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Introduction to the Principal Toolbox 9.5 manual

The Principal Toolbox offers a powerful set of tools for managing projects, programmes
and portfolios. This manual will help you with how to use the Principal Toolbox. The

manual contains help on using your Home Page and on using the basic functions, and
also contains all relevant use cases of all functional modules and the Principal Toolbox

app.

Download the manual as a PDF file

You can download the complete manual as a PDF file: Manual Principal Toolbox 9.5.
The manuals of earlier releases of the Principal Toolbox are available as PDF files below:
e Manual Principal Toolbox 9.0 (PDF)

e Manual Principal Toolbox 8.0 (PDF)

e Manual Principal Toolbox 7.5 (PDF)

e Manual Principal Toolbox 7.0 (PDF)

e Manual Principal Toolbox 6.5 (PDF)

e Manual Principal Toolbox 6.0 (PDF)

e Manual Principal Toolbox 5.5 (PDF)

Please give us feedback on the manual
If you have any remarks or suggestions or if sections of this manual are unclear, please

send us your feedback here.

What you can find in this manual
o The Home Page: this section explains how you can customise and use your Home

Page,

e Basic Functions: this section is a must read! It explains many generic functions that
you will find throughout the Principal Toolbox

¢ Working with Organisational units: this section explains how to create, configure,
move or archive organisational units. It also explains the use of models.

o Working with Portfolio Management: this section explains all aspects of the Portfolio
Management function.

¢ Working with Project Management: this section explains all aspects of the Project
Management function, including working with the generic project, the single sheet
project and the Agile project.

¢ Working with Resource Management: this section explains all aspects of the
Resource Management function.

e Working with Time Entry: this section explains all aspects of the Time Entry
function.

o Working with Ideas: this section explains how to create ideas and how to start an
initiative from an idea.

e Working with Benefits: this section contains an introduction to the Benefits function.

e Working with the Principal Toolbox App: this section explains how to find, configure
and use the app for reporting and time entry


https://help.principaltoolbox.com/Principal_Toolbox_User_Manual_EN_9.5.pdf
https://help.principaltoolbox.com/Principal_Toolbox_User_Manual_EN_9.0.pdf
https://help.principaltoolbox.com/Principal_Toolbox_User_Manual_EN_8.0.pdf
https://help.principaltoolbox.com/Principal_Toolbox_User_Manual_EN_7.5.pdf
https://help.principaltoolbox.com/Principal_Toolbox_User_Manual_EN_7.0.pdf
https://help.principaltoolbox.com/Principal_Toolbox_User_Manual_EN_6.5.pdf
https://help.principaltoolbox.com/Principal_Toolbox_User_Manual_EN_6.0.pdf
https://help.principaltoolbox.com/Principal_Toolbox_User_Manual_EN_5.5.pdf
https://goo.gl/forms/lOkwi4t5H1XP7Pse2
https://goo.gl/forms/lOkwi4t5H1XP7Pse2

The Home Page



FORTES®

The Home Page

When you log in to the Principal Toolbox you will land on your Home Page. Your Home
Page is your starting point for navigating and gives you an oveniew of all tasks assigned
to you.

Examples of using of the Home Page are:

¢ Quickly navigate to your Project, Portfolio or Custom Dashboard.

e Check if you have outstanding portfolio report requests.

e Check all actions assigned to you, sort them on due date and edit them.

e Check all plan-items assigned to you, and update the percentage complete
¢ Find, enter and submit your time sheets.

e Approve time sheets.

e Approve documents that are assigned to you.

Documents to be approved by me

What you see on your Home Page:

1. The tab Home gives you an oveniew of all objects on which you have a role and of
all plan-items and log-items that are assigned to you.

2. Ifyou are a project manager, the tab Approve Hours shows an oveniew of project
hours to be approved. See Approve Project hours [18)

3. The tab My Time Sheets gives you an oveniew of all your Time Sheets.

4. The widget Hour Report can be shown and can be configured to show your
planned, allocated and actual hours in time.

5. The widget Documents to by approved by me shows a list of documents
assigned for approval by you. See Approve a Document] 181

6. The section My open time sheets shows an ovenview of time sheets to be
submitted by you. See Edit and Submit a Time Sheet[14)

7. If you are a line manager, the section Time sheets to be approved by me shows
an oveniew of time sheets to approve. See Approve a Time Sheet[171.

8. These sections give you an overview of all portfolios, custom dashboard, folders,



2.1

2.2

FORTES®

programmes and projects in which you have a role.

9. These sections give you an oveniew of all plan-items and all log-items of which you
are the owner.

10. Use views to select or change views and, if applicable, edit information directly in the
view. See Working with Views [23)

11. Click Customise Home Page to define which sections you want how to show on
your Home Page. See Customise your Home Pagel 13\

Customise your Home Page
|

You can configure the layout of your Home Page to hide or show sections.

Step 1. On your Home Page, on the tab Home, in the top bar click on Customise
Home Page, a dialogue box appears.

Customise home page x

Portfolio Section: Do not show portfolies on my home page
(@) Show portfolios of which | am a manager or support (includes view selector)

Show portfelios in which | have any role

Custom Dashboard Section: (@)

Do not show custom dashbeards on my home page
Show custom dashboards of which | am an owner or manager (includes view selector)

Show custom dashboards in which | have any role

Folder Section: Do not show folders on my heme page
Show folders of which | am a manager or support {includes view selector)

(@ Show folders in which | have any role

Programme Section: Do not show programmes on my home page
Show pregrammes of which | am a manager or support (includes view selector)

(@ Show programmes in which | have any role

Project Section: Do not show projects on my home page
Show projects of which | am a manager or support (includes view selector)

(@ Show projects in which | have any role (includes view selector)

Product Section: No nat show nroducts on my home nane

m Cancel

Dialogue Customise Home Page

Step 2. Use the radio buttons to hide and (how to) show sections on your Home Page,
click OK.

Using your Home Page as a task list
|

Your Home Page shows all 'objects' on which you have a role, and all 'items' that have
been assigned to you. You can use your Home Page for navigating and for an oveniew of
all your tasks.

Navigating using your Home Page
Your Home Page contains different sections, showing for example all projects on which

you hawve a role, all plan-items that are assigned to you, all actions that are assigned to
you, and so on. You can click on the name, description or number of an item to navigate
to it.
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My Projects My projects View
Name # Managers General Report Status ~ Progress Current Stage

58 Michiel de Groot [ a Project start-up

AFVCCD upgrade + north Michiel de Groot ° b4 a Opstartfase

Apollo Project Michiel de Groot, Michiel Bongenaar ° v a Full roll-out

The Home Page, section My Projects: click on a project name to navigate to that project

Using your Home Page as a task list

Your Home Page contains multiple sections with items that are a assigned to you. You
can find Time Sheets to submit or approve, Documents to approve, plan-items to be
delivered and actions, issues, risks, quality reviews and changes to follow up.

In all sections you can use views to show the information you want. Depending on your
configuration you can edit information directly in the views and/or on the detail pages of
the items. See Working with views| 23]

Some examples how to use the Home Page
¢ Inthe section My Projects, use a view containing the field Report Status to quickly

see if there are report requests from the portfolio manager.

¢ Inthe section My Products, use a view containing the field Percentage Complete
and click # to quickly update the status of the products you have to deliver.

¢ In the section My Actions, use a view containing the field Due Date and sort the view
on it to quickly see which actions need your attention now.

e Inthe section My Issues, use a view containing the fields Remarks and Status and

click ¢ to quickly update information and close issues.

Edit and Submit a Time Sheet
|

From your Home Page you can access all your Time Sheets. On the tab Home, the
section My open time sheets contains a list of the Time Sheets you have to submit.
The tab My Time Sheets shows a list of all your Time Sheets.

My open time sheets

Time Sheet Remarks by

Week Start Date + Owner Time Entry Group

Status Owner
21 May 23, 2016 Michiel de Groot New OU MichieldG
21 May 23, 2016 Michiel de Groot New Resource OU
21 May 23, 2016 Michiel de Groot New Organisatie

The section My open time sheets on the tab Home of the Home Page

Edit and submit a Time Sheet
On your Home Page, tab Home, section My open time sheets, click on the date of
the Time Sheet, the Time Sheet opens.
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Time sheet 10-Feb-2014 - 16-Feb-2014 (Michiel de Groot) Save ‘Save and Request Approval Cancel

Time Entry Group: Tima E _/

Time Sheet Approvers}

Owner.
Time Sheet Status:

Last Saved By. Remarks by Approver / - ot o fs ok salecied

Total Hours: Group Manager.

Minimum Hours:

Start Dat
art Date: Remarks by Owner.
End Date

Correction Time Sheet

@ Fillin the hours for this week on the appropriate project and product / activity. Highlighted rows 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

i\ Please, review the problems) on this time sheet,

Percentage Mon Tue Wed Thu Fri  Sat  Sun

A Rt vy Completed 10 11 12 13 14 15

Totals  Remarks Remarks by Approver(s)
General
0.00 [ 1.00 1.00
100.00 200 7.00 11.00
100.00 200 200
100.00 1.00 100 1o
100.00 200 1.00 3.00
984 800 800
18.51 000
8.00 .00

|
¢

100 900 200 800 200 000 000 34.00

55 Totals for sheet:  1.00 9.00 3800 800 800 000 000 3400

Sheet

A Time

1. The top part of the Time Sheet contains the general information data of the Time
Sheet, such as the minimum amount of hours to justify and the status of the
Time Sheet.

2. On the left of the Time Sheet you can see icons and coloured lines. The doll
icon ¥ indicates that the hours on this row will have to be approved by the
project manager. A red bar indicates that not all mandatory columns have been
filled; this red bar will only appear at the moment you save the Time Sheet.

3. The Time Sheet can be configured to display a predefined set of rows. These
rows are indicated with a blue line on the left of the row.

4. The Time Sheet will also show an empty row. As soon as you enter information
in that row, a new row will appear.

5. In the first column of these rows you can select the project or the 'non-project

activity set' you want to enter time on. In the second column you can select the
plan-item or activity you want to enter time on. Then enter the appropriate
amount of hours for the days they occurred. In the column Remarks you can
enter remarks regarding a Time Sheet row.

Note: a Time Sheet by definition will only show projects on which you hawe a
role.

Note: if a project is configured to allow time entry on project level only, it is not
possible to enter a plan-item in the second column.

6. Click Save to save the Time Sheet as a draft and to continue working on it
later.
7. Click Save and Request Approval to submit a Time Sheet.

Note: for approving project hours see Approve and Reject project hours [18), for
approving non-project hours see Approve a Time Sheet[17).

Note: if no approval process is configured, this button will show Save and
Close.

View your Time Sheets
|

On your Home Page the tab My Time Sheets shows a list of all your Time Sheets.

Step 1. Navigate to your Home Page, tab My Time Sheets.
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Step 2. Use the views to view your approved or pending Time Sheets. For more
information see Working with views| 23).

My Approved Time St View
' My Approved Time Sheets
* My Pending Time Sheets

'i'he predefined views on thé Home Page, tab My Time Sheets

Step 3. The views show a list of your Time sheets and their statuses. Click on a Start
Date to open and view a specific Time Sheet.

Home

Home Approve Hours My Time Sheets

Time Sheets

Week  Start Date * Owner Time Sheet Status Time Entry Group Total Hours
38 Sep 14,2015 Michiel de Groot Waiting for Time Sheet Approval Resource management 9.00
39 Sep 21,2015  Michiel de Groot New Resource management 0.00
40 Sep 28,2015 Michiel de Groot Draft Resource management 1.00
41 Oct 5, 2015 Michiel de Groot ‘Waiting for Time Sheet Approval OU Bob 2.00
43 Oct 19, 2015 Michiel de Groot New OU Bob 0.00
44 Oct 26, 2015 Michiel de Groot New QU Bob 0.00

The Home Page, tab My Time Sheets

Explanation of the Time Sheet states:

e New: The Time Sheet is new and not been saved or submitted.

o Draft: the Time Sheet is saved (as a concept) but not yet submitted.

o Waiting for Project Manager Approval: the Time Sheet is submitted and
waiting for the project manager(s) to approve the project hours.

o Waiting for Time Sheet Approval: the Time Sheet is waiting for the line
manager to approve the non-project hours.

e Approved: the Time Sheet is approved.

o Rejected: the Time Sheet has been rejected by the project manager or the
line manager.

o Reopened: a previously approved Time Sheet has been reopened for the
employee to edit and submit the Time Sheet again.

Approve Project hours (by a Project Manager)
|

Principal Toolbox can be configured for actual hours entered on a project to be approved
by the project manager. The Home Page of the project manager, on the tab Approve
Hours shows a list of all hours entered on the project that have to be approved.

Approve project hours
Step 1. Navigate to your Home Page, tab Approve Hours. This tab shows a list of all

hours that are entered on your project(s) and have to be approved.
Step 2. Select on or more rows and click to approwe, or [ x I reject hours.
Optionally add a remark.
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Home  Approve Hours My Time Sheets

@ Select applicable lines below to approve or reject the hours.

Approve hours Bl reroecrerwee - vew

Week + Project + Resource Product/Activity StartDate  Mon Tue Wed Thu Fri  Sat Sun Total Remarks by Owner

22 AFVGCD upgrade + north Michiel de Groot  Product May 30,2016 800 800 800 24.00 Inventarisation

The Home Page, tab Approve Hours

Note: Hours to be approved can also be found in the projects themselves, on the tab
Resource Management, sub-tab Approve Hours:

Project: Project Alpha

Dashboard Properties Product Breakdown Planning Financials Resource Management
Overview
= Logs
Project start-up| Approve Hours
m S Resource Allocation
+
[’] Risklog Starting Up & Resource Rates

[al Qualitv review loa
Project tab Resource Management, sub-tab Approve Hours

2.6  Approve a Time Sheet (by a Line Manager)

Principal Toolbox can be configured for actual hours entered on a non-project to be
approved by the line manager. The Home Page of the line manager, on the tab Home,
section Time sheets to be approved by me shows a list of all Time Sheets that have
to be approved.

Time sheets to be approved by me

Week Start Date Owner Remarks Time Entry Group

21 May 23, 2016 Michiel de Groot Time Registration
The Home Page, section Time sheets to be approved by me

Approve a Time Sheet
Step 1. Navigate to your Home Page, tab Home, section Time sheets to be

approved by me. This section shows a list Time Sheets that have to be
approved. Navigate to a Time Sheet by clicking on the start date.

Step 2. Review the content of the Time Sheet and click to approve, or Il to reject
the Time Sheet. Optionally add a remark.

Note: Time Sheets to be approved can also be found on the tab Resource
Management, sub-tab Time Sheets. Here it is also possible to select multiple rows
and approve or reject them.
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Time Registration [+]

Project Benefits Ideas Properties ~ Lessons Learned Documents & Knowledge Reports Models
Archive
Dashboard Request & Allocation (Projects) Request & Allocation (Resources) Availability (Resources) Time Sheets
Time Sheets L] New/Correction Time Sheet -- Custom view — View
Week  Start Date Owner Time Sheet Status + Time Entry Group Last Saved By Total Hours  Remarks
21 May 23,2016 Michiel de Groot Waiting for Time Sheet Approval Time Registration Michiel de Groot 25.00
22 May 30,2016 Michiel de Groot Waiting for Project Manager Approval Time Registration Michiel de Groot 24.00

Tab Resource Management, sub-tab Time Sheets

2.7 Approve a Document
|

Principal Toolbox supports the approval of documents. On your Home Page, the
section Documents to be approved by me shows a list of all documents that you
have to approve.

Approve a document
Step 1. Navigate to your Home Page, to the section Documents to be approved by

me. This sections shows a list of documents waiting for your approval.

Documents to be approved by me
From Document Due date
Michiel de Groot Benefits_Review_Plan.rif May 31, 2016 Open

The Home Page, section Documents to be approved by me

Step 2. In a row, click Open, a dialogue box appears.

Document Approval

Name Benefits Review Plan.rtf

Description --

Location Projectmandaat (AFVCCD upgrade + north
Revision -
Published May 24, 2016
Publisher Michiel de Groot
Review Requester Michiel de Groot
Due date May 31, 2016
Remarks:
sz - B I U A- B == = =

The Dialogue D‘afl:zl':h"e;'tipproval

Step 3. Click on the name of the document to open it. After reviewing the document,
click Approve or Reject, the dialogue box closes. Optionally add remarks.
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Basic functions

In this section you find an oveniew of many common or 'basic' functions that you will find
throughout Principal Toolbox. In order to effectively use Principal Toolbox we strongly
recommend that you gain knowledge about these basic functions. Every main topic in
this manual contains references to the basic functions that apply there.

The next topics cover all relevant use cases when using the basic functions.

Logging in
|

You can log in to the Principal Toolbox once the system administrator has created a
user account for you. Note that some organisations make use of the single sign-on
function; if that is the case you can automatically log in with your organisation account.

Logging in

Step 1. Start your web browser and navigate to the log in page of the Principal Toolbox;
use the internet address found in the email you received from your
administrator.

Step 2. Fill in your user name and password, both of which you have received by email
from your administrator, and click OK. The Principal Toolbox opens on your
Home Page.

Note: Depending on the configuration you might (periodically) be asked to change your

password. See Change your Password [20)
Note: If you forgot your password, see Change your Password [29),

Change your Password
|

You can change your existing password, and, if you forgot your password, you can
request a new one.

Change your password
Step 1. In the top bar of the Principal Toolbox, click on Your Name, then click on My

Profile, a new screen appears.
Step 2. In the screen Profile, in the top right, click Change Password, a dialogue box
appears.

Change Your Login Password x®

Change your password to meet the following requirements:
s Minimum length of 8 characters

« Must contain numbers
» Must contain upper and lower case |etters

Original password:

New password:

® @ A

Confirm password:

m Cancel

Dialogue box Change Your Login Password

Step 3. Enter the original password, then enter your new password twice and click OK.

Request a new password
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Depending on the configuration you can do this yourself. If step 2 cannot be completed
due the lack of the button, please contact your administrator.

Step 1. Navigate to the log in page of the Principal Toolbox.

Step 2. Under the button Login, click on Forgot your password?, a pop-up appears.

Step 3. Enter your username and email and click OK.

Step 4. Check your mail for a message from Principal Toolbox and follow the
instructions.

Note: If you forgot your username, please contact your administrator.

My profile
|

Every user in the Principal Toolbox has a user profile. In this profile you can add or
change personal information such as name and email address. Also, depending on your
configuration, you can select a personal language preference.

Change your profile
Step 1. In the top bar of the Principal Toolbox, click on Your Name, then click on My

Profile, a new screen appears.

Step 2. In the screen Profile, in the top right, click to enter the edit mode.

Step 3. Enter and/or change information in the screen. In the section Profile Picture a
profile picture can be added by clicking in the section or by using drag and drop;
note that the file in question cannot exceed 100KB.

Step 4. When you hawe entered all information, click Save.

Navigation
|

This topic describes several ways of navigating the Principal Toolbox.

Navigate using the Home Page
For information on how to use your Home Page for navigation, see The Home PagelTZ'i

Navigate with the drop-down list in the top bar
You can also navigate using the drop-down list in the top bar. With this drop-down list

you can navigate through the hierarchy that is configured in your Principal Toolbox. This
hierarchy will often resemble your organizational structure. In the example below the
drop-down is used to navigate to the resourcepool "A&l Operations”.

FORTES® & oo

Enterprise

Home - Portfolio Management _

- Project Management
Home Approve Hours

- Resource Allocation » A&l Development
- Time Entry » A&l Operations
Import / Export External

My Portfolios

Non-Human resources

Navigation with the drop-down list in the top bar

Navigate with the breadcrumb trail
The top bar will always show the ‘breadcrumb trail’ that leads to your current location in

the Principal Toolbox. You can click in the breadcrumb trail and so use it for navigation.
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If the trail is long, hover over a position in the trail to display the full name of that
location. The breadcrumb trail leads back only to the level of the first above
organisational unit.

FORTES b‘ﬁ ﬁ BU West Depart... Project ...

Business projects

Project: Project Alpha

Dashboard Properties Product Breakdown Planning Financials Resourc

Example of the breadcrumb trail

Navigate with Quick Search

You can use the Search box in the top bar to find portfolio's, portfolio-items, folder,
projects, programmes, plan-items and more. Click on Search to show a drop-down that
contains two sections: Search and Recent Locations. Enter a minimum of 3
characters to get search results that match your (partial) description; the dialogue will
show up to 10 of all of the matching results. The drop-down will also show up to 10 of
your recently visited locations in the Principal Toolbox. Navigate by clicking a name in
the drop-down.

| B  BobHotho Help Setup
Search
I Please enter 2 more characters Edit Widgets P a Q (5]
Recent Locations
Department Alpha Folder Sions
Business projects Folder
BU West Organisational Unit
X it closure
Portfolio Henny Portfolio
I Organisation Organisational Unit
3
"I Home Home SIPfGjEEE
Bob Hotho Resource

ar

Project Fingrid Project

w

Standard implementation project  Project
. pard ® Project Manager Team Members
Froject Alpha Project

Using the Search box to navigate

Search

Apart from navigation the Principal Toolbox supports two search functions: Quick Search
and Advanced Search.

Quick Search
Quick Search is always available in the top bar. See Navigation, Navigate with Quick
Search| 21

Advanced Search

Advanced search is available on many locations in the Principal Toolbox such as
organisational units, portfolios, programmes, folders and projects. Advanced Search
shows as the ﬂ icon on the right side of the dark blue header in the top of your screen.
With Advanced Search you can search on more object types (e.g. issues, risks and
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plan-items), you can use a filter on the creation date, and you can also search for
documents.

Step 1. Click on the ﬂ icon on the right side of the dark blue header in the top of your
screen, a dialogue box appears.

Step 2. Enter the name of the item you are looking for, optionally select an object type,
optionally add a filter on the creation date, and click Search.

Step 3. The search results are shown at the bottom of the screen.

Search

Advanced Search

Search: web

Type: Project [™]

Created before:

Created after:

Search

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

Search results (folders):

Type Name / Location Description Owner Date

Project Webconferencing Erik Aalbersberg  12-Sep-2011
Project management > Collaboration = Unified Communications = Webconferencing

Project ‘Website re-design Ad Supley 13-Mar-2014
Project management > Collaboration > Unified Communications > Website re-design

Search results (documents / files / hyperlinks):

Type Filename / Location Description Revision/Doc nr  Publisher Modified

Dialogue box Advanced Search

Reporting: Working with Views
|

The Principal Toolbox supports a variety of ways to present data, ranging from on screen
lists, to on screen visuals, to tailor made reports in Excel or Word.

Views basically are tables showing a set of fields on a list of items. Views can be found
and used throughout the Principal Toolbox, e.g. on your Home Page, in Dashboards,
in Folders, in Logs, and in the section Reports.

You can use views in many ways:

e Use (predefined) views for on screen reporting and in-view-editing. See Use Views to
View or Edit datal 24\

o Create views for ad hoc on screen reporting. See Create a View: set columns [25), and
Create a View: set a filter[ 26\

e Sawe views for re-use by you, or for e.g. every team member in your project. See Save
a View for re-use[ 27,

e Quickly export a view to Excel, Word or the Clipboard. See Quickly export a View

Excel. Word or Clipboard[ 2.

Clicking on the View-name shows a drop-down list of available (predefined) views:
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L] M3 B3  Alpan-items View
[ Al plan-items

Hame Type AR - Stage Planning
Full roll-out Stage | Plan-items completed (last 15 days)
Roll out Work pac' Plan-items planned (next 15 days)
Updated user documentation Specialis| Planned items
Server purchase and installation Specialisi Product Checkiist
Production server installation Specialisf | 00uct Milestones

Drop-down list of available views

Clicking on View shows an options menu:

L] -E} [x:} Costs and Hours View
Costs | Set Filter
Costs Reserved Costs Budget Committed % Costs Actual Set Columns
€0.00 €0.00 €0.00 €0.q Set Widths
€0.00 £€0.00 €0.00 € 0.g Chart Options
€0.00 €0.00 €0.00 € 0.g Advanced
£0.00 £0.00 £0.00 € D.d Make Default

| e
€0.00 €0.00 €0.00 €. Save View

€0.00 €0.00 €0.00 €040
Drop-down list of view options

Manage Views

The view options are:

Set Filter : define a filter for the view, see Create a view: set a filter[ 261,
Set Columns : define the columns in the view, see Create a view: set columns| 23\,
Set Widths : change the column widths; drag the line between columns to

increase or decrease the column size.
Chart Options  : show the view as a chart.

Advanced . extra settings (e.g. show column totals)

Make Default : make a view your personal default view; it will be shown when opening
this tab.

Sawe View : save the view, see Save a view for re-use[ 271

Manage Views : manage the properties of all views available on this location, see
Managing views| 28)
Use Views to view or edit data

Views basically are tables showing a set of fields on a list of items. Views can be found
and used throughout the Principal Toolbox, e.g. on your Home Page, in Dashboards,
in Folders, in Logs, and in the section Reports.

Using views for viewing data

Views exist on objects in Principal Toolbox, e.g. on portfolio-items, on projects or on
issues or actions. Wherever views are available you can quickly find and select
predefined views by clicking on the view name, and then clicking in the drop-down list
that appears. In this way you can quickly select and switch between views to view
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relevant information.

] [E] <[] All plan-items View
| All plan-items
Name Type AR - Stage Planning
Full roll-out Stage | Plan-items completed (last 15 days)
Roll out Work Pac. Plan-items planned (next 15 days)

Specialis| Planned items

.| Product Checklist
Specialist

| Product Milestones
Production server installation Specialisi

Navigate to predefined views by clicking on the view name

Updated user documentation

Server purchase and installation

You can create ad hoc views to view other information then available in the predefined
views. See Create a View: set columns|25), and Create a View: set a filter[ 26).

Using views for editing data
Depending on your role, and depending on the configuration, on your Home Page, in
Dashboards and in Logs you can edit data directly in a view.

If your role allows it, and if the view contains data that is configured to be editable on the
present location, the top of a view will show the # icon. Click ¢ to switch to edit

3.6.2

mode, edit the data in the view and click Save.

My Products

~ Gustomview—

View

Project Name Owner Start Planned Final Planned Percentage Completed
Software tion document Michiel de Groot Apr 29, 2016 0.00
Software implementation Introduction Fortes Support Michiel de Groot 0.00
Software implementation Project start-up Michiel de Groot Feb 15,2016 Mar 1, 2016 0.00
Software implementation Session 1 Michiel de Groot Mar 2, 2016 Mar 3, 2016 0.00
Software implementation Session 2 Michiel de Groot 0.00
Software implementation Session 3 Michiel de Groot 0.00
7
A view with editable fields will show the icon
My Products Save Cancel
Project ¢ Name Owner Start Planned Final Planned Percentage Completed
Software implementation Implementation document Michiel de Groot - - Apr 29, 2016 36
Software ion Fortes Support Michiel de Groot |- 0.00
Software implementation Project start-up Michiel de Groot w Feb 15,2016 Mar 1, 2016 0.00
Software implementation Session 1 Michiel de Groot w Mar 2, 2016 Mar 3, 2016 0.00

Software implementation

Software implementation

Session 2

Session 3

Michiel de Groot

Michiel de Groot

A view in edit mode will show which fields are editable by you

Create a View: set columns

A view can be changed or defined to suit your needs. This topic describes how you can
define which data (columns) appear in your view, in which order they are shown, and with
which sorting. You can also set the number of rows to display.

Step 1.

Create a view: set columns
In a view, click View, then Set Columns, a pop-up appears:
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Select the column you want to use for sorting the listing
Sorting: Costs Committed v

Ascending (a.z) ¥
Number of rows per page 50 ¥

Select and order the columns you want to use for the listing

QU All Fields Q Fields in list

Baseline - Name (Standard fields) VS
Current Baseline Final

Current Stage (Planning)
Current Baseline Set Managers (Organisation)
Current Baseline Start Add - Costs Reserved (Costs)
Initial Baseline Final Costs Budget (Costs
+ Remove Costs Gommitted (Costs)

Initial Baseline Set

Initial Baseline Start Costs Actual (Cost

Benefit Costs Forecast (Co:
Benefit Costs Remaining (Costs)
Budget Costs EAC (Costs)
Budget Costs Variance (Costs)
OK Cancel

Pop-up Column settings: the left side shows all available fields, the right side shows the
fields in the view

Step 2. To add or remove a column in the view, select a field and click Add or
Remove. You can also use drag and drop or you can double click a field to
add or remowe it. When looking for a specific field you can use the search box
to find it more quickly.

