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Chapter 1: Introduction

About This Document

This guide describes how to navigate and use Mercury Project Management™.
Each chapter covers a specific topic on navigation or usage:

e Chapter 1, Introduction, on page 15

Includes an overview of Mercury Project Management and details the
document’ sintended audience and related guides.

e Chapter 2, Setting Up a Project Plan, on page 21

Describes how to create a project plan and set up its tasks, scheduling, and
baselines.

e Chapter 3, Configuring Tasks, on page 79

Explains how to configure tasks within a project plan, including assigning
resources, setting up notifications, and creating Milestones.

e Chapter 4, Managing a Project Plan, on page 125

Discusses how to manage a project plan from creation to completion,
including viewing task progress, updating the schedule, and printing the
Gantt chart.

e Chapter 5, Updating Tasks: Project Plan Participant Activities,
on page 157

Describes how participants in project plans can locate and update tasks,
including viewing and updating notes and references.

e Chapter 6, Using Project Templates, on page 191

Discusses the creation and use of project templates to speed project plan
creation.

e Chapter 7, Integrating Project Management with Microsoft Project,
on page 215

Discusses how to use Project Management in conjunction with Microsoft
Project to various degrees, depending on the level of integration desired.

e Appendix A: Integrating Requests and Project Plans on page 257

Explains how to use Project Management in conjunction with Mercury
Demand Management™ to |leverage the capabilities of both systems.

16
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Appendix B: Project Management Portlets on page 267

Liststhe portlets delivered as part of Project Management.
Appendix C: Reports by Category on page 269

Liststhe reports delivered as part of Mercury IT Governance Center™.

Who Should Read This Document

The intended audience for this document includes all end-users of Project
Management:

Project leaders or managers who create and manage project plans and tasks
Project leaders or managers who create and manage calendars

Business users responsible for reporting on project plans and tasks

Related Documents

Related documents for this book are:

General category:
e Guideto Documentation
e Key Concepts

e (Getting Sarted
Related product areas:

e Mercury Demand Management User’s Guide
e Mercury Change Management User’s Guide
e Mercury Resource Management User’s Guide
e Mercury Time Management User’s Guide

e Mercury Time Management Configuration Guide

Who Should Read This Document 17
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e Security Model Guide and Reference

Overview of Mercury Project Management

Mercury Project Management enables organizations to streamline and
standardize the management of project activities using a template-based,
collaborative approach. Project plans are defined as a hierarchical structure of
projects and subprojects that logically group and organize tasks or activities.
Project Management defines the step-by-step processes required to complete
specific tasks and deliverables. Organizations can easily manage project plan
activities within and across the technology chain because all project team
members, whether internal or external, collaborate and interact through an
intuitive interface. The underlying product framework guides users through a
dynamic, self-documenting process to support activities such as the execution
of standardized checklists or the collection of deliverables using document
attachments.

For example, when creating a new and updated version of a business system, a
company could classify its efforts into subprojects for each major functional
area

e Each of these functional subprojects could be further broken down into
tasks directed to areas such as web content, application and database tasks.

e Thesetasks can be linked to requests and packages from Mercury Demand
Management and M ercury Change Management™, giving instant visibility
to more detailed activities supporting an overall project plan.

e |n conjunction with Mercury Resource Management™, task and skill
assignments can be tracked against resource availability. Resource
utilization can also be measured, visualized, and optimized.

To make use of their full range of features, resources and resource-related
configurations should be set up in Resource Management prior to using Project
Management. For more detailed information, see Before Starting on page 22 or the
Mercury Resource Management User’s Guide.

e Baselines of the project plan and relevant fields can be taken at any time,
giving abasis for project plan performance comparisons.
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e Project plan cost datais also tracked on the task level, which can be fed
into a project plan budget and analyzed for trends and patterns. Project plan
spending can also be monitored.

e Project Management also supports standard integration with Microsoft
Project so that functions such as task scheduling and resource management
can be utilized at any point during a project plan’s execution.

Overview of Mercury Project Management 19
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Chapter

Setting Up a Project Plan

In This Chapter:

Overview of Setting Up a Project Plan
Before Sarting

Creating a Project

Setting Up a Master Project

Creating the Master Project Entity

Selecting Information to Track and Display
Setting Up Exception Behavior

Setting Up Indicators

Setting Scheduling Options

Setting Security Restrictions

Setting Up the Project Team

Setting Up Microsoft Project Integration
Importing Custom Fields from a Project Template

Adding Tasksto a Project

Adding Tasks to the Project Plan Tab

Adding Tasks Using Project Templates

Setting Up Project Hierarchy

Attaching Additional Information to a Project or Task
Creating a Task From a Request

Adding Milestones

Setting Up Project Dependencies

Setting Internal Predecessors

Setting an External Predecessor Task
Setting an External Predecessor Project
Setting an External Predecessor Request
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e Creating a Master Project Schedule
= Generating the Schedule
s Scheduling Errors
= Scheduling Warnings
e Establishing a Project Baseline
Selecting Baseline Fields
Taking a Baseline
Managing Baselines
Comparing Baselines

Overview of Setting Up a Project Plan

This chapter describes the process of creating a project plan. Project plans
allow organizations to define business initiatives as a hierarchical structure of
tasks and subprojects that logically groups and organizes activities and
deliverables. Using project plans, users can define, browse, edit, and manage
complex businessinitiatives.

Many project plan activities are performed in the Workbench interface. If you have
installed a pop-up blocker in your Web browser, the Workbench will not open unless
you disable pop-up blocking behavior for your Mercury IT Governance Center Web
site.

Before Starting

Resources in Mercury Project Management can be tracked to optimize their
time and capabilities with Mercury IT Governance Center’'s Resource
Management functionality. Together with Mercury Resource Management, a
project manager can:

e Configure aregional calendar and set the following:
= Number of hoursin aworking day

= Working days for each week

22
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= Holidays

Project plans can then be associated with a region for accurate project and
resource scheduling

e Setacaendar for each resource, determining total availability aswell as
specifying vacation days

e Assignaprimary skill and cost rate to aresource
e View resourceload by time period, project plan, or individual
e Compare project plan assignments to staffing profiles

For a project manager to take full advantage of these features, resource and
calendar information should be set up in Mercury Resource Management
before creating a project in Mercury Project Management. See the Mercury
Resource Management User’s Guide for detailed information on how to
perform these tasks.

The following useful tasks can aso be performed using Mercury Resource
Management:

e Mapping of resources into an organization model and tying organization
unitsto security groups

e Tracking the future supply of resources using resource pools
e Projecting the allocation of resources over time using staffing profiles

See the Mercury Resource Management User’s Guide for additional details.

Creating a Project

Master projects (or project plans) handle, link, and reference all of the
variables vital to planning a successful endeavor. Master projects consist of
different subsets of information — tasks, subprojects, action items, cost data,
notes, packages, requests, and references— that can be linked to each other. In
addition, the master project maintains global settings and configurations that
are tracked throughout an initiative’ slife cycle.
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There are three main stages in the creation of a project plan:

Stage One - Setting up a Master Project
Stage Two - Adding Tasksto aProject Plan
Stage Three - Creating a Master Project Schedule

Stage One: Setting Up a Master Project

The master project is the overarching entity that keeps track of a particular
initiative. The master project can be configured to display useful data about the
project plan as it moves toward completion. Project templates can also be used
to define an entire master project, and can be subsequently modified.

A master project can also be configured to track information related to SOP 98-1
@: compliance. See the Mercury Financial Management User’s Guide for more detailed

information.

Creating the Master Project Entity

Using the Workbench, you will create amaster project. When enabled, this
project plan will be visible to other users through the Mercury IT
Governance Dashboard.

Selecting Information to Track and Display

The master project contains configurable fields that collect information
which will be tracked as the project plan progresses. These fields, which
include % Complete and Confidence, provide a constant point of reference
for project managers and participants throughout an initiative’ s life cycle.

Setting Up Exception Behavior

During the course of a project plan’s life, some things can go wrong —
resources can be missing, tasks can be completed late or not at all, the
project plan can go over budget, etc. The master project contains exception
rules that can be configured to deliver advance warning of these
circumstances or to signa when they have occurred.

For example: A particular task currently has no resource assigned to it, and
it is scheduled to begin in two days. The master project can flag this
exception for review.

Setting Up Indicators

The master project aso features configurable project plan indicators.
Indicators can display exceptions that have occurred, project planswith
custom fields, tasks or project plans that might require rescheduling, tasks

24

Mercury Project Management™ User’s Guide



Chapter 2: Setting Up a Project Plan

with defined notifications, and any scheduling constraints that apply to a
task.

Setting Scheduling Options
The master project can be set to schedule its project plan based on different
configurations for resource availability and actual start and finish dates.

For example: Andrew, Jered, and Dave are the assigned resources for a
project plan, but Jered is going on vacation for aweek, and all three people
need to be present for the initiative to move forward. The project plan can
be set not to include Jered’ s vacation time as viable for scheduling.

Setting Security Restrictions
Project managers can set Security Restrictions on a project plan so that
only those directly involved in a project plan can view its information.

Stage Two: Adding Tasks to a Project

Projects consist largely of tasks and subprojects. Tasks and groups of tasks
(using templates) can be added freely to any project plan. Below are some
common procedures used when you add and modify tasks:

Adding Tasks to the Project Plan Tab

Adding Tasks Using Project Templates

Setting Up Project Hierarchy

Attaching Additional Information to a Project or Task

Stage Three: Creating a Master Project Schedule

Once the tasks have been added and the scheduling options have been set, the
project plan can be scheduled. Project Management will cal culate scheduled
start and finish dates automatically, and inform the user of any errorsit
encounters in the process.
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Setting Up a Master Project

The master project is the entity in Project Management that keeps track of a
businessinitiative. It can be configured to display useful data about a given
project plan as it moves toward completion.

When a user creates or edits a project or subproject, that user is the only one able to
save changes. All other users will be warned of this before attempting to edit that
project or subproject at the same time.

In the case of two users wanting to edit two different subprojects under one master
project, opening and editing only the desired subprojects from the Project Workbench
will enable each user to save changes without interfering with each other.

Two users can even edit separate tasks in the same project plan without risk.

Plan | : Gartt Chert, J S & Display Options
& 1 Mzt State Predecessors Sched Durstio | || Dec 2004 |Jan
) (days) 05 [12 [19 [z8 o2
EO S i re Soition 5 =
2 10 =Revise Trend Estimate Active T
3 f—Lock Competition Phase Ready = ohin Smith,Betty Nolan
4 |—Rotate Resource Frequency [Pending Predec... |3 =‘L@ﬂm
3 “—Adjust Trade Harmonics. Pending Predec... |4 Brad Nolan
s | O ——Retune harketing Aotive (=
7 [ Load New Strateg Ready ohn Smith,Morton Greenbaum
8 —Focus Brand Matrix Pending Predes... |7 oe Greenbaum
39 MHiarket Impellers Aligned Pending Predec... 3 ﬁr 12022104
1w | 0O =Revisit Task-Stratesic Parners | Active —
1 I—Fmer Customer Pinput Ready Tim Wilcox,John Smith
12 8 Goal Oriertation Complete_|Pending Predec... |11 213104
13 —&lign Solution Goals Pending Predec. .. [12 am Smith
14 | O “—Eiroad Test Phase Active 13 =
15 | PSP System Test Pending Predec... Eﬁﬁ%
18 —HLS System Test Fending Predec... [15
17 4-Testing Complete Pending Predec... [18
18 —Reduce External Factors Pending Predec.. |17
18 “#tarket Re-Entry Achieved Pending Predec. |16
4 | AL N

Figure 2-1. Master project

Creating the Master Project Entity

To create a master project:
1. Log onto Mercury IT Governance Center and open the Workbench.
2. From the shortcut bar, select Project Mgmt > Projects.
The Project Workbench window opens.
3. Click New Project.

