set Financial Periods

Current financial period

Starts on first of
Time scale:

Duration: ~| years

Preceding financial period

Show preceding period?

| I

Summarise all up to current period: @ yes
(ST

Succeeding financial period

Show succeeding period? v
Summarise all after current period: @ Yz

) No
Set Behaviour

o Configure how to work with the different financial types. Choose behaviour of the type and in what level of detail the information should be shown for the current period.

Behaviour Level of detail current period
Reserved: |Ed'rtable by portfolic manager, not visible by project manager - | |Singla wvalue, complete current |
Budget: |Ed'rlah|e by portfolic manager, visible by project manager - | |Sir|gla wvalug, complete current |
Actual: |Vslnle by preject manager and portfolio manager, values are imported / from time sheets L | |Per time scale, complete current . |
C i |Nnt used - | |Per time scale, complete current |
Forecast: |Ed'rlah|e by project manager and published to portfolic manager - | |Per time scale, complete current |
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Configure Forecasting Process

) configure how to forecast costs within the projects of the portfolio

Forecast start date |Thi5 menth '|

Allow to override start of forecast start date on report request |v

Set Financial Categories

© yse all avaiable categories
() Use selected categories:
Selected Categories: i Categories:

Capex
Opex

Set Display Options

) The financial overview will always show all financial categories with data. Choose whether to show other (selacted) categories as well
Mote: When many categories are selected the performance may be affected

Also show categories without data I_

Cancel

6. Adding new financial categories is done from the 'Setup', in the 'Financial categories' section. This
can only be done by an administrator.

Fortes | Home | Portfolio Management | Time Entry | Cost Entry | R scalion | Prince2 FAQ | Project Plaza | Integration Dashboa d | Setup | € stiings | Support Portal

Setup 7
Settings H \ — Financial Categories
[# Principal Toolbox

Motifications. Financial Categories NEHREERGYEY - Al Categories B View Options v
WS Project integration

Name* Description

Conversions

Wanage Hour Rates Capex

Project Plaza Opex

Currencies

Wanage Skils
Time Entry
[# Manage entries
Wanage Non-project Activity Sets
Resource Allocation
Customize fields
Approval entries

Creating financial categories
3.3  Resource Allocation (add-on)

Resource Allocation supports the process of planning and managing resources on projects. The
process can be carried out in different ways:

¢ Resources are requested at project level

¢ Resources are requested at product level

¢ Or a hybrid option: both at product and project level

Two roles are associated with this process:

- The project manager can request resources to staff his or her project. Resources can be
requested as skill, or, if the project manager has a specific preference, as ‘named’ resources.

- The resource allocation manager (or ‘resource manager’ for short) is the manager of one or
more resource pools. As such, the resource manager registers resources, resource availability
and resource skills. Furthermore, the resource manager manages resource requests from project
managers by allocating resources to specific projects.

How to set up a resource pool, the resources, skills and the availability of the resources, is explained
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3.3.1

below.

Note: A user can be given resource manager rights in Principal Toolbox by an administrator.
To do so, navigate to the Resource Allocation module and click on Edit Members.

@ Principal Toolbox® (Principal) - Intemet Explorer

ey

jsp?PageDef=RASecurity&tPac

| htpi/2sp fortes.nprincipals fFolder/functions/Adc

Edit members for Resource Allocation

Resource Allocation Managers Available users

Yung J-Lao — 2
Abert Swank
Adan van der Laan

Clark Kent
Resource Allocation Readers Enk Aalbersberg
Herk Visser
Pl

Jan Jansen
ey Caczon
Jeroen van Bameveld
- John Edwards
Resource Allocation Members Peter Cole

Richard Hammond
Ruud Pekzer
S Lovies Support Administrator
Cancel
€D Internet | Protected Mode: On fa v ®100% -

Edit members for Resource Allocation

Managing a resource pool

A resource pool and pending resource allocation requests are managed by a resource allocation

manager.

1. Navigate to the resource pool that you would like edit.

2.

with requested, allocated, remaining and available hours per period for each resource.

The cells in this grid are color coded to provide a quick overview:

Blue cells indicate resource requests that are not yet (fully) fulfilled with

allocated resources.

Green cells indicate remaining hours that can be allocated to projects or

non-project related activities.

Red cells indicate over-allocation of a resource in a specific period.

Navigate to the “Resource Allocation” tab. In the “Request & Allocation” section, a grid is shown
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Resource Allocation» Resource Pool 1

Dashboard  Properties [EELTESEANEELESHTER SR Availability (Resources)

Resource Pool: Resource Pool 1 Add | Remove Resources | Edit Timeline Settings | 7
Lz 3 Wonths artiates 09-Apr-2010 = Weeks Unit: Hours (changes are spread out over period)
@ Fill in the project allocation for resources based on the project plan and/or request
Allocated > Available  Allocatsd < Avallable | Request > Albcated
Request & Allocation per Project Edit
Toggle: Reguest [¥] Allocation Remaining [ Avaiable f. | —
1405-04 151204 16 19-04 17 26-04 18 03-05 131005 201705 21 24-05 223105 2107-06 241406 25 2108 2 2506
Projects > Resources 5 skill 5 Req Alla Ren Req Allo Ren Req Allo Ren Req Allo Ren Req Alla Ren Req Allo Ren Req Alla Ren Req Alla Ren Req Alla Ren Req Allo Ren Req Allo Ren Req Allo Ren Req Allo Re
« Fiter by resource < Fiter by skill
[#} [Resources Summary] 61 107 7 % 32 136 32 136 168 168 168 168 168 168 168 168
[} Apolio Project 46 36 46 36 36 16 76 16 60 30 4% 4% 4% 26 26 26
il Erk Aslbersberg Project Manager €T 10 32 10 32 10 32 10 2 10 32 10 32 10 32 10 32 10 32 10 32 10 32 10 32
- James May Consultant (Jr.) 16 18 16 18 18 18 18 18 18 16 18 16 18 18 18 18 18 18 18 16 18 18
- Peter Cole Software Develope 20 20 (25| 20 20 [[55] 10 40| 50 40 50 40 20 40 20 40 20 40 20 40 40 40 40
[} Venus Project 58 25 58 25 28 28 28 58 58 28 2 58 58 28
- Erik Aalbersberg Project Manager €T 8 2 8 2 8 2|8 2 8 2 8 32 8 32 8 32 8 32 8 32 8 2 8 32
- Ivo Rings Software Develope 24 8 8 8 24 2 24 20 24 20 24 20 24 20 24 20 24
- Peter Cole Software Develope 20 25 18] 20 2s [158]/ 20 40 20 40 20 40| 20 40 20 40 40 40 40 40 a0
~ Richard Hammond Consultant (Jr) | 30 40 30 40 40 40 40 30 40 30 40 40 40 30 40 30 40 40
104 61 104 61 B4 16 104 16 88 88 104 74 74 84 84 54
< i ] ’

Overview of the entire resource pool

Note: The columns with planned, requested, and allocated hours can be toggled on and off by
checking or unchecking the checkboxes directly underneath the header of the Request &
Allocation section.

Note: If needed, the timeline setting of the grid can be edited. To do so, click on Edit Timeline
Settings. Set the horizon and start date according to your preferences.

3. Click Edit in the header of the “Request and Allocation” section to change allocation details of
resources to various projects.
Click on the *+'-sign in front of a project to expand that project and look at the details per
resource. Alternatively, click on the *+'-sign in front of the top row “[All resource]” to view all
resources in the resource pool without sections per project.

4. To allocate a resource, or change an existing allocation, edit the values in the “Allocated”
columns for each resource per period.

Note: In case of a requested skill instead of a specific ‘named’ resource, first select the
resource with the requested skill as primary or secondary skill that you want to allocate before
entering the allocated hours.

5. Click Save to save your changes. This will automatically send new or changed allocation details
to the appropriate Project Managers.

3.3.1.1 Setting up a resource pool

Before you are able to request and allocate resources you will have to define one or more resource
pools. To do this, you will have to define skills and then appoint these skills to resources. After you
have done that, you can add resources to a resource pool.

Adding, removing and editing skills

In order to be able to define resources and their skills, a set of skills needs to be defined first. Skills
have to be defined only once and can be used for multiple resources and resource pools. This allows
you to report on skills over multiple resource pools.

1. Navigate to the Setup in the dark blue header on the top of the screen.
On the left-hand side of the screen you'll find many options including ‘Manage Skills'.

© 2011 Fortes Solutions BV



Functionalities 103

s | Home | Portfolio Management | Time Entry | Cost Entry | Reso cation | Prince2 FAQ | Project Plaza | Integra ard | Setup | Settings | Support Portal
Setup 7
Settings + | = [ manage skins
[# Principal Toolbox

Notfications New | Remove | IS B View Options v
MS Project integration

Name*

Conversions

Manage Hour Rates Censuttant (Jr.}

Project Plaza Consultant (Sr.)

Currencies
Resource Categories
Financial Categories. Software Developer

T— Software Engineer
Manage Skils

(3] Manage entries.
Manage Non-project Activity Sets

Froject Manager ICT

l

Resource Alocation
[# Customize fields
Approval entries.

Manage Skills at Setup

2. To add a new skill: Click New to add a skill (a popup window will appear in which the name of the
new skill can be specified)

3. To remove previously defined skills: Select a skill (or select multiple skills by using the ‘Control’
-key) and click Remove.

4. To edit previously defined skills: Click on the name of the skill to be edited (a popup window with
the skill details opens). Click Edit to edit the skill name.

@ Principal Toolbox® (Principal) _ Intemet Exp_ [ 0
i

‘@ http://asp.fortes.nl/Principal/online/Folder/Folder.jsp?PagelD=132709&PreviousFolderlD=130436&OpeninEdit=true |

Rescurce Allecation™ No name o

Save|Cancel

Hame: Software Develope! Creator: Erik Aalbersberg

Create Date: 07-Apr-2010

-

€D Internet | Protected Mode: On fg v H100% v

Adding a skill

Adding new resources in Principal Toolbox

Before resources can be appointed to a resource pool, resources and their skills need to be defined in
the Principal Toolbox. Users are automatically available as resources, additional resources can be
defined by a resource manager as follows.

1. Navigate to Setup in the dark blue header on the top of the screen. The left-hand side of the
screen contains a link to '"Manage resources'.
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Settings + | - Manage Resources

Principal Toolbox. o Here you can manage the resources for the resource allocation.
MNotifications There are two types of resources:

WS Project integration
Conversions = Resources that are not linked to a user account. These resources can be added, removed and modified freely.
Manage Hour Rates + Resources that are linked to a user account. For these resources only some properties (like skill) can be edited.
Project Plaza
Currencies

Resource Cals

Manage Resources

Time Entry
Wanage entries

Manage Nen-projeet Activiy Sets Resources {users) Edit View Oplions ¥
Resource Alocation

Resources (no users) Edit | New | Remave View Options ¥

Last Name# First Name Primary Skill Secondary Skill(s) Email Phone Remarks
Bloemen Fieter Project Manager ICT Consultant (Sr.) Peter@mail. com +3153 2314 357

Customize fields Last Hame+ First Name Primary Skill Secondary Skill(s) Email Phone Remarks
Approval entries Aalbersberg Erk Project Manager ICT Consultant (Jr.) &.aalbersberg@fortes.nl 06 24 94 66 66
Administrator Support — — support@fortes.nl
Cole Peter Software Developer — p.cole@fortes.nl
Davies. Samuel — — Davies@mail com
de Groot Richard Consultant (Jr.) Software Developer rdegroot@mail com
Edwards John Software Engineer Software Developer jedwards@mail.com
Jansen Jan Project Manager ICT Software Engineer Jansen@mail.com
JiLlao Yung Software Developer Software Enginesr yjHao@mail. com
Waassen Tom Consultant (Sr.) Project Manager ICT Iclarkson@mail com
Wulder Herman Consultant (Jr.) Software Developer hmulder@mall.com
Peltzer Ruud Project Manager ICT = rpetzer@mail.com
Rings o Software Developer = irings@mail.com
Swank Albert Project Manager ICT = a.swank@fortes.nl
wan Bameveld Jeroen Project Manager ICT = jvanbarneveid@fortes.nl
wan der Laan Arjan Consultant (Sr.) Project Manager ICT, Laan@mail. com
Software Developer
wan Wirdum Theo Software Enginesr = tvanwirdum@mail.com
Visser Henk Software Developer Consultant (Jr.) Henk@mail. com
Weerdenburg Ruud v. Project Manager ICT = r.vanweerdenburg@fortes.nl

Manage Resources at Setup

2. The screen contains two sections: one for 'no users' and one for 'users'. Click 'New' in the 'no
users' section to set up a resource which is not is associated with an user account in the Principal
Toolbox.

Resources (no users) Edi |l'-le'w by * Resources bl | View Options i

Last Hame# First Hame Primary Skill Secondary Skill{s) Email Phone Remarks
Bloemean Pieter Project Manager ICT  Consultant (Sr.} Peter@mail. com +31 53 2314 357

Creating a new resource (no user)

3. A new window will appear. Enter the details of the new resource and click Save. The new resource
will be listed in the section 'Resources (no users)'.

Appointing primary and secondary skills to resources

1. To appoint primary skills to resources (both users and non-users) click on Edit. Select the desired
primary skill and click on Save. (Alternatively, to edit both primary and secondary skills of a
resource, follow the steps below.)

Resources (users)
Last Name+ First Name Primary Skill Secondary Skill(s) Email Remarks

Aalbersberg Erik Project Manager ICT —| Consultant (Jr.) |e_aalbersberg@fnrtes.nl | | | |

 —

|
Administrator Support Consuftant (Jr.) |suppnrt@fnrtes.nl | | | | |
Ci ltant (Sr. - -
Clarkson Jeremy P?;;:; zlr:in(agre)r s |Jclark5nn@mall.cum | | | | |
Cole Peter Software Developer p.cole@fortes.nl il i |
Software Engineer
Davies Samuel Davies@mail com | |

Appointing a primary skill

2. To appoint (a) secondary skill(s) to resources (both users and non-users), click on the name of the
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resource you want to appoint skills to (a new window will appear in which the resource details are
listed)

Peter Cole Save|Cancel
First Hame: |Peter | Primary Skill: |5Dﬂware Developer -|
Last Name: |Cule | Secondary Skill(s): |_ v|
initals: P | Remarks: Consutart (i)

Email: |p.cnle@fnrtes.nl | %:;?:gt?;gﬁ;]er cT
Phone: | | Software Developer

Appointing a secondary skill
3. Click Edit to modify the resource details, including the primary and secondary skills.

4. Click Save to save the modifications, and click Close to return to the main window.

Creating a resource pool and appointing resources to a resource pool
A new resource pool can be created by the resource manager.
1. Navigate to the “Dashboard” tab of the Resource Allocation module.

Resgurce Allocation

BEEGGEGE Resources Skills

Resource Allocation

Dashboard tab

2. Click New to create a new resource pool. Specify the name and, optionally, a description for the
resource pool and click OK.

3. To appoint resources to a resource pool, click on the name of the resource pool (in the tab
“Dashboard”) that you want to add resources to.

Note: a resource can be appointed to multiple resource pools.

4. Click on the tab “Resource Availability” and click on Add / Remove Resources (a popup window
with the available resources and already appointed resources will appear).
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3.3.1.2

g Principal Toolbex® (Principal) - Internet Em

(i [ B o]

‘@ http://asp fortes.nl/Principal/online/Folder/functions/AddEditFolder jsp?PageDef=AssignResourcePoolResources&PagelD=130615 |

Resource Pool: Resource Pool 1

0 Select the skills for the resource pool. Only resources with the selected skills can be managed in the pool

' B Selected Resources Available Resources
Erik Aalbersberg Administrator, 5 -
Iva Rings Adan van der Laan
James May Claric Kent
John Edwards Henk Visser
Peter Cole Jan Jansen
Richard Hammond Jeremy Clarikson
Jeroen van Bameveld

Pigter Bloemen

|2

Select Resources

Ruud Pettzer
Samuel Davies ag
Done & Intemnet | Protected Mode: On a3 v H10% -

Adding resources

5. Select (a) resource(s) on the right and click “<<” to appoint the selected resources to the resource

pool.

6. Click OK to save your changes.

Non Project Activities

To allow for allocation of a resource to non-project activities (and thus diminishing the resource’s
available hours for project allocation), one or more predefined sets of non-project activities need to

be assigned to a resource pool.

1. Navigate to the Resource Pool.

2. Inthe tab “Dashboard”, click Edit Properties to edit the main properties of the resource pool. A
popup window will appear in which the properties of the resource pool can be edited.

& Principal Taolbox® (Principal) - Interet Explnrer‘ e =]

| & nttpy/2sp fortes.nl/Principalfonline/Folder/functions/AddEditFolder jsp?PageDef=General&PagelD:

Edit Resource Pool

Edit name and description

Hame: |Resource Pooi 1 |

Description:

MNon-project activity sets

Hon-Project Activity sets:
- oy [ niet-Project Activiteiten

[] Non-Activités du projet
[VliNon-Project Activities
[ Non-Projekt-Aktivititen

Cancel

€D Internet | Protected Mode: On v ®10% v

Select a non-project activity set

3. Select the right non-project activity set(s) to be assigned to the resource pool and click OK to

return to the main window.

Creating non-project activity sets|1ss1 is part of the 'Setup page'. For more information click on

System Administrator: Setup & Settings/157)
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3.3.1.3 Managing resource availability

The resource availability can be managed by the resource manager.

1.

2.

To edit availability of resources in a resource pool, click on the name of the resource pool.

Click on the tab “Resource Availability”. A grid with the allocated hours, remaining hours and
available hours is shown.

Resource Allocation> Resource Pool 4

Dashboard Properies Request & Allocation (Projects) [aEIETVEGESET 0=
Resource Pool: Resource Pool 4 Add / Remove Resources | Edit Timeline Settings | 7

Horizon: 3 Menths. Start Date: 09-Apr-2010 Scale: Weeks. UNit: Hours (changes are spread out over period)

ﬁ Fill in the availability for resources and their allocation to non-project activities (NPA's).

Allocated = Available Alipcated = Available

Availability & NPA Allocation per Resource Save \ Cancel

Toggle: Allocation Remaining Availble +.  —

M4 451204 151904 72604 150305 191005 201705 212405 23105 2307-08 2414
Resources > NPA % Primary Skill  Secondary Skill(s) 5 Ava Alla Ren Ava Allo Ren Ava Allo Ren Ava Alla Ren Ava Allo Ren Ava Alla Ren Ava Alla Ren Ava Alla Ren Ava Allo Ren Ava Alla Re
- ~ Fifter by skil
4 [ Henk Visser Software Develor Consultant (Jr.) 40 0 a0 40 w0 0 40 40 40 0 w0 40 a0 40 w0 0 40 0 W 4
4 [ James May Consultant (Jr.) Software Developer 32 2 32 2 32 2 32 2 32 32 32 2 32 32 32 2 32 2 32 3
4 [ Jan Jansen Projest Manager | Software Engineer % % 16 6 16 6 16 16 16 % 16 16
% [# Peter Cole Software Develog
% [ Pister Bloemen Project Manager | Consultant (Sr.)
) 2 s s 82 88 88 s s s =8 @ s 72 72 2 72 72 72 7

Adding the resource availability

Note: The columns with allocated, remaining and available hours can be toggled on and off by
checking or unchecking the checkboxes directly underneath the header of the resource
availability section.

Note: If needed, the timeline setting of the availability grid can be edited. To do so, click on
Edit Timeline Settings. Set the horizon and start date according to your preferences. It is also
possible to set the scale and unit.

Click Edit in the title bar of the Resource Availability Section. In the table in the Resource
Availability section, the available hours can be entered for each resource in the columns “
Available” per period. Only specify the hours that each resource is available to be allocated to
projects

Resource Allocation> Resource Pool 4

Dashboard Properies Request & Allocation (Projects) [aEIETVEGESET 0=
Resource Pool: Resource Pool 4 Add / Remove Resources | Edit Timeline Settings | 7

Horizon: 3 Menths. Start Date: 09-Apr-2010 Scale: Weeks. UNit: Hours (changes are spread out over period)

ﬁ Fill in the availability for resources and their allocation to non-project activities (NPA's).

