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Introduction

Introduction

About This Manual

This document is designed for Daptiv PPM users with an enterprise-level role of project
manager. Project managers may have other responsibilities, including resource
management, but this manual focuses on those features and functions of PPM that a
project manager is most likely to need while managing their workspaces.

The goal of this manual is to provide an overview of the basic PPM features, functions and
applications that PPM project managers are likely to use in their jobs. Every organization
differs in how they manage work and in what responsibilities individual team members
have, so this manual will necessarily cover general topics. For more details on specific
PPM features and applications, see the PPM Online Help.

Using PPM as a Project Manager

As a project manager, you need the ability to see the progress and health of your
workspaces, including facilitating successful completion of tasks and issues by team
members. PPM makes it easy for you to view your workspaces and related tasks and
issues and to make decisions on how best to bring the workspace to successful
completion.

Important: The PPM features and functionality you see depend on your user profile and
permissions that are configured by your administrator as well as on how your organization
has decided to use PPM. Some of the following sections of this manual may not be

applicable to you while other areas of PPM you use may not be covered. Many sections are
applicable to PPM users of all roles.

p. 206.341.9117 1008 Western Avenue, Suite 500
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Getting Started in Daptiv PPM

Getting started in PPM can be as simple as logging in for the first time, and clicking the
items you need to access. PPM is designed with enormous flexibility and can be
customized for your organization, and in most cases this customization has been taken
care of by your PPM administrator before you log in for the first time.

Getting Started

Understanding a bit about how to work in PPM can make your experience more
straightforward and easy. The following attempts to provide you with a starting point for

using PPM.

Overview of the PPM User Interface

In PPM every user can easily create or update the information they need in order to do their
jobs. The PPM tabbed interface is designed with usability in mind and is customizable so
you only need to see the tabs you care about. Each tab gives you one-click access to an

application.

Global Application Tabs

Global application tabs are the primary way to navigate in PPM. Each tab opens an
application or, in the case of the See All tab, gives you access to tabs that are not visible.
The application tabs you see are determined in part by your Enterprise Role and

permissions, as well as by your personal configuration choices.

Dashboard Frojects Tasks

Timesheets Hepors

Global application tabs display no matter what PPM application or screen you are using.
Many PPM applications display data in a list view that you can customize. Other
applications have unique views. The Dashboard displays data in small components or

“panes” that you can configure:
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Custom Views for your Global Application

Custom views are a powerful element of PPM and give you the ability to sort and organize
your application items in a display format that makes sense to you and how you work. Most

Getting Started

global applications include an option to customize views by editing existing views or

creating new views:

All Workspaces. by manager

by Manager (queued)

Intermial workspaces

+ Change F::un'rtf

Create New View

Edit Cumment WView

Deiete Current View

cis Approvals Maotifications Executive

[reate Reguest IMore Views - Page Options -

Tasks Proj

_TIETT AN S AT

Your ability to create and customize views is based on your Enterprise Role permissions
and determined by your PPM administrator. For detailed information on creating a custom

view, see the Online Help.
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About the Item Details Window

In global applications that display lists of items, clicking an item name opens the details
window for that item. In the item details window you can also see details, any related
history, and additional item-specific information. With appropriate permissions you can
update, edit or comment on the item. You may even be able to delete the item.

Getting Started

Tabs across the top of the window make it easy to move from one type of information to
another. An Actions tab lists the actions you can perform on the item. Those actions are
determined by your role and permissions.

Aurora Bridge Retrofit
Preliminary data gathering
Task Details Update Histony Dependencies Assignees & Resources History Log | Related items
4 Pravious
General Information
Task Rame Preémnary data gatherng Task Humber 1
Task Description Prionty Mesum
Planned Start 10/12/2008 Actusl Start 5102037
Planned Finish 107182003 Actual Finish
Planned Viork &0.00 hrs Actual Work 0.00 nrs
Planned Labor Cost SCCC Actual Labor Cost 3000
Ouration $.C0 days Estimate to Complete 4 0.03 hrs
Task Status Not Stanes % Complete 0%
External task dependencies
Advanced Information
Task Type Fuxed Unis Task parent Aurcra Srgge Retrofe
Effort Driven Yes Parent Number (
Toask Midestone Ho Constraint Type None
Deliverable HNo Constraint Date
p. 206.341.9117 1008 Western Avenue, Suite 500 8
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Using the Actions Tab

Getting Started

The Actions tab on the Item Details window gives you options for interacting with
application items. Click the tab to view the options.

Some actions such as Link to New Item, Link to Existing Item and Edit are common to
most application item types. Other actions are specific to item types. For example, the
Actions tab of the Task Details includes Mark as Complete, an action specific to tasks.

ees & Resources Related ltems

Actions.. +
Edit Task

Task Details
Update Task wh

Mark as Complete

Link to New tem

Link to Existing ltem

Set Automatic Notifications

Send Motification

Getting Help

PPM includes an extensive Online Help system that can give you answers to questions or
provide background information about functionality in PPM. Use the Help and Support
menu in the upper right hand corner of the main PPM window to open Help, open the
Daptiv Community, search the Daptiv Support Knowledge Base, or submit a Support Case:

Admin

Help and Support ~

Open Help

View Training

Connect with the Daptiv Community
Search Support Knowledge Base

Submit Support Case

p. 206.341.9117 1008 Western Avenue, Suite 500
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Getting Started

Customizing the PPM User Interface
Every user can customize PPM to tailor their specific job and work style.

View and Update personal user settings by clicking your name at the top of the PPM
screen and choosing an option:

e Customize Tabs—Specify which application tabs display and in which order.

o Edit User Settings—Change your user details and configure security challenge
questions (if enabled for your enterprise).

e Change Password—Change your PPM password.

e Download Utilities—Download client utilities.

o Email Notification Settings—Specify how you receive email notifications from
PPM.

¢ Switch Enterprise—Switch to another enterprise. This option only appears if you
are a member of more than one PPM enterprise.

e Sign Out—End your PPM session.

See the Online Help for details on each option.

p. 206.341.9117 1008 Western Avenue, Suite 500 10
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PPM Applications

PPM Applications

Your PPM role and your organization’s work processes determine which PPM applications
you use and how you use them. You may have access to more applications than you use
or to applications that other team members do not see. The following documentation is
intended to briefly describe the PPM applications you are most likely to use, given your
role.

The applications to which you have access (and your ability to add and remove tabs from
view) are determined by the enterprise role your PPM administrator gave you. Clicking an
application tab opens the application and displays a view of data associated with that
application. Because your ability to interact with application data depends on your role and
permissions, different PPM users may see different options within the same application and
for the same data.

In the Tasks application, for example, a team member can view tasks, update those tasks
to which they are assigned, and notify the project manager about a task. A user with the
project manager role can use the Tasks application to create and edit tasks (in addition to
viewing and updating them).

For more information on these applications and on applications not described here, see the
PPM Online Help.
Global Application Tabs

Common Options

Each global application includes common options that give you the ability to control how
information is presented and how you interact with the information. These common options
are similar for global applications.

Create <ltem> (Task, Document, Issue)

When you have an application open (you clicked a global application tab) you can add
application items using the Create <item> link:

Dashboard Executive Projects Reports Tasks Sec All' v

Create Task More Views v Page Options -~

Clicking the link opens the Create New <Iltem> window and walks you through the creation
of a new item. Details for specific applications are explained later in this manual.

p. 206.341.9117 1008 Western Avenue, Suite 500
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PPM Applications

More Views

In most cases your administrator will create a default view for each global application and
this is the view you see when you open the application. If no view is defined, no data
displays and you need to define a view for that application.

Your administrator can predefine multiple views for each application. If other views are
available they are listed in the More Views option. Custom views allow you to focus on
information that is important to you. For example, in the Tasks application, you might define
a view that shows you only those high priority tasks assigned to you in the next week,
grouped by workspace type and ordered from least planned work to most planned work.

cis Approvals Motifications Executive Tasks Proj
reate Request Idore Views - Page Options -

All Workspaces, by manager

by Manager (queued) I}
Internal workspaces

Create New View

+ Change Formy

|

Edit Cumrent View

Deiete Current View

TIETI AT F AT

Page Options

You can set page options based on which application you have open. Most global
applications have two options:
o Set this page as my start page—Makes the current page the first page you see
when you log into PPM.
e Create a shortcut to this page—Adds the current page to the Dashboard Shortcuts
pane.

als Motifications Executive Tasks Proj

More Views - Page Optipns ~

Set this page as my stard page
Create a shoricut to this page

p. 206.341.9117 1008 Western Avenue, Suite 500 12
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Printing and Exporting Application Data
Many PPM global applications give you the option to Export data displayed in the current
view. Use the Export option to save the data as a PDF file or as an Excel file. To print data,

select PDF File and print the PDF.

- Projects:

@, . by Manager

Checked ltem Actions =  Change Format -~ | Export RIE')

mioad Current View as: ﬁ

Manager: Deborah Koale . POF File
| Alki Bike Path - d
i Bike regrade | Excel File

Manager: Martha Jepsen

=1 Dimll el Dieiede

B b

Application-Specific Options
Some applications have additional options specific to the application.

For example:
The Projects Tab can include Create Workspace or Create Workspace Request

options.
e The Documents Tab includes the Create Document option.

You can find additional details about application options in sections about the applications.

p. 206.341.9117 1008 Western Avenue, Suite 500
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Working with Global Applications

Global applications give team members quick access information by putting it into a single
location that is easy to read. Data in global applications can cross multiple workspaces if
the user is a member of more than one workspace.

Global Application View and Options

Working with Global Applications

When you click an application tab, the view you see is usually predefined by your PPM
administrator. Information about data in the view is listed in the header at the top.

The example below shows Task Name, Workspace Name, Planned Finish, Planned
Start, % Complete and Assignees. You can navigate to additional pages of tasks by
typing the page number or clickingthe ® ™ arrows. To sort data, click a list header.

Comatd Tk M Vens ™ Pags Dplosa »

g :?I;’::Au

Cheécksslen Actions =  Experl, =

Pt A1k} B Falh - et
Pty Pasang

B Alkh el
Applcaten preg

[= -1 8T

Codatan

Erammarenisimpac Sleisrerd worl

Fihd v

RGIGE Ny

Intainveugaton

Wi AT BEfeT

Parnng meng

Prraey Feld wan

Frsewroy

Secsraary Frantpaton

Tupgedin] shslagtaghy
Barren Bakart Bvrickpe

Colaign

Danhboard = Progests | Appioala.  blotdicabions,

Exnputive Yasks

Ak Big Palh -

Al Gearw
Al Seawinld
Ak Skl
Ak Grarwad
A Skl
Ads Seawul
b Searmal
Ak Beaw il
Akl Seawad
A0 Sesieal
Ak Gewre il
Ak Gekw

Ali Sekwad

Bals g Brogs
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Frigecd Reguasis Templales

Timephaein  Repods m
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Working with Global Applications

The bottom of an application list view includes options for changing how many items
display on a page.