The New Project window opens.
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2 New Project

Master Project Mame |

Froject Manager: |.John Smith &
Project Template: |

Praject Region |Enterprise

Project has capitalized cost? ¢ Yes = Mo

Ready

4. In Master Project Name, enter the name of the project plan.

Y ou can optionally select to use a project template to define the structure
and custom fields for the new project plan. For more detailed information
on project templates, see Using Project Templates on page 191.

5. Click OK.
The Project window opens.
6. Add tasks according to the project plan schedule.

See Adding Tasks to a Project on page 50 for more details. Y ou need to
add at least one task to the project plan in order to save the master project.

7. Click save.

Y ou can now set up your project plan. This includes setting up master
project options and adding and configuring tasks to the project plan.

To copy aproject plan to create a new master project:
1. Open the Project Workbench window.
2. Query for the project plan that you would like to copy.
3. In the Results tab, select the project plan.
4. Click Copy.

The Copy Project window opens.
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5. In the Project Name field, enter the new name of the project plan.

6. Select the information that you would like to copy from the original project
plan by clicking the associated checkboxes.

7. Click Copy.

Selecting Information to Track and Display

The master project allows project managers to choose information they would
liketo track over the course of the project plan. Fields selected in this window
become enabled for all project plan participants.

To select information to track and display:

1. From the menu at the top of the Workbench, select Project > Settings.

The Settings window opens.

2. Click the Project Fields tab.

< Settings for PPM Solution 5 3
Froject Team I MSP Synchranization 1 Cost and Effart 1 Resource Management I Baselines
Project Fields Exception Rules ] Indicators I Scheduling I Security
This tab configures the Proiect fields that can be displayed in the "Plan® takb of the Project window, and also the Proisct and Task detsil pages and
My Task portlet in the standard Mercury [T Governance interface. Changing the field configuration here does not chanoe the display in the other
tabs of the Project Window. .
rPlanming Fisl rActivity Field:
Manager Manager
Enabled Use Cnly  Fislds Enabled Use Orly  Fields

r r Departinent ~ r % Complete

r r Description r r Actual Durgtion

r r r r Actual Effort

r r Priority r r Actusl Finish Date

r r ProjectTask # r r Actual Start Date

r r Resource Group r r Confidence

r r Scheduled Effort r r Estimated Finish Date

r r kil r r Estimated Remaining Durstion

r r Activity r r Estimated Remaining Effort

r r r r

r r r r

r r r r

Cancel

Ready

3. For each field, select the appropriate checkbox.

e Selecting the checkbox in the Enabled column makesthe field active for
the project plan and available in the Update Tasks page in the standard

interface
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e Selecting the checkbox in the Manager Use Only column enables the
field for the project plan, but not in the standard interface

If you do not want the field displayed in either location, do not select a
checkbox for that field.

4. Apply the changes.

To apply changes to the project plan and continue to set desired
information without closing the window, click Apply. To apply changesto
the project plan and close the window, click OK.

Setting Up Exception Behavior

The master project comes with a set of predefined exception rules. A project
manager can specify which exception rule(s) are to be enabled, aswell asthe
criteria needed to trigger them. A project manager can also configure the
summary condition, which is a simple color-coded indicator of the health of a
project plan. The summary condition watches for exceptions that have been
triggered, and changes color according to rules that can be set by the manager.
The health of the project plan in terms of its cost can aso be represented with
the configurable cost health indicator.

For example: For a project plan with avery low margin for error, you can set
the percentage of triggered exceptions needed to change the summary
condition red to 20, giving clear early warning of problems.

A project plan whose cost needs watching can be configured such that its cost
health indicator takes into account violations of the planned budget.
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£ Settings for PPM Solution 5 X
Froject Team I MSP Synchronization ] Cost and Effort 1 Resource Managerment 1 Baselines
Project Fields Exception Rules Indicators ] Scheduling 1 Security
rProject Summar =
60 %0t Tarsks must have Exceptions to turn the: Project Summary Condition [l
30 ot Tasks must have Excaptions to turn the Praject Summary Contion
rException Rul
Enabled  Mame Rule Include In Summary
Condition
i Unassigned Tasks Mo Resource is assigned, and the Scheduled Start Date accurs ~
within |3 days
W Late Tasks or Miestones  Task or milestone is not yet "Complete”, and the currert date is M
3 days past the Scheduled Finish Date L
7 Tasks Starting Late Task is not yet "In Progress”, and the current date is |3 v
days past the Scheduled Start Date
r Late Estimated Finish Estimated Finish Date is morethan |4 days past the r
Scheduled Finish Date
r Mot Enough Time Left Estimate Remaining Duration excesds the time left between the r
................................... 3 =]
\Ready

Figure 2-2. Settings window - Exception Rules tab

By default, Unassigned Tasks, Late Tasks, and Tasks Starting Late are enabled
and included in the project summary condition.

Setting Exception Rule Behavior

The master project includes the exception rules described in Table 2-1:

Table 2-1. Exception rules for master projects

Exception Rule

Description

Unassigned
Tasks

Task has no resource assigned and Scheduled Start Date
occurs in X days, where X is a user-configurable number.

Late Tasks

Task is not yet “Complete,” and the Current Day is X days past
the Scheduled Finish Date.

Tasks Starting
Late

Task is not yet “In Progress,” and the current date is X days past
the Scheduled Start Date.

Late Estimated
Finish

Estimated Finish Date is more than X days past the Scheduled
Finish Date.

Not Enough
Time Left

Estimated Remaining Duration exceeds the time left between
the current date and the Scheduled Finish Date by X days.
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Table 2-1. Exception rules for master projects [continued]

Exception Rule Description

Predecessor Task directly preceding a milestone has triggered one of the
Has Exception above exceptions.

Critical Path Task preceding a milestone on the project plan critical path has
Running Late triggered one of the above exceptions.

The following parameters for all exception rules are configurable:

e Enabled

Project managers can decide whether or not the particular exception ruleis
enabled.

® Rule (number of days)
Specifies the number of days the particular exception rule waits for or
monitors.

® Include in Summary Condition
Decides whether or not the violations of the particular exception rule are
included in Project Management’ s summary condition (see Summary
Condition on page 33).

Each exception rule within the Exception Rules tab can be configured
independently.

To set exception rule behavior:
1. From the menu at the top of the Workbench, select Project > Settings.
The Settings window opens.

2. Click the Exception Rules tab.
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£ Settings for PPM Solution 5 X
Froject Team I MSP Synchronization ] Cost and Effort 1 Resource Managerment 1 Baselines
Project Fields Exception Rules 1 Indicators ] Scheduling 1 Security
rProject Summar =
60 %0t Tarsks must have Exceptions to turn the: Project Summary Condition [l
30 ot Tasks must have Excaptions to turn the Praject Summary Contion
rException Rul
Enabled  Mame Rule Include In Summary
Condition

~ Unassigned Tasks Mo Resource is assigned, and the Scheduled Start Date occurs 7

within |3 days

~ Lete Tasks or Miestones  Tassk or milestone is not yet "Complete”, and the currert date is 73

3 days past the Scheduled Finish Date

7 Tasks Starting Late Task is not yet "In Progress”, and the current date is |3 v

days past the Scheduled Start Date

r Lete Estimated Finish Estimeted Finish Date is more than [4 days pest the r
Scheculed Finish Date

r Mot Enough Tire Left Estimated Remaining Duration sxcests the tine left betwesn the r
,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,, o =]
Cancel
Ready

3. To enable a particular exception rule, select the checkbox to its left in the
Enabled column.

4. To set the number of daysthat trigger a particular exception rule, enter the
desired number into the text field inside that Rule.

5. To include a particular exception rule in a project’ s summary condition
View, select the checkbox to its right in the Include in Summary Condition
column.

6. Apply the changes.

To apply changes to the project plan and continue to set exception rule
behavior without closing the window, click Apply. To apply changesto the
project plan and close the window, click OK.

Some exception rules require that certain fields in the Project Fields tab be enabled
in order to trigger. For example, the Not Enough Time Left rule requires Estimated
Remaining Duration to be enabled. See Selecting Information to Track and Display
on page 28 for more information on enabling fields in the Project Fields tab.
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Summary Condition

The summary condition is agraphical indicator of the health of a project plan,
located next to the project plan name. A project’ s summary condition color
begins green and changes to yellow or red depending on the percentage of
tasks within a project plan that have triggered exceptions. This percentageis
configurable in this tab, by any project manager. A project’s summary
condition will not be calculated until the project plan is saved.

Table 2-2. Default values for triggering color change in summary condition

Green 0%
Yellow 30%
Red 60%

For example: A project manager sets the threshold value for yellow to 30%.
Four tasks trigger an exception in aproject plan consisting of ten tasks total.
The summary condition view indicator turns yellow, and will remain yellow
until at least two tasks are reworked until they no longer trigger exceptions
(this could be accomplished by changing a start date, or modifying resources).
Once this occurs, the summary condition indicator turns green.

To set the values for triggering color changes in the summary condition:
1. From the menu at the top of the Workbench, select Project > Settings.
The Settings window opens.

2. Click the Exception Rules tab.

Project Surmrrar
BD %ot Tasks must have Exceptions to turn the Project Sumimary Condtion |
30 %ot Tasks must have Exceptions to turn the Project Sumimary Condition

3. Enter the desired triggering value into each text field.
Do not include the percent sign (%).
4. Apply the changes.

To apply changesto the project plan and continue to set exceptions without
closing the window, click Apply. To apply changes to the project plan and
close the window, click OK.
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Cost Health Indicator

The Cost Summary is part of Mercury Financial Management, and can be
enabled or disabled on a per-project-plan basis. It appears on the Project
window’s Cost tab, and as an indicator on the Project Plan tab if enabled in the
Settings window’s Indicators tab. It is used to indicate the health of a project
plan interms of its cost. Project cost health is calculated in the following areas:

® Cost Performance Index (CPI)
The cost efficiency ratio of the project plan’s Earned Value (Baseline Costs
* % Complete) to Actual Costs.
Calculated as Earned Value / Actua Cost. CPI for a healthy project plan
should be at least 1.

® Schedule Performance Index (SPI)
The difference in value between the scheduled completion of atask/project
plan and its actual completion.
Calculated as Earned Value / Planned Value. SPI for a healthy project plan
should be at least 1.

e Prorated Budget
A comparison of project costs to date with the portion of the budget
planned to have been spent to date.

Any one of these factors can be enabled or disabled when calculating project
plan cost health.

Table 2-3. Default values for triggering color change in cost health indicator

Color CPI SPI Actual Costs > Prorated Budget By
Green > 1 > 1 <5%

Yellow <1 <1 > 5%

Red < 0.7 <0.7 > 10%

For example: A project manager doesn’t care about CPI or SPI, but wants to
know when his project plan exceeds its prorated budget by 2%. Exceeding the
budget by 5% is the upper limit of tolerance.

He desel ects the boxes Include CPI Violation in the Cost Indicator and Include SPI
Violation in the Cost Indicator.

He configures the indicator to turn yellow if Actual Costs Exceed Prorated
Budget by 2%, and red if Actual Costs Exceed Prorated Budget by 5%.
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Setting Up Indicators

Project Management provides project plan indicators to give users a better at-
a-glance overview of their project plansin progress. The following indicators
can be configured to be displayed at the master project level. Indicators appear
in the Project Plan tab to the left of subproject and task names, where

appropriate.

® Constraint
Displays for tasks with scheduling constraints.

Custom Fields
Displays for project plans that have custom fields defined.