Allocated = Available Alipcated = Available

Availability & NPA Allocation per Resource Save \ Cancel

Toggle: Allocation Remaining Availble +.  —

M4 451204 151904 72604 150305 191005 201705 212405 23105 2307-08 2414
Resources > NPA % Primary Skill  Secondary Skill(s) 5 Ava Alla Ren Ava Allo Ren Ava Allo Ren Ava Alla Ren Ava Allo Ren Ava Alla Ren Ava Alla Ren Ava Alla Ren Ava Allo Ren Ava Alla Re
- ~ Fifter by skil
4 [ Henk Visser Software Develor Consultant (Jr.) 40 0 a0 40 w0 0 40 40 40 0 w0 40 a0 40 w0 0 40 0 W 4
4 [ James May Consultant (Jr.) Software Developer 32 2 32 2 32 2 32 2 32 32 32 2 32 32 32 2 32 2 32 3
4 [ Jan Jansen Projest Manager | Software Engineer % % 16 6 16 6 16 16 16 % 16 16
% [# Peter Cole Software Develog
% [ Pister Bloemen Project Manager | Consultant (Sr.)
) 2 s s 82 88 88 s s s =8 @ s 72 72 2 72 72 72 7

‘ [ il ] '

Adding non-project activities
To allocate a resource to non-project activities:

a. Add a new row for the resource that needs to be assigned to non-project
activities by clicking on the ‘+’ sign in front of the resource’s name. A new row
appears with a blank activity field.

b. Click on the blank activity field and select the right non-project activity.

c. The hours to be allocated to the selected non-project activity can be entered in
the columns “Allocated” per period.
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d. Repeat steps 5a through 5c for each additional non-project activity.

5. Click Save to save your changes.
3.3.1.4 Managing requests and allocations

The owner of a resource pool (a resource manager) is responsible for evaluating all resource
requests that are coming in, and turning them into allocations.

1. From within the Resource Allocation module, open the resource pool that needs managing.

2. Open the 'Request & Allocation (Projects)' tab from the dashboard.
It will display a planning board with requested and/or planned, allocated and remaining hours for
each resource.

Note: depending on the chosen resource allocation process, the button 'Edit Timeline Settings'
allows for changing whether planned and/or requested hours are being displayed. To make the
change, set the 'Resource Allocation Process' to one of 'Project request driven', 'Project
demand driven’, or 'Hybrid'.

The individual cells in the planning board are colour coded to give an immediate impression:

- Blue: shows all requests for resources which haven't been (completely) satisfied by
resource allocations

- Green: depict remaining hours available to be allocated against projects and non-project
activities

- Red: alarm the resource manager to the fact that resources have been allocated over and
above their availability

Resource Allocation> Resource Pool 1

Dashboard Properties | pERTESE R GRS e B Availability (Resources)

Resource Pool: Resource Pool 1 Add /| Remove Resources | Edit Timeline Settings | 7
Horizon: 3 Months Start Date: 09-Apr-2010 Scale: Weeks Unit: Hours (changes are spread out over period)
@ Fill in the project allocation for resources based on the project plan andfor request.
Albcated » Avaiable  Allocated < Available Request » Allocated
Request & Allocation per Project Edit
Toggle: Request [7] Allocation Remaining [] Avaiable + —
120504 1512-04 16 19-04 17 26-04 18 03-05 13 10-05 20 17-05 212405 22 3105 23 07-06 241406 25 2106 26 28-06
Projects > Resources S skill 5 Req Allo Ren Req Alla Ren Req Allo Ren Req Allo Ren Req Allo Ren Req Allo Ren Req Alla Ren Req Alla Ren Req Allo Ren Req Allo Ren Req Allo Ren Req Alla Ren Req Alla Re|
# Filter by resource + Fitter by skill
[ [Resources Summary] &1 107 o 32 136 32 136 168 168 168 168 168 168 168 168
[=}- Apolio Project 46 36 46 36 36 16 76 16 80 30 45 4% 4% 26 26 26
i Erik Aalbersberg Project Manager ICT 10 32 10 32 10 32 10 32 10 3210 32 10 32 10 32 10 32 10 32 10 3210 32
James May Consultant (Jr.) 16 16 16 16 16 16 16 16 16 16 16 16 16 16 16 16 16 16 16 16 16 16
Peter Cole Software Develope 20 20 5 20 20 5 10 40 50 40 50 40 20 40 20 40 20 40 20 40 40 40 40
[E}- Venus Project 58 25 58 25 28 28 2 58 58 28 28 58 58 2
Erik Aalbersberg Project Manager ICT 8 32 8 32 8 32 8 32| 8 32| 8 32| 8 2 8 32 8 32 8 32| 8 32| 8 32
vo Rings Software Develope 24 8 8 8 2¢ 2¢ 24 20 24 20 24 20 24 20 24 20 2¢
Peter Cole Software Develope 20 25 5 20 25| 5 20 40 20 40 20 40 20 40 20 40 40 40 40 40 40
Richard Hammond Consultant(Jr) 30 40 30 40 40 40 40 30 40 30 40 40 40 30 40 30 40 40
104 61 104 61 84 16 104 16 88 88 104 74 74 84 84 54
<[ i ] ’

The planning board is used to manage the requests for resources

Note: the columns with requested, allocated, remaining and available hours can each be hidden by
toggling the checkboxes

Note: using the button 'Edit timeline settings', the period covered by the planning board, and its
resolution can be changed

3. Press the 'Edit’ button in the 'Request and Allocation per Project' section of the screen to edit
the allocation of resources.
Use the "+'-sign to check the details per individual resource on a project. By expanding the
‘Resources Summary' it'll show the total allocation per resource independent of the projects.
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4. To change the allocation of a resource, fill out the values in the Allocation column. This can be
done for each separate period. The period is determined by the timeline settings.

Note: when a skill has been requested, instead of a specific named resource, the resource
manager will have to select a named resource with the specified skill before allocating hours.

5. Press 'Save' to keep all changes. The allocations are published to the projects and are now
available to the project managers.

Discussions between project manager and resource manager

Using the Principal Toolbox it's possible to discuss requests and allocations between project manager
and resource manager. The discussion is initiated by the resource manager and works like a chat
service. It's used as follows:

1. From the resource allocation module, open a resource pool and navigate to the 'Request &
Allocation' tab.

2. Press the Edit button of the planning board.

3. Press the Pencil icon next to the project for which a discussion is to be started

Dashboard  Properties [GERIEERANITEILNEMTON  Availability (Resources)

Resource Pool: ICT Resource Pool Add / Remove Resources | Edit Timeline Seftings | 2

Horizon: 3 Months. Start Date: 02-Aug-2010 Scale: Weeks Unit: Hours (changes are spread Mode: Autematic Recalculation
(@ Fillin the project allocation for resources based on the project plan and/or request
Allocated > Available Aliocated < Available Request or Planned > Allocated Planned = Request

Colouring on project row indicates that one of the underlying resourceiskil rows has a matching condition.

Request & Allocation per Project =1

Toggle: [v] Planned [v] Request [w] Alocation [w] Remaining [] Avaiable +. — &
3102-08 32 09-08 32 16-08 34 23-08 35 30-08 36 06-09 37 13-09 32 20-09 33 27-09
4 & Projects > Resources 2 Skill ~ Plar Req Allo Ren Plar Req Allo Ren Plar Req Allo Ren Plar Req Allocation Ylar Req Allo Ren Plar Req Allo Ren Plar Req Allo Ren Plar Req Allo Ren Plar Req Allo Re|
~ Filter by resource ~ Fiter by skill
@ [Resources Summary] 144 16 144 16 144 16 144 16 30 80 30 80 80 80 30 80 30 8
“# .| Fl Apolio Project 57 39 57 39 61 39 39 39 92 112 102 102 20
fo Erik Aaloersberg Project Manager ICT 20 10 20 10 20 10 10 10 16 20 16 20 16 20 16 20 21
Ivo Rings: Software Developer 23 15 23 15 21 15 15 18 22 20 22 20 22 20 22 20 21
John Edwards Software Engineer 10 10 10 10 10 10 10 10 10 10 10 10 32 20 52 20 52 20 52 20 20 2
| Peter Cole Software Developer 4 4 6 4 4 6 4 4 6 4 4 8 22 20 22 20 12 20 12 20 20
x = % = = “ * ® 45
[~ Erik Aalbersberg Project Manager ICT 10 10 10 10 10 10 10 10 16 20 16 20 16 20 16 20 21
[ Mo Rings. Software Developer 5 5 5 5 5 5 5 5 10 20 10 20 10 20 10 20 2
- Peter Cole Software Developer 10 10 & 0 10 8 10 10 & 10 10 6 20 20 20 20 20 20 20 20 20

T i ] »

Opening a discussion log

4. A chat session is opened in which the resource manager can enter a message for the project
manager.
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Discussion between ICT Resource Pool and Venus Project *®
6 Here you can read and contribute to the discussion between the project manager and pool manager. You can add a message, mark the request
as completed or flag the request for follow-up.
Discussion Status:  New Request Status: ' C -
- New
Discussion Log ¥ Red
7 Yelow
?’ Blue
f Green
o C

Discussion log
5. After pressing 'OK' a message will be sent to the project manager.

6. The project manager receives the message in the Resource Allocation tab on the project. A
response can be given by clicking 'Edit' and sending it by using the Envelope button.

Fortes | Home | Portfolio Management | Time Entry | CostEntry | R

| Project Plaza | Integration Das | Setup | Settings | Support Portal
Fortes > IT department > IT Change projecs > Venus Projedt

Dashboard Properties © ProductBreakdown Plan  Ganlt [EEERNEEUEREE S Documents ©  Portfolio Report  Reporls  Guide  Plaza
Project: Venus Project
Horizon: 3 Honths. Discussion between Venus Project and ICT Resource Pool L Jhurs (changes are spread out over
0 Here you can read and contribute to the discussion between the project manager and pool manager by adding a message
Request or Planned » Allscated
Discussion Status: | Read
Request & Allocation

Discussion Log

Toggle: [¥] Panned [¥] Request [¥]

40 04-10 411110 421810
Plar Req Allo Plar Req Allo Plar Ret

4 Pools >
ATl Erik g (11-Hov-2011 14:29):

<:-. [} ICT Resource Pool James is not available next week

i"" Erik Aalbersberg

{ Wo Rings
i Peter Cole

Discussion log on projects
3.3.2 Managing resources on projects

Using the Principal Toolbox resources can be requested to work on projects. Requests can be
submitted for the project as a whole or by individual product. When done by individual product it's
called a 'demand' rather than a 'request'. Depending on the organization's requirements one of these
planning processes can be chosen, or a hybrid model can be used.

3.3.2.1 Requesting resources

Before a project manager is able to request resources from a resource pool, a pool or multiple pools
have to be linked to the project.

1. Go to the project and click on Edit Properties. A pop-up will appear where you can link a
resource pool to a project.
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2.

3.

Edit Project
Properties

Name: JEpolo project ]

Objective: [Rollout o software on desktops |

Status: Green v

Status Description: [on schedule.

Project Color: -

References

Resource Pool(s): Selected Resource Pool(s) Available Resource Pool(s)
Resource Pool 2

Add a resource pool to the project

By using the “<<” the project manager is able to add more resource pools.

Click Ok to save your changes

The project manager is now able to request resources from the resource pool.

1.

In a project, navigate to the “Resource Management” tab, section “Resource Allocation”. In the

“Request & Allocation” section, a grid is shown with planned, requested,

and allocated hours.

Blue cells indicate resource requests that are not yet (fully) fulfilled with allocated resources by

the resource allocation manager.

Note: The columns with planned, requested, and allocated hours can be toggled on and off by
checking or unchecking the checkboxes directly underneath the header of the Request &

Allocation section.

Note: If needed, the timeline setting of the grid can be edited. To do so, click on Edit Timeline
Settings. Set the horizon and start date according to your preferences. It is also possible to set

the scale and unit.

2. To assign one or more resource pools to the project (only needs to be done once for every
project, or whenever changes are required), click Edit Resource Pools in the Request &
Allocation header. A popup window will appear in which one or more available resources pools

can be assigned to the project.

In the header of the “Request & Allocation” section, click Edit to start requesting resources for the

project.
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/& Principal Toolbox® (Principal) - Intemet Explorer [E=SIE

@Q - “@] htp://asp.fortes.nl/Principal/Prince2L ook/MySystem.jspiFolderD=106814&ViewlD=-1 &SctReturnAdrs=false - \ ‘,\ X | \-‘] Google £ -

[ File Edit View Favorites Tools Help |

/i Favorites | [] Principal Toolbox® (Principal)

User Manual | Home | Portfolio Management | Time Entry | Cost Entry | Resource Planning | Resource Allocation | Prince2 ) | Integration Dashboard | Setup | Settings

User Manual> Production (EN)> Quality and Organisstic. > Apcllc project o
Dashboard Properties ProductBreakdown Plan Gantt Activity Gantt Resource Planning |G EGEREG IERE Portfolio Report Reports Guide

Project: Apollo project Edit Resource Pools | Edit Timeline Seftings| 2
Resource Allocation

Horizon: 3 Months Start Date: 07-Apr-2010 Weeks Unit: yours (changes are spread out over period) L
Toggle: [ Planned [¥] Request [¥] Allocaton +. —
14 05-04 151204 16 19-04 17 26-04 12 03-05 19 10-05 201705 212405 223105 230706 241406 252106 2 4
Resource S skill % Plar Req Allo Plar Req Alla Plar Req Alla Plar Req Alla Plar Req Allo Plar Req Allo Plar Req Allo Plar Req Allo Plar Req Allo Plar Req Allo Plar Req Allo Plar Req Allo Plar |
~ Fitter by. ~ Fitter by.
% [= Resource Pool 2 b= b= b= b= a7 32 32 32 8 8 8
- Arjan van der Laan - Project Manager 15 15 15 15 15
x + Henk Visser + Software Develo 24 24 24 24
x . ~ Consultant (Sr.) 8 8 8 8 8 8 8 8 8 8 8
23 23 23 23 47 32 32 32 8 8 8

< I ] 3

Requesting resources on a project

4. To add a row in which a resource or skill request can be entered, click on the ‘+'-sign in front of
the appropriate resource pool. To request a resource, perform one of the following steps:

a. Torequest a specific ‘named’ resource, select a resource name from the drop
down menu in the resource name field underneath the appropriate resource pool.
Optionally, select the skill that the resource is requested for in the drop down
menu in the skill field next to the resource name field.

b. To request a skill instead of a specific resource, select a skill name from the drop
down menu in the skill field underneath the appropriate resource pool. The
resource manager will allocate a resource with the desired skill to match the
request.

5. Click Save to save your changes. This will automatically send new or changed requests to the
Resource Allocation Manager.
3.3.2.2 Planning resources

Instead of, or complimentary to requesting resources at project level, resources can be 'planned’ at
product level. To do so, follow these steps:

1. Open one of the products on the project and navigate to the tab ‘Resource Demand'.

2. Within the section 'Resource Demand' press the Edit button.

3. Using the planning board, resources can be planned by Skill, named Resource, or both.

4. Additionally the hourly rate can be chosen as it may be specific to the project.
Note: as soon as a resource registers hours against a project, using the time entry module, the
default hourly rate as defined for the resource will be used. If this default rate is different from the
rate as chosen when demanding resources, the project manager will have to explicitly change the

rate that is used when the resource enters time against the project. Please see 'Letting project
managers choose hourly rate' |15 for instructions on how to set the appropriate rate.
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3.4

3.4.1

Product: Highlight Reports

General Logs Dependencies  Costs & Hours | LR a0 =l |

@ Edit the resource demand planning.

~EIE Highlight Reports Planned Actual
Description: 37111 date date
Hours Planned: 0.00 [~ Start: 06-0ct-2011 -

Costs Planned: 0.00 [7 Final: 12-0ct-2011 -

Hours Actuak 0.00 Duration In Working Days: 5

Resource Demand Save | Cancel

Skill = Resource = Default Hour Ri - Planned Costs Planned

~ Filter by... ~ Filter by... ~ Filter by...
% [E}- ICT Resource Poal 40 4700
| < Software Engineer < John Edwards < Rate 110.0 10 1100
= o Project Manager ICT - Erik Aalbersberg < Rate 120.0 30 3500
40 4700

Resource planning on product level

An overview of all planned resources on the project is found on the 'Resource Allocation' tab, under
the header 'Resource Management'. To only view planned resources (and not the requests) the
timeline settings have to be changed. Press the 'Edit Timeline Settings' button to set the Resource
Allocation Process to 'Project Demand Driven'.

Any hours planned against the product will be evenly distributed across the duration of the product,
which is defined by its start and end dates.

Time registration (add-on)

Registration of hours using the Principal Toolbox is done by using the module 'Time Entry'. Users of
the Principal Toolbox who are assigned to so-called Time Registration groups will receive a timesheet
which they can then use to register the hours worked against projects and non-project activities, like
leave. Using these timesheets, actual cost entries can be allocated against projects and non-project
activities according to pre-defined hourly rates.

Generating, submitting and approving timesheets

The process contains the following steps, which are explained in the next sections.

1. Creating a time entry configuration|114]
With this step, you define which products are shown on users' time sheets, and whether or not they
have a free choice of products on their time sheet. Different configurations can be used for different
departments.

2. Creating non-project activity sets|1sé}
These sets can be used to define activities that are not part of projects. These could be operational
duties, and non-productive hours, like sick leave, holidays, leave. For different departments,
different sets can be created.

3. Creating time entry groups|118)
These groups define departments / teams. Members of a group share configuration, non-project
activity sets and the approvers of the weekly time sheets.
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nent | Time Entry | CostE;

Edithlembers | Customise Page Text| = | 7

@ Atime registration group contains a group of persons for time entry.
s [} Atime entry group can be relatedto a single configuration and one or more non-project actvity sets (NPA sets).
NPA 55 Gan be modified and reated at Setup.
58] Pending Timesheets.
5] Approved Tmeshests

New|Remove Y RETYIIC TS | View Optons K3
Sets

Name* Description Time Ent Hon-f

Membership Hon-Project Activiies
Time Entry Groups.
Hon-project Activy Sets.
Actiies
Time Shests
Cost / Hour Entr —A
Resol Budget
- —_— Owner: Erk Aalbersberg rou er
Timeline Reports. 3 Status: — rover(s): Aan van der Laan, Erik Aalbersberg
Entries Last Saved By: Erk Aalbersberg
Total Hours: 1800
Minimum Hours: 000
Start Date: 05-Apr-2010
End Date: 11-Apr-2010

General

Apollo Project Intake-gesprek met eindgebruikers | o] el 1000

Apollo Project Project Autorisatie I T I 800

Apollo project Computerharaware purchased || | | 000

Apollo project Initial Business Case I I I 0.00

Apollo project Project Authorisation il il T 000

Apollo project Projectnftation Document C I T 1 oo ]
Apollo project Requirements report C I 11 ewf ]
Apollo project senverpurchaseandnstatation [ | | || | || | oo ]

Totsls for sheet: 500 000 200 600 500 000 000 1600

Done @ interet| Protected Mode: On Ga v ®00% -

=]
Add-on 'Timesheets'

See also Registration of actual hours| ss for more information about using timesheets.

3.4.1.1 Creating a time entry configuration

The time entry configuration defines:

¢ which products are shown on time sheets:
o "membership" based: only products of which the user is owner, reviewer or participant are shown
on the time sheet, regardless of budget.
o budget based: only products that have a budget assigned are shown, but then to all members of
a project.

¢ whether only products from active stages are shown, or all products from the project

¢ whether users are allowed to choose products of projects they are not a member of.
Creating a time entry configuration
There are multiple ways to create time entry configuration. The default way to define a time entry

configuration is described below.

1. In the dark blue page header, click on Time Entry.

Edit Members | Customise Page Text| = | 7

(@ Atime registration group contains a group of persons for time entry.

Automated Reports Edit Atime entry group can be related to a single configuration and one or more non-project activity sets (NPA sets).
NPA sets can be modified and created at ‘Setup”.
E Pending Timeshests

58] Approved Timesheets Time Entry Groups new|Remove TS [View Options g
Name* Description Group Manager Time Entry Configuration Non-Project Activity Sets
icT Groep voor ICT medewerkers. Erk Aalbersberg Budget Non-Project Activiies.
Reports
£ Sales Groep voor Sales medewerkers Membership Non-Project Activiies.
Time Entry Groups
Non-project Activity Sets
Activilies . .
e Time Entry Configurations Hew | Remove R AT T e View Options g
Cost/ Hour Entries. Name* Description
Resources Budget Products appear on time sheets when
an hours budget has been set on those
producs

Timeline Reports Membership Products appear on time sheets when

users are owner/reviewer/participant
B of those products. Active stage only.
Free choice of products also alowed.