L™ Danary oTages

Show 50 tems per page
Show 75 tems per page
Show 100 items per page

Show all items

Shuwr.mre%-r_n) Page 1 |of3 w m

When you change the number of items that display on a page, the change persists. Each
time you return to the page you see the same maximum number of items you specified.
This persistence is by page (setting one application to Show all items does not set all
applications to do so). To change the setting a second time, select a new option.

Checked Item Actions

Most application views include an option to make bulk changes to selected items. Select
one or more items and use the Checked Item Actions list to choose an option. Note:
Select or clear the top check box to select or deselect all items on the page.

With items selected, use the Checked Item Actions list. The available actions depend on
your permissions and on the application you are in:

Checked ltem Amic% + Export.. -

I Delete .-

Download as One Zipped File

Mark as Read Expo

Mark as Unread

p. 206.341.9117 1008 Western Avenue, Suite 500 15
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Actions Icon/Menu

Working with Global Applications

The Actions icon '™ provides context-sensitive commands specific to individual items. In
many list views and on Dashboard panes, item names are followed by the Actions icon.
Click the icon to open a menu. The menu options listed depend on your user permissions
and on the specific item you are working with.

For instance, the actions for an issue might include an Update option, while the actions for

a document would not.

The Actions menu for a workspace on the Projects tab:

[

B Name -
Manager: Deborah Koale
F Alki Bike Path - regrade

Manager: Martha Jepaesn
[F Ballard Bridge

Harbor |sland Surge Barrier
A VWest Point Trail System

Manager: Mike Walcott
7] Alki Seawall

Checked lem Actiong ~  Change Formal -

Expornl. -

i

4

Add to Favorles
Update Stalus

Edit Profile

Link to Mew ltem
Link to Exisfing ftem
Delete VWarkspace
Archive Waorkspace
Wiew Gantt Charl

Note: Some Actions menu commands may be duplicated in the Checked Item Actions
menu of the View Toolbar. The Checked Item Actions menu gives you the ability to
perform the actions on multiple items at the same time.

p. 206.341.9117
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Dashboard

Dashboards

PPM Dashboards provide you with convenient overviews of your workspaces, including
application items that need your attention like assignments, issues, due tasks, notifications,
and appointments. Dashboards can also include graphical reports such as pie charts and
bar charts to give you a quick visual indication of key workspace metrics.

For most PPM users, the Dashboard is the default starting point when opening PPM (your
default may be different). Dashboards are designed to be highly customizable, so you can
configure them to provide you with the information you need most.

Note: If you do not have a default dashboard defined, a message displays when you open
the Dashboard application. You can create a dashboard and make this your default or edit
an existing dashboard (if there is one). To set a dashboard as a default, when creating or

editing the dashboard, select Set as Default.

If you have permission to share dashboards with other users, you can publish dashboards
you create to other users based on enterprise role.

Diasbbamd Pingacis Dacumasis Capacity Flannat Team lManages

Creale Mewr Dasbooard Eod Troy Daarscard Ligre Dlashbpards = Pudi=h o Roe Parpe Dipiane =
Diashboard .
ﬁ My Dashbaard Welcome, Mike Waicott
sl Favorite Projects [ 1Y) appoinaments
1 Ja 1r
[ iy Bruide Seir O OnPan S L2008 Susan Sansh h ppoinimenss
rf eyt ig & OnFan & 1RARENT
=
f e ) Recent ltems
-
L | Unread lbems
- ' Aporiae Projct Charer Tak
F Acms Corpiratsn | | Fe0U Rimices Tam
& rrica P atrafi] s Frabriinany data patherng ThEL
@ \nirusion Deiestion and Prevention Usersds Lid syt i
LOTpAnaramen s Sire ABLE
B Sotherand Liocalizakien 158 £ &
SN0l wWe hre a neny Jeam me SACUFEOn
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B
B
=
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Dashboards

TO CREATE A NEW DASHBOARD:
1. Open the global Dashboard application.

2. Click Create New Dashboard on the Tab Toolbar.
The Create New Dashboard View screen displays. The Create New Dashboard View
screen includes 2 areas:

¢ Template list—This includes the layout templates you can choose from when
designing your new dashboard. By default the 50-50 template layout is selected.

e Components lists and Organizing stage—Choose dashboard components
(panes) for the new dashboard from the component list and drag them to the
organizing stage where you can order them as you want.

3. If you want a dashboard layout other than the default 50-50 layout, select a template
from the template list.

4. Type a name for the new dashboard in the Name box.
5. If you want the dashboard to be your default dashboard, select Set as Defaulit.
6. Select components (panes) you want to include in the dashboard:

e Some panes, like Appointments and Favorite Workspaces, can only be included
once in any single dashboard. These components have this icon: =

e Other components, like Report Viewer, can be included multiple times in a
dashboard and are marked with this icon: &

You can drag the Report Viewer to the organizing stage one or more times.
The viewer is empty until you add a report to it. After creating and saving a
dashboard that includes the report viewer, you must add a report to the viewer.

Note: You must have the Report Viewer permission to include a report viewer in
your dashboard. By default all PPM users have this permission but your organization
may have changed this. If you do not see a Report Viewer component in your list,
you do not have the Report Viewer permission.

7. Use the organizing stage to create the layout for your dashboard.

e Drag components to different locations to reorder them.

e Select a different layout template to see different organizing options.

e Delete an unwanted component by clicking the Delete icon on the upper right corner
of the component.

8. Click Save to save the new dashboard and return to the dashboard page (the new
dashboard is automatically displayed). To discard the new dashboard, click Cancel
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Working with Workspaces

Project managers are responsible for the success of their workspaces. PPM helps you
accomplish this by giving you flexibility and access to information and details about your
workspaces.

Two key areas within PPM deal directly with workspaces:

e The global Projects application
The global Projects application displays all the workspaces you are a member of
(including those you manage), and provides a quick and customizable way to see
details about each workspace including aspects like health, status and budget. It
also gives you easy access into specific workspaces. For details about the global
Projects application, see The Global Projects Application.

¢ Individual Workspaces
You can open any of your workspaces from the global Projects application. Once
you open an individual workspace, a Workspace Menu gives you access to the
workspace-specific applications you need in order to manage the workspace. These
applications are where most project managers do the bulk of their work.
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Working with an Individual Workspace

As a project manager, you need to manage the tasks and resources of your workspace in
order to meet its requirements and be successful. Do this by opening each individual
workspace. When you click on the name of a workspace in the global Projects application,
the workspace opens to its Home Page.

The left side of the Workspace Home is a Workspace Menu of options and applications
available to you in the workspace. The option you select in the Workspace Menu changes
what displays in the main part of the screen. By default a workspace opens to the
Workspace Home page. This home page is a workspace-specific dashboard you can
configure to display specific summary workspace information you need.

Note: The Workspace Menu may have a different name in your enterprise. The menu is
labeled using this convention: <Workspace Type> Menu. In many cases this means the
menu is called Workspace Menu, but it could also be IT Project Menu, PMO Project
Menu, or another enterprise-specific workspace type used in your organization. The
options within the menu are not affected by the label at the top.

Workspace Home Page

When you open a workspace the Home page displays. From here, using the Gear Menu
and Workspace Menu, you have access to all aspects of your workspace, including task
schedule, resources and applications.

Note: You can create shortcuts or “favorite workspace” links that appear on your PPM
Dashboard and provide direct access to specific workspaces. For more information, see the
Online Help.
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Workspace Overview

Rebuild Project Menu
@ Rebuild Project A
Overview Actions:
@ Update Status
Customize Home

Views:
Home
Status History

The workspace overview gives you viewing options for basic information about the
workspace.

Update Status—Allows you to update workspace status and provide comments. You
can notify other members about your update. Updates appear in the Executive
application and are an important part of communicating the progress and well-being of a
workspace to others in your organization.

Customize Home—Allows you to add and remove “panes” from your workspace home
page (dashboard).

Home—Opens the Workspace Home page.

Status History—Displays status updates, with the most recent at the top. Updates
usually come from the project manager but can also come from an executive from their
dashboard view. Most often workspace health, budget, priority level and phase are
updated, with other information based on the task schedule at the time of the update.
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Admin

As project manager, you have full control over your workspace. Use the Admin menu to
edit workspace details, view workspace profile, manage (add or remove) workspace
applications, and archive the workspace when it is completed.

00 admin {h_’} —
Create Dynamic Application
Edit Rebuild Project
Delete Rebuild Project
Archive
Administer Workflow
Create Template
Create Project
Relate to Existing tem
Relate to Neww tem

Views:

Rebuild Project Profile

Rebuild Project Dynamic Applications
Cross Reference Fields

e Create Dynamic Application—Create custom applications to use in your workspace.
Dynamic applications can help you track information specific to a process or the
workspace itself.

o Edit <Workspace Type name>—Allows you to change workspace details by editing
the workspace profile. Note: Editing a workspace profile is significantly different from
updating the workspace status. When you edit the profile you change details that are
relatively fixed (workspace name, status, start and end dates, for example). Status
updates are used to update the progress of a workspace like health and expenses.

e Delete <Workspace Type name>—Removes this workspace from PPM. Important:
This cannot be reversed.

e Administer Workflow—Allows you to configure automated notifications based on
defined parameters or rules. When an event occurs that is subject to the rule, a
notification is automatically sent to users of a specified role.

e Create Template—Opens the Create Template wizard so you can use the current
workspace to create a template for other workspaces (the template can include some or
all items such as members, documents, tasks etc.).

e Create Workspace—Allows you to create a new workspace. Note: This is identical to
the Create Workspace option on the global Projects tab.
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e Resubmit for Approval—Allows you to resubmit an existing workspace for approval.
This may be useful if something changes within the workspace to the point where
approval is required by your company policy. (This only displays in workspaces created
from a Workspace Request.)

e Link to Existing ltem—Use this to link your workspace to any items that may have an
impact on the workspace. For more information, see Related Items.

e Link to New Item—Allows you to link this workspace to an item not yet created. As part
of the process you create the item to which you are relating the workspace (a process
document, for example).

e <Workspace Type> Profile—Displays workspace information.

e <Workspace Type> Dynamic Applications—Lists the dynamic applications you have
for this workspace. You can create and import dynamic applications.

e Cross Reference Fields—Administrator-configured fields referring to other items within
PPM. If no cross-reference fields are configured, no information displays here.
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Resources

The Resources application allows you to plan, view and manage your resource
requirements independent of the task schedule.