Exception
Displays for tasks that have triggered exceptions, and also displays the
summary condition for project plans.

Notification
Displays for tasks that have notifications defined.

Scheduling
Displays for updated tasks or project plansthat might require rescheduling.

® Cost Health
Displays for project plans that have Financial Management enabled.

To set indicators to be displayed:
1. From the menu at the top of the Workbench, select Project > Settings.
The Settings window opens.

2. Click the Indicators tab.
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£ Settings for PPM Solution 5 &)

Froject Team I MSP Synchranization 1 Cost and Effart 1 Resource Management I Baselines
Project Fields 1 Exception Rules Indicators Scheduling I Security
Displayed  Indicator lcon Description

r Comstrairt id  Showstasks with Scheduling Constraints defined
r CustomFields =1 Showes Projects with defined Custom Fields.
3 Exception ! For Tasks shows any that have triggered an exception or

For Projects shaws Summary Condition
r Motification Showes tasks with defined Motifications
r Scheduling i3 Shows updsted Tasks or Projects that might need rescheculing.
r Cost Health Shows Cost Heslth based on Cost Summary Concition seftings

Cancel
Ready

3. To display aparticular indicator, select the checkbox to its |eft in the
Displayed column.

The exception indicator is displayed by default.
4. Apply the changes.

To apply changesto the project plan and continue to set exceptions without
closing the window, click Apply. To apply changes to the project plan and
close the window, click OK.

Setting Scheduling Options

Project managers can set different scheduling options, depending on the
project plan’slevel of resource dependency. Project Management’s Scheduling
Options also allow for the creation of schedules based on actual start and finish
dates. The default configuration is set to not use actual dates.
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Setting a Default Date From Which to Schedule

Project managers can set adefault date for Project Management to start
scheduling from. Thisis useful for setting a hard date from which to begin an
initiative, no matter what occurs during the planning process.

To set adefault date from which to schedule the project plan:
1. From the menu at the top of the Workbench, select Project > Settings.
The Settings window opens.

2. Click the Scheduling tab.

£ Settings for PPM Solution 5 X
Froject Team I MSP Synchronization l Cost and Effort 1 Resource Managerment 1 Baselines
Project Fields I Exception Rules I Indicators Scheduling I Security

Region for this Praject: Enterprise

The schedule for this project will ke based on the Regional Calendar. US

Choose Scheduling Mode:
% Standard - defautt mode using Scheduled Duration, Predecessors, Calendars as well a5 Actual Start and Actual Finish dates when available

" Pragressive - optional mode that only uses Scheduled Duration, Predecessars, and Calendars

Default Dete from which to Schedule:

Only Includes Days in Schesule Yhen:
(%" Al of the Resources Are Avallable
" Half of the Resources Are Available
" At Least One Resource s Available

" Always (lgnore Resource Availahility)

< | o
Cancel
\Ready

3. Select the Progressive scheduling option.
4. Select the desired date from the Default Date from which to Schedule field.
5. Apply the changes.

To apply changes to the project plan and continue to set Scheduling

Options without closing the window, click Apply. To apply changes to the
project plan and close the window, click OK.
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Setting Scheduling With or Without Actual Start/Finish Dates

A project manager can choose to determine a project plan’s schedule using
actual start/finish dates. Thisis the default scheduling mode.

Once a project plan becomes Active, its tasks can be marked In Progress. When

tasks are marked In Progress, actual start dates are specified for that task. If the
Note master project is set to use actual start/finish dates in scheduling, it will use these

dates to determine the schedule.

To determine whether scheduling is based on actual dates or not:

1. From the menu at the top of the Workbench, select Project > Settings.
The Settings window opens.

2. Click the Scheduling tab.

£ Settings for PPM Solution 5 X
Froject Team I MSP Synchronization l Cost and Effort 1 Resource Managerment 1 Baselines
Project Fields I Exception Rules I Indicators Scheduling Security

Region for this Praject: Enterprise

The schedule for this project will ke based on the Regional Calendar. US

Choose Scheduling Mode:
% Standard - defautt mode using Scheduled Duration, Predecessors, Calendars as well a5 Actual Start and Actual Finish dates when available
" Progressive - optional mode that only uses Scheduled Duration, Predecessars, and Calendars

Default Dete from which to Schedule:

Only Includes Days in Schesule Yhen:
(%" Al of the Resources Are Avallable
" Half of the Resources Are Available
" At Least One Resource s Available

" Always (lgnore Resource Availahility)

| o
Cancel
\Ready

3. Set one of the two scheduling date options:

e To schedule your project plan using actual start/finish dates, select
Standard. Thisis the default setting.

e To schedule your project plan without using actual start/finish dates,
select Progressive.
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4. Apply the changes.

To apply changes to the project plan and continue to set scheduling options
without closing the window, click Apply. To apply changes to the project
plan and close the window, click OK.

Setting Scheduling Options for Resource Dependency

Every businessinitiative has some minimum resource requirements, usually in
the form of available personnel. The master project can be set to consider
resource requirements when creating its schedule. For instance, it ispossible to
set the master project to ignore resource availability and schedule accordingly.
The default configuration is set to require all resources to be available on any
given day. When creating the master project’s schedule, Project Management
will only consider days when all resources are present.

To set the minimum resource requirements for the master project schedule:
1. From the menu at the top of the Workbench, select Project > Settings.
The Settings window opens.

2. Click the Scheduling tab.

£ Settings for PPM Solution 5 X

Froject Team I MSP Synchronization l Cost and Effort 1 Resource Managerment 1 Baselines
Project Fields I Exception Rules I Indicators Scheduling I Security

Region for this Praject: Enterprise

The schedule for this project will ke based on the Regional Calendar. US

Choose Scheduling Mode:
% Standard - defautt mode using Scheduled Duration, Predecessors, Calendars as well a5 Actual Start and Actual Finish dates when available

" Pragressive - optional mode that only uses Scheduled Duration, Predecessars, and Calendars

Default Dete from which to Schedule:

Only Includes Days in Schesule Yhen:
(%" Al of the Resources Are Avallable
" Half of the Resources Are Available
" At Least One Resource s Available

" Always (lgnore Resource Availahility)

< | o
Cancel

\Ready

3. To specify the minimum resource requirement necessary for aday to be
considered available, select the condition desired.
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@: Only one condition can be selected at a time.

4. Apply the changes.

To apply changes to the project plan and continue to set scheduling options
without closing the window, click Apply. To apply changes to the project
plan and close the window, click OK.

Setting the Region

Not al companies have the same work week or length of working day. Project
Management allows you to schedule a project plan based on a particular
regional calendar. Thisis set by choosing the region the project plan uses when
you first create the project.

2 New Project

Waster Project Mame [
Froject Manager: |.John Smith &1
Project Template: |
Project Region |Enterprise EH
Project has capitalized cost? ¢ Yes = Mo

cancel
[Ready

Figure 2-3. Set project region in New Project window

@: Only one region can be selected.
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Setting Security Restrictions

Project managers can set security restrictions on amaster project such that only
those who are involved in the project plan can view it. Someone who is not a
manager or participant in a project plan will not be able to open or edit it.
Additionally, the project plan will not appear in any searches run by anon-
participant or non-manager, both from the Project Workbench and Project
Search page. Project Management defines project plan participants as users
who are involved in project plans, but lack the administrative responsibilities
of a project manager. For more information on project plan participants, see
Updating Tasks: Project Plan Participant Activities on page 157.

Setting Security for the Master Project

To set security restrictions for a master project:
1. From the menu at the top of the Workbench, select Project > Settings.
The Settings window opens.

2. Click the sSecurity tab.

£ Settings for PPM Solution 5 X
Froject Team I MSP Synchranization 1 Cost and Effart 1 Resource Management I Baselines
Project Fields Exception Rules ] Indicatars Scheduling Security
This Projectand its Tasks can be viewed by
= Allusers
" Paticipant Restricted - Only users assigned as Project Managers, Resources, or in an assigned Resource Group
Costinformation on the Project and Tasks can be viewed by
= All users
" Project Manager for this Master Project anly
" Project Manager for Master Project PPM Solution 5 and all of its subprojects
" Participants for only the Tasks and Projects for which they are Participants.
" Project Team anly,
Cancel
Ready

3. Select the restriction type desired from the This Project and its Tasks can be
viewed by section.

e Toalow any user to view and search for the project plan, select Al
Users.
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e Torestrict project plan visibility to only those involved in the project
plan, select Participant Restricted.

4. Apply the changes.
To apply changesto the project plan and continue to set other optionsin the

Settings window, click Apply. To apply changes to the project plan and
close the window, click OK.

Setting Security for Cost Data

To set security restrictions for a master project’s Cost data:
1. From the menu at the top of the Workbench, select Project > Settings.
The Settings window opens.

2. Click the sSecurity tab.

£ Settings for PPM Solution 5 X
Froject Team I MSP Synchranization 1 Cost and Effart 1 Resource Management I Baselines
Project Fields 1 Exception Rules ] Indicators I Scheduling Saecurity

This Projectand its Tasks can be viewed by
= All users

" Paicipant Restricted - Only users assigned as Project Managers, Resources, orin an assigned Resource Graup

Costinformation on the Project and Tasks can be viewed by
= Allusers

" Project Manager for this Master Project only

" Project Manager for Master Project PPM Solution 5 and all of its subprojects
" Paicipants for only the Tasks and Projects forwhich they are Participants.
" Project Team only.

Cancel

Ready

3. Select the restriction type desired from the Cost information on the Project
and its Tasks can be viewed by section.

e To allow any user to view Cost data for the project plan, select All
Users.

e Toredtrict Cost data visibility solely to master project and its project
managers, select Project Managers for this Master Project only.
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e Torestrict Cost datavisibility to the master project, and its subprojects
project managers, select Project Managers for Master Project <Project
Name> and all of its subprojects.

e Toredtrict Cost data visibility to only those involved in the project
plan, select Participants for only the Tasks and Projects for which they
are Participants.

e Toredtrict Cost data visibility to only those specified in the Settings
window’s Project Team tab, select Project Team only.

4. Apply the changes.

To apply changesto the project plan and continue to set other optionsin the
Settings window, click Apply. To apply changes to the project plan and
close the window, click OK.

Setting Up the Project Team

Project managers can specify who will be allowed to act as resources for a
project plan. Resources can be users and groups of users. In the Project Team
tab, the project manager can choose

e Allow all userswith the Project option enabled in their security groups to
be resources for a project plan.

e Only alow those resources who are specified in the Project Team tab to be
used as resources for a project plan. These resources are listed in thetab’s
resource table.

Exception: Users with the SysAdmin: Override Key Fields Segmentation access
Note grant can add any users as a resource to the project plan.

To set up the project team for a master project:
1. From the menu at the top of the Workbench, select Project > Settings.
The Settings window opens.

2. Click the Project Team tab.
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£ Settings for PPM Solution 5 &)

Project Fields I Exception Rules I Indicatars l Scheduling 1 Security

Project Team MSP Synchronization ] Cost and Effort 1 Resource Management 1 Baselines

Thiz tab configures the Resources allowwed to be picked in this Project if no Resource Group is specified.
Check the checkbox helow if you wish the Resources to be all the users with the Project option enabled in their Security Groups.
If unchecked, the selection will be the Resources specified in the table below.

[¥ Allow all Resources with the Project option enabled in their Sscurity Groups to be picked in this project

Full Mame: Username Department Email Address

[ T s

Cancel

Ready

3. To dlow all resources with the Project option enabled in their security
groups to be used as resources for a project plan, click the appropriate
checkbox.

Skip the steps shown below and go to the last step of this procedure.
4. To specify resources for a project plan, deselect the appropriate checkbox.
5. Click Add.