Time Entry Page
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2. On the Dashboard tab that appears, click New in the header Time entry configurations to create
a new time sheet configuration.

Time Entry= Budget

BEELLLELGE  Accountable Hours

Time Entry Configuration: Budget

(@ Edit time entry configuration
Setname and settings for this configuration

Hame: ‘ Budget |
Description:

\Pruducts appear on time sheets when an hours budget has been set on those products |
Split Up Time Sheets on |

Month Transition:

Create new Time Sheets m

after Approval Request:

Products shown automatically on time sheets
Product Membership: I
@ Products from active stage onfy

() Products from all stages
Product Budget: I~

() Products from active stage only
@) Products from all stages

Free product selection I
Allow free entry on r
projects:
Allow free entry on non r
project activities:

Show product field on time sheet

Product Field: — -

Approval

Auto Approve on Submit: [

Time Entry Configuration

3. Fill in the following information:

Name :  Name of the time entry configuration.

Description :  Description of the time entry configuration.

Product membership :  Select which products will be automatically available for time entry.
Product budget . Select which products will be automatically available for time entry.
Allow free entry . Select if users may select products free.

4. Click Save to store the time registration configuration.

5. Now you can close this dialog, by clicking Close.

Time entry configuration with Planning Item Filters

Another way to create a time entry configuration is by using so-called 'Planning Item Filters'. These
configuration options are bit more flexible and offer more filter options.

1. To enable the 'Planning Item Filters' navigate to Setup and click on Time Entry and Settings.

2. Click on Edit to enable the 'Support for Activity Planning'.
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o

Settings -
[# Principal Toolbox Module name: Time Entry
Notifications
MS Project integration Settings for Time Entry
Conversions
Manage Hour Rates Settings
Project Plaza
Currencies. Default value Custom value
Resource Categories Allow project manager(s) to approve hours ® No @ Yes w
Financial Categories Allow project manager(s) to configure hour rates per resource [3] ® No
Manage Resources Support for Activity Planning [5] © M

= Time Entry
Manage ome sneets
Manage entries
Manage Non-project Activity Sets
Resource Allocation
Customize fields
Approval entries

Enable Support for Activity Planning
3. Go back to Time Entry in the dark blue bar.

4. Click on New in the header Time Entry Configurations to create a new time entry configuration.

Name: Budget

Description: |Pruducts appear on time sheets when an hours budget has been set on those products |
Split Up Time Sheets on Month Transition: -

Create new Time Sheets after Approval Request: —

Allow external users as time entry group members: —

Pre-selected Planning ltems I

o Pre-selected planning items are shown on the time sheet by default. Forthese items, employees can directly start writing their hours, without having to select
them. Filters can be selected to configure which Planning ltems should be shown as pre-selected.

Pre-selected Planning Item Filters: S Filter(s) A Filter(s)
Pre-selected

With budget

With budget and in progress
With ownership

With ownership and in progress

W o
i I

Selectable Planning ltems

o Selectable planning items appear in the product/activity selection. Employees are allowed to write their hours on these items. Filters can be selected to configure
which planning items should be selectable.

Selectable Planning ltems: Selected Filter(s) Available Filter(s)
Pre-selected

With budget

With budget and in progress
With ownership

With ownership and in progress

Show fields on time sheet

Product Field (read-only): Percentage Complete -

Entry Field (selectable in time sheet): |- *| T Requiredto beset

Approval I
Auto Approve on Submit: —
‘Create draft entries on request approval: —

Replace draft entries after approwval.

© Keep history of draft entriez after approval.

Time Entry Configuration with planning item filters

5. Fill in the following information:
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Name

Description

Pre-selected Planning Item
Filters

Selectable Planning Items

Show fields on time sheet

Approval

Name of the time entry configuration.

Description of the time entry configuration.

Select which products will be automatically available for

time entry. Every option contains filters that will

determine which products will be displayed on the
timesheet. The following options are available:

e Show all products by default.

¢ Only show the products with a budget (With budget).

e Only show the products with a budget and in progress
(With budget and in progress).

e Only show the products with an owner assigned (With
ownership).

e Only show the products with an owner assigned and in
progress (With ownership and in progress)

o Show all products/activities with the field 'Pre-selected
on Timesheets' selected on the product page. By
selecting this field on all products it is possible to
determine per product wether it should appear on the
timesheet.

Select which products can be selected on the timesheet

by the users. The same options are available as

described above.

e Product field (read-only): select which information
about the product will be displayed on the timesheet (i.
e. the number of risks, the number of issues, etc.)

o Entry Field (selectable in time sheet): select on which
entry field data can be entered in the timesheet.

e Select the option 'Auto Approve on Submit' if the
Department Manager doesn't need to approve the
hours. For more information about the approval
process please take a look at: Configuring the
approval process|1201,

o Create draft entries on request approval: use this
option if a draft entry needs to be created when
requesting approval.

6. Click Save to store the time registration configuration.

7. Now you can close this dialog, by clicking Close.

Creating Planning Item Filters

It is also possible to create your own 'Planning Item Filter'. By creating you own filters you can
determine which type of products should be pre-selected of selectable.

1. Click in the Time Entry Configuration on the tab Planning Item Filters

2. To create your own 'Planning Item Filter' click on View Options and select Set Filter.
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Dashboard Accountable Hours EEUGTTRIENETIEE

Time Entry Configuration: Budget

6A planning item filter defines which products/activities etc. will be displayed on the tir heet
Example: Afilter can be created that includes only top-level activities. When the filter is selected on the configuration (dashboard tab) members are allowed to write
hours on top-level actvities only.

Preview of products/activities that will be shown on the time sheet * \With ownership pdl View Options ¥

. Set Filter

Name# Project All Members
Set Columns
Highlight Report Apollo Project Erik Aalbersberg, 22-0ct-2011 T
Richard de Groot == RS
Advanced
Product B Juno Project Erik Aalbersberg - Make Default
Product C Juno Project Erik Aalbersberg - Save View
Project Initiation Document (PID} Venus Project John Edwards, 18-5ep-2011  20-Sep2011  22-Sep-201 ks el
Albert Swank,
Erik Aalbersberg

Creating a Planning Item Filter
3. A list with available filters will appear. Configure the filter and click on OK.
4. To save the view click on View Options and Save View.
5. Enter the name of the view, select the type and click on OK.

6. The 'Planning Item Filter' is now available in the time entry configuration.
3.4.1.2 Creating time entry groups
Now you can attach your created 'time entry configuration' and 'non-project activity sets' to a new

'time entry group'. This time entry group will be the entire population of time-writing users, or a
department or team with different settings.

An important property of the time entry group is the approver selection. Per group, you define who is
responsible for approving the time sheets of the members.

To define time entry groups:
1. In the dark blue bar in the top, click 'Time Entry".

2. On the 'Dashboard' tab, click 'New' in the section "Time entry groups' to create a new time sheet
configuration.

ser Manual | Home | Portfolio Management | Time Entry | Cost Entry Integration | Logout

Time Entry

Edit Members | Customise Page Text| = | 7

(@ Atime registration group contains a group of persons for time entry.

Automated Reports Edit Atime entry group can be related to a single configuration and one or more non-project activity sets (NPA sets).
NPA sets can be modified and created at ‘Setup”.
E Pending Timeshests

3] Approved Timesheets Time Entry Groups LB - 21 Time Eniry Groups |~

Name? Description Group Manager Time Entry Configuration Non-Project Activity Sets

IcT Groep voor ICT medewerkers Erik Aalbersberg Budget Non-Project Activities
Reports

Time Entry Groups
Non-project Activity Sets.
Activities

Time Sheets Time Entry Configurations Hew | Remove R AT T e View Options g
Cost/ Hour Entries Hame* Description
Resources Budget Products appear on time sheets when

an hours budget has been set on those
products

Timeline Reports Membership Products appear on time sheets when

users are owner/reviewer/participant
B of those products. Active stage only.
Free choice of products also alowed.

Time Entry

3. Then fill in the following information:
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Name : Name of the time entry group.
Description . Description of the time entry group.
Group manager . Select the group manager who can edit the settings of

the time entry group.
Selected time sheet configuration :  Select which time sheet configuration is active for this
entry group.
Selected set(s) of non-project . Select if users may book hours on created non-project
activities activities.

4. Click OK to store the time entry group configuration.

Add Time Entry Group
Edit name and description

Dssenption: I |

Buailable users

Group Manager

Abert Swank
Arjan van der Laan
Clark Kent
Erk Azlbersberg
Henlk Visser
Ivo Rings
James May
Jan Jansen
Jeremy Clarkson
Jeroen van Bameveld
John Edwards
Peter Cale
Group Reader Richard Hammond
L Ruud Peltzer

= Ruud v. Weerdenburg
Samuel Davies
Support Administrator
Yung Ji-Lao

Group Support

I

Time sheet configuration

Tims Entry Conmiguration:

T | I

Mon-project activities

R [ eeeropt Actvnenen

[ rvom-aconmes ou projet
[T Non-Project Acthies
[ omrProjes-Aunnen

Time Entry Group Configuration

5. When the time entry group is stored, it will appear in the listing of ‘'Time entry groups'. Now click
the created entry to config the time entry group.

6. Go to the ‘"Members & Approvers' tab to add members of this time entry group.

Add / Remove

7. Click the 'Add / Remove' button to add or remove group members and approvers.
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3.4.1.3

User Manual | Home | Portfolio Management | Time Entry | Cost Entry | R irce Planning | Reso ycation | Prince2 FAQ | Integration Dashb

Time Entry> ICT
Time Sheets LTINS Hour Entries
Time Entry Group: ICT

Name: cT Time Entry Configuration:  Bygget

Description: Groep voor ICT medewerkers Non-Project Activity Sets: Non-Project Activities

Group Approvers Add [ Remove

Name Email Remarks
Arjan van der Laan Laan@mail com

Erik e ni

Group Members Add / Remove

Name Email Remarks
Albert Swank aswank@fortes.nl

Arjan van der Laan Laan@mail com

Erik B nl

Henk Visser Henk@mail com

ivo Rings. irings@mai.com

James May may@mail.com

Jan Jansen Jansen@mai.com

eremy Clarkson jelarkson@mail.com

Members and Approvers of a Time Entry Group

Configuring the approval process

Approving timesheets can be set up in four different ways:

¢ Approval required by the project manager and line manager:

Allocated
approved hours
and costs

Employee

Project manager Line manager
approves b approves

submits
timesheet

¢ Approval required by the line manager only

Allocated
approved hours
and costs

Employee
submits
timesheet

Line manager
approves

o Approval required by the project manager only

Employee e Allocated
submits A iouas 3 approved hours
timesheets PP and costs

¢ No approval required: timesheets are automatically approved when submitted

Employee Atitomatic Allocated
submits approved hours
timesheets and costs

approval

The approval process can be configured in these various ways using a number of settings. The steps
to configure each approval process follow below.

Approval by project manager only

1. Navigate to Setup, Time Entry, Settings, and set the setting 'Allow project manager to
approve hours' to 'Yes'.

2. Open one of the project models and on the dashboard press 'Edit Properties'.

3. Within the section 'Time Entry" tick the box for ‘Approval of project hours by project manager'

4. The project manager will now be able to approve hours by project. To do so, the project manager
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opens a project, navigates to the Resource Management tab, and opens the 'Approve Hours’
screen. The project manager will get an overview of all the hours that have been submitted against
the project and which require approval.

A similar overview, but then across all projects, can be found on the project manager's dashboard
on the tab 'Approve Hours'.

Dashboard Properties
Project: Juno Project

Product Breakdown Plan Gantt BGESIGENEGEREGEGEEE Documents T

Reports  Guide Plaza

Approve Hours
Resource Allocation
Resource Rates

Resource Product/Activity Start Date/ Mon Tue W

@ Select applicable lines below to approve or rejectthe hours

Approve | Reject | bl View Options v

45 ErikAabersberg  Highlight Report 07-Nov-2011 400

45 Erik Aalbersberg Product A 07-Nov-2011

Approval by line manager only

In case a line manager needs to be able to approve timesheets, the line manager needs to be made
an Approver on one or more Time Registration Groups.

1. Open a Time Registration Group from within the Time Entry module

2. Open the tab 'Members & Approvers'

3. Add the line manager to the ‘Group Approvers' section by using the appropriate ‘Add’ button.

4. Any submitted timesheets by members of this time registration group will now appear on the

personal dashboard of the line manager, ready to be approved (or rejected).

Automatic approval

Enabling Auto Approve on Submit will remove the need for line manager to approve timesheets.

This setting is changes as follows:

1. Navigate to the Time Entry module

2. Open one of the Time Entry Configurations and enable the setting 'Auto Approve on Submit'

3. The setting is now enabled for all Time Entry Groups that rely on this particular Time Entry
Configuration.

Note: this setting will now prevent line manager from approving timesheets, even in those cases
where they've been listed as Approvers on Time Entry Groups.

Configuring the right approval process

With the above knowledge in mind, the approval process can now be configured as required.
Approval by project manager and line manager

1. Enable the option to have project managers approve hours (see above for instructions)

2. Set the line manager up to approve hours (on the Time Registration Group)

3. Check that the applicable Time Entry Configuration is not set up for Auto Approve

Approval by line manager only

1. Set the line manager up to approve hours (on the Time Registration Group)
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2. Check that project managers are not allowed to approve hours (see above for instructions)

3. Check that the applicable Time Entry Configuration is not set up for Auto Approve

Approval by project manager only
1. Enable the option to have project manager approve hours (see above for instructions)

2. Enable the Auto Approve on the applicable Time Entry Configuration (this will ensure that line
managers are skipped)

Automatic approval
1. Enable the Auto Approve on the applicable Time Entry Configuration

2. Check that project manager are not allowed to approve hours (see above for instructions)
Submitting timesheets

Any timesheets that need filling out will appear on the personal dashboard of the employee on the
tab 'My Time Sheets'.

My open time sheets

Week Start Date/ Owner B L R

Status Owner LT

45  14-Now-2011 Erik Aalbersberg Mew ICT

My open timesheets on the homepage

Any open timesheets will be displayed as a listing. Click on the start date of the timesheet to open it.
The following window will open:

Time sheet 27-Jun-2011 - 03-Jul-2011 (Bas1 1) | Save and Request Approval | Save | Cancel & | = | 2

Owner: Bas1 1 Time Entry Group: Test3
Time Sheet Status: [ New Time Sheet Approver(s):  Bas Hejnen

Last Saved By: Remarks by Approver |
Group Manager:
Remarks by Owner: |

Total Hours: 0.00

Minimum Hours: 0.00

Start Date: 27-Jun-2011
End Date: 03-Juk2011
Correction Time Sheet:

@Fillinthe hours for this week on the appropriate project and product / activity. Highlighted rows (in vellow) are pre-selected for time entry by the owner of the time sheet. Note that
individual rows may need approval by project manager(s). This is indicated by icons atthe start of the row.

. . Mon Tue Wed Thu Fri  Sat  Sun Remarks by Approver
Project Product | Activity Creator Totals  Remarks
% 29 0 1 2 3 (s)

General

Apolie project 2 (Ruud v. Computer hardware pur Gerard Mesen

| N I 000 |
000 |
| N I 000
| N I 000 |

[ ] ]
[ J J
[ J J
[ ] ]
Apolio project 2 (Ruud v. Server purchase and in: [ Il I Il Il Il I ] 000 | ]
[ J J
[ ] ]
[ J J

Apollo project 2 (Ruud v. Project Authorisation

Apolio project 2 (Ruud v. Project Initiation Docume

Apolie project 2 (Ruud v. Reguirements report  Gerard Mesen

| N | 000 |
| NI I 000
| o0 |

-

BastsiaanVerhuizing (Ba Telecom contracten  Bastiaan Heijnen

Chello Project Formulieren verzonden Gerard Mesen

Chello Project Intake-gesprek met indy Gerard Mesen

Atimesheet

When finished entering hours, press 'Save' or 'Save and Request Approval'. The latter option will
only be available when an approval process has been set up.

After requesting approval, the project manager and / or the line manager will get the request for
approval on their personal dashboard as a reminder. Please see 'Approving timesheets'|123) for
instructions on how to approve the submitted timesheets.
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3.4.1.5 Approving timesheets

Approval by project manager

When a timesheet has been submitted and it contains hours against the project manager's project,
and the hours require approval, they'll appear on the project manager's personal dashboard. The tab
‘Approve Hours' will show a list of all hours that require approval.

Home Bl a@lERsGiiEs My Time Sheets My Details

ﬁ Select applicable lines below to approve or reject the hours

Approve hours Approve | Reject View Options v

:"Lar?;E Projects Resource ProductiActivity Start Date Mon  Tue Wed Thu Fri Sat Sun Total
45 Juno Project Erik Aalbersberg Highlight Report 07-Nov-2011 4.00 4.00 8.00
45 Juno Project Erik Aalbersberg Product A 07-Nov-2011 4.00 4.00 8.00

Approving hours

Approval by line manager
When a line manager has been registered as an approver on one or more time entry groups, a list of
the submitted timesheets will appear on the line manager's personal dashboard.

Approve Hours My Time Sheets  y Details

Ld L4
Welcome on your personal homepage!
Here you have access to information regarding to projects, products and other things
that have been appointed to you, such as issues, risks, document and timeshests

Hoofdpuntenrapport rtf Highlight Reports Apolo Project 04-ay-2010

5 RElmeRiR | Enseeeing [T © Highlight_Report.rtf Highiight Report Apolo Project 24-Aug-2010

Time sheets to be approved by me

Wieek  Start Date owner Remarks Time Entry Group
42 17-0ct2011 Erik Aalbersberg icT
43 26002011 Erik Aalbersberg et
44 31-0ct2011 Erik Aalbersberg icT

Venus Project ICT Resource Pool James is not avaiable next week

To be approved timesheets on the homepage

By clicking on the start date of one of the timesheets it opens and the line manager, after reviewing
the contents, can choose to Approve or Reject the request for approval.

Time sheet 17-Oct-2011 - 23-Oct-2011 (Erik Aalbersberg)

Owner: Erik Aalbersberg Time Entry Group: T
Time Sheet Status: | % Watting for Timesheat Approval Time Sheet Approver(s): Erik Aglbersbery
Last Saved By: Erk Aalbersbery Remarks by Approver |
i Group Manager:
Total Hours: 40.00 Remarks by Owner:
Minimum Hours: 0.00
Start Date: 17-0ct-2011
End Date: 23-0ct-2011

Correction Time Sheet:

(@Fillin the hours for this week on the appropriate project and product/ activity. Highlighted rows (in yellow) are pre-s elected for time entry by the owner of the time sheet Note that individual
rows may need approval by project manager(s). This is indicated by icons atthe start ofthe row.

Project Product | Activity et e R v S ot Remarks by Approver(s)
Complete 17 18 19 20 21 2 23
Algemeen

Apolo Project (Peter Cole}  Intake-gesprek met eindgeb 50% 8.00 8.00
Apollo Project (Peter Cole}  Project Initiatie Document (F 75% 400 4.00
Apollo Froject (Peter Cole)  Uitrol naar Client PCs 400 4.00
Venus Project (Albert Swan  Initial Project Plan 0% 600 600
Venus Project (Albert Swan Project Authorisation 0% 200 300 500
Wenus Project (Albert Swan Project Initiation Document ( 25% 200 2.00
Apollo Project (Peter Cole)  Project business case 500 500
Venus Project (Albert Swan Initiation Stage Authorisatio 600 600
800 300 800 GO0 E00 000 0.00 40.00
Totalen van de weekstast:  5.00 800 800 800 800 000 0.00 40.00

Approving a timesheet
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Time and cost allocations

Against products, part of a project, cost and hour entries can automatically be generated from the
timesheets that have been submitted. The tab 'Costs & Hours' on each product will then list all the
costs and hours in line with the timesheets from project team members that registered hours against
the project.

The costs associated with the hours that the team member registered are based on an hourly rate.
Each resource has its own hourly rate, as defined in the Setup. Besides this personal hourly rate, the
project manager can be allowed to override that rate for a project specific rate.

To enable the automatic generation of cost and hour entries based on time entry, take the following
steps.