@ Resources b Actions:
{b Add Material Resources
Views:
Resource Allocation

Resource Utilization
Material Resources

e Add Material Resources—Allows you to add a material resource to the workspace. If
you do not have material resources to select from, you can create them here.

e Resource Allocation—Resource planning for the current workspace. Use this to add
resource requirements for your workspace and to plan their allocation.

¢ Resource Utilization—View allocated, scheduled and actual time spent by resources
on your workspace. This gives you a way to reconcile planned resource utilization
(allocated time) with actual assignments to workspace tasks (scheduled time).

¢ Material Resources—\View and manage material resources necessary to complete the
tasks in your workspace.
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Members

Use the Members application to manage your workspace team members. Your workspace
may already include all the team members necessary, or you may need to add members
during the workspace.

! Members {b Actibne:
Add Enterprise Users
Add Workgroup

List View
Workgroup Yiew

e Create New Member—Creates a new PPM user and adds them as a workspace
member. Note: This option is available only if you have permission to add new users to
PPM.

e Add Enterprise Users—Adds existing PPM users to the workspace.

e Add Workgroup—Adds groups of users to your workspace by adding an enterprise
workgroup. If your organization uses enterprise-level workgroups, you may be able to
add a group of PPM users to your workspace as a workgroup.

e List View—Lists team members and their workspace roles.

e Workgroup View—Lists team members based on their workgroup. You can also create
workspace-level workgroups to help manage your team.
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Tasks

The Tasks application on the Workspace Menu gives you the ability to manage tasks within
your workspace. Options include several views and a fully functioning and printable Gantt
chart.

[3 Tasks {b Actions:

Create New Task
import Tasks

Check Out Schedule
Task List

Gantt Chart
Baselines

e Create New Task—Create a new task.

e Import Tasks—Import tasks from Microsoft Project. This is a one-time process, used to
quickly populate your PPM workspace schedule. Valid file formats are MPP and XML.

e Check In/Out Schedule—Locks or unlocks the schedule. Use this to prevent changes
to the schedule by other managers (if applicable). Note: The schedule is automatically
checked out (locked) if you are using ProjectTransit to manage the workspace
schedule.

e Task List—Displays tasks in an outline view that shows the WBS structure. The Task
List view supports in-line editing of tasks and can be customized by each user. For
more information on using the Task List, see Using the Task List.

e Gantt Chart—Open a Gantt chart in a new window.

e Baselines —Gives you the option to create a baseline of your workspace schedule.
Also allows you to select a previously created baseline for comparison in the Gantt
chart.
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Calendar

Use the calendar to see the appointments/events for your workspace. Create appointments
in PPM and export them to Outlook™ or other supported email applications. You can also
view tasks coming up for the month in the Calendar.

@ Calendar {b \ctions:
Create Appoirtment
Views:
Month View
Day View
List Wiew

e Create Appointment—Create a new appointment.

e Month View—A single month and all of the appointments and/or tasks for that month.
e Day View—Hourly breakdown of the specified day.

e List View—All appointments listed out in a spreadsheet-like view.

Discussions

Use the workspace-specific Discussions application for tracking informal conversations
between team members on topics that affect the workspace or the team. Discussions can
be kept in history for future review by new team members. A workspace member posts a
topic for discussions and other team members reply to that topic.

Discussions Ritions:
{b Create Discussion
Views:
List View
Folder View

e Create Discussion—Create a new discussion thread.
e List View—Display all discussions in a list.
e Folder View—Display discussions based on their folder location.
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Documents

This application is a storage repository that allows you to store files of nearly any type. You
upload files into the documents application and then can route them for approval, check
them out for collaboration, and track version control and history with actions taken on a
document.

@ Documents X G
{b Add Document
Install DeskDocs
Views:
List View
Folder Yiew

e Add Document—Add a document, or multiple documents at once to a workspace.

e Install DeskDocs—Configure your local computer to use DeskDocs. See the Online
Help for details.

e List View—Display all workspace documents in a list.
e Folder View—Display workspace documents based on their folder location.

Issues

Issues are any unplanned event that impacts the budget or timeline of a workspace. You
can create issues and assign them to team members who are responsible for monitoring
their progress to resolution.

m Issues E Actions:
Add lssue

List Wiew
Folder Yiew

e Add Issue—Add an issue.
e List View—Display all issues in a list.
e Folder View—Display issues based on their folder location.
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Use the News application as a way to post general communications to your team.

Polls

Polls give you the ability to survey your team for input on a decision or a possible course of
action. You can track public or private polls.

Mews

&)

Actions:

Create Newvs ttem
Views:

List View
Newsletter View

Create News Iltem—Add a new news item.

List View—Display all news in a list

Newsletter View—Display news items with all content exposed similar to a news

column.

& pols

b

Actions:
Create Poll tem

Views:

List View

Create Poll tem—Add a new poll.

List View—Display all polls in a list
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The Global Projects Application

The global Projects application displays all the workspaces you are a member of, and is
especially useful to those PPM users who are a member of multiple workspaces. In
addition to listing all your workspaces, it provides a quick way to see details about each
workspace (health, status and budget, for example).

Click a workspace name to open the Workspace Home for the workspace. From the
workspace home page you have access applications at the workspace level. Project
managers are most likely to manage their workspaces from within specific workspaces.
Team members may also use workspace-level applications to do their non-task workspace
work.

Note: The Projects application supports a special Queued View custom view type. If a view
you are using has queue enabled, a Rank column lists the relative rank of the workspaces
in the view. If you have permissions to change the rank of workspace, you can edit the
Rank column. To re-rank workspaces, drag and drop them to new positions in the view, or
type a different rank number in the Rank field. For more information, see the Online Help.
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Create Project Create Project Recuest More Viswrs v Page Ogtions. v
b Projects: 15015
) AN Projects Alphabetically
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[ eroectdome ¢ Achons  Heslth %Complete  Priody  PlorosdSted  Planned Finigh  Manager  Related Sems Baiget
[ AiSeswal - C 0%  High 19112010 843002011 $450,000 00
M lard - = (& 0%  High 4172011 113002011 $2,000,000.00
[ DesMones = C 0%  Hih 2172011 81312011 $430 000 00
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[ Universty > © 0%  High 611/2011 1143002011 $2 000 000 00
Bndge
[] west Seattie v © 0%  High 3nzonm 1003172011 $1,500,000 00
Bridge
Export.. v Show More. v Page of 1
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Projects Tab Options

Many of the actions a project manager can take are determined by the permissions granted
to them by the PPM administrator. Some administrators may set the system up to allow
project managers to create workspaces themselves. Other administrators use a more
formal process where a project manager first submits a request for a workspace and upon
approval; a workspace is created for them. Depending on your organization’s processes,
you may see options in your environment that differ from the options below.

Create Workspace

The Create Workspace option on the tab toolbar of the Projects tab opens the Create
Workspace wizard:

Dashboard Projects _ Tasks Reports See All' =
Create Proie&t Create Project Request More Views .~ Page Options|

Projects:

@, by Manager

This option displays if you have the ability to create your own workspaces in PPM.
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The Create Workspace wizard prompts you for basic workspace information as you create
a workspace:

Create Project Wizard

@ AT B Agvanced Sesings |00 Costom Teids | &5 Appications

Projoct Typo  Propst
Rame®
Desteiption

External 10

......

Plsasea Fioish 20cz012  [°S
Priorty wen -
Budgeti$) 900
Heah o s v
fase -

Cap Auth 10

Wext Seccon® O Hiacdll il Bl

e Workspace Type— A list of the workspace types available to you. These are created
by your PPM administrator and are defined based on their purpose within your
organization.

e Name—The workspace name (up to 50 characters in length).
e Description—A longer text field for more details about the workspace.

e Start and End Dates—Estimated dates, these are not dependent on the task schedule
of a workspace. These can be edited at any time.
Note: These do not appear if your workspace type was defined as an “ongoing”
workspace.

e Priority—The value of this workspace as your process defines it on a scale of 1 to 5.
This is useful as a field for grouping workspaces in a custom view.
Note: This does not appear if your workspace type was defined as an “ongoing”
workspace.

e Budget—A currency field to track the budget with. It is up to the administrator to define
what budget means or how you will use it. This field displays on the Executive
Investment Map and Executive Score Card views, as well as in other areas of PPM.

e Health—A list for specifying the current status of the workspace.

e Phase—A list for specifying the current phase of the workspace.
Note: This is disabled unless Phase Settings were enabled by the administrator for your
workspace type.
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e Cap Auth ID—A reference field for linking the workspace to a financial account in an
external system.
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Click Next Section to continue to the Advanced Settings tab. Advanced Settings allows
you to select where in the hierarchy of workspaces your workspace should be located. The
hierarchy represents the order in which workspaces are organized in your enterprise. Some
reports and views display data from the parent workspaces so it is important to locate
workspaces in the correct place. Select the workspace that will be the parent of the new
workspace.

Create Project Wizard
[i] Generstntormation T U [ Custom Fiekds | (F Appiications

Lascation Sewect the parent of this propect
U Acme Corporation
[T Auwora Bridge Retront
[T omain Controfier Replacermsnt
I:lh'ﬂru.':uh Detection and Prévantion Uparad:
[Z1 2P Tood imglementation
[CIRisk Azsessment
[Clsately Procedures
[C] viaduct Redesign

*Previous Section | Hext Section ®  ar

Click Next Section to continue to Custom Fields. Here you may find custom fields specific
to your company’s business process. These fields can be used to for sorting views or
reporting. If there are no fields, continue to the next section.
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B Custom Fields ﬁ Applications

‘Service Request

4 Previous Section | Hext Section = or
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On the Applications tab choose which applications you want to be available when the
workspace is created. If you are not sure what applications you will be using, select them
all. You can disable (and re-enable) workspace applications at any time.

Dynamic applications are custom applications built specifically to manage company-specific

data.

[i] cenerst ntormation | E] Advanced Settings | T Custom Fields [ &

3.

E'I Kadrve Appscalion

Tasks
[~] Caderegar
[~] Disctesions
[¥] Documents
] msuss

[¥] otz

D Disfiamic Appiicalion
[T irvvoice: Traciing
[[] orcer Status

- 3 o
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Create Workspace Request

If your organization requires you to submit a workspace request rather than creating a
workspace directly, you will see the Create Workspace Request option on the Projects tab
toolbar. A workspace request is a proposal for a possible workspace, submitted to an
approval committee in your organization. A workspace request can be created from either
the Projects tab or the Workspace Requests tab. Workspace request types are defined by
the PPM administrator and control what data must be entered as part of the workspace
request. A few examples are shown below.