Step 3. On the right side, in the section Fields in list, use drag and drop to change
the sequence of the columns in the view.

Step 4. In the top of the pop-up you can add sorting to the view and define the number
of rows per page. When the view is as you want it, click OK.

Note: to sort a view you can also click any column header.
Step 5.

The view appears on your screen with the name "-- Custom view --". You can
save the view for re-use, see Save a view for re-use[ 27\

Create a View: set a filter

A view can be changed or defined to suit your needs. This topic describes how you can
set a filter to define which rows appear in your view.

reate a view: set a filter
Step 1. In a\view, click View, then Set Filter, a pop-up appears:

Add filter for: Portfolio Items

Field

Condition Value
Last modified on - After today - + Add filter
Saved No - o
Selected Yes v ﬁ
Archived No - [i1]
-
m Cancel

Pop-up Set filter
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Step 2. To add a filter to the view, select a field, a condition and optionally a value, and
click Add filter.

Step 3. To add a filter on a different object to the view, in the top of the pop-up click on
the object name. From the drop-down list select the object you want use, then
select a field, a condition and optionally a value, and click Add filter.

Add filter for: Plan ltems -

. Plan ltems .
Field Condition Value
Project

Is assigned fes -
Adding a filter on another object to the view

Note: if no drop-down list appears it is not possible to set a filter on another
object.

Step 4. To remove a filter from the view, click B behind the filter.
Note: When a lock symbol is shown in front of a filter that specific filter cannot
be removed.

Step 5. When you are done, click OK.

Step 6. The view appears on your screen with the name "-- Custom view --". You can
save the view for re-use, see Save a view for re-use| 27,

3.6.4 Save a View for re-use

You can change views to show the information you need. If you have created a view you
want to re-use later, you can sawe it. A saved view appears in the drop-down list of
available views.

Sawe a view for re-use
Step 1. In aview, click View, then Save View, a pop-up appears:

Save view

@ Save the configured view. Provide a new name or save the view as an existing view. Indicate whether the view should be defined personal (only to be
used by you), local (to be used by everyone on this location) or global (to be used by everyone everywhere).

Select existing view to overwrite or save as new view.

Existing View: - New view -- v
View name:

Type: Personal ¥
OK Cancel
Pop-up Save View
Step 2. To replace an existing view, select the appropriate view from the drop-down list
Existing View. If you want to save the view as a new view, enter a name in
View name.
Step 3. Select the view type. Depending on your role you can choose between some or
all of these types:
o Personal: saved view is visible only for the user who sawed it
e Local: saved view is visible for everyone with a role at the location (e.g. the
project) where the view is saved.
¢ Global: saved view is visible to all users everywhere (this option is only
available for administrators)
Step 4. Click OK to sawe the view.

3.6.5 Quickly export a View to Excel, Word or Clipboard

Views can be used for on screen viewing, reporting and editing, but it is also possible to
quickly export any view to Excel, Word or your Clipboard. Note that the quick export



FORTES®

function is only available on the tab Reports.

uickly export a view to Excel, Word or Clipboard
Step 1. Select or create the view you want to export.
Step 2. At the top of the view, click on of the buttons B B, export the view
to the clipboard, Excel or Word; exports to Excel and Word are downloaded to
your computer.

Close =]
] [E] i} | All plan-itams View
Name Type Ownar
Progect start-up Slage
Praoject Mandate Managemeant Product
Suslain Deliverable
Project Brief Management Product

Buttons for the quick export functions

Step 3. Either paste the view form your clipboard, or open the downloaded Excel or
Word file.
Note: rich text fields are exported as plain text.

3.6.6 Managing Views

Users and administrators can define views in various places in the Principal Toolbox
(e.g. Home Page, Project, Log), and as different types (Personal, Local, Global). With
the Manage Views option you can manage these views.

Managqing views
Step 1. Navigate to a page with views, click View, then click Manage Views, a pop-up
appears:

Manage Views Close

@ 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 acministrators and codrdinatoren can adapt these views.
- Personalz 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
My projects Ruud v. Weerdenburg ~ Sep 23, 2010 -
Petra's view ‘Support Administrator  Mar 23, 2016 -
Test globale weergave This van Binsbergen  May 18,2016 -
Builtin Views

Name Hidden

All projects

The pop-up Manage Views

The pop-up Manage Views shows an ovenview of all available views on this

location, grouped by type:

¢ Personal Views: only the creator (you) can use and adapt these views.

e Local Views: views \visible for everyone with a role on 'this' location (where
you clicked Manage Views); can be adapted by users with the role
Administrators and Manager.
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o Global Views: visible to all users everywhere; can be adapted only by
administrators.
o Built-in Views: predefined views that can not be adapted

Step 2. In this pop-up select a view and click Remove to delete the view, or click
Export to export it as a *.ptvfile. You can also use this page for importing
views. In the section Personal Views you can import a view by clicking Import
and selecting the appropriate file. View can only be imported as personal view,
but of course you can edit the properties of a view.

Step 3. To edit the properties of a view, click the Name of the view, a pop-up appears:

View Details Save Cancel
Name: My projects Creator: Ruud v. Weerdenburg
Remarks by Owner:

Hidden:
Type: Global

Pop-up View Details

Step 4. In the pop-up click to enter the edit mode. Now you can change the name
and type of the view and you can hide it from the drop-down list. When you are
done, click Save.

Note: typically views used in Automated Reports are hidden, in order to keep
the drop-down list clean and usable.

3.6.7 Working with Timeline Reports

A Timeline Report is a (graphical) representation of information in relation to time and
can be used to report on all types of entries. Timeline reports are based on timeline
views. Timeline views work differently compared to normal views and function a bit like
pivot tables known from Excel. Timeline reports can, for example, be used to compare
your available resource capacity with your requested and allocated resource availability.
It can also be used to compare the budget and actual costs within a project. Timeline
views can be used on screen and in Automated Reports (see Creating an Automated
Report in Excel mﬁ). The section Timeline Reports can be found below the section
Reports on Dashboards and/or the tab Reports.

il. Timeline Reports

The section Timeline Reports

Working with timeline views is in many ways exactly the same as working with views.
The main difference is in how to define the view. For that purpose timeline views have a
extra menu option: Basic Settings.
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Create a timeline report
This example describes how to create a table with costs per product per month for this
year within a project.

Step 1.
Step 2.

Step 3.

Step 4.

Step 5.

Step 6.

Navigate to your project, to the tab Reports, to the section Timeline Reports,
and click Entries, a pop-up appears

In the pop-up click View, then click Basic Settings, the pop-up Timeline
Report Configuration appears.

First fill in the top section of the pop-up:

Unit: select Money (changes on book date).

Scale: set scale to month to show the costs per month.

Start date: select This year as a dynamic start date.

Horizon: enter 12 to make sure the report will cover the whole year.

Timeline Report Configuration

Unit: Hours (changes are distributed over Working Days) -
Conversion: = -
Scale: honths -
Startdate: ® Dynamic Last month -
Fixed date

Show entries without bookdate (additional column)z e
Show values as cumulatives
Initial value for cumulatives zero (0) -
Horizon: 12

Months
Show as Pivoted table in Excel

The pop-up Timeline Report Configuration, top section

Next fill in the section Apply filter on entries: in the filter Type, select
Budget and Actual.

Apply filter on entries

Create Date

®)No fiter
Create Date Before Today v
Create Date Equals (= Value) v
Is draft
®No fiter
Is draft No ¥
Type
No fiter
Type = Not Empty ¥
® Selection Artual
Allocation

Assigned

Available

Exclude selected items

The pop-up Timeline Report Configuration, section Apply filter on entries

Next fill the section Timeline representation: select the representation type
Table, and in the Table configuration select the fields Product and Type.

Timeline representation

Representation: ® Table
Chart

Table configuration

Available fields Selected fields

Fool - Project

Portfolio Type

Portfolio Iltem

Product =] [Ue |
Programme

Project == | Down |
Reference

Reference type
Resource
Skill -

OK Cancel

The pop-up Timeline Report Configuration, section Timeline representation and Table
configuration

Finally click OK and view the result on your screen.
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Note: If you work in a configuration with multi-currency, a timeline view will show results
in the currency of the Organisational Unit where you use the view. In the screenshot
below you can see that a budget in $ is shown in € in the timeline view.

Timeline Reports

Entries
Entry currency Type Project 2015
Euro Budgel Project 1 $ BB0.00

Reporting: Working with Widgets
|

The Principal Toolbox supports a variety of ways to present data, ranging from on screen
lists, to on screen visuals, to tailor made reports in Excel or Word.

Widgets are available in many locations in the Principal Toolbox and can be used to
present data directly, without having to run a report or opening a view. Widgets are easy
to configure and refresh automatically. Widgets can be used for reports, but can also
support specific processes and can be developed specifically for customers.

B Rob van Noorisingel

FORTES® 4

Programme: Collaboration

fies - | Gantt & Dependencies  Documents & Knowledge | Models  Archive

Programme Risk Rate PR Copwe  BarChart Pl Comous  PieChart PR Contgure

Widgets on a portfolio dashboard

Making widgets available on your screen

On most locations where widgets are or can be made available, in the top bar you will

see Edit Widgets (depending on your role).

Step 1. Click Edit Widgets to define how many and which type of widget you want to
show on your screen, a pop-up appears:

Edit Widget Layout
Show widgets ¥
Widget layout | 1 | | 1 | 7 | ) | 1 | 2 | 3 |
Widget column 1 Gauge -
Widget column 2 Bar Chart -
Widget column 3 Pie Chart —
Ok Cancel

Edit the widget lay-out
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Step 2. Check Show widgets to hide or show widgets.

Step 3. At Widget layout select the number of widgets you want to show.

Step 4. For each widget, select the appropriate type and click OK, the widgets will now
be displayed on your page.

Step 5. Next, configure each widget:
¢ Click Configure to configure the widget.
¢ Click Filter to set the filter to be used.
Note that these options differ per widget; see the next topics for an explanation
per type of widget.

The next topics cover all widgets, their configuration and where they are available.
3.7.1 Bubble Chart

The bubble chart widget is available at programmes, folders and portfolios. It visualises
projects weighted to different axes. Additionally, the size of the bubbles can be used for
indication of impact.

Bubble Chart | Filter Configure el

50,000 —
75,000 — L

60,000 —

e’
45,000 —

]
(=]
=
m 30,000 —
L]
15,000 — ' -
(0]
-15,000 —
:\Q\;\ © ;\2\-"—\ -\'\-\ ;\2\:\ -\2\;\ -\'\-\
] G ) o ) i
2 w Kl K A
Beneht
The Bubble Chart widget

Configuring the bubble chart

1. Click Configure, a pop-up appears:
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Configure Bubble Chart

Title: Bulbbie Charl
Show filter for field: - -

Slightly mowe bubbles with
the same value 5o all of them
are visibbe:

Show legend:

Field: - -
Range: ) Drynarnic
Fixed

Highhlight value: 0

Field: — -
Range: ® Dynamic
! Ficed

Highlight walue: 1]

Size: - -
Colour: (® Random Stalus -
Baszed on a field

Show labels:

Dialogue Configure Bubble Chart

2. Enter the name of the chart.

3. Optionally, set a filter for a field. This field will be shown in the widget.

4. Choose whether or not bubbles with the same value should be slightly moved so all of
them are visible.

5. Choose whether the legend should be visible.

6. Choose a field for the X-axis and set the range (either dynamic or fixed), also set a
highlight value.

7. Choose a field for the Y-axis and set the range (either dynamic or fixed), also set a
highlight value.

8. Choose a field for the bubble size and set the bubble color to random, or to a specific
field.

9. Click OK to sawe the configuration.

Note: When the chart does not show the appropriate values but shows the internal data
values (often these are 1;2;3;4 etc.) this could be due to configuration of the used fields -
please contact your administrator. Your administrator can fix this by changing the
internal data values to text or by using a new field with a calculation that maps the data
values back to text values. Fortes consultants can help with this calculation.

3.7.2 Bullet Chart

The Bullet chart widget is available at programmes and folders only. It compares a given
quantitative measure against qualitative ranges and related markers.
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Bullet Chart

475.0k
Bullet chart widget

Configuring the bullet chart
1.Click Configure, a pop-up appears:

Configure Bullet Chart
Name: Bullet Chart
Actual:
Target:
Forecast:
0.00 3.00 6.00 10.00

|

Coloured tolerances:

m Cancel

Dialogue Configure Bullet Chart

2. Set the name of the bullet chart.

3. Select the actuals to be used (Cost, Cost Budget, etc.).
4. Select the Target to be used (Cost, Cost Budget, etc.).
5. Select the Forecast to be used (Cost, Cost Budget, etc.).

FORTES®

6. Set the thresholds for the bullet chart and choose whether the tolerances should be

coloured or not.
7. Click OK to save the configuration

Burn-down Chart

The Burn-down chart widget is available at project level only. It visualises planned versus
actual hours within a configurable period to monitor project progress.
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Burn-down Configure

Burn-down Bumn-up

70

Planned
| Actual
Ml R=maining
Il Eurn-down

75

&0

45

Houirs

30

o
01-07-2002-08-2002-03-2002-10- 2031 - 11-200 8- 12-2082-01-2083-02-201

The Burn-down chart widget

Configuring the burn-down chart

1. Click Configure, a pop-up appears:

Configure Project Burn-down Chart x
Name Burn-down chart

Chart type Burn-down -
Show series +| ldeal Trendline

+| Current Trendline
+~| Planned (bar chart)
~| Actual (bar chart)

Start date # Project start date

Fixed: p1.May-2015
End date ® Project end date

Fixed: | 18.Jun-2015 ]

Dialogue Configure Project Burn-down Chart

2. Enter the name of the chart and choose the chart type: burn-down or burn-up.

3. Set the series to be shown: Ideal Trendline, Current Trendline, Planned (bar chart)
and/or Actual (bar chart).

4. Set the start date to either the project start date or a fixed date.

5. Set the end date to either the project end date or a fixed date.

6. Click OK to save the configuration.

3.7.4 Funnel

The funnel widget is available on portfolio level only. It visualises the projects (and
initiatives) according to their current stages in the portfolio.
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Funnel G Filter Cenfigure fra}
_1 Initiative
. . Project start-up
. Execution X
Project Closure
L]
e - :
T L]
c
c .
T .
@ . 5 PY
(]
Size:  Costs Budget
Colour:  General Status
® Green
® Orange
L]

Red

The funnel widget

Configuring the funnel widget
1. Click Configure, a pop-up appears:

Configure Funnel x

Name: Funnel
Funnel label: Funnel
Show filter for fields: Investement driver A

+ | Show legend

Colour: General Status h

Size: Costs Budget v
Show labels

Usge field for project phases: Funnel Stage A

m Annuleren

Dialogue Configure Funnel

Enter the name and the label for the widget.

Optionally, select the field(s) used for filtering and enable the legend.

Set the Bubble properties by selecting a field for the colour and size representation.
Set the field used for the project phase representation.

Click OK to sawe the configuration.

3.7.5 Gauge Meter

o0k wN

The Gauge Meter widget is available at programmes, folders and portfolios. It visualises a
single value against a conditional meter indication (green, amber, red).
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Programme Risk Rate = Fitter Ceonfigure

Status: Green A

Total Risk rate

The Gauge Meter widget

Configuring the gauge meter
1. Click Configure, a pop-up appears:

Configure Gauge x
Mame: Gauge
(_JField on programme: -
(# Sum of field on projects: Products Overdue -
Show fitter for field: Status -
Threshaolds: 0.0 0.0 15 55

Range: 0 10

m Cancel

Dialogue Configure Gauge

2. Enter the name of the chart.

3. Select whether the meter is set for a field on the programme (cost, hours, etc.) or a
sum of the field on project (projects owverdue, total costs, etc.)

4. Set the Thresholds for the meter.

5. Set the Range for the gauge meter.

6. Click OK to save the configuration.

3.7.6 Hour Report
The Hour Report widget is available at the Home Page and within time registration

groups. It visualises information of a resource such availability, planning and allocation in
time.
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Hour Report
Start: | 04-May-2015 Horizon: | 1m 3m 6m 12m Scale: | Mo...
Project = Product May (15)
Availa... Reguest Alloca... Planned Actual Availa...
=l Real Estate Project 40
Project Mandate 3
Initial Business Case 16
Project Initiation Docu. .. 12
Project initiation 9
The Hour Report widget

Configuring the personal hours widget
1. Click Configure, a pop-up appears:

Configure Hour Report b4

Start:

08-May-2015

Horizon: 3 Months -

Show enly project rows

Type
Ayailable: Ay ailable
Request
Alloc ation
Flanned
| Actual
Scale
Default value: Weeks -

OK Cancel

Dialogue Configure Hour Report

2. Select the start date.

3. Set the horizon to 1, 3, 6 or 12 months.

4. Choose whether only project rows will be shown.
5

6

7

. Select the hour types to show: Available, Request, Allocation, Planned and/or Actual.

. Set the scale default value; Days, Weeks or Months.
. Click OK to save the configuration.

3.7.7 Image and Text

The Image and Text widget is available at programmes, folders, portfolios and projects. It

shows texts, images and hyperlinks to documents and websites.

Request
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Image and Text widget 7
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The Image and Text widget

Configuring the Image and Text widget
1.Click Set Title, a pop-up appears in which you can enter the title of the widget.

2.Click # to enter a rich text editor in which you can enter text, images and
hyperlinks.

3.Click Save to save the widget.

List

The List widget is available in portfolios and custom dashboards on the tabs Dashboard
and Dashboard Report. It works very much like working with views.

Portfolio Items o
Weergave
Name Managers Current Stage Status Planning... Hours 5ta... Costs Sta... Objective +
D Cloud Computing Ruud Peltzer - -
[] Audioconferencing Dick Kriets Fase &: Closure [ ] ® [ ] ® -
[] Company Messenger Stefien Rugtved [ ) [ ) 9 -
[[] Document Management Charlie van der Zant Fase 3: Feasability [ ] [ ] ® [ ] Document Management
Systeem Implementeren
[] Extranet/DMZ - Fase 1 Vonny Smits Fasze 5: [ ) [ ) [ ) [ ] -
Deployment / Rollout
[[] Extranet/ DMZ - Fase 2 Etienne Krame Fase 2. |deas [ ] [ ] [ ] [ ] -
[] Identity & Access Edwin Rombeek Fasze 2: |dess [ ) [ ) [ ) 9 -
Management
[] Local area network — Fage 4: Build / Test [ ) [ ) [ ) [ ]
connectivity
[] Search Technology Edwin Rombeek Fage 3: Feaszability [ ) [ ) [ ) [ ] -
[] Sharepoint platform Erik Aalbersberg Fase &: Closure [ ) [ ) [ ) ® -
[ wi il Kai Waningen Fase 4: Build / Test [ ] [ ] [ ] [ ] -
[[] webconferencing Erik Aalbersberg Fase 4: Build / Test [ ] [ ] ® ® -
[] Wireless network Vonny Smits Fage 3: Feaszability [ ) [ ) [ ) [ ] -
connectivity
ltems per page: | 20 -
The List widget

Configuring the List widget
Note: Before the widget can be configured, the item type you select must have one of it's

views marked as 'default’ (see: Reporting: Working with Views| 23)). The List widget will
always open with the default view of the item type; if no view is marked default, the List
widget will not show any data.

1. Click Select item type and select the item type you want to use, a list appears in
the widget.

2. Click View, then click Filter to set filters on which rows to show.

3. Click ¥ to add columns to the view.

4. To remowve a column from the view, right click the column header and click Remove
Column.

5. Drag and drop columns to change their order and their width.

Pie Chart

The Pie Chart widget is available at programmes, folders and portfolios. It visualises
project values grouped by different options in pie layout.
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Pie Chart sl Fitter Configure

M| Green
| Crange

Total Count projects: 20

The Pie Chart widget

Configuring the pie chart widget
1. Click Configure, a pop-up appears:

Configure Pie Chart *®
Name: Projects Pie Chart
Values: (®) Count projects
() Sum of field | Costs Budget -
Group by: Current Stage v
Combine slices (=) 0.00
Showr: [] Label [+] Total
|+| Percentage |+| Legend

[] values

m Cancel

Dialogue Configure Pie Chart

2. Enter the name of the chart.

3. Set the values: either count the projects or sum a field (Cost Budget, Benefit, etc.).
4. Set the field by which the pie chart should be grouped (Current stage, Benefit status,
etc.).

5. Choose whether/when slices should be combined.

6. Select what to shown in the Pie Chart: Label, Percentage, Values, Total and/or
Legend.

7. Click OK to sawe the configuration.

PRINCE2 Organisation
The PRINCEZ2 Organisation widget is available at project level only. It visualises the

project organisation by showing which users have which role on the project. The widget
is automatically configured.
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Project Organisation

The PRINCEZ2 Organisation widget
3.7.11 PRINCE2 Process Diagram

The PRINCE2 Process Diagram widget is available at project level only. It visualises the
project life cycle, the stages and the current stage of the project. The widget is

automatically configured.

Project closure

Project initiation Project start-up Execution stage

| Mansging Product |
Delivery
® Project Board ® Project Manager = Team Members

The PRINCE2 process diagram widget

3.7.12 Project Map (Geo)

The Project Map (Geo) widget is available at programmes and folders only. It shows
projects on a map based on their GPS location. The GPS location can also be added by

dragging project markers to the map.
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Propect Map

L AhEn 5aR 455 Mg

The Project Map widget

nfiguring the Project m widget
1. Click Configure, a pop-up appears.

Configure Project Map

Name: Projectkaart

Project location field: Project Humber

Marker colour: *' Single colour

Based on a field
Field: Status

View: Use saved default view
® Zoom to show all projects

Show filter for fields:

Dialogue Configure Project Map

N

. Set the name of the Project Map.
. Select the project location field.

w

Note: ask your administrator which field to use!
. Select the marker colour (single colour of based on a field).
. If the colour is set to be based on a field, select the field (status, benefit status, etc.).
. Select the view: use a saved default view or zoom to show all projects.
. Optionally select fields to be available as filters in the widget.

o NOoO Ob

. Click OK to save the configuration.
Risk Matrix

FORTES®

The Risk Matrix widget visualises risks in respect to their chance and severity. This
widget is available on the projects, programmes and folders, and on risk logs.

Configuring the risk matrix

1. In the widget click on Configure, a pop-up appears.

2. In the pop-up enter values for:

e which field to use for the X-axis and Y-axis
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¢ which theme to apply (classic or modern)
o the thresholds to be used for the colours in the widget
3. Click OK.

Risk Matrix Ea Configure &

Very high

Chance

The Risk Matrix widget, using the fields Change and Severity for the axis and using the classic theme.

3.7.14 Scatter Plot

The Scatter Plot widget is available at programmes, folders and portfolios. It visualises
projects weighted to different axes. An indication of good/bad can be shown using
different colour gradients.

Scatter Plot Cal Filter Configure

Benefit status: (&l values ) -
50,000

73,000
60,000

45,000

Budget

30,000

15,000

& & F & F S
e L A A
Beneht
The Scatter Plot widget

Configuring the scatter plot
1.Click Configure, a pop-up appears:
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Mame: Scatter Plot

Show filtter for field: {None) -

Slightly move bubbles with the same value so all of them are visible

X-axis
Field: -
Range: #) Dynamic
Fixed: Minimum: 0 Maximum: 10
Highlight value: 0
Y-axis
Field: -
Range: # Dynamic
Fixed: Minimum: 0 Maximum: 10
Highlight value: 0
Background
# None
Gradient: Red, Yellow, Green * | | Top left to bottom right -

m Cancel

Dialogue Configure Scatter Plot

2. Enter the name of the chart.

3. Optionally, select field to be shown as a filter option on the widget.

4. Choose whether or not bubbles with the same value should be slightly moved so all of
them are visible.

5. Choose a field for the X-axis and set the range (either dynamic or fixed), also set a
highlight value.

6. Choose a field for the Y-axis and set the range (either dynamic or fixed), also set a
highlight value.

7. Optionally, set the background gradient to indicate good/bad scores.

8. Click OK to sawe the configuration.

Note: When the scatter plot does not show the appropriate values this could be due to
internal values of the Principal Toolbox.

3.7.15 Timeline Chart
The Timeline Charts widget is available at projects, programmes, folders and portfolios. It

visualises timeline information on costs and/or hours for selected types such as budget,
actual, etc.
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Timeline Chart Eal Configure &
40 —
Il Actual (Hours)
as0 — | Il AllocatiomtHoors]
Il Flafined (Hours)
360 —
b
a 270 -
T
180 —
50 —
0 -/
B b B b b L ) o ) o - o @
- 5y By by By 5 5 by 5 5 hy - -
:-P I:—Eﬁ :-LS:! :—Eﬁ :—Eh :—E:' fl-(:' .'FP :—E:' :—Eﬁ :—P :—E:' ﬂ-(:'
o W8 FooF & F g E . SRR &
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The Timeline Chart widget
Configuring Timeline charts
1. Click Configure, a pop-up appears.
Configure Timeline Chart x
Mame: Timeline Chart
Type of chart: Line Cumulative -
Showr: [+| Costs
[] Resources Mone -
[+| Legend
Start date: (® Dynamic Last 12 months -
) Fixed 01-Jan-2015
Scale: Months -
Horizon: 24  Months
Type:
Q, Available Q |Selected
Alloc ation Actual
Lvailable hadis Budget
Committed Forecast
+ Remove
Remaining
Reserved
Request -

Dialogue Configure Timeline Chart

m Cancel
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2. Enter the name of the chart and choose the chart type: Bar, Bar Cumulative, Line or
Line Cumulative.

. Set Costs, Resources and Legend to be shown.

. Set the start date to either a dynamic range of a fixed date.

. Set the scale to either Weeks, Months, Quarters or Years.

. Set the horizon.

. Select the types to be selected.

. Click OK to sawe the configuration.

0N O W

3.7.16 Treemap

The Treemap widget is available at programmes, folders and portfolios. It visualises
project values grouped by different options in nested rectangles.

Treemap

Peoguzt Planeing T Al vl

Repert S2atus: Othar Riport Siatus: Panding Report Status: Completed
Wettetukip Friesland Project 5 Intiatied 1 1

150,000.00 10,250.00 B0,500.00

Sy hroris atetes
10,000.00
Intiatied - Test nt
3,400, 3,000.00
Iniiaf Infia Froc
2400 200 180
Total: X33,850.00
The Treemap widget
Configuring the Treemap widget
1. Click Configure, a pop-up appears:
Configure Treemap x
Name: Treemap
Distribution: - -
Group by: — -
Colour: Fixed -
Based on a field: - -
Show filter for fields: - -
Show: Label, Values, Total -

m Cancel

Dialogue Configure Treemap

2. Set the name of the Treemap.

3. Select the field to distribute the Treemap by (e.g. Budget, Actual, KPI-score, etc.).
4. Select the field to group the Treemap by (e.g. Strategic Goal, Business Unit, Status,
etc.).

5. Select the colours of the Treemap: fixed, random or based on a field.
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6. When the colour is set to be based on a field, select this field (Status, Technology
risk rate, etc.).

7. Optionally select a field to be shown in the widget as a field to filter on.

8. Choose what should be shown in the Treemap: Label, Values, Total, etc.

9. Click OK to sawe the configuration.

Reporting: Working with Automated reports

The Principal Toolbox supports a variety of ways to present data, ranging from on screen
lists, to on screen visuals, to tailor made reports in Excel or Word.

You can use Automated Reports to generate standard reports containing Principal
Toolbox data. Depending on your role you can also create new Automated Reports. You
can find the available Automated Reports in the section Automated Reports, on the
tab Dashboard and on the tab Reports.

1| Automated Reports V4
B3 Highiight Report

B3 PiD Report

The section Automated Reports

Generating an Automated Report

Generating an Automated Report

You can generate reports and documents from the Principal Toolbox. Available reports
are shown in the section Automated Reports which can be found on the tab
Dashboard and the tab Reporting. A green icon indicates an Excel report, a blue icon
represents a Word report.

Step 1. Navigate to the section Automated Reports, click on the name of the
report you want to generate. Depending on your browser a dialogue box
appears or the report is downloaded.

Note: In order to work correctly, Excel reports must always be saved to disk
before opening them.

Step 2. Open the report and allow macros: the report is now filled with data from the
Principal Toolbox.

Step 3. Sawe the report to disk or upload it to Principal Toolbox.