The Resource: New window opens.

£ Resource: New

Resource: I [&H

0K | Add | Cancel

|Read\,r

6. Select aresource or group of resources from the Resource auto-complete
list.

The name of the selected resource appears in the required Resource field of
the Resource: New window.
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7. Add the resource.

Click Add to add the current resource and continue adding more resources.
Click oK to add the current resource and close the Resource: New window.

£ Settings for PPM Solution 5 &)

Project Fields I Exception Rules I Indicatars l Scheduling 1 Security

Project Team MSP Synchronization ] Cost and Effort 1 Resource Management 1 Baselines

Thiz tab configures the Resources allowwed to be picked in this Project if no Resource Group is specified.
Check the checkbox helow if you wish the Resources to be all the users with the Project option enabled in their Security Groups.
If unchecked, the selection will be the Resources specified in the table below.

[~ Allow all Resources with the Projsct option enabled In their Securty Groups to be picked in this project

Full Neme Username Deparimert | Email Address ‘
Jane Smith anesmith ianesmith@c ompany.com
Jose Smith linsesmith insesmithgcompany.com
John Smith ahnsmith inhnsmith@e ompany.cam
Belinda Malan belindanolan belir @company.com
Betty Malan bettynolan hettynolangcompany.com
Bill MNolan hillnalan billnglan@company.com
Brad Molan bradnolan bradnolang@company.com
Mindy Greenbaum mindvgreenbaum mindygreenbaumg@company.corm
Moe Greenbaum moegreenbaum moegreenbaurmn@company.com
Ted Wilcox [techilc o te dhwilc oxi@earmpany com
Thomas Wvilcox thomaswilcox hhUmaswwlcux@cumpaﬂy.cum
Tina Wilcox [tinawilcox \Imawwlmx@mmpamy com

Add

Apply Cancel

Ready

8. Save the selections.

Click OK to save the salections and close the window. Click Save to save
the selections and |eave the window open.

Deleting Resources from a Project Team

To delete a specified resource from a project team:
1. From the Project Team tab, select the resource in the tab’s Resource table.
2. Click Remove.
The resource is removed from the Resource table.
3. Savethe action.

Click OK to save the action and close the window. Click Save to save the
action and leave the window open.
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Setting Up Microsoft Project Integration

The Project Management - Microsoft Project interface allows project managers
to synchronize project information in a project plan with the project
information in a Microsoft Project file. Information can also be imported from
Microsoft Project to Project Management and exported from Project
Management to Microsoft Project.

Project Management has three different synchronization modes that a project
manager can choose from. The various synchronization modes let the project
manager use different strategies for importing/exporting information between
Project Management and Microsoft Project. See Control Mode on page 47 for
more information about synchronization modes.

Before exporting or synchronization, the project manager must select a
synchronization mode from the MSP Synchronization tab in the Settings
window. The MSP Synchronization tab is shown in Figure 2-4.

£ Settings for PPM Solution 5 ]

Project Fields 1 Exception Rules l Indicators I Scheduling I Security
Project Team MSP Synchronization I Costand Effort 1 Resource Management I Baselines
rMicrosoft® Project File Information Activity Histar
Location: Last Activity:  Mane
Filenatne: Last Update Dete: Dec 8, 2004 0359 PM PST
rControl Mok
% Mercury Project Management controllec Use Mercury Project Management to perform all project planning, scheduling, and

tracking activities. Synchronize with Microsoft Project for visibility.

" Microsoft Project cortralled Use Microsoft Project to perform all project planning, scheduling, and tracking
activities., The synchronized Mercury Project Management project automnatically
rolls up into the Mercury dashboard. Participants can also link other Mercury
infarmation (requests and packages) to tasks in the synchronized project.

" Mercury Project Management controls actu...  Use Microsoft Project to plan and schedule the project. Use Mercury Project
Managementto track actuals, Participants directly report actuals using Mercury
Project Management. Periodically synchronize the projects to collect new actuals
into Microsoft Project. After revising the plan, synchronize again to publish the
changes backinto Mercury Project Management,

rResaurce (dertificatio

¥ Mercury username  Ise Mercury IT Governance Center username as the name of resources created during synchronization
Example: johnsmith

™ Full name Usge Full Mame (First Name, a space and Last Name) as the name of resources created during
synchranization, Appropriate when the username is not descriptive. Example: John Smith

Cancel

\Ready

Figure 2-4. MSP Synchronization tab

The MSP Synchronization tab is available only for project plans, but not for project
templates.
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When importing information from Microsoft Project to Project Management, the MSP
Synchronization tab is not available because the Mercury IT Governance project
Note plan file has not been created yet. The Import Wizard performs the same functions as

the MSP Synchronization tab sections described below.

Microsoft Project File Information

The Microsoft Project File Information section displays the path and filename
information of the Microsoft Project file associated with a Project
Management project plan. The Microsoft Project file can be stored on alocal
machine or alocal network.

Activilty History

The Activity History section displays information about the last synchronization,
export or import that took place for this project plan.

Control Mode

The Control Mode section lets the project manager select a synchronization
mode. The available options are:

Mercury Project Management-controlled

The project manager creates a project plan in Project Management to
perform planning and tracking activities, such as scheduling tasks and
tracking actuals. After exporting, the Microsoft Project file is used for
reports and distribution. (Thisis the default value for new project plans
created in Project Management.)

Microsoft Project-controlled

The project manager creates a project in Microsoft Project and
synchronizesit in the Workbench. For all subsequent synchronizations,
information in Project Management is updated with current information
from Microsoft Project.

Mercury Project Management controls actuals

The project manager plans and schedules the project in Microsoft Project
while using Project Management to track actuals. Each subsequent
synchronization updates the Microsoft Project file with actuals datafrom
Project Management. The Mercury I T Governance Project is updated with
changes to the project structure or schedule in Microsoft Project.
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Resource Ildentification

The Resource Identification Section |ets the project manager choose how missing
resources created during an export or synchronization will be named in the
Microsoft Project file. (This section is only enabled when the Control Mode is
Set to Mercury Project Management-controlled.) Select one of the following
options:

® Mercury username
The username is used as the name of the new Microsoft Project resource
created during synchronization.

e Full Name
The Full Name is used as the name of the new Microsoft Project resource
created during synchronization.

After selecting the Control M ode and Resource Identification options, click OK
to save your selections.

Importing Custom Fields from a Project Template

Project templates are used in Project Management to create repeatable
processes to be used in project plans. They can be used as amodel and serve as
abasis for master projects or subprojects. Project templates can also contain
custom fields that can capture information not normally covered by standard
project plan and task fields. These custom fields are unique to their project
template.

Custom fields can be associated with an existing project plan without
importing the project template they come from. This allows you to capture
whatever information is needed without having to ssmultaneously import a
superfluous set of project plans or tasks. Custom fields appear in the Project or
Task Information window on their own tab.

To associate custom fields from a project template with your own project plan:
1. Open the project plan.

2. In the Project Plan tab, double-click the project plan name or select it and
click Edit.

The Project Information window opens.
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£ Project Information: PPM Solution 5

Project Mame: |PPM Solution &
Project Manager: |J0hn Smith &8 Project State |Acti\re j
Details 1 Cnstl Predecessnrs] 1E1 Action Items] 15 Nntes] Base\ines] 151 Heferences} User Data]
Project Ma. |30348 Departmert: | J Template: |
Project Path: |
Description: | Priority: |SDD
% Complete: |D Confidence: | J Ac‘tivrt\fl E
Custom Fields Defined n: E
Start Date Finizh Date
Scheduled: Scheduled:
Estimated:
Actual Aot
Duration (days) Etfort (hours)
Scheduled: [26— Scheduled: lm—
Est. Remaining: [— Est. Remaining: ID—
actuat | sctat O
QK | Cancel |
Ready

3. Select the project template containing the desired custom fields from the
Custom Fields Defined In auto-complete list.

4. Save the changes in the Project Information window.

Click Apply to save changes and continue working in the Project Information
window. Click OK to save changes and close the Project Information
window. Click Cancel to close the Project Information window without
saving any changes.

5. Save the changes to the project plan.
Click save to save changes and continue working on the project plan. Click

OK to save changes and close the project plan. Click Cancel to close the
project plan without saving any changes.
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Adding Tasks to a Project

Once the master project has been configured, you can add tasks to the project
plan and specify task details, including assigning resources or resource groups.
Tasks can be added individually or in a pre-sequenced group with a project
template. Tasks can also be organized in a hierarchical fashion quickly and
easily.

Adding Tasks to the Project Plan Tab
To add atask to the Project Plan tab:

1. Within the Project window, click Add Task.

A new task appearsin the Project Plan tab below the current selection.

Y ou can also add a new task by selecting the last item in the Project Plan tab
and pressing Insert or the down arrow on your keyboard.

2. Edit the new task’ s information.

e Tasks can be edited directly inside the Project Plan tab. Click on afield
to edit its contents.

e Tasks can aso be edited through the Task Information window, which
displays more detailed information on a task.

i. Double-click on the new task. The Task Information window opens.
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£ Task Information: Rotate Resource Frequency

Task Name: [Rotate Resource Frequency

Actiity [ E! Task State: [Pending Predecessor |
1= Action ltems l 15| Motes l =] Mofifications 1 Baseline l =] Reference l User Data
Details } Resources l Cost I Exceptions l Predecessars
Task #: |3D351 Department: | J Template: '7 =l
Project Path: |
Skl Resource m RESOUrCE Group:
Description: | Priority: '5007
% Complete: |EI Confidence: | J

Milestones
I Mark task as milestane

[ Milestone automaticaly completes

Start Date Finish Date

Scheduled: Scheduled:
Estimated: -

Actual Actual:

Duration (days) Effort (hours)

Scheduled: '37 Scheduled: ’247
: — [l
0K Apply | Cancel |

Ready

ii. Modify the information under each tab in the Task Information
window as necessary (for details, see Editing Task Information
on page 87).

3. Apply the changes.

To apply changes to the project plan without closing the window, click
Apply. To apply changes to the project plan and close the window, click
OK. You can also copy and paste tasks using Ctrl+c and Ctrl+v. Multiple
tasks can be copied by holding down the Shift key and selecting with the
mouse.

Adding Tasks Using Project Templates

Pre-defined bundles of tasks can be added with the use of project templates.
The template will be copied into the working Project Plan tab as a subproject,
along with its default values for Scheduled Effort, Scheduled Duration, and
notifications.

To add a set of tasks using a project template:

1. Within the Project window, select Project Created From Template from the
Add Task drop-down list.
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. Click Add.

The Add Project Template window opens.

. Click oK.

. Select a Project Template from the auto-complete list.

The Add Project Template window closes. The selected template is added to
the project plan as a collapsed subproject.

. Modify the information for any task inside the subproject by either editing

it directly in the Project Plan tab, or double-clicking on the task and editing
fields.

See Adding Tasks to the Project Plan Tab for more detailed information.

Project templates can be modified to contain custom fields. See Creating Custom
Note Fields for Project Templates on page 193 for more detailed information.

Setting Up Project Hierarchy

Project Management allows users to add tasks and subprojects (from
templates) in any order. Once the tasks have been added, Project Management
users can also arrange and group them in ahierarchy.