1. Define and allocate hourly rates /1241

2. Let project managers set hourly rates/123)

3. Get cost and hour entries against individual products|126)

Defining and allocating hourly rates

Defining hourly rates

Before assigning hourly rates to individual resources, define the rates as follows:
1. Navigate to Setup and click on ‘Manage Hour Rates'

2. Press 'New' to add a new hourly rate

3. In the window that appears, choose a name, a description, a code (free text), and the hourly rate in
dollars (or applicable currency).
0
S El=

Principal Toolbox @ This listing shows all available hour rates
Notifications

MS Project integrati

roject ntegration — o F—
Conversions.
Manage Hour Rales 1am(" Principal Toolbox® (Demo) - Intemet Explorer | L ) e pncial Category

Project Plaza Rate

Currencies "\ | Hour rate (new) W
Resource Categories.

Financial Categories. Rate | | @ Configure the hour rate and the corresponding financial category. The hour rate value is
Manage Resources e represented in the global currency. Hour rates are not processed retroactively. For example,
Wanage Skills modifying an hour rate will not affect existing entries.
Time Entry Rate
Manage entries Rat

ate
Wanage Non-project Activity Sets e Edit name and description
ate

Resource Allocation u E
jame:
Customize fields Rate [ ‘

Approval entries. Description: [ |

Rate{ | Code: [ ]

Financial I Category: - -

[or] [Caneell '
a i »
— — —

New hour rate

4. Once saved, the hourly rate will be available to be assigned to resources.

Allocating hourly rates
1. From within Setup navigate to 'Manage Resources'
2. Edit one of the resources by clicking on its first name

3. The window that appears allows to set one specific hourly rate for this resource.
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Settings + | = | manage Resources

Principal Toolbox (@ Here you can manage the resources for the resource allacation
Notifications There are two types of resources

NS Project integration
Conversions + Resources that are not linked to a user account. These resources can be added, removed and modified freely.
Wanage Hour Rates = Resources that are linked to a user account. For these resources anly some properties (like skill) can be edited.
Project Plaza
Currencies

Resource Categories Resources (no users) New | Remove |NEEERII RN View Opiion

Financial Categories.
Hanage Resources
Manage Skils Bloemen Piater Project Manager ICT Consuttant (5r.) Peter@mail com +3153 2314 357

Time Entry

[# Manage eniries

Manage Non-project Actrty S¢f & Principal Toolbox® (Deme) - Intemet Bxplorer

Resource Allocation
Customize fields

Approval entries Peter Cole

Last Hame+# First Name Primary Skill Secondary Skill(s) Email Phone Remarks

Ean Vew Options

Phone Remarks

g@fortes.nl 062494 6665

First Name: Peter Primary Skill: ‘Software Developer

Last Hame: Cole Secondary Skillis): -

Initials: P Default Hour Rate: Rate 120.0 =
e p.cole@fortes.nl Remarks: pi.com

Phone:

Maassen Tom Consultant (Sr.) Project Manager ICT iciarkson@mail. com

Mulder Herman Consultant (Jr.) Software Developer hmulder@mai.com

Peltzer Ruud Project Manager ICT - rpetzer@mail. com

Rings o Software Developer - irings@mll.com

Swank Albert Project Manager ICT - aswank@fories.nl

van Barneveld Jeroen Project Manager ICT - jvanbameveld@fories.nl

wan der Laan Arjan Consultant (Sr.) Project Manager ICT, Laan@mail.com
Software Developer

wan Wirdum Theo Software Engineer - tvanwirdum@mail com

Visser Henk Software Developer Consutant (Jr ) Henk@mail.com

Wesrdenburg Ruud v. Project Manager ICT - rvanwesrdenburg@fortes. nl

Managing resources
3.4.2.2 Letting project managers choose hourly rates

It's possible to let the project manager choose hourly rates for the resources on a project. This feature
has to be enabled in the Setup and on the project model.

Setup

1. From within Setup click on Time Entry.

2. Open the Settings, and enable the setting 'Allow project manager(s) to configure hour rates
per resource'.

Setup 7 I

[# Principal Toolbox Module name: Time Entry
Notifications.
WS Project integration Settings for Time Entry
Conversions
Manage Hour Rates Customize the following settings by clicking on the edit button.
Project Plaza To save any changes, click"OK or click ‘Cancel to return to the current settings.
Currencies

Financial Categories
Value
Manage Resources

Allow project manager(s) to approve hours [3] Ves (Custom)
Manage Skils Allo ot 10 configure hour rat = Custy |
 Tome Enty » project manageris) to configure hour rafes pe resource [} es (Custom)
Settings IRR0rT 10T ACt Ty PRnning (o o

Wanage time shests
IManage entries.
Ianage Non-project Activity Sets
Resource Allocation
Customize fiekis

Approval entries

=

Allow project manager(s) to configure hour rates per resource
Project Model
1. Open one of the project models
2. At the project model's dashboard press 'Edit Properties’

3. Enable the setting 'Configuration of hour rates per resource by project manager'.
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Edit Project Model

Hame: [standard Prince2 2008 Project Model (UK) |
Objective: |Prnjact model for larger andfor complex projects. |
Status: Green -

Status Description:

Project Color: - -

References

Resource Pool(s): Selected Resource Pool(s) Available Resource Pool(s)

ICT Resource Pool
Resource Poal: Database

o

WARNING: Changing the planning type causes recalculation of start and end dates! Newly calculated dates may differ.

Product Planning Type: Principal Toolbox + Planning Expatt
Time Entry
Approval of project hours in |7
i by project ger(s)
fConfiguration of hour rates per W
fresource by project manager:

Edit properties on projects

After this setting has been enabled, the project manager can alter the hourly rate for the resources on
the project. This is achieved as follows:

1. From the project dashboard, click on the tab 'Resource Management' and choose for '‘Resource
Rates'

2. Press the 'Edit' button and set the required hourly rate for each resource on the project.

Dashboard  Properties ©  Product Breakdown  Plan

Gantt BGEEWIESIEGEGHNE SR Documents ©  Reports  Guide  Plaza
Project: Juno Project

0 Select a project specific hour rate for the resources that are member of this project. If no project specific hour rate is set, the default hour rate is used for the time entry process.

Save | Cancel

Project Resources

Project Specific Hour Rate Default Hour Rate (Resource)

Hame (Resource)*
Arjan van der Laan

Ivo Rings.

Samuel Davies.

Rate 150.0
Rate 56.0

Assigning project specific resource rates
Time and cost allocations against products

After setting the appropriate hourly rate, each time a timesheet has been approved hour entries will
be allocated against the appropriate products. Costs will be associated with the hours based on the
applicable hourly rate: either the resource's rate, or if set, the rate as defined by the project manager.
The generated hour and cost entries are listed on the ‘Costs & Hours' tab on each product.
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General Logs Dependencies [siSEn88iiEl Resource Demand

Product: Highlight Report Edit | Close | &=/ | 2
Hours Manual Entries Total Costs Manual Entries Total

Budget: 0.00 0.00 0.00 Budget: 0.00 0.00 0.00

Committed: 0.00 0.00 0.00 Committed: 0.00 0.00 0.00

Actual: 0.00 0.00 0.00 Actual: 0.00 0.00 0.00

Remaining: 0.00 0.00 0.00 Remaining: 0.00 0.00 0.00

Variance: 0.00 Variance: 0.00

Planning

Percentage Complete: -

Cost / Hour Entries listing New Cost/ Hour Entry View Options ¥

Description Type Approval Status Hours Owner Creator Book Date# Remarks by Owner

Cost & hours tab on products
Automated Reports

Reports can be used in projects to generate reports about your projects. Reports can be created in
the Principal Toolbox and both in Word and in Excel. The Word reports offer more possibilities for
editing after generating the report, while the Excel reports offer more flexibility in working with tables.
It is also possible to use so-called ' Timeline reports' to show information over time.

The automated report functionality of Principal Toolbox has especially been designed to allow you to
create and edit your own automated reports.
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4.1  Automated reports

Note: automated reports within projects are available to project managers and project support.
On programme level they are available to the programme manager.

Note: Normally, automated reports will be provided with the project model(s) of your
organisation. It is possible, however, to create your own reports for your programme or project.

Automated reports can be used in projects to automatically generate reports about your projects.
Automated reports can be created both in Word and in Excel. The Word reports offer more
possibilities for editing after generating the report, while the Excel reports offer more flexibility in
working with tables.

The automated report functionality of Principal Toolbox has especially been designed to allow you to
create and edit your own automated reports.

Principle of automated reports

Automated reports use keywords that are replaced with data from the Principal Toolbox database.
This can be either simple content of fields, like a project name and a start date, or complete tables.
These tables are the views (either pre- or self-defined) at various locations in Principal Toolbox.

The keywords, which include references to the views, can be found in the 'Keyword reference'. When
clicking a keyword, it is copied to the Windows clipboard. You can now paste the keyword in your
report template. After saving the template on your system, upload it to Principal Toolbox and the
report is available for use.

Note: some applications empty the clipboard when they are started up. In this case, first open
the application and then click the keyword.

Where to find and manage automated reports

Within projects:
On the project dashboard in the section 'Automated reports’ or at a specific product page.

Project start-up

Project initiation

Lessol
Minutes c

Requirements & Prototyping

Automated Reports Edit
@ Progress Report

13: Screenshots

er Manual> Production (ENJ> Quelity and Orgenisstic. > Apollo project

Automated Reports

@ Automated reports insert Principal Toolbox data inta a Word or Excel merge template. The Principal Toolbox keywards inthe template are automatically
replaced by the actual content (data) on generating the report

Select a merge template or normal document/ link to upload. Please note that Word merge templates can be based on any document but must be saved in
the RTF format. Excel merge templates must be based on the basic template which contains required macro's. Click on the ‘Download Template’ button to
download the template

For a list of keywaords, click on the ‘Keyword List button.

Templates. Add| Download Template | Keyword List| Open Template | Remave | Snow History | Update

Name Description Revision Published Publisher Merge
|35] Project_Reportv2.xis Progress Report vi4 09-Apr-2010  Erik Aalbersberg v

)

Click 'Edit' at automated reports to manage reports within a project or project model
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User Manual> Production (ENj> Quality and Organisatio..> Apallo project> Project intistion> Project Initiation Docu

SFFN Logs Dependencies Costs & Hours  Activity Gantt

Product: Project Initiation Document Edit| Close | Change Picture | Custom Page Layout| &| 7
Hame: Project Initiation Document Planned date Actual date
Description: [7 Start: 03-Apr-2010 02-Apr-2007
SroreEE Froject Manager [ Draft; 26-Jun-2008 02-Apr-2007
Owner: James May |7 Checked: 06-Apr-2010 02-Apr-2007
LEETE Jeroen van Bameveld [~ Final: 02-Apr-2010 -
Participants: Peter Cole, Richard Hammond, Samuel Davies, Yung Ji-  puration In Working Days: 4

Lao
Priority: ) Planning Status: ®
Mandatory: I
Product Quality: .
Helpful Text:

Itis important for al project stakehalders and project members to have a clear picture
of the projects objectives, background, approach and project responsibiities. The
Project Initiation Document (PID) is created for this purpose.

Deliverables Add| Add Mote| Remave | Request Approval | Show History | Approval Status |Update I
Name Description Revision Published Publisher Approval Status Review Requester
@ Project_initiation_Document_Apolio.doc  Project PID Apolio v 26-Aug-2005 Gerard Mesen Disapproved Erik Aalbersberg

Templates ad| Add
Name Description Revision Published Publisher

[#7]Project intiation_Document rif Template for PD w23 16-Jun-2005  Gerard Mesen

Product Descriptions (Specifications) Add| Add Note

On product pages templates for automated reports can be added as well

Within programmes / project lists:
On the dashboard, at the section 'Automated reports'.

User Manual | Home | Portfolio Management | Time Entry | CostEntry | Resource Planning | R e Allocation | Prince2 FAQ | Integration Dashboard

Setup | Settings | Logout

User Manusl> Production (ENJ> Quality and Organisstio..

SECGlLLENGE Properies  Gantt & Dependencies  Benefits Monitor  Documents & Knowledge  Models  Archive

Project list: Quality and Organisation projects Edit Properti
Name: Quality and Organisation
s the f this
Description: <
Status: ® : § \‘
New Total * Current Stage  Progress General Planning Hours Cosis  Project Manager(s)

I 1ssue log Apolio project Projectintiaton [ ] ] ] @ @ @ James May
Rizia Rollout of software on desklops 17-Apr-2010
[ Daily/ Action log 2 junoProject projectstartup [ LI[] [ ] ° ® [}

Project model for small and midsize projects =
Automated Reporis #l Venus project preparationstage [ L[] @ ® ® ®  Poter Coke
[5] Froet Report Logistic optimisation project 24-Jun-2010

Zeus Project projectstartup [ ] 1] [ ] [ ] (] [ ]

Rollout Zeus -

Reporis

Programmes / Project ists

Projects Project models Import | Export | Archive

Products Name+ Objective Owner(s)
Issues Prince2 2008 Project model for larger andior complex projects.

Risks.

T Small PrinceZ project model Project model for small and midsize projects

Qualty reviews Software implementation project model Prince2 project model for software implementations

SEIE Standard FrinceZ project model Project model for larger andior complex projects,

Lessons leamed

Cost/ Hour Entries
Benefils

Performance Indicators
Resource Assignments
Resources.

Entries

Timeline Repol

Entries

Automated Reports on a programme

In the next sections, you will find more detailed information about creating and managing automated
reports.

4.1.1 Automated Word reports

1. Go to the dashboard and click the button ‘Edit’ in the Automated report header, or go to the
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2. You can do any of the following:

a. Open one of the templates already present, by clicking . The template will be
opened, and at the same time Principal Toolbox will open a window with the '‘Keyword
Reference'.

b. Start with a 'normal’ or new Word document. Click Keyword Reference to open the window
containing the keywords.

specific ‘Product’ page where you want to insert the new automated merge report.

3. The Keyword Reference window will open where you can select the keywords. To select a
keyword, just click it.

/@ Principal Toolbox® (Principal) - Internet Explorer \

. W\

e

[ htp:/rasp fortes.nivPrincipal jsp/Reports/MergeFields jspiPagelD=122638&PopupSibling=true

@ Lookup the available fields and views and click the link to copy the keyword to the clipboard
Paste the keyword in your merge template at the appropriate location.

Project fields H

Baseline Costs Costs Tolerance Hours

Current Baseline Final Actual (Custom12)

Current Baseline Set Budget (Custom11)

Current Baseline Start Costs Actual

Initial Baseline Final Costs Actual Cumulative

Initial Baseline Set Costs Budget

Initial Baseline Start Costs Budget Cumulative
Costs Committed
Costs Committed Cumulative
Costs Remaining Hours Status
Costs Remaining Cumulative Hours Variance

. Costs Status Hours Variance Cumulative

Hours Actual

Hours Actual Cumulative
Hours Budget

Hours Budget Cumulative
Hours Committed

Hours Committed Cumulative
Hours Remaining

Hours Remaining Cumulative

Costs Active Stage Only
Costs Orange (%)
Costs Orange (Abs)
Costs Red (%)

Costs Red (Abs)

Costs Variance
Costs Variance Cumulative
EAC (Custom4)
ETC (Custom13)

Hours Tolerance

Organisation Planning Product Planning Tolerance

Hours Active Stage Only
Hours Orange (%)

Project Assurance Current Stage

Project Board - Executive End Date

Planning Active Stage Only
Planning Orange (%)

Hours Orange (Abs) Project Board - Senior Supplier Product Planning Type Planning Orange (Abs)
Hours Red (%) Project Board - Senior User Progress Planning Red (%)
Hours Red (Abs) Project Manager(s) Start Date Planning Red (Abs)

Project Support
Project Team - Team Manager(s)
Project Team - Team Member(s)
Supplier Forum (optional)

User Group (optional)

Planning Status.

References Report Request Resource Allocation Stage Planning Tolerance

Resource Capacity Group Due date Horizon Stage Planning

Resource Pool(s) Last Published By Resource Alocation Process Stage Planning Orange (%)
Last Published On Scale Stage Planning Orange (Abs)
Report Modsl Start Date Stage Planning Red (%)

Report Status

Start Date Configuration Stage Planning Red (Abs)

Keyword List Close z

€ Internet | Protected Mede: On fy v ®100% v

Keyword list

. Finish the automated merge report and save it as an RTF-file.
a. Choose Save As in the File menu
b. In the dialogue, choose an appropriate folder for your template.
c. At Save as type choose Rich Text Format (*.rtf)
d. Click Save to save the template

5. Go back to your template in Word. Look up the position where you want to paste the keyword.
Pasting can be done in two ways:
a. By selecting Paste in the Edit menu
b. With the shortcut key CTRL+V.
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[ Save As M1

Save in: | GIZXOAT3 E| @~ | @ X i EF = Tooks ~
} MName Date taken Tags Size Rating
B Highiight Reportji] ]

My Recent
Documents

Desktop

4

My Documents
A
My Computer
N |
a, File name: Highlight_Report[1] E
My Network —
Places Save as type: | Rich Text Format E

7. Go back to Principal Toolbox. To upload the merge template in the Principal Toolbox, click in
the Templates section (in the Edit Automated Reports window or on a product page). Fill in the
following information:

Description : This will be the title of the report shown on the dashboard
Revision/Doc nr. :  Use this to give a version number to your template
Filename : Locate the RTF-file with the browse button

Internal document link : Provide a document ID from a document at another location in the
Principal Toolbox application. The ID can be found in the document
history.

This allows for a centrally placed document to be linked to from
projects. Update by updating only the original centrally placed
document.

8. IMPORTANT: Make sure the checkbox '‘Document is a merge template' is ticked!

Select a merge template or normal
saved in the RTF format. Excel merge templates must be based on a template wi
Template’ button to download the template.

document / link to upload. Please note that Word merge templates can be based on any document but must be

contains the necessary macro's: Click on the ‘Download

For a list of ds, click on the "Ke rd List button.

Description:

RevisioniDoc Nr.:

@ Filename: Browse... | (rtfxt xiz)
Merge Template:
g€ 3 ¥ Add this document as a merge template:

Internet address:

Internal Document Link: Provide a document ID from a document at another location in this
aplication. This ID can be found at the document history.

Adding a Word file

9. Click ‘OK’ to add the merge template to the Principal Toolbox.

10.The document is now available as an Automated Report. If you added it to the section Automated
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Reports on a programme / project list or project dashboard, you will find it in the list Automated
Reports. If you added it to a product page, it will appear in the list ' Templates' on the General tab.

11.To generate the Automated Report click the template name and it will open in a new window.

12.After the report is opened in a new window it can be altered and then saved. In order to make the
report available to the project team it is necessary to upload it in the Principal Toolbox.

Note: To edit the automated report or merge template later on, go back to step 2a and
continue.

Note: In RTF templates the system setting (default or custom) is used for language, not the
personal locale.

Automated Excel reports

The Microsoft Excel reporting allows you to create well formatted reports based on Principal Toolbox
data. The reports can be extended with charts.

An automated report for Excel must to contain macros to be able to retrieve data from Principal
Toolbox. Therefore, you need to be able to run macros to generate these reports. The Excel reports
are based on a special Principal Toolbox template. This template contains keyword that point to fields
and views in Principal Toolbox. When generating a report, these keywords are replaced by data from
the Principal Toolbox.

In this section, we will explain how to generate Excel reports. Creating and editing templates yourself
is possible, even with basic Excel knowledge Some of the more advanced features would require
some more knowledge of Excel. The topics can be found below:

e Using an Excel report/132]

e Creating an Excel report template (14

e Advanced topics/143),

Note: automated reports within projects are available to project managers and project support.
On programme level they are available to the programme manager.
You will need sulfficient rights on your computer to run Excel macros.

Using an Excel Report

To generate an Excel report, you can click the report name, on a programme / project list dashboard,
or on the project dashboard. In the example below, the available Excel report is shown and can be
clicked by the user.
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apelic project

Plan Gantt Activity Gantt Resource Planning Resource Management Documents Portfolio Report  Reports  Guide

(=1 =
e Stage 1 Stage 2
Objective: Project start.up Project initiation 8 g Project closure
Jame: Requirements & Prototyping
Organisation: .
F
Status: = )
+ 1
Info: roject =3 Tosing = Projact
QO Project Bosrd () Project Manager () Team Members
# Project start-up
10
5] Project initiation
Qualit 1 =
Chang = T Jeroen van Bameveld v = = 17Apr2010 - - - - - - -
cl 2
Daily / A 13 ®  Project Initiation Document James May ~ ' v - 121 - - -
Lessons learne 1 Samuel Davies - - 09-Apr2010 - - - - - - -

Minutes of meetings

5] Requirements & Prototyping

Automated Reports Edit

Progress Report

Jeroen van Barneveld 21-Apr-2010 —

Yung JiLao 21-Apr-2010 — o= J
b Samuel Davies 20-Apr2010 — T
13: Screenshots
Peter Cole

Richard Hammond
Richard Hammond
Highlight Reports Peter Cole

Next Stage Plan ung Ji-Lao

John Edwards

=] Full roll-out

Automated reports on the project dashboard
When the Excel report is downloaded, the following message is shown to you by your browser.