1|2 Automated Reports V4
B3 Highiight Report

3 PiD Report

The section Automated Reports

Note: From Excel you can also generate a Powerpoint (PPT) report. To do this, go to the
tab PTB in Excel and click "Create presentation”. Each sheet in Excel becomes a slide

in the presentation. The name of the sheet becomes the title of the slide. Set print areas
in the Excel sheets by going to the "Page Layout" tab. If you have hidden rows or
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columns in the tab, hide all columns and rows between the print area and hidden
columns/tabs as well.

3.8.2  Creating an Automated Report in Excel

On creating an Automated Report in the Principal Toolbox
Depending on your role you can create Automated Reports in the Principal Toolbox.

Before you build the report, please consider the following questions:

e What is the purpose of the report?

e Who will use the report and what decisions should be made with the report?

e Where in Principal Toolbox should the report should be placed? Is it a portfolio report,
a project report, a report for a resource pool, and so on. The answer to this question
determines on which location you should start.

e What is the content of the report? What information do you need from Principal
Toolbox?

¢ On which objects does the data exist?

Creating an Automated Report in Excel
This is the most commonly used type of Automated Report. The reason for this is that

Excel has a lot of features to edit and display the data from Principal Toolbox.

Step 1. Understand the report to build: which data from the Principal Toolbox is

needed?
Step 2. In the Principal Toolbox, define the views required for the report. See Working
with views| 23)

Note: in Automated Reports you can only use views made in the section

Reports; you cannot use views made in Dashboards.

Note: start the name of views with "AR" to indicate that a view is used for an

Automated Report; this as a signal that these views should not be changed.
Step 3. Navigate to the location where you want to create the report, navigate to the

section Automated Reports, click on #, a dialogue box appears:
Automated Reports Close

@ 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 = Download Empty Template Keyword List

Name Description Revision Published Publisher Merg

Dialogue box Edit Automated Reports
Step 4. In the dialogue box, click Download Empty Template, open the Excel
template and allow macros, Excel will now display an additional tab PTB:
[«
HOME  INSERT  PAGE LAYOUT FORMULAS DATA  REVIEW VIEW PTB DEVELOPER  POWERPIVOT

Cm =

Insert Imsert  Create Open Refresh Toggle Saveas Configure Help About
Chart Pivot Presentation Keywords Data Keywords Template Connection

Reporting Template General

Al - Ji
A B c D E F G H | J K
(N
2
3

Extra tab PTB in the Excel template
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Step 5. Next, add Principal Toolbox fields and views to the Excel template:
e Inthe Excel tab PTB click Open Keywords, a new tab with keywords
opens in your web browser. Or: In the section Automated Reports click
7", a dialogue box appears, click Keyword List, a dialogue box with
keywords appears.
Note: the keywords screen has two tabs: one for fields and one for views.
e Click on a keyword and drag it to Excel. Or: use your right mouse button
to copy and paste.
Note: a field appears as a cell, a view appears as a table with a header.
Step 6. Format the fields and tables in Excel and format the report:
e Fields: can be formatted directly.
e Table headers: can be formatted directly.
e Table body: can only be formatted in the first empty row below the

table.

A B Cc D E F G H J K L
1
2
3 Format the header > |Priority " Status Nr Type Description Remarks Decision Owner  Due Date I
4 rtical  Open T Syntax error Open Michiel de
7
8 Priority “Status  Nr Type Description Remarks Decision Owner  Due Date
a o L

1 syntax error o]
10 Format the body >
11

12
Difference between formatting the table header and formatting the table body

Note: in the Excel tab PTB you can click Refresh Data to check whether the
body formatting is applied correctly to the entire table.

Step 7. When the automated report is ready, in the Excel tab PTB click Save as
Template, a dialogue box appears. Enter the dialogue box and click OK to
save the Automated Report.

Step 8. Finally, upload the Automated report in Principal Toolbox. Navigate to the
location where you want to add the report, navigate to the section Automated

Reports, click #°, a dialogue box appears. Click * , a dialogue box appears:
Add a document to the list x

(i) 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 a template which contains the necessary macro's.

Diownload Empty Template Keyword List

Description:

Revision/Doc Nr.:

@ Filename Bestand kiezen | Geen bes... gekozen (rtfxt xttm, xls xlsm)

~| Add this decument as a merge template

Internet Address

Internal Document Link

m Cancel

Dialogue Add an Automated Report

Step 9. Click Choose File to select the saved report, enter the Description (this will be
the display name of the report), make sure that the box Add this document as
a merge template is checked, and click OK. The Automated Report is now
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ready for use.

Creating an Automated Report in Excel: on using Excel functions
In Excel you can perform all kinds of operations on the data from Principal Toolbox.
Below you find a few examples and some considerations when working with tables.

Add a formula in a row

Step 1. Add a new column before or behind the columns in the view. In the example
below the column Total is added - it is not part of the view.

Step 2. Place the formula in the new column in the first empty row below the table.

Step 3. Click Refresh Data to apply the formula to the entire table.

X & fr | =SUM(MS;NS)
c D SUM(nurmber1; [number2); [number3 J K L M N e
Priority " Status Nr Type Description  Remarks Decision Owner  Due Date Budget this year Budget carry over  Tofal
Critical ~ Open 1 syntax error Open Michiel de 05/06/2016 € 100.000,00 € 20.010,00 € 120.010,00

|=SUM(MS5;N5|

Applying a formula in the first empty row under the view

Add a formula to a column
Step 1. Place the formula in the row below the first empty row below the table.
Step 2. Please note that the formula must also include the table header in order to work

correctly!
X « fc | =SUM(N3:NE)
c D SUM(number1; [number2 H J K L M N 0
Priority " Status Nr Type Description ~ Remarks Decision Owner  Due Date Budget this year 'Budget carry over [Total
Critical  Open 1 syntax error Open Michiel de 05/06/2016 € 100.000,00: €20.010,00 € 120.010,00
Critical Open 2 syntax error Open Michiel de 06/06/2016 € 100.000,00 € 10.000,00|€ 110.000,00

Total =SUM(N3:N6) 1
Applying a formula to a column: the formula must also include the table header

Using conditional formatting in views/tables

Using conditional formatting on views/tables works the same as applying regular
formatting on tables: add the conditional formatting in the first empty line below the
table. Click Refresh data to check the conditional formatting on the entire table.

Using pivot tables
When using pivot tables make sure to include the first empty row below the table in the
range!

Priofity ~Status  Nr Type Description ~ Remarks Decision Owner  Due Date Budget this year Budget carry over Total

Critical ~ Open 1 Project 1 Open Michiel de 05/08/2016 € 100.000,00 € 20.010,00 € 120.010,00
Critical  Open 2 Project 2 Open Michiel de 06/06/2016 € 100.000,00 € 10.000,00 € 110.000,00
High Open 3 Project 3 Open Michiel ¢ TTmm e . N 1]
High Open 4 Project 4 Open  Michiel ¢ CrestePivotTable ? X 0o
Critical Open 5 Project 5 Open Michiel ¢ — DO
Critical  Open 6 Project & Open Michigl ¢ Feport0s3:50514 == 50
Medium Open 7 Project 7 Open Michiel de 11/06/2016 €100.000,00 €120.000,00 € 220.000,00
Medium Open 8 Project 8 Open Michiel de 12/08/2016 € 100.000,00 € 120.000,00 € 220.000,00
Critical  Open 9 Project 9 Open Michiel de 13/06/2016 € 100.000,00 € 150.000,00 € 250.000,00
Critical Open 10 Project 10 Open Michiel de 14/06/2016 € 100.000,00 € 150.000,00 € 250.000,00i

Selecting the range for a Pivot Table: always include the header and the first empty row below the table

Working with Rich Text fields from the Principal Toolbox
Principal Toolbox supports custom fields of the type Rich Text (Memo field with

additional formatting). When you use such fields in Automated Reports in Excel, not
all formatting is transferred:
e Bold, italic, underline, font colour, font size and line breaks are maintained.
Note: Shift-enter (line break) and Enter (paragraph) both show as a line break.
o All bullet lists are shown as '



FORTES®

e Background colour and horizontal lines are not maintained.

Note: When creating the template you hawe to set the value of ParseRTF to true in File >
Info > Advanced properties > Custom. Unfortunately this does not work for already
existing reports.

Note: In Automatic Excel Reports you must apply Wrap Text to the appropriate cell for
the formatting to be maintained. If not, all formatting is lost.

3.8.3  Creating an Automated Report in Word

On creating an Automated Report in the Principal Toolbox
Depending on your role you can create Automated Reports in the Principal Toolbox.

Before you build the report, please consider the following questions:

e What is the purpose of the report?

e Who will use the report and what decisions should be made with the report?

e Where in Principal Toolbox should the report should be placed? Is it a portfolio report,
a project report, a report for a resource pool, and so on. The answer to this question
determines on which location you should start.

e What is the content of the report? What information do you need from Principal
Toolbox?

e On which objects does the data exist?

Creating an Automated Report in Word
This type of report is best used for documents where data from Principal Toolbox can be

shown ‘as is’. In other words: you can show data from Principal Toolbox, but you can
hardly edit it in Word.

General steps
Step 1. Understand the report to build: which data from Principal Toolbox is needed?

Step 2. In the Principal Toolbox, define the views required for the report. See Working
with views|[ 23\
Note: in Automated Reports you can only use views made in the section
Reports; you cannot use views made in Dashboards.
Note: start the name of views with "AR" to indicate that a view is used for an
Automated Report; this as a signal that these views should not be changed.
Step 3. Open a blank Microsoft Word document.
Step 4. Next, add Principal Toolbox fields and views to the Word document:
¢ Navigate to the location where you want to create the report. In the section
Automated Reports click #, a dialogue box appears, click Keyword
List, a dialogue box with keywords appears.
Note: the keywords screen has two tabs: one for fields and one for views.
e Click on a keyword and drag it to Word. Or: use your right mouse button to
copy and paste.
Note: a field appears as text, a view appears as a table with a header.
Step 5. Format the fields and tables in Word and format the report.
Note: in tables you can only add character formatting (font/size/..).
Step 6. When the automated report is ready, saw it as .RTF
Step 7. Finally, upload the Automated report in Principal Toolbox. Navigate to the
location where you want to add the report, navigate to the section Automated

Reports, click #°, a dialogue box appears. Click * , a dialogue box appears:



3.9

FORTES®

@ 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 a template which contains the necessary macro's.

Download Empty Template Keyword List

Description:

Revision/Doc Nr.:

@:, Filename Bestand kiezen | Geen bes... gekozen (rtf it wttm xls xlsm)

+~| Add this decument as a merge template

" Internet Address

" Internal Document Link

m Cancel

Dialogue Add an Automated Report

Step 8. Click Choose File to select the saved report, enter the Description (this will
be the display name of the report), make sure that the box Add this document
as a merge template is checked, and click OK. The Automated Report is
now ready for use.

Working with Rich Text fields from the Principal Toolbox
Principal Toolbox supports custom fields of the type Rich Text (Memo field with

additional formatting). When you use such fields in Automated Reports in Word,
hardly any formatting is transferred. All formatting disappears apart from the line
endings. Also Word inserts sections, leading to many blank lines.

Working with Logs
|

In the Principal Toolbox you can work with Logs in Projects, Programmes and Folders.

Project: Project Alpha

Dashboard Properties -

:= Logs
[ Issuelog

Risk log

B &=

Quality review log

&)

Change log

Daily f Action log

&

Lessons learned log

[m] Minutes of meetings

Log section in the Principal Toolbox
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Step 1. In the tab Dashboard, in the section Logs, click on the appropriate log, a pop-

up appears

o Risk log - Principal Toolbox (FortesConsultancy) - Google Chrome

— O X

& https://fortesconsultancy.principaltoolbox.com/online/Folder/Folder jsp?PagelD=1527588&oken=WZE2-NH69-LPO3-B7LR-1U5C- Bg

MichieldG > Projects and Programmes > Apollo Project > Risk log

Risk log at Apollo Project Close

Risk Matrix ]

Very high

High

Mormal

Low

Very low

Very low Medium High Very high
Severity
Risks V4 + o v ! 1] -] =[] Copy

Decision Chance

[ (&) Tvpe

0 OProject

Nr Description Severity

I - 1 Theoxigen tank can Medium

explode

Countermeasures  Very high

-

Documents (files, links, text)
Revision

Name Description

Drag decuments here or click to add

Example of a Risk Log

Configure

Published

Edit Widgets -] = [

&

Move * Open Risks (buil in) View

Owner Product/ Plan item  Duy

30-

r

+ = Note

Publisher

Step 2. Click on * to create a new log item. Click on the 7" putton.

Step 3. Fill in the fields in the view and click Save

Create a log-item (issue, risk, etc.): from a plan-item

You can create log items in two ways:

1. Add a product to a log item by filling in the field Product/plan item.
2. Via the details page of a plan-item: click the tab Logs and create a new log

item.

Note: the log item will now be related to the plan-item.

Manage a log item (issue, risk, etc.)

Step 1. Go to your homepage or to the log.

Step 2. Click on the log item and click 7 .

Step 3. Edit the log item. You can enter data in the available fields and add documents.
Step 4. You can add actions in the section Actions.

Step 5. You can close a log item by changing the status to Closed.

Step 6. Sawe changes by clicking Save.

Creating items

Depending on the location, the role you hawe in the PTB and settings in the PTB, items
can be easily created. This can be new projects, folders or programs just to name a few.
Depending on the item you want to create, a dialogue box appears with possibilities to
determine the name, owner etc. Input possibilities vary for different items.
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Creating a Organisational Unit
In an Organisational Unit you can create more Organisational Units.

Step 1. Go to the tab Navigation

Step 2. Click the * button

Step 3. Fill in the required fields

Note:If you can't see the navigation tab you can select it in the tab Properties and then
click the button Configuration

Navigation Benefits | Ideas  Propetties ~ | Lessons Leamed | Documenis & Knowiedge | Reporls  Models | Archive

Organisational Units. 4 Mo | Aowe  AlResowcerods

Name & Managers Descrption

Organisationé} Units

Creating a Portfolio
Within Portfolio Management you can add Portfolios. Note: This can only be done by

System management and Portfolio Managers.

Portfolios 4  CrestMosel  Move  Avchive AlPortolos Vien

Name + Description Managers Portfolio Model

Demo Portolo General Portolo Model
Demo Portolo (EN Joost van Aggelen, Edvin Kel General Portoio Model

Step 1. Click the * button
Step 2. Fill in the required fields

@ Portfolio Management - Principal Toolbox (FortesConsultancy) - Google Chrome — m] *

https://fortesconsultancy.principaltoolbox.com/online/Folder/functions/AddEditFolder.jsp?PagelD=155567&ParentFolderiD=1555 B

Add Portfolio

@ Create a new porifolio. State name, description, the initial status and select the portfolio model for the new portfolio. The portfolio model defines field configuration.
page layout and reporting models

Portfolio Properties
Name:
Description:

Status: - v

Status Description:

Portfolio Model: General Portfolio Model ¥

oK Cancel

Dialogue box for adding a portfolio

Creating a Portfolio-item
Within a Portfolio you can add portfolio items. This can be Initiatives, Programmes and

Projects.
Step 1. Click the * button
Step 2. Fill in the required fields

Note:the Owner of a Portfolio ltem can be used if you want someone to change only
this portfolio-item instead of giving him a role for changing all portfolio-items within a
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portfolio.
Note: Selected is a field used in Scenario Planning. You can leave the check mark
as itis.

New Portfolio Item

Name: -
Objective: -
Owner: - v
Managers: - v
Selected: @ Z
Create: @) Initiative

Project

Programme

* Required field
m Cancel

This dialogue box appears when you want to create a new portfolio item

Creating a Folder

Within Project management you can add folders to group your projects/programmes.

Step 1. Gotothe * button in Project Management

Step 2. Fill in the required fields. Select the Folder/Programme/Project fields if you
want the folder to contain Folders/Programmes/Projects

Note: the 'MSP Support' function is an old function in the PTB. If you do not work with

this module you can leawe it as 'no'.

0 Demo (EN) - Dashboard - Principal Toolbox (FortesConsultancy) - Google Chrome.
https://fortesconsultancy.principaltoolbox.com/online/Folder/functions/AddEditFolder jsp?Pagel D= 129845 &ParentFolder|D=129845&Type=51008&Coordinator=13518ttoke

Add Folder
Properties
Name: 0]
Description:
Folder support: ]
Programme support: wl
Project support: ]
MSP Support: o ¥
Select Users
Managers Available users.
Michiel Bongenaar ~
e All Users (User group) -
Bob2 Hotho
e— Bob Hotho
emeve Dennis Schreinders
- Edwin Keijl
Edwin Keij
Support Erik Aalbersberg
= Henny Hoekstra
< Add Joost van Aggelen
Kevin Reesink
Mark Fisscher
e
e Michiel de Groot
- Michiel User de Groot
Michiel Gebruiker
Readers Patrick Reesink
pdijkstra Dijkstra
- Peter Karsten
Raymond Reesink
Shadi Saghir
< Add Support Administrator
Test groep (User group)
Remove -+ Test Coerdinatort
Test Coordinator2.
Thijs Hormal
. This van Binsbergen
Tobias Mayr -
OK  Cancel

Adding a folder



FORTES®

3.11 Moving items

PTB gives a lot of flexibility when it comes to moving items. These items can be f.e.
project, folders, portfolios, portfolio items of entire organisational units. The move
function can be found throughout PTB and is located in the header of dashboards.

To mowe an item, follow these steps:

Step 1. Navigate to the desired dashboard and select the line of the respective item
you want to mowe.

Projects + Model Move Import Export Archive Dashboard View
Name * Current Stage Progress General ~ Managers
Antivirus Project start-up a ° Eduardo Rubio
Hiring of IT staff Project start-up a ° Michiel de Groot
[ ] Remco Vierkant

Implementation

'Hiring of IT staff'is selected (highlighted in blue)

Step 2. When the line is selected, click Move, and a pop-up appears.

Projects + Model Import Export Archive Dashboard View

Name * Current Stage Progress General  Managers

Antivirus Project start-up a ° Eduardo Rubio
Hiring of IT staff Project start-up a ° Michiel de Groot
Implementation - ° Remco Vierkant

The Move button located on the top of dashboards

Step 3. Select the correct OU and optionally the correct map, click OK.

Move Projects x

(Dselected Projects
« Hiring of IT staff

A\ Moving objects can take a long time and will move all entries with it.

Organisational Unit: * Project Portfolio A -

Location: * -

* Required field
m Cancel

The target location for moving object can be set

Note: all related data (such as entries and log items) are moved as well.

3.12 Working with roles

This topics contains information on types of users, on assigning roles, and also contains
an ovenview of all roles and rights.
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Two types of users
The Principal Toolbox allows for two types of users:

1. Administrators, who get access to everything everywhere. Administrator rights can
only be granted in the user administration (only accessible by other administrators).

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 ovenview of the various roles and the access rights associated with
them.

Roles can be defined on Organisational unit level, each functional module and entities
within the modules such as portfolio's, projects and plan items. As an administrator it is
important to realize that you not only have access to everything, but also that you can
see everything in the system such as tabs, projects etc. This is not a valid
representation of what the average user is experiencing when he is using PTB, only the
item to which the user is assigned will be visible. To be aware of this difference, you
could switch between admin and user accounts to see what's the difference.

How to assign roles
Roles can be set on various locations in PTB. For example in a project.

Step 1. Click Edit Roles on the right in the dark header.
Step 2. Select the right users for the right roles.

Edit Roles for Apollo Project x

Managers: Michiel de Groot, Michiel Bongenaar b
Project Board - Executive: — -
Team Members: - -
Custom Rol: - -
External Members: - -

m Cancel

The dialogue box for setting roles on a project.
Step 3. Click OK.

Note: Select user group ‘All Users’ to make all users member of the OU.

Note: For folders and projects security-enabled locations that have no security set, ALL
members of the organisational unit have access. Please keep this in mind if you do not
want users to access such locations.

Note: When a role is assigned to a user, they will see the item to which the role applies
on their homepage (i.e. project or program)
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Permissions per role: an ovenview
The tables below give an oveniew of all roles and their rights.

Roles on organisational units

Role Rights
Organisational unit Manager *Create and archive folders in the organisational
unit

*Assign folder manager(s) to a new folder within the
organisational unit

+Assign folder reader(s) to a new folder within the
organisational unit

*Manage roles at the organisational unit level
*Access information of all folders and projects
within the organisational unit

*Modify picture and text on organisational unit
dashboard

*Defining resource availability

+Allocating project and non-project work
*Assigning and removing Non-project Activity Sets
from the organisational unit

*Allocating hours against projects and non-project

activities

Organisational unit Support eIdentical access rights as the Organisational unit
Manager

Organisational unit Reader *Access information of all folders and projects

within the organisational unit

*Read access to the resource management of the
organisational unit

*This includes read access to all allocation
requests, time allocations and availability data on
the applicable organisational unit

Organisational unit Member *Can be assigned to individual portfolios as readers
or managers within the organisational unit
Note: before being granted access to portfolios,
users first have to be a member of Portfolio
Management

Roles on Project Management
Role Rights

Project Management Coordinator |+Create and archive folders
*Assign managers and readers to individual folders
*Manage roles at all levels within the folders
*Access to all folders and their underlying data
*Remove and restore archived folders

Project Management Reader *Read access to all data within project
management



Roles on Folders
Role

Folder Manager

Folder Support
Folder Reader

Roles on Portfolio Management
Role

Portfolio Management Coordinator

Portfolio Management Reader

Roles within Portfolios
Role
Portfolio Manager

FORTES®

Rights

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

*Create, mowve and archive sub-folders

*Remowe and restore archived projects, project
models on assigned level

*Assign project manager to a new project

*Manage roles (managers and readers) of assigned
level

*Create, edit and remowe issues, documents, risk’s
etc. within assigned level

*Read all information within own and underlying
levels

+Set tolerances for the projects within assigned
folder / project list

*Modify layout of folder / project list dashboard

+ldentical access rights as the Manager

*Read all information within own and underlying
levels

Rights

*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

*Remowe and restore archived portfolio items
*Assign a project manager when starting a project
from a portfolio item

*Changing the portfolio dashboard layout

*Read access to all data within the assigned level

Rights

*Create and archive portfolio items

*Assign managers, readers and members as owner
to individual portfolio items

*Access to all portfolios and their data

*Create and archive portfolio items within portfolio
*Remowe and restore archived portfolio items
*Assign a project manager when starting a project
from a portfolio item

+Changing the portfolio dashboard layout

*Saving portfolio versions
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Portfolio Reader *Read access to all data within the assigned level

Portfolio Members (available as of |<Can be assigned to individual portfolio items as
release 7.0) owner

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

Management
Roles on Portfolio ltems
Role Rights
Owner *Add documents to a portfolio item

*Editing all portfolio item specific and custom fields

Roles within Custom Dashboards
Role Rights

Dashboard owner *Can set the dashboard filter and modify the
portfolio dashboard (views, reports etc.).

Note: The viewing permissions of the dashboard
owner are used to identify the list of projects for the
portfolio dashboard.

A common scenario is to have the dashboard
owner someone that coordinates the portfolio
management setup, or an administrator. By setting
the correct dashboard filter, other users can see
the information they need.

Dashboard manager Dashboard managers cannot alter the dashboard
filter but otherwise have full permission (except to
edit project information as a portfolio dashboard is
used for viewing/reporting). Dashboard managers
are allowed to create views, reports etc.

Dashboard reader Dashboard readers only have viewing access to the
portfolio dashboard but cannot define additional
reports.

Roles on Programmes
Role Rights

Programme Manager *Manage all information within own programme
+Edit programme plan, planning, logs, etc.
+Edit members

+Set the general status of own programme
*Modify lay-out programme dashboard

Programme Support eldentical access rights as the Manager

Programme Reader *Read all information within a programme
*Add issues to the issue log

Programme Member *Access assigned items within the programme
*Add issues to the issue log
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Role

Rights

Project Manager and Project
Support - Blue box

*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 - Green
box

(Executive, Senior User, Senior
Supplier)

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

Team members - Orange box

*Read all information within a project, except
project costs information.
*Add issues to the issue log

External members - Grey box

Note: The availability of this role is dependent on
your configuration and can only be assigned to
external users. External users are users that are
from outside the organization. The external
member cannot view the project but can only:
*Become owner of products (assigned by other
roles)

*Write hours (time entry) on the project

Roles on Products / Plan ltems

Role

Rights

Owner

*Add deliverables (documents) to a product
*Add new log items (issues, risks, changes,
actions, quality reviews) related to the product.
*Editing all product specific and custom fields

Reviewer

*Add deliverables (documents) to a product
*Add new log items (issues, risks, changes,
actions, quality reviews) related to the product.
*Editing all product specific and custom fields

Participant

*Add new issues related to the product.

Roles on Logs (Issues, Risks, Changes, Actions, Quality reviews)

Role Rights

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

Creator *Change all information in a log item

*Assign the log item to another project team
member

Project Manager and Project
Support

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

member

Roles within Resource Management
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Role Rights
Resource Management Has the following rights on all Resources within all
Coordinators underlying organisational units:

*Defining resource availability
+Allocating project and non-project work

Resource Management Reader Has the following rights on all Resources within all
underlying organisational units:
*Access to all resources on the underlying
organisational units.
*Reader access to all allocation requests, time
allocations, and availability data

Roles within Benefits Management

Role Rights

Benefit Management Coordinators | <Creating, editing and removing benefits
*Editing the benefits map
*Editing benefit lay-out

Benefit Management Reader *Reader access to all benefits and benefits map

Document management
|

Within the Principal Toolbox you can store documents at various locations. 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. Old versions will be kept in storage, so it's always possible to
check out the document history and open an older version of the document.

Also, it is possible add an approval cycle on deliverables and/or documents. Documents
can easily be added to products, projects, folders and organisational units.

Most important elements of document management in PTB:

Adding a document[ 62
Update or delete a document| 6
Request document approvalla'ﬁ

Working with document folders| 63}
Working with Notes| 66)

Adding a document

In multiple places you can add documents, links and notes, for example on the details
page, in logs and on the tab Documents.

Adding a document (in general)

Step 1. Navigate to a place where you can add Documents, e.g. the tab Documents or
a Plan-item Page.

Step 2. In the section, click * to add documents or links, or click or *"** to add
notes.

Note: you can also use drag-and-drop to add documents.

Step 3. To add a new version of a document: select the row of the appropriate
document and click Edit. Enter the data in the pop-up screen and select the
new version through Choose file. Next click OK.

Step 4. To access earlier versions of a document: select the row of the appropriate
document and click Show History.
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Example: adding a document to a Plan-item Page
Step 1. Navigate to a Plan-item Page, on the bottom of the page you see three

sections:
Documents + =+ Note
Name Description Revision Published Publisher Approval Status Review Requester
Drag documents here or click to add
Automated Reports + o+ Nots
Name Description Revision Published  Publisher Merge Template
Drag documents here or click to add
Specifications + + Mote

Name Description Revision Published Publisher

Drag documents here or click to add

A plan-item page, the three document sections

Note: the section Documents can be used to add (documents describing) the
deliverable.

Note: the section Automated Reports can contain Automated Reports
containing project/plan-item information.

Note: the section Specifications can be used to add documents that specify
the product to deliver.

Step 2. In the appropriate section, click * to add a document or a link, a dialogue box
appears:

Add a document to the list ®

(i) Add a new document or link. Provide a short description and a revision.

Description: -

Revision/Doc Nr.: -

(@ Filename Bestand kiezen | Geen bes... gekozen

) Internet Address

) Internal Document Link

m Cancel

Dialogue add a Document

. To add a document, enter a description and a version number, then click
Choose File to select the appropriate file, then click OK.

. To add a link, enter a description and the link address, then click OK.

. To add a link to a centrally placed document, e.g. an Automated Report,
enter the document ID in the Internal Document Link, then click OK.
Note: ask your administrator for support.

Note: hyperlinks have the following syntax: "http://
intranet.organisation.com/documents/example.doc", or "file://p:
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\documents\example.doc".

Update or delete a document

After adding a document you can download it, update it or delete it.

Update or delete a document
Step 1. Navigate to the document you want to update or delete:

Documents + dhole [  Updale  ReguestApproval  History

Name Description Revision Published  Publisher Approval Status  Review Requester

ﬂ document.xlsx Example document 30-Aug-2016  Bob Hotho

Drag documents here or click to add

Step 2. Select the row of the appropriate document, and click Update to add a new
version, or click B to delete the document. Enter the pop-up box and click
OK.

Step 3. Ifyou click History a pop-up appears displaying all previous versions of the
document.

