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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 |

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 ]—

Project 1 Project 2 Project ...

b
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| &31).

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

© 2015 Fortes Solutions BV
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1.2

Portfolio Management Project Management
: (@ o B2 Project |
. Portiolo 1 e -
| B e
E i I | | | | I
: 9@
| Portfolio 2 a @ o -
E‘:K --------------------------------- Prolect
5 5
| @ @:I @ i PrOJect PrOJect Plolect
E Portfolio 3 @ @J E@ E Pro]\:ct PI’O]t‘Ct
PmJect

[@) = Projectidea

=] = Single Sheet Project
[ g i

ime Registration

=| = (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 8 or later, FireFox 3 or later or Google Chrome?
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 | 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.
2. For working with automated reports in Excel, the template needs rights to execute macro's.

© 2015 Fortes Solutions BV




10 Principal Toolbox 6.0
1.3 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.
e 0 e 0 alue Rema
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.
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

User Authentication
Logon Automatic for logon When Single Sign On is enabled, this setting allows
only in Intranet zone to sent username and password over the intranet
14 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 regular buttons of your web browser will not work within the application.

\
Toolbox® (Principal) - Internet Explorer o o[ e S
© [[& hitpy//asp fortes.nl/Principal/Prince2L ook/MySystem jsp FFoldeD=106814AViewlD=-1 &SetRetumAdrs=false [ 43 [ % [|[*W Googte .
"4 \

¢ Favorites | [#] Principal Teolbex® (Principal)

Browser buttons won't work

Instead, navigating through Principal Toolbox is done by using the dark blue header within your
browser window. 'Project management' is 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.

© 2015 Fortes Solutions BV
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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.

[ . e oo e |
e@ (& www.principaltoolbox.com D - & X || @ principal Toalbox® [Demo) k BN

File Edit View Favorites Tools Help
Home | Pertfolic Management | Projectmanagement | Resource Allocation | Time Entry | Prince2 FAQ | Project Plaza | Import / Export

~ | Help | Support | Setup ~

| Projectmanagement = IT Department = IT_Change projects = Venus Project
Dashboard Froperties ~ Product Breal Plan Ganit Resource Management ~ Documents - Porlfolio Report Reports Guide Plaza H
. " "
Project: Venus Project Edit Properties || Edit Members || Pack Project Offine i | & | Q
0
i Stage 1 Siage?2 Stage3
Obijective: ;e;[s‘f“a"“" of the Venus Project stal Project initiation 4 L 0 . Project closure
‘Organisation: Albert Swank en
Status: L ] ([Orrecting = Project )
Info: £ + T + T + T + 1
i Starting Up = Proiect Tniiatng & Froject Directing & stage Manzgng stzge Closing s Froject
I ﬂ boundaries II
| FORTES -
ianaging Froject
|
O project Bosrd O Project Manager O Team embers
— — — —=

Project Dashboard; bread crumbs

1.5 Loggingon

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.

Principal

Toolbo

Gebruikersnaam: Erik
Wachtwoord: ||

Inloggen Wechtwoord vergeten?

Versie: 6.0.0.1 (8207)

£l
Licentie toegekend san: Principsl
A Fortes Solutions BV FOR ’ Es

Mes=r infoswww fortes.nl

© 2015 Fortes Solutions BV
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2 Basics Principal Toolbox

2.1 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.

Home | Portfolio Management | Projectmanagement | Resource Allocation | Time Entry | Prince2 FAQ | Project Plaza | Import / Export i< re ~ | Help | Support | Setup ~

Home | Approve Hours My Time Sheets
Home Customise Page Text = Customise Home Page | Edit Widgels ~Q

Principal ... (1)

Here you have access to information regarding projects, products and other business

’oolbox that have been assigned to you such as issues, risks, actions and fimesheets

My open time sheets Documents to be approved by me
Week  StatDate s  Owner omeSheel  Remarks by Owner Time Entry Group Document e = Crrls
Highiight Repars Apollo Project .

604Feb2013  Erik Aslbersberg New er mehfﬁ n;m;:-:ﬁ)i: " H\:M;M Re:uﬂ A;ﬂlu ijecl Z:T: y 22 3 11 ;

7 11Feb-2013  Erik Aalbersherg New T gnight_Report o

818FeD2013  Erik Albersberg New et

ime sheets to be approved by me
Week Start Date Owner Remarks Time Entry Group
421Jan2M3  Eik Aalbersberg 1T

My Projects * Dashiboard ~ || View Options =
B CurentStage  Progress General pianning Hours €081 gy panagerts)

Sialus  Stalus  Stalus
Apolio Project Project inifiatie 000000 e ® ® ® Peter Cole
Office 2010 Implementation 22.Jan-2013

Venus Project @ Project inttiation [ JAJJJJ@ [ ] [ ] ® Albert Swank
Realisalion of the Venus system 30-Jun-2012

Zeus Project Y ® ® ® Erik Aalbersberg

My Products. Edit = * My Products ~  View Options ~
Name Project Owner Reviewer Participants Start Draft Checked Final
Project Initiation Document (PID) Venus Project Erik Azlbersberg John Edwards Albert Swank 16-Jun-2012  19-Jun-2012  21-Jun-2012  30-Jun-2012
My Actions. Edit | * My Actions ~  View Options ~ My Issues Edit My Issues ~  View Options ~
Name Project | Programme  Related To Due Date & Description Project / Programme  Decision Due Date &
| Exteme hulp inschakelen  Apollo Project 12: Gebruiker is niet  06-Jun-2010 rintknopje op hoofdscherm Apollo Project Approved 13-Apr-2010
N beschikbaar in gestelde
termiin
1 Planning aanpassen Venus Project 2: planning loopt uit 12-0ct-2010 -
My Risks Edit | * My Risks ~ View Options ~ My Quality reviews * My Reviews ~  View Options ~
Description Project / Programme ___Decision Due Date &
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 & Workflow)
4. All programmes and projects you have a role in.

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

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:

Which programmes should be displayed.

¢ Which projects should be displayed.

e How to display the products.

e How to display the log items.

© 2015 Fortes Solutions BV
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2.2

Customise home page Edit = Close

Portfolio Section: Do not show portfolios on my home page
Show portfolios of which | am a manager
(@ Show portfolios of which | am a member or a manager

Programmes Section: (@ 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

Projects Section: 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)

Workpackage Section: (@ Do not show work packages on my home page
Show work packages of which | am an owner/reviewer/participant (includes view selectors)

Products Section: Do not show products on my home page
(@ Show products of which | am an owner/reviewer/participant (includes view selectors)

Activities Section: (@ Do not show activities on my home page
Show activities of which | am a participant

Logs Section: 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:

e Approve Hours shows all hours from other users you should approve or disapprove.

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

Enterprise dashboard

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

On the Project Management 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.

Home | Portfolio Management | Projectmanagement | Resource Allocation | Time Entry | Prince2 FAQ | Project Plaza | Import / Export ~ | Help | Support | Setup ~

Projecimanagement
Dashboard = Documents & Is  Archive

Projectmanageme! Edit Properties | Edit Members ~ EditWidgets = & Q

Automated Reports Edit 4 L
Sy rincipa
Welkom op het Enterprise niveau van de Principal Toolbox!

A risk Report

i Toolbox

Reports

Programmes / Projegi Programmes / Project lists New Move Archive @ * Dashboard = || View Opfions ~
Propocts = Status  Programme Manager
Products
Issues IT Department @ Henk Visser
Risks Contains al IT related projects
Changes Other projects ® Herman Mulder
Quality reviews 3
Actions: Gontains al other projects

Lessons leamed

Cost/ Hour Enfries

System Resources

Project Resources
Entries

Timeline Reports
Enfries

Enterprise dashboard

1. Tab pages
The tab pages are standardized on the enterprise dashboard. The name of the tab page indicates
the content of the page.
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14 Principal Toolbox 6.0
- 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’), add and edit widgets ('Edit Widgets'), send an
e-mail, print the current page and search the entire database.
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.

Home | Portfolio Management | Projectmanagement | Resource Allocation | Time Entry | Prince2 FAQ | Project Plaza | Import / Export rik A ~ | Help | Support | Setup ~
Projectmanagement > IT Department > IT Change projects o
Dashboard | Properties » Gantt & Dependenc] & Knowledge | Models | Archive
Project list: IT Change projects Edit Properties ~ EditMembers ~ Edit Tolerances  Edit Widgets = & Q
Name: IT Change projeg] q Welcome!
Description: ﬁ":ggjf "Keep it simple and siraightforward®
. .
Status: ®
-
Logs Projects New  Import | Export Move Model | Archive | * Dashboard ~+|| View Options =
al - CumentStage  Progress General Planning Howrs  Costs  Project Manager(s)
(1) Issuelog Apolio Project Projectiniiatie (D@ [ ] [ ] [ ] Peter Cole B
(R) Risk log Cffice 2010 Implementation 22.Jan-2013
Daily / Action I Juno Project Project opstart DDDD ® -* ® ® Samuel Davies
— Back-up maken van alle vorige versies 23-Jun-2010
Omega Project = ® ° ® ® Jan Jansen
Automated Reports Edit =
Venus Project Projectinitiation [T @ ) [ ] [ ] Albert Swank
[ Programma Rapportage Realisation of the Venus system 30-Jun-2012
Zeus Project = o ™ ® ® Erik Aalbersberg
Reports

Programmes / Project lists
Projects Project Models Import  Export  Archive

Procucts Name = Objective Owneris)
Risks Kiein Prince2 2009 project model Voor het managen en uitvoeren van een kisin project

Changes Software implementatie projectmodel Prince2 project model for software implementations

f:;c‘l':‘l; reviews Standaard Prince2 2009 project model Project model voor grote en/of complexe projecten

Lessons leamed
Cost/ Hour Entries
Project Resources
Entries

Programme dashboard

1. 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.

- Properties : An overview of the programme properties and history.

- Gantt & Dependencies : 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.

2. 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 tolerances| 561 set by the programme manager.

© 2015 Fortes Solutions BV



Basics Principal Toolbox 15

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

4. 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.

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

6. Functions at programme level
Here you can make the ‘Programme dashboard’ available to users| 151 (‘Edit members’), change
the text and the logo of the dashboard (‘Edit Properties’), send an e-mail, print the current page,
use the search function. The programme manager can also setup the tolerances|se" for the
planning, hours and costs of all projects with this programme by using the ‘Edit Tolerances’
button.

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

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 ¢ Create and archive programmes on the enterprise
(enterprise = highest level in the dashboard

programme hierarchy)

e Assign programme manager(s) to a new programme
e Assign programme reader(s) to a new programme
e Manage roles at the enterprise level
e Access information of all programmes and projects
¢ Modify picture and text on enterprise dashboard
Enterprise Support ¢ |dentical access rights as the Enterprise Manager
Enterprise Reader e Access information of all programmes and projects
e Work area / programme / project list | e Create, move and archive projects and project models
Manager on assigned level
e Work area / programme / project list | e Create, move and archive sub-programmes
Support e Remove and restore archived projects, project models

on assigned level

e Assign project manager to a new project

e 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

o Set tolerances for the projects within assigned
programme / project list

o Modify layout of programme / project list dashboard

© 2015 Fortes Solutions BV



16 Principal Toolbox 6.0

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

e Changing the portfolio dashboard layout

Portfolio Management Reader ¢ Read access to all data within the assigned level
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 ¢ Read all information within a project
Supplier) 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 ¢ Add deliverables (documents) to a product

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

e Editing all product specific and custom fields

Reviewer ¢ Add deliverables (documents) to a product

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

e Editing all product specific and custom fields

Participant e Add new issues related to the product.
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Roles on logs (issues, risks, changes, actions, quality reviews)

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

Assign the log item to another project team member

Project Manager and Project Support

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

Roles within Resource Allocation

Resource Allocation Manager

Has the following rights on all Resource Pools:
Assign users to resource pools

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

e 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

¢ Assigning and removing users from the resource pool

e Changing properties of the resource pool

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

¢ Defining resource availability

¢ Allocating hours against projects and non-project
activities

Resource Pool Reader

¢ 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

Changing properties of Time Registration groups
Managing Non-project Activity Sets

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
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groups:
e Access to all Time Registration groups
e 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 ¢ Assigning and removing users from the applicable Time
Registration group

¢ Modifying properties of the Time Registration group

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

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

Group Reader e 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

2.5 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.

2.6  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.

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

e 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.
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Stage 1

Starting-up a Project Initiating a Project

Stage 2

- Closing a Project
Execution Stage 1

[Directing a Project

+ 1 v
[S[arﬁng Up = Project ] [\nitiaﬁng a Project ] [Dire:ting a3 stage

Managing stage
boundaries

‘Closing a Project
v 1
) | ]

D Project Board D Project Manager O Team Members

Active stage in yellow

Products
[# Project start-up

(@ Project initiation

Project Initiation Document (PID)

Project Authorisation

@ Eerstefase

Work Package 1
Product B
Product G
Product A

Highlight Reports

Stage Plan update
Project Plan update
Next Stage Authorisation

(3@ Project closure
Follow-up recommendations

Lessons leamed report
Project decommissioning

Edit Owner & Milestones || Edit Project Plan || Set Baseline | + = —

Owner Start Draft Checked Final F D10 R) @€ ®
John Edwards 04-Feb-2013 - 08-Feb-2013 R

11-Feb-2013 - 12-Fep-2013 - - - - - -
Owner Start Draft Checked Final P B R @) (€ (&)
John Edwards 15-Feb-2013 - - - - -

15-Feb-2013 - - - - -
John Edwards - - - - -
Owner Start Draft Checked Final

19

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

Edit Project Plan

Save

[ New stage | [New | [ New spec. product | [ New man. product | [ New man. product |
- Specialist Management Work packages
Project plan
Product Breakdown ==
P Product A
Projec start-0p New Product B
Project Mandate |:
Product C

Project initiation
Project Initiation Decument (PID) 8 Project plan
Project Authorization
Eerste fase Unassign
Work Package 1
Erﬁuc:g To rename, double-

foaue click on item.
Product A

To permanently remove items

Highlight Reports P Y

Stage Plan update
Project Plan update
MNext Stage Authorisation

Project closure

Follow-up recommendations
Lessons leamed report
Project decommissioning

drag them into the trash can.

Remove

m

Copy products

Cancel

==

Three different colours for different types of

Indication of potential problems

products
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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:
® Final planned date has passed.
(red)
An inconsistency is present with the product milestones (e.g. start milestone is
(yellow) planned later than the draft milestone)
® Is shown when a conflict arises due to conflicting dependencies. If an end date ofa *
Predecessor’ is delayed or planned later than the start date of the ‘Successor’ a blue
(blue) traffic light is shown to indicate a problem.
In the following section, the use of RAG indicators| 201 on programme / project list dashboards is
explained.
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.
o - Minor deviation from the plan on costs, hours or planning.
(amber) |- Based on the tolerances set.
& - 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.

© 2015 Fortes Solutions BV



Basics Principal Toolbox 21

2.8

@ hetp://localhost 9000/ Demo_4/Prince2Look/MySystem jspTFolder] O + & X |[ @ principal Toolbox® Dema)

File Edit View Favorites Tools Help

Projectmanagement > IT Department > IT Ghange projects

Dashboard | Properiies ~  Ganit & Dependencies Documenis & Knowledge Models  Archive

| Proj -
roject | i
d (2 Principal Toolbox® (Demo) - Windows Internet Explorer provided by Principal Toalbox bl | | EdtWidgels | = [ A | Q
Name: Programme and Project Tolerances Close
Descriptid|| @ Set tolerances
Enter the tolerances for the projects in this programme / project list. The default tolerances can be set in the first row. For specific projects, the tolerances can be set
Status: differently by setting alternative values in the list below.
Tolerances can be set absolutaly or relatively (percentage based) for the following dimensions
+ Stage Planning
i Shows whether or not the active stage is running benind, or on schedule with respect to the planned end date.
Logs + Product Planning ~  View Options v
Counts the number of producis overdue (in respect to the fotal number of products in the preject plan). Cosls  Project Manager(s)
(1) ssue logy Summarizes the costs (committed, actual and remaining) and compares this in respect to the budget for all products in the project plan. i @ Peter Cole
(R) Risk log
(&) Daiy 14| Summarizes the hours (committed, actual and remaining) and compares this in respect to the budget for all products in the project plan. e Samuel Davies
| |
Default project tolerances Edit | * Planning Tolerances - | L] Janiiameu
Automateq Stage Planning Tolerance Product Planning Tolerance I . T
- Orange Orange Active I want
(| nE Progras Name & Orange (%) (Abs) Red (%) Red (Abs) Orange {%}tAhs) Red (%)  Red (Abs) Stage Only
IT Change projects 0 0 0 ] 0 2 0 4l ® Erik Aalbersberg
Reports.
Programmeq Project specific il to the default Edit  * Planning Tolerances -
I _
:z{fﬁs Stage Planning Tolerance Product Planning Tolerance Import  Export | Archive
Project - Owner(s)
Issues Name & Speciic  Orange (%) "% Red(%) Red (Abs) Orange (%) 2""9%  Red (%) Red (Abs) SC0VE
Risks Tolerances (Abs) (Abs) Stage Only L4
Changes
Quality revig| | APelle Project [ n o [} 0 o [} o ol
Actions Juno Project =] [] 0 0 0 0 [] 0 o™
Lessons I3l || Omega Project ~ 0 0 0 0 0 0 o™
Cost/ Hour
Project Resd| | Venus Project - 0 0 0 0 50 0 100 ol” il
Enui Zeus Project r ] 0 [} 0 0 ] 0 o™

L

Tolerances can be set on the programme level

The use of indicators within projects is explained in the previous section| 1",
For setting the tolerances in a programme or projectlist see: Setting tolerances| 6}

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 /127

* All Projects ~  View Options ~

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 01 is
available within your organisation.

The different options in the View Options menu are:
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Set filter . Define a filter 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| 2.

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. View Options

3. Click Set Filter in the View Options menu. i Set Filter
To select finished products set the field ‘Final Status’ to ‘true’. After clicking OK Set Columns
you get a view of the selected, finished products. Set Widths
Chart Options
4. With Set Columns you can add and remove columns from the view. Advanced
. L . Make Default
e To add columns to the view, select them on the left side in column "All Save View

fields'. Click the >> button to add the columns. Manage Views
e To remove columns from the view, select them on the right hand side e
and click << to remove.
e 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 127,

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

10.With the button ‘Manage Views’ the views available can be managed. See
Managing views.| 23
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2.9

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

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.g.
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.

View Options -

i 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.

Manage Views Back
@ Manage the list of available views. The following view types exist:

- Global: Views can be used by everyone, everywhere. Only system administrators can adapt these views.

- Local: Views can be used by everyone on this location. System administrators and coordinatoren can adapt these views.

- Personal: Only you can use and adapt these views. Views are available everywhere.
Personal Views Remove Export Import
Name Remarks by Owner Creator Published Hidden
Local Views Remove = Export
Name Remarks by Owner Creator Published Hidden
Global Views Remove  Export
Name Remarks by Owner Creator Published Hidden
Project Costs AR Albert Swank 18-Mar-2009 -
Builtin Views
Name Remarks by Owner Hidden
Costs. -
Costs and Hours
All Projects
Hours
Project Organisalion

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 forliews defined only for reporting purposes). To do so click

W
the specific view and place the tick mark - .
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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
Name: Project Costs Creator: Albert Swank
Remarks by Owner: AR
Hidden: [
Type: Global -

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. Enoly Jmesgd

6. To remove views from the Principal Toolbox use the remove button. HEILLS

2.10 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 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 approval| 58 for more
information about storing documents in Principal Toolbox.

2.11 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.

Projectmanagement > IT Department > IT Change projects > Apollo Project > Issue log > 16: Planning will not m

m Properties | History

1. Click the email button , in the upper Issue 16: Planning will not make it o (ona ()
right hand corner of a specific page. In this &= o s
example a new issue is created on the e S .
Apollo project and we want to inform the e

members of the new issue.
2. A new page will appear with a short " e e I S
description of the item (in this case: issue = oswsos
12). You can select the project members
you wish to notify. These can be inserted
manually or by clicking To, CC or BCC.
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3. Check the default contents of the = & Q
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).

Edit information to send
Tori

i edwards@mail com

et

4. When finished, click Send e-mail and the s

Subject: §

mail is sent to the recipients.

0P
oject
n Ed

roject
Initatie Document (PID)
wards

ision: Oper
Remarks:
Link: hto:/ocalhost 9000/Demo_4/Login/ 154583

Sende-mail | Cancel

25

Note: Since the email 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.

2.12 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.

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

Search

Advanced Search

Search: PID

Type: Project El
Created before:

Created after:
Search

Note: Seach resulis are limited to the first 100 hits.
Search results (folders):

Type Name [ Location Description Owner

Search results (documents / files / hyperlinks):

Type Filename / Location Description Revision/Doc nr Publizher
PID Apolio 3.5 w35 Erik Azlbersberg
Projectmanagement > IT Department > IT Change projects = Apollo Project = Project initiatie > Project Initiatie Docum..
m; _PID.rtf PID - Final wid Erik Azlbersberg
Projectmanagement > IT Department > IT Change projects = Project Amlin = Initiating a Preject = Project Initiation Docu..
m; _PID.rtf Project Initiation Documentation vi0 Erik Aalbersberg

Projectmanagement = Genlre of Excellence

Close

Date

Modified
31-Mar-2010

06-Sep-2010

24-Mar-2010

m

Search page

2.13 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.
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Home | Portfolio Management | Projectmanagement | Resource Allocation | Time Entry | Prince2 FAQ | Project Plaza | Import / Export ~ | Help | Support | Setup ~
Projectmanagement > Standard Prince2 2009 P E
Dashboard FProperties Product Breakdown Plan Project related documentation Report  Guide
Project Model: Standard Prince2 2009 Project Model (UK) Edit Properties  Edit Members ~ Configure Process Diagram 28 & Q
Stage 1 Stage 2
Objective:  Frofeetmodelforlamer | gianing yp g Project  Initiating a Project < et Closing a Project
SYEE - andlor com [more. ] Execution Stage 1
Organisation:
Status: (Brectng = Fraet )
This project mw_del ¥ 3 T ¥ T T T T T |
o provides you with a full T Te=— Ttstng & Projeet Sirecing & stage Tianegrg ege Temng s Frojeet 3
N set of management boundsries

products [more.]

-
(‘QA PR'NCEZ . O project soard O project Manager O Team Members

Logs Products Edit Owner & Milestones  Edit Project Plan  Set Baseline | # || =—
New  Total [® Sstarting-up a Project

(1) 1ssue log Owner start Draft Checked Final PR @QECM®

(R) Risk log Project Mandate - - - - - T

(@) Quaitty review log Froject Brief

Change log Initiation Stage Plan

(&) Daily / Action log Initiation Stage Authorisation

Lessons leamed log

() Minutes of meciings @ Initiating a Project

Ouiner Start Draft Checked Final FOORQOM®E
Business Case - - - - - [
Automated Reports Edit Project Inifiation Documentation (PID)
@3 vioniont Repor Next Stage Plan
Project Authorisation
{@3 End Stage Report
O Exacution Stagad ~

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
PRINCE2 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, you are
able to build a product breakdown (see the section about product breakdown|32) 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| 741,

2.14 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.

Home | Portfolio Management | Projectmanagement | Resource Allocation | Time Entry | Prince2 FAQ | Project Plaza | Import / Export ~ | Help | Support | Setup +

Portfolio Management = Portfolio R&D (UK)
Dashhoard | Properties v Financials Portiolio Ganft Documents Archive
Portfolio: Portfolio R&D (UK) Edit Properiies | Edit Members ~ Customise Page Text | Edit Field Configuration |~ Edit Page Layout || Edit Widgels ™ & @ Q
-
Name:  Portioio R&D (UK) @ portmolio Logistics
Description: Portfalio of the R&D FOHTES Overview of all projects within the logistics department with the priority and FTE required per
partments quarter. Maximum FTE available is 17 If more is needed, hiring will be required
Status: ®
Status
Description:
Automated Reports Edit | Projects (Portfolio Management) Edit New Sendreportrequest —Save asversion  Archive | Move B | All Projects - View Options ~
Importance vs Risk Last Published 5 Planning  Hours  Costs
g8 me Name e Cument Stage Project Manager(s) Sias  annnd Hows  Cbet  EndDate
6 Minsk = = Ruud Peltzer ® ® ® ® 12-0ct-2010
Reports = Ven-us = Preparation stage Peter Cole o ® ® ® 28-Sep-2010
Projects (Portfolio Management) & Zenith - - [ ] ® L] [ ] =
Products T Zone project 16-8pr-2010  Project initizfion Herman Mulder ® ® - ® 17-5ep-2010
Issues
Risks
Quality reviews
Changes Previous versions. Remove | * All Previous Versions  ~  View Options =
Actions. Name Saved On Saved By Remarks by Owner
EESSI?": ‘EE'E"etd January 2012 08-Mar-2012 Erik Aalbersberg
ost / Hour Entries
Enties February 2012 08-Mar-2012  Erik Aalbersberg
Timeline Reports Report Models New | Import Export Archive
Entries Name = Objective
Wonthly Report Monthly Progress 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
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3.1
3.1.1

the Portfolio Model| 267 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.

Home | Portfolio Management | Projectmanagement | Resource Allocation | Time Entry | Prin:

Projectmanagement = IT Depariment = IT Change p;

Dashboard Properies =
Project: Apollo Project
Office 2010

Implementation
Organisation: Peter Cole

Objective:

Status: L]
Stat
stay
to
lat

Info:

FORTES®

Logs

(1) tssue log

(R) Risk log
T
4

(@ Qualiy review log

Change log
(&) Daily { Action log 10

Lessons lsamed log 5
(M) Minutes of meelings

Automated Repgy? Edit
EH Higniignt R;
B3 Higniignt Re

My to do List
10: printknopig

(1) 13-4pr-20

¥ 2840120

06-Jun-20
inschakelen Q

Product Breakdow!

Project opstart

ollo Project

esource Management ~ Documenis ~

Project initiatie

FAQ | Project Plaza | Import / Export

Stage2 Stage 3
Specificatie fase

Portfolio Report  Reports  Guide Plaza
Edit Properties

Edit Members

Project afsluiting

([Directing = Project

T + T
[E'amng Up a Project ] [hinsmg s Project ]

Products

0O <o OB

ANAN

Project opstart

Project initiatie

Project business case
Praject Initiatie Document (PID)
Praject Autorisatie

Specificatie fase

Behoeften inventarisatie (werkpakket)
Vragenformulier opgesteld
Formulieren verzonden
Intake-gesprek met eindgebruikers

Implementatie voorbereiding (werkpakket)
Handleiding systeembeheer
Instructie systeembeheer

Handleiding aangepast

Installatie {door leverancier)
Pilot installatie
Installatie door systeembeheer

Geteste installafie

+ 1

Mansging stage
boundaries

] [C\n;\ngtF'r?jem

O project seara O project msnsger O vaam memsars

Ovmer
Erik Aalbersberg
Peter Cole

John Edwards

Owner

Yung JiLao
John Edwards
John Edwards
Richard de Graot

Yung JiLao
Peter Cole
John Edwards
Herman Mulder

Peter Cale

Edit Owner & Milestones

Start

11-Jan-2013 -

+
v

Start

27-Jan-2013 -
27-Jan-2013 -
28-Jan-2013 -

01-Feb-2013

Draft Chel

:/

Draft Checked
-Z-QJan-EOH

05-Fen-2013 08-Feb-2013

15Fen-2013 —

05Mar-2013

26Mar-2013
15-Fep-2013 —

11-Feb-2013 -
24-Feb-2013 -

11Fep-2013 —
11Feb-2013

Pack Project Offline

Edit Project Plan

17-Jan-2013

v

Final

25-Feb-2013
e
e
28-Feb-2013

03-Apr-2013
25Mar-2013
03-Apr-2013
21-Feb-2013

15-Mar-2013
02-Mar-2013
15-Mar-2013
15-Feb-2013

~ | Help | Support | Setup +

= oA Q

m

Sef Baseline |+ || —

FPOR@E®
E R

133 - - -1

FOOR@E®

3 -1 2 -

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 Allocation (add-on) :

- Documents

- Portfolio Report (add-on)

- Reports

- Guide

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

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)

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| 62 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 /127 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.