Plan | | | | : Gartt Chert, J S & Display Options
& 1 Mzt State Predecessors Sched Durstio | || Dec 2004 |Jan
) (days) 05 [12 [19 [z8 o2
EO S i re Soition 5 =
2 10 =Revise Trend Estimate Active T
3 f—Lock Competition Phase Ready = ohin Smith,Betty Nolan
4 |—Rotate Resource Frequency [Pending Predec... |3 =‘L@ﬂm
3 “—Adjust Trade Harmonics. Pending Predec... |4 Brad Nolan
g [ OO ——Retune Marketing active —_—
7 [ Load New Strateg Ready ohn Smith,Morton Greenbaum
8 —Focus Brand Matrix Pending Predes... |7 oe Greenbaum
39 MHiarket Impellers Aligned Pending Predec... 3 ﬁr 12022104
1w | 0O =Revisit Task-Stratesic Parners | Active —
1 I—Fmer Customer Pinput Ready Tim Wilcox,John Smith
12 8 Goal Oriertation Complete_|Pending Predec... |11 213104
13 —&lign Solution Goals Pending Predec. .. [12 am Smith
14 | O “—Eiroad Test Phase Active 13 =
15 | PSP System Test Pending Predec... Eﬁﬁ%
18 —HLS System Test Fending Predec... [15
17 4-Testing Complete Pending Predec... [18
18 —Reduce External Factors Pending Predec.. |17
18 “#tarket Re-Entry Achieved Pending Predec. |16
4 | AL N

Figure 2-5. Project Plan tab
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To move an item up in the hierarchy:
1. In the Project Plan tab, select the task or collapsed subproject.
2. Click the up Arrow button or press Ctrl+up arrow on your keyboard.
The selected task or subproject moves up in the list.

e |f the selected item is not at the samelevel astheitemitis switched
with, it isindented or out-dented to match the level of theitemitis
switched with.

e If the switch resultsin a subproject with no immediate children, that
subproject is converted to atask after it moves.

To move an item down in the hierarchy:
1. In the Project Plan tab, select the task or collapsed subproject.
2. Click the bown Arrow button or press Ctrl+down arrow on your keyboard.
The selected task or subproject moves down in the list.

e |If theitem immediately above the selected item is an expanded
subproject, the selected item becomes its child.

e |If theitem immediately above the selected item is a collapsed
subproject or task, the selected item is indented or outdented to match
the subproject or task’s level.

o |If the selected item wasthe only child of a subproject, that subproject is
converted to atask after the selected item moves.

To indent an item:
1. In the Project Plan tab, select the task or collapsed subproject.
2. Click the Right Arrow button or press Ctrl+right arrow on your keyboard.
The selected task or subproject moves one level deeper in the hierarchy.

e |If theitem immediately above the selected item is atask, that task is
converted to a subproject.
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@: If the selected item is the first child of a subproject, you will not be able to indent it.

To outdent an item:

1. In the Project Plan tab, select the task or collapsed subproject.

2. Click the Left Arrow button or press Ctri+left arrow on your keyboard.

The selected task or subproject moves out one level in the hierarchy.

e |If the selected item was a child of a subproject, it becomes either a task
or subproject on the same level asits former parent.

e |f the selected item was a subproject’ s only child, that subproject is
converted to atask.

e |f the selected item was atask with other tasks of the same level
beneath it, those tasks are converted to children of the selected item,
which is now a subproject.

Useful Keyhoard Shortcuts in the Praject Plan Tab

Tasks and subprojects within the Project Plan tab can be manipulated from the
keyboard as well as the buttons in the Project window. Table 2-4 lists all
available keyboard shortcuts.

Table 2-4. Keyboard shortcuts in the Project Plan tab

Keystroke Action
Insert Inserts a task into the hierarchy above the current row.
Delete Deletes the selected task from the project plan.

Ctrl+Up Arrow

Moves a task up in the hierarchy.

Ctrl+Down Arrow

Moves a task down in the hierarchy.

Ctrl+Left Arrow

Outdents a task in the hierarchy.

Ctrl+Right Arrow

Indents a task in the hierarchy.

Down Arrow (on last
task in hierarchy)

Adds a new task to the hierarchy below the last row.
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Table 2-4. Keyboard shortcuts in the Project Plan tab

Keystroke Action
Ctrl+C Copies the selected task.
Pastes a task or tasks (must be on the project plan’s last
Ctrl+V :
line).
F2 Edits the selected cell in the Project Plan tab.
ESC Cancels changes to a cell in the Project Plan tab.
Left or Right Arrow | Saves edits and moves cursor to the next cell in the Project
(while editing) Plan tab.

Attaching Additional Information to a Project or Task

Tasks and subprojects can contain other types of information, such as Demand
Management requests, Change Management packages, attachments, and
URLSs. They can aso be configured to send notifications based on certain
conditions.

Project managers can create tasks from requests in the Workbench. The newly
created task is linked as a reference to the originating request. See Creating a
Task From a Request for more information.

Refer to Configuring Tasks on page 79 for detailed instructions on:

Assigning Resources

Setting Up Notifications
Editing Task Information
Attaching References to Tasks
Configuring Task Predecessors
Setting Scheduling Constraints

Creating a Task From a Request

A task can be created from arequest and added to the project plan. The new
task will have areference to the originating request.

To create atask from arequest:
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1. Within the Project window, select Task Created From Request from the
drop-down list at the bottom left corner of the window.

Project : PPM Solution 5 1 [=] E3
Plan ] Cost }EVAnalysws] Baselines ] : Gartt chart. X | Q| Q| Display Options
Seq 1 Marmg State Precdecessors Sched Durstio | | Dec 2004 |Jan
i (days) [0 [iz [is [z o2
i =] PM Salution 5 [=i
2 |0 —Revise Trend Estimate Active
3 —Lock Competition Phase Ready ohin Smith,Betty Nalan
4 | Rotate Resource Frequency |Pending Predec.. [3 elinda Nolan
5 —#djust Trade Harmanics Pending Predec. (4 Brad Molan
s | O £ Reture Marketing Active =
7 —Load Mew Strateq: Ready ohn Smith Morton Greenbaum
g [—Focus Brand Matrix Pending Predec... 7 oe Greenbaum
9 L-arket mpellers Aligned Pending Predec... [& 12022104
1w | O ——Reevist Task-Strategic Partrers | Active =
11 }—Finar Customer Pinput Reacly = im Wilcox,John Smith
12 L% Goal Orientalion Complete__|Pending Predec_ |11 213I04
13 —&lign Solution Goals Pending Predec... |12 am Smith
14 | O ——Broad Test Phase Active 13 &
15 PSP System Test Pening Predec Eﬁﬁ%
18 [ HLS System Test Pending Predec.. |15
17 L4-Testing Complete Fanding Fredec.. [16
18 —Reduce External Factors Pending Predec.. |17
AE] “#arket Re-Entry Achieved Pending Predec... |18
« | 2L | :
4| ¥ || Edit el | =an Refrash Schedule Project
Task | Add Ok Save Cancel
Task I

Project Created From Template

Created From Request

2. Click Add.

The New Task From Request window opens.

£ New Task From Request @

Reguest Mo || EH

Select the Relationship that the selected Request has to Task (Mew):

(" Task Updated by Reguest - (Auto-Updsting) - Task (Nev) is sutomatically updated by selected Reguest

Search Cancel

[Ready

3. Specify the request(s) to use in the Request No auto-complete list, or click
Search to search for the request(s).

The Request Selection window opens.

4. Search for the request(s) to use by entering search criteriain the
appropriate fields and clicking List.

The requests that match your search criteriadisplay in the Query Results
section of the window.
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£

£ Request Selection

Reguest Mo ,7 Request Type: Guery. Mone hd
Department: [ALL hi Sub-Type: hd Created By: I—IEH
Workflow: Linked ProjectTask: Contact Name
Priarity: |ALL - Reguest Group: Company.
Assigned User: I—IEH Assighed Graup: Application
Kewwords: |
Reqguest Statu5:|
 Yes ¥ No Only Eligible Requests: © Yes & No
Dates
" Date Created | ™ To |

" Date Modified 1

AV

Max Rows |2EIIJ Clear List

AV

Select the Relationship that the selected Request has to Task (New)
% Task Updated by Request - (Auto-Updating] - Task (Mew) is automatically updated by selected Request

GQuery Results

Request Mo, Request Type Request Status Priarity Description ‘ Created By | Regues
4 | 1|
Ok Cancel
Ready
5. Select the request(s) in the Query Results section that you want turn into

tasks.

Y ou can select multiple requests in the Query Results section. When they
are added to the project plan, a new task is created for each selected
request.

. Create the new task.

Click OK to create the new task and close the window. Click Add to create
the new task and perform additional searches for more requests.

. Save the new task.

Click save to save the new task and |leave the Project window open. Click
OK to save the new task and close the Project window. The new task has
been created from the selected request and is part of the current project
plan. The task islinked to the request. Y ou can change the reference for
thistask at any time by double-clicking it, opening the Task Information
window and editing it in the References tab.
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Adding Milestones

Milestones are used to mark significant eventsin a project plan, often the
completion of adeliverable or arrival of adeadline. As markers, milestones are
typically set by project managers to complete as soon as they are reached and
therefore generally do not have effort or duration, though they can be
configured to possess duration. Milestones are created the same way as tasks.

To create aMilestone:

1. Within the Project window, click Add Task.

A new task appearsin the Project Plan tab below the current selection. You
can also add a new task by selecting thelast item in the Project Plan tab and

pressing Insert or the down arrow on your keyboard.

2. Double-click on the new task.

The Task Information window opens.

£ Task Information: Rotate Resource Frequency

Task Name: [Rotate Resource Frequency

Milestones
I Mark task as milestane
[ Milestone automaticaly completes

Start Date Finish Date

Schedulect IDecemher 13,2004
Actuak I

Duration (days)

Scheduled: |3

Actiity [ E! Task State: [Pending Predecessor |
Action ltems l MNotes l Mofifications 1 Baseline l Reference l UsgerData
Details Resources l Cost I Exceptions l Predecessars
Task #: |3D351 Department: | J Template: '7 =l
Project Path: |
Skill Resource m Resource Group: Ef
Description: | Priority: '5007
% Complete: |EI Confidence: | J

Effort (hours)

Schedulzd: |December 15, 2004
Estimated: L
Actual:

Scheduled: |24 ﬂ

oK Apply | Cancel |

[Ready

3. Select the Mark task as milestone checkbox.

If you want the Milestone to mark itself as Complete automatically when
all predecessors are complete, select the Milestone automatically completes

checkbox.
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4. Modify the information under each tab in the Task Information window as
necessary (for details, see Editing Task Information on page 87).

5. Apply the changes.

To apply changesto the task without closing the window, click Apply. To
apply changes to the task and close the Task Information window, click OK.
To close the Task Information window without saving changes, click Cancel.

@: A task will be automatically converted to a Milestone if its duration is 0.

Setting Up Project Dependencies

Project Management allows you to create dependencies between a project plan
or task and another, completely separate project plan or task.

For example: Manager Bob has a Training project plan for a new software
module being installed on his group’s computers. In order for his project plan
to get started, the Software Upgrade project plan headed by Manager Steve
must be finished first. Bob can create a Finish-Start Dependency relationship
between the Software Upgrade project plan and his own Training project plan.

These dependency relationships are controlled from the Predecessors tab of
the Project or Task Information window.
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£ Task Information: Lock Competition Phase

Task Mame: [Lock Competition Phase

Actiity [

Action ltems l
Details l

MNotes l

Resources

El Task State: |Ready

= |

l UsgerData

Mofifications 1 Baseline l

l Cost I Exceptions

Reference

Predecessors

Type | Project

| Matre | IDSey

\ Relationship

Addd

oK Apply | Cancel |

[Ready

Figure 2-6. Predecessors tab of the Task Information window

The types of predecessor relationships available are described in Table 2-5.

Table 2-5. Possible predecessor relationships to a project or task

plan

Predecessor Description Possible Relationships
Type
A task or project plan | Finish/Start - The project plan or task
Task/Project in the current project | can start once its predecessor has

completed.

External Task

A task from a
separate project plan

Finish/Start - The project plan or task
can start once its predecessor has
completed.