Request document approval

For any document in the Principal Toolbox you can ask for approval by e.g. a member of
the Project Board.

Request document approval
Step 1. Navigate to the document you want request approval for:

Documents + dhNole [  Updale  ReguestApproval  History

Name Description Revision Published  Publisher Approval Status  Review Requester

u document.xisx Example decument 30-Aug-2016  Boeb Hotho

Drag documents here or click to add

Step 2. Select the row of the appropriate document and click Request Approval, a
dialogue box appears:
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Document Add_Skillpng

Approval Process

# One approver after ancther (serial)
All approvers at the same time (parallel)

Approvers must complete the task within 7 |days

Approvers

Q {&vailable approvers Q |Selected approvers
Ad Supley -
Albert Swank
All Customers

All Partners

Ashfague Chowdhury

Berend Tel Add =+
Bjorn Grob

Bob Hotho + Remove

Bram de Vuyst
Cindy van Kerkwijk
Danielle van Rocijen
Dick Kriets

Doug Gore

Eduard van Zeeland
Edwin Koose

Notifications
+| Motify approvers by email

Send approvers a reminder after S |days
+~| Metify review reguester when the task is overdue

~| Metify review reguester when the document has been approved or rejected

Start workflow Cancel

Dialogue request approval

Step 3. Use the radio buttons for either serial or parallel approval, set the due date, then
select the approver(s) for the document. Use the check boxes to set
notifications and click Start workflow. The approval request is now available on
the Home Page of the approvers; the plan-item page shows the approval status.

3.13.4 Working with document folders

To store documents or templates in structured way, you can create a document folder
structure in the Principal Toolbox.

Create a document folder structure
Step 1. Navigate to a documents section, for example the tab Documents in a project.

Step 2. Click * inthe Documents Folders section, a dialogue box appears:
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Edit properties

Name: New Folder
Description: This is a new folder
Location: - Last -- ¥ | (The folder will be added above the

selected folder)

OK Cancel

Dialogue Add a document folder

Step 3. Enter the name and description of the new folder and select a location.
3.13.5 Working with Notes
Notes can be added to keep track of important things you need to remember.

Step 1. Go to a Documents section in the Principal Toolbox.
Step 2. Click *'"** a dialogue box appears:

Add note x

Name: New Note

Description: —

Revision: —

Free Text: Remember to update project planning after steering

commitiee meetings

Cor [

Dialogue add a note

Step 3. Enter the dialogue box and click OK to add the Note to the documents section:
Documents + o Note o Update Request Approval History
Name Description Revision Published Publisher Approval Status Review Requester

B New Note 10 Jun 29,2016 Michiel de Groot
Remember to update project planning after steering commitiee mestings

Drag documents here or click to add

Step 4. To update an existing Note, select the row of the note and click Update, a
dialogue box appears:
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Narme: Mew Maote

Description:

Revision: 1.0

Free Text: Remember to update project planning after steenng

commitiee meetings

m Cancel

Update screen of a note
Step 5. Edit the information in the dialogue box and click OK.

Working with the Archive

You can archive an OU, portfolio, portfolio-item, folder, programme or a project. Doing
this will make these items visible in the tab Archive. This tab exists in OUs, portfolios
and maps.

Archiving items
Step 1. Navigate to the respective dashboard.

Step 2. Select the line of the correct item:
Projects + Model Move Import Export Archive All projects View
Name * Managers Current Stage Progress General

Apollo Project Michiel de Groof, Ful rol-out a 3
Michiel Bongenaar

Project 1 Michiel de Groot Project initiation [ | )

Project 2 Michiel de Groot Project start-up a 3

Step 3. Click Archive, a pop-up appears.
Step 4. Click Archive again.

Note: Projects have to be archived in the modules Portfolio Management and Project
Management. These are separate actions that must be performed manually in each
module.

Note: When archiving items, all underlying items are achieved as well. For example:
when a folder is archived with projects in it, these projects will be archived as well. Same
holds for OUs, possibly containing portfolios, folders and projects.

Restoring archived items
Step 1. Navigate to the appropriate tab Archive

Step 2. Select the line of the correct item
Step 3. Click Restore , a pop-up appears
Step 4. Click Restore again.

Removing archived items
Step 1. Navigate to the appropriate tab Archive

Step 2. Select the line of the correct item, click .
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WARNING: Removing archived items deletes it with all underlying items permanently.
The data cannot be brought back!

Viewing the Change History

In Principal Toolbox you can view the change history of certain items: who changed what
at what point in time. Change history is logged for Projects, Plan items, Folders,
Programmes, Portfolios, Organisational units and Import/export tasks.

View the change history
Step 1. Go to the properties page of an object/task and select subtab History.
FORTES .@‘ ,ﬁ\ Project Portfalio A Operational Excellence Hiring of IT staff

Project: Hiring of IT staff

Dashboard Properties Product Breakdown Planning Financials Resource Management Documents Portfolio Report Reports

Properties
iZ Logs
| History

The subtab History.

Step 2. The change history appears. Each row shows a change:
e Person shows who made the change
e Change shows what change was made

o Date represents the date when the respective change was made.

Navigation Project Management Portfolio Management Resource Management Benefils Ideas Properties -
Person Date Object Action Change

Michiel de Groot Jun 29, 2016 Organisation Change Name=Crganisation

Michiel de Groot Jun 1, 2016 Organisation Change Cumrency=Euro

Michiel de Groot Jun 1, 2016 Organisation Change Currency=Yen

Michiel de Groot Jun 1, 2016 Organisation Change Cumrency=Daollar

Logged Change history in an Organisational Unit

Messaging
|

You can send messages to users or objects with the messaging function. Click on the

icon ﬂ to send messages. Send a message to another user by using @ followed by
the name of your colleague, or send notifications to a project by using # followed by the
name of the project. It is also possible to send messages to plan items or log items.
This function is available only for Dutch SaaS customers

=1 . . L
¢ A yellow number in the icon indicates new messages.
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Messages @Michiel de Groot x

@Michiel de Groot

@Michiel de Groot Please update vour project planning #Apollo
project

#Portfolio Michiel

3.17 Send e-mail to members

From many locations such as portfolios, programmes,projects and log-items you can
send an email to the manager(s) and/or owners. For example:

¢ On a log-item page, click E to send an email to the log-item owner

¢ In a portfolio dashboard, select one or more project rows and click E to send an
email to the project managers.

Send an email to members
Step 1. On a location in Principal Toolbox, click E a dialogue box appears.

Select members to notify

@ Create a notification e-mail.
Click on ‘Send e-mail' when you are ready.
The Principal toolbox will send the e-mail to the selected e-mail addresses

Edit information to send

To: b.hotho@fortes.n| o]
Cer

Bee: b.hotho@fortes.nl

Subject: Project: Project Alpha

Message: §

New or changed information is available on the Project ‘Project Alpha'. Please review the information

Addtienal information:

Project manager: Bob Hotho
Status:

Status description:

Current stage: Project start-up

Link: hitps://fortesconsultancy. principattoolbox .c om/Login/ 198978

This e-mail was generated by the Principal Toolbox

Send e-mail Cancel

Dialogue send email to members

Step 2. Optionally edit the information in the dialogue box and click Send e-mail.
Note: your own e-mail address is entered as BCC so you can archive the e-mail
in your own mail box.
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Print a page

The print a page functionality is a generic function that can be found throughout the

Principal Toolbox. The print icon E indicates that it is possible to print the page you
are currently looking at. It can generally be found in the top header, next to the email,
search and message functionality. When you click on the icon, a print settings screen
appears. Here you can set print properties and see a preview of the printed page.

X a0t ‘Conaboraon-Dasroose P! Toobax Deno)
Print ;
FORTEST v cosem — - -
Total: 2 pages
Cancel —_— . =
[— :‘
Destination LI SaveasPDF M::_ . 1 '..
Change... e
Pages ® All ::_w ol s
Layout Portrait v - [
Paper size Ad A4 Pr— P
Margins Default v - m_.
Options Simplify page -
| Headers and footers - i
Background graphics (NSRS 00000 o

The dialogue box with print settings and a preview of the page.

Create an image
|

It's possible to create a PNG image file from most visuals in PTB, like widgets and
Gantts. Look for the = icon.

Create an image from a visual
Step 1. Click on the = icon located next to the object you wish to convert to an

image.
Step 2. A dialogue box appears. Right-click on the image and select Save image or

Copy
Step 3. Now you are able to use the image outside PTB.
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1. Right-click the thumbnail
2. Select Save or Copy Image from the menu

Trechter
Initiative
Project start-up
Execution
Project Closure
a
-
£ Q
S &
-
= o L o
Size: Costs Budget
Colour: Status
® Green
@ Yellow

Funnel widget after clicking the image button (top right corner)
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Working with Organisational Units

Within Organisational Units several basic functions are available: Navigation| 2f}, Search
[23), Reporting[ 47, Working with views[23), Working with widgets[ 3%, Document
management t[ 62, Messaglngl_éﬁ Working with roles [56), Working with the archive[ 67,
Moving items [ 56), Creating items [53), Viewing the Change Hlstoryl_fﬁ.

Organisational Units can be used to create a hierarchical structure in Principal Toolbox.
This hierarchy is \isible in the drop-down list at the top of the screen and can be used to
navigate.

The main features of Organisational Units are:

¢ Configure which modules are enabled and which currency is used in a Organisational
Unit

¢ Determine which users have which access to the Organisational Unit as a whole, or to
the enabled modules

¢ Easily rearrange the hierarchical structure by moving or merging Organisational Units

e Access all lessons learned within this (and underlying) Organisational Units

¢ Create and/or maintain models of all types

The next topics cover all relevant use cases when working with Organisational Units.

Create, move and archive OU
|

Create an OU
Step 1. In an OU, navigate to the tab Navigation, click * , a dialogue box appears:
Add a New Organisational Unit ®

Name:

Description:

Local Currency: Eure -
Managers: Bob Hotho %

Support:

Readers:

Members:

m Cancel

Dialogue box Add a New Organisational Unit

Step 2. Fill the dialogue box: name, description and roles, and click OK.

Move an OU

Step 1. In an OU, navigate to the tab Navigation.

Step 2. Select the line of the OU that you want to mowe, click Move, a pop-up appears:
Step 3. In the pop-up select the target destination and click OK.
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Archive an OU

Step 1. In an OU, navigate to the tab Navigation.

Step 2. Select the line of the OU that you want to archive, click Archive. The selected
OU will be placed in the Archive.

Step 3. Click on the tab Archive to inspect archived items or to remove them
permanently.

R&D Edit Widgets = - [} ]

Navigation Properties Documents & Knowledge Reports Models Archive

Organisational Units + Move Archive * Al Organisational U View

Name * Description

A& Development Resources van A&I Development
Division West Resources of division West
External Resources External

Non-Human resources

Add, move or archive an organisational unit.

Create an OU for Resource Management

Create an Organisational Unit
1. Navigate to the Organisation Unit in which you want to have Resource Management.

Go to tab Navigation, click in section Organisational Units + , @ pop-up
appears.

Enter data in pop-up, click OK

Navigate to the created Organisational Unit, tab Properties, click Configuration
Select Resource Management.

oD

Configure Organisational Unit ®

«~'| MNavigation

Project Management

Portfolic Management
~'| Resource Management
|:| Time Entry

Benefits

ldeas

5. Navigate to the created Organisational Unit, tab Properties, click Edit Roles;
assign users to correct role. Click Close.

Configure Resource Management
6. Navigate to tab Resource Management, click Resource Management

Configuration, a pop-up appears. Select the Non-Project Activity Set.

7. Click OK.

8. Navigate to tab Resource Management, click Edit Resources, a pop-up appears.
Add users, click OK.

Q Available Resources Q Selected Resources
Bas Hendriks - Michiel de Groot
Beb Froon Beb Hotho
Bjorn Grob Ad Supley
Coen Miert, van Berend Tel
Danny Gast, de Gerard Gerrits
Edwin Keijl Add =+ Bob Tillema
Hans Corman Erik Aalbersberg
Jan Siersma + Remove Suzanne Hardjono

Johan Hendrikx
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Note: Resource Management is often combined with Time Entry within one
Organizational Unit.

See also: Configure an OU for Time Ent[ymﬁ

Configure an OU for Time Entry

Configure the organisational unit for time entry
Step 1. Go to the tab Resource Management, click on Resource management

configuration, a dialogue box appears.

Step 2. Fill in the dialogue box: enter the appropriate Time Entry configuration,
optionally enter a minimum of hours per timesheet, select approvers and select
the appropriate Non-project activity set(s).

Step 3. Next click OK.

Note: To do this, Time registration has to be an enabled module in the OU. To do this,
go to tab Properties of the OU, click Configuration and check the box Time
registration.

Note: Approvers can only be set when your configuration is not set for automatic

approval.

Add the members who have to register time
Step 1. Go to the tab Resource management, click Edit resources, a pop-up

appears.
Step 2. In the pop-up click Add/Remove to add or remove members.
Step 3. Click OK.

Edit OU properties
|

The properties of an OU (f.e. the name) can be modified.

Step 1. Navigate to the OU you wish to edit, to the tab Properties and click #
Step 2. Edit the information and click Save

Note: It depends on your page layout and field behaviour which fields can be edited here.
See Working with page lay outs for more information on page layouts, for more
information on field configuration ask your administrator or see the QRC Custom Fields

on our support portal.
Edit OU configuration

In an OU you can (de)activate functional modules. This allows you build a fit-for-purpose
structure in the Principal Toolbox.

Edit OU configuration
Step 1. Navigate to an OU, to the tab Properties, click Configuration, a pop-up

appears:
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+~'| Mavigaticn

+~'| Preject Management
+| Portfolic Management
~| Rescurce Management
+~'| Time Entry

| Benefits

| ldeas

Local Currency: Euro -

m Cancel

Modules can be (de)activated in the OU configuration

Step 2. Use the check boxes to select which modules should be active.
Step 3. Select the Local Currency for this OU.

Note: this option is available depending on your configuration.
Step 4. Click OK.

Edit OU roles

In an OU you can define roles on OU level and on functional module level.

Edit OU roles
Step 1. In an OU, navigate to the tab Properties and click Edit Roles., a pop-up
appears:
BU West Va
(oo .

Bob Hotho Michiel Bongenaar dli All Users

Project Management Fa Partfolic Management 7

Michiel de Groot Bob Hotho

Pop-up Edit Roles on OU

Step 2. To edit roles on OU-level, click #  in the top section, in the pop-up edit the
roles.

Step 3. To edit roles on functional module level click #"in the module section, and in
the pop-up edit the roles.
Note: which modules you see depends on the configuration of the OU.

Step 4. Click OK, then click Close.

Note: To give a user a role in a functional module, he must have a role on OU-level.
Note: The user group All Users is an system group that always contains all users; if
appropriate you can use this group in the OU-role Members
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View change history of OU

Edit history of an OU can be inspected. PTB saves the date, person, type of action/
change to what object automatically.

View change history of OU

Step 1. Hower over the tab Properties of the OU of which you want to inspect the
change history. A drop-down appears.

Step 2. Click History.

Step 3. Change history of the OU is now visible.

Navigation Properties ~ Documents & Knowledge Reports Models Archive

Person Date Object Action Change

Michiel de Groot 11-Aug-2016 R&D Change Name=R&D

Michiel de Groot 11-Aug-2016 R&D Change Navigation Enabled=v"

Michiel de Groot 09-Aug-2016 R&D Change Name=Procesindustrie & Massagoed
Erik Aalbersberg 16-Jun-2016 R&D Change Name=Project Portfolio C

Erik Aalbersberg 16-Jun-2016 R&D Change Name=Projecten Portfolio C

Erik Aalbersberg 09-Jun-2016 R&D Create

View change history of OU

Navigation Properties - Documents & Knowledge

Properties

Person [ History j Object

Click History to check out change history of the OU

Working with Lessons Learned
|

Lessons learned can be saved in projects using the lessons learned log.
To sawe lessons learned, follow the next steps:

Step 1. Navigate to the project for which you want to save lessons learned.
Step 2. In the tab Dashboard, click '‘Lessons learned log' found in the log section.



Dashboard Properties Prodi
:= Logs
|I| Issue log 2
[R] Risklog 3

[a) Quality review log

Change log

Daily / Action log 2
Lessons learned log 1

[m] Minutes of meetings

The log section found in projects

Step 3. A pop-up appears. Click ¥ to add a lesson learned.

Step 4. A new row appears. Fill in the Name, Description and General Remarks about
the lesson learned. Additional fields can be added here, see Working with views

[23)

Lessons learned

+ o Save Cancel

Name Description Created Remarks
[ | Lesson 1

[J| Lesson2 -~

Quickly add lessons learned using the *

Step 5. Click Save to sawe the added items

Step 6. Once created, click on the name of the lesson learned to go to the detail page.
Here, additional information can be saved and documents can be added

Step 7. Click * to add a document or drag and drop a document in the designated
section. This can be done in lessons learned overview page and the detail page.

Note: Lessons learned can be made available on OU level when this is allowed in the
settings. Go to Setup, Configuration, Principal Toolbox. Click # and change the
value behind 'Display all lessons learned at organisational units with project
management enabled' to Yes. Click OK to save changes. A additional tab 'Lessons
Learned' will be displayed in OUs where project management is enabled. All members
can view all lessons learned from the entire enterprise.
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Setting Value

Use of PRINCEZ roles @ Full set of Roles

Allow managers and support on folders to edit No
underlying projects, programmes and folders @

Display all lessons learned at organisational Yes
units with project management enabled @

Allow lessons learned to be displayed

Working with models
|

When working with models, the following basic functions are applicable: Navigationﬁﬁ,
Search|23), Working with views| 23], Document managementl?ﬁ, Messagingmﬁ,
Working with the archive[ 67, Viewing the Change Histom@.

What is a model?

PTB works with models to give basic structure and configuration to some of its major

objects, like projects, programs or portfolios. Generally speaking, a model is a blueprint

of an object that will be copied when the actual object (f.e. Project) is created. After the
creation of the object, changes can be made to the individual objects but it will still be
connected to the model. This allows for easy and effective administration since some of
the elements in model are dynamic: this means that changes also apply to the objects
that where created by this model. Besides, the model also holds static elements, which
means that changes to these parts only apply future objects based on this model.

Models can contain configured pages, planning, product approval, documents,

automated reports. A model look like the object it is meant for (a project model looks

like a project), the only visible difference is the notification in the top blue header. See
below for a list of static and dynamic elements (this may differ for different types of
models):

e Dynamic: These changes do affect existing projects (with the same model): Property
page, existing automated reports, product approval, page layout of products, widgets,
cost and hour behaviour

o Static: These changes do not affect existing projects (with the same model): Planning,
linked resource pools and new automated reports.
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Note: When roles are assigned to users in a project model, these are not transferred to
a project!

Why work with models?

The advantages of working with models are:

e Assurance of 'standards’ which are provided by the model

o Efficiency in administration, changes in the model often also apply to objects that
where created from them.

¢ Models allow you to quickly fill your application with objects, since they are copies of
the model

¢ Different models allow for different ways of working (f.e. models for small, medium and
large projects)

Types of models
Several types of models are available in PTB:

Project models
Programme models
Portfolio models
Report models

For more information about configuring models, see the QRC Functional
Administration on our support portal or contact your system administrator.

Creating or moving models

You can create a (project) model by importing/exporting an existing model or by creating
a model from an existing object. In the example below, a model is based on a project.

Creating a model from an existing project
Step 1. Go to a folder in the module Project Management.

Step 2. In the section Projects, go to the project.

Step 3. Select the project on which you want to base the model by selecting the correct
row.

Step 4. Click Model.

Step 5. Enter the data for the model.

Create Project model

Enter name and description for the new model

Name: Iag”e I

Objective:

OK Cancel

Enter details when creating a model

Step 6. Confirm by clicking OK.

Step 7. The model is now displayed under the tab Models, in the section Project
models.

Step 8. If the project model should be available for other projects you can either export/
import the model or mowe it to the target location. The difference is that export/
import makes a copy of the model and the model is in the original location and
the new location. When moving the model, it is only available in the new
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location.

Import/export:

e Select the model in the Project Models section and click Export; Save the
file.

¢ Go to the Organisational Unit with Project Management, to the tab
Models.

e Click in the Project Models section Import, enter the data in the pop-up
screen and click OK.

Movwe:
e Select the model in the Project Models section and click Move; a pop-up
appears

e Choose the target location and click OK.

It is dependent of the project's starting location (OU and map) which models are
available. Below is an oveniew of which models are available when starting a
project. Please

note the difference between an OU and a map!

e All models that are in the map (on tab map > models).

e All models that are in the parent folders (within the OU; on the tab map >
models).

e All models that are in the OU tab models.

e All models that are in the parent OUs on the tab models.

This implies that for two locations the models are not available:

e The models that (in the same OU) are in other maps at the same lewel, i.e.
adjacent maps (on the tab map > models).

e The models that are in the folders of parent OUs (on the tab map > models).

Note: This way of working also applies for other types of models.
Note: When making adjustments to a Project Model:

e These adjustments do affect existing projects: property pages, existing
automated reports, approvals of products, custom layouts of products,
widgets behaviour costs and hours.

e These adjustment do not affect existing projects: staging/planning, linked
resource pools, new automated reports.

Note: When roles are assigned to users in a project model, these are not transferred to

a project!
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Working with Portfolio Management

Within the Portfolio Management module sewveral basic functions are available: Search

[22), Messagingl 68), Navigation[ 29, Working with widgets[3f, Working with views| 23),
Working with the archivel 67, Viewing the change history.[68 Working with roles| 58),
Document management| 62).

The Portfolio Management module allows you to manage portfolios:
1. Are we doing the right things?

2. Are we doing them in the right way?

This module supports the process 'from not-yet-started project to project close' from the
portfolio point of view. A portfolio can contain initiatives ('not-yet-started' projects),
projects and programmes. The Portfolio Management module supports scenario planning
(selecting the best possible set of projects), and managing a portfolio (start, monitor and
manage all initiatives, projects and programme on all relevant aspects, report on the
portfolio). For managing benefits see the related topic Working with Benefits | +sal,

Doing the right things is supported by analysis of portfolio items based on for example
priority, impact and strategic alignment. Custom fields can be used to hold relevant data.
Doing all projects together in the right way is supported by the reporting cycle between
portfolio's and projects. This gives the portfolio manager the opportunity to manage
projects on highlights and dependencies, based on the input of project managers.

The main features of the Portfolio Management module are:

o Create multiple portfolios and group projects as you see fit. For example: group
projects by sponsorship, by strategic goals, by business unit, or otherwise.

¢ Plan, manage and report on portfolio's on all relevant aspects.

e Use Custom Dashboards to view and report on any group of projects, irrespectively of
the grouping in portfolios.

¢ Create and share widget based reports with your stakeholders. These reports can be
viewed in an mobile app without having to log in to Principal Toolbox.

The next topics cover all relevant use cases when working with Portfolio Management.

Working with the Portfolio Management Dashboard
|

The Portfolio Management Dashboard is the highest level of the Portfolio Management
module. This dashboard shows all portfolios and custom dashboards in which you have
a role.

The main features on the Portfolio Management Dashboard are:
? Navigate to your portfolio or custom dashboard.

? Report on all information in all your portfolios.

? Create, mowve or archive a portfolio.

? Create or archive a custom dashboard.

? Create a portfolio model from a portfolio.
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Project Portiolio A Edit Widgels =
Project Management Portfolic Management Benefits Ideas Properties Documents & Knowledge Reports Is Archive
114 Automated Reports rd Portfolios CreajaModel  Move  Aaghive  * ANlportiohos e
CHESELE o @ o "‘"'@ @ @@
Portiolios Collaboration . Ad Supley
Sub-portfobo; collabor ation
Portfolio ltems
Operational Excellence ] Liza Marke van Esch, Rosl
ter Maat
Flan Rems Sub-Porticko: Operational Excellance
Dependencies
Custom Dashboards + Archive Custom view View
Custom Dashbaards
Hame * Status Owners
S5URS
Overall Dashboard [ ]
Risks

Quality reviews

The Portfolio Management Dashboard

What you see on the Portfolio Management Dashboard
A list of portfolios in which you have a role.

A list of custom dashboards in which you have a role.

A report section where you can report on any information in your portfolios.

Click * to create a new portfolio (Note: option available depending on your role).

Select a portfolio row and then click Create Model to create a portfolio model based

on an existing portfolio (Note: option available depending on your role).

6. Select a portfolio row and then click Move to move a portfolio to another location
(Note: option available depending on your role).

7. Select a portfolio row and then click Archive to mowe a to the archive (Note: option
available depending on your role).

8. Click Edit Widgets to add widgets in the top section of the dashboard. See Working

with widgets[3h.
Create, move or archive a Portfolio

ok 0N =

Create a portfolio (Note: option available depending on your role)
Step 1. Navgate to the tab Portfolio Management.

Step 2. In the section Portfolios, click * , a dialogue box appears.
Step 3. Fill in the dialogue and click OK.
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Add Portfolio

@ Create a new portfolio. State name, description, the initial status and select the

portfolio model for the new portfolio. The portfolio model defines field configuration,
page layout and reporting models.

Portfolio Properties

Name:
Description:
Status:

Status Description:

Portfolio Model: Portfolio Model ¥

oK Cancel
Dialogue box create a portfolio

Move a portfolio (Note: option available depending on your role)
Step 1. Navigate to the tab Portfolio Management.

Step 2. In the section Portfolios, select a portfolio row and click Move, a dialogue box
appears.

Step 3. In the dialogue box, select the Organisational Unit and the folder and click OK.

Move Portfolios x

(D) Selected Portfolios
» Relocation Portfolio

/& Moving objects can take a long time and will move all entries with it.

Organisational Unit: * --

* Reguired field

m Cancel

Dialogue box move a portfolio

Archive a portfolio (Note: option available depending on your role)

Step 1. Navigate to the tab Portfolio Management.

Step 2. In the section Portfolios, select a portfolio row and click Archive, a pop-up
appears.

Step 3. In the pop-up click Archive, the portfolio is now moved to the tab Archive.
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® Are you sure you want to archive the selected Portfolios?

« Relocation Portfolio

Dialogue box archive a portfolio

Create or archive a Custom Dashboard

Note: Custom Dashboards are only visible when activated in the configuration.

Create a Custom Dashboard (Note: option available depending on your role)
Step 1. Navigate to the tab Portfolio Management.

Step 2. In the section Custom Dashboards, click * , a dialogue box appears
Step 3. Fill in the dialogue and click OK.

Add Custom Dashboard

@ Create a new custom dashboard. Please state the name, description and the initial status
for the new portfolio

Properties

Name:
Description:
Status: — v

Status Description:

OK Cancel
Dialogue box create a Custom Dashboard

Step 4. To define which projects are shown in this Custom Dashboard click Set
Dashboard Filter, a dialogue box appears.
Step 5. In the dialogue box define the filter(s) to show the correct set of projects, click

OK.

Step 6. Click Edit Roles to give users access to the Custom Dashboard. See Working
with roles/58).
e |

Add filter for: Portfolio Items

Field Condition Value
Complexity - -
High
Low

Medium

Dialogue box Set Dashboard Filter

Archive a custom dashboard (Note: option available depending on your role)

Step 1. Navigate to the tab Portfolio Management.

Step 2. In the section Custom Dashboards, select a Custom Dashboard row and
click Archive, a pop-up appears.

Step 3. In the pop-up click Archive, the Custom Dashboard is now mowved to the tab
Archive.
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® Are you sure you want to archive the selected Custom
Dashboards?

« Strategic Projects

Dialogue box archive a Custom Dashboard

Create a Portfolio Model from a Portfolio

In Principal Toolbox all portfolios are based on a portfolio model. A portfolio model
defines the behaviour of a portfolio:

¢ The field configuration

¢ The financial configuration

The page lay-out of portfolio items

The available report models

The available Automated Reports

In a portfolio it is possible to deviate from the behaviour of the portfolio model. And then,
it is possible to save that changed behaviour as a new portfolio model. This new model
can then be used when creating a new portfolio.

Note: it is also possible to create new portfolio models by exporting and importing an
existing portfolio model (at the tab Models).

Create a portfolio model from a portfolio (Note: option available depending on your role)
Step 1. Navigate to the tab Portfolio Management.

Step 2. In the section Portfolios, select a portfolio row and click Create Model, a
dialogue box appears.

Step 3. In the dialogue box, enter a name for the portfolio model and click OK; a
portfolio model is now created in the tab Models.