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 for extra information.

Edit plan

With the ‘Edit plan’ button you can design and modify your project plan. Furthermore you can
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produce a product breakdown structure here. (See section product breakdown | s3Y).
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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.| 32"

Defining stages and work packages.! 3

Assign products to work packages.| 38"

Planning the milestones of the project (basic |40or advanced option| ™).
Assign responsibilities for products/ 44,

Assignment of budgets (hours and costs).| 46

Defining dependencies between products.| 47

NogkrwnE

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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3.1.21

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 Mew  Import Export Move Model @ Archive = * Dashboard = | View Options ~
= Cument Stage Progress General Planning Hours Costs Project Manager(s)

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, objective etc. and add members

Project properties

Name:

Objective:

Project Model: Kiein Prince2 2009 project model [E3
Project Color: E|
Product Planning Type: Principal Toolbox + Planning Export EI

Add project members

Project managers Available users
Erik Aalbersberg
<- Add Albert Swank
Arjan van der Laan
Bemoveey Henk Visser
Herman Mulder
Ivo Rings
Project board Jan Jansen
Jeroen van Bameveld
John Edwards
Peter Cole
< Add Richard de Groot
e Ruud Peltzer

Ruud v. Weerdenburg
Samuel Davies
Support Administrator
Theo van Wirdum
Tom M:

Project team members Yung Ji-Lao

=- Add
Remove =

Creating a new project

3. Fillin the appropriate data at ‘Project properties’:

Name . Project name

Objective . Short description of the project's objective

Project model . Select the project model on which the project will be based

Product planning : 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 PRINCEZ roles e.g. Senior supplier, project support,
project assurance.
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3.1.2.2

Add project members

- . Select project members
Project managers Available users

Erik Aalbersberg a Avatale users

< Add Albert Swank Project Manager(s) a

Peter Cole
Arjan van der Laan < Add Albert Swank
Henk Visser Remove = Afjan van der Laan
Herman Mulder Erk Aaloersberg
Ivo Rings Pro; M
ject Support Herman Mulder

Project board Peter Cole ity
Jan Jansen Richard de Groot = Add Jan Jansen
Jeroen van Bameveld Ruud Peltzer Remove dw
John Edwards Ruud v. Weerdenburg Peter Cole

< Add Theo van Wirdum ———————————————  Richardde Groat
Tom Maassen Project Board - Executive Ruud Peltzer

John Edwards Ruud v. Weerdenburg
Yung Ji-Lao < Add Samuel Davies
. Support Administrator
Remove Theo van Wirdum
Tom Maassen
Project Board - Senior User Yung Ji-Lao

Project team members Erlk Azlbersoerg < Add

‘Samuel Davies Remove =
Support Administrator

Project Board - Senior Supplier
< Add Yung JiLzo

Remove -=

Remove >

< Add

Remove =
Remove =

Project Assurance

< Add
Remove =

User Group (optional)
< Add
Remove =
Supplier Forum (optional)

< Add
Remove =

Project Team - Team Manager(s)
Richard de Groot
< Add

Remove =

Project Team - Team Member(s)

Herman Mulder

Arjan van der Laan e

Ruud v. Weerdenburg Remove

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.

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 =& Freiect 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 colored 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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Edit Project Plan Save | Cancel
New stage New workpackage | [ New spec_product | [ New man. product | [ Newman. product |  Copy products

Specialist Management Work packages
Product Breakdown

Project plan

Kiant atie producten
fvac

To rename, double-
click on item

ie (werkpakket)

To permanently remove ftems | | [-Implementatic producten

«drag them into the trash can,

| |[E

Highlight Report a

Go/Nogo

Edit project plan

Some remarks about the mechanisms of this window.

¢ 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 colored (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.

[ New stage | [Wewworkpackage | [ Mew spec. product | [ Newman. product | [ Newman product | | Copy products

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.

¢ 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.

e 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.

o 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
an empty list.

e 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.

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

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

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

Specialist Management = Work packages
Product Breakdown s ==

Project end product
Product 1

i

Product 2

Product Breakdown

Move, delete and rename products:

e 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.

e 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. Go to the tab ‘Product Breakdown'.
2. On the left (Breakdown representation) you can select the view ‘Graphical (All products)’. A view
similar to the view beneath will be shown.

Dashboard = Properties ~ | Product Breakdown | Plan Gantt Resource Management ~ Documenis ~ Porifolio Report Reports Guide Plaza
Project: Apollo Project = G Edit Project Plan

Breakdown representation [] =assigned toplan [ ] = unassigned product

Graphical layout (all products)
Graphical layout (ssigned products)

fie en | (T Opstallen \llzgenuur‘

[ I
Tnstructe
systeembe.

Vragenor..
opgesteld

Filot
installatie

Fandieiding
systeembe begeleiding || FAQs kst

op werkplek

1
Fiat
implement.

Teipdesh
opzstten

[
Tnstallatie Utrol naar | [Gebrukars.
door it PC:

Formulieren
werzonden

Product Breakdown Structure

sysizemis.

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.

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'.
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Edit Project Plan

Save

[ New stage

] [Hew

| [ew spec_product | [ New man. product | [ Hew man_product |

Project plan

Starting-up a Project
Project Mandate

Project Brief

Initiation Stage Plan
Initiation Stage Authorisation

Initiating a Project

Business Case

Project Initiation Documentation (PID)
Mext Stage Plan

Project Authorisation

Execution Stage 1

Work Package 1
Product 1.1

Highlight Report
End Stage Report

Hext Stage Plan

Hext Stage Authorisation

Execution stage 2
Work Package 2
Product 1.2
Product 2.1
Product 2.2

Highlight Report

m

Specialist  Management Work packages
Product Breakdown ==

Project end product

New Product 1
t:.:sm 11
Product 12
o Product 2
t:.:sm 24
Product 2.2
Unassign

To rename, double-
click on item.

To permanently remove items
drag them into the trash can

Remove

m

Cancel

Copy producis

==

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).

Edit Project Plan

Save

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

Project plan

Starting-up a Project
Project Mandate
Project Brief
Initiation Stage Plal
Initiation Stage Aul ation
Initiating a Project

Business Case

Project Initiation Documentation (PID)
Mext Stage Plan

Project Authorisation

Execution Stage 1

‘Work Package 1
Product 1.1

Highlight Report
End Stage Report

Mext Stage Plan

Next Stage Authorisation

Execution stage 2
‘Work Package 2
Product 1.2
Product 2 1
Product2.2

Highlight Report

»

m

Specialist | Management Work packages

Product Breakdown =

Project end product
Product 1
tFl:ch 1

Product 1.2
Product 2

t;.:cm:-

Product 2 2

New

Project plan

Unassign

To rename, double-
click on item.

To permanently remove items
drag them into the trash can

Remove

i

Cancel

Copy products

>

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.
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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.

Edit Project Plan Save || Cancel

[Newstage | [Wewworkpackage | [ New spec product | [ New man product | [New man product | | Copy products

Specialist  Management Work packages
Project plan -
Product Breakdown << || »»
Project end product

Starting-up a Project
Product 1

Project Mandate
Project Brief

Initiation Stage Plan - -
Project pl roduct 2
nitialion Stage Authonsation roject plan

Initiating a Project .
Business Case Unassign
Project Initiation Documentation (PID) E

Hext Stage Plan To rename, double-
Project Authorisation click on item

Execution Stage 1 To permanently remove items
Work Package 1 drag them into the trash can
Product 1.1

Remove
Highlight Report
End Slage Report
Hext Stage Plan
Mexd Stage Authorisation

Work Package 2
Product 1.2
Product 2.1
Product 2.2

Execution stage 2 H‘m

Highlight Report -

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 (PRINCE2), 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 | 38Y).

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

[Newstage | [Wewworkpackage)| [ New spec product | [ New man product | [New man product ] | Copy

Project plan

Starting-up a Project
Project Mandate

Project Brief

Initiation Stage Plan
Initiation Stage Authorisation

Initiating a Project

Business Case

Project Initiation Documentation (PID)
Mext Stage Plan

Project Authorisation

Execution Stage 1

Work Package 1
Product 1.1

Highlight Report
End Stage Report

Hext Stage Plan

Hext Stage Authorisation

Execution stage 2
Work Package 2
Product 1.2
Product 2.1
Product 2.2

Highlight Report

Specialist  Management Work packages

Product Breakdown ==
Project end product
New Product 1
Project plan Product 2
Unassign

To rename, double-
click on item.

To permanently remove items
drag them into the trash can

Remove

m

Cancel

products

==

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.

Edit Project Plan

Save

[[Newstage | [New workpackape | [ Hew spec_product | [ New man_product | [ Hew man_product |

Project plan

Starting-up a Project
Project Mandate

Project Brief

Initiation Stage Plan
Initiation Stage Authorisation

Initiating a Project

Business Case

Project Initiation Documentation (PID)
Mext Stage Plan

Project Authorisation

Execution Stage 1

Work Package 1
Product 1.1

Highlight Report
End Stage Report

Hext Stage Plan

Hext Stage Authorisation

Execution stage 2
Work Package 2
Product 1.2
Product 2.1
Product 2.2

Highlight Report

Specialist Management = Work packages
Work packages

Work Package 3

Project plan

Unassign

To rename, double-
click on item.

To permanently remove items
drag them into the trash can

Remove

m

Copy producis

Cancel

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
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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).

Edit Project Plan Save || Cancel

[Newstage | [Wewworkpackage | [ New spec product | [ New man product | [New man product | | Copy products

Specialist Management = Work packages
Work packages

Project plan -

Starting-up a Project
Project Mandate
Project Brief
Initiation Stage Plan

Work Package 3

nitiation Stage Authorisation

Initiating a Project

Business Case

Project Initiation Documentation (PID)
Mext Stage Plan

Project Authorisation

To rename, double-
click on item

To permanently remove it
drag them into the trash

Execution Stage 1

Work Package 1
Product 1.1

Highlight Report
End Stage Report

Hext Stage Plan

Hext Stage Authorisation

Execution stage 2 I
Work Package 2 ﬂIﬂ
Product 1.2
Product 2.1
Product 2.2

Highlight Report -

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 |2 in 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| 39,

Hint: check the use of colors of products etc. in section 'the use of colours within projects| 18

Making a product mandatory

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

Edit Project Plan Save | Cancel

[Wew stage | [ ] [ spec. product| [ New man-product | [Tiew man produet] | Copy products

Specialist | Management | Work packages
Project plan -
Product Breakdown
Praject end product
Product 1

Starting-up a Project
Project Mandate

Project Brief

Initiation Stage Plan
infiation Stage Authorisation

New

Project plan Product 2

Initiating a Project
Business Case
Project Initiation Decumentation (PID) 8

Next Stage Pian To rename, double-
Project Authorisation click on item

Unassign

Execution Stage 1 To permanently remove items
Work Package 1 drag them into the irash can
Product 1.1
Remove
Highiight Report
End Stage Report
Next Stage Plan
Next Stage Authorisation
Execution stage 2 R
Work Package 2 I]I]]
Product 12
Product 2.1
Product 22

Highiight Report o

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.
General Logs Dependencies Cosis & Hours | Resource Demand
Product: Project Initiation Documentation (PID) Save | Cancel Page Layout v
Name: Project Iniiation Documentation (PID) Planned Actual date
- date
Description: Includes project plan ™~ start: " -
Owner Group: Project Manager -
P ! £ [ Draft: - -
Owner: - -
™ Checked: - -
Reviewer: — -
™ Final: -
Participants: — . =
Priority: - Duration In Working Days: 0.00
I Mandatory: I~ I 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.

3.1.2.3 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:

On the dashboard and plantab : Set milestones individually on the project dashboard or ‘Plan’ tab.
40
On the Gantt chart/ 401 . 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 » Product Breakdown | Plan | Gantt Resource Management = Documents » Porifolio Report  Reports  Guide

Project: Apollo project

Products Save  Cancel
Qwner Reviewer Parficipants Siart Planned Draft Planned glha?‘cn';edd Final Planned
@F‘mject start-up & February EI > mﬂlzlx 22-Jan-2013
() Project initiation Wk M T W T F 838
7 Initial Business Case John Edwards ~|Samuel Davies - Richard Hammond, Peter Cole - g s s T ;13 28-Jan-2013
W Project Initiation Document John Edwards « Jeroen van Bameveld Samuel Davies, Richard Hammond, Yung Ji-Lao, Peter Cole - 7 11 12 13 14 15 1647 (2013 |04-Feb-2013
o Project Autherisation Samuel Davies « John Edwards - - - g ;: ;? gg ;18 2 2? 2? 12-Feb-2013
5
Rowui 15 & Prototypi 10 4 5 6 7 8 910
equirements & Prototypin
B Rea ping — v | Today: 20-Feb-2013
Pilot Preparation (Work Package) |Jeroen van Bameveldw | Peter Cole - - « 14-Feb-2013 - - 27-Feb-2013
Requirements report Yung Ji-Lao - + Jeroen van Bameveld ~ 14-Feb-2013 |18-Feb-2013 19-Feb-2013 [20-Feb-2013
Dalabase configured Samuel Davies -l -|- - 17-Feb-2013 - - 27-Feb-2013
Pilot (Workpackage) Peier Cole -F - - 16-Feb-2013 — - 01-Mar-2013
User instruction Richard Hammond - -|—- ~ 23-Feb-2013 - — 01-Mar-2013
Pilot evaluation Richard Hammond | ~ |Peter Cole ~ 16-Feb-2013 - - 01-Mar-2013
Highlight Reports Peter Cole -l -|- ~ 24-Fep-2013 - - 01-Mar-2013
Next Stage Plan Yung JiLao - ~ |Richard Hammond, Samuel Davies - 01-Mar-2013  01-Mar-2013 — 04-Mar-2013
® Next Stage Authorisation John Edwards -F -|- - 02Mar-2013 - - 05-Mar-2013
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: setthe 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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Project start-up

. Project Mandste

.~ Project Brief

. Initiation Stage Authorisat
Project initiati

.~ Initial Business Case

.+ Project Initiation Document
@ Froject Authorisation

Requirements & Protot...

Pilot Preparation (Wo...

Requirements report

Datsbasa configured
Pilot (Workpackage)
Usar instruction

Filot evaluation

Gantt

. To edit the Gantt chart, click =9t G2t

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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Name Start Finl -D-nﬁm Im
MrwrFEEMTWTFEEMIWIFEEMI AT F ]
Project start-up 31-Dec-2012 22-Jan-2013 17:
.+ Project Mandate 31-Dec-2012  08-Jan-2013 : :
.+ Project Brief 11-Jan-2013  18-Jan-2013
 Initiation Stage Authorisati... [17-Jan-2013  22-Jan-2013 H
Pn:.l].ect |n.rt|aImn £ |January El > 20'13E|x .
o~ |"|Ill.a|HJ5-II'.‘ESS Case WK M TW T F 55
.~ Project Initistion Document 1 31 1 2 3 4 58
@ Project Authorisation T 8 9 10 11 1213
5

-
=
-

1617 18 1920

2
Requirements & Protot... 3
4 21 22 23 24 25 22T
] L
6

Pilot Preparation (Wo...
Requirements report

26 29 30 1 1 23
4 5 6 7 & 8910

Database configured - Today: 20-Feb-2013
Pilot (Workpackage) 18-Feb-2012 | 01-Mar-2012
User instruction 22-Feb-2012  01-Mar-2012 :
Pilot evalustion 16-Feb-2012  01-Mar-2012 10}
Highlight Reports 24-Feh-2013  01-Mar-2013 ]

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|47). To delete a dependency use Remove dependency. Buttons:

=+ A =t |

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 confl-ict 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| 18", For more help
on dependencies, see defining dependencies| 471.

(3 Projectinitiation

Owner Start Diraft Checked Final E @[D @ @ @
" Initial Business Casze John Edwards ~ - - W - - - - - - -
" Project Initiation Document John Edwards 4 b ~ 4 - 121 - - -
. Project Authorisation Samuel Davies v 11-Feb-2013 - 12-Feb-2013 = = = = = = =

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.

EditGantt /& [N [Ea || SetBaseline || Switch to MS Project Planning  Exportto MPX 28

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

O Set baseline

Flease select the 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: Cumrent Baseling -

0K Cancel

Setting a 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.

Mo Baseline - |
Mo Baseline
Initial Baseline (27-Apr-2010)

Current Baseline (31-Aug-2010)

Selecting a baseline

Iaa330A0AA330 ™ TAAIITATAAIINATAAIIDATAAIIDATAAID

12 Mesif  Neei1d  Mesio  Meot© st esis _es
[19-Apr-2010 10-Ma

Project start-up
~ Project Mandate
~ Project Brief
+ Initistion Stage Authoris
iect initiati
Initizl Business Case
Project Initiation Docum....
@ Project Authorisation
Requirements & Proto...
Pilot Preparation (Wo...

ation

e —
Next Stage Plan | start m m-; Current [r—
Next Stage Authorisation Draft:
Full roll-out Checked:
Roll-out Final: 28-Apr-10 15-Apr-10
Duration: 2day(s) 2 day(s)
Cwner Group: Team

ion server instal Cwner:
Highlight Reports :
WP new

Computer hardware pur

Baselines on the Gantt

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.
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Projectmanagement = Standard Prince2 2009 P_. = Starting-up a Project = Inifiation Stage Plan
General Logs Dependencies Costs & Hours Resource Demand
Product: Initiation Stage Plan Edit Change Picture | Close = Page Layout ~ Approval Seftings | Edit Widgets | &%
Name: Initiation Stage Plan Planned Actual date
Description: date
prion: ™ start: -
Owner Group: Project Manager —
Draft: -
Owner: - —
; Checked: -
Reviewer: - —
Participants: Final: -
Priority: Duration In Working Days: 0.00
Mandatory: E Planning Status:
Planning
Percentage Complete:
Helpful Text:
A plan provides a statement of how and when objectives are to be achieved. by)
the major products, aclivilies and resources it requires for the scope
of the plan
In PRINCE2 2009, thers are three levels of plan: project. stage and team_ Team Plans are
opional and may not need fo follow the same composition as a Project Plan or a Stage
Plan
Deliverables @ Add  Add Note
Templates Add | Add Note Open Template Remove Show History =~ Update
Name Descripfion Revision  Published Publisher Merge
@arianar Flan v20 22Jun-2010  Erik Aalbersberg
Product Descriptions (Specifications) @ Add || Add Note

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 review/ s21. On
the Dependencies|471tab 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).

Planned
date

7 start:

114202013
Dratt:
™ Checked:

T Finat: 173202013
Duration In Working Days: 500

Planning Status: °

Edt Close X

Actual date

26.56p-2008

Add Dependency

Edit || Add Dependency | Remove Dependency

start Dran

Checked  Final
032012 - -

082012

Lag  Dependency Type.
-

oFinish-tostart

Costs & Hous | R General | Logs | Dependencies | Costs & Hours | Resource Demand
Document (PI Edit | Close | & Product: Project Initiatie Document (PID)
o 1) Planned Actuatcate
Gate Name: Project i Document (D)
tmany 2esenaune Description:
h Owner Group: Project Manager
- Owner: Peter Cole
ramans
Reviewer: John Edvarcs
S
Participants: Richard de Groot, Yung JiLa0, Herman Mukder
. Priority:
Mandatory: [
Percentage Complets: 75
Pianming
Edt New Remove (v | ! (B | @ @8 *OpenActions ~ View Optons ~ Percentage Complete: 5%
) owr Related To Due Date Remarks by Ouner
« 9 ving 2siay2010
Predecessors
Issues. Edt New Remove « ! & @3 @8 - Openissues View Options External predecessors
@ Decsion owr Remats e
- 6P 0 will not make it 0 0 Issue Open. John Edwards. Excjedl
Next Stage Plan Venus Projct
sk View Opton
Successors
Quaity reviews viw Op
Changy New |~ Open Cranges View Opton

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. Use the search option to easily find a specific user.

Edit Members
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Depending on your system settings, this page shows you either the project manager,
project board and team members, or it shows all PRINCEZ2 roles i.e. Senior supplier,

project support, project assurance, etc. This can be changed by the system

administrator.

Add project members

Project managers
Erik Aalbersberg
<= Add
Remove >
Project board
Jan Jansen
Jeroen van Bameveld
John Edwards
<= Add
Remove >
Project team members
|Samuel Davies
|Support Adminisirator
= Add
Remove -»

Available users

Albert Swank
Arjan van der Laan
Henk Viszer
Herman Mulder
Ivo Rings:

Peter Cole
Richard de Groot
Ruud Pelizer
Ruud v. Weerdenburg
Theo van Wirdum
Tom Maassen
Yung Ji-Lao

Select project members

Project Manager(s)
Peter Gole

Project Support

Edit members; setting 'limited set of roles'

Project Board - Executive
John Edwards

Project Board - Senior User
Erik Aalbersberg

Project Board - Senior Supplier

Yung Ji-Lao

Project Assurance

User Group (optional)

supplier Forum (optional)

Broject Team - Team Manager(s]
Richard de Groot

Project Team - Team Member(s)
Herman Mulder

Arjan van der Laan

Ruud v. Weerdenburg

Available users
Q
< Add Abert Swark
= Arjan van der Laan
Remove, Erik Aalbersberg
Henk Visser
Herman Mulder
w0 Rings
< Add Jan Jansen
5 = Jeroen van Bameveid
emove = John Edwards
Peter Cole
Richard de Groot
Ruud Peltzer
Ruud v. Weerdenburg
< Add Samuel Davies
. Support Adminisirator
Remove Theo van Wirdum
Tom Maassen
Yung JiLao
<Add
Remove
< Add
Remove >
< Add
Remove >
< Add
Remove >
< Add
Remove >
<Add
Remove
~Add
Remove >

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
Reviewer
Participants

Owner/responsible for the product.

Reviewer of the product.
Participants at the product realisation.

Edit members; setting ‘full set of PRINCEZ2 roles'
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Dashboard Properties ~ Product Breakdown Plan | Gantt Resource Management » Documents - Porifolio Report Reporls Guide
Project: Apollo project Edit Project Plan = Set Baseline &
Products Edit @3 K | *Stageplan ~  View Options = | =
Owner Reviewer Parlicipants Starl Planned Draft Planned SIECHEd Final Planned
@ Project start-up 31-Dec-2012 - - 22-Jan-2013
E Project initiation
W Initial Business Case John Edwards Samuel Davies Richard Hammond, Peter Cole 21-Jan-2013 - - 28-Jan-2013
e Project Initiation Document John Edwards Jeroen van Bameveld Samuel Davies, Richard Hammond, Yung Ji-Lao, Peter Cole  29-Jan-2013  29-Jan-2013  30-Jan-2013  04-Feb-2013
o Project Authorisation Samuel Davies John Edwards - 03-Feb-2013 07-Feb-2013 - 12-Feb-2013
a Reguirements & Prototyping
Pilot Preparation (Work Package) Jeroen van Bameveld Peter Cole — 14-Feb-2013 - - 27-Feb-2013
Requirements report Yung Ji-Lao - Jeroen van Bameveld 14-Feb-2013 18-Feb-2013 19-Feb-2013 20-Feb-2013
Dalabase configured Samuel Davies - - 17-Feb-2013 - - 27-Feb-2013
Pilot (Workpackage) Peter Cole - - 16-Feb-2013 - - 01-Mar-2013
User instruction Richard Hammond - - 23-Feb-2013 - - 01-Mar-2013
Pilot evaluation Richard Hammond - Peter Cole 16-Feb-2013 - - 01-Mar-2013
Highlight Reports Peter Cole - - 24-Feb-2013 - - 01-Mar-2013
Next Stage Plan Yung Ji-Lao - Richard Hammond, Samuel Davies 01-Mar-2013  04-Mar-2013 - 04-Mar-2013
® Next Stage Authorisation John Edwards - - 02-Mar-2013 - - 05-Mar-2013
Plan tab
By clicking on Edit and then clicking on the double dash a menu appears and you can  [seroen van Barneveld-
select resources or dates. Selected resources and dates can be changed later in the Tames Hay
same Wa.y. Jeroen van Barneveld
John Edwards
. ) L. ) Peter Cole
The menu which assigns participants to a product also works in another way whereby Richard Hammond
amuel Uavies
more people can be added. Yung JiLao
3. Select one or more members from the column on the right James May
with your left mouse button (to select multiple members at | " demen van Bemeveld
the same time, keep the CTRL key pressed) and click the \Sf:rnn;tj:f::ies
‘< key.
4. 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.
3.1.2.6 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| 38)). 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:
¢ Budget . The approved budget

e Committed : Costs you will have to pay, e.g. a contract signed, but not yet invoiced
e 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. Go to the 'Plan’ tab.

2. In the pull down menu select Costs manual or hours manual.
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3.1.2.7

3. 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.

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

Dashboard | Properties ~ | Product Breakdown | Plan | Gantt| Resource Management ~ | Documents » | Portol Report  Reports | Guide
Project: Apollo project EdtProectPlan | SetBaseline | &
Products £t (@3 (R | Coststom - View Options + | 4| =~
CoBucont o OO ComsAcun g COFE Contvariance
oy i) ) — o General | Logs | Dependencies | Costs & Hours | Resource Demand
Product: Project Initiatie Document (PID) Edit Close &
10000 0 a0w 7o 10000
oo0m w00 00010000 Hours Wanual Entries Total Costs Wanual Entries Total
() (3 000 o om0
(0W000)  GEMAD) (194000 (O0D) (1050000 Budget: 000 000 a00.00 Budget: 250000 000 250000
Committed ) 000 000 Committe 00 000 000
Actual 000 5600 6300 Actual: 300000 087000 5387000
Remaining 0 000 000 Remaining: 00 000 a0
210000 o0 ms 2000 s
Variance: . Variance: .
00 om0 00 00 00 1eso0 2137000
e ) o meEs @ GED
1500000 a0 00 1500000 00
240000 om 00 24000 om Planning
- - Percentage Complete: 7%
U ) [z 2
o om0 o o om0
e - . e e Cost/ Hour Entries listing Edit || New Cost/HourEntry B (@3 (@8 *Allentres </ (View Options ~
° o om0 00 oo om Descrtion Tyee Approval Status Hours Creator Book Date & Remarks by Ovner
ES0000) 000 (250 (1940000 (16250 Support Actual Approved ErkAbersberg  08Apr2010
Tech Data Actual Approved EricAabersberg___09.Apr2010

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.