File Download ﬁ

Do you want to open or save this file?

@ j Name: Project_Reportv2.xls
HH]

Type: Microsoft Excel Worksheet
From: asp.fortes.nl

Qpen ][ Save ][ Cancel ]

|--' While files from the Intemet can be useful, some files can potentially
ham your computer. f you do not trust the source, do not open or
save this file. What's the rsk?

L —

In this dialog, click 'Save' and select an appropriate location for the template. Then click 'Open’' to
open the report in Excel. Saving the report first ensures that the Excel file will be opened correctly. If
opened directly, the required support macro's included in the Excel file will not be started.

Note: always Save an Excel report before opening it!

When opening the file in Excel, the data is automatically 'refreshed' with the currently available data.

© 2011 Fortes Solutions BV



134 Principal Toolbox 5.0

|§| Microsoft Excel - excelclient_ MSExcelClient

i2] Fle Edit View Inset Format Tools Data Window Help AdobePDF | Principal Toolbox Typea qu

HRN=A" REWEII= NN A SR BN AN |8 = -2 i@ [ -0 BT U E=E=Ea@E% o0 W

: Principal Toolbox Report: [{ii] Insert Chart Based on PT Data iy ~ | [ Insert Pivot Table Based on PT Data RN |

§ Principal Toolbox Template: [&=] Show / Hide Keywords [Z] Refresh PT Data = | Open Keyword List | Save as PT Merge Template [

516 - 5~
A [ B T cTD]J E [ F Te [ W T 17 T 0 T & T L 7] M =
, Project Issue Log
=
| 3 [Name Apollo project’
| 4]
5 |
Priority Status |Nr |Description Document |Action [Type Decision [Owner |Product |Due Date |Remarks

| 6 | Count Count
| 7 | Low Qpen 6| Slow Internet connection 1] 1[lssue Qpen [James Ma|Pilot Prepg 23-4-2010|Contact [T to find out why
| 8 | Critical Open 7|Bug found in version 7 1] 2[Off-spec  [Assigned |John EdwaPilot Preps  1-4-2010|Try to reproduce the error to find the bug
| 9| High Open 6|Delay in system development 0 2|Concemn |Deferred |Jeroen van Barneveld | 17-6-2010|Maybe we should adjust the planning
| 10| High Open 5|Request for change of the page layout 1 2[RFC Approved |Yung Jl-La‘F‘Mm Prepq 30-4-2010|Look for new design
[ 11| High Qpen | 4|Different page layout 1] 1|RFC Mo Action [Samuel DaUpdated uj  1-4-2010
| 12 | Low Open | 3|Request for more background material 0 1[RFC Resolved |Richard HiRequireme 28-5-2010|Acquired all the material L
| 13 | Critical Open | 2|Request for roll-out on Macintosh machines 0 0]RFC I tigatiqJames May 19-4-2010 3
14
115
K —
17|
18
| 19 |
E
21|

22
(23]
| 24 |
125
26|
| 27 |
28|
| 29 |

30 =
i« v v\ Report { Data / « i r
Ready NUM

Automated issue log in Excel

If you want to add the report as a deliverable in a project, add it as a deliverable. See section adding
documents to products| e .

4.1.2.2 Creating an Excel Report Template

Creating an Excel report template is done by following these steps:

1. Download a basic Excel report template|134]

2. Open the template and insert keywords|136)

3. Create charts|139) and Pivot tables|i41) based on the Principal Toolbox data

4. Finish the template and make the report template available within the [142Principal Toolbox

For more advanced topics, see the 'Advanced Topics' (1431 chapter.

4.1.2.2.1 Openthe basic Excel Report Template

Note: you need to be manager of the programme or project to create and edit report templates.
Within a project, also project support can do this.

To create an Excel report template, log in to the Principal Toolbox application and navigate to the
'level' on which you want to place an Excel report. For example, when you want to create a project
report, navigate to the project. When a programme report needs to be created, navigate to a
programme where you have access to the automated reports.

On the chosen level, click the Edit button to access the available automated reports. A page as
shown below should appear.

© 2011 Fortes Solutions BV



Automated Reports 135

User Manual> Production (EN}> Quality and Organisatio..> Apocllo project

Automated Reports Close| 7

ﬁAutomated reports insert Principal Toolbox data into a Word or Excel merge template. The Principal Toolbox keywords in the template are automatically
replaced by the actual content (data) on generating the report.

Select a merge template or normal document / link to upload. Please note that Word merge templates can be based on any document but must be saved in
the RTF format. Excel merge templates must be based on the basic template which contains required macro’s. Click on the ‘Download Template’ button to
download the template.

For a list of keywords, click on the "Keyword List button.

Templates Add| Download Template | Keyword List| Open Template | Remove | Show History | Update I
Name Description Revision Published Publisher Merge
Project_Reportv2 xis Progress Report V14 09-Apr-2010  Erik Aalbersberg "

Automated reports page.
On this page, click the 'Download Basic Excel Template' button to download an empty template
that can be used as a start for creating the report template. Instead of starting a new template, an
existing template can be used to modify, if one is available. In this case, click the 'Open template'
button on the Excel template in the list.

When the Excel template is downloaded, following message is prompted by the browser.

File Download A ﬁ

Do you want to open or save this file?

Mame: Project_Reportv2.xls
EtH Type: Microsoft Excel Warksheet

From: asp.fortes.nl

Open ][ Save ][ Cancel ]

harm your computer. f you do not trust the source, do not open or

|@ While files from the Intemet can be useful, some files can potentially
save this file. What's the risk?

In this dialog, click 'Save' and select an appropriate location for the template. Then click 'Open’' to
start configuring the template in Excel. Saving the template first ensures that the Excel file is opened
correctly. If opened directly, the required support macro's included in the Excel file will not be started.

On completion, you should have the Excel file opened on the work station as shown below. When
prompted whether to enable or disable macro's, click to enable macro's (as they are required to use
the template correctly).
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-
5] Microsoft Excel - excelclient MSExcelClient =RACAX
i) File Edit View Insert Format Tools Data Window Help  AdobePDF | Principal Toolbox Type a question for help -8 X
NEE RSB PR 6B F -8 T -] @ Al |8 = 5|98 o s 5 B[ EE S5 - A -
! Principal Toalbox Report: [il]Insert Chart Based on PT Data ) - | B Insert Pivot Table Based on PT Data Ll ] !
: Principal Toolbox Template: [&=] Show / Hide Keywords [Z] Refresh PT Data = | Open Keyword List | Save as PT Merge Template !
Al - F
A [ B [ ¢ [ o [ e T F [ & [ Hw [ 1+ T 4 [ « [t [ wm [ N T o7 PP T aTlTRTJ] s—
|

2
3
[5 |
| 6|
[ 7]
i
(9]
10
11
7]
13
(14
15 |
16
7]
18 £
KLl
B
21
B
| 23|
| 24|
|25 |
26
o7
| 28|
29
EJ
3
Ed
Exl
34 L4
K3
| 36|
W 4 » [\ _Report ) Data, |1 T 3
Ready NUM

Empty Excel file
Note that you should have a menu entry called 'Principal Toolbox' and two Principal Toolbox toolbars:

The Principal Toolbox Report Toolbar

! Principal Toolbox Report: @Inser‘c Chart Based on PT Data [y - | Insert Pivot Table Based on PT Data © [ | I

This toolbar provides functions related to reporting. It offers to insert either a Pivot table or a
chart based on the Principal Toolbox data. For more information, see creating a chart/1$ and
creating a Pivot table /1411 based on Principal Toolbox data.

The Principal Toolbox Template Toolbar

! Principal Toolbox Template: Show / Hide Keywords @ Refresh PT Data “/= | Open Keyword List | Save as PT Merge Template I

This toolbar provides functions related to setting up a template. The keywords that relate to the
Principal Toolbox data can be referenced, inserted and the data refreshed.

4.1.2.2.2 Inserting Principal Toolbox Keywords

Keywords are used to define which data will be imported from Principal Toolbox into your report.
These keywords are provided in a context-sensitive list, the keyword reference. This list can be
opened from within your Excel template. Click the 'Merge Keywords' button on the template toolbar to
open a browser window with the available keywords for this template.

A page like the one below should appear. Note that the content of the page may differ per project /
programme.

Note: if the report is to be used on different locations within the application, make sure to only
use generally available keywords. This is mainly the case with the availability of views.
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& s e e [
e

| @ http://asp.fortes.nl/Principal/jsp/Reports/MergeFields,jsp?PagelD=122638 &P opupSibling=true

[N ET 5

Project fields

Baseline

Current Baseline Final
Current Baseline Set
Current Baseline Start
Initial Baseline Final
Initial Baseline Set
Initial Baseline Start

Hours Tolerance

Hours Active Stage Only
Hours Orange (%)
Hours Orange (Abs)
Hours Red (%)

Hours Red (Abs)

References

Resource Capacity Group
Resource Pool(s)

Costs

Actual (Custom12)

Budget (Custom11)

Costs Actual

Costs Actual Cumulative
Costs Budget

Costs Budget Cumulative
Costs Committed

Costs Committed Cumulative
Costs Remaining

Costs Remaining Cumulative
Costs Status

Costs Variance

Costs Variance Cumulative
EAC (Custom14)

ETC (Custom13)

Organisation

Project Assurance

Project Board - Executive
Project Board - Senior Supplier
Project Board - Senior User
Project Manager(z)

Project Support

Project Team - Team Manager(s)
Project Team - Team Member(s)
Supplier Forum (optional)

User Group (optional)

Report Request

Due date

Last Published By
Last Published On
Report Model
Report Status

Keyword List Close g

ﬁ Lookup the available fields and views and click the link to copy the keyword to the clipboard.
Paste the keyword in your merge template atthe appropriate location.

m

Costs Tolerance

Costs Active Stage Only
Costs Orange (%)
Costs Orange (Abs)
Costs Red (%)

Costs Red (Abs)

Planning

Current Stage

End Date

Product Planning Type
Progress.

Start Date

Resource Allocation

Horizon

Resource Allocation Process
Scale

Start Date

Start Date Configuration

»

Hours

Hours Actual

Hours Actual Cumulative
Hours Budget

Hours Budget Cumulative
Hours Committed

Hours Committed Cumulative
Hours Remaining

Hours Remaining Cumulative
Hours Status

Hours Variance

Hours Variance Cumulative

Product Planning Tolerance

Planning Active Stage Only
Planning Crange (%)
Planning Orange (Abs)
Planning Red (%)

Planning Red (Abs)
Planning Status

Stage Planning Tolerance

Stage Planning

Stage Planning Orange (%)
Stage Planning Orange (Abs)
Stage Planning Red (%)
Stage Planning Red (Abs)

Keyword list

& Internet | Protected Mode: On dy v ®100% v

Click a keyword to copy the information to your clipboard. Then select the appropriate location in the
Excel template where you want to place the related data. To get the keyword in the template, choose

Paste in the Edit menu. Alternatively use the shortcut key CTRL+V.

For example, when clicking the 'name' keyword, the keyword can be inserted in the Excel file on

location B2:

© 2011 Fortes Solutions BV



138 Principal Toolbox 5.0

.10

@ oo - et I . WmOm|

‘E]ﬂ: Edit View |[nset Format Tools Data Window Help AdobePDF | Principal Toolbox

Iilli i ‘iZﬁ ! n J]q.w-]&: Q“ﬁl@!'ﬁmal

- B 71U

B3 - £ Apollo project
AT B [ c [ o [ [ F [ 6 [ H [ 1T [ J [ K [ € [ ™ |
|Apo profzct
L | I_ | L
Adding a keyword

Note that when inserting the keyword, the keyword is replaced with the actual data immediately.

During this process, a dialog appears showing the progress of the operation.

Now, insert a view (table of date) in the template by selecting a keyword related to views. In the

example below, the view on open issues is inserted.

Inserting a keyword

(Bt oenmesten T T m e s
] File Edit View Insert Format Tools Data Window Help AdobePDF | Principal Toolbox Type a question for help -8 X
\ 4 AR R RN - 2 DB I U|S==EE|@g 0 B s] o S A
: Principal Toalbox Report: @hmn Chart Based on PT Data 1nsmpwm'rah|= Based on PT Data ! u
i Principal Teelbox Template: Shawl Hide Keywords @Rglmsh PT Data ‘= | Open Keyword List | Save as PT Merge Template !
D18 - A1
A | B | ¢ [T o T e [ F T & T H ] 1 [ v T v [ ¢ T wm [ N~ T o [ p | a—
]
2|
E
| 4 | Quality and Organisation projects
5 | (o Aty |
6| Priarity " Stam T etscriptior Document Type | Decision  Owmer Product Due Date
| 7 | Mormal | Closed 0 Qpen Erik Aalbersberg
| 8 | Mormal | Closed 9 0 Gerard Mesen Project Initiation Document
[ 9 | Low Open 8 Slow Interr 0 Issue Open James May Pilot Preparation (W 23-4-2010
| 10 | Critical Open 7 Bug found 0 Off-spec Assigned John Edwards Pilot Preparation (W 1-4-2010
| 11| High Open 6 Delay in sy 0/Concern Deferred  Jeroen van Bameveld 17-6-2010
[ 12| High Open 5 Request fo 1 RFC Approved  Yung Ji-Lao Pilat Preparation (W 30-4-2010
[ 13 | High Open 4 Different pe 0 RFC Mo Action Samuel Davies Updated user docum  1-4-2010
| 14| Low Open 3 Request fo 0 RFC Resolved Richard Hammond  Requirements report  28-5-2010
| 15 | Critical ~ Open 2 Request fo 0/RFC Investigatic James May 19-4-2010 L
| 16 | Normal | Open 1 test issue (1] Gerard Mesen Highlight Reports 3
| 17 | MNormal | Open 1 test 0 Gerard Mesen Project Initiation Document
| 18 | High Closed I 1_|The PID dc 0 Concern Investigatic Gerard Mesen Project Initiation Doc 31-12-2004
19
20
El
22|
23|
24
25|
26
o7
El
29
El
31
32|
22 S
W 4+ vl\Report { Data / KN I \ Q|
Cell B6 commented by Erk Aslbersberg ;

Again, the keyword is immediately replaced with the data. You are now able to change the format of
the table appropriately. E.g., make the column heading bold and have adapted width of the columns.
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5] Microsoft Excel - excelclient_MSExcelClient o E [ |
iZ] Fle Edit View Inset Format Tools Data Window Help AdobePDF | Principal Toolbox Type a question for help v -8 x
NEH RS FE S a@d- S0 -8 T3] le E e -0 -|BI U SEE=Ea W% o WM EE O 9- A
: Principal Toolbox Report: [{ii] Insert Chart Based on PT Data iy ~ | [ Insert Pivot Table Based on PT Data Al !

: Principal Toolbox Template: [=] Show / Hide Keywords [#] Refresh PT Data = | Open Keyword List | Save as PT Merge Template ||

E24 e A
A | B T c Jo] E [ F T 6 [T H ] J [ =

, |Programme Issue Log
2
E
| 4 |Name Quality and Organisation projects
B
| 6 [lssue Log FT’riorig[ Status |Nr | Description Document Coun|Type  [Decision _|Owner Product Due Date
| 7 | Normal Closed [10 0 Open Erik Aalbersberg
| 8 | Normal Closed | 9 0 Gerard Mesen Project Initiation Document
[ 9 | Low Open 8)Slow Internet connection Oflssue  |Open James Ma: Pilat Preparation (Work Package) | 23-4-2010
| 10 Critical Open | 7|Bug found in version 7 0|Off-spec |Assigned  |John Edwards Pilot Preparation (Work Package, 14-2010
(11 High Open_| 6|Delay in system development 0[Concem [Deferred __|Jeroen van Bameveld 17-6-2010
| 12 | High Qpen 5|Request for change of the page layout 1|RFC Approved  |Yung Ji-Lao Pilot Preparation (Work Package) | 30-4-2010
| 13 | High Open | 4|Different page layout 0|RFC No Action |Samuel Davies Updated user documentation 1-4-2010
| 14 | Low Open 3|Request for more background material 0|RFC Resolved Richard Hammond  [Requirements report 28-5-2010 =
| 15 | Critical Open | 2[Request for roll-out on Macintosh machines 0|RFC Investigation |James May 19-4-2010
| 16 | Normal Open | 1|test issue 0 Gerard Mesen Highlight Reports
| 17 | MNormal Open 1|test 0 | Gerard Mesen Project Initiation Document
| 18 | High Closed | 1[The PID does not include a proper risk analysis 0|Concem |Investigation |Gerard Mesen Project Initiation Document 31-12-2004

19
20|

21
El
23]
24 [ 1
25 |
26
o7

28
29
E0

31 -
W« » w[\Report  Data / . . v
Ready NUM

Iformatting the table

In the example above, the table has been adjusted and additional information inserted (labels, report

title etc.). If necessary, the data can be refreshed by clicking the [Refresh PT Data] button on the
template toolbar.

4.1.2.2.3 Creating a Chart Based on Principal Toolbox Data

To create (or insert) a chart based on Principal Toolbox data, it is required that the data has already

been inserted through a keyword, see 'Inserting Principal Toolbox Keywords|13s!.

Next, click the 'Insert Chart Based on PT Data' button on the report toolbar.

Principal Toolbox Report @Inser‘t Chart Based on PT Datal - Insert Pivot Table Based on PT Data

A dialog as shown below should appear. In this dialog, select the data that should be used as the

source for the chart and the location where the chart will be related to (if not placed on a new sheet if

chosen).
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I 3
Insert chart based on Principal Toclbox data ﬁ

PRINC/PAL
TOOLBOX

Insert a chart based on Principal Toolbox data indicated by the inserted Principal toolbox
keyword. Define the source for the chart, whether or not the chart is to be placed on an existing

sheet.
Principal Toolbox keyword: | Iszues {All Issues) on 'Report ﬂ
Chart location: | 'Report'| SE£24 J

The chart will be dynamically linked to the Principal Toolbox data. When the report data is
updated, the chart will adjust likewise.

More help. ..

K Cancel

L—

To alter the chart location, click the [_] button (behind chart location) and select the location. This is
mainly useful for showing the chart on a sheet different from the source data.

The selection for Principal Toolbox data will show all available data inserted by keywords in the
template. Please note that the selected data is automatically interpreted by Excel to be applied in the
chart. This works best for data that is organised as a 'label column’, followed by chart data columns,
see the example below.

To insert the chart, click OK. When inserting normally (on an existing sheet), the following should
appear (as an example).

5] Microsoft Excel - excelclient MSExcelClient i o [
{5 File Edit View Insert Format Tools Chat Window Help Adobe PDF Type a question for help -.a x
HRN=A = RERE NI NENEA - AR R A RA R =N N1 NN - - 10 = 5 o, -

! Principal Toalbox Report: [il]Insert Chart Based on PT Data ) - | B Insert Pivot Table Based on PT Data Ll ] !

: Principal Toolbox Template: [i=] Show / Hide Keywords [Z] Refresh PT Data /= | Open Keyword List | Save as PT Merge Template !

ChartArea v | &
A T B [ ¢ T o T E T F T & T W [ v T o T« [t [ wm [ N~ T o[ p;

Name " Costs Status [Costs Budget |Costs Committed | Costs Actual |Costs Remaining Costs Variance
86!

‘enus project Red — 1 4000 0 6860 0 2860
Apollo project Green 36110 3200 19084 2 -13824
Juno Project | Graen 5000 200 4000 0 -800

eus Project | Green 10000 1000 7000 0 -2000,

Projects Costs

EEEECEEER

=

=

v

40000

=

30000

&

m

B

@ Costs Budget
m Costs Committed

20000

10000

O Costs Actual
L1 | O Costs Remaining
i - Costs Variance
Red Green Green Green L
-10000

Venus project ‘ Apolle proj Juno Project Zeus Project

SEER
Bl

.
°

-20000

EEEREEEN

)
&2

s
8
[

w

1

Inserting a Chart
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The same chart would appear on a new sheet when this was selected. Please note that the chart type
is by default set to 'stacked columns'. The user has to tune the chart by normal Excel functionality.