Working in a Portfolio
|

Within portfolios several basic functions are available: Search[ 23, Messaging@,
Working with widgets [3h), Working with views|[23), Working with roles [56), Viewing the
change histom@, Working with the archive[ 67, Document managementla.

The main features of working in a portfolio are:

¢ Plan, manage and report on your portfolio on all relevant aspects.

¢ Hawe projects and programmes report to your portfolio

¢ Create and share widget based reports with your stakeholders. These reports can be
viewed in an mobile app without having to log in to Principal Toolbox.

The next topics cowver all relevant use cases when working with portfolios.

Starting an Initiative

A portfolio can contain different kinds of portfolio items: initiatives, projects and
programmes. Initiatives are 'not-yet-started-projects' and can be used in the portfolio
selection process.

Starting an initiative
Step 1. Navigate to your Portfolio

Step 2. In the section Portfolio Items, click ¥ , a dialogue box appears:
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Name:

Objective:

Owner: - -
Managers: - -
Selected: (i) v

Create: (@ Intiative

( ! Project

: ! Programme

* Required field

m Cancel
Step 3. Enter the details:
= Name: the name of the initiative
= Objective: the objective of the initiative
= Owner: this user gets access to the initiative, without getting access to the
entire portfolio
= Managers: the intended project or programme manager
= Selected: check box to make the initiative appear in the active portfolio (see
Using scenario planning on a poﬁfolio@)
= Create: select Initiative
Step 4. Click OK, the initiative is created and appears in the portfolio.

Note: it is also possible to start an initiative from an idea, see Starting an Initiative from
an Ideal b\

5.2.2  Starting a Project from an Initiative

It is possible to start a project from an initiative. By applying a Project Model an initiative
is transformed into a project.

Starting a project from an initiative
Step 1. Navigate to a portfolio and click on the name of the initiative to open the details
page.
Step 2. On the top of that page click Start Project, a dialogue box appears:
Start Project / Programmme %

Create: @ Project

) Programme
Start Date: (i) 01-Mar-2015
Organisational Unit: * (Orrganisatien -
Folder: * -- -
Project Model: * - v
Project Managers: * Bob Hotho -

* Required field
m Cancel

Step 3. Enter the details:
= Create: check the option Project to create a project.
= Start Date: mowes the planning in the Project Model (if available) to this date.
= Organisational Unit: select the Organisational Unit in which to start the
project.
= Folder: select the Folder (within the selected Organisational Unit) in which to
start the project.
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= Project Model: select the Project Model to be used for the project.
= Project Managers: select the Project Manager for the project.

Note: See Creating or moving models[8M to see the details of which models are
available at selection and how to change this if necessary.

Step 4. Click OK, the project is created and appears in the designated Folder.
5.2.3  Starting a Project

In a portfolio you can create new projects. By applying the appropriate Project Model the
project manager gets a 'quick start'.

Starting a project

Step 1. Navigate to your portfolio and click * in the section Portfolio Items., a
dialogue box appears.

Step 2. Under Create, select Project to expand the dialogue box:

New Portfolio ltem ®
Name:
Objective:
Owner: - -
Managers: * - -
Selected: (1) 7
Create: Initiative
@ Project
Frogramme
Start Date: (1) 03-Aug-2016
Organisational Unit: * Organisation hd

Folder: * - -

Project Model: * - -

* Required field
B3 conce
Step 3. Enter the details:

= Name: the name of the project

= Obijective: the objective of the project

= Owner: this user gets access to the portfolio-item (but not to the project!),
without getting access to the entire portfolio

= Managers: the project manager

= Selected: check box to make the initiative appear in the active portfolio (see
Using scenario planning on a portfoliol 95))

= Start Date: mowes the planning in the Project Model (if available) to this date.

= Organisational Unit: select the Organisational Unit in which to start the
project.

= Folder: select the Folder (within the selected Organisational Unit) in which to
start the project.

= Project Model: select the Project Model to be used for the project.

Note: See Creating or moving models[8M to see the details of which models are
available at selection and how to change this if necessary.

Step 4. Click OK, the project is created and appears in the designated Folder.
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Working with Portfolio Items: the Portfolio Item Card

Within portfolio items several basic functions are available: Search(22), Messagingla,
Working with widgets [3h, Working with roles [58), Viewing the change history|[63),
Document managementl?z'ﬁ.

A portfolio can contain different kinds of portfolio items: initiatives, projects and
programmes. The portfolio item card shows relevant information on a portfolio item. The
portfolio item card can be used for a 'quick view' and for editing information.

Portfolio Item: Project Xpenence Vi Close Edit Project Reference
Cwverview Financials °

@n@

i 166425 Create Date: 28.J an-216

Hame: Froject Xperience Creator: Bob Hotho

Remarks: Owner: Peter Karslen

Project Board . Executive: Erik Aalbersberg Expected start date: 01-New-2016

Managers: Boib Hotho Expected end date: 15-May-2017

Budget: € 120,000.00

Statuis: ™
Documents + =+ Note

Name Description Revislon Pubhlished Publisher

Drag documents here or click fo add

A Portfolio Item Card

What you see on a Portfolio ltem Card

1) Tab Overview: view and/or edit portfolio item information (as defined in the Portfolio
Model. See Working with Models @).

2) Tab Financials: view and/or edit financial information using the financial grid (as
defined in the Portfolio Model. See Working with Models| 83).

3) Click to edit information on the portfolio item card.
Note: which fields can be edited depends on your role and on the field configuration
(as defined in the Portfolio Model. See Working with Models| 0Y).

4) See Edit the Project Referencel 921

5) Contents of the portfolio item card (as defined in the Portfolio Model. See Working
with Models | 8d)).

6) Section for adding documents to the portfolio item. See Document Management| 62

The next topics cover use cases when working with the portfolio item card.

View/edit information on the Portfolio Item Card

The portfolio item card shows relevant information on a portfolio item. Which information
is shown is defined in the Portfolio Model. See Working with Models| 88

View/edit information on the Portfolio Item Card

Step 1. Navigate to the portfolio item card (e.g. in a portfolio, click the portfolio item
name), to the tab Overview.

Step 2. Click to edit information on the portfolio item card.
Note: which fields can be edited depends on your role and on the field
configuration (as defined in the Portfolio Model. See Working with Models[8d).).
Note: field marked with a * are required fields. Pages with required fields can
only be saved when those fields have been entered.

Step 3. Edit the information you want and click Save.
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Note: It is also possible to edit information on portfolio items directly in the portfolio
dashboard. See Working with views|[ 23\,

View/edit financial information on the Portfolio Item Card
The tab Financials of a portfolio item card shows the financial information of a portfolio

item. Which information is shown and which information can be edited by whom is
defined in the Portfolio Model. See Working with Models| 8o,

Portfolio Iltem: Project Xpernence

Overview Financials
—

Finance in Euro (€) Fd
o Poi als [of] Precedmg Period [ Cumvend Period [3f] Time scale columns [f] Succeeding Period E 2
] B ual [f] Forecast EAC [7] Estmate Variance Forecast start date: 01-Jam-201¢
Preceding Period Current Period Succeeding Period
Partfolio ltem Totals < 1B e Total =216
Category % Budget Actual Forecast Budget Actwal Actusl Forecast Budget Forecast Budget Forecast

Filfter by

Capex 37,000 37,000 25000 25000 25000 12,000 12000

Opex 33,000 33,000 25000 25000 25000 &, 000 B.000
70,000 70,000 50000 50000 SO00000 20000 20,000

Portfolio Item Card, tab Financials

What vou see on the tab Financials of a Portfolio ltem Card
1) Select which columns you want to see.

2) Click # to edit the financial information. Which information you can edited is
defined in the Portfolio Model. See Working with Models| &d.

3) Financials per type per period per category. Which information is shown is defined in
the Portfolio Model. See Working with Models [80).

4) Designation of the currency used in the financial grid.

5) The Financial Categories in use for this portfolio item (as defined in the Portfolio
Model. See Working with Models| 8d)).

View/edit financial information on the Portfolio ltem Card

Step 1. Navigate to the portfolio item card (e.g. in a portfolio, click the portfolio item
name), to the tab Financials

Step 2. Click # to edit information in the financial grid.
Note: which information can be edited depends on your role and on the financial
configuration (as defined in the Portfolio Model. See Working with Models Wﬁ).

Step 3. Edit the information you want and click Save.

Note: It is also possible to edit financial information on portfolio items in the financial grid
of the portfolio. See Managing financials in a Portfoliol 98).

Edit the Project Reference

Depending on the configuration of Principal Toolbox, projects and programmes can be
started from a portfolio and/or from a folder. If you start a project or programme from a
folder, it does not exist in any portfolio. If you start a project or programme from a
portfolio it will be linked to a portfolio item. That link is called the Project Reference.

If you started a project or programme from a folder and you want to add it to a portfolio,
you have to edit the project reference.

Step 1. In the appropriate portfolio, start an initiative. See Starting an Initiative[ 88).
Step 2. Navigate to the portfolio item card and click Edit Project Reference, a



5.2.5

5.2.6

5.2.7

FORTES®

dialogue box appears.
Step 3. Fill in the dialogue box to select the appropriate project or programme and click
OK. The project or programme is now linked to the portfolio.

Note. This function is available depending on your role.

Move a Portfolio Item to another Portfolio
You can mowe a portfolio item to another portfolio. See Moving ltems|[56).
Archive a Portfolio Item

You can move portfolio items to the portfolio archive. See Working with the archivel 671
Moving portfolio items to the archive is typically done to define which of the closed
projects and programme are still visible in the Portfolio Dashboard and in Automated
Reports.

Note: Whether you see archived projects and programmes in the financial grid of the
portfolio depends on the financial configuration in the Portfolio Model. See Working with
Models| 80,

Note: Projects have to be archived in the portfolio separately from archiving in the folder.
This is because archiving in a portfolio or folder is usually done form a different
perspective.

Send and monitor a report request to Projects/Programmes

From a portfolio you can send a request to projects and programmes to report on e.g.
their status and financials. With this function you can ascertain that (specific) project
and programme information can only be updated on the portfolio side through a request.
The portfolio manager can monitor if or when the project and programme managers have
updated the concerning information.

Sending a report request to project and programme managers
Step 1. Navigate to a portfolio. In the section Portfolio Items select the rows of the

projects and programmes you want to send the report request to.
Note: use Ctrl or Shift to select multiple rows.
Note: to select all rows in the view, do not select any row.
Step 2. In the section Portfolio items, click Send report request, a dialogue box
appears:
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':i:'Send a report request for the selected projectis)

« Programma RIPPIT
« Project Omegs
« Project Xperience

Forecast start date: January | 2016 -
Report Model: Een ander rapportagemodel hd
Due date: 05-2ug-2016

Request Remarks:

Send notification by e-mail:

m Cancel

Step 3. Enter the Forecast start date, select the appropriate Report Model and enter
a Due date. Optionally enter Remarks and check whether you want to send a
notification by email or not.

Note: Depending on your role you can change and or create Report Models.
See Working with Models| 3.

Step 4. Click OK, the request is now send.

Step 5. The project and programme managers can edit the information in the report
request and publish it to the portfolio

Step 6. The portfolio manager can monitor the status of all requests.

Monitoring a report request
A portfolio manager can monitor the status of his report requests in the section

Portfolio Items by selecting a view that contains the fields 'Report Status' and 'Last
Published On'. The field Report Status will show one of the following symbols:

. 9 the report request is past the due date, but hasn’t been published yet.
e + =the report request has been published to the portfolio.
o Z =the report request has yet to be published (but is not yet overdue).

5.2.8 Save a version of the Portfolio

You can save a portfolio as a version. A version will contain all portfolio information as is
was at the moment of saving. Versions can be used in for reporting purposes.

Saving a version of a portfolio
Step 1. Navigate to a portfolio. In the section Portfolio Items select the rows of the

portfolio items you want to include in the version.
Note: use Ctrl or Shift to select multiple rows.
Note: to select all rows in the view, do not select any row.
Step 2. In the section Portfolio Items click Save Version, a dialogue box appears.
Step 3. Enter a name, optionally add remarks and click OK. The portfolio version is
created and is shown in the section Previous Versions.

Note: to view a portfolio version, in the section Previous Versions click on the name of
a version.

Note: to report on portfolio versions in views, change the Saved filter: use 'Saved=yes'
for reporting on portfolio versions, remove the filter Saved entirely for reporting on both
portfolio versions and the current portfolio.
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5.2.9 Reporting on a Portfolio

See the basic function Mm for help with reporting on a portfolio.
5.2.10 Edit roles on a portfolio

See the basic function MM@ for help editing roles on a portfolio.
5.2.11 Edit name, status and description of a Portfolio

General properties of the portfolio can be easily changed.

Step 1. Navigate to the relevant portfolio, to the tab Properties, and click .
Step 2. Edit the fields and click on Save.
Note: which fields are available depends on your configuration.

Portfolio: Demo Portfolio

Dashboard Properties Scenario Planning Financials Portfolio Gantt Documents Dashboard Report Archive

Name: Demo Portfolio
Description:
Status: ®

Status Description:

The tab Properties of a portfolio
5.2.12 Using Scenario Planning on a Portfolio

Principal Toolbox supports scenario planning for portfolios. You can set a value to
maximise and you can add multiple constraints. You can calculate the best fitting
scenario and you can manually create scenarios. A bubble chart and a timeline chart
can be configured to visualise the scenarios.

Preparing for Scenario Planning
Step 1. Configure the Bubble Chart and the Timeline Chart. See Working with Widgets

[3h,
Step 2. In the section Portfolio Items click Set Columns to determine which
information to show here.
Step 3. Configure the Maximise/Constraints widget:
= Click Configure to enter which value to maximise and to enter one or
multiple values as a constraint, click OK.
= For each value double click the bar to enter a target value

Maximise m [ Configure
Benefits

1.0m I——

Constraints

Costs Budget
950.0 M— |

Risk score

110

Estimated IT hours

1.1 I—

The Maximise/Constraints widget
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Calculate the optimal scenario
Step 1. Perform the actions as described under Preparing for Scenario Planning.

Step 2. In the Maximise/Constraints widget click ® to calculate the optimal scenario
based on the entered criteria. If target values are met the value bar will show
blue, if not it will show red.

Step 3. View the results to see which portfolio items are selected and which are not.

Step 4. Optionally click ® {0 set a baseline for later reference.

Manually change/create a scenario

Step 1. Perform the actions as described under Preparing for Scenario Planning and
Calculate the optimal scenario.

Step 2. In the section Portfolio Items drag and drop items between the sections
Selected Portfolio Items and Unselected Portfolio items.

Step 3. View the results in the widgets at the top of the screen.

Save a scenario for later use

Step 1. If you want to save a scenario for later use or for reporting, click Save
Scenario in the section Portfolio Items, a dialogue box appears.

Step 2. Enter a name for the scenario or select an existing scenario to overwrite and
click Save Scenario.

Apply a scenario to the portfolio

Step 1. Create a scenario or select one In the section Portfolio Items.

Step 2. Click Apply to Portfolio to apply the scenario: as a result only the selected
portfolio items will be visible in the portfolio.

Note: to report on not-selected portfolio items in views, change the Selected
filter: use 'Selected=no' for reporting on not-selected portfolio items, remowve the

filter Selected entirely for reporting on both selected and not-selected portfolio
items.

Note: the scenario planning function is available depending on your configuration.
5.2.13 Manage financials on a portfolio

The financials of a portfolio can be managed on the tab Financials. What you actually
see and what you can edit depends on the financial configuration in the Portfolio Model.
The tab financials could look like something like this:

Portfolio: Demo Portfolio (NL) Finance Configuration Set Current Period [+]
Dashboard Properties Scenario Planning Financials Portfolio Gantt Documents Dashboard Report Archive Po arm DEMO

@ The finance overview for the portfolio shows information on budgets, ac!{ )d 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 funtion. Note that the portfolio-item totals summarise all available information (no restriction on dates).

Finance i Euro (€)

/
] Portfolio Item Totals (] Preceding Period [] Current Period [] Time scale columns [¥] Succeeding Period + = B Selectcolumns to display @

V] Reserved [¥] Budget [¥] Actual [#] Committed [] Forecast [¥] EAC [¥] Estimate [] Variance

Portfolio Item Totals .E : 2017 .I

Total
Tyi Portfolio tem > Category % Forecasts' 5 LastPublic  Reserved Budget Actual Committ Forecast EAC cast Reserved Budget Actual Committ Forecast Estimate Variance Reserved Budget Committ Fo

Fiter by.
[= @ Apolio Project Nov 01,2015 Nov 04,2015 12,000 17,000 12702 4005 5000 14707 12000 17,000 12701 4003 5000 14700 2300
[= - Logiquick Project Nov 01,2015 Aug 14,2015 75,000 75,000 75,000

i Hardware 25,000 25,000 25,000

- Software 50,000 50,000 50,000
[= G- Procedure change implem Nov 01,2015 Aug 14,2015 7,500 7,500 7,500
= @~ Programme management Nov 01,2015 Sep 07,2015 1,410 96( 1,410 960  -960
[= @ Standaard Implementatiep Nov 01,2015 Aug 14,2015 7,500 7,500 7,500
@ @~ Testprogramma petra
(= [ Testproject1 Nov 01,2015
[E - Uitrol procesorganisatie HI Nov 01,2015 Aug 14,2015 16,000 16,000 16,000
(= - Venus Project Nov 01,2015 Aug 14,2015 155,000 165,000 155,000
12,000 278000 14,112 4005 5000 15661 12,000 278000 14,111 4003 5000 15660 262,340 @
K »

The tab Financials of a portfolio
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What you see on the tab Financials of a portfolio
1. The tab Financials shows the financial information of the portfolio.

2. What you see is defined by the financial configuration in the Portfolio Model.
Depending on the configuration and your role you can click Finance Configuration
to view and/or change the financial configuration of the portfolio:

= Adjust the time scales of the current, preceding and succeeding financial
periods.

= Adjust the behaviour of the financial types

= Adjust the forecasting process.

= Adjust the available financial categories.

Please consult you administrator before making any changes to the financial
configuration.

3. Set the current financial period, indicated in yellow in the grid below. This should be
manually done each calendar or book year.

4. Click # to edit the financial information. Which information you can edit depends
on the financial configuration. Note that financial information can be edited only on
category lewel.

5. Use these check boxes to determine which columns are shown in the financial grid.

6. Click on the + symbol in front of the project name to unfold the financial categories.
This is the level on which you can edit information.

7. Archived projects are usually shown in red - again depending on the financial
configuration.

8. The section Portfolio Item Totals shows financial information summed over all
periods.

9. The financial information of the current financial period is shown in yellow.

10. This section shows financial information for successive financial periods.

11. The bottom row of the financial grid shows totals per column. Use the scroll bar to
view the entire grid.

Note: see the QRC Financial Configuration on our support portal for detailed
information about financial types and configuration options.

5.2.14 Working with the Portfolio Gantt
The Portfolio Gantt displays the planning of all portfolio-items in the portfolio. The legend

indicates which items have which colour. This topic describes the functions of the
Portfolio Gantt.

Gantt

BBNNRVNBRNEBNRER

The Portfolio Gantt in edit mode

The main functions of the Portfolio Gantt are:
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1. Click on the * at the top of the first column to create a new Initiative. You can
enter the name and planning directly in the Gantt.
Note: you can edit information of Initiatives directly in the Gantt.
Note: this function is only available in edit mode; click to switch to edit mode.
2. You can use click/drag/drop to enter dependencies between portfolio-items;
alternatively you can select two portfolio-items (by using the check box in the first

=2

column) and then click the icon on the top left of the Gantt.
Note: right click a dependency to edit it; alternatively can select a portfolio-item
(with the check box) and then click the > icon on the top left of the Gantt.
Note: these functions are only available in edit mode; click to switch to edit
mode.
Note: dependencies between portfolio-items are set independently from
dependencies between projects.
3. Click View and then:
. click Columns, a pop-up appears: select which columns to show and click
OK.
o click Save as.. to sawe a view for later use; the view will become available in
the drop-down that shows the view name.
) click Mange views to delete saved custom views.
) click Show critical path to display the critical path in 'red’ (if there is one).
4.  There are sewveral options to work with columns:
) use drag and drop the change column widths and to change the order of
columns.
) click and drag the divider left of the Gantt bars to slide the Gantt bars 'over'
the columns.
) drag a column to the right of the divider to always keep it in view.
. use the filter field at the top of the columns to filter rows.
Note: the filter works on some but not all field types.
5. Click B to print the Gantt as a PDF.
Click = to create an image of the Gantt.
Click ® - to zoom in/zoom out; alternatively left-click/right-click the date header
above the Gantt bars.

Create a Dashboard Report

In a portfolio on the tab Dashboard Report, you can freely use widgets to visualise the
portfolio in many ways. The resulting dashboard can be used for monitoring the portfolio
and can be shared with stakeholders via the Principal Toolbox App (see Send the
Dashboard Report to mobile devices of Stakeholders| 99)).

Create a Dashboard Report
Step 1. Navigate to a portfolio, to the tab Dashboard Report.

Step 2. Click and then II to add widgets: 'empty' place holders are added to
Dashboard Report.

Step 3. Click Choose your widget to determine each widget.

Step 4. Per widget click Configure to configure the widget. See Working with Widgets
[

Step 5. Drag, drop and re-size the widgets on the page.
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Step 6. When you're finished, Click Save.

Demo Portfolio (NL)

Dashboard  Properties - Scenario Planning  Financisls  Porfiolio Gantt  Documents  DashboardReport  Archive  Portfolio Gantt DEMO o o

Funnel E e nfgure 1} Projectbudget en status. @ e Configure ']

Inkiative
Project start-up

Execution
Project Closure

Funnel

qQ
(o Wwiager) =

(sandbox) Data Mining Wiaget [ P

Bar Chart
Bubbie Chart - Totai: 122,000.00
Bubet Chart
g Fume
Projectkaart B ¥ ¥ e otgro 1]
Gauge
- ™, i Harmbirg -7 Image ana Text
/ Groningen
( o remen -
o /i
) criand Hanngver
. Eiginde O Hisesheer
/ orerany, e, 5 | Wit Bt
wmegen
7 et Qreren
! S # B e - Deutschiand
Dusseldort
KB pen

The tab. Dashboard Report

What you see on the tab Dashboard Report

1) click I to add widgets.

2) Click Choose your Widget to determine the type of widget.
3) Click Save or Cancel to save or cancel changes.

5.2.16 Send the Dashboard Report to mobile devices of stakeholders

You can send the Dashboard Report to the Principal Toolbox App. Your stakeholders
can view the report on their mobile device.

Overall Dashboard

Dashbaoard Proparies - Ponfolio Gantt Documents Dashboard Report

Fie Chart Filer  Configure Fortfolio Items
M Green W Add Column Weergave «
I Crange
Name Managers Current Stage Status Budget

[] Audicconferencing Remco Vierkant Fase & Closure L ] 80,000
[] Extranet/DMZ - Fase 2 Peter Karsten Fase I |deas L ] 75,000
[] Identity & Access Management  Blarian Nieki Fase 2- ldeas ® 10,000
[] Local area network connectivity o Rings Fase 4 Buid / Test [ ] 15,000
[] Search Technology Eric Befjer Fase J: Feasabilty [ ] B85, 000

Custom Dashboard, tab Dashboard Report

Notifying Stakeholders

Step 1. In a portfolio, navigate to the tab Dashboard Report, click on Notify
Stakeholders, a dialogue box appears.

Step 2. In the dialogue box enter remarks and add the stakeholders, click Notify
Stakeholders; the notification is sent.
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Notify Stakeholders

Recipients

Q) Avaiable Users Q [Selected Recipients
Chris Kramer Marian Nield
Pelra Diksira

Riobin Pronk

Notily Stakeholders Cance

Working in a Custom Dashboard

In a Custom Dashboard several basic functions are available: Search[23), Messagingl@,
Navigation[ 29, Working with widgets| 3%, Working with views| 23), Working with the
archive[ 67, Viewing the change history.[ 681 Working with roles[ 56], Document
management] 62\

Custom Dashboards can be used to view and report on any group of projects,
irrespectively of the grouping in portfolios. Custom Dashboards are read-only. For more
information in creating and archiving Custom Dashboards, see Create or archive a
Custom Dashboard[ 87\

The main features of Custom Dashboards are:

¢ Give anyone read-access to any selection of projects, independent of your portfolios.

¢ Create and share widget based reports with stakeholders of any selection of projects.
These can be viewed in the mobile app.

Custom Dashboard: Strategic Projects Edit Roles Set Dashboard Filler Edit Widgets

Dashboard ~ Properties - Portfolio Gantt  Documents  Dashboard Report

12 Automated Repdrts & Portfolio Items Al Projects @ View
A eeparte I @I Name @ Report Status  Last Published On  Current Stage Progress Status  Folder

@ Cloud Computing

Portfolio tams
Pian kems = Organisational Change Programme b4 - Idendtying a a Enterprise Content
: Frogiamime Management
S [® Audioconferencing z 10-Hew-2011 Fase 6 Closure B ® Unified
Communications
Risks
[= Extranet ] DMZ - Fase 2 [ ] 01-Hov-2011 Fase 2 leas [ | [ ] Unified
Communications
Quality reviews
' [Z Miring of IT staff z - Project start-up a * Operational Excelence
Changes
[Z Identity & Access Management ) 29-May-2015 Fase 2 ldeas a L] Unified

The Custom Dashboard Dashboard

What you n th m Dashboard Dashboard

1. Click Edit Roles to give users access to the Custom Dashboard.

2. Click Set Dashboard Filter to define which projects are shown in this Custom
Dashboard.

3. The list of projects that are shown in this Custom Dashboard.

4. Use views to define what information is shown on screen. See Working with views| 23}
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5. Click Edit Widgets to add widgets in the top section of the dashboard. See Working

with widgets|[ 31l
6. A report section where you can report on any information in the Custom Dashboard.

The next topics cover all relevant use cases when working with Custom Dashboards.
Working with the Gantt (referral)

The Gantt in a Custom Dashboard works the same as the Gantt in a portfolio. The one
difference is that a Custom Dashboard is 'read only": the edit functions that are available
in the Portfolio Gantt do not apply. See Working with the Portfolio Gantt[ 97,

Create a Dashboard Report (referral)

The Dashboard Report in a Custom Dashboard works the same as in a portfolio. See
Create a Dashboard Report[ 981.

Send the Dashboard Report to mobile devices of stakeholders (referral)

Sending the Dashboard Report to mobile devices from a Custom Dashboard works the

same as from a portfolio. See Send the Dashboard Report to mobile devices of
stakeholders| 99\
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Working with Project Management

Within the Project Management module several basic functions are available: Navigation
[2R), Searchl22), Reportingl 47, Working with views[ 23}, Working with widgets[37,
Document management|62), Messagingl 68), Working with roles[ 58], Working with the
archivel 67, Creating items| 53), Viewing the change history[ 68\.

The Project Management module allows you to manage projects: doing the project right!
The module supports project teams 'from project start to project finish'.

The main features of the Project Management module are:

e Use folders to group projects

¢ Plan, manage and report on projects in time, resources, money, risks, quality, issues,
scope and more

¢ Deviate from the project model configuration if necessary, i.e. set project specific role
permissions

¢ Publish project information to the portfolio

The next topics cover all relevant use cases when working with Project Management.

Working with the Project Management dashboard
|

The Project Management Dashboard is the highest level of the Project Management
module. The main features on the Portfolio Management Dashboard are:

? Navigate to a folder.

? Report on all information in all your projects.

? Create, mowe or archive a folder.

BU West
Project Managemeant Properties. Lessons Learnad Documents & Knowledge Reports Models Arcl
112 Automated Reports rd

B Fropcts Overview

@ e T nagers
I Reports Business projects Bob Hotho Erik Aabersberg @

Customer Projects Bob Hotho

Rizk
The Project Management Dashboard

What you see on the Project Management Dashboard
1. The section folders, where you can view create, mowe, archive or navigate to folders
on this lewel:

= Click * to create a new folder (option available depending on your role). See
Create a Folder| 23\

= Select a folder row and then click Move to move the folder to another location
(option available depending on your role). See Move a Folder| 123

= Select a folder row and then click Archive to move the folder to the archive
(option available depending on your role). See Archive a Folder] 1.
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2. The section Automated Reports, where you can run or create Automated Reports
(option available depending on your role).