Costs & Hours
Product: Project Initiatie Document (PID) =
00 32,50
.00
1.00
.00
Cost / Hour Entries listing Edit = New Cost / Hour Eniry ﬂ ﬂi HE * All eniries *  View Options ~
Description Type Approval Status Hours Owner Creator Book Date & Remarks by Owner
Support Actual Approved 10.00 Erik Aalbersberg Erik Aalbersberg 09-Apr-2010
Tech Data Actual Approved 200 Erik Aalbersberg Erik Aalbersberg 09-Apr-2010

Defining dependencies

The easiest way to define dependencies within your project is by using the editable Gantt/ 40,
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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General Logs Dependencies = Costs & Hours  Resource Demand
Product: Project Initiatie Document (PID) Edit Close %

Name: Project Initiatie Document (PID) Planned Actual date

. date
Description: [Z Start: 11-Jan-2013 26-5ep-2006
Owner Group: Project Manager —
Draft: -
Owner: Peter Cole —
) Checked: -
Reviewer: John Edwards —_
. Final: 17-Jan-2013

Participants: Richard de Groot, Yung Ji-Lao, Herman Mulder f-Jan

Priority: Duration In Working Days: 5.00

Mandatory: F Planning Status: ®

Planning

Percentage Complete: 75%

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

Mext Stage Plan Venus Project 03-Jul-2012 - - 09-Jul-2012 pFinish-to-start

Successors

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" A
and "Installation inspected",
"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 A
"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 A
Predecessor must be started E
before current product can

finish.

Work on product (B) cannot

start until work on product (A)
starts. For example, if you

have two products, A
"Foundation poured" and
"Concrete levelled", "Concrete
levelled" cannot begin until
"Foundation poured" begins.

Finish-to-finish:

m

Finish-to-start:

Start-to-finish:

Start-to-start:

m

3. Click OK to create the relationship.

Note: only predecessors can be defined. This way, a project manager cannot make another
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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.

r p
2 Principal Toolbox® (Dema) - Windows Internet Explorer provided by Principal T.. @M

Add a predecessor to the current product {Project Initiatie Document (PID)).

The possible predecessor dependency types:

* Finish-to-finish (Predecessor must be finished before current product can finish).
= Finish-to-start {Predecessor must be finished before current product can start)

= Start-to-finish (Predecessor must be started before current product can finish). I
= Start-to-start (Predecessor must be started before current product can start).

Select a product
i Project opsiart
{l Project Mandate
Project Brief
Initiation Stage Authorisation
Project initiatie
Project business case
Project Initiatie Document (P1D)
Product  Project Autorisatie

i

~ Dependency Type Finish-to-start ﬂ

Finish-to-finish

Finish-to-start

Start-to-finish
Start-to-start

OK | Cancel

|

ke

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.

Highlight Reports Peter Cole - - 24-Feb-2013 - 01-Mar-2013
Mext Stage Plan Yung Ji-Lao Richard Hammond, Samuel Davies D1-Mar-2013  01-Mar-2013 - 04-Mar-2013
® Mext Stage Authorisation John Edwards 02-Mar-2013 - 05-Mar-2013

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.

External

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.

See the screenshots below:
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Dashboard Properties ~ Gantt & Dependencies | Benefits Monitor Documents & Knowledge Models Archive

Project list: Quality and Organisation projects

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

A B W ™

Timescale: | Quarers =]

B 0 P e s Meew ]
IWWWWWW“BE‘““@“@“WWWWWWW
 — I CE 2 =T TN T E = EE TN R R = T R R
uality an
Apolio project

Requirements raport
Juno Project

Wenus project

@ FRoadshow
Zeus Project
@  Project Mandste

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.

Dashboard Properties ~ = Gantt & Dependencies = Benefits Monitor Documents & Knowledge  Models = Archive

Project list: Quality and Organisation projects

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

a B W o

Timescale: |Quarters

[ - | R I
IWWWWWW“BEWEE-“““WWWWWWW
iz e pe | 2
Quality and O -
Apollo project

Requirements report

Juna Project

Venus project
@ Rosdshow
Zeus Project

@  Project Mandste

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'|110),

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

be available!
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3.1.3

3.13.1

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:

o 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:

B Project initiation

Owner Start Draft Checked Final E @[D @ @ @
" Initial Business Case John Edwards ' = = " N
+  Project Initiation Document John Edwards ' v v 4 - 1.2 1
- Project Authorisation Samuel Davies ~ 11-Feb-2013 - 12-Feb-2013

Planning on the project dashboard

¢ Planned dates set on today or before today are shown in red.
o If the final planned date lies before today a red dot appears to the left of the product name.

¢ 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;

MName B0 07-Jan-2013 14-Jan-2013 2

Project start-up
.~ Project Mandate

.~ Project Brief

~ Inifiation Stage Authorisati_ .
Project initiation

.~ Initial Business Case

. Project Initiation Document

@ Project Authorisation

Planning on the Gantt chart

« 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.qg., 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.
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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'.
Save | Cancel
Planned Actual date
date
ivi Start: 05-Mar-2013 13-Feb-2013
[ Draft: 13-Mar-2013 -
" Checked: 19-Mar-2013 -
Final: 25-Mar-2013 -
Duration In Working Days:  15.00
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:

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

e 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’).

e 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 entry[115" 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 lit';ifh'}&t Remarks by Cwner Time Entry Group
& 04-Feb-2013 Erik Aalbersberg New ICT
7 11-Feb-2013 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, you need to request approval on the data you entered. How this works
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is described in the next section|s3).

Time sheet 04-Feb-2013 - 10-Feb-2013 (Erik Aalbersberg) Save | Save and Request Approval | Cancel
Owner: Erik Aalbersberg Time Entry Group: ICT

Time Sheet Status: O ew Time Sheet Approver(s):  Ruud v. Weerdenburg

Last Saved By: Remarks by Approver /

Group Manager:

Total Hours: 12.00 Remarks by Owmer:
Minimum Hours: 38.00

Start Date: 04-Feb-2013

End Date: 10-Feb-2013

Correction Time Sheet:

@Fill in the hours for this week on the appropriate project and product / activity. Highlighted rows (in yellow) 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 at the start of the row.

Mon Tue Wed Thu Fri Sat Sun Remarks by Approver

I Activi o
Project Product r Activity Hours Actual 4 5 5 7 8 3 10 Totals & Complete Remarks s)
General
Wenus Project (Albert S Project Initiation Docun 0.00 4.00 6.00 10.00 -
Apollo project (A = - 2.00 5| 2.00 M
Make selection -
4.00 2.00 0.00 6.00 0.00  0.00 o.00 12.00
Totals for sheet: 4.00 2.00 0.00 6.00 0.00 0.00 0.00 12.00

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 (1131 .

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
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layout is based on the reporting model as defined on the portfolio.
To supply the requested information the project manager follows these steps:

1. Within the project, select the tab "Portfolio Report" and press the "Edit" button

Dashboard Properties ~ Product Breakdown Plan Gantt Resource Management ~ | Documents « | Porifolio Report | Reports  Guide = Plaza

Apollo Project Save | Cancel
Portfolio: Last Published On:
Portfolio ICT (ML) 28-Feb-2011
Due date: Last Published By:
29-Jan-2013 Erik Aalbersberg
Report Status: Request Remarks:
L ]
Forecast start date:
01-Jan-2013
Properties
General
Name: Apollo Project
Project Manager(s):
Peter Cole
Start Date:
28-Dec-2012
End Date:
03-Apr-2013
Progress
Tijd: Status (Tijd):
L] - Status (Geld):
E3E Status (Planning):
3 -
. Status [Resources):
- -
Resources:
3 -
Financial
Budget: Actual: ETC: EAC:
150,000.00) 100,000.00 75,000.00 175,000.00

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.

- Save list as XLS.

Copy to clipboard i
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 & button.

2. Then open the file you want to paste the information into. Choose Paste and arrange the document
composition yourself.

Note: The 'Copy to clipboard’ function only works in Internet Explorer, not in FireFox or Chrome.
For these browsers, use the RTF or XLS function instead.

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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Wid9~-0 4 5Hal=

m Home Insert Page Layoy

_'] | Calibri (Body] =
Paste -
v F Format Painter B I U
Paste Options:
|5 [S][A

Paste Special...

Set Default Paste...

Save list as RTF Q3
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.

Do you want to open or save Listing.rtf from asp.fortes.nl? Open Save | v Cancel

Note: This is the Internet Explorer behaviour. For other browsers the downloaded file may
appear differently.

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

Save list as XLS g
The 'Save this list as XLS' function creates a so called XLS file which can be opened in MS Excel.

4. Click the ga button.
5. The web browser opens a pop up for opening or saving the Excel list.

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

3.1.3.3.3 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.

Automated Reports Edit
[ Highiight Rapport
{3 Highlight Report
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On the Project Dashboard

Templates Add  AddMote Open Template Remove Show History Update
MName Drescription Revision  Published Publisher Merge
ua Highlight_Report.rif Highlight Report v20 22-Jun-2010 Erik Aalbersberg v

On the product page

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

3. 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¢).

Wd9-0o0ZEds tibility Mode] - [=]E [t
Home | Inset  Pageloyout  References  Malings  Review  View  Adgdns  Acrobat - @
B u A K A B 3 " # Find -
Bl [prial ERME IR VS uaBbCeL masbeenc AaBbCel ;%A £ Replace
Past: . g My . - = ‘mphasis lormal ron, | Ch N
wste o [B]7 U - ke x . A 1= ke Emph Thomal  Stwong |, Change [ To
| ctipboara Fant Paragiaph sty Editing
[E L R S R T S i o B b A e &)
d 4 Status next period
| 44 Status Work Package
H 42 Products to be delivered |
2| ours
g Jowner rnat Pamned [Jo8S |
| Richard de Groot[28-Feb-2013_[327.15
- [Herman Mulder_[21-Feb-2013_|0.00
[15-Feb-2013 [44.00
| [23-Feb-2013 |0.00
- ung Ji-Lao [2-Feb-2013_|0.00
M [15-Feb-2013 |0.00
ng Jila0 _[t5Feb2013 o0
N ohnEdwards__[15-Feb-2013_[0.00 Il
2| [26-Feb-2013 |0.00 %
g [fo-Feb2013_p00
B Po-Feb
B [T
9 E3-Feb
= [22-Feb-:
- eter Cole [19-Feb-.
M [23-Feb-2013_[0.00 ol
B [Project Flan update [01-Mar-2073_[0.00 *
- o
g =
Page: 6 of 7 | Wordsi630 | < Dutch (Netherlands) | [EEEEER e J o)

See Automated reports|i27 for more information

3.1.3.3.4 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.

Projecimanagement = T Depariment = IT Change projects
Dashboard | Properties ~ = Ganft & Dependencies = Documents & Knowledge Models = Archive

Project list: IT Change projects

Edit Properties ~ Edit Members] Edit Tolerances [|Edit Widgets = & @ Q
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Programme and Project Tolerances Close
O Settolerances
Enter the tolerances for the projects in this programme / project list. The default tolerances can be set in the first row. For specific projects, the
tolerances can be set differently by sefting 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 respact 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 Edit = * Planning Tolerances -
Stage Planning Tolerance Product Planning Tolerance
Hame & 1o« OTANGE 1o« OTANGE Active
Orange (%) (Abs) Red (%) Red (Abs) Orange (%) {Abs) Red (%) Red (Abs) Stage Only
IT Change projects i} i} o o 1] s o al”
Project specific tolerances (exceptions to the default tolerances) Edit | * Planning Tolerances -
Stage Planning Tolerance Product Planning Tolerance
Project
Name 5 Speciic  Orange (36) 9% Red (%) Red (AbS) Orange (%) "9 Red (%) Red (Abs) Aolv®
T (Abs) (Abs) Stage Only
Apallo Project r 0 ] 0 0 0 ] 0 ol™
Juno Project r 0 0 0 0 0 0 0 ol
Omega Project - o o 1] o o o o o™
Venus Project I~ 0 0 0 0 50 0 100 ol
Zeus Project r o o 1] ] o o o o™

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.

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

e 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) Save Cancel
Stage Planning Tolerance Preduct Planning Tolerance

Name & Spaciic  Orange ()0 Reg () Red(Abs) Orange (%) ped(%)  Red (abs) S
Tolerances {St=] (Abs) Stage Only

Apollo Project 2 0 15 0 30 0 0 0 ol

Juno Project I 0 0 0 ] 0 0 0 ol

Omega Project ™ 0 0 0 0 0 0 0 ol

Venus Project I 0 0 0 0 50 0 100 ol

Zeus Project - 0 0 0 0 0 0 0 ol

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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Project specific tolerances (exceptions to the default tolerances)

Costs Tolerance

Project

MName _IS_EE:::E:GES Orange (%) (Abs) Red (%) Red (Abs) Stage Only Orange [%}(Absj Red (%) Red (Abs) Stage Only
Apollo Project v 0 0 0 o 0 0 0 o
Juno Project [ 0 0 100 ol 0 0 0 o
Omega Project - 0 0 0 ol 0 0 0 o
Venus Project ™ 0 0 0 ol 0 0 0 o
Zeus Project ™ i 0 0 ol 0 0 0 o

Orange

Active

Save | Cancel
Hours Tolerance

Orange Active

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

3.1.34

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.

i pihopect

Rasours Managenmes

aits = Poilfohs Repoil  Reps

Mns1 recent doCuUmn
Search sl pogd] dotuments
Project redated documentation

Pr 1 initiation
mnd ! Decuments on Flan
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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.

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 : Fillin 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.

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:
e internet addresses look like "http://intranet.organisation.com/documents/example.doc"
e 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 Template = Keyword List = Open Template = Remove  Show History = Update
MName DCrescription Revision Published Publisher Merge
ﬂﬂ Project_Reporiv2.xls Progress Report vl4 09-4pr-2010  Erik Aalbersberg ~
ua Highlight_Report.rif Highlight Report vi14 20-Aug-2010  Erik Aalbersberg ~
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3.

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.

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.

2.

Go to the 'product page' of a product.
Click Add or Add note at Deliverables to insert a specific deliverable.

Deliverables Add | Add Note = Remove Request Approval — Show History —Update
MName Description Revision Published Publisher Approval Status Review Requester
ﬂa PID.rif PID 1 15-Feb-2013  Enk Aalbersberg

. 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.

. 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 Approvers’.
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Request

Approve marked documents

This operation will request approval for all the marked documents.

This is your selection:

- PID.nif

Approval settings

Approvers Available users

John Edwards
Arjan van der Laan
Erik Aalbersberg
Jeroen van Barneveld

§ 3| |Peter Cole
Richard Hammond
-

Samuel Davies
Yung Ji-Lao

Due date: 15-Feb-2013

Remarks:

Notify Approvers: v

OK | Cancel

Requesting approval

5. Click OK to sent the document in for approval. On the product page the status changes to 'Waiting
for approval'.

Deliverables Add  Add Note Remove Reguest Approval Show History = Update
Name Descripfion Revision  Published Publisher Approval Status Review Requester
m; PID.rf FID 1 15-Feb-2013  Erik Aalbersberg

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.

Approval Entries (rejected)

Document Location Status Approver Requester Due Date «  Remarks by Owner

Project_Initiation_Document Project Initiation Document  Rejected Erik Aalbersberg Erik Aalbersberg 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 ‘Reject’ the document by clicking the appropriate button

Approve || Reject . A new window will appear where you can insert remarks.

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

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.
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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 meetings’ under the logs.

Logs

[

R

Q

@ Minutes of meetings I

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 history of a document and with update
you can replace an existing document (see Updating a document| s97).
Minutes of meetings at Apollo project Close
Documents (files, links, text) Add | Add Note Remove @ Show History = Update
Mame Description Revision Published Publisher
ﬂ; Minutes_of Meefing.docx Minutes of Meeting 12 15-Feb-2013 Erik Aalbersberg
Minutes of meetings
3.1.3.5 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’[1s81. Only the basic
functionality is explained in the manual. The logs available within the Principal Toolbox, are
e Issue log/ e

e Risk log|es)

e Quality review log/es)

e Change log| 671

o Daily / Action log/ &8

e Lessons learned log| 69}

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.
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Properties  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-Jul-2005
Priority: " - Product / Plan item: Pilot Preparation (Work Package) -
Due Date: 01-Apr-2010 Remarks: - -

. Project start-up =
Decision: Assigned h Initiafion Stage Authorisation |;|
Project Brief

Project Mandate
Project initiation
Initizl Business Case
Project Authorisation
Project Initiation Document -

Actions
Nr  Name Description () Owner Related To Due Date Remarks by Owner
10 Communicate with 0 Yung Ji-Lao 7: Bug found in version —
customer about bug 7
solving status
9 Please try to reproduce 0 Jeroen van Bameveld  7: Bug found in version —
error 7
Discussions
Creator (Date) Message

Documents (files, links, text)
Name Description Revision Published Publisher

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.

Properties = History

Issue 7: Bug found in version 7 Back 15
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 a log item it is possible to add discussion messages. On these messages the author and date is
registered.

Discussions Mew

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 ! g @3 B3 Copy Move *Openlssues ~ | View Options ~
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Description
Type
Status
Priority
Due date
Decision
Owner
Product

Remarks

Give a description of the issue.

Choose the type; RFC, Off-spec, Question, Concern or Issue.

Give the status of the issue.

Decide the priority of the issue.

When does the issue need to be resolved?

The decision concerning the issue.

Owner/responsible person for the issue.

To which product or work package is the issue related, leave blank when
it is project related.

Any remarks concerning the issue.

4. By clicking ‘Add’ or ‘Add note’ you can add important documents/notes on to the issue.

Properties  History

Issue 8: Slow Internet connection Edit Back M @&
Description: Slow Internet connection owner: Samuel Davies
Type: Issue Creator: Gerard Mesen
Status: - Create Date: 26-Aug-2005
Priority: 1 Product / Plan item: Pilot Preparation {Work Package)
Due Date: 23-Apr-2010 Remarks: Contact IT fo find out why
Decision: Open
Actions Edit New Remove @+ ] * Open Actions -
Mr Name Descripfion (| Owner Related To Due Date Remarks by Owner

- 11 Technical person should

find out reason for slow ¢ connection
Discussions Mew
Creator (Date) Message
Documents (files, links, text) Add | Add Note
MName Descripfion Revision  Published Publisher

0 Jeroen van Bameveld 8: Slow Intemnet

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:

Copy Maove ~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.

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 = &
Issues Edit MNew Remove ' lﬁ ﬂ; ﬂa Copy Move *Open lssues « View Opticns «
Nr Description 3 (&) Tvee Decision Owner Product / Plan item Due Date Remarks
T - 8 Slow Internet connection 0 1 lssue Open Samuel Davies ;\IniFreparalmn (Waork 23-Apr-2010 Contact IT to find out why
ackage)
no- 01-Apr-2010
[ 17-Jun-2010
T - 5 Request for change ofthe 1 2 RFC Approved Yung Ji-Lao Rilot Preparation (Work 30-Apr-2010 Lock for new design
page layout Package)
[ 01-Apr-2010
- 3 Request for more 0 1RFC Resolved Richard Hammand Requirements report  23-May-2010 Acquired zll the malerial
background material
[ |- 2 Request for roll-out on 0 0 RFC Investigation Samuel Davies - 18-Apr-2010
" Macintosh machines
Documents (files, links, text) Add | AddNote Remove & Show History | Update
Name Descriplion Revision  Published Publisher
malssue_ragister.rtf Issue Register vig 01-Apr-2010  Erik Aalbersberg
Issue log

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

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.

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:

Risks Edit MNew Remove ! |'|. ﬂ; ﬂﬂ Copy  Mowve * Open Risks «  \iew Options
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 : Any remarks 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; =2 MOVE " \yigh
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.

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
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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.

2. Click the 'Logs’ tab.

3. Click ‘New’ in the blue "Quality review listing" bar.
Quality reviews Edit | Mew | Remove @« ! li ﬂi ﬂﬂ Copy  Move @ * Open Quality Reviews *  \iew Options =

4. Fill in the following information:

Description . Short description of the quality review.

Status . Open/Closed. Has the review been carried out?

Priority . Priority of the quality review.

Due date : When is the review due by.

Method . Describe the method (see the Product Description).

Reviewer : Who will carry out the review.

Results . Give the review results. (--, OK and action items)

Owner . Owner of the quality review.

Creator . Creator of the quality review.

Created . Date when the quality review was made.

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

Remarks :  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 : Name (identifier) of the action

Description . Description of the action

Status . Status (open / closed)

Priority : Priority

Due date : When should the action be finished

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

Related to :  Here alink to the quality review will be shown.
Remarks . 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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Properties = History
Quality review 1: Quality review Edit Back M &

Description: Quality review Owmner: Peter Cale

Status: - Creator:

Priority: 1 Create Date: 20-Feb-2005

Due Date: 04-May-2010 Product / Plan item: Database configured

Method: Remarks:

Reviewer: Samuel Davies

Results: Action ltem(s)

Actions New | * Open Actions -

MNr  Mame Description 0O Owner Related To Due Date Remarks by Owner

Discussions New
Creator (Date) Message

Documents (files, links, text) Add = Add Note

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: = =°PY  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 1 i @3 B3 Copy Move *OpenChanges - View Options «

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.

6. If necessary, it is possible to add a related action to the change. Click ‘New’ in the blue 'Action
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Iiét‘%ng' header on the details page of the change. For more info about actions see Daily/action log
687,

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'

button; COPY  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.

Change log at Apollo project Close | B | &
Changes Edit New Remove « ! £ @ @8 Copy Move *OpenChanges ~| | View Options ~
Nr  Description y @ Type Owner Product / Plan item Due Date Remarks
T - 2 Replacement Server 0 0 Specification John Edwards Database configured  09-May-2010
1 Change in plan or 0 0 Planning Yung Ji-Lao Requirements report  D4-May-2010
specification
Documents (files, links, text) Add | Add Note
MName 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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Properties  History

Action 10: Communicate with customer about bug solving status Save  Cancel
Name: Communicate with customer about bug solving Owner: Yung Ji-Lao -
Description: Creator: Gerard Mesen
Status: - - Created: 04-Jul-2005
Priority: - Product / Plan item: Mo name -
Due Date: - Related To: 7- Bug found in version 7 -

Remarks by Owner:

Discussions

Creator (Date) Message

Documents (files, links, text)
Mame 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'.

Logs

=] (o] (2] (=] [—

Lessons learmed log 1

M

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.

© 2015 Fortes Solutions BV



70 Principal Toolbox 6.0

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: =Y | Move

Properties  History
Lesson learned 1: New Checklist Edit Back 2 @ &
Name: New Checklist Remarks: Use Checklist version 1.3
Description:
Creator: Erik Aalbersberg
Created: 06-Apr-2010
Documents (files, links, texts) Add | Add Note
MName Description 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/1271 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; [ 71
- removing a project or project model.[ 72"

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.
Dashbeard Properties - Gantt & Dependencies Benefits Monitor Documents & Knowledge Models  Archive

Project list: Quality and Organisation projects

Project Archive Remove Resiore
Name & Objective Project Manager(s)
TreX project Set-up of an envirenmental Gerard Mesen

monitoring system

Programme / Project list Archive

Project Model Archive Remove  Restore
Name « Objective Project Manager(s)

Prince2 2009 Project model for larger and/or
complex projects

Programme Model Archive

Archive
1. Go to the ‘Programme dashboard'.

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

3. Click

Dashboard Properties ~ | Gantt & Dependencies Benefits Monitor Documents & Knowledge Models Archive

Project list: Quality and Organisation projects

Name: Quality and Organisation

projects
Description: Projects for improving
the organisa [more. ]

Status: ®
Logs
New  Total

[I] Issue log
@ Risk log
@ Daily / Acfion log 2
Automated Reports Edit
ﬂﬂ Project Report

Reports

Programmes / Project lists

Projects

Products / Plan Items
Issues

Risks

Changes

Quality reviews

Projects New
Apollo project

Roll-out of software on desktops

Juno Project

Back-up of all previous documents

Zeus Project
Roll-out Zeus on clients

Project Models

Hame &

Small Prince2 project model

Software implementation project model
Standard Prince2 project model

Edit Properties | Edit Members

Welcome on the startpage of this programme!

02-5ep-2010

Objective

Project model for small and midsize projects
Prince? project model for software implementations
Project model for larger and/or complex projects.

Edit Tolerances

* Dashboard

L

Impori | Export Move Model = Archive

Cument Stage Progress General Planning Hours
Projectinitiation  [JOCCIC] @ )
19-Aug-2010

Project initiation DDDD ) @
25-May-2010

OO s
Project start-up DDDDD ) ®

L J
-
L J

Edit Widgets

m & Q

= View Options ~

Costs Project Manager(s)
@ Arjan van der Laan
[ ] John Edwards
L ]
@ Henk Visser
Import ~ Export | Archive
Owner(s)

Selecting the row of the project

Archive

OK the project (-model) is move to the archive.

programme or project list has its own archive.

Removing projects and project models

to move the selected project(s) to the archive tab.

6. Restoring a project or project model can be done from the ‘Archive’ tab.

Dashboard  Properties ~ Gantt & Dependencies Benefits Monitor Decuments & Knowledge Models | Archive

Project list: Quality and Organisation projects

Project Archive
MHame &
TreX project

Objective
Set-up of an environmental

Project Manager(s)
Gerard Mesen

monitoring system

Programme / Project list Archive

Project Model Archive
Name &
Prince2 2009

Objective
Project model for larger and/or

Project Manager(s)

complex projects

Programme Model Archive

Remove

Remove

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

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

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)[ 717,

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

Resiore

Restore

Archive tab

Remove  Restore

2. Select the project (model) concerned by clicking it's row.

3. Click ‘Remove’ behind the project (model) and confirm with ‘OK’.
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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 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.
Dashboard Properties Product Breakdown Plan Project related documentation Report Guide
Project Model: PRINCE2 project model (EN) Edit Properties  Edit Members  Configure Process Diagram &% & Q
Objective: g’;ﬂ%@;ﬁm‘gg E:fwe] Project start-up Project initiation SERUTETE : Project closure
Members: Erik van den Bosch [more ] ExecutionStrall
Status: (Siecing = Froie: )
F\I\intheprojgctstatus ¥ T T ¥ T T T ¥ T
EZ%ZEB;E:;E";EZ%EDZZE [5:s1mg Up = Project ] [I'\i{islngsF'c = ] [Dmecmgsslsge Hg;auwrad-;;agss:s;a ] [:Ic-sngsF‘l:-E:'. ]
o germent procucts Ferege Fraes
[more ]
m’ @] Project Board @] Project Manager \J) Tesm Members
FORTES"
Logs Products Edit Owner & Milestones  Edit Project Plan = Set Baseline 4+ —
New  Total B Project start-up
(1) ssuelog Owmer Start Drait Checked  Final P B0 ® @ C @
(R) Risk log Project Mandate - - - - - = 55 5 o ==
@ Quality review log Project Brief
Change log Initiation Stage Plan
(&) Daily / Action log Initiation Stage Authorisation
::::::::::::r::: (@ Projectinitiation
Ouwmer Start Draft Ghecked Final Fi 1M ® @ [©) @A)
Initial Business Case - - — . . - - e e e - -
Automated Reporis Edit Project Initiation Document (PID)
[ Hiohiioht Report NE"'%‘WE""’“ )
ﬂa End Staga Report 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 PRINCE2
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| s2) that matches most
situations for these specialised projects.
In the next sections, you will find information about
e Editing project models/ 74"
e Creating project models| 75
 Moving project models| 75"
How to create automated reports is explained in the Automated reports |12 section.
3.1.5.1 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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3.15.2

3.1.53

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|i27I to 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| 7.