External Project

A separate project
plan

Finish/Start - The project plan or task
can start once its predecessor has
completed.

Request

A request (possible
for tasks only)

Finish/Start - The task can start once
its predecessor has completed.

Finish/Finish - The task and request
can start at the same time, but neither
will be marked complete until both are
complete.
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Setting Internal Predecessors

Setting a project/task predecessor that is contained in the same project plan can
be done directly in the Project Plan tab.

Plan | | | | : Gartt Chert, J S & Display Options
& 1 Mzt State Predecessors Sched Durstio | || Dec 2004 |Jan
(days) 05 [12 [19 [z8 o2
EO S i re Soition 5 =
2 10 =Revise Trend Estimate Active T
3 f—Lock Competition Phase Ready = ohin Smith,Betty Nolan
4 |—Rotate Resource Frequency [Pending Predec... |3 =‘L@ﬂm
3 “—Adjust Trade Harmonics. Pending Predec... |4 Brad Nolan
s | O ——Retune harketing Aotive (=
7 [ Load New Strateg Ready ohn Smith,Morton Greenbaum
8 —Focus Brand Matrix Pending Predes... |7 oe Greenbaum
39 MHiarket Impellers Aligned Pending Predec... 3 ﬁr 12022104
1w | 0O =Revisit Task-Stratesic Parners | Active —
1 I—Fmer Customer Pinput Ready Tim Wilcox,John Smith
12 8 Goal Oriertation Complete_|Pending Predec... |11 213104
13 —&lign Solution Goals Pending Predec. .. [12 am Smith
14 | O “—Eiroad Test Phase Active 13 =
15 | PSP System Test Pending Predec... Eﬁﬁ%
18 —HLS System Test Fending Predec... [15
17 4-Testing Complete Pending Predec... [18
18 —Reduce External Factors Pending Predec.. |17
18 “#tarket Re-Entry Achieved Pending Predec. |16
4 | AL N

Figure 2-7. Project Plan tab

In the Predecessor column, type the sequence number of the desired
predecessor project or task and click Save to save changes.

Setting an External Predecessor Task
To set an external predecessor task for atask or project plan:
1. Open the Project Or Task Information window of the project plan or task.

2. Click the Predecessors tab.
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£ Project Information: PPM Solution 5

Project Mame: [PFM Solution &

Froject Manager: |J0hn Smith af Froject State |Acti\re j

Cetails | Cost Predecessors ]lil Action Items] 15 Nntes] Base\ines] 151 Heferences} User Data]

Type | Project | Matre | IDiSey ‘ Relstiohship |

Add
QK | Cancel |

[Ready

3. Click Add.

A lineis added to the Predecessors tab table.

£ Project Information: PPM Solution 5

Project Mame: [PFM Solution &

Froject Manager: |J0hn Smith af Froject State |Acti\re j

Cetails | Cost Predecessors | (=) Action Items] 15 Nntes] Base\ines] |/ References | User Data]

Project

External Task 55F Initiative

Add Remave Open
oK Apply | Cancel |

[Ready

4. In the Type column, select External Task from the drop-down list.

5. In the Project column, select the external project plan from the auto-
complete list.
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6. In the Name column, select the task Name from the auto-complete list.

7. Click the field in the ID/Seq column to display the task ID.

£ Project Information: PPM Solution 5

Project Mame: [PFM Solution &

Froject Manager: |J0hn Smith af Froject State |Acti\re j

Cetails | Cost Predecessors | (=) Action Items] 15 Nntes] Base\ines] |/ References | User Data]

Type Project Matre IDiSey
Exiernal Task S5P Initiative Acguire File 348

Add Remave Open

oK Apply | Cancel |

[Ready

8. Apply the changes.

Click Apply to save changes and continue working in the Project oOr Task
Information window. Click OK to save changes and close the Project or Task
Information window. Click Cancel to close the Project oOr Task Information
window without saving any changes.
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Setting an External Predecessor Project
To set an external predecessor project for atask or project plan:
1. Open the Project Or Task Information window of the project plan or task.

2. Click the Predecessors tab.

£ Project Information: PPM Solution 5

Project Name: [PPM Solution 5
Froject Manager: |J0hn Smith & Froject State |Acti\re j
Cetails | Cost Predecessors ]lil Action Items] 15 Nntes] Base\ines] 151 Heferences} User Data]
Type | Project | Matre | IDiSey ‘ Relstiohship |
Add
0K | Cancel |
[Ready
3. Click Add.

A lineis added to the Predecessors tab table.
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£ Project Information: PPM Solution 5

Project Mame: [PFM Solution &

Froject Manager: |J0hn Smith af Froject State |Acti\re j

Cetails | Cost Predecessors | (=) Action Items] 15 Nntes] Base\ines] |/ References | User Data]

Type Project Matre IDiSey Relstiohship
External Project  CR S|

ystem 6.7 2 Systerm fi 7 Finish-Start

Add Remave Open
oK Apply | Cancel |

[Ready

4. In the Type column, select External Project from the drop-down list.

5. In the Project column, select the external project plan from the auto-
complete list.

6. In the Name column, select the project plan or subproject name from the
auto-complete list.

7. Click the field in the ID/Seq column to display the project plan or
subproject ID.
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£ Project Information: PPM Solution 5

Project Mame: [PFM Solution &

Froject Manager: |J0hn Smith af Froject State |Acti\re j

Cetails | Cost Predecessors | (=) Action Items] 15 Nntes] Base\ines] |/ References | User Data]

Project IDiSey

External Project R mE.T

Add Remave Open
oK Apply | Cancel |

[Ready

8. Apply the changes.

Click Apply to save changes and continue working in the Project oOr Task
Information window. Click OK to save changes and close the Project or Task

Information window. Click Cancel to close the Project oOr Task Information
window without saving any changes.
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Setting an External Predecessor Request
To set an external predecessor request for a task:
1. Open the Task Information window of the task.

2. Click the Predecessors tab.

£ Task Information: Lock Competition Phase

Task Mame: |Lock Competition Phase

Activity | Task State: [Ready 2|

151 Action tems l 15] Motes l 1= Motifications 1 Baseline l £ Reference ] User Data
Details l Resources l Cost I Exceptions Predecessors
Type | Project | Matne | IDiseqy ‘ Relationship

Addd

oK Apply | Cancel

[Ready

3. Click Add.

A lineis added to the Predecessors tab table.
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£ Task Information: Lock Competition Phase

Task Mame: [Lock Competition Phase

Actiity [ = Task State: [Ready |

1= Action ltems l 15| Motes l 1=1 Motifications 1 Baseline l 1= Referance l User Data
Details l Resources l Cost I Exceptions Predecessors
Type Project Matre IDSey Relstionship

[TaskiProject -]
TaskiProject
External Tagk
External Project

PPN Solution 5 Finish-Start

Add Remave Open
oK Apply | Cancel |

[Ready

4. In the Type column, select Request from the drop-down list.
5. In the ID/Seq column, select the request 1D from the auto-compl ete list.

6. In the Relationship column, select Finish-Start or Finish-Finish from the
drop-down list.
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£ Task Information: Lock Competition Phase

Task Mame: [Lock Competition Phase

Actiity [ = Task State: [Ready |

1= Action ltems l 15| Motes l 1=1 Motifications 1 Baseline l 1= Referance l User Data
Details l Resources l Cost I Exceptions Predecessors
Type Project Matre IDSey Relstionship

| ETFT R F i < h-Start

Add Remave Open
oK Apply | Cancel |

[Ready

7. Apply the changes.
Click Apply to save changes and continue working in the Task Information
window. Click OK to save changes and close the Task Information window.

Click Cancel to close the Task Information window without saving any
changes.

Creating a Master Project Schedule

Project Management generates schedules for master projects, based on the
configurations set in the Scheduling tab of the Settings window.

Generating the Schedule
To generate the schedule for a master project:
1. In the Project window, click Schedule Project.

The Scheduling window opens.
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£ Schedule for PPM Solution 5

* Schedule Entire Opened Project

™ Schedule Selected Part Of Project

Start Scheduling From: |Decemher8,2004

Schedule | Cancel

|Read\,r

2. Specify whether to schedule al or part of the project.
a. To schedule the whole project, select Schedule Entire Opened Project.

b. To schedule only a specific part of the project, make sure you have
selected the part you want to schedule in the Project Plan tab, and select
Schedule Selected Part of Project. |f a subproject is clicked, all of its
children will be scheduled.

3. Specify a date to begin scheduling from by clicking on and selecting from
the Start Scheduling From field.

4. Click Schedule.

If scheduling errors occur, no schedule will be generated and a list of errors will
appear. Take note of each error and its cause, and make the necessary adjustments
within the project plan. See Scheduling Errors for more details.

If scheduling warnings occur, a schedule will be generated and a list of warnings will
appear. Take note of each warning, as they can be important to the initiative’s
success. See Scheduling Warnings for more details.

Scheduling Errors

It is possible for certain combinations of input to cause a schedule to be
unworkable. If any of these errors are encountered, the schedule will not be
created. Table 2-6 describes scheduling errors, their causes, and possible
solutions.
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Table 2-6. Scheduling errors, causes, and possible solutions

resources for
task

resource does not have any available
working days, or perhaps for
contractors who only have set periods
of time to work.

Scheduling Cause Possible Solution
Error
Gircular The predecessors of a set of projects Break the cycle by
or tasks contains a cycle. This cannot | removing or changing a
dependency
be scheduled. predecessor.
The amount of working days available .
) Assign more resources
from the pool of resources assigned to .
. . to the task, increase
Not enough a task is less than the duration of the N
. L : . resource availability via
available task. This situation can occur if a

resource calendars, or
change the Scheduling
setting to require less
resource availability.

Selected
Subproject has
dependencies
outside of
items to be
scheduled

There are tasks or projects that are not
in the selected sub-tree, but have
predecessors in the selected sub-tree.

Select a larger sub-tree
that includes all
dependents, or remove
the dependencies.

No tasks to be
scheduled

There are no non-complete, non-
cancelled tasks within the selected
sub-tree to be scheduled

Add tasks, or select a
larger sub-tree that
includes non-complete
or non-cancelled tasks.

Scheduling Warnings

It is possible for certain combinations of input when using actual-based
scheduling or scheduling constraints to cause a schedul e to be potentially
unworkable. Warnings appear when actual-based scheduling has been
specified. The schedule will still be created, however. Table 2-7 describes
scheduling warnings, their causes, and possible solutions.
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Table 2-7. Scheduling warnings, causes, and possible solutions

Scheduling
Warning

Cause

Possible Solution

Duration extends
past finish date for
task

The duration for a task is longer
than the number of available
working days between the
earliest possible start date and
the actual finish date. This
assumes there is no actual start
date.

Move the actual finish
date, change the
duration, or change the
number of available
working days.

Duration does not fit
within actual dates of
task

The duration of a task is longer
than the number of available
working days between the actual
start and finish dates.

Change actual dates,
duration, or number of
available working days.

Actual start date of
task occurs before
predecessor finishes

The actual start date of a task
occurs before its earliest
possible start date.

Change actual start
date, predecessors, or
the earliest possible
start date.

Establishing a Project Baseline

A baseline isthe original approved project plan. As scope changes happen, the
baseline is updated to reflect those changes as part of the approved plan. A
project manager uses baselines to continuously monitor the health of their

project plan in terms of schedule and cost by comparing the current project
plan to the baseline plan.