3. The section Reports, where you can report on any information in projects (option
available depending on your role). See Working with views [23)

4. Click Edit Widgets to add widgets in the top section of the dashboard. See Working

with widgets[3f.
Working in a Project

Within projects several basic functions are available: Searchl 22, Messagingl 6€),

Reporting[ 47, Working with widgets[ 39, Working with views[ 23}, Working with roles| 56},
Viewing the change history[ 68, Document management|62).

The main features of working in a project are:

¢ Plan, manage and report on your project on all relevant aspects.

¢ Apply project specific configuration, i.e. set project specific role permissions.
e Publish project information to the portfolio.

Project Project Xperence Frlit Rolens Pack Propct (ke Propect |mage i Whdgets

BOJOJO/OXO @@@

m@
B sk g Sering 2P nu-ﬁ-n s
[ Chalty revies log W\um
B Change og S N
(3] Dw b
Product Checklist
L] Le
& wn

Hi el = =1 MPuAREd FiRdl Flhhted Feftbn
4. Projest Kpsmence

= Owder Administr - Cpilaitae
@ Coters =

1l Avtomated Reports F

The project dashboard

S MRWET R

What you see on the Project Dashboard

1. The section Logs, where you can create and manage log-items (available logs
depend on your configuration). See Working with Logs [52)

2. The Order log, where you can create and manage orders (option available depending
on your configuration). See Working with the Order logl 2.

3. The section Automated Reports, where you can run or create Automated Reports
(option available depending on your role). See Working with Automated Reports [47,

4. The Product Checklist gives a quick view of the project planning. The project
manager can limit what is shown here by applying an filter (click on Filter).

5. On the tab Properties you can view and edit project information. See Edit the
Properties of a Proiectmf'ﬂ.

6. On the tab Product Breakdown you can view the product breakdown as defined in
the Gantt.

7. On the tab Planning you can view and edit the project planning in time, costs and
resources. See Planning a Proiectm.
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8. On the tab Financials you can view and edit the financial grid, showing all project
financials plotted over time (depending on your configuration). See Managing Costs
with the Financial Grid[ 23

9. On the tab Resource Management you can request hours, approve hours and set
project specific hour rates. See Manage the Resources on your roject[ 2}

10. On the tab Documents you can view and add documents. See Document
Management/ 621

11. On the tab Portfolio Report you can publish information to the portfolio. See
Publish to the Portfoliof 231

12.On the tab Reports you can report on any information of the project. See Reporting
[47,

13. On the tab Permissions you can change the permissions of the project roles for your
project (option available depending on your configuration). See Change permissions

of Project roles |06,
14. Click Edit Roles to view or edit the roles on your project. See Working with Roles|[ 561

15. Click Pack Project Offline to export your project as an HTML-file. See Pack Project
Offline[ 1251

16. Click Project Image to add an image to your project dashboard.

17. Click Edit Widgets to add widgets in the top section of this dashboard. See Working

with widgets[ 3%,

The next topics cowver all relevant use cases when working in a project.

Configure your Project

Depending on your configuration the Project Manager is able to change some of the
settings for his project. If the configuration allows it he can change the permissions of
the roles in his project, set hour rates for resources in his project and link extra
Resource Pools to his project.

Edit permissions of Project roles

Depending on the configuration (of the project model) the Project Manager can change
the permissions of the roles in his project. The Project Manager can define per role
which tabs, sub-tabs and logs to hide or show.

Dashboard  Properties Product Breakdown  Plansing  Financials  Resource Management Documents  Ponfolio Report  Repots  Pemnissions

Role Parmissions
Ds

Planaing Resource Management Loy

ct® Financisls Document Portiolio F Aeports  Automate Backlog  Gantt  Co Resources 2 Overview  Approve K Resource. Resource lss

Fl =

g
pe
k]

4
7

-
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-
-
e
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T

@ Propct Board

YRR R
LU U U Y Y

Tab Permissions

Edit permissions of Project roles

Step 1. Navigate to your project, to the tab Permissions, click |~}

Step 2. On the top of the page, select Use custom configuration.

Step 3. Check or uncheck the boxes in the matrix to hide or show tab, sub-tabs and
logs per role. Click on the '+' symbol on the left side to unfold grouped roles to
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individual roles.
Step 4. When your done, click Save to apply the changes.

Note: permissions can only be edited for project roles and roles with inherited access to
the project. An administrator will see all tabs, sub-tabs and logs.

Set Project specific hour rates

Depending on your configuration the Project Manager can deviate from the default hour
rates and set project specific hour rates for the resources in his project.

Set project specific hour rates
Step 1. Navigate to your project, to the tab Resource Management, sub-tab

Resource Rates, and click « .
@ Select a project specific hour rate for the resources that are member of this project. If no project specific hour rate is set, the default hour rate is used for the time entry process
Project Resources Save  Cancel

Name (Resource) Project Specific Hour Rate Default Hour Rate (Resource]

Michiel Bongenaar Rate 120.00 ~ | Rate 100.00

Michiel de Groot Rate 100.00 ~ | Rate 5000

Set project specific hour rates

Step 2. In the section Project Resources, enter the project specific hour rates, and
click Save.

Note: Project specific hour rates can only be set for users with a project role.
Note: Project specific hour rates are active from the moment of saving and have no effect
on costs of hours in the past.

Link a Resource Pool to your project

In Principal Toolbox resources are usually grouped in resource pools. When planning
hours in your project you can limit the resources you can plan by linking resource pools
to your project. This is especially helpful when many resources exist. Usually the most
obvious resource pools have already been linked to your project when the project was
started. If necessary you can link extra resource pools to your project. If no resource
pools are linked to your project you will be able to plan all existing resources.

Step 1. Navigate to your project, to the tab Resource Management, sub-tab
Overview or sub-tab Resource Allocation, click Edit Resources, a pop-up
appears:
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Edit Resources x

(D selectthe organisational units that this project will request resources from. Only organisational units
with resource allocation are available for selection.

Q /Awvailable organisational units Q [Selected organisational units
Box BV Divisie Oost +
Moord Projectmanagement
MNoord West IT
Moord West Projectmanagement
CostIT Add =+
Cost Projectmanagement
West IT + Remove

West Projectmanagement
Zuid IT

Zuid Projectmanagement

Zuid West IT

Zuid West Projectmanagement

m Cancel

Pop-up Edit Resources

Step 2. Use drag and drop to add or remove resource pools or select one or more
resource pools and click Add or Remove.
Step 3. Click OK to sawe the changes.

Working with the tab Properties

The tab Properties typically contains project information. The lay-out of this page is
configured by your system administrator. On this page you can view the project
information and (depending on your role) edit it.

Edit information on the tab Properties

Step 1. Navigate to your project, to the tab Properties, and click |

Step 2. Edit the fields and click on Save.
Note: which fields are available depends on your configuration.
Note: fields marked with * are required fields and have to be entered before you
can save.

Working with Logs in a Project

Every project has seven logs: an Issue Log, a Risk Log, a Quality Review Log, a
Change Log, a Daily/Action Log, a Lessons Learned Log and the log Minutes of
Meeting. These logs can be used to manage the issues, risks, quality, change, actions
and lessons learned of a project. A project can mowe log items to another project in the
same folder or escalate them to folder level.

For more information see Working with Logsla.

Planning a Project: working with the Gantt

Every project that is started in the Principal Toolbox is based on a Project Model. Every
project will therefore have some kind of basic or standard planning. That planning can be
viewed and edited in the project Gantt. The project Gantt has three sub-tabs for planning
time, costs and resources.
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The projéci Gantt

What you see on the tab Plannin

1. The sub-tab Gantt, where you can view and edit the project (time) planning.

2. The sub-tab Costs, where you can view and edit the project cost planning.

3. The sub-tab Resources, where you can view and edit the project resource planning.

4. The project Gantt, containing plan-items of different types: stages, work packages,

products and activities.

The legend for the plan-item types: which type has which colour.

6. The section Product Breakdown, which contains all plan-items in the project,
whether they are planned in the Gantt or not. The Product Breakdown can contain a
library of plan-items and can be used to add a hierarchy to plan-items. See Working
with the Product Breakdown[ .

7. click Il to switch to the edit mode.

o

The next topics cover all relevant use cases when planning a project with the Gantt.
6.2.4.1 Plan a Project with the Gantt chart

Every project that is started in the Principal Toolbox is based on a Project Model. Every
project will therefore have some kind of basic or standard planning. The Project Manager
will change that standard planning to a project specific planning. This topic describes all
aspects of editing the planning in the Gantt. See other topics for Planning Resources
and Skills with the Gantt[+8 or Planning Costs with the Gantt[

Project: Project Alpha

Dashboard Properties Product Breakdown Pla nning Financials Resource Manageme nt Documents Portfolio Report Reports P4
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Edit the project planning in the Gantt

Edit the project planning
Step 1. Navigate to your project to the tab Planning, sub-tab Gantt and click , the
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Gantt changes to edit mode.

Step 2. To add plan-items to the Gantt, click *, a new plan-item is inserted in the
Gantt. Enter a name for the new plan-item.

Note: you can also drag-and-drop plan-items from the section Product
Breakdown. See Working with the Product Breakdown/ 3.

Step 3. Depending on which ¥ you clicked you create a stage, a specialist product or
an activity. To change the type of a plan-item, select the plan-item row, and
click Change type and select the desired type.

Step 4. To change the indentation of a plan-item, select the plan-item row and click one
of the arrows: © 7 .

Step 5. Optionally enter an owner for a plan-item. An owner of a plan-item will see the
plan-item on his Home Page, and is able to edit information of that plan-item
(but not the planning!). See Working with plan-itemsm.

Note: if you make somebody owner of a work package, that person will be able

to edit the planning of that work package. See Plan a Work Package (by a
Project Team Memberm).

Step 6. There are different ways you can enter a time planning in the columns Start
planned and Final planned:
¢ Click in a cell in one of the columns and directly enter dates.
e Click on in one of the cells and use the calendar to enter dates.
¢ Click-and-drag a bar directly in the Gantt chart.

There are different ways you can enter dependencies to your planning:

In the Gantt
Step 7. Click-and-drag from one bar to another bar.

i

With the * -button

Step 7. Select two plan-item rows and click * . Select multiple rows by using Ctrl
+click, Shift+click or by flagging them.
Note: to change a dependency right-click the dependency line in the Gantt
chart, or navigate to the plan-item page, tab Dependencies.
Note: to remove a dependency select the two plan-item rows and click 7 .
Note: dependencies to other projects can be entered on the plan-item page,

tab Dependencies. See Working with dependencies on plan-items [120,
Step 8. When the planning is finished, click Save.

In the screenshot below the other buttons in the project Gantt are explained.
Project: Project Alpha

=~ Project start-up 29-Aug-2016  30-Sep-2016
| |= Project Mandate - 29-Aug-207 7| 05-5ep-20
06-Sep-207 13-Sep-201
nikation Stage Flan i, — 14-Sep-20° 23-Sep-201
26-500-207 7 30-Se0-201

Dashboard  Properties Product Breakdown  Planning  Financials  Resource Management Documents  Portfolio Repo
Gant | Cosls | Resources @
Gantt Changetype - @ Stage &Work Package ® Managament Product @ Board Produc! mAchity B
L 8 NoBaseling * | Sal & Defaull = | View
% @Mar °° I Final - oo
= Project Alpha 29-A00-2016  30-Sep-JU16 t
. .

+ 4+ 4+

+ | nisation Stage Authorisator
Edit the project planning in the Gantt

1.  Remowe selected plan-item rows (select multiple rows by using Ctrl+click, Shift
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+click or by flagging them).
Copy selected plan-item rows.
Paste selected plan-item rows.
Resolve conflicts that result from dependencies.
Print the Gantt as a PDF file. The PDF will look like the Gantt as it is displayed on
screen.
Create an image of the Gantt. The image will look like the Gantt as it is displayed
on screen.
7.  Select iffwhich baseline to show (next to the planning).
Click Set to set a baseline; choose Initial baseline or Current baseline.
Adjust the scale of the Gantt: zoom in/out, zoom fit.
Note: you can also adjust the scale of the Gantt by left-/right-clicking the date
header of the Gantt chart.
10. Choose one of the available views.
11. Edit the Gantt view and sawe views for later use:
e Click View, click Columns and in the pop-up select which columns you want
to show on screen, click OK.
e Drag-and-drop the displayed column to change their order and width.
Note: it is possible to drag columns to the right-side of the divider.
e Click View, click Save as and in the pop-up enter a name for the view or
select an existing view to overwrite, click Save View.
e Click View, click Manage Views to delete earlier saved views.
e Click View, click Show critical path to display the critical path

12. Click # to enlarge the Gantt to a full screen view.
Plan a Workpackage (by a Project Team Member)

arwd

o2

© ®

A Project Manager can delegate the planning of a work package to a Project Team

Member by assigning an owner to the work package. The owner of a work package can:

¢ Plan the work package in time: add and plan products and activities. See below.

¢ Plan resources and skills on products and activities. See below.

e Create log items on products and activities. See Working with logs [53).

¢ Add dependencies to products and activities. See Working with dependencies on
lan-items [ +21.

Work Package: Package One

General F'Iannlng
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Logs Dependencies
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08-Aug-2016  02-Mov-2016
0B-Aug-2016  28-Sep-2016
DB-Aug-20,
15-Aug-20

MichieT ™= Groot 05-5ep-201

Thijs van Binsbergen 03-Oct-201 02-Nov-201

++tf++

Edit the work package planning, sub-tab Gantt

Plan the work package (in the time

Step 1. Navigate to the work package via your Home Page or by clicking the work
package in the project Gantt,a pop-up appears.

Step 2. Navigate to the tab Planning, sub-tab Gantt, and click /]

Step 3. To add plan-items to the Gantt, click ¥, a new plan-item is inserted in the
Gantt. Enter a name for the new plan-item.
Note: depending on which * you clicked you create a specialist product or an
activity.

Step 4. To change the indentation of a plan-item, select the plan-item row and click one
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of the arrows: <

Optionally enter an owner for a plan-item. An owner of a plan-item will see the
plan-item on his Home Page, and is able to edit information of that plan-item
(but not the planning!). See Working with plan-items|[ 7]

There are different ways you can enter a time planning in the columns Start
planned and Final planned:

e Click in a cell in one of the columns and directly enter dates.

e Click on in one of the cells and use the calendar to enter dates.
o Click-and-drag a bar directly in the Gantt chart.

There are different ways you can enter dependencies to your planning:
¢ Click-and-drag from one bar to another bar.

Step 8.

¢ Select two plan-item rows and click “ . Select multiple rows by using Ctrl
+click, Shift+click or by flagging them.
Note: to change a dependency right-click the dependency line in the Gantt
chart, or navigate to the plan-item page, tab Dependencies.
Note: to remove a dependency select the two plan-item rows and click 7 .
Note: dependencies to other projects can be entered on the tab

Dependencies. See Working with dependencies on Qlan-itemsm.
When the planning is finished, click Save

Below the other buttons in the work package Gantt are explained.

9.

10.
1.
12.
13.
14.

15.

16.

Remowe selected plan-item rows (select multiple rows by using Ctrl+click,
Shift+click or by flagging them).

Copy selected plan-item rows.

Paste selected plan-item rows.

Resolve conflicts that result from dependencies.

Print the Gantt as a PDF file.The PDF will look like the Gantt as it is displayed
on screen.

Create an image of the Gantt. The image will look like the Gantt as it is
displayed on screen.

Adjust the scale of the Gantt: zoom in/out, zoom fit.

Note: you can also adjust the scale of the Gantt by left-/right-clicking the date
header of the Gantt chart.

Click # to enlarge the Gantt to a full screen view.

As of version 9.5.0.9. work package owners can edit plan-item information on the detail

pages of the plan-items. To navigate to the detail

page of a plan-item, click on the name of the plan-item in the (work package) Gantt. For

more information on how to edit plan-item data,

see View or edit plan-item datal 7.
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General - Planning Logs Dependencies
Gantt Resources
Gantt @ Management Product @Board Product @ Activity 8
[ - = e = @ q
i Name Start Planned  Final Planned  Planned Hi Aug 2016 Sep 2016 Oc2016 Mo 2
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Edit the work package planning, sub-tab Resources

Plan resources or skills on the work package

Step 1. Navgate to the work package via your Home Page or by clicking the work
package in the project Gantt,a pop-up appears.

Step 2. Navigate to the tab Planning, sub-tab Resources, and click .

Step 3. In a plan-item row, double click the field in the column Planned Hours, a
dialogue box appears.

Step 4. Click Add Resource or Add Skill, in the pop-up select the desired resources
or skills, and click Add. The resources and skills can now be planned.

Project start-up
Start Planned: 29-Aug-2016 Duration In Working Days (days): 25
Final Flanned: 30-Sep-2016 Duration In Working Days (hours). 200

Resources (Hours are spread over period.)

Q Add Resource Add Skill
Planned Actual
Skill Resource Pool Hours Hours Costs of Hours
Marketing Bob Hotho Resource Fool One 20.00
Support Shadi Saghir Resource Fool One 40.00
Application Manager - - 20.00
Total 20.00

Dialogue plan Resources and Skills

Step 5. In a row, click on the field in the Planned Hours column and enter the
amounts.
Step 6. When your finished, click OK

6.2.4.3 Working with the Product Breakdown

A project planning is typically a product planning. In your project in the tab Planning all
products in your project are shown in the section Product Breakdown. This product
breakdown contains both planned products (that are in the Gantt), and not planned
product (that are not in the Gantt). The main functions of the product breakdown are:

¢ Drag-and-drop products to or from the Gantt.

Create new products.

Delete product from the project entirely.

Note: if you delete a product from the Gantt, it still exists in the product breakdown.
Add a hierarchy to the products.

It can be used as a product library (it should then be pre-filled in the Project Model).

The product breakdown is visualised on the project tab Product Breakdown (see
below)
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The section Product Breakdown in the project tab Planning. sub-tab Gantt

Working with the Product Breakdown

Navigate to the project Gantt and click /|

Step 1. Click * to add a new product and enter a name.

Step 2. Select arow and click B to delete the product from the project.

Step 3. To add hierarchy, select one or more rows and click one of the arrows:

- -

Note: you can also use drag-and-drop to add hierarchy.
Step 4. Products that are in the breakdown, but not in the Gantt, are shown in colour.
Step 5. You can use the search box to find products.
Step 6. Click ~ to hide the product breakdown on the screen.
Step 7. Use this drop down list to switch between specials, management and board
products.

Project: Apollo Project

Dashboard | Properties Product Breakdown | Planning | Financials  Resource Management Documents  Portfolio Report  Reports

Product Breakdown [}
peciaist product . ] | Show Unassigned Products

Project tab Product Breakdown

View the Product Breakdown
Navigate to the tab Product Breakdown. Products that are not planned in the Gantt
('unassigned products') are shown in grey. Products that are planned in the Gantt are
shown in colour. The Product Breakdown has the following options:
Step 1. Click the drop down list to select the type of the product to show:

Specialist product -

Step 2. Zoom in and out (to the left of your screen)
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Step 3. Show or hide the unassigned products
Step 4. Show the product breakdown vertical or horizontal ' & | -8

.

Step 5. Click = to sawe the breakdown as an image.
Plan Resources and Skills with the Gantt chart

This topic describes all aspects of planning resources and skills with the Gantt. See
other topics for Plan a Project with the Gantt| 09 or Planning Costs with the Gantt[ 148,

Plan hours of resources and skills

Step 1. Navigate to your project, tab Planning, sub-tab Resources, and click .

Step 2. In the appropriate plan-item row, double click the field in the column Planned
Hours, a dialogue box appears.

Step 3. Click Add Resource or Add Skill. In the pop-up select the desired resources
and/or skills and click Add. The resources and skills can now be planned.
Note: If a resource is a member of only one resource pool, the resource pool is
automatically filled; if he is a member of more then one resource pool, the
Project Manager must manually enter which resource pool applies. See

Working with the Resource Summary| 8.

Project start-up

Start Flanned: 29-Aug-2016 Duration In Working Days (days). 25
Final Flanned: 30-Sep-2016 Duration In Working Days (hours). 200

Resources (Hours are spread over period.)

Q Add Resource Add Skill
Planned Actual
Skill Resource Pool Hours Hours Costs of Hours
Marketing Bob Hotho Resource Pool One 20.00
Support Shadi Saghir Resource Pool One 40.00
Application Manager = = 20.00
Total 80.00

Dialogue plan Resources and Skills

Step 4. Next, in a row, click on the field in the Planned Hours column and enter the
amounts.

Step 5. When your finished, click OK,the dialogue box disappears.

Step 6. Repeat this for all appropriate plan-items. When your done, click Save to sawe
all changes and leave the edit mode.

Working with the Resource summary

If you have planned hours on resources or skills in the Gantt, the Resource Summary
will give you an oveniew of all planned hours. The Resource Summary also shows
allocated and actual hours, if applicable. It can also be used to link resources or skills to
the correct resource pool - this is necessary in order to be able to request and allocate
resources. See Working with the Resource Grid| 23 and Working with Resource
Managementm.
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Skill > Resource > Plan item Resource Pool Planned Actual Allocation
=l Summary &0.00
1. Marksting 20.00
| &~ BobHomho 20.00
Project start-up » Bob Hotho Resource Pool One 20.00
5. Support — .00
- Shadi Saghir Bob Hotho 0.00
L. Projectstart-up Hanny Hoeksira - Resource Posl One 40.00

—. Applicafion Managar 20.00

Sl 20.00
L. Project start-up - - 20.00
]

The Resource Summary

What you can do in the Resourc mma

Step 1. View or change the planned hours on a plan-item.

Step 2. View or change the planned resource on a plan-item.

Step 3. Apply the correct resource pool for planned hours on skills, and for resources
that are a member of more than one resource pool.

Note: this is necessary in order to be able to request and allocate resources

Step 4. These columns show the allocated and actual hours if applicable and depending
on the configuration.

Step 5. Use the search box to filter on a specific resource or skill.

Step 6. Click # to enlarge the Resource Summary to a full screen view.
Plan Costs with the Gantt chart

This topic describes all aspects of planning Costs with the Gantt. Whether you can
actually do this depends on your configuration. See other topics for Plan a Project with
the Gantt/ 08, or Planning Resources and Skills with the Gantt/ s,

Plan Costs with the Gantt

Step 1. Navigate to your project, tab Planning, sub-tab Costs, and click E

Step 2. In the appropriate plan-item row, double click the field in the column Total
Planned Costs, a dialogue box appears.

Step 3. Click Add Financial Category. In the pop-up select the desired categories and
click Add. The costs can now be planned.

Project start-up

Start Planned: 29-Aug-2016 Duration In Working Days (days). 25
Final Planned: 30-5ep-2016 Duration In Working Days (hours): 200

Costs (Costs are spread over period.)

Q Add Financial Category
Planned Actual
Financial Category Costs Costs Costs of Hours  Total Costs
Capex £€5,000.00
Opex £ 12,000.00
Total €17,000.00

Dialogue plan Costs

Step 4. Next, in a row, click on the field in the Planned Costs column and enter the
amounts.
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Step 5. When your finished, click OK,the dialogue box disappears.
Step 6. Repeat this for all appropriate plan-items. When your done, click Save to save
all changes and leawe the edit mode.

6.2.4.7 Working with the Cost Summary

If you have planned costs with the Gantt, the Cost Summary will give you an ovenview of
all planned costs. The Cost Summary also shows the budget and actual costs, if

applicable. See also Manage Costs on your Pro'|ect|1_zs'ﬁ.

Cost Summary 0
Q @ Add Financial Calegory

Financial Category Budget Planned Actual
=~ Summary € 17,000.00
[~ capex £ 5 0040 .00

ORONO

The Cost Summary

What you can do in the Cost Summa

1. View the total planned costs per financial category.

2. View the total budget and actual costs per financial category (if applicable).
3. Use the search box to filter on a specific financial category.
4

. Click # to enlarge the Cost Summary to a full screen view.

6.2.5 Working with plan-items

Every Project starts with a pre-defined set of plan items. These plan-items are set up in
the Project Model. Once a project has been created in the Principal Toolbox, the Project
Manager can add and change plan-items, add documents, request approval, add log-
items and add dependencies. The next topics cover these functions.

6.2.5.1 View or edit plan-item data

As a Project Manager or a Product Owner it is possible to view or edit plan-item data.
This can be done in two ways.

1. Click on the name of the plan-item, and in the pop-up click /| Edit the data of the
Plan-item.
Stage: Full roll-out Vd Change Picture Close EditWidgets o ]

General Logs Dependencies

Name: Full rell-out Planned Actual date
date

v Start: 10-Dec- 10-

Type: Stage 2015 Nov-

- 2015
. Final: 02-Feb-
Owner: - 016 -

Description:

Priority:
v Duration In Working Days: 39.00

Mandatory:
Percentage Completed: 10.84
Planning Status: [ ]

A plan item details page

II.". i
2. Add the columns needed in the Gantt by clicking "7 and select Column. See
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also Working with views[23\. Click and fill in the data of the plan item. Note that
the screen width is adjustable by clicking on the edge between the Gantt and the
plan item columns.

Name:

Objective: *

Required fields (e.g. on the tab Properties or on a log-item-page) are marked with a *.
Pages with required fields on them can only be saved when those fields have been
entered.

Note: The behavior of planning fields in the plan-item data can depend on other fields.
The fields 'Start Actual’, 'Final Actual' and 'Percentage Complete' can be set manually.
However, when a value is entered at 'Percentage Complete' the system will set 'Start
Actual' to today if no value had been entered. When the value entered is 100% the
system will set 'Final Actual' to today.

When the check boxes for Start (‘Start status') or Final (Final status') are checked,
respectively the fields 'Start Actual' or 'Final Actual' are set to today.

If no date was entered at 'Start Actual', checking 'Final Status' will set 'Start Actual' to
today and check the box of 'Start status' as well.

Working with documents on plan items

As a Project Manager or a Product Owner it is possible to add different type of
documents.

To do this click on a Plan-item to open the detail page. On the bottom of the page you
find three sections to add documents. See screenshot below

Documents + = Note:
Name Description Revision Published Publisher Approval Status Review Requester
Drag decuments here or click to add
Automated Reports + + Hote
Name Description Revision Published Publisher Merge Template
Drag decuments here or click to add
Specifications + + Hote

Name Description Revision Published Publisher

Drag documents here or click to add

Document section for Plan-item

e Documents Section

In the area Documents you can add documents to the Plan-item. It is also possible to
start a document approval. See for more information Request document approvallEﬁ.

¢ Automated Reports Section

In the area Automated Reports you can add reports to the Plan-item. See Working
with Automated reportslTﬁ

¢ Specifications Section

In the area Specifications you can add documents regarding the specifications of your
plan-item.
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6.2.5.3 Request plan-item approval
Note: This function is available depending on the configuration of the project model.
As a Project Manager or a Product Owner it is possible to request approval on a Plan-
item. When this is configured you will find the button Request Approval in the top right

of the plan-item details page (navigate to the details page by clicking on the name of the
plan-item).

D=1647718&PreviousFolderiD=164744

Edit Widgets Request Approval

Planned date Actual date
23-02-2016 -
13-04-2016 -

Arivnen Plmaems A7 nn

Plan-item with approval

How to request plan-item approval:
Step 1. In the plan-item details page, click on Request Approval, a pop-up appears

Step 2. Select the Approvers

Step 3. Enter a Due Date

Step 4. Optionally add a remark and/or check the option Notify Approvers
Step 5. Click OK.
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Q |Available Approvers Q Selected Approvers
Michiel Bongenaar
Michiel de Groot
Add =
+ Remove
Due date: --
Remarks:
Notify approvers: [l

m Cancel

Pop-up for requesting plan-item approval
Working with log-items on plan-items

The Project Manager and the owner of a plan-item can add log items to a plan-item. This
can be done on the plan-item tab Logs. For more information on working with this tab,

see Working with Logs| 52 and Working with Views| 23\

Management Product: Initiation Stage Plan

General - Logs Dependencies

Name: Initiation Stage Plan Planned date Actual
date
Description:
Start: 14-Sep-2016 -
Type: Management Product
Final: 23-3ep-2016 .
owner: -
Priority: Duration In Working Days: 8.00
Mandatory: Percentage Completed: 0.00

Planning Status:

Actions + * Open Actions View
Issues + * Open issues View
Risks + * Open Risks View
Quality reviews + * Open Quality Reviel View
Changes + * Open Changes View

Plan-item tab Logs
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6.2.5.5 Working with dependencies on plan-items

As a Project Manager or a Product Owner it is possible to add Dependencies on a
Plan-item.
There are two ways to do this

Add Dependency in detail page of the Plan-item
Go to the tab Dependencies

Click Add Dependency

Select the Predecessor and the Dependency Type and optional a Lag.
Click Add Dependency

You can also add external dependencies in the lower section.

abrowd -~

Note: You can only add external dependencies to Projects in which you have the role
Project Manager or Project Support.
Note: If you want add external dependencies, this is the only way to do it.