5. After finishing the project model, archive and then remove the temporary project.

Notes:

o 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.

e 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.

e 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.

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.

Projects Mew Import Export Move Archive  * Dashboard ~ \iew Options «
= Current Stage Frogress General Flanning Hours Cosis Project Manager(s)
Apollo project Project initiation DDDDD & & & & Arjan van der Laan
Roll-out of software on deskiops 19-Aug-2010

Juno Project Project initiation [T _][_] ™ & ™ ™ John Edwards

Back-up of all previous documents 25-May-2010

Venus project Preparation stage DDDDDD - - & @ Peter Gole

Logistic optimisation project 24-Jun-2010

Zeus Project Projectstartup [T ][] @ & & ™ Henk Visser

Roll-out Zeus on clients 02-Sep-2010

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.

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'.

1. Export a project model by selecting it on the project list / programme dashboard. Click 'Export'. In
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the dialogue, fill in a name for the project model and optionally a description.

Export Project

@ E=port a Project to a file. Choose whether to export
documents / files and security information (members).

Skip
Documents /
Files:

Skip =ecurity [V
(uzers):

OK | Cancel

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

@ Import a Project 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: Cost values on products are not imported.

Select import options

Skip Documents / Files:

<

Skip security (users):

Properties

Name:

Project Manager: — E|

Select import file

Import file: EBrowsa

OK  Cancel

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.

3.1.5.4 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
available within all programmes of Principal Toolbox and can be chosen when creating a new
project anywhere.
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3.1.6

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.

Home | Portfolio Management | Organisation | Resource Allocation | Time Entry | Import / Export ~ | Help | Support | Setup ~

Organisation
Dashboard Documentis & Knowledge Lessons Leamned  Models  Archive

Organisation

Project Models New  Import Export | Archive

Name & Type Owner(s) Objective

PRINCE2 2009 modéle de projet Prince2 Project Iodéle pour un projet

standard PRINCE2

PRINCE2 project medel {(EN) Princa2 Project Model for sefting up PRINCE2
projects

PRINCEZ projecimodel (ML) Prince2 Project Model voor het opzetten van
PRINCE2 projecten

PRINCE2 Projektmodell (D) Prince2 Project Projektmadell (DE)

Single Sheet Project Model Single Sheet Project

TenneT RenSec Projectmodel Project model voor groie enfof

complexe projecten

Programme Models New  Import Export | Archive
Mame Type Owner(s) Objeciive
MSP Programme model v2 Model for seftung up an MSP

programme

Enterprise models

Generic PRINCE2 Planning Model

As of release 6.0 a new project model has been made available. The new project model, called
Generic PRINCE?2 Planning Model, offers new functionalities for the Gantt. To be able to use the new
Generic PRINCE2 Planning Model, you will have to import the new project model first. You can request
the new Generic PRINCE?2 Planning Model from our Support Office.

Starting up a new project with the Generic PRINCE2 Planning Model:

1. Go to the Portfolio dashboard and click on New in the ‘Project listing’.
2. Enter the details and select the new project model.
3. Select a project manager and click on OK to create the project.

Add Project (Portfolio Management)

Project (Portfolio Management) Properties
Name:
Objective:

Remarks by Owner:

Project Manager: Erik Aalbersberg [=]
Start Project: Start Project EI
Project Model: PTE model 3.1 El
Programme: IT Department E|
OK | Cancel

Create a new project with the new Generic PRINCE2 Planning Model
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The project is now available on the programme and/or portfolio dashboard. The project manager is
now able to start planning his or her project.

3.1.6.1 Planning a Project

With the Generic PRINCE2 Project Planning it is no longer possible to edit the project plan via the
project dashboard or via the ‘Plan’ tab. The ‘Plan’ and ‘Gantt’ tabs have been replaced by one tab
called ‘Planning’. The tab ‘Planning’ contains three sub-tabs: ‘Gantt’, ‘Costs’ and ‘Hours’. On the tab
‘Gantt’ you can add new planning items (products, work packages or stages) and edit the planning of
those items.

Dashboard = Properties ~ Product Breakdown | Planning Resource Management ~ | Documents ~ Portiolio Report Reports  Plaza
Project: Omega Project Edit
Gantt Costs Resources
Project Gantt e stage ®Work Package ®Management Product ®Board Product @ Activity | Preduct Breakdown ==
A NoBaseline ~ @& ~ View  Default - -
i Name Starl Planned Dec 2012 Jan 2013 Feb 2013 Mar 2013 Hame
3. 10 17. 24 1. 7. 14 21 28 4 M. 18 25 4 11 18 25 En Omega Project
El- Omega Project 31-Dec-201 - " & Breakdown
|- Project start-up 31-Dec-201 — &
v ~- Project Mandate 31-Dec-201 —
Project Brief 10-Jan-201 —
Initiation Stage Plan 21-Jan-201 — B
Initiation Stage Authorisation 28-Jan-201 -
|- Project initiation 07-Feb-201 —
- Project Iniliation Document (PID) 08-Feb-201 — -
Next stage plan 11-Feb-201 -
Initial Business Case 07-Feb-201 =
-« Project Authorisation 15-Feb-201 "
|- Execution stage 22-Jan-201 m \‘
7} Work Package 1 22-Jan-201 [
i 15-Feb-201
}- Work Package 2 1)
- Highlight Report 28-Feb-201 -
End Stage Report 04-Mar-201 -
~ Next Stage Plan 04-Mar-201 -
Next Stage Authorisation 07-Mar-201 —
|- Project closure 11-Mar-201 —
- Lessons Leamed Report 11-Mar-201 =
Follow-on Action Recommendaions ~ 11-Mar-201 -
End Project Report 11-Mar-201 -
~=Project Decommissioning 13-Mar-201 -
13-Feb-201 =
« m O |

Generic PRINCE2 Planning Model

Adding a planning item:
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1. Go to the tab ‘Planning’ to edit the

project plan.
; ‘ , Edit
2. Click on the tab ‘Gantt’ on to
edit the project plan.
3. Click on a ‘+' to add a new planning [ + : - Project Brief
item. A new row will appear. Give the [+ .
item a name. —
T+ e Initiation Stage Plan

4. The item can be moved by dragging
and dropping it. The green or the blue
arrow will indicate where the item will
be placed.

package or stage yet. To edit a

planning item, select the row by using | 1298
the ‘v, Work Package

6. Use Change Type to change the | Management Product
planning item in to a product, work | Board Product
package or activity. ! Activity

Planning a project:
1. It is possible to planning an item by
enlarging and dragging the bar on the

Gantt. e
2. Itis also possible to plan items by

using the calendar in the columns ‘Start ——
Planned’ and ‘Final Planned’.

3. Dependencies can be defined by
clicking on the item and dragging a line
to the next item.

4. Click on Save to save your changes.

It is also possible to define milestones on the product page. The product page can be accessed via the
'Project Dashboard'.

Available buttons on the Gantt: 7~ ¥ = @@ €2 " Sole

. Remove selected planning items.

. Move selected planning items to the left.

. Move selected planning items to the right.

. Make dependencies between 2 products (use Ctrl+click, Shift+click or the ‘v to select multiple
products).

. Remove a dependency.

. Solve problems arising from conflicting dependencies.

=

A WNPE

. Print the Gantt.
@ -

0 N oo

. Determine the scale of the Gantt. It is now possible to zoom in or out.

© 2015 Fortes Solutions BV



80

Principal Toolbox 6.0

Set baseline: Mo Baseline | Set

1. It is also possible to set baselines. Go to the ‘Gantt’ tab and click on Set.
2. Select ‘Initial baseline’ or ‘Actual baseline’ and click on Set.
3. You can now select the baseline that you would like to display above the Gantt.

Percentage Completed:

It is now also possible to enter a
‘Percentage Completed’ per item on the
Gantt. The percentage can be entered
by the project manager on the Gantt or 1

by the product owner on the product

page. The result will be displayed I
directly on the Gantt with black bars.

Views

It is now also possible to create a modified view on the Gantt. This way, you can determine which
information will be displayed on the Gantt.

Define view:
1. Click on Edit to edit the Gantt.
2. Click on ’ - and select Columns.

3. Select the columns you would like to display by using the ‘v".
A new or edited view needs to be saved; otherwise the view will be lost!

4. Click on Save as in the same dropdown menu .
5. Select ‘New’ and give the view a name.

6. Confirm with Save View.

7. Select the new view below default.

Product Breakdown Structure
Next to the Gantt you can define you product breakdown structure. On the tab Product Breakdown
Structure you can view the results of the changes.

Define Product Breakdown Structure:

1. Click on the ‘+' to add a new Product Breakdown .
specialist product . A new row will
appear. Give the product a name. PO R -
2. Itis possible to move a product by
dragging and dropping the product. F  Name
3. Select the (specialist) product by El- Omega Project
using the ‘v’ in front of the product. + [l Breakdown
4. Define the hierarchy of the products [ + :
by selecting product and using the £+
+
butons € and T . with = =
you can lower the level, with you
can increase it. [+
+
5. Take a look at the result on the tab E =

‘Product Breakdown Structure’.
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Dashboard = Properties = Product Breakdown = Planning Resource Management » Documents - Portfolio Report  Reports  Plaza
Project: Omega Project

Product Breakdown Widget
Specialist product [=] - Show Unassigned Products

Q Assigned Product

Unassigned Product
Breakdown

Product 1 Product 2 Product 3

NN

Product 1.1 Product 1.2 Product 2.1 Product 2.2 Product 3.1

Product Breakdown Structure with the Generic PRINCE2 Planning Model
3.1.6.2 Plan Costs

On the tab ‘Costs’ you can capture the (planned) costs of the project plan. Furthermore, it is also
possible to display the budget and actuals here. Costs can also be linked to financial categories.

Dashboard Properties = Product Breakdown | Planning | Resource Management ~ Documenis + Portiolic Report Reports = Plaza
Project: Omega Project Save  Cancel
Gantt Costs Resources
Project Gantt Change Type ~  @Stage ®Work Package ®Specialist Product @ Management Product @ Board Product @ Activity
X o« = €3 | "LSolve B NoBaseline v Sel @ v view Default ~ | View Options v
D i Name Start Planned  Final Planned Planned Cc Actual Cosl Dec 2012 Jan 2013 Feb 2013 Mar 2013 P
310 47 24 3. 7. 44 21 28 4 41 18 25 4 i1 18 25
+ E}- Omega Project 31Dec2012  15Mar-2013 s "
[+ B Project start-up 31-Dec2012  31-Jan-2013 P
O+ v - Project Mandate 31-Dec-201[7] 11-Jan-201 150 —
+ - Project Brief 10-Jan-201 [77] 23-Jan-201 500 ——
1+ - Iniliation Stage Plan 21-Jan-201 7] 28-Jan-201 400 —
D + Inifiation Stage Authorisation 28-Jan-201 31-Jan-201 -
(] - Projectinitiation 07-Feb-2013  15-Feb-2013 —
1+ Project Initiation Document (PID)  08-Feb-201 15-Feb-201 —_—
1+ Next stage plan 11-Feb-201 15-Feb-201 -
|:| + Initial Business Case 07-Feb-201 08-Feb-201 -
|:| + Project Autherisation 15-Feb-201 15-Feb-201 =
1+ - Execution stage 22-Jan-2013  11-Mar-2013 | —
i+ Work Package 1 22-Jan-2013  28-Feb-2013 ]
i+ Product 1 18-Feb-201 [77] 28-Feb-201 p—
O+ Product 1.1 22Jan201 [7] 22-Jan204 "
O+ e Product 12 22Jan201 [7] 22-Jan204 "
- Work Package 2 22Jan2013  22Jan-2013 # -
Costs
Q Add Financial Category Summary Graph: Budget versus  Planned[ ]
Financial Calegory Budget Planned Nov2012 Dec 2012 Jan 2013 Feb 2013 Mar 2013 Apr2013
5 12 13 26 3 100 17 24 3 7014 21 28 4 11 18 25 4 11 18 25 1. 8 15 22 2
[~ Summary 3,500 1,050
1

Plan costs with the Generic PRINCE2 Planning Model

Note: by default, the project budget is captured on the portfolio and will only be displayed on the
project. This depends on the financial configuration on the portfolio.

Capture planned costs:
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3.1.6.3

1. Go to the tab ‘Costs’ and click on n Planned Costs
Edit.

Omega Project

E| Project start-up

2. Double click on the Gantt in the b Project Mandate
column ‘Planned Costs’. The planned - Project Brief

costs can be captured per producton @ - Initiation Stage Plan

the Gantt. i i Initiation Stage Authorisation

=1 Project initiation
| ----- Project Initiation Document (PID) |
----- Mext stage plan

- Inifial Business Case

3. Click on Add financial category.

4. Select the required ﬁnancia| Project Initiation Document (PID) x
categories and click on Add. Sraipmes  tSrebsots  DuaonnDmeoss: 18

Costs section
5. Click on the empty field behind the | Zoro= == e e
financial category (in the column = ]
‘Planned’) and enter the planned costs. ™=

This will immediately create an entry.
When the planning changes the entries
will also be modified.

OK  Cancel

The budget, planned costs and actuals will be displayed on a summary graph on the bottom of the
‘Costs’ tab.

Financial Category Budget Planned nov 2012 dec 2012 jan 2013 feb 2013 mrt 2013
.09 120 190 26 3. 100 17. 24 3. 7. 14 21. 26 4 11, 18 25 4 11, 18 25
B Summary 3500 1.050
-~ Capex 1.000 800
- Dpex 2.500 450

Summary graph with costs
Plan Hours

On the tab ‘Resources’ it is possible to capture planned and budgeted hours per resource or skill. The
budget for hours is not captured on the portfolio, but can also be captured on the project by the project
manager.

Dashboard Properiies ~ Product Breakdown | Planning | Resource Managemeni ~ Documenls ~ Portiolio Repori Reporis  Plaza
Project: Omega Project Edit
Gantt Costs Resources
Project Gantt ®stage mWork Package ®Specialist Product @ Management Product @ Board Product @ Activity
& | NoBaseline ~| @& = view: Default -
i MName Start Planned  Final Planned  Planned He Actual Houl Dec 2012 Jan 2013 Feb 2013 Mar 2013 ~
310 17 24 3. 7. 14 2. 28 4 1. 18 25 4 11 18 35
(£~ Omega Project 31Dec2012  15-Mar-2013 " "
Project start-up 31.Dec-2012  31-Jan-2013 —
v Project Mandate 31-Dec-2012  11-Jan-2013 500 —
Project Briel 10-Jan-2013  23-Jan-2013 ——
bee Initiation Stage Plan 21-Jan-2013  29-Jan-2013 —
Initiation Stage Authorisation 28-Jan-2013  31-Jan-2013 -
Project initiation 07-Feb-2013  15-Feb-2013 [—
Project Initiation Document (PID) 08-Feb-2013  15-Feb-2013 f—
Next stage plan 11-Feb-2013  15-Feb-2013 -
- Inifial Business Case 07-Feb-2013  08-Feb-2013 =
Project Authorisation 15Feb-2013  15Feb-2013 "
Execution stage 22-4an-2013  11-Mar-2013 P —
Work Package 1 224an2013  28-Feb2013 P "
Product 1 18-Feu-2013  28-Feb-2013 p—
Product 1.1 22Jan2013  22Jan2013 -
Product 1.2 22Jan2013  22-Jan-2013 "
Work Package 2 22Jan2013  22-Jan-2013 L] -
Resources
Q Summary Graph: Budget versus  Planned [v]
skl Resource, Budget Pl 2012 2013 A
n u w 1 ] w v
o N - H
Project Manager ICT Erik Albersberg 500 -
Consultant (Jr)
Consultant (Sr) . S
al i | |

Plan hours with the Generic PRINCE2 Planning Model
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3.2

Hour budget per resource:

1. Go to the tab ‘Resources’ and click Project Manager ICT x
on Edit.
Start End Hours per Day
x 01-Feb-2013 | |
2. Click on Add Resource. 8 February 2013 ,

3. Select the required resources and

confirm with Add. 228 29 30 31 1 2 3

45 6 7 8 9 10
11 12 [13] 14 15 16 17

4. Double click on the empty field 1819 20 21 22 23 24
behind the resource and enter a start 25 26 27 28 12 3
and end date with a budget. 4 5 6 7 8 8 10
OK | Cancel
5. Go _to the tab ‘Resources’ and click | aqa skin x
on Edit. | q
Conszultant {Jr.)
. . Consultant (Sr.)
6. Click on Add Skill.
. . ) Software Developer
7. Select the required skills and confirm
with Add.
8. Double click on the empty field
behind the skill and enter a start and
end date with a budget.
Add | Cancel
Plan hours:
1. Go to the tab ‘Resources’ and click
on Edlt Initiation Stage Authorisation ®
2. Double click on the Gantt in the Start Planned: 28-Jan-2013  Duration In Days (days): 4
. y Final Planned: 31-Jan-2013 Duration In Days (hours). 32

column ‘Planned Hours’. The planned |
hours can also be captured per Add Resource || Add SKil Hours are spread over period
product. Skill Resource Planned Hours  Actual Hours
3. Click on Add Resource or on Add | izt - -
Skl I I . Consultant (Sr.} Arjan van der Laan 3000

Total 150

4. Select the required resource or skKill
and click on Add.

5. Click on the empty field behind the
resource or skill (in the column
‘Planned’) and enter the planned hours.
This will immediately create an entry. ol (Careal
When the planning changes the entries
will also be modified.

The budget, planned costs and actuals will also be displayed on a summary graph on the bottom of the
‘Hours’ tab.

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.
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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|ss)

- Administering portfolios| s

- Managing portfolios| o7

- Creating a portfolio model| ¢4

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.

Home | Portfolio Management | Organisation | Resource Allocation | Time Entry | Import / Export ~ | Help | Support | Setup ~

Portfolio Management = Portiolio Division (UK)

Dashhoard | Properties = Financials Portiolio Gantt D ents Archive
Portfolio: Portfolio Division (UK) ‘ Edit Properiies  Edit Members ~ Customise Page Text | Edit Field Configuration = Edit Page Layout ~ Edit Widgels | = | & Q

Name: Fortfolio Division (UK)
intion: Portfolio Overview
Description:
P verview of all projects within Fortes with their priority and required FTE per quarter.
Status: [ ] aximum amount of FTE available is 13. If more is needed, hiring will be necessary
Status
Description:
Automated Repol dit Projects (Portfolio Management) Edit  Mew  Send reporirequest | Save as version = Archive | Move & | " Portiolic Overview ~  View Options ~
Importance vs B Flanning  Hours Costs
EE P Name Current Stage Preject Manager(s) Status Status Fn Status End Date
= Apollo project Project initiation Arjan van der Laan ] [ ] [ ] o 18-Apr-2013
Reports G Minsk - Ruud Peltzer ] [ ] ] o 23-Jan-2011
Projects (Portiolio Management) = Omega Project Opstarffase Erik Aalbersberg @ ® ] .
Products / Plan ltems = Venus Preparation stage Peter Cole - @ [ ] - 18-Aug-2010
Issues = Zeus Project -
e eus Projec ® 9 ® ®
Quality reviews
Changes
Actions Previous versions Remove | * All Previous Versions ~ | View Options ~

Lessons leamed
Cost / Hour Entries
Eniries

Name Saved On Saved By Remarks by Owner

March 2010 23Mar-2010  Erik Aalbersberg

April 2010 23Mar-2010  Erik Aalbersberg

Report Models New Import Export Archive
Name Objective

Monthly Report Monthly Progress Report

Weekly Report Weekly Progress Report

1. 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.

Timeline Reports
Entries

® ©

Portfolio Dashboard

2. Automated Reports
Displays a list of the Automated Reports|1271 that are available on the selected portfolio.

3. 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.

4. 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.

5. 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.

6. Previous Versions
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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'.

7. 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".

8. 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.

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 archlve

9. 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 : edit the page layout of portfolio items, letting the portfolio
manager determine what fields are important and how to display them.

Edit Widgets : Add and edit widgets on your portfolio dashboard.

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.
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2. Click New on the dashboard to define a new portfolio. A popup window will appear in which de
details of the new portfolio can be entered.

Dashboard = Archive
Portfolio Management Edit Properties | Edit Members = Customise Page Text B & | Q
Automated Reports Edit Portfolios Al[h\ve Create Model =~ * Dashboard ~  View Options ~
,qg Belang vs Risico Name & Status Portfolio Manager(s)
[ Profectkalender (L) Portfolic Divisie (NL) ® Jeroen van Bameveld
Portfolic Division (DE) ® John Edwards
Reports Portfolic Division (FR) ® Yung JiLao
Partiolios
Portfolio Dashboards -
Projects (Portfolia Managsment) Portfolio Division (UK) @ Ruud Pelizer
Products / Plan ltems
Issues
Risks
Quality reviews Portfolio Dashbeards New Archive  * Dashboard = | View Options ~
Changes
Actions Name = Description Status  Porffolio Manager(s)
Lessons leamed Portfalic Dashboard - Fortes Fortes Solutions Dashboard » Henk Visser
Cost f Hour Enries
Entries
Portfolio Models Import  Export | Archive
Timeline Reports Name = Description
Entries Portfolio model Default Porffolio Mode!
Portfolio Mode! (NL} Portfolio Model from the Hetherlands

Portfolio Management module

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:

¢ |nitiative: 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| a.

Each type of portfolio item has its own icon:

Initiative: 7
Single Sheet Project:
Project: -

3.2.2.1.3 Creating portfolio items

From inside a portfolio, new Ideas, 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’sd.

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 any project from starting without having been assigned to a portfolio.
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To enable this setting:

1. Click on Setup and select Configuration.

2. Click on Principal Toolbox on the left side of the screen.

3. Change the setting 'Projects can be started from within portfolios only' to Yes

Up next are 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.

Projects (Portfolio Management) -]

5 Minsk = Ruud Pelizer 23-Jan-2011

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/sd",

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.

Add Project (Portfolio Management)

Project (Portfolio Management) Properties
Name:
Objective:

Remarks by Owner:

Project Manager: Henk Visser E|

Start Project: Start Project E|

Project Model: PRINCEZ project model (EN) =l
Programme: Production (EN) El

OK | Cancel
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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 Sl Eroiecd

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
7 into T 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:

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.
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Home | Portfolio Management | Organisation | Resource Allocation | Time Entry | Import / Export ~ | Help | Support | Setup ~

Porticlio Management > Portfolio Division (UK)
Dashboard | Properties ~ Financials Portfolio Gantt Documents = Archive

Portfolio: Portfolio Division (UK) Edit Properties | Edit Members ~ Customise Page Text | Edit Field Configuration ~ Edit Page Layout ~ Edit Widgets = &  Q
Name: Portfolio Division (UK)
iption: Portfolio Overview
D tion:
escription Overview of all projects within Fortes with their priority and required FTE per quarter.
Status: @ Maximum amount of FTE available is 13. If more is needed, hiring will be necessary.
Status r
Description: @ Principal Toolbox® (Principal) - Windows Intermet Explorer provi.. (Sl s =l
- — i — -
\@ http://asp.fortes.nl/Principal/online/Folder/functions/AddEditFolder jsp?PageDef=P2
Automated Reports Edit Proj hive B " Portiolio Overview ~  View Options +
B mportance vs Risks Move Projects (Portfolio Management) between Portfolios Slus £nd Date
=4 @ Select the appropriate Portfolio to move the Project (Portfolio Management) fo. 16 Apr2013
Reports ? ZAl i
. . = qj| —
Frojects (Portfolio Management) Selected Projects (Portfolic Management) to move
Products / Plan ltems =\ 18-Aug-2010
Issues i
Risks B - Minsk
Quality reviews
Changes [
Actions Pres N Remove | * All Previous Versions ~ | View Options ~
Lessons leamed N | = Select Portfolio to move to
Cost / Hour Entries MT::
Entries o]l | portiolio: Portfolio Divisie (NL) [=]
pril — Portfolio Management —
Portfolio Divisie (NL)
Timeline Reports A i Portfolio Division (DE)
Rey ancel Fortfolio Division (FR) N I rt | Export  Archi
Entries P Portiolio Division (UK) S e £ ene
Namd |
Monthly Report Monthly Progress Report
‘Weekly Report ‘Weekly Progress Report

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

Change Project Reference

/¢, Here you can change the project reference for this project.
‘When changing the project reference, related data is not automatically linked to this portfolio project. This especially concerns existing entry data. New
entry data will be created according to applicable configuration.

Select a project

Project: apolio Projekt

OK | Cancel

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.

Dashboard = Properties ~ | Financials Portffolio Gantt Documents = Archive

Portfolio: Portfolio Division (UK) =
Person Date Object Action Change

Erik Aalbersberg 11-Cct-2011 Portfolio Division (UK) Change Mame=Portfolio Division {UK)

Erik Azlbersberg 11-0ct-2011 Portfolio Division (UK) Change Hame=R&D Portfolio

Historie Tab on a portfolio item
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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.

Dashboard Properties + Financials Portfolio Ganft  Documents | Archive

Portfolio: Portfolio R&D (UK) Q
Document folders New Current folder: Knowledge Repository Edit
= Knowledge Repository
Subfolder - - =
Documents (files, links, text) Add  AddNote Remove @ Show History ~Update

Name Description Revision  Published Publisher
u; Resource_allocation_v5.doc Resource Overview 11-Nov-2011  Erik Aalbersberg
[ Batanced_Score_Card xis Balanced Score Card 14 11-Mov-2011  Erik Aalbersberg

Training_Fu nct_loneeI_Benaer_—

B35 o vers Expert Training 32 1-Hov-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| 67,

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

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.
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Dashboard
Portfolio: Portfolio Division (UK) -

Automated Reports Projects (Portfolio Management) <}

Minsk = id Patza 23-Jan-20
i & Mins Ru r 1

Previous versions Remove | * All Previous Versions ~ || View Options +
Name Saved On Saved By Remarks by Cwner

March 2010 23-Mar-2010 Erik Aalbersberg

April 2010 23-Mar-2010 Erik Aalbersberg

Timeline Reports
Report Models Nes

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.

e 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 14,

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| 957

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.

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.
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2. 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.

Home | Portfolic Management | Organisation | Resource Allocation | Time Entry | Import / Export

~ | Help | Support | Setup ~
Portfolic Management = Portfolio Division (UK)
Dashboard | Properties ~ | Financials Portiolio Gantt Documents = Archive
Portfolio: Portfolio Division (UK) Edit Properties | Edit Members ~Customise Page Text | Edit Field Configuration ~ Edit Page Layout | EditWidgets 2 & | Q
Name: Partfolio Division (UK)
iption: Portfolio Overview
Description:
P Overview of all projects within Fortes with their priority and required FTE per quarter.
Status: @ Maximum amount of FTE available is 13. If more is needed, hiring will be necessary.
Status
Description:
Automated Reports Edit  Projects (Portfolio Management)  Edit New| Sendreportrequest [Saveasversion |Archive Move &% Portfolio Overview ~| View Options ~
[ importance vs Risks Name Current Stage Project Manager(s)  Status ::::‘l:“"g ;“::L‘ gi‘fllf End Date
= /2 Principal Toolbox® (Principal) - Windows Intemet Explorer provided by Prin... (i=|o(=)
‘¢ Minsk 11
Reports o & K p \online/Fold - 7]
= . tepe//asp fortes.nl/Princip: tions/A jspPageDef=
Projects (Portfalio Management)  Omega Project ‘ ‘
Products / Plan ltems =
lssues = Send Report Request
Risks @ Send a report request for the selected project(s). The Forecast Period Start Date will be
g:ﬂlw reviews rounded to the first day of the selected fime scale, e q. first day of selected quarter or month
anges
Actions Previous versions All Previous Versions ~ View Options -
Lessons leamed Name Selected projects
Cost / Hour Entries \arch 2010
Enfries
ol 2010 - Apolio project
- Venus |
Timeline Reports - Zeus Project I
Entries Report Models New Import  Export Archive
e Report Request
Menthly Report
Weekly Report Forecast start dale 01-Fe0-2013 I
Report Model Monthly Report -
Due date 15-Feb-2013
Request Remarks
Send notification by e-mail I
OK Cancel

The report request will be send to the selected projects

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 naotification 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.