Selecting Base

line Fields

Y ou can select any of the following project plan fields to display in the
baseline view:

Activity

Summary Condition

Scheduled Start

Scheduled Duration
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Scheduled Finish

Scheduled Effort

Predecessor Information

® Resource/project manager

Department

Description

Priority

® Resource Group

Task Category

Planned Labor

Planned Non-Labor

Planned CapEx

Planned OpEx

Planned Cost
e SKkill

To select fields for a baseline:
1. Open the project plan.
2. From the menu at the top of the Workbench, select Project > Settings.

The Settings window opens.
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< Settings for PPM Solution 5 3
Froject Team I MSP Synchranization 1 Cost and Effart 1 Resource Management I Baselines
Project Fields Exception Rules ] Indicatars I Scheduling I Security
This tab configures the Project fields that can be displayed in the "Flan® tak of the Project window, and also the Projsct and Task detail pages and
Wy Task portiet in the standard Mercury T Governance interface. Changing the fisld configuration here does not charnge the display in the other
tabs of the Praject Window
rPlanning Fielc [Activity Fielet
Maragsr Marager
Enafled UseOnly  Fields Enabled  UseOnly  Fields

r r Department 2 r % Complete

r r Description r r Actual Durstion

r r r r Actual Effort

r r Priority r r Actusl Finish Dats

r r ProjectTask # r r Actusl Start Date

r r Resource Group r r Confidence

r r Scheduled Etfort r r Estimated Finish Date

r r Skill r r Estimated Remaining Duration

r r Activity r r Estimated Remaining Effort

r r r r

r r r r

r r r r

Cancel

Ready

3. Click the Baselines tab.

£ Settings for PPM Solution 5 ]

Project Fields I Exception Rules I Indicatars l Scheduling 1 Security
Project Team I MSP Synchronization ] Cost and Effort 1 Resource Management Baselines

Select the active bazeling for this project
(Ta change the name and description of 8 baseling, click into the name and descrigtion fields respectively)

A rtive Matme Description Baszelined By Baselined On

[ees

[ Baseling Figld
Choose which baseline fields you would like o display for all baselines for this praject
Available Fislds: Selected Fislds:

[activity il
Department PR
—— =R
Planned CapEx

Planned Cost =

Ready

4. In the Baseline Fields section, double-click the fields or use the arrow
buttonsto move fields from the Available Fields list to the Selected Fields list.

5. Apply the changes.

To apply changes to the project plan and continue to set baseline options
without closing the window, click Apply. To apply changes to the project
plan and close the window, click OK.
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Taking a Baseline
To take abaseline:
1. Open the project plan.
2. Select Project > Baseline from the menu at the top of the Workbench.

The Baseline window opens.

£ Baseline

Flease specify the name and description of the new baseline. Itwill
hecome the active baseling

Marme: |Main Baseline

Description: |

Cancel

[Ready

3. Enter aName and optional Description for the baseline.
4. Click OK.

The baseline has been taken. It can be viewed from the Baselines tab of the
Project window.

5. Click save to save the baseline along with the project plan.

Managing Baselines

Multiple baselines can be taken for a single project plan. Y ou can specify
which is the active project plan baseline, as well as delete baselines at any

time.
While any project manager can see the active baseline for a project plan, only the
@: project manager for the master project can manage baselines (take new baselines,
delete baselines, specify the active baseline).

To manage project plan baselines:
1. Open the project plan you have taken baselines of .

2. From the menu at the top of the Workbench, select Project > Settings.
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The Settings window opens.

Settings for PPM Solution 5 3
Froject Team I MSP Synchranization 1 Cost and Effart 1 Resource Management I Baselines
Project Fields I Exception Rules ] Indicators I Scheduling I Security
This tab configures the Proiect fields that can be displayed in the "Plan® takb of the Project window, and also the Proisct and Task detsil pages and
My Task portlet in the standard Mercury [T Governance interface. Changing the field configuration here does not chanoe the display in the other
tabs of the Project Window. .
rPlanming Fisl rActivity Field:
Manager Manager
Enabled Use Cnly  Fislds Enabled Use Orly  Fields

r r Departinent ~ r % Complete

r r Description r r Actual Durgtion

r r r r Actual Effort

r r Priority r r Actusl Finish Date

r r ProjectTask # r r Actual Start Date

r r Resource Group r r Confidence

r r Scheduled Effort r r Estimated Finish Date

r r kil r r Estimated Remaining Durstion

r r Activity r r Estimated Remaining Effort

r r r r

r r r r

r r r r

Cancel

\Ready

3. Click the Baselines tab.

= Settings for PPM Solution 5 E]

Project Fields 1 Exception Rules l Indicators I Scheduling I Security

Project Team MSP Synchronization 1 Costand Effort 1 Resource Management Baselines

Select the active baseline for this project.
(To change the name and description of & baseline, click into the name and description fields respectively)

Ative | Matne | Descrigtion | Baselined By | Baselined On ‘
G [ain Bassline [ [John Smith E |

T

rBaseline Fielc
Chionse which basslins fislds you would like to display for all basslines for this project:
Awvailable Fields: Selected Fields:

[ ctivity i‘
Department €|
boeeton IR
Planned CapEx
Planned Cost

Cancel

Ready

4. Select the radio button next to the baseline you want to be active for the
project plan.

5. (Optional) Highlight a baseline you want to delete.

6. (Optional) Click Delete.
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a. A dialog box will open asking if you are sure you want to delete the
baseline.

£ Delete Baseline

This is the ACTIVE haseline.
@ Do vyou still want to delete it ?

e |

b. Click Yes to delete the baseline.

7. Apply the changes.

To apply changes to the project plan and continue to set baseline options
without closing the window, click Apply. To apply changes to the project
plan and close the window, click OK.

Comparing Baselines

The Project Schedule Change report can be used to compare baselines to each
other, or to the project plan schedule asiit currently stands. See Reports by
Category on page 269 for afull listing of al Project Management reports.
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Configuring Tasks

In This Chapter:

e Overview of Configuring Tasks
e Task Elements
= Notifications
= References
s Activities
s Task States
e Adding Tasksto Project Plans
= Creating a Task From a Request
= Creating a Milestone
e Editing Task Information
e Assigning Resources
= Assigning Resourcesin the Project Plan Tab
= Assigning Resourcesin the Task I nformation Window
= Assigning Multiple Resources in the Task Information Window
= Assigning Resource Groups
= Determining Project Resources
Assigning Sills
Adding Action Items
Adding Notes
Setting Up Notifications
= Using Smart URLsin Notifications
= Nested Tokensin Notifications
Entering Cost Data
e Attaching Referencesto Tasks
= Attaching Existing Requests
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Attaching New Requests
Attaching Packages
Attaching New Packages
Attaching Tasks

Attaching Releases
Attaching Documents
Attaching URLs

»  Dependency Relationships
Configuring Task Predecessors
Changing the Task State
Setting Scheduling Constraints
Configuring User Data

»  Project/Task User Data Roll-Up

Overview of Configuring Tasks

This chapter explains how to configure tasks within a project plan, including
assigning resources, setting up notifications, and creating Milestones.

Task Elements

Project plans are repositories of information consisting of tasks, action items,
subprojects, notes, and references. These elements define and process specific
business initiatives within an organization. Project plans are not static entities.
They gather additional information and are modified as they move through
their tasks to completion.

Tasks are the components of a project plan that must be completed in order for
the project plan to complete successfully. Project managers gather the
information from tasks and make appropriate changes to them through the life
of the project plan. This means the tasks must be configured to deliver the
kinds of specific information that project managers need. For example, project
managers can need to be notified when tasks are completed or their states
change.
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Notifications

References

Activities

Tasks also need to be modified as issues arise during the project plan, such as
extending task schedules or assigning additional resourcesto atask to make a
deadline. Team members must update their individual statuses as they
complete assigned tasks.

Project managers can set up notifications for tasks within a project plan. Email
messages can be sent to appropriate team members whenever a specific event
occurs on atask. This would include such events as:

e The completion of atask.

e Thechanging of atask’s state designation. For example, the task could
progress from ‘Ready’ to ‘In Progress.’

e Thetriggering of an exception rule by atask.
e Thearrival of atask’s start or finish date approaches.

Tasks can include additional references to other entities or points of
information, allowing easy access and visibility to data related to the current
task. Summary information for referencesis viewed as part of the task.

There are severa reference types defined for tasks: requests, packages,
projects, releases, attachments, and URLSs.

Project managers can create tasks from requests in the Workbench. Once the task is
created, it automatically has a reference to the originating request. See Creating a
Task From a Requeston page 83 for additional details.

Tasks can be grouped by user-defined categoriesinto activities. For example,
certain tasks could be grouped within a Design category, while other tasks
could be grouped within a Production category. Activities can be marked as
capitalized and used to track SOP 98-1 compliance. For more information on
activities and their use, see the Mercury Financial Management User’ s Guide.

Task Elements 81



Chapter 3: Configuring Tasks

Task States

In the Workbench, the task stateis displayed in the State column of the Project
window. The available statesfor atask are defined in Table 3-1.

Table 3-1. Task state definitions

Task State Definition

New A newly created task starts in this state.

A task that is holding for one or more predecessors to

Pending Predecessor be completed.

Pending Request A task that is holding for one or more requests to be

completed.
Ready A task that is ready to be worked on by its resource.
A task that is moving through the actions necessary for
In Progress . .
its completion.
Completed A task that has been finished.
A task that is not complete and will not be worked on,
Cancelled as it is no longer required for the completion of the
project plan.
An incomplete task that is left unfinished after the
Bypassed

project plan is completed.

Depending on their defined level of responsibility in a project plan, users can only be
able to change tasks between certain states.

For example, project managers can change a task from Ready to In Progress to
Note Cancelled, or from Bypassed back to Ready. Project participants are only able to

change a task from Ready to In Progress to Complete.

Available task states can also depend on the state of the project plan.

Adding Tasks to Project Plans

Tasks can be added to a project plan individualy or in a pre-sequenced group,
asdefined in aproject template. Tasks can also be quickly and easily organized
in ahierarchical fashion. See Adding Tasks to a Project on page 50 for more
information.
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Creating a Task From a Request

A task can be created from a request on the Project window in the Workbench.
The new task will have areference to the originating request.

To create atask from arequest:
1. Log onto Mercury IT Governance Center and open the Workbench.
2. Open aproject plan.

3. Go to the Project Plan tab.

Project : PPM Solution 5 1 [=] E3
Flan ] Cost } EV Analysws] Baselines ] : Gartt Chert, g S & Display Options
seq I Marme State Predecessors Sched Durstio | | Dec 2004 |Jan
i (dhays) [ [12 [1g |ER oz
=N o rr soltion 5 =
2 |0 E—Reviss Trend Estimate Active B —
3 —Lock Competition Phase Ready = ohin Smith,Betty Naolan
4 | —Rotate Resource Frequency |Pending Predec... |3 =‘Lﬁflan
3 —Adjust Trade Harmonics Pending Predec.. |4 Brad Nolan
6 [0 ——Retune Marketing Active —_—
7 L oad Mew Strated Ready ohn Smith,Morton Greenbaum
8 —Focus Brand Matrix Pending Predec.. |7 %‘ne Greenbaum
) - tlarket npellers Alighed Pending Predec... |5 12122104
10 | O ——Revisit Task Strategic Partiners __|Active o
1 Hiﬂer Customer Pinput Reacly im Wilcox John Smith
12 L$ Goal Orientation Complste | Pending Predec... |11 213104
13 —Align Solution Goals Pending Fredec... [12 am Smith
14 | O o Broad Test Phass £otive 13 -
15 PSP System Test Pending Predec. Eﬁiﬂz%
16 —HLS System Test Pending Fredec... [15
17 4 Testing Complsts Pending Predec... [16
18 —Reduce External Factors Pending Predec.. |17
19 “#-hlarket Re-Entry Achieved Penuing Predec. |15
4] | AL | »
4+ [ ¥ Edit o ai| = Refresh Schedule Project
Task b M OK Save Cancel
1

4. Select Task Created From Request from the drop-down list at the bottom
left corner of the window.

5. Click Add.

The New Task From Request window opens.
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£ New Task From Request E]

Reguest Mo || EH

Select the Relationship that the selected Request has to Task (Mew):

(" Task Updated by Reguest - (Auto-Updsting) - Task (Nev) is sutomatically updated by selected Reguest

Search Cancel

[Ready

6. Specify the request(s) to use in the Request No. auto-complete list, or click
Search to search for the request(s).

The Request Selection window opens.