Add a Predecessor to the current Product / Plan ltem (Roll out) x

Project: Apolle Project
Product / Plan ltem: Updated user docu... X -
v Tyne: i -
Dependency Type: Finish-to-start
Lag: o 0 | days
Add Dependency Cancel
Example dependency

Predecessors Add Dependency
External predecessors Add Dependency

Successors

Detail screen to add dependency

Add Dependency in the Gantt

1. Click the bar of a Plan-item in the Gantt Chart and drag it to another bar of a plan
Item

2. Right click the arrow to adjust the dependency

Change type @ Stage @ Work Package ® Specialist Product @ Management Product @ Board Product ® Activity
"L Ed | Mo Baseline v | Set @, Default > | Ve
ame Owner Dec (15) Jan (16) Feb (16)

L7 14 21 28 4 M 18 25 1 8 15 22
B Roll out L T ——

dated user documentation
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Example Dependency in the Gantt
Manage the Project planning

In the tab Planning you can manage the planning of your project. The tab Planning
contains three subtabs: Gantt, Costs and Resources. This topic explains how to work
with the Gantt. For the other subtabs see Manage the Resources on your project/ +23 and
Manage Costs on your Project/ 28

Gantt Changetype ~ Il Froject NN Stage [l Work Package [ I Management Froduct [l Soard Product N Activity
L] « =+ ® o = B4 NoBaseine v| set @ v |Defaut v View

[&] i Name Start Planned Final Planned Percenta Apr (17)

Nov (16) Dec (16) Jan (17) Feb (17) Mar (17)
31 7 14 2 28 5 12 1926 2 9 16 23 30 6 13 20 27 6 13 20 27 3 10 17 |

U-H-2016 190462017 39%
U-M2016 30012017 76%

11-11-2016 [7] 16-12-2016 100% S —

19-12-2016 7] 16-01-2017 5% S —

19-01-2017 (7] 30-01-2017 0% y—
02022017 19042017 0%
02022017 [77] 01-03-2017 0% —

14-02-2017 [7] 29-03-217 0% ——
30-03-2017 [77] 18-04-2017 0% —

Example of a Gantt chart

Working with the Project Gantt

Step 1. Go to the Planning tab, subtab Gantt and click to edit the planning.
Tip: click # to enlarge the Gantt to full screen.

Step 2. Click * to add plan-items. Enter a name on the appearing row. Plan-items
directly appear in the product breakdown (on the right side of the Gantt).

Step 3. You can mowe a plan-item by dragging it. The green or blue arrows indicate
where it will drop.

Step 4. You can edit the type of a plan-item. Select a row (flag or click it) and click
Change Type. Chose from the options and change the plan-item into a
product, work package, stage or activity.

Step 5. You can enter and maintain a time planning by:

e adding dates in the columns Start planned and Final planned, or by
using the calendar
e using click-and-drag in the Gantt chart.

Step 6. You can add dependencies by clicking a bar and dragging to another bar (see
also Working with dependencies on plan-items|21).

Note: Dependencies to other projects can be entered on the plan-item details
page, tab Dependencies.

Step 7. Click Save.

Some extra hints and tips when working with the Gantt:

o Click “ to enlarge the Gantt to full screen.

) Use the column Percentage Completed to enter the progress; the percentage
completed is displayed by black bars.

) Click on View, then Columns to select which columns to show, so you can see
and/or edit them directly.

. Add Owners to a plan-item: plan-item owners can edit plan-item details on their
Homepage and the plan-item details page (e.g the percentage complete).
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6.2.7 Manage the Resources on your project

As a Project Manager you can plan hours, request resources for your project and set a
deviate hour rate for your project. To see how to set hour rates for your projects check

Set Project specific hour rates| 107)
6.2.7.1 Configure the Resource Grid

It is possible to edit different settings for the Resource Grid. To do this click the
button Edit Timeline Settings

Edit Timeline Settings

I

(i) Please note: the start date should be the first day of the first period as defined by
the scale and will automatically be changed to the nearest valid date if necessary.

Example: the scale is setto months and the start date is 2010-01-14. In this case the
planning will start on 2010-01-01 (first day of the month). @

Horizon: 3 Months
Start Date Options: Today

Scale: Months o
Unit: Hours (changes are spread out over peried) °

Resource Allocation Process: Hybrid ('Planned’ and 'Request’ are shown)

Dialogue box Timeline Settings

You can set the Horizon for different periods (3,6,12 or 24 months)

You can set the Start Date of the Resource Grid (today or selected date)

You can set the Scale (weeks, months or quarters)

You can set the Unit (hours, days per week or working days per week)

You can set the Resource Allocation Process

a. Project Request Driven - This configuration is normally used when the project
manager is requesting hours without information from the planned hours in the
Gantt. So the project manager is requesting hours direct in the Resource Grid.
Only the column Request is showing.

b. Project Demand Driven - This configuration is normally used when the planned
hours in the Gantt are used for requesting resources. Only the column Planned
is showing.

c. Both - This configuration is normally used when the Project Manager is using the
Planned hours for deciding how many hours should be requested. Both the
columns Requested and Planned are showing.

abrowbd -~

6.2.7.2 Working with the Resource Grid

As a Project manager you can request hours for your project. This can be done in the
Resource Grid
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Resource Management Documents Poi

Owverview
Approve Hours
Fesource Allocation

Resource Raies

Tab Resource Management

Step 1. Navigate to the tab Resource Management
Step 2. Navigate to the sub-tab Resource Allocation

Step 3. Click the button

Step 4. Click the “  button to add a row

Step 5. Select the resource and/or the skill and fill in the request per week/month/
quarter

Step 6. Click the save button

Request & Allocation Save  Cancel

| Planned |v| Request |+| Allocation

Request or Planned = Alloc ated Request or Planned < Allocated Planned > Request

+ = Quick fill Copy Planned Clear Start Date 15-Jul-2016  Unit: Hours
Jul (16) Aug (16) Sep (16)
a Pools > Resources & skill % Plar Req Allo Plar Req Allo Plar Req Allo
~ Filter by. » Filter by
% # 4 » W - Resource management 20 20 20
i .+ Bob Hotho » Developer 20 20 20
20 20 20

Example Resource Allocation

Note: To select resources you have to add resource pools see for more information Link
a Resource Pool to your project|+on
6.2.7.3 Approve and reject project hours

Principal Toolbox can be configured for actual hours entered on a project to be approved
by the project manager. The Home Page of the project manager, on the tab Approve
Hours shows a list of all hours entered on the project that have to be approved.

Approve project hours

Step 1. Navigate to your Home Page, tab Approve Hours. This tab shows a list of all
hours that are entered on your project(s) and have to be approved.

Step 2. Select on or more rows and click to approwe, or K2 reject hours.
Optionally add a remark.

Home  Approve Hours My Time Sheets

@ Select applicable lines below to approve or reject the hours.

Approve hours VT - R

Week  Project + Resource Product/Activity StartDate  Mon Tue Wed Thu Fri  Sat Sun Total Remarks by Owner

22 AFVCCD upgrade + north Michiel de Groot  Product May 30,2016 800 800 800 24,00 Inventarisation

The Home Page, tab Approve Hours

Note: Hours to be approved can also be found in the projects themselves, on the tab
Resource Management, sub-tab Approve Hours:
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Dashboard Properties Product Breakdown Planning Financials Resource Management
Overview

:= Logs

Project start-u Approve Hours

Directing a Project
EI ] Resource Allocation
ry

[R] Risklog e Resource Rates

fal Qualitv review loa
Project tab Resource Management, sub-tab Approve Hours

Manage Costs on your Project

There are 3 possible ways to enter costs on Projects in the Principal Toolbox

1. In the Financial Grid that is available on the tab Report and/or the tab Financials

(depending on your configuration) (see: Managing Costs with the Financial Grid[ 125
2. In the Gantt that is available on the tab Planning, subtab Costs project (see: Plan

Costs with the Gantt chart[ 1)
3. Inthe Order Log (see: Managing Costs with the Order logl +21)

Note: Where you can enter which costs depends on your configuration.

Managing Costs with the Financial Grid

Note: Where you can enter which costs depends on your configuration.

The financial administration of projects and programs forms the basis for the steering of
projects, programs and portfolios on money. In the Principal Toolbox the ‘financial grid’
forms the foundation for monitoring of reservations, budgets, actuals and forecasts of
projects.

The report cycle between projects, programs and portfolios is used to exchange financial

information. This process is configurable in multiple ways. A common scenario is:

¢ Releasing budgets from the portfolio to projects or programs.

¢ Import the actual project costs from a financial system (possibly partially from the
module time entry).

¢ Report of forecasts per project or program to the portfolio

Every portfolio and project has a tab Financials. This gives an oveniew of the financials
of the projects or programs in the portfolio: the financial grid. The grid displays budgets,
actuals, etc. per financial period (year, quarter or month). In a project the financial grid is
available on the tab Financials.

The financial grid is divided in three periods:

e Everything prior to the current financial period
¢ The current financial period

o Everything following the current financial period

These types of information are standard in the Principal Toolbox:
e Actuals: Actual is used for realised costs. Data can be entered into this column in
multiple ways:
o Manually.
o Imported from a financial system.
o Based on the module Time Entry (in the Principal Toolbox you can link a rate to
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resources which enables you to translate actual hours into actual costs).

o Forecast: Forecast is used for the expected costs of ongoing projects or programs.
The Forecast is often entered by the project manager (in the portfolio report) and
displayed in the portfolio.

The project or program manager gives a forecast for the current and the following
financial periods. There are three settings possible for entering the forecast for the
current period:
o Forecast for the remaining costs of this year,
o Forecast for remaining costs per month,
o Forecast for the total costs during the current year.

Note: Remaining costs are the expected costs from the Forecast start date to the end
of the current financial period. The forecast start date is determined automatically
when a report request is send from the portfolio and can be edited manually.

Note: Ideas do not have a project manager. The portfolio manager can enter forecasts
on the portfolio side, enabling him to compare the total forecast with the total reserved.

e Committed: A committed cost is an investment that a business entity has already
made and cannot recover by any means, as well as obligations already made that the
business cannot get out of. The column Committed is used to capture the
commitments made for ongoing projects and programs. Commitments are mostly
imported from the financial system but can also be entered manually.

e Reserved: The column Reserved is used for budget that has not been released yet.
This column is often entered by the portfolio manager. From the reservation, the
budget can be gradually released to the project or program manager. The column
Reserved can also be used to enter reservations for the initiatives of the following
year. During the year you can compare actuals and forecasts to the reservations.

e Budget: The column Budget is used for the approved project or program budget. The
budget is often entered in the portfolio and is visible for the project or program
manager. You can also use the column Budget to 'release’ the budget per stage.

o Estimate: The column Estimate displays the result of the following calculation;
Estimate = Actual + Forecast for the current financial period.

e EAC: The column EAC shows the result of the following calculation: EAC = {sum of
all costs before the forecast start date} + {sum of all forecasts after the forecast start
date}.

Note: The EAC calculation neglects costs with a booking date at or after the forecast
date.

Note: The Forecast start date can differ per project and is dependent on the last
published report request. The content of the columns Variance and EAC is based on
the Forecast start date of the project or programme itself.

You can adjust the availability and behaviour of the columns in the financial grid. You
can also set the timescales of the previous, current and upcoming financial periods
and adjust which financial categories can be used.

e The column Variance shows the remaining budget based on the following
calculation: Variance = Budget — EAC.
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Apollo Project
Dashboard  Properties Product Breakdown  Planning  Financials  Resource Management Documents  Portfolio Report  Reports
Finance Forecast in Euro (€) Save  Cancel
Portfolo tem Totals (7] Preceding Period (] Current Period [7] Time scale columns [7] Totals Unti [7] Succeeding Period -
Reserved 7] Budget 7] Actual [¥] Committed [7] Forecast [¥] EAC [¥] Estimate [¥] Variance Forecast startdate: 01-Nov-201!
Current Period
Portiolio ltem Totals 16) Feb (16) Mar (16) Apr (16) May (16) Jun (16) Jul (16) Aug (16)
+ Category % Reservec Budget Actual Commiti Forecast EAC  Variance Forccast Committ Forecast Committ Forecast Committ Forecast Committ Forecast Committ Forecast Committ Forecast Committ Forecast
Fillr by.
- 6000 7000 1500 5000 6500 500 5000
2-Capexih 1 3 3
Capex 3,000 3,000
External Resourses (€) 10000 5201 1002 5201 4799
Hargware 3000 3000 3000
Opbrengsten 6000
Operations 3,000
12000 17000 12702 4005 5000 14701 2259 5000 3003

Example Financial Grid

In the financial grid you can display the project or program financials using financial
categories (for example CAPEX OPEX hardware, software, etc.)

Click Edit (top right) and click the ‘+’-sign in front of the project or programme name to
add financial categories to a project. With the B sign they can be deleted.

6.2.8.2 Managing Costs with the Order log

Note: Where you can enter which costs depends on your configuration.

You can use the Order Administration (or Order Log) to enter orders on your project. You
can use order to plan costs and enter commitments and actuals. Orders have a financial
category and can be linked to plan items.

Create and Manage Orders

Step 1. Navigate to your project, to the tab Dashboard, to the section Logs and click
Orders, the Order Log appears.

Step 2. Click * to create a new order, a row appears in the Order Log.

Step 3. Enter a description, an owner, a financial category and a plan-item, click Save.

Orders at Project OmegA Close EditWidgets B & |
Orders
+ ﬁl‘ /‘ [ ] - Custom view — View
Nr Description Owner Financial Category Product ! Plan item Total Planned Total Committed Total Actual
1 Order One Eob Hotho Capex Initiatiefase £0.00 £0.00 £0.00
1
The Order Log

Step 4. To enter further details, click on the Description, a dialogue box appears:
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Order: Order One

Properties History

Description: Order One Owner: Bob Hothe
Creator: Bob Hotho
Create Date: 05-Aug-2016
Product / Plan item: Initiation Stage
Remarks by Owner:

Financial

Total Planned: o £0.00 Financial Category: Capex

Total Committed: = £0.00

Total Actual: S| £0.00

Remaining Committed: £0.00

The Order dialogue

Step 5. Click to edit the order: enter costs or edit other information. Costs are
entered in a pop-up so you can enter amounts on different book dates:

| £32,500.00
Value Bookdate
1 -
m = 20,000.00 | 19-Aug-2016
o s 12,500.00 || 20-Oct-2016
€ 0.00 || --
32,500.00

Entering Costs on an Order

Note: Make sure you enter a book date, otherwise the costs will not show in the
Financial Grid.

6.2.9  Publish project information to the Portfolio

On the Homepage, the section My Projects shows an oveniew of the projects in which
you have a role. The ovenview shows if there is a pending report request of a portfolio.

Step 1. Choose the view Project overview from the drop down list.

All Projects View

The column Report status shows:

L= a report request is past the due date, but hasn’t
been published yet.

v = the report request has been published to the
portfolio by the project manager.

X a report request has yet to be published by the
project manager (but is not yet overdue).

Step 2. In the section My Projects, click on the project name to go to the project.
Step 3. For a Single Sheet: the report appears directly on the screen. Click Edit.
Step 4. For a Project: go to the tab Portfolio Report. Click Edit. Note: The tab
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Portfolio Report will only be filled if there is a report request from the Portfolio.

Step 5. Enter the data and click Save. You can edit the data until you are done.

Step 6. Click Publish to the Portfolio in the top right of your screen to report the data
to the portfolio. Note: The button Publish to the Portfolio will only be shown if there
is a report request from the Portfolio.

Pack Project Offline

You can export a project as an HTML file. This file can be viewed with any web browser
(thus without the Principal Toolbox).

Step 1. Navigate to your project, tab Dashboard and click Pack Project Offline, a zip
file is created.

Step 2. Sawe the zip file to your disk.

Step 3. Open the zip file and click index.html to view the project information.

Note: These HTML files are not suitable for importing in the Principal Toolbox.

Working in a Single Sheet Project
|

Within single sheet projects several basic functions are available: Search| 23, Messaging
[68), Reportingm, Working with widgets [3f), Working with roles [56), Viewing the change
histoul_ﬁsﬁ, Document managementl?z'i

Single sheet projects are projects that consist of basically one page. A Single Sheet

project for example has no logs and has no planning Gantt. Single sheet can for

example be used to register a project and report on its status, without actually planning

and controlling the project with the Principal Toolbox. The main features of a single sheet

project are:

e Show, edit and report project (status) information from one page: project fields and
project finances.

e Request resources for your project.

e Enter time on your project (time entry).

¢ Report to the portfolio.

-
FORTES @ 4 oumoms verhuis single's S @  MichisldeGroot - Help - Setwp

single sheet /7 Edit Properties. Pack Project Offline Apply Mg Edit Roles ®

Dashboard Resource Allocation Documents

Portfolio: @ Mijn bedrijf Last Published On: 04-Mar-2016

Due date: 02-Mar-2016 Last Published By: Thomas Reesink

Report Status: v Request Remarks:

Forecast start date: 01-Mar-2016

General

Name: single sheet Managers: Thomas Reesink

Objective: testing of single sheets

Status
Status Comments
General ° Lorem ipsum dolor sit amet, consectetuer adipiscing elit. Aenean commodo ligula eget dolor. Aenean massa. Cum socis natoque penatibus et magnis dis parturient montes, nascetur fidiculus
mus. Donec quam felis, ultricies nec, pellentesque eu, pretium quis, sem. Nulla consequat massa quis enim. Donec pede justo, fringilla vel, aliquet nec, wulputate eget, arcu. In enim justo, thoncus
ut, imperdiet a, venenais vitae, justo. Nullam dictum felis eu pede mollis pretium. Integer tincidunt Cras dapibus. Vivamus elementum semper nisi Aenean vulputate eleifend tellus. Aenean leo
ligula, porttitor eu, consequat vitae, eleifend ac, enim. Aliquam lorem ante, dapibus in, viverra quis, feugiat , tellus. Phasellus viverra nulla ut metus varius laoreet. Quisque rutrum. Aenean
imperdiet. Etiam ultricies nisi vel augue. Gurabitur ullamcorper ultricies nisi. Nam eget dui

Money °
Hours | Progress ° @
Quality °

The Single Sheet dashboard

What you see on a Single Sheet project

1. The top section of the dashboard shows general information.

2. The top section also shows information about the last publication date to the
portfolio.
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3. Click Edit Properties to configure your Single Sheet project, a pop-up appears. In
this pop-up you can change the name and objective of the project. Whether you can
actually do this is dependent on your configuration.

4. If you decide that you want to plan and control your project as a 'regular' project (with
logs and planning Gantt), click Apply Model, a dialogue box appears. Select the
model you wish to apply and click OK.

Note: this button is not available when a report request is pending from the portfolio -
the button Publish to portfolio will then be shown. A model can only be applied
after this has been done!

5. Click Edit Roles to add team members to your project.

6. This section is defined by sending a report request from the portfolio to the single
sheet project.

Note: in the screenshot above the tabs Resource Allocation and Documents are visible,
these only show if allowed by system settings. Please contact you system
administrator for more information.

Working in an Agile Project
|

Within an agile project several basic functions are available: Search| 23, Messagingl_ﬁéﬁ,
Reportinng‘h, Working with widgets [3f, Working with views|[ 23), Working with roles| 58,
Viewing the change histotylaﬁ, Document management@.

The main features of working in a agile project are:

e Plan, manage and report on your agile project on all relevant aspects based on Agile
principles

o Apply project specific configuration, i.e. set project specific role permissions.

¢ Publish project information to the portfolio.

Note: the way your agile project process is supported strongly depends on the
configuration. Please contact your system administrator for more information.

FORTES® & s en vaene zake otaboration > Enteprise Cont ApoloProjec O bl ce Groa
Project: Apolio Project GtRoes  PackProeciOfine  EdtWiges
s oo, raca | remremmom | s | P | e OmmOmO,
SONONO) ® ® O
L5 w Product CheckTTst
rint 2 = &
AS" wasg .
ezg §c
O 3.8 Epici3 ; xig 19 seno) oae Nov 161 Deci
Eézm“"'“ﬂsiﬂﬂe!'g 10845 2 2 5 12 10 2% 3 10 17 24 % 7 4N B 5 0
E pgillity @ boards
sAgility 5 @
) 2 .
Z
= Logs o
o .
- —
B » —
@ au v |
.

[ERN=RNE]

A IENENENRNEN

1l Automated Reports

82 HoniantResor

The agile project dashboard

What you see on the Project Dashboard
1. The section Logs, where you can create and manage log-items (available logs

depend on your configuration). See Working with Logs [52)
2. The Order log, where you can create and manage orders (option available depending
on your configuration). See Working with the Order log[ +27.
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3. The section Automated Reports, where you can run or create Automated Reports
(option available depending on your role). See Working with Automated Reports[47\.

4. The Product Checklist gives a quick view of the project planning. The project
manager can limit what is shown here by applying an filter (click on Filter).

5. On the tab Properties you can view and edit project information. See Edit the
Properties of a Project] 102

6. On the tab Taskboard you can manage the progress of deliverables with the task
board and the burn down widget. See Working with the Task Board and working with
the burn down widget.

7. On the tab Planning you can view and edit the project planning in time, costs and
resources. See Planning and Agile project. Also, you can view and manage the
backlog of the project, see working with the backlog.

8. On the tab Financials you can view and edit the financial grid, showing all project
financials plotted over time (depending on your configuration). See Managing Costs
with the Financial Gridl 23\

9. On the tab Resource Management you can request hours, approve hours and set
project specific hour rates. See Manage the Resources on your proiectm

10. On the tab Documents you can view and add documents. See Document
Management/ 62)

11. On the tab Portfolio Report you can publish information to the portfolio. See
Publish to the Portfoliof 251

12.On the tab Reports you can report on any information of the project. See Reporting
[47,

13. Click Edit Roles to view or edit the roles on your project. See Working with Roles| 561

14. Click Pack Project Offline to export your project as an HTML-file. See Pack Project
Offlinel 129

15. Click Edit Widgets to add widgets in the top section of this dashboard. See Working
with widgets| 39,

Working in a Folder
|

Folders exist in the Project Management module. Folder can be used to group projects

and programmes. The main features of folders are:

¢ Report on all projects and programmes in the folder

¢ Create sub folders

e Start projects or programmes without a portfolio reference (depends on the
configuration and your role)
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The Folder Dashboard

Projects +

Bob Hotho

What you see on the Folder Dashboard

1. The section Logs, where you can create and manage log-items. See Working with
Logs| 521

2. The section Automated Reports, where you can run or create Automated Reports
(option available depending on your role). See Working with Automated Reports|[471.

3. The section Reports, where you can report on any information in projects (option
available depending on your role). See Repor‘ringlfﬁ

4. The section Folders, where you can view, create or navigate to sub folders.

5. The section Programmes, where you can view, create (depending on your
configuration) or navigate to programmes.

6. The section Projects, where you can view, create (depending on your configuration)
or navigate to projects.

7. Click these buttons to create, mowe or archive a sub folder (options depend on your
role).

8. Click these buttons to create, move or archive a programme (options depend on your
role).

9. Click these buttons to create, mowve, archive, import or export a project, or to create a
Project Model from an existing project (options depend on your role).

10. On the tab Properties you can view and edit folder information.

11.On the tab Gantt & Dependencies you can view and edit the folder Gantt. See

Working with the Folder Gantt[ e
On the tab Documents & Knowledge you can view and add documents. See

Document Management/ 62).

13. On the tab Models you can view the models that are stored in this folder.

14. On the tab Archive you can view the archive and restore or delete archived items.
See Working with the Archivel67.

15. Click Edit Roles to view or edit the roles on this folder. See Working with Roles ['50).

16. Click Configure to view or edit the folder properties. See Edit the properties of a
Folder] 15\

17. Click Edit Tolerances to view or edit the tolerances set for the projects in this folder.

See Working with Tolerances a7
18. Click Edit Widgets to add widgets in the top section of this dashboard. See Working

with widgets[3f.

12.

The next topics cowver all relevant use cases when working with folders.
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6.5.1 Create a Folder

Create a folder
Step 1. Navigate to the Project Management Dashboard or to an existing folder.
Step 2. In the section Folders, click * , a dialogue box appears:

Add Folder
Properties
Name: B
Description:
Folder support: d
Programme support: L4
FProject support: o
MS5F Support: Mo ¥
Select Users
Managers Available users
Bob Hatha N Q
<- Add All Users (User group) ~
Admin group (User group)
Remove = Bob2 Hotho
Dennis Schreinders
- Edwin Keijl
Erik Aslbarzbang
Support Group Morth (User group)
- Group One (Usergroup)
= Add Group Thijs (User group)
Group Three (User group)
Remove = Group Two [User group)

Henny Hoekstra
Joost van Aggelen
Kavin Reasink
Readers Mark Fisscher
Michiel de Groot
Michigl Usar de Groot
Michiel Bongenaar
Michial Gebruiker
Patrick Reesink
pdijkstra Dijkstra
Remaove > Pater Karstan
Raymond Reesink
Shadi Saghir

- Support Administrator
Test Coordinator

=- Add

OK Cancel

Dialogue box Add a folder

Step 3. Fill in the dialogue box:
= Enter the folder name and description.
= Use the check boxes to determine the folder properties:
o Folder support: check to show the section folders (and allow subfolders)
o Programme support: check to show the section Programmes
o Project support: check to show the section Projects
e MSP support: check to show the section MSP
Note: the 'MSP Support' function is an old function in the PTB. If you do not
work with this module you can leawe it as 'no'.
= Add users to the folder roles (see Working with Roles| 561)
Step 4. Click OK, the folder is now created.

6.5.2 Move a Folder

It is possible to mowe a folder with all its content to another location (depending on your
role).

M folder
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Step 1. Navigate to Project Management to the section Folders and select the row of
the folder you want to move.
Step 2. Click Move, a dialogue box appears:

Move Folders x

@'Seleded Folders

s« Customer Projects

My Moving objects can take a long time and will move all entries with it.

Organisational Unit: * BL West -

Location: * -- -

BU West
Required field Business projects
Department Alpha

Department Beta
Dialogue box Move Folders

Step 3. Select the appropriate Organisational Unit and the appropriate Folder and click
OK. The folder and all its content is now moved.

6.5.3 Archive a Folder

You can mowe a folder and all its contents to the archive.

Archive a folder

Step 1. Navigate to Project Management to the section Folders and select the row of
the folder you want to archive.

Step 2. Click Archive, a pop-up appears:

Archive Folders

i ® Are you sure you wantto archive the selected Folders?

s Best Practice Projectmanagement

Pop-up Archive Folders

Step 3. Click Archive, the folder and all its content is mowed to the tab Archive.
6.5.4  Working with Logs in a Folder

Every folder has three logs: an Issue Log, a Risk Log and a Daily/Action Log. These
logs can be used to manage issues, risks and actions on folder level. Projects and
programmes can escalate issues and risks to folder level.

For more information see Working with Logsl?zﬁ.
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6.5.5 Edit the properties of a Folder

You can edit the properties of a folder, e.g. change the name, or change the
configuration.

Edit the properties of a folder
Step 1. Navigate to the folder, to the tab Properties, click .
Step 2. Edit the information and click Save.

Folder: Business projects 7 ]

Dashboard Properties « Gantt & Dependencies Documents & Knowledge Models Archive

Name: Business projects Status:

Description: Status Description:

Folder tab Properties

Configure a folder
Step 1. Navigate to the folder, tab Dashboard, click Configure, a pop-up appears.
Step 2. Edit the configuration setting and click OK.

Configure x

The following item types can be added to this folder:

)
+| Folders (i)
=

~| Programmes (i)

#| Projects (i)

Cox I

Pop up configure a folder
6.5.6  Start, Move, or Archive a Project

It is possible to mowve a project to another folder or to the archive. Depending on your
configuration it is also possible to start a project in a folder; projects started in a folder
will have no reference to a portfolio.

Start a project from a folder
Step 1. Navigate to the folder, to the section Projects, click * , a dialogue box
appears:

Add Project

@ Add a project based on the required project medel. Provide the basic information like name, cbjective etc. and add members.

The planning in the medel will be moved to the selected start date. VWWhen the medel does not contain a planning this field does nothing.