Dashboard | Properties v Product Breakdown Plan  Gantt Resource Management v Documents v | Portfolio Report | Reports  Guide Plaza

Apollo Project Save  Cancel
Portolio: Last Published On:
Portfolio ICT {NL) 28-Feb 2011
Due date: Last Published By:
29432013 Erik Aalbersberg
Report Status: Request Remarks:
®
Forecast start date:
01Jan-2013
Properties
General
Name: Apolio Project
Project Manager(s):
Peter Cole
Start Date:
28-Dec-2012
End Date:
03-Apr-2013
Progress
Tijd: Status (Tijd):
[ ] - Status (Geld):
Geld: o Status (Planning):
P Status (Resources):
[ -
Resources:
® -
Financial
Budget: Actual: ETC: EAC:
150,000.00 100,000.00 75,000.00 175,000.00

The report can be filled in by project managers, 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
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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:

X Report request pending; hasn't been submitted yet
v 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.

Projects (Portfolio Management) MNew  Send report request  Save as version  Archive Move 25 Report Request * \iew Options
Mame Request Date Due date Report Status Last Published By Last Published On Report Model

= Apollo project 21-0ct-2010 - X Jeroen van Bameveld  16-Apr-2010 Monthly Report

‘& Minsk = = - -

= Omega Project 15-Feb-2013 18-Feb-2013 = = Monthly Report

= Venus 23-Apr-2010 01-4pr-2010 @ = Monthly Report

Zeus Project 16-Apr-2010 28-Apr-2010 v Erik Aalbersberg 04-Cct-2010 Monthly 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:

¢ The ‘financials' tab on each portfolio item

¢ The ‘'financials' tab on each portfolio, which gives an overview of all portfolio items contained in the
portfolio

e 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.

Dashboard Properties v Financials Portfolio Gantt Documents Archive

Portfolio: Portfolio Division (DE] Finance Configuration ~ Set Current Period

@ The finance overview for the porifolio shows information on budgets, actuals and commitments as well as the latest forecast. The overview shows the financial information for the current financial period 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 tofals summarise all available information (no
restriction on dates).

Finance Edit
Project Totals Preceding Period Current Period Time scale columns Succeeding Period + — & Selectcolumns to display
[[] Reserved Budget Actual Forecast EAC [] Estimate [7] Variance
Preceding Period
Project Totals < Jan (13) Jan (13) Feb (13) Mar (13)

Ty Project > Category ‘_, Forecasts! =; LastPublis - Budget Actual Forecast EAC Budget Actual Budget Actual Forecast Budget Actual Forecast Budget Actual Forecas
Filter by..

Apollo

Minsk

ol

[

Venus

=

Zeus

[ (] (ol ]
]

| « n ’
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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

3.2.3

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 = Properties ~ Financials | Portfolio Gantt | Documents = Archive

Portfolio: Portfolio Division (UK) =
@ This Gantt shows projects and ideas as part of this portfolio

Portfolio Gantt Edit
Select columns to display Timescale: Months and weeks -2

Ty Projects and Ideas 4 StartDate = End Date = 10 May 2010 Jun 2010 Jul 2010 Aug 2010 Sep 2010 Oct 2010 HNov 2010 Dec 201

19.26. 3. 10.17.24.31. 7. 14.21.25. 5. 12.19.26. 2. 9. 16.23.30. 6. 13.20.27. 4. 11.18.25 1. 8. 15.22.29. 6. 13.2
Filter by...

@ Apollo project 31-Dec-2012 16-Apr-2013
Minsk 27-Sep-2010 23-Jan-2011
@ Omega Project

@ Venus 05-Apr-2010 18-Aug-2010
Zeus Project

] « i b

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.

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:

e The page lay-out of the portfolio items

e The reporting model

e The automated reports (please see Automated reports 127 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
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3.2.3.2

Dashboard | Financials = Porifolio Ganit = Documenis = Archive

Portfolio Model: Portfolio Model - IT

Name: Partfolio Mode! - IT

Description:
Status: ®

Status
Description:

Automated Reports

B 1mportance vs. Risk

Reports

Projects (Portfolio Management)
Products

Issues

Risks

Quality reviews
Changes

Actions.

Lessons learned
Ceost / Hour Entries
Entries

Timeline Reports
Eniries

Edit

Edit Properiies

Projects (Portfolio Management)

Name

Previous versions
MName

Report Models
Name &

Monthly Report
Weekly Report

Edit Members

LastPublished Gyrent Stage

Saved On

Objective

Customise Page Text  Edit Field Configuration = Edit Page Layout = EditWidgets & & Q

Saved By

Monthly status update
Weekly status update

Project Manager(s)

New  All Projects

Planning

Status
Status

* All Previous Versions
Remarks by Owner

Hours
Status

New Import Export Archive

~ | View Options ~

Cosls

Status End Date

~ View Options

Example portfolio model

Defining a project sheet

2. Press the button 'Edit Page Layout'.

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:

contains a list of all fields and properties that can be dragged onto the layout side.

Dashboard | Financials Portfolio Gantt

Portfolio Model: Portfolio Model - IT Edit Properties | Edit Members | Customise Page Text | Edit Field Configuration || Edit Page Layout || Edit Widgets | &1 @& Q

Documents | Archive

Name: Partfolic Mode! - IT

Description:

Status: -

Statu| 2 Principal Toolbox® (Demo) - Windows Internet Explorer provided by Principal Toolbox L) =HAs g’
Desct

Change Page Layout

Autor|
) Default page layout (deletes custom layout)
B8 | @ custom page layout
Page layout
Repol »
Project|| | Algemene informatie &
Produc Name
Issues ||
s Objective
Qualty Project Manager(s)
Changd| Project Board - Executive.
Action: Project Board - Senior User
E‘“T“f I | Project Board - Senior Supplier
Entiadl| || Status Description
b | Remarks by Ouner
[
Timeli
Entries| . =
W [Planning i}
I | Stribate Staus
End Date Planning Status
Progress Hours Status
[l
I
|| [Kosten il
Costs Budgel Cumulative: Costs Actual Cumulative
Costs Committed Cumulative Costs Remaining Gumulative
|| [uren &
Hours Budget Hours Actual
| | Fours Commitied Hours Remaining

@ Here you can change the page layout. You can drop sections and fields into the page layout section

Remove

Add

To add a new section drag one:

Save  Cancel

Layout | Gomponents

Available Page Components.

Page section

Grid

Available Fields

from the available sections on the | Ct

right to the page layout on the
Ieft. After that you can add fields.
from the available fields section

From the available fields section
click on a category fitie and drag
1o the page layout to add
complets category of fislds as a
new section

Ta remove a secion click on its
trashcan icon. To remove fields
simply drag them out of the
section.

I

Editing the page layout

The reporting model

95

1. From the Portfolio Management dashboard, open a portfolio model or one of the existing portfolios.

3. A new windows opens of which the left-hand allows for defining the layout, whilst the right-hand side

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.
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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.

Change Page Layout Save | Cancel
@ Here you can change the page layout. You can drop secfions, components and fields into the page layout section
(@) Default page layout (deletes custom layout)

@ Custom page layout Layout | Gomponents

Page layout Available Page Components

it Page section

Overall i}

Remove Grid

Available Fields

Baseline

Cument Baseline Final

To add a new seclion drag one
from the available sections on the
right to the page layout on the

left. After that you can add fields
from the available fields section.

m

From the available fields seclion
click on a category fitle and drag
it fo the page layout to add a _
complete category of fields as a &= pac'w_ panpng
new seclion IT Capaciteit

Toremove a section clickonifs | ~-omooommoooommmommmmmossemm oo
trashcan icon. To remove fields Costs

simply drag them out of the
section.

(Costs Actual

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'| 91 for more information.
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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.

Dashboard | Properties » Financials Portfolio Gantt Documents = Archive

Portfolio: Portfolio Division (UK) Edit Properties || Edit Members ~Customise Page Text | Edit Field Configuration |Edit Page Layout ~Edit Widgets 2 & Q
Name: Portfolio Division (UK)
il . Portfolio Overview
Description:
P Overview of all projects within Fortes with their priority and required FTE per guarter.
Status: @ Maximum amount of FTE available is 13. If more is needed, hiring will be necessary
Status
Description:
Automated Reports Edit Projects (Portfolio Management) Edit MNew Sendreportrequest Save asversion Archive Move 2§ All Projects ~  View Options ~
. Last Published Planning  Hours Costs
Import Risk
8 importance vs Risks Name o Current Stage Project Manager(s) Stas WM e stwe  EndDate
= Apelio project 16-Apr-2010  Project initiation Arjan van der Laan ™) ) - ) 16-Apr-2013
Reports & Minsk = = Ruud Peitzer ® ® 9 ® 23-Jan-2011
Projects (Portfolia Management) T Omega Project = Opstartfase Erik Aalbersberg ® ® o
Products / Plan llems = Venus = Preparalion stage Peter Cole ™ ® Y ® 18-Aug-2010
E‘ssuk:s Zeus Project 04-0c-2010  ~ @ @ @ °
Quality reviews
Changes
Actions Previous versions Remove | * All Previous Versions ~ | View Options ~
Lessans leamed Name Saved On Saved By Remarks by Owner
Cost / Hour Enfries
Enries March 2010 23Mar2010  Erik Aalbersberg
April 2010 23Mar-2010  Erik Aalbersberg
Timeline Reports
Entries: Report Models New | Import | Export | Archive
Name & Objective
Monthly 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.
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Portfolio Division (UK)

@ This page configures the behaviour of custom fields and system fields for projects.

Modifications to the standard field configuration are shown in blue.

Custom Fields |~ System Figlds

Custom Fields

Save | Cancel

Portfolio Project
Category Hame Auvailability EditLevel Behavior Availability EditLevel
Capacity planning  IT Capaciteit Available ~ Editable - - « Available ~ Edilable
Capacity planning PM Capaciteit Available « Editable - - « Available « Editable
Costs Budget Mot Available « Editable - - ~ Awvailable « Editable
Costs EAC Mot Available « Editable - - - Available ~ Editable
Costs ETC Mot Available ~ Editable - - ~ Available ~ Editable
Finance Total Actuals Available « Mot Editable w Synchronized « Available « Not Editable
Finance Total Budget Available ~ Mot Editable ~ Custom ~ Awvailable ~ Not Editable
Finance Total Forecast Available « Mot Editable « |Custom ~ MNot Available ~ | Not Editable
(portfolio}
Finance Total Forecast No Local Configuration Hot Editable -l - Available - Mot Editable
i Not Available
(project)
Available
Finance Total Reserved Mol Editable + Cuslom  Available ~ Mol Edilable
Actions Project Mot Available « Editable - - « Available « Editable
Manager
Assigned manually Mot Available « Editable - - ~ Awvailable « Editable
Belang Mot Available « Editable - - w Awailable ~ Editable
Decision fo be Mol Available ~ Editable - -  Available ~ Edilable
made
Delta Lioyd Available « Editable - - - Available  Editable
Mo At Available Editable Sasmilable Edilabla

Field configuration

3. Choose one of the following combination of options on the project or portfolio side:

Settings

Options

Resulting behaviour

No Local Configuration

No configuration applicable

Available

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

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

Edit 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)

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)

Behaviour

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.
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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:

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
following the current one)

The financial categories that should be displayed

Other display options

Configuration
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 ~ = Financials = Portfolio Gantt Documents = Archive

Portfolio: Portfolio Division (UK) Finance Configuration | [| Set Current Period

@ The finance overview for the portfolio shows information on budgets, actuals and commitments as well as the latest forecast. The ove lormation for the
current financial period as well as the preceding and succeeding periods (if configured). The current period can be set using the "Set Currem Penod functlon Nnte that the project
totals summarise all available information (no restriction on dates)

Finance Edit

Project Totals [7] Preceding Period [7] Current Period [#] Time scale columns [7] Succeeding Period 4 — & Selectcolumns to display

Reserved [] Budget [7] Actual [J] Forecast [7] EAC [7] Estimale [#] Variance
Preceding Period
Project Totals < Jul (13) Jul (13) Aug (13) Sep{13) Oct
Tys  Project > Category 4 Forecasts - LastPublis 5 Reservec Budget Actual Forecast EAC Variance Reserver Budget Actual Actual Actual Actual  Ac
Filter 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 penod

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
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Configure Finance Process

@ Configure the financial periods to show within the financial overviews. The current financial period is based on the "current period start' date. Select the categories to use
within the portfolio. A custom configuration is only available when this is permitted at a higher level (Portfolio model).

Use configuration from related porifolio {model)
Use custom configuration

Set Financial Periods
Current financial period

Starts on first of: July -
Time scale: Per month -
Duration: 1 - years

Preceding financial period
Show preceding period? ~

Summarise all up to current period:

Succeeding financial period

Show succeeding period? ~

Summarise all after current period:

Time scale: Per quarter -

Duration: 2 ~ | years

Set Behaviour
@ 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.

Level of detail current period

Behaviour
Reserved: Editable by portfolio manager, not visible by project manager - | |Single value, complete curent
Budget: Editable by portfolio manager, visible by project manager - ijingle_ \r_alue_, c_ornplele current -
Actual: Wisible by project manager and portfolioc manager, values are imported 7 from time sheets - _Pel tir!ﬂe_ sca_\e._ complete current -
Committed: Mot used | |Pertime scale, complete current ~

and published to portfolio « Single value, complete current -

Forecast/EAC:; Editable by project
Configure Forecasting Process
@ Configure how to forecast costs within the projects of the porifolio.

Forecast start date This month

Allow to override start of forecast start date on report request ~

Set Financial Categories

ze all available categories
se selected categories:

Selected Categories: Available Categories:
Capex External
Opex

Set Display Options
@ The financial overview will always show all financial categories with data. Choose whether to show other (selected) categories as well
Mote; When many categories are selected the performance may be affecled.

Also show categories without data ~

OK | Cancel

6. Adding new financial categories is done from the 'Setup' and '‘Configuration’, in the 'Financial
categories' section. This can only be done by an administrator.
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Home | Portfolio Management | Projectmanagement | Resource Allocation | Time Entry | Prince2 FAQ | Project Plaza | Import / Export ~ | Help | Support | Setup ~

Configuration

Options + (| = Manage Financial Categories
Principal Toolbox Financial Categories Mew | Remove | * All Categories - View Options ~
Nntlﬁca?lnns N Name & Description
MS Project integration
Capex
Conversions
Opex

Manage Hour Rates
Project Plaza
Currencies

Manage Skills
Time Entry
Manage enfries
Manage Mon-project Activity Sets
Resource Allocation

Customize fields
Approval entries

Creating financial categories
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:

e Resources are requested at project level
¢ Resources are requested at product level
e 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
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.

Edit members for Resource Allocation
Select members
Resource Allocation Managers Available users
Albert Swank
Arjan van der Laan
Erik Aalbersberg
Henk Visser
Herman Mulder
Resource Allocation Readers Ivo Rings
John Edwards Jan Jansen
Jeroen van Barneveld
Peter Cole
Richard g Groat
Ruud Pelizer
Resource Allocation Members. Ruud v. Weerdenburg
Samuel Davies
Theo van Wirdum Support Administrator
Tom Maassen Yung Ji-Lao
OK | Cancel

Edit members for Resource Allocation
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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. Navigate to the “Resource Allocation” tab. In the “Request & Allocation” section, a grid is shown

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.

Dashboard Properties = Request & Allocation (Projects) | Availability (Resources)

Resource Pool: Resource Pool: IT Add / Remove Resources  Edit Timeline Settings

Horizon: 3 Months  Start Date: Scale: Weeks  Unit: Hours (changes are spread out over period) Mode: Automatic Recalculation

@ Fill in the project allocation for resources based on the project plan and/or request.

Allocated = Available Allocated = Available Request or Planned = Allocated Planned = Request

Colouring on project row indicates that one of the underlying resource/skill rows has a matching condition

Request & Allocation per Project Edit
Topgle: [v] Planned [] Request [] Allocation [¥] Remaining Available +_ -
31 02-08 32 09-08 33 16-08 34 23-08 35 30-08 35 06-09 37 13-09 382
‘I % Projects > Resources = Skill = Plan Req Allo Rem Plan Req Allo Rem Plan Req Allo Rem Plan Req Allo Rem Plan Req Allo Rem Plan Req Alle Rerr Plan Req Allo Rem Plal
« Filter by resource < Filter by skill
[H- [Resources Summary] 82 64 &8 82 64 83 86 64 8B 64 64 83 138 152 158 152 148 152
I~ = E| Apollo Project 57 39 57 39 61 39 39 39 92 112 102
P Erik Azlbersberg Project Manager IC 20 10 20 20 10 20 20 10 20 10 10 20 16 40 16 40 16 40
Ivo Rings Software Developel 23 15 20 23 15 20 2F 15 20 15 15 20 22 40 22 40 2 40
John Edwards Software Engineer 10 10 22 0 10 22 0 10 22 10 10 22 3z 32 52 32 52 a2z
H Peter Cole Software Developer 4 4 26 4 4 26 4 4 26 4 4 26 22 40 22 40 12 40
I~ = -- Venus Project 25 25 25 25 25 25 25 25 46 48 48
82 64 82 B4 86 B4 B4 B4 138 158 148

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.

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
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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.

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 and Configuration in the dark blue header on the top of the screen.

2. On the left-hand side of the screen you'll find many options including 'Manage Skills'.

Home | Portfolio Management | Projectmanagement | Resource Allocation | Time Entry | Prince2 FAQ | Project Plaza | Import / Export ik Aall

rsberg v | Help | Support | Setup ~

Configuration

Options = @ Pick a subject on the left hand side to configure.
Principal Toolbox
Notifications

ation

Cor
Ma r Rates
Project Plaza
Gurencies
Resource Categories
Fin,

Manage Skills

ect Activity Sels
ce Allacation

Customize fields

Approval entries

Manage Skills at Setup

3. 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)

4. To remove previously defined skills: Select a skill (or select multiple skills by using the ‘Control’-key)
and click Remove.

5. 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.

Consultant (Jr.) Save | Cancel

Name: Consultant (Jr.} Creator: Erik Aalbersberg
Resource Category: - ~ Create Date: 10-Feb-2010
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.
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1. Navigate to Setup and Configuration in the dark blue header on the top of the screen. The
left-hand side of the screen contains a link to ‘Manage resources'.

Home | Portfolio Management | Projectmanagement | Resource Allocation | Time Entry | Prince2 FAQ | Project Plaza | Import / Export

Configuration

Options

Principal Toolbox
Notifications

MS Project integration
Conversions
Manage Hour Rates
Project Plaza
Currencies
Resource Calegories

Time Entry

Manage enfries
Manage Non-project Activity Sets
Resource Allocation

Customize fields
Approval entries

Manage Resources

@ Here you can manage the resources for the resource allocation.

There are two types of resources:

* Resources that are not linked to a user account. These resources can be added, removed and modified freely.
+ Resources that are linked to a user account. For these resources only some properties (like skill) can be edited

Resources (no users)

Last Name & First Name
Bloemen Pieter
Resources (users)

Last Name & First Name
Aalbersberg Erik
Administrater Support
Cole Peter
Davies Samuel
de Groot Richard
Edwards John

Primary Skill
Project Manager

Primary Skill
Project Manager

Secondary Skill(s)
Consuttant (Sr.)

Secondary Skills)

Consultant (Jr.)
Consultant (Sr.).

* Resources
Phone

Edit | New Remove
Email
Peter@mail.com

Edit | * Resources
Phone

06 24 94 66 66

Email
& aalbersherg@fortes nl

Project Manager

suppor@fortes.nl
p.cole@fortes.nl
Davies@mail.com

rdegroot@mail.com

IcT
Software -
Consultant (Jr.) Software

Developer

Software Engineer Software

j.edvards@mail.com

Developer

+3153 2314 357

~ | Help | Support | Setup ~

- View Options ~

Remarks

[

- View Options ~
Remarks

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)
Last Name a

Bloemen Fieter

First Name

Project Manager

* Resources -

Frimary =k Secondary Skill(s)

Consultant (5r.)

View Options ~
Email
Peter@mail.com

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 s
Resources (users)
Last Name & First Name
Aalbersberg Erik
Administrator Support

teps below.)

Primary Skill
Project Manager = G

Secondary Skillis) Email

(), e,

Save Cancel
Phone
ries.nl 06 24 94 66 66

Consultant (Jr.)
Consultant {Sr.)
Project Manager ICT
Software Developer
Software Engineer

CT

- |-

Consultant {Sr.),
roject Manager

suppori@fortes.nl

Appointing a primary skill

2. To appoint (a) secondary skill(s) to resources (both users and non-users), click on the name of the
resource you want to appoint skills to (a new window will appear in which the resource details are

listed)
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Peter Cole Save  Cancel
First Name: Peter Primary Skill: Softwars Developer -
Last Name: Cole Secondary Skill(s): — -
Initials: P Default Hot Consultant {Jr.}
Email: cole@fortes.nl Remarks: Consultant (Sr.)

p-cole@fortes.n Project Manager ICT
Phone: < | |Software Developer
Software Engineer

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.

Dashboard FProperties Request & Allocation (Projects) | Availability (Resources)

Resource Pool: Resource Pool: IT

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).

Resource Pool: Resource Pool: IT

@ Select the resources that are part of this resource pool. Only resources that are selected can be
allocated to projects

Select Resources

Resources:
Q Selected Resources

Administrator, S - Peter Cole
Arjan van der Laan John Edwards
Henk Visser Ivo Rings
Hemman Mulder Erik Aalbersberg

Jan Jansen

Jeroen van Barneveld -
Pieter Bloemen
Richard de Groot
Ruud Peltzer
Samuel Davies
Swank, AE
Theo van Wirdum
Tom Maassen
‘Weerdenburg, R.C. v. s

m

OK | Cancel

Adding resources
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3.3.1.3 Managing resource availability

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.

2.

Creating non-project activity sets[1s51 is part of the *Configuration'. For more information click on

Navigate to the Resource Pool.

In the 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.

Edit Resource Pool

Edit name and description

Name: [Resource Pool: IT

Non-Project Activity Sets

Non-Project Activity Sets: [ [Niet-Project Activiteiten
MNon-Activités du projet

7[Non-Project Activifies
MNon-Projeki-Akiivitaten

OK | Cancel

Select a non-project activity set

Select the right non-project activity set(s) to be assigned to the resource pool and click OK to
return to the main window.

The resource availability can be managed by the resource manager.
1.

2.

System Administrator: Setup & Settings 154

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.
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Dashboard Properties Request & Allocation (Projects) = Availability (Resources)

Resource Pool: Resource Pool: IT
Horizon: 3 Start Date: Scale: Weeks Unit: HnL_Jrs (changes are spread out over Mode: Automatic .
@ Fillin the availability for resources and their allocation to non-project activities (NPA's)

Allocated = Available Allocated = Available

Availability & NPA Allocation per Resource Save Cancel

Toggle: Allocation Remaining Available +, — S
35 30-08 36 06-09 37 13-08 3% 20-09 39 27-09 40 04-10 41 11-10
Resources > NPA 4 Primary Skill = Secondary Skill(s) 5 Allo Rerr Avai Allo Remr Avai Allo Remr Aval Allo Remr Aval Allo Remr Aval Allo Rem Avai Allo Ren
~+ Filter by NPA
Erik Aalbersbherg Project Manager IC Consultant (Jr.), Consultant (Sr.), Proj 40 40 40 40 40 40 40 40 40 40 40 40 40
Ivo Rings Software Develope 40 40 40 40 40 40 40| M)
John Edwards Software Engineer Software Developer
Peter Cole Software Develope
80 &0 80 &0 80 @0 &0 a0 40 40 40 40 40
] m »

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

Dashboard Properties Request & Allocation (Projects) = Availability {(Resources)

Resource Pool: Resource Pool: IT
Horizon: 3 Start Date: Scale: Weeks  Unit: Hours (changes are spread out over Mode: Automatic

@ Fillin the availability for resources and their allocation to non-project activities (NPA's).

llocated = T llocated = Availabl

Availability & NPA Allocation per Resource Save Cancel

Togagle: Allocation Remaining Available +, — S
35 30-08 36 06-09 37 13-09 32 20-09 39 27-09 40 04-10 411110
Resources > NPA ‘J Primary 5kill = Secondary Skill(s) % Alle Remr Aval Allo Rem Avai Allo Rer Avai Allo Rem Avai Allo Rerr Avai Allo Rerr Avai Allo Ren

» Filter by NPA

Erik Aalbersberg Project Manager IC Consultant (Jr.), Consultant {Sr.), Proj 40 40 8 32 40 40 40 40 40 40 40 40 40 40
i [Project Allocation]

- Education 8

8
Ivo Rings Software Develope 40 40 40 40 40 40 40 40
John Edwards Engineer D pe
= [+ Peter Cole Software Develope
80 & & 72 &0 80 30 a0 &0 40 40 40 40 40
4 . 3

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.

d. Repeat steps 5a through 5c for each additional non-project activity.
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3.3.1.4

5. Click Save to save your changes.
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

Dashboard Properties = Request & Allocation (Projects) | Availability (Resources)

Resource Pool: Resource Pool: IT Add / Remove Resources  Edit Timeline Seftings

Horizon: 3 Months  Start Date: Scale: Weeks  Unit: Hours (changes are spread out over period) Mode: Automatic Recalculation

@ Fill in the project allocation for resources based on the project plan and/or request.

llocated = EL llocated < Availabl Request or Planned = Allocated Planned = Request

Colouring on project row indicates that one of the underlying resource/skill rows has a matching condition.
Request & Allocation per Project Edit

Toggle: [¥] Planned [#] Request [7| Allocation [7] Remaining Available +,. —

31 02-08 32 09-08 33 16-08 34 23-08 3530-08 36 06-09 3713-09 352
‘, 4 Projects > Resources = Skill = Plan Req Allo Rem Plan Req Allo Rerr Plan Req Allo Rem Plan Req Allo Rem Plan Req Allo Rer Plan Req Allo Rem Plan Req Allo Rer Plal
~ Filter by resource ~ Filter by skill
- [Resources Summary] 82 64 88 82 B4 38 86 B4 83 64 64 38 138 152 158 152 148 152
~ = : Apollo Project 57 39 57 39 61 39 39 39 92 112 102
Erik Aalbersberg Project Manager IC 20 10 20 20 10 20 20 10 20 10 10 20 16 40 16 40 16 40
Ivo Rings Software Developer 23 15 20 23 15 20 27 15 20 15 15 20 22 40 22 40 22 40
John Edwards Software Engineer 0 10 22 10 10 22 10 10 22 10 10 22 az 32 52 32 52 az
H Peter Cole Software Developel 4 4 26 4 4 26 4 4 26 4 4 26 22 40 22 40 12 40
™~ = Venus Project 25 25 25 25 25 2% 25 25 46 46 46
82 64 a2 64 86 64 64 64 138 158 148
4 m 3

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.