Select the type of workspace you are requesting and select Next Step.

h Create Project Request

Splec! Project Reques! Tyoe

7 Engleeering - For planning potentsd rger propcts for the county

o m Ad Progects: Recuaing spieoval Seom e PR
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The next window contains fields defined by the workspace request type you selected. Many
of these fields will become workspace data when the workspace request is approved. You
can upload documents associated with the workspace request such as a preliminary
workspace charter or other company-specific documentation.

ixenerdl Infermalion

Paguest Bame

Desaription

Addtional Edoirmabom

0 oy

Upload Progect Documents

L Creale Project Request- 1T

Tine | _Choose Cne-

LASE | _Chosas One-

et

[ SHope | Onoose Ore- ] =

0w

Progect Typa  PIWCPromc]

Buihpet

Planused Stait Date |3 mo007

al |al

Planned End Date |y mong?

Ewtitnated Expensss g

PO |

Workspace Requests Application

Once created, workspace requests are routed for approval according to the approval policy
set up by the administrator. If you have permission to view the Workspace Request tab,
you can view the approval status of your request. For more information on Workspace

Requests, see the Online Help.
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Tasks represent one of the basic foundations for tracking what needs to be done to
complete a workspace. Usually, a workspace manager is responsible for creating tasks and
assigning them to team members, though in some organizations team members create
tasks too.

Your team may use the task schedule as a simple to-do list, providing the bare minimum of
information such as task name and start and finish dates. Alternately, you may take
advantage of more powerful PPM scheduling features for tasks, linking dependent tasks
and tracking remaining amount of work to be done.

Updating and Editing Tasks

In PPM there are two important concepts related to working with tasks:

e Editing—Editing a task means adding or changing details of the task, including
name, assignees, and planned start and finish dates. Project managers and others
who create tasks can edit tasks.

e Updating—Updating a task involves adding information to it about how much work
you have done. Task assignees (team members) update tasks with the hours of
work they have done, and sometimes with new estimates of how much work is left
before the task is completed.

Interconnected Task Properties

Task properties like duration, units and work are linked in PPM, and this means the PPM
schedule can function as much more than a simple to-do list. When a task property such as
duration changes, other properties are automatically recalculated to reflect the impact on
the workspace. For example, if an assigned team member is removed from a task, there is
an effect on task duration or planned work. This impact is calculated automatically.

How task properties are calculated
When a task property is changed, other properties are recalculated using this equation:

Work = Duration x Units

PPM defines task properties as follows:

e Work = Number of hours of planned work

¢ Duration = Difference between the task start and end dates

e Units = The percentage of a resource’s time spent working on the task (Resource
Allocation Units)
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Impact of Task Type on the calculation

Task type defines which task property remains fixed in the calculation. Daptiv PPM task
types include:

e Fixed Units - Task units (resource allocation units) are fixed. Changes to planned
work or task duration do not change task units. Select Fixed Units when the
resources assigned to a task will not change.

e Fixed Work - Planned work is fixed. Changes to task units or duration do not
change planned work. Select Fixed Work when the amount of planned work for a
task will not change.

e Fixed Duration - Task duration is fixed. Changes to task units or planned work do
not change task duration. Select Fixed Duration when the task duration will not
change.
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What Happens When You Change a Task Property?
When you change a task property such as task duration, other properties are changed

based on the task type and whether the task is effort-driven.

The table below outlines what happens when properties are changed for each task type:

Tasks

Change Task Property
Task Type Increase Duration Increase Increase Add
Work Units Resource
Fixed Units ; ; ;
> ) Duration Duration Duration
{Effort- Work increases ;
£ increases decreases decreases
driven)
Fixed
Duration 3 . A ; .
(Effort- Work increases Units increase Work increases Units decrease
driven)
Fixed Work : : :
3 Duration Duration Duration
{Effort- Units Decrease .
] increases decreases decteases
driven)
Fixed Units 3 Duration Duration Sy
Work increases ; Work increases
increases decreases
Fixed ; S ; ?
t Work increases Units increase Work increases Work increases
Duration

Notes:

e Task type can be specified when you create a task.

e |If a task type includes effort-driven, task duration is recalculated as resources are
added or removed from the task.

e By default, new tasks are assigned a task type of Fixed Duration, but if you change
this, your selected type becomes the new default for any tasks you create.

Effort Driven Tasks

The duration of effort-driven tasks change automatically as team members are assigned to
or removed from the tasks. Assigning more team members to an effort-driven task
decreases the task duration, removing team members from an effort-driven task increases
the task duration. As members are added and removed, planned work remains the same.

For example, an effort-driven workspace task has 16 hours of planned work and one
assignee. With an 8-hour workday specified in the workweek calendar, it will take the
assignee 2 days to complete the task, resulting in a task duration of 2 days. When the
project manager assigns a second team member to the task, the task duration changes to
1 day, as 2 people can complete the work in half the time.
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When a task is not marked as effort-driven, assigning an additional team member to the
task increases the task's planned work.

For example, a workspace task has 16 hours of planned work, one assignee, and a
duration of two days. If a second team member is assigned to the task, planned work
increases to 32 hours and the task duration remains at 2 days.

In PPM, a task can be marked as effort-driven when it is first added to the workspace in the

add task wizard or by editing the task in the Task Details screen.

Note: The duration of an effort-driven task changes only when the number of team
members assigned to the task changes.

Task Constraints

In PPM, a constraint is a restriction on the start or finish date of a task. You might place a
constraint on a task that represents a workspace deliverable that must be available on a
certain day, or on multiple tasks to ensure that workspace milestones are met.

There are four constraint options:

None—No Constraints apply to the task.
Task start and finish dates can be changed.

This is the default constraint type.

As Soon as Possible—The task must begin as early as possible in the task
schedule.

Must Start On—The task must begin on the specified date.
The task start date cannot be modified.

If the task is linked to another task with a dependency and that task is moved in the
workspace schedule, the dependency is removed.

Must Finish On—The task must end on a specified date.
The task finish date cannot be modified.

If the task is linked to another task with a dependency and that task is moved in the
workspace schedule, the dependency is removed.
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Task Dependencies

There are 3 task dependency types in PPM:

Tasks

Dependency
Type

Description

Example

Finish to Start
(FS)

Task A must finish
hefore Task B can
stan.

Start to Start
(SS)

Task A must start
hefore Task B can
stan.

Finish to
Finish {FF)

Task A must finish
before Task B can
finish.

You can also set a lag or lead in time for predecessor tasks. Lag is indicated by a positive
number, lead is a negative number. For example, Task A must finish, and then 10 days
must past before Task B can start. This is a Finish to Start (FS) dependency with a lag of

10.

Cross-project dependencies allow project managers to add cross-project predecessor
and successor tasks from other workspaces to their workspace schedule. Project
managers can view cross-project dependent task information in both the interactive Gantt
chart and from the printable Gantt view.
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Creating a Task

Note: This describes creating a task from the global Tasks application. For similar
information about the workspace-level Tasks application, see Using the Task List.

Create a new task by clicking the Create Task link on the Task tab. The Create New Task
window appears. The first step is selecting a workspace in which to create the new task.
The workspace list is populated with those workspaces you have permission to create
tasks in. Select a workspace and additional fields appear. The Create New Task window is
divided into areas in which you input data about the task:

Dashboard Frojects Executive Tasks Documents

Create Task Maore Views - Prirt Page Cptions =

Task Elements/Fields in PPM

The task details are defined by the person who creates the task (usually the project
manager). Team members can update some task fields in tasks assigned to them, while
the project manager can edit any task.

Task fields include (note: “Required” indicates a field required when adding a task):
e Task Name—-Brief title or summary of the task. (Required)

e Task Description—Details of the task, including information an assignee may need to
complete their work.

¢ Planned Start and Planned Finish—Date estimates by the task creator (usually the
project manager) for when the task will be started and completed. The Planned Finish is
automatically added based on duration, if no finish date is entered. (Planned Start is
Required)

e Duration—Amount of time, in whole days, the project manager estimates it will take to
complete the task. The duration is automatically calculated based on the difference in
days between the planned start and planned finish (if provided).

¢ Planned Work—Amount of time (in hours) the project manager expects it will take a
resource(s) to complete the task. If a billing rate is assigned, PPM calculates Planned
Cost of work (and Actual Cost, once actual work is entered against the task) for other
areas of PPM and in reports.

e Percent Complete/ETC—Depending on how your PPM administrator has configured
your enterprise you may track task progress using either Percent Complete or
Estimate to Complete (ETC). Only one of these can be changed:

e Percent Complete—Numeric field assigned team members update to indicate how
far along they are in completing the task. Valid entries are 0 to 100. Only available if
your enterprise is configured to track task progress using % Complete.
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e ETC—Numeric field assigned team members update with the number of hours of

work remaining on a task. Only available if your enterprise is configured to track task

progress using ETC. When ETC is used, % Complete is automatically calculated
based on the entered ETC value.

Priority —Level of importance the creator gives to the task. An indicator shows up in
the list view with a Red up-arrow for high priority tasks and a Blue down-arrow for low
priority tasks. Priority is a great way to filter and find certain tasks that are not
milestones or deliverables, but for which you need visibility.

Task Properties:

¢ Milestone— A milestone is a zero day duration task and is denoted by a diamond
icon (¢ ) in some views. Milestones can be defined as important events in a
workspace plan.

e Task Properties, Deliverable—A product, service, document or other item that is
created as a result of completing the task.

e Billable—Indicates a task that will have an external rate. Only available in
workspaces with external billing enabled.

Actual Start and Actual Finish—Updated by the assigned team member(s) with the
actual dates they begin and finish a task.

Actual Work—The work (in hours) that team members have spent on the task. If you
use timesheets you can update this in your timesheet.

Predecessor Tasks—Tasks that must be completed before the current task can begin.

Task Status—A colored indicator status that is based on the level of completion of the
task along the timeline it is due these include: Not Started, In Progress, Overdue,
Complete and On Hold. Mouse over the indicator to see the related status text.

See the Online Additional fields are discussed further in the Online Help.
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Adding Assignees and Material Resources

Assign team members to the task in the Select Assignees section of the Create New Task
window. Click Browse Member Directory and select the users you want to assign.
Assignee names display when you close the member directory. To remove a team member
from the task, clear the Assign box next to their name.

_Select Assignees

Name Email Assign
Jepsen, Martha mj@acme.com [@]
Kinomura, Stan sk@acme.com vl
Sanek, Susan ss{@acme.cem ¥

“All assignees will recsive 3 notificstion.

To assign material or non-human resources to a task click Select Resources and select
the items you want. Expand a folder to display assignable items. If there is no “+” next to a
folder there are no items in that folder. To remove an item, reopen the Select Resources
window and clear the box for the item. Note: Material resources must be created before
you can assign them to the workspace.