4.1.2.2.4 Creating a Pivot Table Based on Principal Toolbox Data

To create (or insert) a Pivot table based on Principal Toolbox data, it is required that the data has
already been inserted through a keyword, see 'Inserting Principal Toolbox Keywords 1367

Next, click the 'Insert Pivot Table Based on PT Data' button on the report toolbar.

Principal Toolbox Report: E Insert Chart Based on PT Data - Inser‘c Pivot Table Based on PT Data I

A dialog as shown below should appear. In this dialog, select the data that should be used as the
source for the chart and the location where the chart will be related to (if not placed on a new sheet if
chosen).

r 3
Insert Pivot table based on Principal Toolbox data lg

PRINC/PAL |
TOOLBOX

Insert a Fivot table based on Principal Toolbox data indicated by the inserted Principal toolbox
keyword. Define the source for the Pivot table, the location for the Pivot table and whether or
not a chart is to be added.

Principal Toolbox keyword: | Projects (Costs) on Report ﬂ

Pivot table location: | Report'| SME17 A
[ Add Pivot chart

The Pivot table will dynamically be linked to the Principal Toolbox data. When the report data is
updated, the Pivot table will adjust likewize,

More help...

OK

To alter the Pivot table location, click the [_] button and select the location. The selection for Principal
Toolbox data will show all available data inserted by keywords in the template. Additionally, the user
can click to add a Pivot chart (connected to the Pivot table. This chart will be placed on a new sheet
automatically.

To insert the Pivot table, click OK. The following should appear (as an example).
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3] Microsoft Excel - excelclient_MSBxcelClient [E=RE)
iE] File Edit View Insert Format Tools Data Window Help AdobePDF | Principal Toolbox Type a question for help - _ @ X
HER=1"= RERE ISR A NN AR "\-,-Z"Hlﬂ@EEA”ﬂ‘ -0 -B 7 UE=E=Ey 0 @M FFC.h-A
; Principal Toolbox Report: [ Insert Chart Based on PT Data i) ~ | [fE] Insert Pivot Table Based on PT Data { (il !
: Principal Toolbox Template: [ Show / Hide Keywords [#]Refresh PT Data /= | Open Keyword List | Save as PT Merge Template !
D11 - A
A [ B [ ¢ ] D | E | F | G [ H | 1 [ J [ xk T v T m [ v~ [ o [ P~
1 t
2 |
| 3 | Name “Costs Status |Costs Budget Costs Committed Costs Actual Costs Remaining Costs Variance PivotTable
[ 4| Venus project Red 4000 0 6860 0 2860 — —
5 | Apallo project |Green 36110 3200 19084 2 43824 | PivotTable~ | ] [} | == *=
| 6 | Juno Project | Green 5000 200 4000 0 -800
| 7 | Zeus Project | Green 10000 1000 7000 0 -2000
8
| 9 | [ Drop Page Fields Here |
10 - =
(1] Drop Column Fields Here PivotTable Field List v x
12| o Drag items to the PivotTable report
13 =
A o E Name
15 | - - Costs Status
(16 | CI‘ [E] Costs Budget =
|17 =3 - Costs Committed
o - rop pvata Items mere s
% @ {5 Casts Remaining
=
1] o [ Costs Variance
22| T
| 24| @
| 25 |
% Row Area =]
| 25|
| 29|
| 30| b
|31
3z
2 2
4« » nReport / Data / |« 1 | »
Ready NUM

Inserting a Pivot Table

In this setup, the user is able to drag the required fields to the appropriate location in the Pivot table.
In the example shown below, the Pivot table is configured such that it shows the number of issues per
project and per issue type.

58] Microsoft Excel - excelclient_MSExcelClient [E=IE)
iE] File Edit View Insert Format Tools Data Window Help AdobePDF | Principal Toolbox Type a question for help - _ @ X
g ! G2 [ - AR - [z i Arial - - U =E==50ey 5 B (EE| ., A
PGS FE % B 0 e F - [ Al 0 -/ B Z U] |8 % o W% S-A

; Principal Toolbox Report: [] Insert Chart Based on PT Data i ~ | 5] Insert Pivot Table Based on PT Data | @!

: Principal Toolbox Template: [ Show / Hide Keywords [#]Refresh PT Data /= | Open Keyword List | Save as PT Merge Template !

D12 hd #& Name
A [ B [ ¢ ] D | E | F | G [ H | 1 [ J [ xk T v T m [ v~ [ o [ P~

1 b
H

| 3 | Name " Costs Status | Costs Budget Costs Committed Costs Actual Costs Remaining Costs Variance

| 4 | Venus project Red 4000 0 6360 0 2860

| 5 | Apaollo project | Green 36110 3200 19084 2 -13824

| 6 | Juno Project | Green 5000 200 4000 0 -800

| 7 | Zeus Project | Green 10000 1000 7000 0 -2000

8

| 9 | Costs Status [(AI) _[+]

10 = =

] T e PivotTable Field List v x

12 Name [~ [Total Drag items to the PivotTable report

E [Apollo project 36110

| 14 | [Juno Project 5000] Efname

| 15 | Venus project 4000 <[ Costs Status L
| 16 Zeus Project 10000) ] Costs Budget 3
| 17 | Grand Total 55110 -5 Costs Committed

| 18 | [ Costs Actual

% [ Costs Remaining

1] [ Costs Variance

2|

| 23|

| 24

25

-z Row Area =]

(2]

129

30 m
31

32

(2] a2
4« » nReport / Data / |« 1 | »
Ready UM

Pivot Table inserted

4.1.2.2.5 Finishing the Excel Report Template

When all the keywords have been inserted into the template and required charts and Pivot tables
have been added, the template can be made available within the Principal Toolbox.

To publish the template for use of reporting, navigate to the appropriate location in Principal Toolbox.
For example, if you would like to use the report on a programme, navigate to that specific
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41.2.3

programme dashboard to add the template.

Tip: If you add the template in a model (either a project model or an MSP programme model),
the report becomes available automatically on the projects / MSP programmes that are created
based on the model.

At the appropriate location, access the automated report list ([Edit] button on the list of available
automated reports). See also creating an Excel report template 134,

To upload the merge template in the Principal Toolbox, click Eﬂ] in the Templates header (in the
Edit Automated Reports window). Fill in the following information:

Description : This will be the title of the report shown on the dashboard
Revision/Doc nr. :  Use this to give a version number to your template

Filename :  Locate the XLS-file with the browse button

Internal document link : Provide a document ID from a document at another location in the

Principal Toolbox application. The ID can be found in the
document history.

This allows for a centrally placed document to be linked to from
projects. Update by updating only the original centrally placed
document.

IMPORTANT: Make sure the checkbox '‘Document is a merge template’ is ticked!

Flease note that Wao

0 ocument but must be
on a template wh

templates must b

Template’ button t nload the template.

Far a list of keywords, click on the "Keyword List button.

Description:

RevisioniDoc Nr.:

@ Filename: Browse... | (rtfxt xiz)
Merge Template:
9 3 ¥ Add this document as a merge template:
Internet address:
Internal Document Link: Provide a document ID from a d n
aplication. Thiz ID can be found

Adding a Excel Report Template

Click ‘OK’ to add the merge template to the Principal Toolbox. The document has now been made
available as an Automated Report and it can be found on the dashboard in the list Automated
Reports.

To generate the Automated Report click the template name and it will open in a new window. After
completion, the template can be used as a report within the project / programme etc. See using the
Excel report/1z2],

Advanced Topics

Configuring the template may require advanced options like formatting the table conditionally, add
calculated data to the original Principal Toolbox data or add custom calculations / processing.

The Excel client reporting allows you to add this kind of configuration to the automated report
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templates. For these topics it is assumed that the user is familiar with the options and functionality
provided by Excel.

4.1.2.3.1 Extending the Report Data

Extending report data allows you to add information to the report data retrieved from the Principal
Toolbox. For instance, adding a calculated column to a table. This can be useful when data has to be
presented different than the default formatting or if the data needs to be post-processed.

The report extension is standard Excel functionality and can be applied as is on single cell data (like
the budget field of a project). However, for tables of data based on views in the Principal Toolbox, it
is more complex. The data coming from Principal Toolbox have a dynamic behaviour. The number of
rows may change in time and / or the location at which the report is used. This behaviour makes
extending the report data (and other advanced options) a bit complex as it has to be configured in
such a manner that it works independently from the number of rows in the table.

To explain the proper way of configuring extended report data, consider the following example. Here,
the impact of a risk is to be determined based on the Principal Toolbox fields ‘Chance' and 'Severity'.
The impact is to be determined by the impact matrix stated below.

Chanceg Small Medium High
Severity
Small 1 2 5
Medium 2 4 10
High 5 10 25

In the table, the impact is stated as a value between 1 and 25. The objective is now to add this
impact as a column to the report data.

To start, it assumes that an appropriate view is created in the Principal Toolbox and is available as a
keyword for use in the Excel template. As a result, a template as shown below could be created.

5] Microsoft Excel - excelclient MSExcelClient =RACAX
i) File Edit View Insert Format Tools Data Window Help  AdobePDF | Principal Toolbox -8 X
NEERSE SR %D B FE o8 -] A W -|BIZUISSEEHT% 0 S - A~
! Principal Toalbox Report: [il]Insert Chart Based on PT Data [ - | BE Insert Pivot Table Based on PT Data WY |

: Principal Toolbox Template: [&=] Show / Hide Keywords [Z] Refresh PT Data = | Open Keyword List | Save as PT Merge Template |

13 - &
A | B [c] D [ e T F T 6 [ v [ v T o [k [t [T m [ n [ o T p [ a [

1

= [Fsks s impacty )

| 3| Nr " Destrpmo Status Chance  Severity  Priority I !

| 4 | 3 Stormy weather in Carribean Open Medium High Critical

5 2 Technical failure of pumping Open High Medium High

| 6 | 1|Technical problems Open Medium High Critical

| 7

5

9

10

K

[12]

13
14
15
16

17
18]
13
(20
21
(2]
23]
(24
25
26
Ed
(28]
(29
30
El
E i
23

W 4 » »[\ Report/ Data / < . 5
Cell 3 commented by Erik Aalbersberg NUM

Extending the report data

To add the calculated impact data, a column heading is added next to the 'Priority’ column. Also, in
the cell below this heading, the following formula is entered:

=IF(F5=""SmalI'"; IF(G5=""SmalI"";
(G5="Small";2

1;IF(G5="Medium";2;5)); IF(F5="Medium"; IF
; IF(G5="Medium™;4;10)); IF(G5="Small";5;IF
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(G5=""Medium";10;25))))
(adapt the formula as necessary to refer to the correct cells!)

This formula calculates the impact based on the values detected for 'Chance’ and 'Severity'. Next,
extend the formula to be applied to all rows and the first empty row below the table of data. See
the picture below.

28] Microsoft Excel - excelclient_ MSExcelClient

i) File Edit View Insert Format Tools Data Window Help  AdobePDF | Principal Toolbox Typea

NEERSE SR 6 DB S -o8 -] l© M Ae W -|BIZUISSEEHT% 0

! Principal Toalbox Report: [il]Insert Chart Based on PT Data [ - | BE Insert Pivot Table Based on PT Data WY |

: Principal Toolbox Template: [&=] Show / Hide Keywords [Z] Refresh PT Data = | Open Keyword List | Save as PT Merge Template

H5 - A =IF(F5="Small"IF(GE="Small";1,IF{GE="Medium";2;5)).IF(F&="Medium";IF(G5="Small";2;|F{G5="Medium" 4. 10)).IF(G5="Small".5;IF(G5="Medium";10;25))))
A [B] C [ o T E [ F [ e [ W T v [ o T kK [ v [ m [ n [ o P [ a [

1

2|

| 3 | [Risks sk Impact)y

| 4 | Nr "D ance  Severity  Priority Impact

| 5 | 3 Stormy weather in Camribean  Open Medium High Critical 25

| 6 | 2 Technical failure of pumping  Open High Medium High 10|

| 7 | 1 Technical problems Open Medium High Critical 25

5 | 2%

9 [=H

i

]

iz

(13

1

15| |
16 3
7]

18

(9]

B

21

(22|

(23]

B

25|

26

27|

El

El

El

El

E i
23

W 4 » »[\Report/ Data / < . 5
Cell 54 commented by Erik Azlbersberg Sum=85 NUM

Report data extended

The row below the data is considered to be a 'store’ of the formulas and formatting to be applied to
the table. When refreshing the data, the formula(s) in the first empty row below the table of data will
be used for all rows (independent of whether there are more or less rows of data).

When the extended data is placed adjacent to the table of data from the keyword itself, the extended
data can also be used for Pivot tables and charts, see the appropriate help pages for more
information.

4.1.2.3.2 Apply Conditional Formatting

Conditional formatting allows to alter the visualisation of data depending on value conditions of the
data. For example, when the data represents a number and the number is above a certain level, the
colouring of the data may turn red.

The conditional formatting is standard Excel functionality and can be applied as is on single cell data
(like the status field of a project). However, for tables of data based on views in the Principal Toolbox,
it is more complex. The data in the Excel client reports, as provided by the Principal Toolbox, has a
dynamic behaviour. The number of rows of data may change in time and / or the location at which the
report is used. This behaviour makes the conditional formatting (and other advanced options) a bit
complex as it has to be configured such that it works independently from the number of rows in the
table.

To explain the proper way of configuring conditional formatting using the Excel reporting functionality,
consider the example as given in the topic regarding extending the report data/144.

Now, we will add formatting to the rows that have an impact that is greater than equal to 10. If so, the
text in the row will turn red.
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lgl Microsoft Excel - excelclient_MSExcelClient

i) File Edit View Insert Format Tools Data Window Help  AdobePDF | Principal Toolbox

HRNE=A" RERE = RN <Y RN A A RARa - N 1 NCN - Ha SW -BIUISSEH"E%
! Principal Toalbox Report: [il]Insert Chart Based on PT Data [ - | BE Insert Pivot Table Based on PT Data i !

: Principal Toolbox Template: [&=] Show / Hide Keywords [Z] Refresh PT Data = | Open Keyword List | Save as PT Merge Template !

B8 - 3
A [B] c [0 T E T F T [T w T 1+ [ o[ «w [ t [T m [ N~ [ o T P [ a [F

3
| 2
=R

4 Nr ‘Descriptiun Status  Chance Severity  Priority Impact

5 3 Stormy weather in Camribean  Open Medium High Critical 25

6 2 Technical failure of pumping  Open High Medium High 10

7 1 Technical problems Open Medium __ High Critical 25

8 [ 25]

)

| 9

=

=
£

Conditional Formatting

v

=

Condition 1
E =IF(§HB:> = 10; TRUE;FALSE) =

Preview of format to use AaBbCeYyZz
when condition is true: N

&

>

=

=

S

ra
=4

[ add>> |[peem. | [ ok [ cancel |

rara
BIRR

R
B

ra | rafma o
&5 | & | tn

n
&2

w
=1

w

Apply conditional Formatting

In the picture above, the row below the data is selected to apply the conditional formatting to. Note
that this row is considered the 'store’ for formatting and calculations to be applied to the table data.

For this row, the conditional formatting is set. The formatting is set as a formula to apply the
formatting to the entire row depending on a single cell value (instead of applying the formatting to a
single cell depending on that same cell). The formula entered is:

=IF($K8>=10; TRUE; FALSE)
(adapt the formula as necessary to refer to the correct cell!)

The cell K8 refers to the impact value for the selected row. The formatting is set to red text. When
the data is now refreshed (click [Refresh PT Data] on template toolbar), the formatting is applied to all
the table data as well, see below.
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@ Microsoft Excel - excelclient_MSExcelClient

i) File Edit View Insert Format Tools Data Window Help  AdobePDF | Principal Toolbox

NSRS SR TE % BB e -8 e e SW -BIUISSEH"E%

! Principal Toalbox Report: [il]Insert Chart Based on PT Data ) - | B Insert Pivot Table Based on PT Data Ll ] !

: Principal Toolbox Template: [&=] Show / Hide Keywords [Z] Refresh PT Data = | Open Keyword List | Save as PT Merge Template !

H13 - b3
A [B] [ [ o] E | F [ & T'H T 1 T 37 kT v I M TN T oTTlT'r E=

1 =
2|

=R

| 4 | Nr ‘Description Status  Chance Severity  Priority Impact

| 5 | 3 Stormy weather in Carribean  Open Medium High Critical 25

| 6 | 2|Technical failure of pumping |Open High Medium High 10

| 7 | 1/ Technical problems Open Medium High Critical 2

H 2

El

mn

|11

12

13 —1
|14
|15 L
|16 i
17
|18
|19
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| 21|
| 22|
| 23|
| 24
125
| 26|
| 27|
| 28
|29
| 30 i
|31
|32 i
M 4 » vl Report / Data / I« I} ’
Ready UM

Conditional formatting applied

Timeline reporting

A timeline is a graphical representation of information in relation to time. Timeline reports enable you
to instantly report on different types of cost or hour entries over time. Timeline reports can be used to
compare your available resource capacity with you requested and allocated resource availability. It
can also be used to compare the budget and actual costs within a project.

Timeline reports work like pivot-table known from MS Excel. It creates reports on entries coming from

time registration, cost entries and resource management.

Timeline Reports Close| =] 7 I

Hours
[
|
]
|
|
|
|
]
i
i
|
|
> ‘
!

0
Mar2010 Apr2010 Way-2010

& Allocation -#- Available 4 Request

Jun-201C

Example: Timeline Report

Based on the start and end date of an entry a timeline report creates an overview in time, for instance

the total costs per month per project or the number of hours resources are allocated to projects.

The timeline reports can be found on the same location as the normal reports. So they are available
enterprise-, programme-, portfolio- and project level. They are also available in the different modules

like time registration and resource management.
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Changes

Quality reviews
Actions

Lessons learned

Cost / Hour Entries
Benefis

Performance Indicators
Resource Assignments
Resources

Entries

Timeline Reports

|

Two representation types are available:
- table
- chart
Timeline report views can be used in automated Excel and Word reports.

[ Principal Toolbox® (rincipa) - Windous Internet Explorer (= [ ] ["@ Principal Toolbox® (rincipal) - Windows Internet Explorer = [ [t
[ htpy 7 /Principal/: spPageDef=T
Timeline Reports
Edit| v | 72 BN
100 :
2000 = = = Assigned
100 = = Avaible 8=
1,800 - = Alocation E
1.700 = = Avaible R
1800 = = Alocation “
1.500 = = Alocation “
00 - - Avalable wa W
10 - - Avalable 260 n
1.200
R = - Avalabie 2580 n
El - - avatsoe w0 m
a0 = = Avaiable 600 M
a0 = Const Avaiabie ]
700 = Const Avalable 61
a0 = ol Avaible 7
a0 = Pro Avalable 12
0 = Sof Avaible 3
a0 = Sof Avaible ]
Apolo Project = Assigned 4400 7
Apolo profeet - Actual
War2010 Apr2010 Wiay2010 2010 2010 Aol Project - Actual s i
[ Actual & Allocation B Assigned | Available § Committed i Request] Apolo profct = Commited
Apolo Froject = Assigned 87 18~
« ] 3
Done @ Intemet | Protected Mode: On fa v Rio0% -~ Done @ Intemet | Protected Mode: On fa v R100% v
Example: Timeline Report Chart Example: Timeline Report Table

The different options in the View options menu are:

Basic Setting : To (_:onflgL_Jre the timeline report view [View Options |3

Set filters . Define a filter to make a selection of R
the shown items e

Set widths : Set the column width, so the view fits ,:_'Et S
better on screen or in a MS Word SEUCHS
report. Drag the line between MSES BEISUIE
columns to increase or decrease the  [Fas o
column size. Manage Views

Make default . This sets a view to the personal
default

Save view . Save the view for later use.

Manage views . Set properties for the view. You find
more information at 'Manage views

[24Y.

Create a Timeline report view
This example describes how to create a table with costs per product per month for this year within a
project represented as a timeline report.