© 2015 Fortes Solutions BV



Functionalities 109

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.

Note: with the '<', '>' and ">>'is is possible to move all editable values one week to the left (<), one
week to the right (>) or four weeks to the right (>>) .

Allocated = Available Allocated = Available Request or Planned > Allocated Planned > Request

Colouring on project row indicates that one of the underlying resource/skill rows has a matching condition.

Request & Allocation per Project

7| Planned [] Request [y] Allocation [#] Remaining [] Available +, —
31 02-08 32 09-08 13 16-08 34 23-08

‘, A Projects > Resources = Skill = Plan Req Allo Rem Plan Req Allo Rem Plan Req Allo Rem Plan Req Allo Rem

- Filter by resource « Filter by skill
+ [Resources Summary] 82 25 127 82 25 127 86 64 88 64 64 88

T mER4PW E Apollo Project 57 57 61 39 39 39
B S T Paaabad Bl o 1% an an an ap 20 10 20 10 10 20
Quick Move Project Values

Moves all editable values of the project four weeks to the right. 35 27 15 20 15 15 20
Waek 1 Wesh 2 Week 3 Weak 4 Wask § 32 10 10 22 10 10 22

Flan Req Alke Rem Plan Baq-ais HemPlan Req Alla Rem Flan Roq
=} Apalio 52 B0 T B2 80 52 a8

BguPian Req Ao Rem | 30 4 4 2 4 4 2

A=K ] T 3 ' = 4 25 25 25 25
E Boach 52 52 48 52 4B 52 48 52 &8 30 10 10 20 10 10 20
5 35 5 5 20 5 5 20
- Peter Cole Software Developer 10 10 30 10 10 30 10 10 26 10 10 26
&2 25 &2 25 &6 64 64 64
4 m

Move editable values
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

L. Peter Cole Software Developer
< | » W = Venus Project

- Erik Aalbersberg Project Manager IC

Ivo Rings Software Developer

i Peter Cole Software Developes

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 Resource Pool 1 and Venus Project ®

@ 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
complsted or flag the request for follow-up.

Discussion Status: # New Request Status: I vellow

I Mew
1™ Rea
I vellow

scussion Log

oK | cancel f

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.

Dashboard = Py

: Discussie tussen Venus Project en Resource Pool: IT %
Project: V¢
@ Here you can read and contribute to the discussion between the project manager and pool manager by adding a message.
Horizon:
Discussion Status: Frepiea
Discussion Log
Request o
Request & Al ve Cancel
Toggle: [v] |
-09 927
S - Req Allo Plan
Erik Aalbersberg (11-Jan-2013 14:50):
Ok
41 46
Erik Aalbersberg (11-Nov-2011 14:29): 15
James is not available nexi week

10
20
46

QK Annuleren

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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Edit Project

Properties

Name: Menus Project
Objective: Realisation of the Venus
Status: Green [v]

Status Description:

Project Calor: -

References

Resource Poolls): Q Selected Resource Pool(s)
Resource Pool: Database Resource Pool: IT

Add a resource pool to the project

2. By using the “<<” the project manager is able to add more resource pools.

3. 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.

3. Inthe header of the “Request & Allocation” section, click Edit to start requesting resources for the
project.

Dashboard Properties » Product Breakdown Plan Ganit Resource Management ~ | Documents - Porifolio Report Reports Guide Plaza

Project: Apollo Project Edit Resource Pools  Edif Timeline Settings

Horizon: 3 Months  Start Date: Scale: Weeks  Unit: Hours (changes are spread out over period)

Request or Planned = Allocated Planned > Request

Request & Allocation

Edit
Toggle: [7] Planned [7] Request [J] Allocation [J] Remaining [T] Available + —
10208 320908 331608 34 2308 353008 36 06-09 37 1309 36 20-09 39 27-09 1004
4 Pools > Resources & skill 5 Plan Req Allo Plan Req Allo Plan Req Allo Plar Req Alle Plan Req Allo Plan Req Allo Plan Req Allo Plan Req Allo Plan Req Allo Plan
+ Filter by + Filter by
B Resource Pool: IT 57 39 57 39 61 39 3 38 52 112 102 102 20
- Erik Aalbersberg Project Manager IC 20 10 20 10 20 10 10 10 16 16 16 16
i Ivo Rings Software Developet 23 15 23 15 27 15 15 15 2 2 2 2
- John Edwards Software Engineer 10 10 0 10 0 10 10 10 32 52 52 52 20
Peter Cole Software Developel 4 4 4 4 4 2 4 4 2 2 12 12
57 39 57 39 61 39 39 39 92 12 102 102 20
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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' 124 for instructions on how to set the appropriate rate.

General Logs Dependencies Cosis & Hours | Resource Demand

Product: Project Initiatie Document (PID)
@ Edit the resource demand planning.

Name: Project Initiatie Document (PID) Planned date Actual date
Description: [~ Start: 11-Jan-2013 26-Sep-2006
Hours Planned: 0.00 ™ Final:  17-Jan-2013
Costs Planned: 0.00 Duration In Working Days: 5.00
Hours Actual: 636.00
Resource Demand Save | Cancel
=
Skill = Resource - Default Hour R =; Planned Costs Planned
< Filter by... -+ Filter by... < Filter by...
* - Resource Pool: IT 50 4960
- Project Manager ICT - Erik Aalbersberg - Rate 110.0 40 4400
b4 [ - Software Developer - Peter Cole - Rate 56.0 560

50 4960

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
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3.4

3.4.1

3411

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[113)
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|155)
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.

Home | Portfolio Management | Projectmanagement | Resource Allocation | Time Entry | Prince2 FAQ | Project Plaza | Import / Export al verg ~ | Help | Support | Setup ~
Time Entry
Time Entry Edt Members | Customise Page Text | &
@ A time registration group contans a group of persons for me eriry
‘A tme eniry group can be related fo 3 Single confuraton and one or more nor-project activiy sets (NPA ses).
Automated Reports Edit NPA sets can be modified and created in ‘Setup->Configuration’.
[ Pending Timesheets
8 Avproved Tmeshects Time Entry Groups New | Remove | * AllTime Entry Groups || View Opons =
Name & Descrpion GroupManager  Time Enfry Configuraion Non-Froject Actviy Sefs
o Groep voor [CT medeuerers Erc Adkersbero. Budget Non-Project Actiies

Reports Sales Groep voor Sales medevierkers Albert Swank Membership Non-Project Actvies

roups
Hon-Project Actviy Sets
Activiies

2 Principal Toolbox® (Principal) - Windows Intemet Explorer provided by Principal Toolbox: -ﬂ-ﬂ-%
Time Sheets Time Ent - —— 7 - -
Cos Hour enres me Enty 4 [ g /e fortesnlPrinci ious

Name &

Budget Time sheet 18-Feb-2013 - 24-Feb-2013 (Erik Aalbersberg) Save | Save and Request Approval | Cancel

Timeline Reports
Eniries Membership Owner: Erik Aalbersberg ‘Time Entry Group: 1cT

Time Sheet Status: D vew Time Sheet Approver(s):  Ruud v Weerdenburg

Last Saved By: Remarks by Approver

2 Group Manager:

Total Hours: 200 Remarks by Owner:

Minimum Hours 3800

start Date: 16-Fen.2013

End Date: 24Feb2013

Correction Time Sheet: -

|| @Fil in the nours for this wesk on the appropriate project and product / activity Highiighted rows (in yellow) are pre-selected for time entry by the owner of the time shest Note that
individual rows may need approval by project manager(s). This is indicated by icons at the start of the row.

I T T TR Y T

Add-on 'Timesheets'

See also Registration of actual hours|s2' for more information about using timesheets.

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
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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.

o whether only products from active stages are shown, or all products from the project

o 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.

Time Entry

Time Entry

Automated Reports Edit
£ Pending Timeshests

Home | Partiolio Management | Projectmanagement | Resource Allocation | Time Entry | Prince2 FAQ | Project Plaza | Import / Export

Edit Members
@ Atime registration group contains a group of persons for time entry.

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 in 'Setup->Configuration®

~ | Help | Support | Setup ~

Customise Page Text /=

= || View Options ~

Products appear on fime sheets when
users are ownerireviewer/paricipant of
those products. Active stage only. Free
choice of products also allowed

| 3

E3 Avoroved Timesheets Time Entry Groups New Remove *All Time Entry Groups
Name & Description Group Manager Time Entry Configuration  Non-Project Activity Sets
IcT Groep voor ICT medewerkers Erik Aglbersberg Budget Mon-Project Activities
Reports Sales Groep voar Sales medewerkers Abert Swank Membership Mon-Project Activities
Time Entry Groups < i
Non-Project Activity Sets
Activities
Time Sheets Time Entry Configurations New | Remove | * All Time Entry Configurati || View Options ~
Cost / Hour Entries
Name o Description
Budget Products appear on fime sheets when
Timeline Reports an hours budget has been set on those:
products
Entries Membership

Time Entry Page

2. On the Dashboard tab that appears, click New in the header Time entry configurations to create

a new time sheet configuration.

Dashboard | Accountable Hours
Time Entry Configuration: Budget

@ Edit time entry configuration
Set name and settings for this configuration.

General

Name:

Description:

Split Up Time Sheets on Month Transition:
Create new Time Sheets after Approval Request:

Allow external users as time entry group members:

Products shown automatically on time sheets

Product Membership: -
(@ Products from acfive stage only
()Products from all stages
Product Budget: 2

()Products from active stage only
@Products from all stages

Free product selection

Allow free entry on projects: r
Allow free entry on non project activities: r

Show fields on time sheet

Product Field {read-only):

Entry Field (selectable in time sheet):

Approval
Auto Approve on Submit: r
Create draft entries on request approval: r

Budget

Products appear on fime sheets when an hours budget has been sef on those products

-
-
-

~ - Required fo be set

(@ Replace draft entries after approval.

)Keep history of draft enfries after approval.

Save

Cancel

Time Entry Configuration
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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, Configuration and click on Time Entry
and Settings.

2. Click on Edit to enable the 'Support for Activity Planning'.
Configuration

Options | = Settings
Principal Toolbox Module name: Time Entry
Notifications
MS Project infegration
Conversions

Sefttings for Time Entry

Settings
Manage Hour Rates

Project Plaza

Currencies Default value Custom value
Resource Categories Aliow project manager(s) to approve () No 9 ves [+]
Financial Calsgories hours g

Manage Resources Allow project manager(s) to configure () No @ Yes E|

- hour rates per resource @
= Tin ntry
Seffings

Support for Activity Planning @ %) No @ ves [x]
*CIOSIo orPn-approval

Manage time sheels OK Cancel
Manage entries
Manage Mon-project Activity Sels
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.
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Dashboard = Accountable Hours  Planning Item Filters

Time Entry Configuration: Budget Edit = Close

@ Edit time entry configuration
Set name and settings for this configuration. A planning item can be a product, an activity or a non project activity.

General
Name: Budget
Description: Products 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 Items

@ Pre-selected planning items are shown on the time sheet by default. For these 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-zelected Planning Item Filters: Selected Filter(s) Available Filter{s)
No name Pre-s

Selectable Planning ltems

@ 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)
No name Pri 1ed

Show fields on time sheet

Product Field (read-only): Percentage Complete

Entry Field (selectable in time sheet): - - Required to be sat
Approval

Auto Approve on Submit: =

Create draft entries on request approval: -

(@ Replace draft entries after approval.
Keep history of draft entries after approval.

Time Entry Configuration with planning item filters

5. Fill in the following information:
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Name . Name of the time entry configuration.

Description . Description of the time entry configuration.

Pre-selected Planning Item Filters:  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).

¢ 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.

Selectable Planning Items :  Select which products can be selected on the timesheet
by the users. The same options are available as
described above.

Show fields on time sheet : 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.

Approval . 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|119),

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.

Dashboard Accountable Hours | Planning ltem Filters

Time Entry Configuration: Budget Close

O A planning item filter defines which products/activities etc. will be displayed on the timesheet.
Example: A filter 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 productsfactivities that will be shown on the time sheet *With ownership *_ \iew Options -
Name & Project All Members Start Draft Set Filter
Project Initiation Document (PID) “enus Project John Edwards, Albert  16-Jun-2012  19-Jun-2 “Jun-201 Set quumns
Swank, Erik Set Widths
Aalbersberg Advanced
Make Default
Save View

Manage Views

Creating a Planning Item Filter
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3.4.1.2

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.
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 nhew time sheet
configuration.

Home | Portfolic Management | Projecimanagement | Resource Allocation | Time Entry | Prince2 FAQ | Project Plaza | Import / Export E ~ | Help | Support | Setup ~
Time Entry
Time Entry EditMembers = Customise Page Text &
@ Atime registration group contains a group of persons for time entry
Atime entry group can be related to a single configuration and one or more non-project activity sets (NPA seis).
Automated Reports Edit NPA sets can be modified and created in 'Setup->Configuration’
qg Pending Timesheets
ua Approved Timesheets Time Entry Groups Mew Remove *All Time Entry Groups ~ View Options ~
Hame & Description Group Manager Time Enlry Configuration  Non-Project Activity Ses
1cT Groep voor ICT medewerkers Erik Azlbersberg Budget Mon-Project Activities
Reports Sales Groep voor Sales medewerkers Albert Swank Membership Mon-Project Activities
Time Entry Groups ] . b
Hon-Project Activity Sets
Activities
Time Sheets Time Entry Configurations New Remove  *All Time Entry Configurati ~| | View Options ~
Cost / Hour Entries
Name & Description
Budget Products appear on fime sheets when
Timeline Reports an hours budget has been set on those
Ent products
niries: Membership Products appear on time sheets when
users are owmer/reviewer/participant of
those products. Active stage only. Free
choice of praducts also allowsd
Time Entry

3. Then fill in the following information:

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.
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Add Time Entry Group

Edit name and description

Name: |

Description:

Select area members

Group Manager Available users

Albert Swank

<- Add Arjan van der Laan
Erik Aalbersberg
Henk Visser

Herman Mulder

Ivo Rings

Group Support Jan Jansen

Jeroen van Bamneveld

Remove -»

John Edwards

= Add Peter Cole
Richard de Groot
Remove -= Ruud Peltzer

Ruud v. Weerdenburg
Samuel Davies

Support Adminisirator
Group Reader Theo van Wirdum
Tom Maassen
Yung Ji-Lao
= Add
Remove =

Time sheet configuration
Time Entry Configuration: Budget =]

Minimum Hours per Time
Shest:

Non-project activities

Non-Project Activities

Non-Project Activity Sets: Niet-Project Activiteiten
Mon-Activilés du projet
Mon-Projekt-Akfivitaten

OK | Cancel

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.

7. Click the 'Add / Remove' button to add or remove group members and approvers. AfdLEemoye

Time Sheets = Members & Approvers | Hour Entries
Time Entry Group: ICT

Name: icT Time Entry Configuration: Membership

Description: Groep voor ICT medewerkers Non-Project Activity Sets: MNon-Project Activities

Group Approvers

Add/ Remove

Name Email Remarks
Ruud v. T nl
Group Members Add / Remove
Name Email Remarks
Arjan van der Laan Laan@mail.com

o nl
John Edwards erik@forles nl
Ruud v. T nl
Samuel Davies Davies@mail.com

Members and Approvers of a Time Entry Group

3.4.1.3 Configuring the approval process

Approving timesheets can be set up in four different ways:

o Approval required by the project manager and line manager:
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il e Project manager Line manager ol sared]

submits
timesheet

approved hours

approves approves
PP PP and costs

o 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 Praject Mansger _ Allocated
submits SDDToves approved hours
timesheets PP and costs

¢ No approval required: timesheets are automatically approved when submitted

Employee Attomatic 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, Configuration, 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
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 = Product Breakdown Plan Gantt = Resource Management ~ Documents ~ Reporis Guide Plaza
Project: Juno Project
@ Select applicable lines below to approve or reject the hours.

Approve hours Approve | Reject = * Waiting for approval ~  View Options ~

m‘;;" Resource & ProductiActivity & StatDate « Mon Tue ‘Wed Thu Fr Sat  Sun arks by Owner Remarks by Approver(s)

45 Erik Aalbersberg  Highlight Report 07-Now-2011

07-Jan-2013

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'
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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)
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)

3.4.1.4 Submitting timesheets

Any timesheets that need filling out will appear on the personal dashboard of the employee on the tab
‘My Time Sheets'.
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My open time sheets

Week Start Date & Owner g:}issheet Remarks by Owner  Time Entry Group
6 04-Feb-2013 Erik Azlbersberg MNew ICT
7 11-Feb-2013 Erik Azlbersberg MNew ICT
5 18-Feb-2013 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 04-Feb-2013 - 10-Feb-2013 (Erik Aalbersberg)

Owner: Erik Aalbersberg
Time Sheet Status: D New

Last Saved By:

Total Hours: .00

Minimum Hours: .00

Start Date: 04Feb-2013
End Date: 10-Feb-2013

Correction Time Sheet:

Save = Save and Request Approval = Cancel

Time Entry Group: icT
Time Sheet Approver(s):  Erik Aabersberg

Remarks by Approver /
Group Manager:
Remarks by Owner:

@Fill in the hours for this week on the appropriate project and product / activity. Highlighted rows (in yellow) are pre-selected for ime eniry by the owner of the time sheet. Note that
individual rows may need approval by project manager(s). This is indicated by icons at the start of the row.

Project Percentage

Product i Activity ey T”‘ g“e ;"E" II"“ SF” g“ ?&”‘ Totals Remarks Remarks by Approver(s)
General

Venus Project (Alberl Swz Project Iniiation Docume 25% 0.00
Apollo Project (Peter... + - 0.00
Zeus Project (Erik Aa._.» | (On Project) 0.00
Venus Project (Alberl...w | Project Inifiation Do... = 25% 0.00
Apollo Project (Peter... + - 0.00
Non-Project Activies ~ - 0.00

Make selection
000 000 000 000 000 000 000 0.00
Tofals for sheet: 000 000 000 000 000 000 000 0.00

A timesheet

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'[122) for

instructions on how to approve the submitted timesheets.

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 = Approve Hours My Time Sheels
Home
o Select applicable lines below to approve or reject the hours.

Approve hours

Week
number Project =

Resource Product/Activity

45 Juno Project Erik Aalbersberg  Product A
3 Juno Project Erik Aalbersberg -
2 Juno Project Erik Aalbersberg  Product C

«

Approve  Reject

Start Date Mon Tue Wed Thu Fri Sat Sun
07-Nov-2011 4.00 4.00
14-Jan-2013 200

07-Jan-2013 1.00

- Custom view —

Tolal Remarks by Owner

8.00
2,00

1.00

« View Options ~

Remark

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.

© 2015 Fortes Solutions BV



Functionalities

3.4.2

34.2.1

Home
Home

My open time sheets

123

Documents to be approved by me

Time sheets to be approved by me

Week  Start Date Owner Remarks
4 21-Jan-2013

Time Entry Group
Erik Aalbersberg icT

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 21-Jan-2013 - 27-Jan-2013 (Erik Aalbersberg)

Owner:

Time Sheet Status:
Last Saved By:
Total Hours:
Minimum Hours:
Start Date:

End Date:

Erik Aalbersberg

[ waiting for Timesheet Approval
Erik Aalbersberg

3000

0.00

21-Jan-2013

27-Jan-2013

Time Entry Group:
Time Sheet Approver(s):

Remarks by Approver /
Group Manager:
Remarks by Owner:

Close | Approve | Reject ApprovalStalus B | &

IcT
Erik Aalbersherg

Correction Time Sheet:

@Fill in the hours for this week on the appropriate project and product / activity. Highlighted rows (in yellow) 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 at the start of the row.

Percentage  Mon Tue Wed Thu Fi  Sal  Sun

Project Product / Activity Compiets BorooDe BYORt M X' 3" Tolas  Remads Remarks by Approver(s)
General

Apollo Project (Peter Gole Intake-gesprek met eindc 50% 800 800

Apollo Project (Peter Cole Project Iniliatie Documen 75% 400 4.00

Apollo Project (Peter Cale Uitrol naar Client PCs 200 2.00

Venus Project (Albert Swe Initial Project Plan 0% 6.00 6.00

Venus Project (Albert Swe Project Authorisalion 0% 200 400 5.00

Venus Project (Albert Sw:_Project Iniliation Docume 25% 400 4.00

500 1000 800 4.00 0.00 000 0.00 30.00

Totals for sheet: 800 1000 800 4.00 000 000 0.00 30.00

Approving a timesheet
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/123

2. Let project managers set hourly rates/12h

3. Get cost and hour entries against individual products 128

Defining and allocating hourly rates

Defining hourly rates

Before assigning hourly rates to individual resources, define the rates as follows:
1. Navigate to Setup, Configuration and click on 'Manage Hour Rates'

2. Click '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

© 2015 Fortes Solutions BV



124 Principal Toolbox 6.0

dollars (or applicable currency).

Configuration
Options 4 =  Manage Hourrates
Principal Toolbox @ This listing shows all available hour rates
Notifications H e ——
MS Project infegration our rates [ New | | Remove
Conversions. Name = Unique ID Gode Hour Rate Financial Gategory
e r 3
Manage Hour Rates Rate00 & Principal Toclbox® (Principal) - Windows Internet Explorer provided ... L=/
Currencies Rate 100.0 - -
Resource Categories Rate 110.0 [ http://asp fortes.nl/Principal/online/ Folder/functions/AddEditFolder jspIPagelD=109829&
Financial Categories Rate 114.0
Manage Resources Rate 120.0 Hour rate (new)
Manage Skilis Rate 150.0
Tme Entry Rate 550 @ Configure the hour rate and the corresponding financial category. The hour rate value
Vianage entriss is represented i the global currency. Hour rates are not processed refroacively. For
Rate 72.0 i
i ) example, modifying an hour rate wil not afiect existing entries.
Manage Non-project Activty Sets Rete 800
Resource Allocation Rate 95.0
Customize fields
Approval entries Edit name and description
Name:
Description:
i
Code: I
Financial Category: - El
Hour rate: 000 I
i
OK  Cancel

New hour rate

4. Once saved, the hourly rate will be available to be assigned to resources.

Allocating hourly rates
1. From within Configuration 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.

Configuration
Options 4 = Manage Resources

Principal Toolbox @ Here you can manage the resources Tor the resource allpcation
Notifications There are two types of resources:

MS Project integration - Resources that are not linked to a user account. These resources can be added, removed and modified freely.
Conversions + Resources that are linked to a user account. For these resources only some properiies (like skill can be edited
Manage Hour Rates
Curmencies

Resources (no users) Edit | New | Remove | *Resources ~ | View Options ~

Resource Gategaries
Financial Categories Last Hame = First Name Primary Skill Secondary Skil(s)  Email Phone. Remarks
Manage Resources Bloemen Pieter Project Manager ICT Consultant (Sr.) Peter@mail.com =31 53 2314 357

Manage Skills r
Time Entry (2 Principal Toolbox® (Principal) - Windows Internet Explorer provided by Principal Toolbox
Manage entries = - -
Manage Non-project Activity Sets
Resource Allocation
[#] Customize fields
Approval entries Peter Cole Edit |Close &6 &

:Eé{

[&] http://asp.fortes.nl/Principal/online/Folder/Folder.jsp?PagelD=1: ef=ResourceDetails

it *Resources || View Options ~

Phone Remarks

First Name: Peter Primary Skill: Software Developer
Last Name: Cole Secondary Skill(s):
Initials: P Default Hour Rate: Rate 120.0
Email: p.cole@fortes.nl Remarks:
Phene:
T g Somare Daveloper Saftnars Enginesr 7 ao0mal com
Kent Clark Software Engineer Kent@mail.com

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 Configuration click on Time Entry.

2. Open the Settings, and enable the setting 'Allow project manager(s) to configure hour rates per
resource'.
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Configuration
Options = Settings Edit
Principal Toolbox Module name: Time Entry
Nofifications
WS Project integration Settings for Time Eniry
Conversions Custemize the following settings by clicking on the edit button.
Manage Hour Rates To save any changes, click 'OK or click 'Cancel to return to the current settings
Currencies
Resource Calegories Settings

Financial Categories
Manage Resources

’ Value
Manage Skills Allow project manager(s) o approve Yes (Custom)
Bl Time Entry
Seftings ‘Allow project manager(s) to configure hour o
Exclusions for P-approval rates per resource
Manage time sheets

Support for Activity Planning @ No
Manage entries

Manage Non-project Activity Sets
Resource Allocation

Customize fields
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'.

Edit Project Model

Properties
Name: Istandard Prince2 2009 Project Mode! (UK)

Objective: Project madel for larger z

Status: - =]

Status Description:

Project Color: =

References

Resource Pool(s): Q Selected Resource Pool(s)
Resource Pool: Database
Resource Pool: IT

Planning

WARNING: Changing the planning type causes recalculation of start and end dates! Newly calculated dates may difer

Product Planning Type: Principal Toolbox + Planning Export [+ ]

Time Entry
Approval of project hours in timesheets —
by project managen(s): v

Configuration of hour rates per resource -
by project manager:

Time entry on project level only: r

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.
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Dashboard Properties =~ Product Breakdown Plan  Gantt  Resource Management ~ Documents ~ Reporis Guide Plaza
Project: Juno Project
@ 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 enfry process
Project Resources Save  Cancel
Name (Resource) & Project Specific Hour Rate Default Hour Rate {Resource)
Arjan van der Laan - ~ Rate -1.0
I Rungs E— -
Samuel Davies Rate 0.0 e-10
Rate 1.0
Rate 100.0 E
Rate 110.0
Rate 114.0
Rate 120.0
Rate 150.0
Rate 56.0 -

Assigning project specific resource rates

3.4.2.3 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.

General Logs Dependencies = Costs & Hours Resource Demand

Product: Highlight Reports Edit Close | B
Hours Manual Entries Total Costs Manual Entries Total
Budget: 0.00 0.00 0.00 Budget: 0.00 0.00 000
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: 0.00 000 000 Remaining: 000 0.00 000
Variance: 0.00 Variance: .00

Product Quality:

Finance

Total Actuals: 0.00

Cost/ Hour Entries listing MNew Cost/ Hour Entry = All entries ~ View Options ~
Descripfion Type Approval Status Hours Owner Creator Book Date & Remarks by Owner

Cost & hours tab on products

4 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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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.

Logs Products 30 (=

o] (R)(Q A
a Initial Busin v v
= Project v v v v
A v
0
00 ® @ A
Automated Reports Edit
[H Progress Repart
[0 righiight Report
My to do List 3 Feb-201
Highiig 24Feb-2013 —
3 01-Mar2013 -
02-Mar-2013 -
/ﬂltomated Reports CIUSE}\
@ Automated 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 Templale Remove Show History Update
Name Descripfion Revision  Published Publisher Merge
[ Project_Reportv2 xis Progress Report vi4 09-Apr-2010  Erik Azlersberg 4
\ﬂg Highlight_Report.rtf Highlight Report vid 20-Aug-2010  Erik Aalbersberg 04

Click 'Edit' at automated reports to manage reports within a project or project model
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General
Product: Highlight Reports Edit Change Picture | Close  Edit Widgets
Name: Planned Actual date
Description date
S Start: 20-Mar-2013
Owner Group:
Draft:
Checked:
Final: 22:Mar-2013
Priority Duration: 3.00
e Planning Status:
Product Quality:
Finance
Total Actuals: 0.00
Helpful Text:
Deliverables Add  Add Note
Templates Add || AddNote |Remove  Show History | Update
Name Description Revision  Published  Publisher Merge
{3 Highiight_Reportdoc Highlight Report 10 12-Apr-2010  Erk Aalbersberg
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'.