Adding Advanced Information
Add these optional fields to set advanced properties:
e Task Type

e There are three options for type: Fixed Units, Fixed Work, and Fixed Duration.
See above in this section for more information.

o Effort Driven—Affects how task data is calculated when you add or remove users.
See above in this section for more information.

e Insert after Task#— By default a new task is added at the end of the list. To add it
higher in the list, select the task number for the task affer which the new task should be
inserted.

e Constraint Type—Select from: None, As Soon as Possible, Must Start On, Must
Finish On. See above in this section for more information.

e Constraint Date—Date of the constraint.
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Adding Predecessors

You can define dependencies between tasks. To add a dependency, highlight the
predecessor task in the Select Predecessor Tasks Below list, select a Dependency
Type (including lag or lead if applicable), and click Add.

Cross-Project Predecessors/Dependencies

In addition to predecessors contained within a single task schedule, you can create cross-
project predecessors/dependencies. This allows you to connect two separate workspaces
together by specifying a task or tasks in one workspace is dependent on a task or tasks
from another. Cross-project predecessors display in the Gantt chart.

Important: A change in a task on one workspace will not force a change in a task linked
by a cross-project predecessor relationship. An onscreen alert displays in the Gantt. This is
intentional, allowing each project manager to maintain control of their own workspace
schedule.

TO CREATE A CROSS-PROJECT PREDECESSOR/DEPENDENCY:
1. Click Add Cross-Project Predecessors.

2. Choose the workspace that the dependent or predecessor task originates from.
A list of tasks from the originating workspace displays.

3. Select the task to which you are creating a dependency.
4. Set the dependency type.

5. Click Add.
Note: Add all predecessors to the Selected Predecessors list before saving.

Selact Cross-Project Predecessors
V! Add Cross-Project Predecessors

Sclect Predecessor Tasks from | West Scattie Bricdge 3

Select Predecessor Tasks Below... Selected Predecessors
Predmnary assessment - Environmental impact Statement (Wet »
.mapping

..photograghy
.higloscal
Ste survey
physicsl survey o g
..aenal photography W W
. cultural

Engineering evaation
undersiruclure v

Dependency Type | Finish To Start [
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Viewing Cross-Project Predecessors/ Dependencies
The icon for cross-project dependent tasks displays in the Gantt chart as linked folders:

-

B A L

Click the icon to open the details of the linked task. Red icons indicate that the task is
negatively impacted.

LB B i

Task Details <€E{>
General Advanced

Constraint Type: (None) v
Constraint Date:
Task Type: Fixed Duration w

[™] Effort Driven

Cross-Project Dependencies

Task Start End Cqu,:‘ete Type Project
Cross-Project Predecessor Tasks:
Envircnmental Impact 1MA2010 117222010 0% Fg Wx_ast Seattle
Statement Bridge
Note: With appropriate permissions you can also view cross-project
predecessors/dependent tasks in the global Tasks application.
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Task Notifications
Use notifications to tell team members about the new task.

Task assignees receive an automatic Notification of Assignment, so you do not need to
select them for your notification unless you are including something in your message that
they need to see. Use the View check box to restrict view of the task from specific team
members.

To include a custom message to the notification recipients, select Type Custom
Notification Message and type a Notification Message.

_ Notifications

" Browse Member Directory

Name Email Comment View | | Notify
Jepsen, Martha mj@acme.com Has unrestricted access ]
Kinemura, Stan sk@acme.com Has unrestricted access ]
Walcott, Mike MW @acme.com Owner [@]
McNally, Wendy wm@acme.com [@] @]
Everyone Else (in this Rebuild Project) VI ]

Type Custom Notification Message? (V] Yes

Notification Message This is the first of the specific tasks for the Site Prep P
work. Feel free to edit/update details according to your
own investigation.
thanks, mike|
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Task Actions and Details

Actions Icon

The global Tasks application displays a list of your tasks across all of your workspaces, and

Tasks

includes an Actions icon next to each task. You can use the Actions icon to manage
individual tasks in the list. The available actions vary based on your permissions.

Mark as Read
Mark as Unread

dit Task %

Update Task

rm

Mark as Compigte
Relate to New ltem

Relate to Existing ftem

Tazk

lete

)
o

(2]

et Automatic Notifications

(2]

end Notificaticn

nos

The workspace-level Task List displays tasks specific to the workspace. The Task List has

no Actions icon, but right-clicking on a task opens a similar menu of options:

21

22

23

2.4

3.1

32

3.3

ans ALAIDOAD.

Pianning meeting
Field work
Collation
Application prep
- Site preparation
Initial Demolition

Grading

Edit Task

Task Details {b

Update Task

iMark as Complete
Relate to New ftem
Relate to Existing ftem

Delete Task

Set Automatic Notifications

Send Notification

Temp roadways

v 0% 4/18/2012
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Task Item Details Actions Menu

Click a task name to open the Task Details window. Team members can see information
about the task and perform updates to tasks from the Actions menu. Project managers can
update or edit the task from the menu.

sources  History Log  Related ltems el oRign

Edit Task

Update Task

Mark as Complets

Task Number 1
Relate to New item
Priority Idedium

Relate to Existing kem

Actual Start S/10/20

o

7
Actual Finish Delete Task
Actual Work 0.0C hrs Set Automatic Nofifications

Actual Labor Cost S0.00 Send Notification

Estimate to Complete + .00 hrs

The Task Details window includes several tabs:

Task Details—Displays the basic information about a task such as planned start
and finish dates, percent complete, planned work, and other details.

Update History—Displays all update information for the task.
Dependencies—Lists any tasks that the current task is dependent upon. Most often
it will display a task that must finish before the task being displayed can start.

Assignees & Resources—Lists team members and material resources assigned to
the task.

History Log—When enabled by your PPM Administrator, displays detailed
information about any transactions that have occurred on a task.
Related Items—Indicates if the task is related to any other items in PPM.
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Updating a Task

When you update a task, you add information about how much work you have done on the
task, and when you did that work.

You can update a task from several different applications in PPM: the global Calendar, the
global Tasks application and the workspace Tasks application. These update instructions
are for the global Task application.

TO UPDATE A TASK:

1.
2.

Open the global Tasks application.

For the task you want to update, click Update Task from the actions menu.
The Update Task window appears.

Track your work based on how your enterprise has been configured by your
administrator:

¢ Percent Complete—If using Percent Complete to track task progress, type a

number between 1 and 100 to represent the percentage of the task work that is
complete in the % Complete field

e Estimate to Complete (ETC)—If using ETC to track task progress, type the new

estimated number of hours until the task will be completed in the ETC field.

. In the Hours Worked field, type a number for the hours you worked on the task, and

then type the date in the date text box or click the calendar icon and select a date from
the calendar.

If you know the date that work on the task started or finished, type a date in the Actual
Start or Actual Finish fields, or click the calendar icon and select the date from the
calendar.

In the Update Notes field, type any additional information about the task update.

In the Notifications section, select team members to notify that the task has been
updated.

If you want to include a custom notification message, select Customize Notification
Message and type the message in the Notification Message box.

Click Save or Save & Add Another to save your update.
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Using the Task List

At the individual workspace-level t Task List is an easily customizable list of tasks that
display in outline view with WBS structure. The list supports in-line editing and updating so
you can make quick changes to your workspace schedule. Used in conjunction with the
graphical Gantt chart view, it allows you to easily manage all aspects of your workspace
schedule.

To open the Task List, on the Workspace Menu, click Tasks and Task List:

ST T

B Tasks £ Actions: ‘
Create New Task
Import Tasks

Check Out Schedule

AT aers
VIEWS |

Task List
Gantt&j 7rt

Baselines

By default, the Task List opens in outline mode, with all child tasks expanded. You can
change this by collapsing some or all child tasks. When you make changes to the
appearance of the Task List, those changes are saved and become the defaults the next
time you open the list. (Note: Changes to outline mode take 10 seconds to be saved.)

Tasks Al '::sks My Toasks Ox-cldui Tasks
Selection v + Add X Deiste [ <« » Show Criical Path  Print Gantt Charnt 2|
#a [Outl.. |Tosktome
1 = Initial Inve stigation v 0% 12372012 12772012 5 days 3
2 11 Primary field work w 0% 12372012 12712012 S days
12 Mapping ® 0% 12352012 172472042 2days
< i3 Research © 0% 1232012 172502012 3 days
14 Supportng photogra... @ 0% 1232012 1242012 2 days I
g 15 hvastigation Repert W 0% 1232012 112672012 4 days
2 [~ Environmental Impa... « 0% 012 202042 14 days
21 Planning meeting e 0% 2012 3172012 1 day
g 22 Fieid work v 0% 22 22012 7 days
23 Colaton e 0% 3122012 342012 3 days €
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Using the Task List

Working in the Task List

The Task List gives project managers the ability to view a schedule in outline mode and as
a sorted list. Designed to be easy to use, the list gives project managers in-line editing
capability as well as providing the ability to copy and paste tasks. Team members can use
the Task List to quickly update assigned tasks.

Adding Tasks in the Task List

Quickly add tasks to your project schedule by clicking Add Task in the view toolbar, or by
pressing Insert on the keyboard. The Add pane opens on the right side. The new task is

added either immediately above a selected task (if an existing task is selected and the Task

List is sorted by Task Number or Outline Number) or as the last task in the list. For more
details, see the Online Help.

Editing Tasks in the Task List

One of the most powerful features of the Task List is support for in-line editing. Double-
clicking a task field puts the field into edit mode and allows you to quickly edit the task.
Click another cell or press the Tab key to shift out of edit mode. You can edit multiple fields
by clicking the task name to open the Edit pane. See the Online Help for more details,
including what fields can and cannot be edited in the Task List.

Updating Tasks in the Task List

To update tasks in the Task View, right-click on a task to open the context menu, then click

Update Task. You can also double-click on some fields and update them directly in the list.

See the Online Help for more details, including what fields can and cannot be updated
directly in the Task List.

Copy/Paste

You can copy tasks from the Task List and then paste them into the same Task List or into
another Task List. This makes it easy to build or copy a task schedule.

To copy tasks, select one or more tasks in the Task List and click the Copy icon on the
toolbar or by pressing Ctrl-C on your keyboard. You can then paste the copied tasks into
the same Task List, or into the Task List for another workspace. To paste copied tasks,

select a task in the target Task List and click the Paste icon or press Ctrl-V. See the Online

Help for more information.
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Customizing the Task List

The Task List supports customizations including column reordering and resizing. You can
move columns in the view, add or remove them from the view, and click on a column to sort
by that field. In addition, you can filter displayed tasks and use Quick Views to quickly
reduce the list to a subset of tasks. Some of these changes are preserved for all your Task

List views. Other changes (like sorting) are reset when you change to another view. For
more details, see the Online Help.

Filter

The Filter allows you to reduce the number of tasks displayed in the Task List. Type a
string in the Filter box to limit tasks to those whose displayed, filterable fields match the
string. Filterable Task List fields include text fields (like Name and Description as well as
custom text fields), Assignee, Member, Task Number and Outline Number.