Basic Settings
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Navigate to your project in Principal Toolbox and go to the ‘Report’ tab

Click on ‘entries’ in the Timeline report - section

Open ‘view options’ and choose ‘Basic Settings’

Set the values for the settings

a. unit: select ‘Money (changes on book date)’. This setting is used to select which kind of
entries (costs or hours) you want to see and in which unit it is represented on screen. The
system automatically calculates the data between different unit settings.

b. Scale: set scale to weeks to show the costs per week.

c. Start date: set a dynamic or fixed start date where the windows of the timeline must start.
Select ‘This year’ as a dynamic start date.

d. Horizon: set the number of weeks, months or quarters to show starting at the start date.

Timeline Report Configuration ? I
Unit: |Huur5 (changes on v|
Conversion: |_ v|
Scale: [Months -]
Startdate: © pynamic
O Ficeddate |
Show entries without {additional e
Show values as cumulatives -
Initial value for cumulatives
Horizon: Months

Apply a filter on entries: select ‘Budget’ and ‘Actual’ in the filter type. This will give you only the
cost-entries of the type budget and actual.

Apply filter on entries I

Create Date

@) g fitter
(0 Create Date Before Today -
(Z) Create Date Equals (= Value) - —
Is draft
@) g fitter
1 draft No =
Type
@) g fitter
© selection Acudl -
Allocation
Assigned
Available
Budget
Capacity
Committed
Demand
EAC
ETC <z

[Tl exciuge selected items

Select ‘Table’ as the representation type to get a table with the budget and actual costs

Timeline representation I

Representation: () Taple

© chart
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5.1

5.1.1

7. Table configuration — select the field to show per row. Select product and type to display the
product name in the type of entry (budget or actual).

Table configuration I

fields 5 fields
Project
Skl

Resource

Type

N
g
2
| »

m
s W
o W

Project (Portfolio Management)
Published 2

8. Click ‘OK’ and see the result on screen

Save view

If you want to save the newly defined view you need to save it with Save view. To overwrite an
existing view you saved before, select the name of this view at the Existing view pull down list. To
create a new view, enter the new name at 'New view'. Click Save to save the view.

r M
€ Principal Toolbox® (Principal) - Windows Internet Explorer EIM

B

| @ http://asp fortes.nl/Principal/online/Listing/functions/SaveView.jsp?ListiD=TLEntriesReports_100&UniquelD=XML_821 &EnterpriseReports=truefFilterFolderTy|

@ Save the configured view. Provide a new name or save the view as an existing view. Indicate whether the view should be defined personal (only to be used by
you), local (to be used by everyone on this location) or global (to be used by everyone everywhere).

Select existing view to overwrite or save as new view.

Existing View: —new view — -

View name: [ |

Type: Personal [

el

S

Save view

Select personal, local or global. See manage views| 247 for more information.
- With the ‘Make default’ option a specific view can be set to the personal default view on that page.

- With the button ‘Manage views’ the views available can be managed. See Managing views| 247,

Advanced options

Currencies (add-on)

With the add-on 'Advanced Cost Registration' it is possible to define multiple currencies to be used in
Principal Toolbox. One global currency is defined, which is used as the reference currency. For every
different currency, a local currency can be defined.

The global currency makes it possible to report on project costs for all projects at enterprise level in
the same currency. Furthermore it makes comparing these projects within an international
organisation easier.

The add-on 'Advance Cost Registration' supports the use of more than one currency in a project.
Currency rates can be imported via the 'Integration Dashboard' add-on.

Defining currencies

To define different currencies go to the ‘Setup’ page. Firstly define the global currency.
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5.1.2

1. Go to the ‘Setup’ page.
2. Click on Currencies. To change the Global currency click Edit.

3. Fill in the following information:

Global currency abbreviation :  Select the correct currency abbreviation.
Global currency name : Insert the name of the currency.
Global currency symbol : Insert the currency symbol.

After the global currency has been set the local currency needs to be defined.

1. Go to the ‘Settings’ page.
2. Click Currencies and then on Local Currencies. To add a local currency click New.
3. Fill in the following information:

Name : Insert the name of the currency.
Abbreviation : Select the correct currency abbreviation.
Symbol : Insert the currency symbol.

Save|Cancel

151

Name: I | symbol:

Abbreviation: = -

Note: Adding and removing rates triggers recalculation of products and cost entries which takes along time to complete (recalculation is done in the background),

Start Date Rate

Adding a new currency

4. Next, the rate of the local currency needs to be defined. Click ‘New’ to insert the rate.

5. A new window will appear where you can set the rate and start date for that rate. The start date is

used for the calculation of the global costs.

Add Rate

Insertthe start date and the rate for the local currency in respect to the global currency.

Example rate calculation:
Global currency = UK Pounds
Local currency = Euro

1 Euro = 067665 UK Pounds
Currency rate = 0,67665

Example rate definition:

If your local currency has a rate of 0,67665 in respect to the global currency starting November 1st, enter November 1st as the start date and 0,67665 as the
applicable rate

Rate properties

S
i

The rates can be changed whenever there is a need to do so. Go to the specific currency and click *

New’ to set a new rate with a specific start date.

Working with global and local currencies

When a new project is created in the Principal Toolbox the programme manager needs to decide if
the project costs need to be managed in the global currency or with a local currency. (see creating a

projecti ss). The currency setting in a project can not be changed after the project is created.

When you insert cost entries to the system it will calculate costs both for the local project currency as

well as the global currency.
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1. Click a specific product and go to the 'Plan’ tab. The following window will appear. In the section
on the right you will see columns for the project (local) and the global currency for totals.

User Manual> Production (ENJ= Quality and Organisstic. > Apollo project Project initistions Project Initistion Docu..

General Logs Dependencies Activity Gantt

Hours Manual Entries Total Costs Manual € Entries € Total € Total €

(project) (global)
Budget: 24.00 0.00 24.00 Budget: 9,000.00 0.00 9,000.00 9,000.00
Committed: 0.00 4.00 4.00 Committed: 0.00 3,200.00 3,200.00 3,200.00
Actual: 0.00 1.00 1.00 Actual: 19,000.00 80.00 19,080.00 19,080.00
Remaining: 5.00 0.00 5.00 Remaining: 0.00 0.00 0.00 0.00
Variance: -14.00 Variance: 13,280.00 13,280.00

Book Date:  20-Feb-2005 y

Product Quality:

e[

Update Actual 80.00 Erik Aalbersberg

New Version Committed 3,200.00 4.00 Erik Aalbersberg Erik Aalbersberg

Costs on a product

2. On the bottom of the right hand side page section, a book date can be defined for the costs that
have been entered manually.

3. On the cost entry page the project (local) currency and the global currency are visible.

@ Fillin the cost entry details. The values for hours, hour rate and costs are all optional.
Choose whetherto fill in (1) only hours, (2) only costs or (3) hours, hour rate and the corresponding costs.

Description: Teat Created: 09-Apr-2010
Type: Actual Creator: Erik Aalbersberg
Book Date: Apr-2010 Project: Apolio project
Owner: Erik Aalbersberg Product: Requirements report
Source: Manual
Remarks:

Entry Costs:
Entry Currency:

These global costs are calculated based on the book dates of the cost entries. Both the global and the
local currency can be used for reporting.

User Manual | Horr

Dashboard Properies ProductBreakdown [3E S Gantt Activity Gantt Resource Planning  Resource Management ©  Documents ©  Porifolio Report  Reports  Guide Plaza
Project: Apollo project Edit Project

( Local currency = Euro, Global currency = Euro

B Costs Total (Global) B [View Options |3

Global Costs Global Costs Global Costs Global Costs Global Costs

Budget Committed Actual  Remaining  Variance
[ Project start-up (0.00) (0.00) (0.00) (0.00) (0.00)
[# Project initiation (9,010.00) (32000)  (19,084.00) (200)  (10,396.00)
[# Requirements & Prototyping (17,100.00) (0.00) (262.50) (0.00) (-16,837.50)
[ Full roll-out (10,000.00) (0.00) (0.00) (0.00)  (-10,000.00)
[ Project closure (0.00) (0.00) (0.00) (0.00) (0.00)

(36,110.00) (32000)  (19,346.50) (200)  (-16,441.50)

Plan tab
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5.2

Project plaza (add-on)

Note: Project plaza is an add-on, and only available when Principal Toolbox has been installed
within a network.

As well as providing information to the project organisation it is possible to inform the whole
organisation about projects that are running through the add-on ‘Project Plaza’. Some project
information like background and contact information is made available through the ‘Project Plaza'. It
is the project manager decides who decides which information will be be made available.

1. Go to the Project Plaza tab.

2. Fill in the following information :

Background . Background of the project

Scope . Scope of the project.

Projectnumber . Specific project number.

Deliverables : Which major products will be realised in the project.
Contact :  Contact information.

Remarks . Eventual remarks.

Hide for project plaza :  Highlight if the project is not to be shown on Project Plaza.

3. The project information is accessible to everyone within the organisation.

22 FAQ | Project Plaza | Iniegration

Project Plaza

ICT projecten:

John Edwards.

Single Sheet Project Model

Projects [CT department:
Name Desciption Project Hanager

Qualitat und Organisation Projekte:

Venus Logistische Optirierung Projekt o Rings

Welcome on the startpage of this programme

Project Plaza
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5.3  Advanced Customisation & Workflow (add-on)
With the add-on ‘Advanced Customization & Workflow’ an organisation can define electronic forms in
the different project models. These pages can be tailored to the specific needs of the organisation or
programme.

1. Go to a project model and create a new product to customize or select an existing product.

2. Click the product to open the product details page.

| Custom Page L

3. Click the button 25 (6 define the layout of the page.

Default layout : Standard Principal Toolbox view;
Custom layout : To choose which fields are visible on the product page.
Custom layout with approval : To customise and define an approval for the page.

User Manusl> Froduction (ENj> Quality and Crganisatio. > Apollo project> Froject initiation> Froject Initiation Docu

e F N Logs  Dependencies  Costs & Hours  Activity Gantt

Product: Project Initiation Document Edit| Close | Change Picture | Custom Page Layout| &5 | 7
Name: Project Initiation Document Planned date Actual date
Description: [ Start: 03-Apr-2010 02-Apr-2007
O ERL TS Project Manager - Draft: 26-Jun-2008 02-Apr-2007
Owner: James May [# Checked: 06-Apr-2010 02-Apr-2007
Reviewer: Jeroen van Barneveld [~ Final: 08-Apr-2010 _
Participants: Peter Cole, Richard Hammond, Samuel Davies, Yung I~ puration In Working Days: .

Lao
Priority: . Planning Status: [ ]
Mandatory: I
Product Quality: _
Helpful Text:

Itis important for all project stakeholders and project members to have a clear picture
of the projects objectives, background, approach and project responsibilities. The:
Project Inttiation Document (PID) is created for this purpose.

Deliverables Add | Add Note | Remaove | Request Approval | Show History| Approval Status | Update

Name Description Revision Published  Publisher Approval Status  Review Requester

[ Project _nitiation_Document_Apol.doc  Froject PID Apal w1 26-Aug-2005 Gerard Wesen Disapproved Erik Aalbersberg

Templates Add | Add Note | Remove | Show History| Update
Name Description Revision Published Publisher Merge
[##] Project_itation_oocument rtr Template for PID V23 16-Jun-2005  Gerard Mesen
Product Descriptions (Specifications) Add\ Add Note
Product page

4. In this example a new page with an approval cycle is defined. Place a tick in front of ‘Custom
layout with approval'.

Select a Product page layout.

P layout:
L= ) default layout
) custom layout

@' custom layout with approvai

5. Next step is to define which fields need to be available on the page. In the first pull-down menu
select if the field is a project field (e.g. project name) or a product field. Then select the field to
show on this custom product page.
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User Manusl> Production (ENj Quality and Organisstic. > Apollo project Project initiation> Project Initistion Docu

Create/Edit custom Product page

Select a Product page layout.

Page ut:
fayol () default layout

stom layout

(@) custom layout with approval

Select the fields you would like to show on the custom layout.

Column 1: Editable Column 2: Editable
Product ~  Name - Product =  Start Planned -
Product +  Description - Product =  Start Actual -

6. The last action on the page is to select what field will be set when all the reviewers approve the
data on the product. In the example given, a custom product field (product approval) is used to set
on approval.

Select a field and specify the value to set when this Product has been approved.

Approval field: Approval value:

Product - Planning Status - Approved

7. When this project model is used for a project, the project manager (or the owner) inserts data on

the product and then requests approval for the product by clicking the Lk s | button.

8. A new window will open where the approvers need to be selected, a due date can be set and
remarks can be inserted. To send an email to the approver(s) about this product approval, tick
'‘Notify approvers’.

Request
Approval settings

Approvers Available users

1
:

Richard Hammond
Samuel Davies
Yung Jilao

Ducdaied ps-pr2010

Remarks:

Hotify Approvers: =

9. The approver(s) will be informed through an email and will have a note on their ‘Home’ page.

Products to be approved by me
Product Project
Apollo project

Due Dates
09-Apr-2010

Remarks
Project Inttiation Document

10.To review the product page click the product name and the specific ‘Product’ page opens.
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User Msnusl> Froduction (ENJ> Quslity and Organisstio..> Apolle project> Project initistion> Project Initiation Decu..

e-hS= Logs  Dependencies  Costs & Hours  Activity Gantt

Product: Project Initiation Document C pprove \pproval Status | Custom Page Layout| &5 | 2
Name: Project Initiation Document Start Planned: 03-Apr-2010

Description: Start Actual: 02-Apr-2007

Helpful Text:

It is impoertant for all project stakeholders and project members to have a clear picture
of the projects objectives, background, approach and project responsibilities. The
Project Initiation Document (PID}) is created for this purpose.

Deliverables
Name Description Revision Published Publisher Approval Status Review Requester
E Project_Initiation_Document_Apolio.doc  Project PID Apolie V1 26-Aug-2005 Gerard Mesen Disapproved Erik Aalbersberg

Templates
Name Description Revigion Published Publisher
E Project_Initiation_Document.rtf Template for PID v23 16-Jun-2005 Gerard Mesen

Product description {specification)

Approve or disapprove the product
11.After review click ‘Approve’ or ‘Disapprove’ and insert any remarks.

12.In this example we have approved the product and the status of the ‘Product approved’ field is
automatically set to ‘Approved’.

User Manual> Production (ENj> Quality and Orgsnisstio. > Apollo project> Project initistion> Project Initiation Docu

&= Logs  Dependencies  Costs &Hours  Activity Gantt

Product: Project Initiation Document C | Approval Status | Custom Page Layout| &5 | 2
Hame: Project Initiation Document Start Planned: 03-Apr-2010

Description: Start Actual: 02-Apr-2007
|Approval Status: Approved |

Helpful Text:

It is important for all project stakeholders and project members to have a clear picture
of the projects objectives, background, approach and project responsibilties. The
Project Inttiation Document (PID} is created for this purpose.

Deliverables Show History | Approval Status
Hame Description Revision Published Publisher Approval Status Review Requester
E Project_Initiation_Document_Apollo.doc  Project PID Apollo v 26-Aug-2005 Gerard Mesen Dizapproved Erik Aalbersberg
Templates Show History I
Name Description Revision Published Publisher
EPrDjedenﬂiatianDDcument.rtf Template for PID v2.3 16-Jun-2005 Gerard Mesen
Product description (specification) I
Approved product
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System Administrator: Setup & Settings

The administrator can simply control the Principal Toolbox via the 'Setup page' and the 'Settings
page'. In order to access the 'Setup page' you need to click Setup in the dark blue header of the
Principal Toolbox application. To access the 'Settings page' you need to click Settings in the dark
blue header of the Principal Toolbox. These functions are initially only available to users with
administrator rights.

Setup page Settings page

On the Setup page you can find several configuration options, such as non-project activities, local
currencies and custom fields. In the middle of the 'Settings page' you can see the information of your
current license. Underneath are options to alter the license key and the version type.

Setup

On the Setup page you can find several configuration options, such as non-project activities, local
currencies and custom fields. On the left hand side of the page you see a list with subjects that point
to the different setup pages.

We will review the most important subjects in this section:
- Principal Toolbox settings /1581

- Email notification|1s8)

- Creating non-product activity sets/159]

- Defining custom fields|etl
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6.1.1 Principal Toolbox

Note: this section is only relevant to system administrators.

This is an overview of the advanced system settings. Normally spoken these do not need to be
changed. Some of these settings will only be shown when add-on's are activated.

Page I Link I Setting I Standard value I Remarks
Principal Toolbox
Only expand active and No
next stage
Activate product selector Yes
in logs
Use of PRINCE2™ roles No If the full PRINCEZ2 organisation is used within the
organisation, select 'Yes'.
MS Project file As soon as possible As soon as possible | If progress of project is to be monitored in MS Project
export constraint change this to 'Yes'
Must finish on constraint Must finish on To change to a NL version of MS Project:
“ Moet eindigen op ”
Must start on constraint Must start on To change to a NL version of MS Project
“ Moet starten op ”
MS Project integration (add-on)
Edit project progress in Principal Toolbox If progress of project is to be monitored in MS Project
change this to 'Microsoft Project’
Add-in installer Show installer step Yes Should the installer step be shown? If not, change to 'No’
Show download option Yes Should the add-in installer download step be shown? If
not, change to '‘No'
Customer installer Needs to be changed when a specific customer
instruction text instruction is needed here.
Time entry (add-on)
Manage time Click 'New' to create new time sheets or select a specific
sheets timesheet and click 'remove' to delete.
Cost entry (add-on)
Manage cost Select a Cost entry and click 'Remove' to delete cost
entries entries which are not approved.
Resource planning (add-on)
Selectable values for the management, Click ‘Edit’ and define the skills for your organisation at
field 'Skills' engineering, custom value.
administration

6.1.2 Email notification

Email notification on log items, time sheets, approvals etc. sends an email automatically when
something becomes overdue.
Most of the notification are turned off by default.

Modify settings
1. Go to Settings > Notifications
1. Click on Edit to modify the settings

Notification Settings Edit
Hame# Description Active
Approval Deadling Overdue HNotify the approver of a passed approval deadling. r

Action Deadline Overdue Notify the action owner in case of an overdue deadline. r

Time sheet Deadline Overdue Motify the owner of a time sheet of an overdue deadline. r

Email notification settings
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6.1.3

Creating non-project activities

Specify non-project activity sets for activities that are done outside projects. This can be productive
hours, like service management, meetings, general, etc. You can also add a category for non-
productive hours, like sickness, holidays, special leave etc.

Different sets can be defined if different departments use different categories or have different non-
project activities. It is also possible to have multiple non-project activity sets active for one group. So
you could define one set for the entire organisation (e.g. with the categories sickness, leave), and a
separate set for each department with department specific activities.

Creating non-project activity sets
1. In the dark blue bar in the top, click 'Setup’ .

2. On the left side of the screen you will find 'Settings', click ‘"Manage Non-project Activity Sets'.

3. Click on New in the section 'Non-project activity sets' to create a Non-project Activity Set.

User Manual | Home | Portfolio Management | Time Entry | Cost Entry | Resource Planning | Resource Allocation | Prince2 FAQ | Project Plaza | Integration Dashboard | Setup | Settings

Setup 7
Settings 4 \ — || Manage Non-project Activity Sets

Principal Toolbox

Notifications Hon-project Activity Sets RETRENEE ¢ Al Hon-Project Activity Sets| IEUENETIE] -
MS Project integration

Conversions Name Objective Hours  Hours  Global  Global
Budget Actual Costs  Costs
Project Plaza Budget  Actual

Currencies Nigt-Project Activieit 000 0.00 0.00 0.00
Time Entry Hrrolect Activteten
0.00 0.00

IManage entries Non-Activités du projet 0.00 0.00
Wanage Non-project Activity Sets Non Projsect Adtiviies 000 0.00 000 0.00
Hesource Hlanning
Resource Allocation Non-Projekt-Aktivitaten 0.00 0.00 o.oo 0.00

Customize fields
Approval entries

Non-project activity sets on the 'Setup' page
3. Then fill in the following information:

Name :  Name of the non-project activity set.
Objective : Objective of the non-project activity set.

4. Click OK to create the non-project activity set.

Edit Non-project Activity Set

Mame:
Objectv: I

5. When the non-project activity set is stored, it will appear in the listing of ‘Non-project activity sets'.
Now click the created set to add the non-project activities to the set.