Dashboard -
Project list: Quality and Organisation projects Edit Properties | Edit Members |~ Edit Tolerances  Edit Widgets | 3 & Q
Name: _
’ E}\ — Welcome on the startpage of this programme!
Description:
Stat I - ) | \'g
atus: i Y 1
o ¥
Logs Projects Nev Move = Model || Archive ]
N Total a Progress General Planning Hours
00000
DDDD John Edwards
EOO000e e ®  Forcwe
Automated Reports Edit
[ Proiect Report Booao

Project Models mport | Export | Archive
ect lists Nar Owner(s

Timeline Reports

Entfries

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

Note: Word reports are based on templates that have to be saved as Rich Text Format (*.rtf)
files.

1. Go to the dashboard and click the button ‘Edit’ in the Automated report header, or go to the specific
‘Product’ page where you want to insert the new automated merge report.

2. You can do any of the following:
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a. Open one of the templates already present, by clicking Open Template . 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.

3. The Keyword Reference window will open where you can select the keywords. To select a keyword,
just click it.

r ———— —— = = - ~ = B
2 Principal Toolbox® (Principal) - Windows Internet Explorer provided by Principal Toolbox = =8
bl S - i - s » . W |
|@ http://asp fortes.nl/Principal/jsp/Reports/MergeFields jsp?PagelD=122638&:SetReturnAdrs=falseBPopupSibling=true \
Keyword List Close
@ 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 locafion
Project fields
il Baseline Capacity planning Costs Costs
Current Baseline Final IT Capaciteit (Custom28) Budget (Custom11) EAC (Custom14)
Current Baseline Set PM Capaciteit (Custom23) Costs Actual ETC (Custom13)
Current Baseline Start Costs Actual Cumulative [
Initial Baseline Final Costs Budget
Initial Baseline Set Costs Budget Cumulative
Initial Baseline Start Costs Committed
Costs Committed Cumulaive
Costs EAC
Costs Forecast
Costs Planned
Costs Remaining
Costs Remaining Cumulative
Costs Reserved
Costs Status
Costs Variance
Costs Variance Cumulative
b Costs Tolerance Finance Hours Hours Tolerance
I
Casts Active Stage Only Tolal Actuals (Custom32) Hours Actual Hours Active Stage Only
Costs Orange (%) Total Budget (Custom35) Hours Actual Cumulative Hours Orange (%)
Costs Orange (Abs) Tolal Forecas! (project) (Custom34)  Hours Budget Hours Orange (Abs)
Costs Red (%) Total Reserved (Custom36) Hours Budget Cumulative Hours Red (%)
Costs Red (Abs) Hours Committed Hours Red {Abs)
Hours Committed Cumulative
Hours Remaining
Hours Remaining Cumulative
Hours Status
Hours Variance
Hours Variance Cumulative -
Keyword list

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.

6. 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

W] Save As B

- ———

&\~ [m Desicop » « [ 9| Search Deskion 2]
Organize * New folder S |@_\
Templates B A
Libraries

.

0 Favorites

B Desktop Erik Aalbersberg
& Downlozds | 3} System Folder
%] Recent Places

n

‘ — | system Folder
1

| Computer o
i Libraries =S 5yctem Folder
5 Documents

&' Music i Hetwork
i | System Folder .

=1 Pictures

File pame: | Highlight Tour -
Save as type: |Rich Text Format -
Authors: Erik Aalbersberg Tags: Add a tag
|
. —

7. Go back to Principal Toolbox. To upload the merge template in the Principal Toolbox, click Add in

the Templates section (in the Edit Automated Reports window or on a product page). Fill in the
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4.1.2

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!

Add a document to the list Download Template

Add a document/link

@ Filename: Browse... | (rif it xitm xls xdsm, rptdesign)

Merge Template: [v Add this document as a merge template

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
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.
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4121

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/ish)

e Creating an Excel report template|132)

e Advanced topics|140.

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 sufficient 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.

Dashhoard

Project: Apollo project oA

Logs Products ol =

Pl D]V JIR)|Q)(C][A
Initial B

SR

M
Pl D[R] [Q)(C) (A

Automated Reports Edit
E Prooress Report 19-Feb-2013  20-Feb-2013

{3 Highiignt Report

My to do List

Highlight Reports 24-Feb-2013 - = 01-Mar-2013

Automated reports on the project dashboard

When the Excel report is downloaded, the following message is shown to you by your browser.

Do you want to open or save Project_Reportv2.xls from asp.fortes.nl? Open Save ~ Cancel

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.
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'\;_—7]\ = R e R R E R - T MSEcelClient (14) [Compatibility Mode] - Micrasoft Excel | [E=NEE=|
E Home  Insert  Pagelayout  Formulas  Data  Review  View | Adddns | Acobat 2@ o @ =
Contribute = Open In Contribute [ Publish To Website [ Post To Blag
Principal Toolbox * | Principal Toolbox Report: [il] Insert Chart Based on FT Data [3g] Insert Pivot Table Based on PT Data
Principal Toalbox Template: [ Show / Hide Keywords [@] Refresh PT Data V= Open Keyword List Save as PT Merge Template
Ménu Commands Custom Toolbars
B17 - f v
A B c D E F G H J Kb
, Project Issue Log
2
3
4 |Name Apollo pru‘]ecl
5
Priority | Status Nr Description Type | Decision Owner Due Date Remarks
6
T Low Open 8| Slow Internet connection |Lssue Open Samuel Davies 23-4-2010|Contact [T to find out wh
8 Critical__|Open 7|Bug found in version 7 Offspec_|Assigned _|John Edwards 14-2010[Try 1o reproduce the error to find the bug
9 High Open 6[Delay in system development Concem _|Deferred __|Jeroen van Bameveld |_17-6-2010|Maybe we should adjust the planning
10 High Open Request for change of the page layout RFC Approved | Yung JiLao 304-2010Look for new design
11 High Open 4|Different page layout RFC Mo Action |Samuel Davies 4!
12 Low Open Request for more background material RFC Resolved Richard Hammond 28-5- Acquired all the material g
13 Critical _ [Open 2|Request for roll-out on Macintosh machines RFC Investigation | Samuel Davies 19-4-
14 [High Closed 1|The PID does not include a proper risk analysis |Concemn |Investigation |Gerard Mesen 31-12-2004
15
16
17 I _l
18
19
20
21
22
23
24
25
26
27 i
W 4 ¥]| Report /Data ¥ 4 0|
Ready | |[E@Z@m w0 o) 0 (1)
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|so.
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 [135)

2. Open the template and insert keywords|134

3. Create charts|1361 and Pivot tables 137 based on the Principal Toolbox data

4. Finish the template and make the report template available within the [138Principal Toolbox

For more advanced topics, see the 'Advanced Topics'[1461 chapter.

4.1.2.2.1 Open the 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.
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Automated Reporis Close

D Automated 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 generafing the report.

Select a merge template or normal document / link fo upload. Please note that Werd 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 containg
reguired 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 Keyword List | Open Template | Remove  Show History = Update
Name P Revizion  Published Publisher Merge

nﬂ Project_Reporiv? xls Progress Report vi4d 09-4pr-2010  Erik Azlbersberg ~

ma Highlight_Report.rif Highlight Report vid 20-Aug-2010 Erik Azlbersberg '

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.

Do you want te open or save Project_Reportv2.xls from asp.fortes.nl? Open Save - Cancel

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).

i lies T———— N
El - o LG L — T MskxcelClient (14) [Compatibility Mode] - Microsoft Excel =
Home Insert Page Layout Formulas Data Review View Add-Ins Acrobat @ e = g R

Contribute + B Open In Contribute [Jj Publish To Website [ Post Ta Blog

Principal Toolbox ~  Principal Toolbox Report: [ill] Insert Chart Based on FT Data [E] Insert Fivot Table Based on PT Data |2 i3 2

Principal Toolbox Template: [E=] Show / Hide Keywords [&]Refresh PTData ¥ Open Keyword List Save as PT Merge Template
Menu Commands Custom Toolbars

A B c D E F G H | J K L M N 0 P Q R
1 L]
2
3
4
5
6
=
8
9

en
Te ][

o
1]

"« » [ Report | pata /¥J 0Kl n ||
Ready | |[EB|E @ 100% (=) ] (+)

Empty Excel file

Note that you should have a menu entry called 'Principal Toolbox' and two Principal Toolbox toolbars:

The Principal Toolbox Report & Template Toolbar
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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/1361 and creating a
Pivot table 137 based on Principal Toolbox data.

The Principal Toolbox Template Toolbar
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.

Add-Ins

Review View Acrobat

Home Insert Page Layout Formulas Data

Contribute = ﬂ Open In Contribute Publish To Website Post To Blog
Principal Toolbox = | Principal Toolbox Report: @Insert Chart Based on FT Data EE Insert Pivot Table Based on PT Data J El E|
Principal Toolbox Template: Show / Hide Keywaords @ Refresh PT Data “W= Open Keyword List Save as PT Merge Template

Menu Commands Custom Toolbars

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.

- :l@é

|@ http://asp.fortes.nl/Principal/jsp/Reports/MergeFields.jsp?PagelD=122638 &SetReturnAdrs=false8PopupSibling=true |

5 —————— = — —
2 Principal Toolbox® (Principal) - Windows Internet Explorer pravided by Principal Toolbox
P . s = & - - . - . »

-

Keyword List Close

@ Lookup the available fields and views and click the link to copy the keyword to the clipboard.
FPaste the keyword in your merge template at the appropriate location.

m

Project fields

I Baseline

Current Baseline Final
Current Baseline Set
Current Baseline Start
Initial Baseline Final
Inifial Baseline Set
Initial Baseline Start

{ Costs Tolerance

Costs Active Stage Only
Costs Orange (%)
Costs Orange (Abs)
Costs Red (%)

Costs Red (Abs)

Capacity planning

IT Capaciteit (Custom28)
PM Capaciteit (Custom29)

Finance

Total Actuals (Custom32)

Total Budget (Custom35)

Total Forecast (project) (Custom34)
Total Reserved (Custom36)

Costs

Budget (Custom11)
Caosts Actual

Caosts Actual Cumulative
Costs Budget

Costs Budget Cumulative
Costs Committed

Costs Committed Cumulative
Caosis EAC

Costs Forecast

Caosts Planned

Costs Remaining

Costs Remaining Cumulative
Caosts Reserved

Caosts Status

Caosts Variance

Caosts Variance Cumulative

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

Costs

EAC (Custom14)
ETC (Custom13)

Hours Tolerance

Hours Active Stage Only
Hours Crange (%)
Hours Crange |,
Hours Red (%)
Hours Red (4bs)

o)

L

Keyword list

For example, when clicking the 'name' keyword, the keyword can be inserted in the Excel file on
location B2. Note that when inserting the keyword, the keyword is replaced with the actual data

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.
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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.

(AT O e — - MSExcelClient (15) [Compatibility Mode] - Microsoft Excel [ = [ [
m Home Insert Page Layout Formulas Data Review View Add-Ins Acrobat [~) e o @ 3
Contribute = Open In Contribute [ Publish To Website [3] Post To Blog
principal Toolbox ~ | Principal Toolbox Report: [ill] Insert Chart Based on PT Data [ Insert Pivot Table Based on PT Data
Frincipal Taolbox Template: [&=] Show / Hide Keywords [€] Refresh PT Data V= Open Keyword List Save as PT Merge Template
Menu Commands Custom Toolbars
BS - S | Priority v
3 A B c D E F G H | J K L M N 9} P Q =
2
3 Quality and Organisation projects
5 Priorit .S 1o T etscriptior Document Type Decision Qwner Product / Plan item Due Date  Remarks
6 MNormal  Closed 10 0 Qpen Erik Aalbersberg
7 Normal ~ Closed 9 0 Gerard Me Project Initiation Document
‘ 8 Low Open § Slow Interr 0 Issue Qpen Samuel Dz Pilot Preparation (Work P 23-4-2010 Contact IT to find out why
9 Critical ~ Open 7 Bug found 0 Off-spec  Assigned John Edwz Pilot Preparation (Wark P 1-4-2010 Try to reproduce the error to find the bug
[ 10 High Open 6 Delay in s\ 0 Concern  Deferred  Jeroen van Barneveld 17-6-2010 Maybe we should adjust the planning
i1 High Open 5 Request fo 1RFC Approved Yung Ji-La Pilot Preparation (Work P 30-4-2010 Look for new design
12 High Open 4 Different pe 0 RFC No Action Samuel Dz Updated user documental  1-4-2010
[ 13 Low Open 3 Request fo 0 RFC Resolved Richard Hz Requirements report 28-5-2010 Acquired all the material
: 14 Critical Open 2 Request fo 0 RFC Investigatic Samuel Davies 19-4-2010
15 Normal ~ Open 1 test issue 0 Gerard Me Highlight Reports
16 Normal ~ Open 1 test 0 Gerard Me Project Initiation Document =|
" 17 High Closed 1 The PID dc 0 Concern  Investigatic Gerard Me Project Initiation Documer 31-12-2004
M 18
19
20
2
22
23
24
Wl 26
| 26
|27
| 28
EZ]
| 30
H
‘l 32 ||
| 33
" «» M| Report /Data ~%J [EN u |
Cell BS commented by Erik Aalbersberg | D E 1005 (~) [}

Inserting a keyword

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.

[ETE T O T o —— - MSExcelClient (15) [Compatibility Mode] - Microsoft Excel [ = e |
m Home | Insert Page Layout Formulas ~ Data Review ~ View  Addns  Acobat o @ o2
X L L ] o T T PO I AutoSum ~
Arial S0 v A A B = Wrap Text General 5 /I i :
L ¥ OBy & E A
B 7 U- . e A B Merge & Center + | B3+ <@ 00 | Conditional Format Cell | Insert Delete Format Sort & Find &
7 u-iH# = B Merge aucenter - B~ % v | %8 Formatting = as Table - Styles~ |~ - - | 20Qear~  Fitter~ Selet~
Clipboard Font Alignment Mumber Styles Cells Editing
E20 - b3 v
A B E D | E [ F G H J K =
I, Programme Issue Log
(
2
: 3 Name Quality and Organisation projects
4
5 lssue Log |Priority |Status  |Nr Description Owner Product / Plan item Due Date
6 Low Open 8|Slow Intemet connection 0 Open Samuel Davies Pilat Preparation (Work Package) | 23-4-2010
‘ 7 Critical | Open 7|Bug found in version 7 0 Assigned |John Edwards Pilot Preparation (Work Package) 1-4-2010
8 High Qpen 6|Delay in system development 0 Deferred |Jeroen van Barneveld 17-6-2010
: 9 High Open 5|Request for change of the page layout 1 Approved |Yung Ji-Lao Pilat Preparation (Work Package) | 30-4-2010
10 High |Open 4|Different page layout 0 No Action | Samuel Davies Updated user documentation 1-4-2010] |=
1 Low Qpen 3|Request for more background material 0 Resolved |Richard Hammond  |Requirements report 28-5-2010
; 12 Critical  |Open 2|Request for roll-out on Macintosh machines 0 I amuel Davies 19-4-2010
|13 Normal _ |Open 1)test issue 0 Gerard Mesen Highlight Reports
14 MNormal  |Open 1]test 0 Gerard Mesen Project Initiation Document
15 High Closed 1|The PID does nat include a proper risk analysis 0]Concern Gerard Mesen Project Initiation Document 31-12-2004
|16
N
18
19
20 | I LJ
21
22 ‘
W 4 » M| Report /Data .~ #J a7 [T ] » 1]
| Reaay | IEEER e y] (+)

Formatting 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.
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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 134",

Next, click the 'Insert Chart Based on PT Data' button on the report toolbar.

Cpen In Contribute Publich To Websita [ Poct To Blog
Principal Toolbox Repor @Insert Chart Eased on PT Data E Insert Pivot Table Based on PT Data
Principal Toolbox Template: [i=q Show / Hide Keywaords |'w] Refresh PT Data W= Open Keyword List Save as PT Merge Template

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).

-
Insert chart based on Principal Toclbox data A— M

Principal

Toolbox

Insert a chart based on Prindpal Toolbox data indicated by the inserted Prindpal toolbox
keyword. Define the source for the chart, whether or not the chart is to be placed on an

existing sheet.
Principal Toolbox keyword: I Issues {All Issues) on ‘Report| ;I
Chart location: I 'Report' | SES20 ;I

The chart will be dynamically linked to the Principal Toolbox data. When the report data
iz updated, the chart will adjust likewise.

More help. ..
[ ]
QK Cancel
| | [ ]
B S %

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).
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r — Ny
@90 @205 7 MSExcelClient (15 [Compatibility Mode] - Microsoft Excel Chart Tools [P
“Hume Insert Page Layout Formulas Data Review View Add-Ins Acrobat Design Layout Format a 0 o P R
B 0penIn Contribute [ Publish To Website [3) Past Ta Blog
Principal Toolbox Report: [ill] Insert Chart Based on FT Data [3g] Insert Pivot Table Based on FTData 2] 15 o
Principal Toolbox Template: [ Show / Hide Keywords [2] Refresh PT Data = Open Keyword List Save as PT Merge Template
Custom Toolbars
Chart 1 - £ v
A B c D E F G H | J K L M N (0] i
1 =1
2
il 3 Name Costs Status [Cost Budget Costs Committed Costs Actual Costs Remaining Cost Variance
: 4 enus Project Red 4000 0 9860 2860
| g Apollos Project Green 36110 3200 19084 2 -13824
6 Juno Project  Green 5000 200 4000 -800
7 \Zeus Project _ Green 10000 1000 7000 -2000,
8
9
10 & 5
11 40000
N 12
13
12 30000
15 A
Il 16 20000 H Cost Budget
17 B Costs Committed
(KH Costs Actual
L 19 osts Actual
20 W Costs Remaining
21 ® Cost Variance
22 Red Green Green Green
23
z 10000 Project—|—ApoHosBroj Juro-Brojee Project
25
26 -20000
27 = ”)
28
29 wl
30
24 -
M 4 » W[ Report | Data /%] M4 [T I [
Ready | |[ETm 100 (=) U o)

Inserting a Chart

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 |13,

Next, click the 'Insert Pivot Table Based on PT Data' button on the report toolbar.

B openin

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

-
Insert Pivot table based on Principal Toolbox data -
i

Principal

Insert a Pivot table based on Prindipal 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: I Issues (All Issues) on 'Data’

Pivat table location: I Data'l$CE3
™ AddPivot chart

The Pivat table will dynamically be linked to the Prindpal Toolbox data. When the report
data is updated, the Pivot table will adjust likewise.

|  More help...

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).

(@ A9 -0 -0 al= | MbeelClient (17) [Compatibiity Mode]l - Micrasoft Excel ||

[ —— E\_

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.
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PivotTable Tools
m: Insert  Pagelayout  Formulas  Data  Review  View | Adddns | Acobat | Options  Design c@o@ R
Contribute = & 0pen In Contribute [ Publish To Website [5] Post To Blog
Frincipal Toolbox = | Principal Toolbox Report: [il] Insert Chart Based on PT Data [J5] Insert Pivot Table Based on FT Data [3] i
Principal Toolbox Template: [E] Show / Hide Keywords [&] Refresh PTData = Open Keyword List Save as PT Merge Template
Wenu Commands Custom Toolbars
&) - £ v
A [ B ] [ I o] E [ F [ e 1T H [ I [0 T K [ ™ pivotTable FieldList - x
1 =
[ 2] Choose fields to add to report:
3 Name Costs Status Costs Budgets Costs Committed Costs Actual Costs Remaining Costs Variance B[
4 Venus Project Red 4000 0 6860 2860 ane
5 Apollo Project Green 36100 3200 19084 2 13624 C“‘s Stats
8 Juno Project  Green 5000 200 4000 0 -800 [CCosts Budgets
7 Zeus Project  Green 10000 1000 7000 0 -2000 [l Costs Committed
8 [|Costs Actual
9 Drop Column Fields Here [T Costs Remaining
|10 [w] [T Costs Variance
11 8
|12} -
[13] o L
14 Q 3
15 z H
o o ro dlue rieias nere
17 T Drag fields between areas below:
18 o ¥ Report Filter 8 columnLabels
|19 @
|20 s
21 @
22 @
23 £ Row Labels 3 values
|24
|| 25
I 26 £ |
|27 _—
28 i Defer Layout Update Update
W 4 v W] Report /Data ~¥J [« M ][] I—/
Ready oo U@
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G BNEIENE T MSExcelClient (17) [Compatibility Mode] - Microsoft Excel m- - [ =] E [l
g Home  Insert  Pagelayout  Formulas  Data  Review  View | AddIns | Acobat | Options  Design a@oP =
Contribute » Open In Contribute [z§ Publish To Website [f] Post To Blog
Principal Toolbox = | Principal Toolbox Report: @[nsen Chart Based on PT Data [fF] Insert Pivot Table Based on PT Data ] fi3 3
Principal Toolbox Template: [=] Show / Hide keywords [&] Refresh PTData v= Open Keyword List Save as FT Merge Template
Menu Commands Custom Toolbars
s - L3 2
A B C D E F G H ! J ™ pivotTable Field List > x
1
2 Chagse fiskis to add ta repart [FER
3 Name Costs Status Costs Budgets Costs Committed Costs Actual Costs Remaining Costs Variance ina
4 Venus Project Red 4000 0 6860 0 2860 me
5 Apollo Project Green 36100 3200 19084 2 13824 Costs Status
6 Juno Project  Green 5000 200 4000 0 -800 ¥|Costs Budgets
7 Zeus Project  Green 10000 1000 7000 0 -2000 Costs Committed
8 V] Costs Actual
9 Data Costs Remaining
10 Name = |Sum of Costs Budgets Sum of Costs Actual Costs Variance
111 Apollo Project 36100 19084|
12 [Juno Project 5000 4000
13 Venus Project 4000 6860 A
14 Zeus Project 10000 7000 3
15 Grand Tatal 55100 36944
16
17 Drag fields between areas beiow:
18 ¥ Report Filtsr A Column Labels
19 ¥ Vales T
20
2
22
23 1] RowLabels T Values
24 Name h Sum of Costs ... ™
25 Sum of Costs ... ™
26
27
28 ' Defer Layout Update
4 4 v v| Report /Data %3 [14 |
Ready | |[E= 100% (=} L} (+)

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 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[1321.

To upload the merge template in the Principal Toolbox, click Add 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 humber 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!
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4123

Add a document to the list Download Template

Add a document/link

@ Filename:

Browse... | (rif xlt xitm,xls xlzm, rptdesign)

Merge Template: [v Add this document as a merge template

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]1si).

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
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.

Chancs 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
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keyword for use in the Excel template. As a result, a template as shown below could be created.

B D - e L o —— " MSExcelClient (16) [Compatibility Made] - Microsoft Excel [E=Ea =)
Home Insert Page Layout Formulas Data Review View Add-Ins Acrobat & e = E 23
Contribute ~ COpen In Contribute Publish To Website Post To Blog
Principal Toolbox = | Principal Toolbox Report: @Inser‘t Chart Based on PT Data EE Insert Pivot Table Based on PT Data J K &
Principal Toolbox Template: Show / Hide Keywords @ Refresh PT Data “f= Open Keyword List Save as PT Merge Template
Menu Commands Custom Toolbars
H3 - Je

A B (55 0] E E G H J K L il

1
2
3 Nr De pTTo Status  Chance Severity Priority
4 3 Stormy weather in Carribean  Open MNormal  High Critical
:l 2 Technical failure of pumping Open High Medium  High
1 Technical problems Open Mormal  High Critical

e 1] <

L]

6
T
8
9

10
11
12
13
14
15
16
17
18
bl 19
' 20
21
22
23
24
25
26 L |
27

28 >
H 4 b ¥ | Report . Data ~ #J |I|<\ 1L} | >|I|
Cell B3 commented by Erik Aalbersherg [ [ E 1003 (=) U ()
|5 — -

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=""Small'"; IF(G5=""Smal 1'";1; IF(G5="Medium";2;5)); IF(F5="Medium"; IF
(G5="Small";2; IF(G5="Medium';4;10)); IF(G5="Small";5; IF
(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.
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HE9- T oar — MSExcelClient (16) |Compatibility Mode] - Microsoft Excel | [E=SEaE
m Home Insert Page Layout Formulas Data Review View Add-Ins Acrobat & @ = el 3
Contribute ~ COpen In Contribute ﬁ Publish To Website Post To Blog
Principal Toolbox = | Principal Toolbox Report: @Insem Chart Based on PT Data EE Insert Pivot Table Based on PT Data
Principal Toolbox Template: Show / Hide Keywords @ Refresh PT Data “f= Open Keyword List Save as PT Merge Template
Menu Commands Custom Toolbars
H4 - Je | =IF[F5="Small";IF(G5="Small";1;IF{G5="Medium";2;5});IF{F5="Medium";IF{G5="Small";2;IF{G5="Medium";4;10));IF{ : he
A B c D E F G H | J K L M N
1 =
3 Nr De pTTo Status  Chance Severity Priority Impact
4 3 Stormy weather in Carribean  Open MNormal  High Critical 10
15 2 Technical failure of pumping Open High Medium  High 25
6 1 Technical problems Open Mormal  High Critical 25
7 251
8 =
)
10
il
12
13 1
| 14 3
15
16
17
18 I
| 19
20
21
22
23
24
25
26 k|
27
28 2
M 4+ V| Report Datz . %J 4] | ]
Cell B3 commented by Erik Aalbersberg Average: 21,25 Count: 4  Sum:85 ||EH OO [ 1003 T U -!-

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/1401.

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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i T — \ — 2
Fal™ s R @ﬂ als MSExcelClient (16) [Compatibility Mode] - Microsoft Excel =
Home Insert Page Layout Formulas Data Review View Add-Ins Acrobat & e = el 3
=% ) - = = *j %‘j—,‘ 1 Gehset- X - )?
Arial - == B = G 1 - 1 7 [
7J Ba- ria A A > = enera &l ld _‘ﬂ I Delete - @' A lﬁ
Paste B 7 U~ Sy A~-| = == & - o . <0 .00 | Cpnditional Format Cell e Sort & Find &
- 7 = = o= T A 90 =0 | ¢ rmatting ~ as Table - Styles ~ | [Hi Format = | &2~ Fitter~ Select~
Clipboard & Font Fl Alignment E} Mumber Fl Styles Cells Editing
87 - £ ~|if
A [ B ] [ [ o E [ F G [ H ] J K L —
1 :
2
3 Nr " Description Status  Chance Severity Priority Impact
4 3 Stormy weather in Carribean  Open MNormal  High Critical 10
Il 5 2 Technical failure of pumping Open High Medium  High 25
! 6 1 Technical problems Cpen ormal High Critical 25
7 [ |
H
8 -
| o Edit Formatting Rule [
| 10
| 11 Select a Rule Type:
|| 12 » Format all cells based on their values
i 13 » Format only cells that contain -
| ;‘é » Format only top or bottom ranked values
I 16 » Format only values that are above or below average
| 17 » Format only unique or duplicate values
18 > Use 2 formula to determine which cels toformat__________|
i 19
Il 20 Edit the Rule Description:
21 Format values where this formula is true:
22
7 =IF(5H7> =10; TRUE;FALSE)
24
25
| 5? Preview: AaBhCcvyZz .
28 2
H 4 » | Report ,Data , 7d oK Cancel I il [N
Beaty —— e — 2] [ [ E 1003 (=) y] )
L — — — — —

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($H7>=10; TRUE; FALSE)

(adapt the formula as necessary to refer to the correct cell!)