2

To reset the filter, either clear the Filter box, or click the All Tasks Quick View tab.

Note: If you hide a column, you cannot filter on the contents of that field, even if the field
type can be filtered.

Quick Views

Three tabs at the top of the Task List give you the option to view All Tasks (the default),
My Tasks (only those tasks on which you are an assignee), or Overdue tasks (all tasks
that are overdue). Clicking any one of these tabs changes the list of tasks displayed.

11 0 3
All Tasks My Tasks Qverdue Tasks

@« » Show Critical Path Print Gantt Chart

Note: If you have already restricted the list of tasks using the Filter, the number of tasks
displayed from a Quick View is limited by the combination of the filter and the quick view,
so you may see fewer tasks than indicated above the Quick View tab.

Keyboard navigation

The Task List supports keyboard navigation, allowing users who prefer to use the keyboard
to do so. For a complete list of key combinations and what they do, see the Online Help.
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Printing Tasks and a Gantt Chart

The Print Gantt Chart option in the Task List toolbar creates a PDF version of the task
schedule you can email to others and open in a reader like Adobe Reader to print or view.
You have the option to print only the Task List, or to print both the Task List and the Gantt
chart.

TO PRINT A TASK LIST OR GANTT CHART (PDF):

1.
2.

Navigate to the workspace whose schedule you want to print.

On the Workspace Menu, click Tasks and Task List.
The Task List opens, displaying the tasks in the schedule.

Expand those parent task(s) whose children you want to include in the output. And
collapsed tasks that are hidden in the Task List are also hidden in the PDF output.

On the Task List toolbar, click the Print Gantt Chart icon:

154 0 154
All Tasks My Tasks Overdue Tasks

F+ |E2 | Check Out Sched
[h '

Print Gantt Chart
4/26/2012 15 days 0% hotrs

In the Print Gantt Options window, select those options that give you exactly what you
need in the PDF output. For details on Print Gantt options, see the Online Help.

Exporting Tasks

Use the Export Tasks option in the Task List toolbar to export your workspace tasks in
Microsoft Excel format. This can be useful if you want to compare the exported schedule
with a changed PPM schedule. Task Export creates a Microsoft Excel file (.XLSX).

Task Export follows these conventions:

e Only those tasks that are visible in the Task List are exported.
= Expanded tasks (parent/child hierarchies) are exported.
= Collapsed tasks (hidden) are not exported.

e Only visible columns are exported.
e Columns are exported in the order they appear in the Task List.
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TO EXPORT TASKS FROM THE TASK LIST:
1. Navigate to the workspace for which you want to export tasks.
2. On the Task List, click Export Tasks

Export Tayks

Note: This is only available if there are tasks visible.

3. Your next step depends on the browser you are using and how you have it configured.
You may be prompted to save the file (Internet Explorer) or the file may be downloaded
automatically. Locate and double-click the file to open it in Excel.
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Timesheets

If your enterprise uses timesheets, you can enter task work (update a task) in your
timesheet. Your assigned tasks for a particular time period are displayed in your timesheet
for that period. The time period is determined by your organization and can be weekly,

bimonthly or monthly. Your timesheet is automatically created for a time period the first time

you open the Timesheets application during that time period. As a manager, you may be
required to approve timesheets for your team members.

Submitting a Timesheet

When you submit a timesheet it may be routed for approval, based on an approval policy
created by your PPM administrator. If no approval is necessary, your timesheet is
automatically approved when you submit it. If approvers are specified in the approval
policy, your timesheet is automatically sent for approval when it is submitted. If approval is
required but no approvers are specified in the approval policy, you select approvers when
you submit your timesheet.

TO SUBMIT A TIMESHEET FOR APPROVAL.:

1.
2.
3.

Open the Timesheets application. Your current timesheet appears.
Click Submit for Approval.

Type any comments relating to the timesheet in the Timesheet Submit Comments
text box and click Submit. Based on settings in the timesheet approval policy, your
timesheet is either submitted for approval automatically or the Submit for Approval
screen is displayed, enabling you to select users to approve your timesheet.

If the Select Timesheet Approvers screen displays, choose those members
responsible for approving your timesheet by clicking Browse User Directory.

Select the users from the list and click Save & Close.

Select whether the timesheet has Routing Enabled. This will send the timesheet to
the approvers in the order they appear on the list. You can modify this by using the
buttons to the right of the list.

. Click Submit to submit the timesheet.

TO VIEW THE STATUS OF A SUBMITTED TIMESHEET:

1.
2.
3.

Click Timesheets on the global toolbar.
Click More Views.

Click My Timesheets.
Your timesheets display. Filters give you the ability to limit timesheets by status and
time period.
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Note: If an approver declines your timesheet, the timesheet is returned to you so you can
edit and resubmit it.

Adding Tasks to a Timesheet

Tasks assigned to you automatically appear on your timesheet. If you perform work on a
task that does not appear, you may need to add the task to your timesheet.

TO ADD A NEW TASK:

1. Open the Timesheets Application.
Your current timesheet is displayed. If you want to change time periods, use the
Change Time Period link.

2. Click the Actions menu and Add Task.

3. From the Projects list, expand the workspace for which you have done work.
A list of available tasks for that workspace displays.

4. Select the task(s) you want to add.

5. Click OK.
The new task(s) is added to your timesheet.

6. Enter time for the work you did on the new task.
7. Click Save All Changes.

Managing Non-Project Work on a Timesheet

Non-project work entries represent non-task work against which you want to record time. If
you perform work on another task, or on non-project activities, you may need to add a task
or non-project work to your timesheet.

You can manage non-project work to your timesheet if the timesheet status is open,
declined, or overdue.
TO MANAGE NON-PROJECT WORK FOR A TIMESHEET:

1. Open the Timesheets application.
Your current timesheet is displayed. If you want to change time periods, use the
Change Time Period link.

2. Click the Actions menu and Manage Non-Project Work.
The Manage Non-Project Work window opens.

3. Select the non-project work option(s) you want:

e Add to Current Timesheet adds the non-project work to the currently open
timesheet. Clearing this option removes the non-project work from the currently open
timesheet (this is only an option if no hours have been logged against the non-
project work.
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e Always Add to Timesheet adds the non-project work to the currently open
timesheet and all existing and future timesheets that are not closed.

4. Click Save to save the non-project work changes to the timesheet and close the

window.

5. If you added non-project work to your timesheet, type the hours you spent on the work
in the appropriate columns and click Save to update the timesheet.

SUTVEY
2  Editing e [ s15000 0.00 0.00 0% 0.00
1 liapping 1
Manage Non-Project Work (2]
0.00 0
Billable / Mon-Billable 0.00 0,
. Add to Current  Always Add to
Non-Project Work item Timesheet Timesheet
.00 0
System Maintenance &l
Cancel

Timesheet Notifications

If your administrator has configured timesheet notifications you will receive email
notifications reminding you of when your timesheet is due, or if it is overdue.
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Issues

The Issues application is used to track unplanned events that affect either the timeline or
the budget of a workspace. Executives may have high priority or high cost workspace
issues that are important to them. Project managers can create and assign issues, and log
updates as issues are resolved. Team members can create issues, update assigned issues
and edit and delete issues they create.

To have visibility into an issue, you must be a member of the workspace in which the issue
originates. Note: A role of Guest in the workspace provides enough access to see issues.

With the proper permissions you can create, edit, or update an issue.

TO CREATE AN ISSUE:

1. In the Issues tab click Create Issue on the toolbar.
The Create New Issue window displays.

2. Select the workspace the issue is to be created in.
3. Type a name for the issue in Topic.

4. Type a Description of the issue. The description might include information about why
the issue is being created, and the impact that it may have on the workspace.

5. From the Folder list, select the name of the folder in which to store the issue.
Folders must be created by the workspace manager.

6. Type a Start Date for the issue, or click the calendar icon and select the date.

7. Type a Deadline by which the issue must be resolved, or click the calendar icon and
select the date.

8. Select a Priority for the issue.

9. Type a Budget Impact to represent how much this issue will impact the workspace
budget.

10.Type a % Complete value to represent the percentage of the issue that has been
resolved.

11.In the Select Assignees section, select team members who are assigned to the issue.

12.1n the Notifications & Permissions section, select team members who can view the
issue and team members to notify that the issue has been created.

13.To include a custom message in the notification, select Type Custom Notification
Message.
A Notification Message box displays.

14.Type the message to be sent to team members who are notified of the issue.
15.Click Save & Close.
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EDITING AN ISSUE:

1. In the global Issues application, click the Actions icon for the issue you want to edit,
click Edit Issue.
The Edit Issue window opens.

2. Edit the details of the issue.
3. Click Save & Close.

Updating an Issue

You can update an issue from the Issue Details window, the Issues tab or from the
workspace-level Issues application. This procedure uses the global Issues tab.

TO UPDATE AN ISSUE:

1. In the global Issues application, click the Actions icon for the issue you want to
update, then click Update Issue.
The Update Issue window opens.

2. In the % Complete box, enter a number representing the percentage of progress that
has been done on the issue.

3. Type your comments about the status of the issue in Update Notes.

4. In the Notifications & Permissions section, select team members who can view the
issue and team members to notify that the issue has been updated.

5. To include a custom message in the notification, select Type Custom Notification
Message. A Notification Message box displays.

6. Type the message to be sent to team members who are notified of the updated issue.
7. Click Save & Close.

Tabs in Issues Detail Window

Tabs in the Issue Details window include:
e Issue Details—Displays all of the information about the task as supplied by the
creator.
e Update History—Lists all previous updates on the issue, typically provided by the
assignee.
e History Log—List of actions taken on the issue from creation to completion.
¢ Related Items—Indicates if the issue is related to any other items in PPM.
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The PPM Documents application gives you the ability to store files related to your
workspaces. You can upload and store any type of file up to 105 Megabytes (MB) in size.
The Documents application includes built in version control, check in/out functionality, and
routing capability.

Note: The instructions below are for adding a document from the Documents application.
You can also add documents from the workspace-level Documents application.

TO ADD (UPLOAD) A DOCUMENT:

1. In the Documents tab click Create Document on the toolbar.
The Create New Document window is displayed.

2. From the Create In list, select a workspace into which the document will be uploaded.
3. Browse to the document on your computer.

e If you want to add more than one document, click Add More.

e |If you are adding several documents you can zip them up first on your computer and
then browse to the zip file. If you do this, select the Unzip all uploaded ZIP
archives into individual files check box and PPM will unzip the files and store
them individually in the workspace.

Create in ...

‘Project | Data Certer Relacation b

Upload Document(s)

Fields marked with & * are required. Destination Folder | pocuments
‘Tocument [riby Documertsinriting'Demo DatalvendorRFR | Browse... Status | Final
Add hore

Sulbymiit for Approval |:|

|:| Unzip all uploaded ZIP archives imto individual files ?