Project properties

Name: ]
Objective:

Project Model Generic PRINCEZ Project Model (ENG) ¥

Start date: 04-Aug-2018

Add project members

Available users
Managers

Bob Hotho - <- Add Bob2 Hotho -

Bob Hotho
- Remove = Erik Aalbersberg
Group Thrae (User group)
Group Two (User group)
Henny Hoekstra
- <- Add Mark Fisscher
Michiel de Groot
iel User de Groot
Michie| Bongenaar
Michiel
Peter Karsten
Project Board - Executive Shadi Ssghir

=

Support

. Remove ==

...... A rdrinicbrmine

Dialogue start project from a folder
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Step 2. Enter the details:

= Name: the name of the project

= Objective: the objective of the project

=  Project Model: select the Project Model to be used for the project.

= Start Date: moves the planning in the Project Model (if available) to this
date.

= Add project members: add users to the project roles.

Note: See Creating or moving models[8f to see the details of which models are
available at selection and how to change this if necessary.

Step 3. Click OK, the project is created and appears in the folder.

Move a project from folder to folder
See Moving Items| 56).

Archive a project

See Working with the Archive[ 67\

Note: Projects have to be archived in a folder separately from archiving in the portfolio.
This is because archiving in a folder or portfolio is usually done form a different
perspective.

6.5.7  Start, Move or Archive a Programme

It is possible to move a programme to another folder or to the archive. Depending on your
configuration it is also possible to start a programme in a folder; programmes started in
a folder will have no reference to a portfolio.

Start a programme from a folder
Step 1. Navigate to the folder, to the section Programmes, click * , a dialogue box

appears:
Marme: -
Description: -
Managers: - -
Programme Model: * - -

* Required field
m Cancel

Dialogue start programme from a folder

Step 2. Enter the details:
= Name: the name of the programme
= Description: a description of the programme
= Managers: the programme manager
=  Programme Model: select the Programme Model to be used for the
programme.
Step 3. Click OK, the programme is created and appears in the folder.

Move a programme from folder to folder
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See Moving ltems| 56

Archive a programme

See Working with the Archive[ 67,

Note: Programmes have to be archived in a folder separately from archiving in the
portfolio. This is because archiving in a folder or portfolio is usually done form a different
perspective.

Working with tolerances

In a folder you can define tolerances for time, costs and hours. These tolerances will
automatically set the project status fields Planning Status, Costs Status and Hours
Status. You can define default tolerances for all projects in the folder, and you can define
project specific tolerances if you want to deviate from the default.

Set default tolerances for projects in a folder

Step 1. Navigate to a folder, tab Dashboard and click Edit Tolerances, a dialogue box
appears:
Folder and Project Tolerances Closs

@ Set tolerances
Enter the tolerances for the: projects in this fokles, The default tolerances can be st in the first row, For specific projects, the iokerances can be set differently by setting aliernative values in
Ehe list below.

Tolerances can be sei absolubely or relaiively (percaniage based) bor the following dimensions:

"o actie SIS0 S FUANING bahingd, o on Scheduls Wih IRSEHEt o the planned end date

et fin 4Gt 1o the tatal number of rducts in e praject plan

costs (committed. actusl and remaining ) snd compares this in respect to the budget for all products in the proct plsn

Summarzes the ROUTS (EOMMAIRD, S22Ual and MAINNG) BNd COMERNS this in MEpect

Default project tolerances @ 7 2 5 H

Costs Tolerance Hours Tolerance

Name * Orange (%] Orange (Abs) Red (%) Red {Abs) gf:;' SB3% orange %) Orangs Abs) Red (%) Red (Abs) :m( Stage
Buzness projects L 10004 150 280000 § 250 §00
Project specific tolerances (exceptions to the default tolerances) @ P
Costs Tolerance Hours Tolerance
. Froject - . § Active Stage . i . . . Active Stige
Hame specifio Orange (%]  Orange (Abs] Red (%) Red (Abs) Orange (%)  Orange (Abs) Fed (%) Rediaby) oo

Oty

Dialogue box Edit Tolerances

What you see in the dialogue Edit Tolerances

1. The section Default project tolerances, where you can set the default
tolerances.

2. The section Project specific tolerances, where you can set the project

specific tolerances.

Choose/Edit Cost & Hour Tolerances or Planning Tolerances (default).

4. Choose/Edit Cost & Hour Tolerances or Planning Tolerances (project
specific).

w

Step 2. In the section Default project tolerances, select a tolerance view and click
p

Step 3. Enter the tolerances and click Save.

Set project specific tolerances. deviating form the folder defaults

Step 1. Navigate to a folder, tab Dashboard and click Edit Tolerances, a dialogue box
appears (see abowe)

Step 2. In the section Project specific tolerances, select a tolerance view and click
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p,
Step 3. Enter the project specific tolerances and click Save.

Import or Export a Project

You can export and import a project (depending on your role). This function can be used
to transfer a project to another installation of Principal Toolbox.

Export a Project
Step 1. Navigate to a folder, to the section Projects and select the row of the project to

export.
Step 2. Click on Export, a pop up appears:

Export Project x

® Export a Project to a file. Choose whether to export documents / files and security
information (users).

Skip documents J files:

Skip security [users): o

m Cancel

Dialogue export a project
Step 3. Use the check boxes to include documents and users in the export or not, and
click OK.
Step 4. Sawe the export file to your disk.

Import a Project
Step 1. Navigate to a folder, to the section Projects and select the row of the project to

import.
Step 2. Click on Import, a pop up appears:

Import Project x
Impaort file: * Bestand kiezen | Geen be..gekozen [pip)
Name: * -
Managers: - -

@ Only import the security settings when imperting a file from the same application.
Note: Cost values on products are not imported.

Skip documents J files:

Skip security [users): o

* Required field
m Cancel

Dialogue import a project
Step 3. Enter the details:
= Choose file: select the project file to import. Please note that this has to be a
.ptp file. This means that only Principal Toolbox projects that have been
exported from other locations/toolboxes can be selected.
= Name: enter a name for the project.
= Managers: select the project manager.
= Use the check boxes to include documents and users in the import or not.
Step 4. Click OK, the project appears in the folder.
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6.5.10 Create a Project Model from a Project

You can use an existing project as the basis for a Project Model. Project Models can
also be created in other ways, but sometimes it is useful to use an existing project as
the basis. For more information on Project Models see Working with Models| &3,

Create a Project Model from a project
Step 1. Navigate to a folder, to the section Projects and select the row of the

appropriate project.
Step 2. Click on Model, a pop up appears:

Create Project model

Enter name and description for the new model

HName: Project Omegh
Objective: |

Step 3. Enter the objective and click OK, the project model appears on the tab Models.

6.5.11 Working with the Folder Gantt

The Folder Gantt displays the planning of the projects in the folder; it can also show
plan-items. The legend indicates which items have which colour. This topic describes
the functions of the Folder Gantt.

Folder: Business projects

Dashboard Properties Gantt Documents & Knowledge Models Archive

Gantt

Programme joct M Sigie Sheet Proect
Q
Nome 5 StrtPlane § FinalPlant 3 Owner 3 Duratic 3| 2015 216 2017 &
u w ' u " w ! u " w
s 20102015 19.082018 &

aaaaa

e 2002005 29112017 552,00
2122015 14032016 60.00 S—
no2006 2408200 168,00
2022018
29082016
15082015
15-08-2016
01-08-2016
09-03-2016
20082018

274,00

01042017
01042017
07082017 19-04-2018 184,00
18102007 23022018 9300

The Folder Gantt

The main functions of the Folder Gantt are:

1. Click on * to fold or unfold subfolders and/or projects. Plan-items are shown in the
folder Gantt either when their priority is set to 'high', or when hey hawe a
dependency to another project.

2. The Gantt bar only shows dependencies between plan-items of different projects.
Note: dependencies between plan-items can be set in the project Gantt and are set
independently from dependencies between portfolio-items.

3. The columns that are shown are fixed and cannot be changed. There are several
options to work with columns:

) use drag and drop the change column widths and to change the order of
columns.

) click and drag the divider left of the Gantt bars to slide the Gantt bars 'over'
the columns.
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) drag a column to the right of the divider to always keep it in view.

o use the filter field at the top of the columns to filter rows.

Click B to print the Gantt as a PDF.

Click = to create an image of the Gantt.

Click ® - to zoom in/zoom out; alternatively left-click/right-click the date header
abowve the Gantt bars.

Click # to enlarge the Gantt to full screen.
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Working with Programme Management

Within the Programme Management module several basic functions are available:
Navigation[ 29, Searchl 23, Reportingl 47, Working with views[23), Working with widgets

[3h, Document managementl?z'l Messagingl?éﬁ, Working with roles| 56), Working with
the archivel?ﬁ, Creating items Fﬁ, Viewing the change histoty@.

The Programme Management module allows you to manage programmes: doing the
programme right! The module supports programme teams 'from programme start to
programme finish'.

The main features of the Programme Management module are:

¢ Plan, manage and report on the programme in time, resources, money, risks, quality,
issues, scope and more

¢ Define the programme plan, including the projects and project deliverables

e Start and monitor projects within your programme

e Publish programme information to the portfolio

FORTES® 4 rovmmanue

Programme Model: Programma model

Dashboard Properties Planning Resource Management ~ Documents Reports Models Archive
iE Logs Managing the Programme
[ Issuelog Managing a programme according to the Managing Successful Programmes best practice
[® Risk log
Identifying a
@ Quality review log Progr?mr?ne
Change log
X
[2] Daily / Action log Defining a %;;\\"
Programme & A
Lessons leamed log i Delivering the =3 =
3 it o
Capability a9
O = R
Realizing the | [ 2'S
‘?& Benefits &
. w
‘= Order Administration Closing a .%,‘oc. -
Programme 2, 0%
@ Orders o ;

1I: Automated Reports 7

Projects
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Working with Resource Management

In the Resource Management module several basic functions are available: Navigation
[2R), Searchl 22, Reportingl 47, Working with views[ 23}, Working with widgets[37,

Messaging 68l

Resource Management supports the resource management process: planning,
requesting and allocating resources to project, programmes and to non-project-activities.

The main features of the Resource Management module are:

Register the availability of resources.

Short term and long term analysis of planned skills and/or resources versus
availability.

Find solutions when resources are over requested.

Allocate resources to projects and programmes.

Allocate resources to non-project-activities.

The next topics cover all relevant use cases when working with Resource Management.

Manage the members of your Resource Pool
|

Configure Resource Management
Navigate to tab Resource Management, click Edit Resources, a pop-up appears. Add

users, click OK.

Q) Available Resources Selected Resources
Bas Hendriks Michiel de Groot
Beb Froon Bob Hotho
Bjorn Greb Ad Supley
Coen Miert, van Berend Tel
Danny Gast, de Gerard Gerrits
Edwin Keijl Add =+ Beb Tillema
Hans Corman Erik Aalbersberg
Jan Siersma + Remove Suzanne Hardjono

Johan Hendrikx

Note: Skills are defined and assigned by your administrator.

Working with the Resource-Utilisation widget
|

Working with the RU-widget is described under Working with widgets, Resource
Utilisation widget.

Working with the Allocation Grid
|

The next topics describe how to work with the resource allocation grid. You can use the
grid to manage the availability of your resources and to allocate them to projects or non-
project-activities (such as leawe).
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8.3.1 Manage the availability of your resources

You can enter and manage the availability of your resources in the tab Resource
Management, subtab Availability (Resources).

IT-Pool

Resource Management Properties Documents & Knowledge Reports Models Archive

Dashboard Request & Alloc ation (Projects) Request & Allocation (Resources) Availabiity (Resources)

Availability & NPA Allocation per Resource

# Alocation @ Remaining @ Availatle
#d > Avallable Hlpcated « Available
+ - e f a3 Start Datec 13-Feb-2014  Umit: Hours
or 10-02 o 17.02 o9 24-02 10 03.03 1 10-03 12 1703 13 24-03 14 3103 15 0704
Resources > NPA & Primary Skil = Allo Ren Ava Allo Ren Ava Al Ren Ava Allo Ren Ava Allo Ren Ava Ao Ren Ava Allo Rem Ava Allo Ren Ava Allo Ren Ava
Filter oy NPA
+ [+~ Administralor, § o 0 2 20 0 20 20 20 o0 20 0 20 20 0 o 20 20 20
+ [=~ BobHotho (user) Engineenng 15 |35 3 (38 35 |38 B8 20 3548 20 A8 20 35 5 40 35 5 40
* [=~ Cole,P. Architect 2 20 20 20 20 M 20 20 20 0 20 20 20 20 N 20 20 20
+ [+~ Edwards,J. w20 20 20 0 20 20 20 o 0 0 20 20 0 o0 20 20 20
< [« Enik Aalbersberg Engineering w0 20 20 0 20 X 20 0 20 0 2 20 0 0 0 20 20 20
& [~ Jilao, Y. 2 20 a0 W0 20 X 20 0 20 20 20 0 20 0 0 20 20 0
“ [+ Mark Appelboom Programming
4 [=~ Michiel de Groot Architect o 0 20 20 0 2 20 20 o 20 0 20 20 0 o 20 20 20
% [ Swank, AE. 0 20 20 0 20 X 20 20 20 20 20 0 0 0 0 20 20
“ = Thijs van Binsbergen Engineering 2 20 20 20 20 M 20 20 20 0 20 X0 20 20 N 20 20 20
- [Project Aliocation]

~
160 160 35 125 1860 35 125 160 35 125 160 35 145 180 35 145 180 35 145 180 35 165 200 35 165 200

Subtab Availability (Resources)

Enter and manage the availability of resources
Step 1. Navigate to the tab Resource Management, subtab Availability, and click

“ to edit the availability.
Step 2. Enter the available hours per period per resource in the columns Availability

(Ava):
e you can use the select boxes above the grid to only show the columns
Available

e you can enter hours in individual cells
e you can use click-and-drag to select a range of fields; use shift-click-and-
drag to select multiple ranges; on selections you can:
o Quick fill all fields in the selection with the same value: press q, or click
the button Quick fill, or right-click the selection and select Quick Fill
o Clear all entries in all fields in the selection: press x, or click the button
Clear, or right-click the selection and select Clear.
Note: Click Help, then Shortcuts for an overview of shortcuts.
Step 3. Click Save to save the changes.

Enter and manage allocation on non-project activities (e.g. holidays)
Step 1. Navigate to the tab Resource Management, subtab Availability, and click

“" to enter the edit mode.
Step 2. Click on the ¥ icon in front of a resource, a new row appears.
Step 3. In the new row, in the first column, select the appropriate activity
Step 4. Enter hours as described above, and click Save to save the changes.

8.3.2  Allocate resources to non-project-activities

You can allocate your resources to non project activities (such a leave) in the tab
Resource Management, subtab Availability (Resources).
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Resource Management Properties - Documents & Knowledge Reports Models Archive

Dashboard Request & Alloe ation (Projects) Request & Allocation (Resourc es) Availabiity (Resources)

Availability & NPA Allocation per Resource & Allocation @ Remaining & Availatie

ABOCaled > Available Allocated < Available

+ - ik e Start Date: 13-Feb-2014  Unit: Hours
or 10-02 o8 1702 oh 2402 100303 1 10-03 121700 13 24-03 14103 15 0704
Resources > NPA & Primary Skil = Ao Ren Ava Allo Ren Ava Al Ren Ava Allo Ren Ava Allo Ren Ava ABo Ren Ava Allo Rem Ava Allo Ren Ava Allo Ren Ava
Filter by NPA
+ [+~ Administrator, § mn 0 20 W0 20 X 20 0 20 0 20 20 20 0 20 20 W0
% (=~ Bob Hotho (user) Engineering 35 35 35 28 35 (35 358 20 3548 20 3548 20 35 S5 40 5 5 40
% =~ Cole, P. Architect 0 20 20 20 20 20 20 20 20 20 20 20 20 20 w0 20 20 20
+ [=- Edwards,J. 0 20 0 0 20 20 0 20 0 0 20 0 0 0 20 20 0
+ (=~ Enk Aalbersberg Engineering w0 0 20 0 20 X0 20 0 20 0 20 20 20 0 0 W0 20 0
+ - JiLao, Y. w0 20 20 20 20 20 20 20 20 20 20 20 20 W 20 20 20
“ (=~ Mark Appelboom Programmang
& [~ Machiel de Groot Architect F ] 0 W0 0 20 0 20 0 0 20 0 0 20 20 0
& o Swank, AE. 0 20 20 w0 20 20 20 20 20 20 20 20 0 w20 20 0
“ =~ Thijs van Binsbergen Engineering 2 20 20 20 20 20 20 20 20 0 20 20 20 20 20 20 20 20
- [Project Allocation]
=

160 160 35 125 160 35 125 160 35 125 160 35 145 180 35 145 180 35 145 180 35 165 200 35 165 200

Subtab Availability (Resources)

Enter and manage allocation on non-project activities (e.g. holidays)
Step 1. Navigate to the tab Resource Management, subtab Availability, and click

“" to enter the edit mode.
Step 2. Click on the ¥ icon in front of a resource, a new row appears.
Step 3. In the new row, in the first column, select the appropriate activity
Step 4. Enter hours per period per resource in the columns Allocation (Allo):
e you can use the select boxes above the grid to only show the columns
Allocation
e you can enter hours in individual cells
¢ you can use click-and-drag to select a range of fields; use shift-click-and-
drag to select multiple ranges; on selections you can:
o Quick fill all fields in the selection with the same value: press q, or click
the button Quick fill, or right-click the selection and select Quick Fill
o Clear all entries in all fields in the selection: press x, or click the button
Clear, or right-click the selection and select Clear.
Note: Click Help, then Shortcuts for an oveniew of shortcuts.
Step 5. Click Save to save the changes.

Allocate resources to Projects or Programs (Project View)

You can allocate resources on projects. Be aware that availability of your resources
should be up to date. Also project managers should first request hours on skills and/or
resources.

The subtab Request & Allocation (Projects) and the subtab Request & Allocation
(Resources) show the same information, but structured differently:

e The subtab Request & Allocation (Projects) lists all requests per project

e The subtab Request & Allocation (Resources) lists all requests per resource
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Subtab Request & Allocation (Projects)

Allocate resources to projects

Step 1. Navigate to the tab Resource & Allocation (Projects). The grid shows an
ovenview of planned/requested/allocated/remaining hours per project per
resource per period.

Step 2. Click the ¥ icon in front of a project to unfold the resource details per project,
orclick ™ in the top left corner to unfold all rows.

Step 3. Click # to switch to edit mode, in order to enter and manage allocation of
hours.

Step 4. In the edit mode you can allocate hours per period per resource in the columns
Allocation (Allo):
e you can use the select boxes above the grid to hide or show columns in the

grid

you can enter hours in individual cells

you can use click-and-drag to select a range of fields; use shift-click-and-

drag to select multiple ranges; on selections you can:

o Quick fill all fields in the selection with the same value: press q, or click
the button Quick fill, or right-click the selection and select Quick Fill

o Quick fill all fields in the selection with the same value as the requested
hours': press r, or click the button Copy Request, or right-click the
selection and select Copy Request.

o Quick fill all fields in the selection with the same value as the 'planned
hours': press p, or click the button Copy Planned, or right-click the
selection and select Copy Planned.

Note: this option is available depending on your configuration.

o Clear all entries in all fields in the selection: press x, or click the button

Clear, or right-click the selection and select Clear.
Note: Click Help, then Shortcuts for an oveniew of shortcuts.
o Movwe all allocated hours one or four weeks to the left or right: use the

icons * * ™ in front of the rows.
o Check the legend above the grid to understand them meaning of the
colour highlights.
Step 5. Some notes on working with (the colour indications in) the grid:

e Red coloured cells indicate overallocation of a resource. Unfold the top row
[Resources Summary] to check the availability of other resources. To
allocate another resource to solve the overallocation, click the * icon in
front of the project, a new row appears: select the appropriate resource and
allocate hours.

e Blue coloured cells indicate underallocation on a project. This generally
concerns requests that are not allocated yet.

o Orange coloured cells indicate overallocation on a project.

e Green coloured cells indicate remaining availability of a resource.

o Use the filter at the top of the project or skill column to quickly change from
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an overall view to e.g. a resource specific view.
Step 6. After finishing the allocation, click Save.

Use the message senice to contact a project manager
Step 1. The grid contains a message senvice to support a dialogue between project
manager and resource manager. To start a dialogue with the project manager

of a project click the # icon in front of the project name, a pop-up appears.

@ Here you can read and contribute to the discussion between the project manager and pool manager. You can add a message, mark the request
as completed or flag the request for follow-up

Discussion Status: # hew Request Status: S Completed  ~
Discussion Log :. New
Red

1™ “etions

™ Green

Pop-up message service

Step 2. In the pop-up you can start a dialogue by entering a message. Optionally flag
the discussion; this flag is shown in front of the project name. Click OK to send
the message.

Legend of the icons used by the message senvice:

° new discussion

urgency lewel (flags in the colours Red, Yellow, Blue and Green)
finished

start a discussion

message sent to the project manager

BW NS T

. message received from the project manager

8.3.4  Allocate resources to Projects or Programs (Resource View)

You can allocate resources on projects. Be aware that availability of your resources
should be up to date. Also project managers should first request hours on skills and/or
resources.

The subtab Request & Allocation (Projects) and the subtab Request & Allocation
(Resources) show the same information, but structured differently:

¢ The subtab Request & Allocation (Projects) lists all requests per project

¢ The subtab Request & Allocation (Resources) lists all requests per resource
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Subtab Request & Allocation (Resources)

Allocate resources to projects
Step 1. Navigate to the tab Resource & Allocation (Resources). The grid shows an
oveniew of planned/requested/allocated/remaining hours per resource per
project per period.
Step 2. Click the ¥ icon in front of a resource to unfold the project details per
resource, or click * in the top left corner to unfold all rows.
Step 3. Click # to switch to edit mode, in order to enter and manage allocation of
hours.
Step 4. In the edit mode you can allocate hours per period per resource in the columns
Allocation (Allo):
e you can use the select boxes above the grid to hide or show columns in the
grid
e you can enter hours in individual cells
e you can use click-and-drag to select a range of fields; use shift-click-and-
drag to select multiple ranges; on selections you can:

o Quick fill all fields in the selection with the same value: press q, or click
the button Quick fill, or right-click the selection and select Quick Fill

o Quick fill all fields in the selection with the same value as the 'requested
hours': press r, or click the button Copy Request, or right-click the
selection and select Copy Request.

o Quick fill all fields in the selection with the same value as the 'planned
hours': press p, or click the button Copy Planned, or right-click the
selection and select Copy Planned.

Note: this option is available depending on your configuration.

o Clear all entries in all fields in the selection: press x, or click the button
Clear, or right-click the selection and select Clear.

Note: Click Help, then Shortcuts for an oveniew of shortcuts.

o Check the legend above the grid to understand them meaning of the
colour highlights.

Step 5. Some notes on working with (the colour indications in) the grid:
¢ Red coloured cells indicate overallocation of a resource. Look for green cells
to find resources with remaining availability; if useful use the filter above the
column Skill to find appropriate candidates. To allocate another resource to
solve the overallocation, click the * icon in front of the resource, a new row
appears: select the appropriate project and allocate hours.
o Blue coloured cells indicate underallocation on a resource. This generally
concerns requests for this resource that are not allocated yet.
e Orange coloured cells indicate overallocation of a resource on a project.
e Green coloured cells indicate remaining availability of a resource.
Use the filter at the top of the project or skill column to quickly change from
an overall view to e.g. a resource specific view.
Step 6. After finishing the allocation, click Save.
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Working with Time Entry

In the Time Entry module several basic functions are available: Navigation| 27}, Search[ 22
, Reportingl 47, Working with views[23), Working with widgets[ 39, Messagingl 68).

Time Entry supports the time entry process: defining, sending, approving and re-opening
time sheets.

The main features of the Time Entry module are:

¢ Defining the time sheet (admin only).

¢ Determine the approval process: Project Manager and/or Line Manager approval or
automatic approval (admin only).

¢ Monitor time sheets (i.e. new, waiting for approval, approved)

e Approve or reject a time sheet

¢ Reopen a time sheet

Note: for submitting time sheets see Edit and submit a time sheet[ 141 and Working with

the Principal Toolbox App.

—_

Subtab Dashboard: here you can edit widgets and configure your dashboard
Subtab Time Sheets: here you can, as a resource manager, manage your Time
Sheets (create, delete and approve/reject Time Sheets)

Resource Management Configuration: here you can select Time Sheet
configuration and select the Non-Project Activities

Edit Resources: here you can select the resources for your Resource Pool

Edit Widgets: Here you can edit your widgets for this page

N

w

o A

Manage the members of your Resource Pool
|

Managing the members of your resource pool for Time Entry is exactly the same as

managing them for Resource Management. See Manage the members of your Resource
Pooll 142

Approve or Reject a time sheet
|

Principal Toolbox can be configured for actual hours entered on a non-project to be
approved by the line manager. The Home Page of the line manager, on the tab Home,
section Time sheets to be approved by me shows a list of all Time Sheets that have
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to be approved.

Time sheets to be approved by me

Week Start Date Owner Remarks Time Entry Group

21 May 23, 2016 Michiel de Groot Time Registration
The Home Page, section Time sheets to be approved by me

Approve a Time Sheet
Step 1. Navigate to your Home Page, tab Home, section Time sheets to be

approved by me. This section shows a list Time Sheets that have to be
approved. Navigate to a Time Sheet by clicking on the start date.

Step 2. Review the content of the Time Sheet and click to approwve, or Il to reject
the Time Sheet. Optionally add a remark.

Note: Time Sheets to be approved can also be found on the tab Resource
Management, sub-tab Time Sheets. Here it is also possible to select multiple rows
and approve or reject them.

Time Registration [ ]

Project Benefits Ideas Properties Lessons Learned Documents & Knowledge Reports Models
Archive
Dashboard Request & Allocation (Projects) Request & Allocation (Resources) Availability (Resources) Time Sheets
Time Sheets L] New/Correction Time Sheet -- Custom view — View
Week  Start Date Owner Time Sheet Status + Time Entry Group Last Saved By Total Hours  Remarks
21 May 23, 2016 Michiel de Groot Waiting for Time Sheet Approval Time Registration Michiel de Groot 25.00
22 May 30,2016 Michiel de Groot Waiting for Project Manager Approval Time Registration Michiel de Groot 24.00

Tab Resource Management, sub-tab Time Sheets

Edit and submit a time sheet
|

This topic is described in the Home Page section under Edit and submit a time sheet[ 14
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Working with Ideas

Within the Idea module several basic functions are available: Navigation[ 29, Search[23)
Working with views[ 23}, Working with widgets[ 31, Document management| 62).

The Idea module allows you to gather and register ideas in the earliest phase of the
project life cycle. In Principal Toolbox you can use and register these ideas independent
from portfolios.

The main features of the Idea module are:

¢ Create and register ideas

e From an idea, start one or more initiatives in one or more portfolios.
¢ View and report on all ideas.

The next topics cover all relevant use cases when working with ideas.

Starting an Initiative from an Idea
|

It is possible to start one or more initiatives from an idea. Starting an initiative from an
idea does not affect the idea itself.

Starting an initiative from an idea
Step 1. Navigate to the Idea module, click on the name of an idea to open the details

page.

Step 2. On the top of that page click Start Initiative, a dialogue box appears:

Name: A brand new ldea

Objective:

Portfolio: - hd
Cwner: - -

selected: (1)

m Cancel
Step 3. Enter the details:
= Name: the name of the initiative.
= Objective: the objective of the initiative.
= Portfolio: select the portfolio in which to create the initiative.
= Owner: this user gets access to the initiative, without getting access to the
entire portfolio.
= Selected: check box to make the initiative appear in the active portfolio

(see Using scenario planning on a portfoliof 93Y).
Step 4. Click OK, the initiative is created and appears in the selected portfolio.
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Working with Benefits

Within the Benefits module several basic functions are available: Navigationla'ﬁ, Search
[23), Working with views[23), Working with widgets[31), Document management| 62,

Messagingl_ﬁsﬁ, Working with the archive[ 67, Creating items| 53), Viewing the change
history[ 68,

The Benefits module allows you to create and monitor benefits and goals. It supports
getting the benefits from projects and programmes.

The main features of the Benefits module are:

¢ Create and define Benefits and Goals.

¢ Monitor and manage Benefits and Goals.

¢ View and report on project and programme contributions to Benefits.

The next topics cover all relevant use cases when working with Benefits.
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