The cell H7 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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a9 o MSExcelClient (16) [Compatibility Mode] - Microsoft Excel | — oo 0 [t

Home | Insert  Pagelayout  Formulas  Data  Review  View  Adddns  Acrobat @ o @ =’

z ai' Arial T10 v A A = = = General - ij ﬁjﬂl |:;‘d' g=Insert ~ E: %JV l?a

port E=] 2 Delete ~
aste B I U~
- & =

= ad v : L) «.0 .00 (Cgnditional Format Cell . Sort & Find &
= 9% P >0 e rmatting - as Table - Styles~ | (2] Format~ (2~ Filter~ Select~

Mumber . Styles Cells Editing

Clipboard & Font
H12 - Je

A B c D E F G H J K L M

e 1] <

Nr " Description Status  Chance Severity Priority Impact
3 Stormy weather in Carribean  Open Mormal  High Critical 10
2 Technical failure of pumping Open High Medium  High 25
1 Technical problems Open Mormal  High Critical 25
25

W ool o b b

m

Im2] —

28 il
H 4 v ¥ | Report Data . 3 nEnl L} | ]
Ready | |[EHEMm 100% & ; O]

= = =

Conditional formatting applied

4.2  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 &

Entries — Custom view — ~ View Options =

1,000 :
850 .’
o0 F’
/
850 /

Hours

—
o _
JanZ010 FebZ00 WA ARFZ0I0 MayI010 JunZ010 2010 AUG2010 Sep2010  OwZ0l

& Actual - Assigned

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
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like time registration and resource management.

Reports

Programmes / Project lists

Timeline Reports

Enfries

Two representation types are available:
- table
- chart

Timeline report views can be used in automated Excel and Word reports.

Timeline Reports Close &

Entries - Custom view - || View Options ~

1000
a5
a0
es0

Hours

300

Jan2010 Feb2010 Mar2010 Apr2010 Nay-2010 Jun2010 Jul2010 Aug2010 Sep2010 0et2010

[ Actual W Assigned

Example: Timeline Report Chart

Timeline Reports

Entries f @3 B3 - Customview - -
Type No Date Jan (10) Feb (10} Mar (10} Apr (10} May (10)
Actual 220.00 100.00 605.00 §16.00 119.00
Allocation 75.60 351.40 240.00
Assigned 372.00 47325 9456.00 995.00 34575
Available 265.80 2,065 458 2.041.00
Capacity 61149 582 38 BE9.73 640 61 61149
Committed 4.00 10.00
Planned 7.752.00 692.58 761.66 89316
Request 138 40 749 .60 Ta0.20
Reserved 600.00 -66.67 -175.00

4| m |

Close

View Options
Jun {10}

445.00

&8.00

98275

1,600.00

64061

1,006.35
413 .80
-183.33

-

Jul

Example: Timeline Report Table

The different options in the View options menu are:

145
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Basic Setting
Set filters

Set widths

Make default

To configure the timeline report view
Define a filter to make a selection of
the shown items

Set the column width, so the view fits
better on screen or in a MS Word
report. Drag the line between columns
to increase or decrease the column
size.

This sets a view to the personal

View QOptions -

Easic Seftings
Set Filter

Set Widths
Make Default
Save View
Manage Views

default

Save the view for later use.

Set properties for the view. You find
more information at ‘Manage views

[23Y.

Save view
Manage views

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

1. Navigate to your project in Principal Toolbox and go to the ‘Report’ tab
2. Click on ‘entries’ in the Timeline report - section

3. Open ‘view options’ and choose ‘Basic Settings’

4. 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.

Unit: Hours (changes are distributed over Working Days) -
Conversion: — -

Scale: Months -

@Dynamic Last month -
Fixed date

Startdate:

Show entries without bookdate (additional column): =3

Show values as cumulatives "
Initial value for cumulatives zero (0) -
Horizon: 12 Months

Show as Pivoted table in Excel

5. Apply afilter on entries: select ‘Budget’ and ‘Actual’ in the filter type. This will give you only the
cost-entries of the type budget and actual.
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Apply filter on entries
Create Date
@ Mo filter
(T)Create Date Before Today E|
(C)Create Date Equals (= Valug) =]
Is draft
@ Mo filtter
(ls draft Mo [x]
Type
(D)Mo fitter
@) Selection Actual n
Allocati =5
Assigned
E
Budget
Capacity —
Committed
Demand
EAC
ETC =2

[T Exclude selected items

6. Select ‘Table’ as the representation type to get a table with the budget and actual costs

Timeline representation

Representation: ~ [@:Table
Chart

Table configuration

Available fields Selected fields

EntryCustomBool1 - Type
EntryCustomBool2 i
EntryCustomDate1 =
EntryCustomDate2 |—|
EntryCustomDouble1

EntryCustomDouble2

EntryCustomint1
EntryCustomint2
EntryCustomRef1
EntryCustomRef2

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).

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
‘2 Principal Taolbox® (Principal) - Windows Internet Explorer provided by Princ...@%

|@ http://asp.fortes.nl/Principal/online/ L\:t\ng_-'funct\ons-’Save‘u’ie\-\.-.jsp?LisﬂD:TLEntriesF!epcl‘tiilE":I-|

Save view

@ Save the configured view. Provide a new name or save the view as an exisling 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 (fo be used by everyone everywhere).

Select existing view to overwrite or save as new view.

Existing View: - NEW view - EI
View name:
Type: Local  [=]
Local
OK  Cancel
Save view

Select personal, local or global. See manage views! 231 for more information.

- With the ‘Make default’ option a specific view can be set to the personal default view on that page.
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- With the button ‘Manage views’ the views available can be managed. See Managing views| 23,

4.3 Widgets

Widgets can present data directly, without having to run a report or opening a view. Widgets are easy
to configure and refresh the data automatically. Widgets can be used for reports, but can also support

specific processes and can be developed specifically for customers.

Dashbeard | Properties ~ Financials = Portfolio Gantt  Documents = Archive

Portfolio: Portfolio ICT (NL)

Name: Portfolio ICT (NL)

Description: Portfolio Overzicht van
de ICT afde [more.]

Status: ]

Status
Description:

Automated Reports Edit
B Betang vs Risico

Reports

Frojects (Portfolio Management)
Products / Plan ltems
Issues

Risks

Quality reviews
Changes

Actions

Lessons leamed
Cost / Hour Entries
Eniries

Timeline Reports

Projects Pie Chart

Edit Properties  EditMembers  Customise Page Text ~ Edit Field Configuration  Edit Page Layout  Edit Widgets 6

Filter ~ Configure

Initiative
Prince2 Project

wle Sheet Project

Enfries Total Count projects: 5

Portfolio Overzicht Afdeling ICT
Overzicht van alle ICT projecien met de prioriteit en de benodigde
FTE per kwariaal. Maximaal aantal FTE beschikbaar is 13. Indien
meer nodig is, moet men inhuren

Bollendiagram (Projecten)

Configure Timeline

Internal

60000

Mljeuciget (costs)

- o |
. p—

Costs

»

Market

Configure

Widgets on a portfolio dashboard

Widgets are available on several places in the Principal Toolbox. They will not be displayed

automatically.

Enable widgets:

1. Click on Edit Widgets to make widgets available on your screen.
2. Use the ‘v to display the widgets.

3. Select the number of widgets that should be displayed.

4. Select the type and confirm with OK.

Edit Widget Layout

@ Choose whether to show widgets and applicable widget layout.

Show widgets

Widget layout

Widget column 1
Widget column 2

Widget column 3

Ok | Cancel

[

e[1]2]3]

Pie Chart
Bubble Chart (Projects)

Bar Chart

Edit the widget lay-out

Widgets will now be displayed on the page.

4.3.1 Widget Configuration

The displayed widgets can be configured/modified. Click on Configure to edit the widget. The
configuration possibilities depend on the type of widget. The different types of widgets with their
configuration options are explained below.
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Bar chart:

1. Name: name of the widget.

2. Values: count projects or specify field.
3. Group by: specify field.

4. Show: values or percentages.

Configure widget
MName: Projects Bar Chart
) i@ Count projects
Values: () Sum of field Hours Actual
Group by: Status [=]
. Values
Show: [T Percentage

Ok Cancel

Bubble chart:

1. Name: name of the widget.

2. X-axis: information on this axis.
3. Y-axis: information on this axis.

4. Size: information that determines size of the bubble.

5. Colour: random or i.e. project field ‘Status’.

Configure widget

Mame: Bubble Chart (Projects)

H-Ayis: Risicoinschatting [*]
Y-Axis: Verwachte investering [~]
Size: Costs Budget [=]
Colour i@ Random colour
OO0UT o Project field: Costs Status [ =]
1
Ok | Cancel
Pie chart:

1. Name: name of the widget.

2. Values: number of projects or specify field.

3. Group by: specify field.

4. Combine slices (<): combine below certain percentage.

5. Show: what should the widget display.

Configure widget

Name: Projects Per Bucket
i i@ Count projects

Valuas: = Sum of field | Geschatte opbrengst E|

Group by: Type E|

Combine slices (<): 0%

Label [ Total
Show: [“|Percentage [F]Legend
i []values

Ok

Timeline chart:
1. Name: name of the widget.
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2. Type: line-, cumulative line- or bar chart.
3. Show: costs and/or hours.
4. Legend: on/off.
5. Scale: weeks, months, quarters or years.
6. Start date: dynamic or fixed.
7. Horizon: in months.
8. Type: which data should be displayed.
| Configure x
| Mame: Timeling
Type of chart: Bar Cumulative E|
Show: Costs
[F1Hours
Legend: 5 0n @ Of
Scale: Maanden [=]
Start date: @ Dynamic THis year E|
- Fixed date 01-01-2012
Horizon: 12 Maanden
Selected: Available:
Actual Allocation "
Tye: Budget =Toevoegen  Ayailable 3
ype: Forecast Verwideren=  Committed 5
Estimate
Planned 2
Ok | Cancel
Filter

On Widgets with the type ‘bar chart’ or ‘pie chart’ it is also possible to apply a filter. With a filter it is
possible to display specific data in the widget (drill-down).

1. Click on Filter to apply a filter.

2. Click on Add filter to add a new filter.
3. Click on the ‘X’ to remove a filter.

4. Click on Ok to confirm changes.

Filter data x

Archived - |No [~] x
Saved ~||No [~] x

== Add filter
' LOK] | Cancel

Add filters to a widget

4.3.2 Project Specific Widgets

On the project level of the Principal Toolbox two other widgets can also be displayed. These are the
‘risk matrix’ and ‘burn-down widget'. Both can be displayed on the ‘Report’ tab of a project.

Risk matrix:
The risk matrix displays all risks in and overview based on chance and severity. The risk matrix cannot
be configured.
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Risk Matrix

- [
olal |

4

= | [lom
EEC_
I

1 2 3 4 5

Severity

Risk Matrix

Burn-down widget:

The burn-down (or burn-up) widget displays the planned and actual hours together with the ideal and
current trend line. De burn-down widget can be configured. Click on Configure and fill in the following
information:

Burn-down chart:

1. Name of the widget.

2. Type of graph: burn-down or burn-up.

3. Show series: which data should be shown.
4. Start date: project start date or fixed.

5. Horizon: Project end date or fixed.

Burn-down Configure
Burn-down  Burn-up
50
Configure 4 Planned
| Actual
Name: Burn-down 5] Bl Remaining
Chart type: Bumn-down [~ B ur-owe
Show series: Ideal Trendline 7]
Current Trendline o
Planned (bar chart) 3 s
Actual (bar chart) I
Start date: @ Project start date
@) Fixed: 28-Dec-2012 ¥
Horizon: Project end date
() Fixed: 03-Apr-2013 15
|1—|z-lzm2,"dh
Ok | Cancel o . .
01-07-2001-08-2001-07-2007-10-2082-11-2002-12-2002-01-2083-02- 201
Configuration of a burn-down chart Burn-down chart
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5.1

Advanced options

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.

Page Layout -

3. Click the button to 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.

General | Logs Dependencies Costs & Hours Resource Demand

Product: Project Initiation Document (PID) Edit | ChangePicture | Close | Page Layout ~ Approval Seffings =~ Edit Widgets &%
Name: Project Initiation Document (PID) Planned Actual date
. _ date
Description: Includes project plan  Start: ~ -
Owner Group: Project M,
P roject Manager  Draft: B B
Owner:
I™ Checked: - -
Reviewer:
™ Final: - -
Participants:
Priority: Duration: 0.00
Mandatory: r Planning Status:

Product Quality:

Finance
Total Actuals: 0.00

Helpful Text:

Purpose of the Project Initiation Document is to define the project and create a
basis for the project control and determination of success of the project. This
means the PID also plays a role during the project Itis a baseline for Project
Board and Project Manager to gauge progress, evaluale changes and keep an
eye on feasibility. The PID answers the what, why, who, how and when of
the project.

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'.

Approval Settings
@ Configure the product approval. Set whether the product should be approved and what approvers should be used.
Enable product approval: 3
Approvers can be selected from: Al project members
@ Persons defined in field: |Owner -
On approval set field: Final - to Approved
OK | Cancel

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.

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.

7. When this project model is used for a project, the project manager (or the owner) inserts data on the
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product and then requests approval for the product by clicking the

Request Approval

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 for "Project Initiatie Document (PID)"

Request approval for "Project Initiatie Document (PID)"

Available Approvers:
Erik Aalbersberg

Approvers: Selected Approvers:

Due date:

Remarks:

Notify approvers: [~

OK | Cancel

9. The approver(s) will be informed through an email and will have a note on their ‘Home’ page.

Documents to be approved by me

Document Location Project Due Date «
Hoofdpuntenrapport_rif Highlight Reporis Apclle Project 04-May-2010
Highlight_Report rif Highlight Report Apolle Project 24-Aug-2010

10.To review the product page click the product name and the specific ‘Product’ page opens.

General

Product: Project Initiatie Document (PID)

Approve  Reject

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'.
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6.1

System Administrator: Setup & Settings

The administrator can simply control the Principal Toolbox via the 'Configuration page' and the
Settings page'. In order to access the 'Configuration page' you need to click Setup in the dark blue
header of the Principal Toolbox application and select Configuration. To access the 'Settings page'
you need to click Setup in the dark blue header of the Principal Toolbox and select Settings. These
functions are initially only available to users with administrator rights.

Setup page Settings page

On the Configuration page you can find several configuration options, such as non-project activities
and custom fields. In the middle of the 'Configuration 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 Configuration page you can find several configuration options, such as non-project activities
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 (1551

- Email notification|155)

- Creating non-product activity sets/1s5

- Defining custom fields/1s5
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6.1.1

6.1.2

6.1.3

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 Link

Setting

Standard value

Remarks

Principal Toolbox

Only expand active and No

next stage

Activate product selector in | Yes

logs

Use of PRINCE2™ roles No If the full PRINCEZ2 organisation is used within the

organisation, select 'Yes'.

MS Project file
export

As soon as possible
constraint

As soon as possible

If progress of project is to be monitored in MS Project
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
instruction text

Needs to be changed when a specific customer
instruction is needed here.

Time entry (add-on)

Manage time
sheets

Click 'New' to create new time sheets or select a specific
timesheet and click 'Remove' to delete.

Cost entry (add-on)

Manage cost
entries

Select a Cost entry and click 'Remove' to delete cost
entries which are not approved.

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 e-mail notification settings
1. Go to Setup > Configuration > Notifications
1. Click on Edit to modify the notification settings

Notification Settings
MName «

Approval Deadline Overdue
Action Deadline Overdue
Time sheet Deadline Overdue

Email notification settings

Creating non-project activities

Description

Edit

Value

Motify the approver of a paseed approval deadline
Motify the action owner in caze of an overdue deadline
Motify the cwner of a fime sheet of an overdue deadline

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-

© 2015 Fortes Solutions BV



156 Principal Toolbox 6.0

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' and navigate to '‘Configuration'.

2. On the left side of the screen you will find 'Configuration’, click ‘"Manage Non-project Activity Sets'.

3. Click on New in the section 'Non-project activity sets' to create a Non-project Activity Set.

Home | Portfolic Management | Organisation | Resource Allocation | Time Entry | Import / Export ~ | Help | Support | Setup ~

Configuration

Options 4+ —  Manage Non-project Activity Sets
Principal Toolbox Non-project Activity Sets Remnve = All Non-Project Activity St~ View Options ~
Moifications
- Hours Hours - Costs
MS Project integration R TEREITE Budget  Actual  Budget  Actual
Conversions Miet-Project Activitsiten 0.00 0.00 0.00 0.00
Manage Hour Rates Mon-Activités du projet 0.00 0.00 0.00 0.00
Gurrencies Mon-Project Activilies 0.00 14.00 0.00 0.00
Resource Categories Mon-Projekt-Aktivitaten 0.00 0.00 0.00 0.00

Financial Categories
Manage Resources
Manage Skills

Time Entry

-

Manage Non-project Activity Sets
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

Name and Objective

Name: Mon-Project Activifies

Objective:

QK | Cancel

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 Edit Categories and Activities

to 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

@ Drag new categories and activities to the list below. Activities are to
be placed within a category. Rename categories and acfivities by
double clicking the item

New category
Mew activity ﬁ

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

@ 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.

New category
Mew activity E

MNew Category

d. Give a name 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.
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Edit Non Project Activities Save | Cancel
@ Drag new categories and activities to the list below. Activities are to
be placed within a category. Rename categories and acfivities by

double clicking the item.
New category

rr— T

Non-productive
Leave
IMzintenance

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 Configuration page by clicking on Setup and Configuration.

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.

Product / Plan item: Custom4

Edit custom field
Available for use:

following special characters: [J{)_ -+ &

Name:

Order Number:
Category:

Enter a new calegory name:

Or choose an sxisting Category: —

The abbravisted name s the used fisid name when categories are displayed
Abbreviated name: Custom 4
Description:

Visibility: ¥ Show on propery pages.

Editable: I+ When checked field is editable by owner else it is read-only
Type: String (free lext entry, max 255 character length) [=]

Width (in pixels): 80

Default value

Advanced >>

OK | OKand New | Cancel

Defining a custom field

4. An new window will open where you need to fill in the following data:

Available for use : Highlight to make the field available on the pages.
Field name : Name of the custom field.

Field description . Description of the field.

Editable : Highlight to make the field editable.

Field type . Select the type of the custom field.

Field width : Width of the field on the screen.

Field default value : Default value of the field.

5. There are some different field types available for the custom field. We will explain them shortly:
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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,+,++.

General | Logs Dependencies Cosis & Hours Resource Demand

Product: Project Initiation Document (PID)

Name:
Description:
Owner Group:
Owmer:
Reviewer:
Participants:
Priority:
Mandatory:

Project Initiation Document (PID)

Project Manager -
Erik Azlbersberg -

-

Product Quality:

Finance
Total Actuals:

Save

Planned Actual date
date

[~ Start: 26-Jul-2011
[ Draft:

™ Checked:

Final: 27-Jul-2011
-

Duration: 2.00

Planning Status: e

Cancel

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

Add Custom Field

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 !

6.2  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|iet)

— management of users|163)

© 2015 Fortes Solutions BV



System Administrator: Setup & Settings 161

6.2.1

6.2.1.1

6.2.1.2

6.2.1.3

License key and carrying out updates

Under the heading License key on the Settings page you come across a humber of options:

- Request license key|16l);

- Request additional user licenses|16;
- Renew expired license key 161},

- Enter license key/162;

- Update software|162.

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 :

Purchase order :  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.

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:
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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
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.

© 2015 Fortes Solutions BV



System Administrator: Setup & Settings 163

6.2.2

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. Further click Add
in order to add a
new user.

4. The screen Add
person appears,
fill in the following
data:

Firstname
Initials
Lastname
Email
Hour rate

Username

Home | Portiolio Management | Organisation | Resource Allocation | Time Eniry | Import / Export ~ | Help | Support | Setup ~

Settings

Options
License key and updates
System status
[ User Administration
Gurrent activity
System Seftings

4+ = User Administration
System Users Edit New Newnameduser Edit Account Details Remove Person  * All Users ~ View Options v

Login

Last Name & Inials  First Name User Name Email Administrator Exemal  ©
isabled

Aalbersberg E Erik Erik & albersherg@fories nl =
Administrator s Support admin suppon@fortes nl
Glarkson Jeremy Jeremy jclarksong@mail com
Gole Peter Peter p.cole@fortes nl

Davies Samusl Davies Davies@mail.com
Edwards John Edwards erikgfortes nl

Efflink Marco Marco infogefinkconsulting.nl
Hammond Richard Richard thammond@mail com

DEzemoe
157017171 =
177101717

External (add-on)

System Role

Remarks

First name of the user.

Initials of the user.

Surname of the user.

Users email.

Hour rate (optional). This hour rate is used in the add-on hours
registration.

User name

Highlight if the user is an external supplier in the project. By doing this
only the allocated products, issues, etc. are visible.

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.

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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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.

Mlid9 0 I=
Message Insert
5 T LN

Paste B I U | ®

Your Principal Toolbox account - Message (Plain Text)

b 2 Q
9 HighImportance

Address Check | Attach Attach Signature Zoom
Book MNames | File fem- - 4 Lowimportance

Basic Text Names Include Tags Zoom

Options  FormatTet  Review  Adobe PDF

¥ Follow Up ~

Cligboard

To.
=

= Ce.
Send

Subject: Your Principal Toolbox account
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
username and password to login.

Application = https://demos3. principaltoolbox.com/|
Username = Hans

Password = d7-G:m
(To change your password, navigate to your 'Home Page' > "My Details' and click 'Change Password')

[E=SEEE

-]

Ll

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.

6.2.2.1 Person details

Besides the basic information for the user login there is an option to add detailed information per
user/resource.

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.

Calendar Calendars applicable to the user
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Person details Save  Cancel
First Name: Peter] User Name: Peter
Initials: P. Password last changed 31-May-2010
on:
Last Name: [Cole Administrator: -
Email: p.cole@fortes.nl External:
Login disabled: - Default Hour Rate: Rate 120.0 -
Company:
Address:
ZIP/Postal Code:
City:
Country:
Phone:

Phone (home):

Mobile:

Fax:

Birthdate:

Gender: - -
Remarks: -

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

User Login Settings Edit
User administration settings

Customize the following settings by clicking on the edit button
To save any changes, click "OK or click 'Cancel’ to return to the current zeftings.

Settings

WValue
Login type Principal Toolbox authentication (Form
Login)

Multiple user domainz @ No

Password expiry time in days ('0' is no o

expiry) @

Maximum incorrect login attempts ('0' is 3

infinite) @

Lockout duration ('0' is infinite) @ 15

Minimal password length @ [

Mix upper and lower case letters in Yes

passwords

Use special symbols in passwords Mo

Use numbers in passwords (@ Yes

Allow users fo reset their password Yes {Custom)

User login settings

These settings can be changed:
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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 ho
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.

Email:
User Name: *
Reset Password:

p.colei@fortes.nl

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 Link

Setting

Standard value

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

Configure week numbering.

in January (1ISO)
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

Management System

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 | 16

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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7.1

Troubleshooting and Solutions

Troubleshooting

Login

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
the Edit project plan page.

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).

The Edit Project Plan 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 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.

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
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.

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).
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S Issue Solution

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.
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Index
- A -

Action log 68

Active stage 18

Add custom fields 159

Add project 31

Add resources 103

Add stages 34

Add work packages 36
Adding data 18

Adding documents 59

Adding products 32

Adding stages 32

Advanced customization & Workflow 152
Advanced Settings 167
Allocating resource 102
Appointing skills 103

Approval 53

Approval of hours 53
Approvers 52

Archive 13,71

Archiving 71

Assign non-project activities 106
Assigning approvers 52
Author 15

Automated reports 55, 128, 130
Availability 106

_B -

Baseline 42
Breadcrumbs 10
Budgets 46
Built-in views 23

_C-

Changelog 67

Changes 62

Changing data 18

Chart 136

Colours 18

Column selection 21
Column width 21
Conditional Formatting 142
Configuration 154
Conflicting dependencies 18

Copy to clipboard 54
Costtypes 46

Costing 46

Create stages 34
Create work packages 36
Creating model 75
Creating project model 75
Creating projects 31
Current 42

Custom fields 159
Custom page layout 152

D -

Define project plan 32
Defining portfolio 85
Delete stages 34

Delete work packages 36
Deleting products 32
Deleting stages 32
Dependencies 47
Document approval 60
Document management 24
Documents & knowledge 13
Download 8

_E -

Edit model 74

Edit project model 74
Edit project plan 32, 38
Editing data 18
Eenterprise manager 15
Email 24

Email notification 155
Enter License key 162
Enterprise 8
Enterprise dashboard 13
Enterprise model 76
Enterprise reader 15
Excel 130

Excel report 134
Excel template 132, 139
External 47

External dependencies 47

_F -

Filter 21
Find 25
Finish-to-finish 47
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Finish-to-start 47
Folders 8
Formulas 140

-G -

Gantt 40, 42
General views 23
Generic models 76
Global view 21
Graphical 34

_H -

Hardware requirements 9
Hide column names 21
Home page 12

Hour rate 163

Hour registration 52
Hour types 46

Hours registration 52

Import views 23

Initial 42

Internet explorer settings 10
Inter-project dependencies 47
Issuelog 63

_ K -

Keyword reference 128, 130
Keywords 128, 130, 134
Knowledge repository 13

S L -

Lag 47

Lessons learned 69
License key 161

Local and personal views 23
Local view 21

Logon 11

M -

Manage resources 101
Manage views 23

Managing a resource pool 102

Managing views 23

Mandatory 38
Mandatory products

38

Merge template 128, 130
Merge template keywords 128, 130

Milestones 39

Minutes of the meeting

Models 13

Move products 32
Move stages 34
Move work packages
Moving project 75
Moving project model

_N -

Navigation 10
New portfolio 85
Non project activities
Non-project activities

_0 -

Outdated license key
Owner 15,44

_P-

Participant 44
PDF 8
Permissions 15
Person details 164
Personal view 21
Pivot table 137
Plan 42
Plantab 40

Planning products 38

Portfolio 8

Portfolio management

Primary 103

61

36

75

106
106, 155

161

83

Principal Toolbox settings 155
Product based budgeting 46

Product based planning
34

Product breakdown

32

Product breakdown structure 32, 33

Product page 43
Programme 8

Programme dashboard

Programme manager
Programme reader

14
15

15
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Progress: Planning 51
Project based budgeting 46
Project board member 15
Project dashboard 27
Project management 30, 51, 71
Project management products 18
Project manager 15

Project model 25, 74

Project plan 32, 38

Project planning 30
Projectteam 44

_Q_

Quality review 65

‘R -

RAG indicators 18, 20
Removal of projects 72
Rename products 32
Report 55

Reports over time 144
Requesting resource 50, 110
Resource allocation 101
Resource availability 106
Resource management 50, 101
Resource manager 101
Resource pool 102,103
Resources 44

Reviewer 15, 44

Risklog 65

Roles 15

RTF 54

_S -

Search 25
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