Type a Description of the document.
From the Destination Folder pick list select a folder to store the document(s).
Set the Status.

If the document needs approval, you can route it for approval using the Submit for
Approval option.

N o ok

8. Select the users to be notified from the list and click Save.
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Document Details Window

Clicking the document name opens the Document Details window. Use the Next and
Previous links to move through multiple document details.

Document Details Version History History Log Comments Related ltems

File Name Internal Direciory.xis Version 1
Folder Admin Version Notes Intial Creation
Description Checked Out Status Not checkad out
File Size 72 K3 Last Uploaded By Jim Armsirong cn Frday, &

Approval Status

Acme Corporation
Internal Cirectory xls

The Document Details window includes these tabs:

Document Details—Displays basic information about the document including name,
size, version and who last uploaded it.

Version History—Displays information about all versions of the document. The
Actions icon allows you to download or delete previous versions.

History Log—Lists transactions that occur with the document including who has
downloaded it, uploaded it, routed it for approval, and if the document was approved
or declined.

Comments—Displays comments posted by other users. Comments are displayed in
date order.

Related Items—Indicates if the document is related to any other items in PPM.
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Actions Tab in the Document Details Window
The Actions tab for Documents includes actions specific to documents:

Actions. .

Dovynload

Set Automatic Motifications

Send Matification

e Download—Download the document.

¢ Upload New Version—Upload a new version of the document.
Note: Use this option to upload a revised version of a document. If you use Add
Document or Quick Add you create a new document rather than a new version of the
existing document. Older document versions are available from the Version History
tab.

e Check Out Document—Checks the document out so you can make modifications
without another user doing the same. If checked out, an icon displays in the document
list that lets other users know the document is checked out.

e Post Comment—Post a comment about the document. You can use comments to add
information about a document without needing the ability to edit the document details.

e Edit Document—Change the name of the document, the status, re-route for approval,
and change other elements of the document with the edit function.

¢ Relate to New Item—Link the document to a new item in PPM.
¢ Relate to Existing Item—Link the document to an existing item in PPM.

e Delete Document—Remove the document from the workspace, including all versions
and all history. Note: You can retrieve it from the PPM Recycle Bin if necessary.

e Set Automatic Notifications—Automates notifications to you when the document is
deleted, edited or when the version changes.

e Send Notification— Send a notification to users you select. The notification includes a
link to the document.
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Polls

Polls are surveys sent to team members in the form of a question and a number of possible
responses. Each team member can view the poll and record their vote. When the poll ends,
votes are tallied and the poll's creator can make a decision based on the input of team
members.

TO CREATE A POLL:

1.

O b

© o N

10.

11.

12.

Open the Polls tab and click Create Poll.
The Create Poll screen displays in a new window.

Select a workspace in which to create the poll.
Type the question in the Poll Question box.
Type a description or further explanation of the poll in the Description box.

Specify the time period team members can vote in the poll by typing Start Date and
Close Date, or click the calendar icons to select dates.

Type answer Options for the poll question. You need to include at least two answers.
Select the Maximum number of answers team members can provide.
To receive a notification when users vote in the poll, select Notify me as users vote.

To receive a notification when the poll closes, select Notify me when the poll is
complete.

Note: If you select this option you are notified when either all team members have
responded or the Close Date is reached.

In the Notifications & Permissions section, select options to specify whether each
team member can view the poll, will receive notification that the poll was created, can
vote in the poll, view poll results, and view other team member responses (ballots).

Type a comment in the Notification Comments field. The comment is included in the
notification sent to users selected in the Notifications & Permissions section.

Click Save & Close or Save & Add Another. The selected users are notified that the
poll has begun.
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The Discussions application gives you a way to initiate and contribute to discussions with
other team members. Discussions can be used to help team members organize ideas
concerning a specific area of your workspace.

TO ADD A DISCUSSION:

1.

A

8.
9.

Open the Discussions tab and click Create Discussion.
The Create Discussion screen displays in a new window

Select a workspace in which to create the discussion.
In the Topic field, type the topic of the discussion.
Select a folder for the discussion from the Folder list.

Type a discussion Message. This message is the start of the discussion and is what
other team members will respond to.

In the Notifications & Permissions section, select team members who can view the
discussion and team members to notify that the discussion has been created.

To include a custom message in the notification, select Type a Custom Notification
Message. A Notification Message box displays.

Type the message to be sent to team members who are notified of the Issue.
Click Save & Close or Save & Add Another.

Team members can post replies to your discussion in a running dialogue that is saved for
future review.
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The News application enables team members to send news items. News items contain
information that might be of interest to a number of team members and can be used to
facilitate communication within the team.

TO CREATE A NEWS ITEM:

1.

o0 kw0

Open the News tab and click Create News Item.
The Create New News screen displays in a new window.

Select a workspace in which to create the news item.

Type a title for the news item in the Headline field.

Type the Content of the news item.

Select the importance of the news item from the Priority list.

In the Notifications & Permissions section, select team members who can view the
news item and team members to notify that the news item has been created.

To include a custom message, select Customize Notification Message.
A Notification Message box displays.

Type the custom message to be sent to team members who are notified of the Issue.
Click Save & Close or Save & Add Another.
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Calendar

The global Calendar application is a cross-workspace calendar that gives you quick access
to all your appointments, tasks and nonworking time for all of your workspaces. From the
calendar, you can view and update appointments and tasks assigned to you.

TO USE THE GLOBAL CALENDAR:
1. Open the Calendar application.

By default the Calendar displays in Month View. You can change this using More
Views on the toolbar.

2. By default the Calendar shows your appointments, tasks, and nonworking time for all
workspaces you are a member of. You can limit the view by removing options:

e To see only your appointments or tasks, clear the check box for the item you don’t
want to see.

e If you are a member of multiple workspaces and want to view your tasks and /or
appointments for one workspace, select that workspace from the Workspace list.
Note: Since nonworking time is not workspace-specific it is not affected by the
workspaces filter.

3. To edit or view details of a task or appointment, click the task or appointment name.
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Other PPM Features

In addition to the main PPM applications you need in order to do your job, there are a large
number of additional applications and a wide range of functionality that your job and role

may allow or require you to use.

This section briefly describes some of these other areas of PPM that you may need.
Additional details about all of these features can be found in the Online Help.
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Reporting

The PPM Reports application has multiple options for creating and running reports to get
information on virtually any aspects of your enterprise. Depending on your PPM role and
the permissions you have been given, you can view reports, copy them to a private folder,
edit existing reports, and create new reports.

In most cases, you create reports using Daptiv Report Builder or Daptiv Advanced
Report Builder. These tools give you the ability to create reports on virtually any aspect of
your enterprise. You can include charts and graphs in your reports and small versions of
the reports to your dashboards, creating easy-to-read graphics that quickly give you and
others the information you need.

To open the Reports application, click the Reports tab in PPM. If you do not see the tab, it
may be hidden, or you may not have permission to use the application. Access to the
Reports tab is granted based on your enterprise profile.

By default a list of public reports in the Public Folders displays. You can click on a report
name to see the report, or use the Actions icon to perform other actions. Note: Your
options from the Actions icon depend on your reporting permissions

For more information on PPM Reporting, see the Online Help.
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ProjectTransit

Daptiv ProjectTransit is a desktop application that integrates Microsoft® Project with PPM,
allowing project managers to manage their PPM project schedules in Microsoft Project
while team members continue to collaborate in PPM.

ProjectTransit can also be used by project managers to create a project schedule that they
then “import” into PPM. For more information, see the Online Help and the Project Transit
User Manual.

ProjectTransit allows true two-way synchronization between Microsoft Project and PPM.
Resources assignments and tasks created or changed in Microsoft Project are
synchronized with your PPM workspace task schedule. Task updates performed by your
PPM team members are synchronized and updated in your Microsoft Project schedule.

ProjectTransit does not support synchronization of nested workspaces.
Note: You run ProjectTransit from within Microsoft Project.
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Related Items

PPM gives you the ability to relate application items to one another or to relate application
items to a workspace. By creating a related item link you associate two or more items,
making it easy for team members to navigate between items. You can remove related item
links if items no longer need to be related.

Relating items makes it easy for team members to quickly review all the items associated
with a particular task or workspace request. You can reference a document in a discussion
and create a link between the discussion and the document. Any related item links are
displayed on the item details screen, making it easy to navigate to the linked item. You can
relate items to new items or existing items.

Note: Related item links are only available to users with permission to view all of the linked
items. If you have permission to view an item and it is linked to another for which you do
not have view permission, you do not see the link.

TO RELATE TO AN EXISTING ITEM:

Navigate to any item detail screen.

In the Actions menu, select Relate To An Existing Item.
Navigate to another item detail screen.

Bwhnh =

In the Actions menu click Complete Link.
The name of the related item is displayed as a link in the Related Items pane on the
item details page. Click the link to go to the related item.

Note: To cancel the link, click Cancel on an item details page.

TO RELATE TO A NEW ITEM:

Navigate to any item detail screen.

In the Actions menu, select Relate To A New Item.

Select the appropriate application, and then click Next Step.
Select the workspace in which the new item will be located.

ARl

The next screen will contain the fields you need to complete for the particular item type.
For example, if you are linking to a new task, you need to enter the information to
create the new task.

6. When you are done, click Save & Close.
The new item is created, and a link to the related item is displayed in the Related
Items tab.
Note: To cancel the link, click Cancel in the Related Items window.
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Related Items

Related items display in the Item Details window on the Related Items tab:

—

-3

Alki Seawall
TrafficPian - Alki pdf

Document Details.

tem Name
[B)Resources xmi

ETem rcadways

temType

Document

Tasks

| Version History | History Log  Comments

Related ltems

Actions
)

> |

Actions... ¥

Created By

Mike Walcott

Ilike Walcott

You can add a Related Items column to custom views in global application views:

7] FieName 4
Project Name: Alki Seawall
Fl Planning Tempiate xmi
| Resources.xml
il Tasks. pdt
] TrafficPan - Al pdf
Project Name: Des Moines Seawall
il Pianning Tempiate. xmi 1

Actions

(B4

| w |

(A

-

&  Related tems

BE

& Status

Draft
Draf
Draft

Draft

Draft

And, within a workspace, in the Task List or a dynamic application Item List view:

fasks All ;:sks My T
Selection v = Add X Delete [ = €« » Show Critical Path ~ Prin
1 1 [=] Initial Investigation @ 0% 12312012 112
2 44 Primary field work 0% 112312012 143
3. 42 Mapping ® 0% [ (2) Related Items })12 1/2
- 1.3 Research ® 0% B 142312012 142

p. 206.341.9117

www.daptiv.com

1008 Western Avenue, Suite 500

Seattle, WA 98104




dapt'v.