6. Click I IRRAEUE 16 add categories and activities, or to change the current set-up.

7. In the window that has been opened, you can create new items with drag and drop.

a. First add a new category. Drag New category into the lower part of the window as shown below.
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Edit Non Project Activities

Save|Cancel| 7

(@ Drag new categories and activities to the list below. Activities are to
be placed within a category. Rename categories and activities by
double clicking the item.

Hewr category

ewsy ][I}

b. In the pop-up, add a name for the category.

c. Then, drag new activity into the category, as shown below

Edit Non Project Activities

Save|Cancel| ?
ﬁ DCrag new categories and activities to the list below. Activities are to

be placed within a category. Rename categories and activities by
double clicking the item

New category

ewsatay | [l]

New Category

d. Give a hame to the new activity.

Note: Activities can only be placed inside categories, so you'll need to define at least one
category.

e. Add new categories and activities to get your set complete. Below you find an example of
categories with activities.

Edit Non Project Activities

Save | Cancel| 2

ﬁ Drag new categories and activities to the list below. Activilies are to

be placed within a category. Rename categories and activities by
double clicking the item.

New category

ewecty ][]

Non-productive
Leave
Maintenance

Incidences

Other activities
Education
Meetings

General

Click Save to save the set. Close the window to go back to the time entry pages.
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6.1.4

Defining custom fields

Within organisations there often is a need to define custom fields such as, for example; project costs,
SAP numbers and project codes or there is the need to have extra fields on, for example the logs, the
product page or a programme level. With the Principal Toolbox you are able to define these fields.

These fields can be used for defining custom views and reports.

1. Go to the Settings page.

2. Click the link Customize fields. Then you select the item where you want to add a custom field.

You can define custom fields on:
Action Allocations Benefit | Change Cost/Hour
Entry

Issue Lessons Resource | Programme/Project Projects
learned list/Enterprise

Resource Pool | Quality Risk Product/ Workpackage/ Stage Portfolios
Overview

Entry

3. Click the specific item to define a custom field. Click Edit to define a custom field.

User Manual | Home | Partfolio Management | Time Entry | Cost Eniry | Resource Planning | Resource Allocation | Prince2 FAQ | Project Plaza | Integration Dashboard | Setup | Settings

Available for use:
Name:

Order Number:

Category:

Abbrevisted name:
Description:
Visibility:

Editable:

Type:

Width (in pixels):

Default value

Advanced >>

Projects: Custom28

r

The field name should oniy contain alphanumeric characters, spaces and/or the foilowing special characters: [J()_-+:. &

[custom 28

The order number is ussd to sort fisidls (within their catsgories) on dtail pages.

Enter a new category name: [

Or choose an existing Category:

The abbreviated name is the used field name when categories are displayed

[ J

¥ Show on property pages.

¥ Vihen checked field is editable by owiner else it is read-only

String free text entry, max 255 character length)

B
\

Defining a custom field

4. An new window will open where you need to fill in the following data:

Available for use
Field name

Field description
Editable

Field type

Field width

Field default value

Highlight to make the field available on the pages.
Name of the custom field.

Description of the field.

Highlight to make the field editable.

Select the type of the custom field.

Width of the field on the screen.

Default value of the field.
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5. There are some different field types available for the custom field. We will explain them shortly:

String

Memo

Number
Double
Currency

Date
Checkbox
Picklist (single)
Picklist(muliti)
Person (single)
Person (multi)

Text field with max. 255 characters.

Text field with unlimited characters.

Number field with no decimal accuracy (for example 2342).
Number with single decimal accuracy (for example 3,5).
Number with two decimal accuracy (for example 3,45).
Date field

A basic checkbox.

From the picklist only one can be selected.

From the picklist multiple values can be selected.

From the picklist only one person can be selected

From the picklist multiple persons can be selected

When selecting a picklist, a new data field will appear named ‘Picklists values’ where you can
specify the different values.

6. Then click OK and the field will be available at the specific page.

The screenshot below shows you a custom field to set the product quality after the quality review. It is
a multi picklist with the values; --,-,0,+,++.

Logs De

Name:

Description:

Owner Group: Team
Owner:

Reviewer:

Participants:

Priority:

Mandatory:

Froduc‘l Quality:

Helpful Text:
Chapter 4 of the attached temp| E

N

o
i
=

Activity Gantt
Planned date Actual date
Start: A
Draft:
Checked:

Final: A

Duration In Working Days:

Planning Status:

A custom field (Product Quality) has been added to a product

Default the Principal Toolbox is configured with ten custom fields for each item. If FEiei= i 20
you need extra custom fields these can be created with the Add custom fields

button

Remember: To reset an existing custom field go to the edit page of the custom field -> Click Edit'->
Click Advanced and then hit the Reset button. When you are sure you want to reset the field click

OK.

All values inserted by users will be deleted from the system and can not be retrieved !
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6.2

6.2.1

6.2.1.1

6.2.1.2

Settings

In the middle of the 'Settings page' you can see the information of your current license. Underneath
are options to alter the license key and the version type. On the left hand side of the page you see a
list with subjects that point to the different settings pages.

We will review the most important subjects in this section:
— obtaining the license key and carrying out updates|ie3!
— management of users/16s)

License key and carrying out updates

Under the heading License key on the Settings page you come across a number of options:

- Request license key/163;

- Request additional user licenses|163);
- Renew expired license key|164);

- Enter license key/|s4};

- Update software|1s4\.

Applying for a license key

If you have carried out the installation yourself and then arrived at the 'Settings page' it is necessary
to request for a license key at Fortes Solutions.

1. Go to the 'Settings page'.
2. Click the link Request license key.

3. Fill in the following information:

Customer Name : Company name
Purchase order . Code received in letter sent.
Machine ID . Filled in automatically.

4. By clicking the key Create e-mail a message or mail is made which you will need to send. Within
one work day you will receive a license key from Fortes Solutions.

Request for additional user licenses

The license you received is based on the number of users named in the Principal Toolbox. If you
have reached the maximum number of user licenses you cannot make any new users. With the
option ‘Request additional user licenses’ you are able to increase the number of existing licenses.
1. Go to the 'Settings page'.

2. Click the link Request additional user licenses.

3. Fill in the following information :

Purchaseorder :  Code received in the post or if your first request for more licenses you
can fill in unknown or *-".
New User Limit :  Here you can fill in the number of users that you really need.

4. By clicking the key Create e-mail a mail is then made which you are required to send. As soon as
the extra licenses are approved you will receive a new license key from Fortes Solutions.
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6.2.1.3 Renewal of an outdated license key
If your license has expired you can request a new license using this option.
1. Go to the 'Settings page'.
2. Click the link Renew expired license key.
3. Fill in the following information:
Purchase order : Code received in the post or if your first request for more licenses
you can fill in unknown or *-".
4. By clicking the Create e-mail key a mail will be made that you will need to send. Within one
working day you will receive a new license key from Fortes Solutions.
6.2.1.4 Setting up the license key
After making a request for a license key in one of the ways shown above you will receive the
necessary information by e-mail. This license key then needs to be activated in the Principal Toolbox.
1. Go to the 'Settings page'.
2. Click the link Enter License key.
3. Fill in the following information:
Name : Name of the organisation; Fill in the exact name as written in the e-mail.
Key . The license key from the e-mail.
4. Then click OK whereupon the license key will be activated. You will be required to restart system
in which the Principal Toolbox runs, once again.
In some cases the Principal Toolbox will give an alert on the license page (main page of the
Settings), ignore this alert and start up the system once more. If the alert continues then check again
whether all information is filled in correctly.
6.2.1.5 Updating the software

Implementing updates and the installing of new releases of the Principal Toolbox is done via the
Settings’ screen. You will receive a file in the form of a .jar or .sql file from Fortes Solutions in order
to implement an update or to be able to install a new release.

Remember: Before starting the update we recommend to backup the database and application.
Users should be informed of the update and should not be working on the system during the update.

1. Go to the 'Settings page’.

2. Click the link Update software.

3. Now click Start update procedure.

4. Log out all active users and click Proceed with step 2.

5. Wait while storing the unsaved data and select the checkbox in front of Check when backup of
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6.2.2

database has been performed.
6. Click the button Proceed with step 3.
7. Locate the appropriate file (.jar file or .sql file) using the Browse key.
8. Click the Proceed with step 4 key in order to carry out the update.
9. After completion of the update, the update procedure restarts the Principal Toolbox application.

10.After the restart, log in as administrator and wait for update processes and the sanity check to
finish. This can take time depending on the update and the size of the database.

11.The system is ready for use after completion of the update processes and the sanity check.

When problems or fault announcements arise please contact Fortes Solutions: support@fortes.nl.

User administration

Control of users of the Principal Toolbox runs via de Settings page. Using the link User
Administration you are able to control the existing users and to add new users.

1. Go to the Settings page.

2. Click the link User Administration. A list of all users of the Principal Toolbox will appear.

3. FU rther User Manual | Home | Portfolio Management | Time Entry | Cost Entry | Resource Planning | Resource Allocation | Prince2 FAQ | Project Plaza | Integration Dashboard | Setup | Settings
click Add in
order to add
a neW USGI‘ el System Users. Edit| Mew | Edit Account Details | Remove Person [T

o — s =

4. The screen “™"=™" s Zf;m e Ll?:i’;?:f';"“"‘ Z
Add person o Lo -
appears, fill Davies s sme Daes =
in the e E s P r
fo”OWIng Jansen 3 Jan Jansen Jansen@mai.com =
data:

Firstname :  First name of the user.

Initials : Initials of the user.

Lastname : Surname of the user.

Emalil : Users email.

Hour rate : Hour rate (optional). This hour rate is used in the add-on hours
registration.

Username : User name

External (add-on) : Highlight if the user is an external supplier in the project. By doing
this only the allocated products, issues, etc. are visible.

System Role : Normal User or Administrator. The administrator role has logically all
rights. A normal user, has only the rights that are allowed depending
on his/her permissions within the programmes and projects.

Remarks . User specific remarks to send within the e-mail.

5. Click OK in order to make a user in the system.
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6.2.2.1

An email will be generated based on this information.
When there is no mail server configured in the
Principal Toolbox or there is no email address filled in
during the creation of the new account, you are able to
fill the email with the relevant information and then
send this further to the user by yourself. Otherwise

the Principal Toolbox will generate the email
automatically and send this to the users email
address.

In order to delete users or to change the current
information you go to the User Administration page
and by using the Edit and Remove buttons you are
able to alter or remove information about a user.

3 Your Principal Toolbox account - Message

=NRERT X

i fle Edit View Inset Fomat Tools

Attach 35 Adobe PDF [

fizdsend | ) - En 8 |3 ¢ 8 | ¥ (][ Options. - |HTML

Table Window Help

%

Wro...
Wlce

Subject: Your Prindipal Toolbox account

==Y [ | Arial - 10

p.cole@fortes.nl

I
=
1

i

: 5 Verzenden en tocvoegen & Salesforce-adresbock &

Dear Principal Toolbox user
Below is the (updated) information for your Principal Toolbox account
Please click on the link below to access the application and use the

usemame and password to login

Application = http//asp fortes nl/Principall

Username = Peter
Password = H$$nGY

and dlick ‘Change Password)

(To change your password, navigate o your 'Home Page’ > "My Detals’

Person details

w“eon

Besides the basic information for the user login there is an option to add detailed information per
user/resource. If the add-on ‘Resource Capacity Planning’ is available you can also set skills for the

resources.

1. Go to the Settings page.

2. Click the link User Administration. A list of all users of the Principal Toolbox will appear.

3. Click a specific user/resource to add the detailed information.

4. Now click Edit to insert the following information:

Company Name of the company.

Address Address of the company.
ZiP/Postal Code ZIP/Postal Code.

City City where the office is located.
Country Country where the office is located.
Phone Office phone number.

Phone (home) Private home phone number.
Fax Fax number.

Mobile Mobile phone number.

Birthdate Date of birth.

Gender Male or female.

Remarks Any remarks.

Skills (add-on) Multi select of persons skills.
Calendar Calendars applicable to the user
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Person details

First Name:
Initials:
Last Name:

Email:

Company:
Address:
ZIP/Postal Code:
City:

Country:
Phone:

Phone (home):
Mobile:

Fax:

Birthdate:
Gender:

Remarks:

Save | Cancel I

‘ Peter

| User Hame: Peter

[p.

] lastchanged on:  gg_Apr-2010

‘Cnle

p.cole@fortes.nl

Hour Rate: 120.00

| Fortes

| Group: |_

[capitosi 50-3

| Skills: ¥ Management

[7521PL

| r Engineering

|Ensche~de

| [ Administration

| Netherlands

I Defautt

| r Operational duties

| [¥ Parttime 20%

27-apr-1951

[Male

Person details

6.2.2.2 Advanced options

The administrator has rights to modify advanced options for the login policy. There are several

security settings possible for the password.

Go to the Settings page and navigate to System settings > User login settings

Password expiry time in days (0" is no expiry} [§]

Maximum incerrect login attempts (07 is infinite ) H

Lockout duration (0" iz infinite) ] 15
Minimal password length H 6
Mic upper and lower case letters in passwords [§) Yes
Use =pecial symbolz in passwords H No
Use numbers in passwords [§] Yes

User login settings

These settings can be changed:

Password expiry time in days

Maximum incorrect attempts

Lockout duration

Minimal password length
Mix upper en lower case letters

Use special symbols in passwords

User numbers in passwords

This is the time (in days) a password is valid. After this
date the user has to enter a new pasword. ('0'is no
expiry)

Number of login attempts before a user account is
locked. (‘0" is infinite)

Number of minutes a user account stays locked. (‘0" is
infinite, the administrator can reset a locked account.)
The number of characters a password should consist of.
Enforce the user of both upper and lower case letters.
Enforce the use of symbols (non alphanumeric) in each
password, like @, &

Enforce the use of numbers in a password.

The administrator is able to reset an account. When an account is reset a new password is created by

the system.

Go the User Administration and open the account to reset.
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User Hame: *

Rezet Password:

* = Hequired field

Jeremy

Password reset
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6.2.3

System Settings

Note: this section is only relevant to system administrators.

This is an overview of the advanced system settings. Normally spoken these do not need to be
changed. Some of these settings will only be shown when add-on's are activated.

Page I Link

I Setting

I Standard value

I Remarks

System settings

Document storage location

Location chosen
during installation

All documents within the Principal Toolbox are saved
and coded here

Default system locale

English

Default language settings for the all users. Users can a
personal language if setting 'Personal locale' is set to
yes.

First week of the year

Week that contains
a minimum of 4
days in January
(1SO)

Configure week numbering.

Management System

Personal locale No Users can a personal language if setting 'Personal
locale' is set to yes.
Link to Document -empty- Specify a URL to a external location which is used to add

a external document link.

Application location

-default value-

Only change when problems.

Garbage collector Yes By normal use, keep the standard values.
Debug No By normal use, keep the standard values.
Max file size 90 Mb By normal use, keep the standard values.

Person display name

Lastname, initials

Modify if necessary

URL prefix static files

-default value-

Number of currency
decimals

2

Number of displayed decimals for all currency values.

User Login
settings

Login type

Basic

Change if one works with IIS.

Multiple domains

No

More settings:
See User adminisration >
Advanced options 167

Mail

SMTP Server

Specify the SMTP server for sending email

System address

from-address used for emails automatically sent by
Principal Toolbox, for example notifications.

Fixed from-address

Fill in a fixed from address which is used instead of the
users email address when sending email from Principal
Toolbox

Fixed reply-to address

only specify when all mails sent should be replied to one
email address

LDAP settings

all settings and field mappings for LDAP synchronisation.
Contact support@fortes.nl for more information about
LDAP synchronizationand Single-sign-on options
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Troubleshooting and Solutions

Troubleshooting

So Issue

Login

Solution

Internet Explorer window stays blanc or Principal Toolbox logo
hangs after login.

On the Tools menu, click Internet Options. Open the Security
tab and click the Custom level button. In the Miscellaneous
section, set Allow META REFRESH to enabled.

Single Sign On is enabled, but Internet Explorer ask user
credentials when opening the Principal Toolbox.

On the Tools menu, click Internet Options. Open the Security
tab and click the Custom level button. In the User
Authentication section, check the setting Logon and adjust to
the significant value.

Can't login into the application because the login button doesn't
work at all.

On the Tools menu, click Internet Options. Open the Security
tab and click the Custom level button. In the Scripting section,
set Active scripting to enabled.

Automated reports and document downloading and uploading

Automated reports and documents can't be downloaded.

On the Tools menu, click Internet Options. Open the Security
tab and click the Custom level button. In the Downloads
section, set File download to enabled.

Keywords for automatic reports won't be copied to the clipboard.

On the Tools menu, click Internet Options. Open the Security
tab and click the Custom level button. In the Scripting section,
set Allow Programmatic clipboard access to enabled.

There are noPrincipal Toolbox reporting toolbars in the Excel
template available.

Make sure you have saved the file before opening. On the Tools
menu, click Macro > Security. When the Security dialog is
opened, click the tab Security Level and set the security level to
Medium. Re-open the Excel template. Excel should ask to
accept to run macros.

Nothing happens when the Save list as RTF button is clicked

On the Tools menu, click Internet Options. Open the Security
tab and click the Custom level button. In the Downloads
section, set File download to enabled.

Edit Project Plan
Drag and drop in Edit Project Plan window won't work. On the Tools menu, click Internet Options. Open the Security
tab and click the Custom level button. In the Scripting section,
set Active scripting to enabled.
Internet Explorer blocks a pop-up after adding the first product on | On the Tools menu, click Internet Options. Open the Security
the Edit project plan page. tab and click the Custom level button. In the Miscellaneous
section, set Use Pop-up Blocker to disabled (make sure there
are no other Pop-up blockers active).
The Edit Project Plan window hangs while message "Processing | On the Tools menu, click Internet Options. Open the Security
please wait" is displayed. * tab and click the Custom level button. In the ActiveX controls
and plug-ins section, set Script ActiveX controls marked safe
for scripting to enabled (make sure there is no other script
blocking software active).
Gantt chart editing
Can't drag bars in edit Gantt dialog. On the Tools menu, click Internet Options. Open the Security
tab and click the Custom level button. In the Scripting section,
set Active scripting to enabled.
Resource Capacity Planning

Can't assign resources by dragging in edit plan board mode

On the Tools menu, click Internet Options. Open the Security
tab and click the Custom level button. In the Scripting section,
set Active scripting to enabled.

While double clicking personal Calendars in edit resource
planning mode, nothing happens.

On the Tools menu, click Internet Options. Open the Security
tab and click the Custom level button. In the Miscellaneous
section, set Use Pop-up Blocker to disabled (make sure there
are no other Pop-up blockers active).

Miscellaneous

Internet Explorer reports Script errors on different pages.

On the Tools menu, click Internet Options. Open the Security
tab and click the Custom level button. In the ActiveX controls
and plug-ins section, set Initialize and script ActiveX controls
not marked as safe for scripting enabled

Links to projects and programmes on the homepage doesn't

On the Tools menu, click Internet Options. Open the Security
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So Issue

work.

Solution

tab and click the Custom level button. In the Scripting section,
set Active scripting to enabled.

Pack Project Offline window hangs while message "Processing
please wait" is displayed.

On the Tools menu, click Internet Options. Open the Security
tab and click the Custom level button. In the Downloads
section, set Automatic prompting for file downloads to
enabled.

No pop-up windows are opening while clicking links.

On the Tools menu, click Internet Options. Open the Security
tab and click the Custom level button. In the Miscellaneous
section, set Use Pop-up Blocker to disabled (make sure there
are no other Pop-up blockers active).

Can't download the MS Project Client add-in.

On the Tools menu, click Internet Options. Open the Security
tab and click the Custom level button. In the Miscellaneous
section, set Launching applications and unsafe files to
enabled.

Functions in drop down menus won't work.

On the Tools menu, click Internet Options. Open the Security
tab and click the Custom level button. In the Scripting section,
set Active scripting to enabled.

* Only noticed in Microsoft Internet Explorer version 6.
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Planning products 42

Portfolio 8

Portfolio management

Primary 102

66

39

80

106
106, 159

164

59

82

Principal Toolbox settings 158
Product based budgeting 50

Product based planning

34

© 2011 Fortes Solutions BV



174 Principal Toolbox 5.0

Product breakdown 36
Product breakdown structure 34, 35
Product page 48

Programme 8

Programme dashboard 14
Programme manager 16
Programme reader 16
Progress: Planning 55

Project based budgeting 50
Project board member 16
Project dashboard 28
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