Notifications

Notifications

Notifications are messages sent to team members when certain events occur in a
workspace. These events can include the addition of a document, an update to a task, and
the creation of a news item. When a member of a workspace team does one of these
things they can choose which team members to notify of their actions. If you are selected to
be notified, PPM automatically sends you a notification.

PPM notifications are sent in two ways:

¢ In the PPM Notifications application—Notifications are sent to you in the Notifications
application.
If a notification refers to an application item such as an issue, clicking the notification
name opens the Item Details window for that item. Some notifications, like Invitations,
do not have an associated item.

e As Email messages—By default notifications are sent to the email address listed in
your user profile.
You can configure settings to help control email notifications. This is useful if you
receive a large number of email notifications. To change your email notification settings
see Managing Email Notification Settings.

Notifications Application

Your notifications are listed in the Notifications application with the notification subject line,
the type of application item the notification refers to, the workspace the notification
originated from, the sender of the notification, when it was received and a comments icon.
Click the comments icon (if one exists) to display the comments added by the user who
sent the notification.

Clicking the notification subject may open the ltem Details window. For example, clicking a
New Task notification opens the Task Details for the task. Clicking a workspace name of a
notification opens the workspace home page if you have permission to view it.

Dashboard Projects Notifications Team Manager Reports Timesheets

Email Notification Settings Page Options ~

Notifications
All Unread Nofifications

° -

Checked ftem Actions » Show... »

Subject Type
A* Project resource request: "Researcher” Project
7] Declined Resource for University Bridge Project
7] Declined Resource for Alki Seawall Project
7]  New Task: "Initial Demolition” Task
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Notifications Application Options

You can manage your notifications in bulk by selecting check boxes next to the
notification(s), clicking Checked Item Actions, and clicking the action you want to perform.
Note: Deleting the notification does not delete the item to which the notification refers.

Notifications
All Unread Notifications

Checked ftem @__c”tions v |Show...»

ldark as Read ‘

0 ~-©

lMark as Unreag e Reminder for 9/27/2009

Delet

o

>sheet Notification for Mike

[] Timesheet Due Reminder for 8/27/2009

Use the Show menu to configure what notifications are displayed. If you click a notification
and it disappears from the list, you may be viewing only unread notifications. Use the Show
menu to display All Notifications.

q Notifications
. All'Unread Notifications

Chscked ftem Actions v | Show... ﬂb

[0 gubiect A1l Netifications

[] TimesheetDueRei AjRead Notifications

[[] Overdue Timeshee Al Unread Notifications lco
[:] Timesheet Due Reminder for 8/27/2008
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Managing email Notifications in PPM

When an organization begins using PPM, there may be a large number of notifications
generated as configurations are set up and tested. You may also receive large numbers of
notifications if you are a member of many workspaces. To manage the email notifications
you receive, use the Email Notification Settings page.

You can configure:

e Whether or not you receive notifications in email
Note: You continue to receive notifications in the Notifications application, even if
you configure this option for no email notifications.

e To temporarily suspend all email notifications.

e The format your email notifications will be sent in (if you receive email notifications).
e To receive digest notifications. Digest notifications are email messages containing all
of your notifications for a specified period. This option reduces the number of email

messages you receive, but allows you to see all the notifications.
e How to group the digest notifications, if selected.
e Which applications to receive email notifications for.

Configuring Email Notification Settings

Most PPM applications can send automatic email notifications. These alert you to tasks or
issues you need to manage, or actions by other users that impact you. They can also
generate large numbers of email notification messages if you are a member of very active
workspaces.

You can configure your notification settings to help manage your email notifications. Note:
These configurations do not impact notifications sent to the PPM Notifications application.

LT T eI T L |

Email Motification Settings Page Optionz -

TO CONFIGURE NOTIFICATION SETTINGS:
1. Open the Email Notification Settings window from one of two locations:

e From the main PPM window, click your user name and Email Notification Settings
or
e From the Notifications application, click Email Notification Settings.

2. The Suspend Email Until option allows you to temporarily suspend your email
notifications. Type or select a date on which delivery of your email notifications should
begin again. Any notifications before the date are discarded. You will not see them
when email notifications resume.

Note: Suspending email notifications does not suspend notifications in the Notifications
application.
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3. To receive notifications in a digest format (a single message with all your notifications),
select a Digest Frequency. Available options are:
e Daily—Specify an hour window during which the digest should be sent.
e Weekly—Select a day on which the digest should be sent.

Off—No notification digest. You will receive individual email notifications for each
selected application.

4. Select the Email Format for any email notifications you receive:

e HTML—Email notifications are sent in HTML format.
e Text—Email notifications are sent as plain text.

5. In the Group Digest By section, select how you would like the notifications in the email
digest grouped by:

e Workspace—Group all notifications in the digest by the workspace with which they
are associated.
e Application—Group all notifications in the digest by the application they are for.

6. In the Send Email For section, select the applications for which you want to receive
email notifications. Notifications are sent in the format and frequency you specify
above.

Important: To configure PPM to send no email notifications, clear all the Send Email
For options.

Note: Workspace-level dynamic applications include the workspace name in
parenthesis after the application name

7. Click Save.
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Approvals, Approving Items and Specifying Approval Routing

Documents, Timesheets, items from dynamic applications and other applications can be
routed for approval in PPM. Approval routing is an electronic tracking for monitoring and
capturing the approval (or rejection) of certain items. The approval result is kept in the
history and details of the item that was routed.

Submit For Approval

In applications that support approvals, you have the option to route an item for approval
when you create or edit the item:

|Sl.|l:-mit for Approval |

If you select Submit for Approval, when you click Continue you are taken to an additional
screen to set routing options.

Note: This option may not display if an approval policy has been defined for the application.

Add Reviewers and Routing Options

Select workspace team members you want to review and approve the item. Click Browse
User Directory and select users from the user selector, then click Save. The user names

appear in the Selected Approvers box in order, with the default action of Routing
Enabled.

Select Approvers

Select Approvers Routing Enabled
Crarcy, Cian
Jakhn=an, Jakn

You can reorder the names by selecting a user and using Top, Up, Down and Bottom to
put them in the order you want to item routed for their approval.

If routing is not necessary, clear Routing Enabled and select from two options.
Note: Some applications will have a fixed routing policy that cannot be changed.
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Select Approvers D Routing Enatiled
{:} Approval by Any Selected Members
@ Approval by All Selected Members
Darcy, Cian
Johnson, John

Notification Options Motify all approvers when request is submitted.

Motify owvner when request has been approved.
|:| Motity all approvers when request has been declined.
Motify owvner vwhen request has been declined.

¢ Routing Enabled

e Your approval is sent to each approver in order from top to bottom through the list of
selected approvers.

e Each reviewer can review the item only after the previous person has approved it.
e Once a single reviewer declines the item, the process ends and all remaining
reviewers do not need to take action.

¢ No Routing

e Approval by Any Selected Members
= The approval is sent to all reviewers in the list at the same time.

= The first person to approve or decline the item ends the process and the other
members do not need to take action.

e Approval by All Selected Members
= The approval will go to all reviewers in the list at the same time.
= All reviewers must approve the item for it to be approved. Any member that

declines the item will end the process.
Notification Options

Once you set the routing options you can choose to notify the reviewers that you are
submitting the item, and choose to be notified when the reviewers approve or decline the
item.

The Approval Message box allows you to submit personal comments about the item being
submitted.
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Reviewing or Completing an Approval

When an approval is submitted, the approvers receive a notification informing them of the
approval request. They can view items pending their approval by creating a custom view in
the Approvals tab.

Important: Do not use approval routing to collaborate on a document. Use the document
check in/check out functionality and route it for approval. If a document cannot be approved
or must be changed, reject the document to stop the routing.

Global Approvals Application

The Approvals application gives you the ability to view all items you submitted for approval
or that were sent to you to approve. Viewing options let you configure which approval
requests are displayed (items you have submitted, or items that are to be reviewed by you),
as well the item status.

R¥gH  AiPendh Requests

Shau v Page
e 4 T SeaeeHieo S e lue LaurSas QSRISUE
Ep ceTra Pxe Wakcon 8242029 Pe

sngn m‘ hd Dm

Dashooxd Projecis Appeovals Repors Tasks
Mook Veg ¥ 2350 0310y -~
g Approval Reguests Received 1.1 0f 1 Approval(s)

Clicking the item name opens a window where you can approve or decline the item.
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Approving an Iltem

If you need more information about the item being reviewed (or want to view a document
that has been submitted for approval), open the item details window by clicking the item
name in the Approvals list. You can also use the item details window to approve or reject
an item.

—

Des Moines Seawall
) Planning Tempiate xmi

Document Details - Version History || History Log | Comments . Approval Log. | Related items
1« Prevk

File Name Pannng Templase xml Version 1
Folder Decumants Version Notes Iatisl Cresten
Description Checked Out Status Not checked out
File Size 6¥38 Last Uploaded By Mke Walcolt on Tuesday, January 2¢, 2012

Approval Status Pending

Approval Log

The Approval Log shows where in the approval process the item is. The Order column
shows the next approver in the routing order. If the list shows N/A, routing was not enabled
and order is not important. The Action column displays what actions were taken by
previous approvers.

"

Intrusion Detection and Frevention Upgrade
WendorRFP.doc

Document Details Yersion History History Log Comments Approval Log FHelated ltems Actions.

Approval Log

Circler Approver Action Action Date Ready Comments
1 Cian Darcy Approved 114752007 X
1 Jim Armatrong Pencing v
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Portfolio Tabs

PPM includes a native global Projects tab that can display all workspace types. In addition
to this Projects tab which gives you access to all workspace types, PPM provides the ability
to create custom portfolio tabs which display portfolios, or segmented groups of
workspaces based on workspace type. These customizable portfolio tabs give
organizations the ability to organize PPM for strategic top-down planning and provides
support for application portfolio management (APM).

When your PPM administrator creates portfolio tabs in your enterprise, they specify the
name for each tab, along with selecting the workspace types to be associated with the tab.
The workspaces you see in the tab are determined by this association, together with your
native PPM permissions for each workspace.

Portfolio tabs are designed to provide you with a particular "slice" of workspaces,
determined by your organization's processes and workflow, and defined by your PPM
administrator when they associate workspace types with a portfolio tab. You do not need to
know these details when using a portfolio tab. Ideally, a portfolio tab will have a name that
lets you know why it exists (In-house Initiatives, for example), but the key concept is that
the workspaces you see on a portfolio tab are determined by the workspace types
associated with that tab, the workspace location in the enterprise workspace hierarchy, and
your PPM permissions to view or access a workspace.

Interact with a workspace just as you would on the Projects tab. Click on a workspace
name or use the Actions menu to perform an action.

For more detailed information on Portfolio Tabs, see the Online Help.
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