£ Request Selection

Request Mo ,7 Request Type: Ed Guery. |Mane
Deparment: ’m Sub-Type: ,—LI Created By:
Workflow: Linked ProjectTask: Contact Name
Priarity: ’m Request Group: E5 Company:
Assigned User: I—IEH Assighed Graup: Ed Application

!

Iy

Keywords:|
Reqguest Status: |
 Yes ¥ No Only Eligible Requests: © Yes & No
Dates
" Date Created | ™ To |

" Date Modified 1

Max Rows |2EIIJ Clear List

AV

Select the Relationship that the selected Request has to Task (New)
% Task Updated by Request - (Auto-Updating] - Task (Mew) is automatically updated by selected Request

av
GQuery Results

Reguest No. Reduest Type Recuest Stalus | Priority Descripion | CrealedBy | Reoues

! |

]
K Cancel

Ready

7. Search for the request(s) to use by entering search criteriain the
appropriate fields.

8. Click List.

The requests that match your search criteriadisplay in the Query Results
section of the window.
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£ Request Selection @

AY

AY

Selent the Relationship that the selected Recuest has to Task (New):
(¥ Task Updated by Request - (Aulo-Updating) - Task (Mew) is automatically updated by selected Request

Query Results

Request No
o

Reguest Type Request Status Priority
13 T

O [T =TT e T HTEs DET uanaﬂ
30,096|PMO - Risk N Maormal Sales Demo Scena
30,094 HR Reguests = High Meed Visioncare Fo
30,093 HR Reguesis Revigwed Mormal Meed PMO Health C
30,092HR Reguests N e High Meed My Gurrent Wa
30,091 |Enhancement Pending Requestor Action High Meed new report. 51
30,090/PMO - Issue MNew Mormal Marketing has not p
30,064PMO - Resource Request = Critical Meed additional coc
30,063PMC - Resource Request N Critical Meed additional tes
30,062PMO - Resource Request N Critical Meed additional tes.
30,061 |PMO - Risk Open Marmal Sales Demo Scena -
. | ;I_‘
Add Cancel
Ready
9. Select the request(s) in the Query Results section that you want turn into

10.

11.

12

task(s).

Y ou can select multiple requests in the Query Results section. When they
are added to the project plan, a new task is created for each selected
request.

Make sure that Task Updated by Request iS specified as the Relationship.

Click OK to create the new task and close the window or click Add to create
the new task and perform additional searches for more requests.

The new task has been created from the selected request and is part of the
current project plan. The task is linked to the request. Y ou can change the
reference for this task at any time by double-clicking it, opening the Task

Information window and editing it in the References tab.

. Click save to save the new task and leave the Project window open or click

OK to save the new task and close the Project window.

Adding Tasks to Project Plans 85



Chapter 3: Configuring Tasks

Creating a Milestone

Milestones can be created for a project plan in the same way as tasks.
To create aMilestone:
1. Within the Project window, click Add Task.
A new task appearsin the Project Plan tab below the current selection. You
can aso add a new task by selecting thelast item in the Project Plan tab and
pressing Insert or the down arrow on your keyboard.

2. Double-click on the new task.

The Task Information window opens.

£ Task Information: Rotate Resource Frequency

Task Name: [Rotate Resource Frequency

Actiity [ E! Task State: [Pending Predecessor |
1= Action ltems l 15| Motes l =] Mofifications 1 Baseline l =] Reference l User Data
Details } Resources l Cost I Exceptions l Predecessars
Task #: |3D351 Department: | J Template: '7 =l
Project Path: |
Skill Resource m Resource Group: Ef
Description: | Priority: '5007
% Complete: |EI Confidence: | J
Milestones

I Mark task as milestane

[ Milestone automaticaly completes

Start Date Finish Date
Scheduled: Scheduled:
Estimated: -
Actual Actual:
Duration (days) Effort (hours)
Scheduled: '37 Scheduled: ’247
: — [l
0K Apply | Cancel |
Ready

3. Select the Mark task as milestone checkbox.
If you want the Milestone to mark itself as Complete automatically when
all predecessors are complete, select the Milestone automatically completes
checkbox.

4. Modify the information under each tab in the Task Information window as
necessary (for details, see Editing Task Information).

5. Apply the changes.
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To apply changes to the task without closing the window, click Apply. To
apply changesto the task and close the Task Information window, click OK.
To close the Task Information window without saving changes, click Cancel.

@: A task will be automatically converted to a Milestone if its duration is 0.

Editing Task Information

Users with appropriate security permissions can edit information for tasks
displayed in the Project Plan tab. Task information can be edited directly in the
Project Plan tab, or in the Task Information window.

To edit task information from the Project Plan tab:
1. Locate the task to edit.

e |If you are editing an existing task, query and open an existing project
plan.

e |If you are editing a newly created task, you are already in the Project
Plan tab.

2. Click on any desired fieldsto edit their contents directly.

3. Click OK or Save to save the information.

To edit task information in the Task Information window:
1. Locate the task to edit.
2. Open the Task Information window and do one of the following:

e Query and open the task directly from the Task Workbench. The Task
Information window opens.

e Query and open an existing project plan. Double-click the task to edit,
or select it and click Edit. The Task Information window opens.

3. Make whatever changes are necessary in the Task Information window.
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4. Click OK or Save to save the information.

Updating information in the Project Plan tab is more direct, while more detailed
Note information can be edited in the Task Information window.

Assigning Resources

Users with appropriate security permissions can assign resources to tasks
displayed in the Project Plan tab. Resources can be assigned directly in the
Project Plan tab, or in the Task Information window.

Assigning Resources in the Project Plan Tab

Resources can be assigned for new and existing tasks in the Project Plan tab in
the following ways:

e You can select aresource directly by clicking the Resource icon.

0|

Figure 3-1. Resource icon

e You can search for and then assign a suitable resource by clicking the
Resource Finder icon.

=
Figure 3-2. Resource Finder icon

For more detailed information on using the Resource Finder, see the
Mercury Resource Management User’s Guide.

To assign resources to existing and new tasks in the Project Plan tab:

1. In the Workbench, open the Project Plan tab for the project plan you are
editing.

e If you are assigning resources to an existing task, query and open the
project plan containing the task.
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e If you are assigning resources to a newly created task, you are aready
in the Project Plan tab.

2. Select the task to assign resources.

3. Click the Resource icon to assign aresource, or the Resource Finder icon
to search for and assign an appropriate resource.

See the Mercury Resource Management User’s Guide for more detailed
information on using the Resource Finder.

4. Click OK or Save to save the information.

Assigning Resources in the Task Information Window

Resources can be assigned to existing tasks and new tasks in the Task
Information window.

To assign resources to existing or new tasks in the Task Information window:
1. Open the Task Information window.
2. Click the Details tab.
3. Select aresource from the Resource field.

4. Click OK or Apply to save the information.

Assigning Multiple Resources in the Task Information Window

Multiple resources can be assigned to existing tasks and new tasks. Once
multiple resources have been assigned, their individual effort hours or booked
skill can be adjusted at any time.

To assign multiple resources to existing or new tasks in the Task Information
window:

1. Open the Task Information window.

2. Click the Resources tab.
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£ Task Information: Rotate Resource Frequency

Task Name: [Rotate Resource Frequency

Actiity [ E! Task State: [Pending Predecessor |
1=] Action Iterms l 151 Notes l =] Notifications 1 Easeline l =] Referance l Usger Data
Details Resources l Cost I Exceptions l Predecessors

Add multiple resources to this task or modify partial effort for individual resources
Task Duration: 3.0 days

Task Start: December 13, 2004 Task Finish: December 15, 2004

Edit Partial Effort:
Resource | Effort (hours) |
Betty Molan 24|
Remove Total Effort (hours): |24

AddResuurcetUTask.l EH@ Add | Wiew Resource Details ‘
oK Apply | Cancel |

Ready

3. Specify aresource in the Add Resource to Task auto-complete list.

4. Click Add.
Repeat as necessary.

5. To adjust the number of effort hours for aresource, click the numeric field
in the Effort (hours) column and enter a new value.

6. Save the information.

Click Apply to store the information and continue to work in the Task
Information window, or click OK to save the information and close the
window. The resource assignments will not be saved until you click either.

Assigning Resource Groups

In order to add resource groups, first make sure that the field is enabled in the

Project Settings. See Selecting Information to Track and Display on page 28
for details.
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Determining Project Resources

Project managers can specify userswho will be alowed to act as resourcesfor
aproject plan. In the Project Team tab of the Project Settings window, the
project manager can choose one of the following:

e Allow all userswith the Project option enabled in their security groups to
be resources for a project plan.

e Allow only those resources who are specified in the Project Team tab to be
used as resources for a project plan. These resources are listed in thetab’s
Resource table.

See Setting Up the Project Team on page 43 for more information about
setting up the resources in the Project Team tab for a master project.

Assigning Skills

When creating a project plan, you can assign a skill to any task without
specifying aresource. This allows you to create a project plan that identifies
the skills needed to complete its tasks without necessarily pinpointing the
specific resources available. Additionally, capturing skillsrequired to complete
tasks provides a more detailed estimate of the project plan cost; this helps
make sure the budget is correct and the right resources are allocated.

To assign skillsto existing and new tasks in the Project Plan tab:

1. In the Workbench, open the Project Plan tab for the project plan you are
editing.

e |If you are assigning a skill to an existing task, query and open the
project plan containing the task.

e |If you are assigning a skill to a newly created task, you are aready in
the Project Plan tab.

2. Select the task to assign a skill to.
3. Sdlect askill from the task line, in the Skill column.

4. Click OK or Save to save the information.
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Adding Action Items

Actionitemsare used to capture important “to do” itemsthat do not requirethe
formal definition, tracking, and hierarchical restrictions of atask. Action items
can be added to existing tasks and new tasks. Action items are added in the
Task Information window.

To add an action item to a task:
1. Open the Task Information window.
2. In the Task Information window, click the Action Items tab.
3. Click Add.
The Action Item window opens.
4. Enter information in the required fields and drop-down lists.

Select Required = Yes if you want the action item to be required. The task
will not complete until the action item has been compl eted.

5. Click Add to add the action item and continue to create more, or click OK to
add the action item and close the window.

6. Save the action item.

Click Apply to store the information and continue to work in the Task
Information window, or click OK to save the information and close the
window. The action item will not be saved until you click OK.

7. Save the task information.

If the Task Information window is opened from the Project Plan tab, you must
click OK or Save in the Project window to save the task information.
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Adding Notes

Users can enter free-form text in the Notes tab of the Task Information window.
Saved entries are marked with atimestamp.

To add notes to atask:
1. Open the Task Information window.
2. In the Task Information window, click the Notes tab.
3. Enter any notes into the New Notes text field.
To increase the viewable area, click Enlarge.

4. Click Apply to store the notes and continue to work inside the Task
Information window, or click OK to save the notes and close the window.
The notes will not be saved until you click OK.

5. Click OK or Save in the Project window to save the task information.

@: The Notes tab can contain up to 32K of information per project plan.

Setting Up Notifications

Notifications are set up in the Task Information window.

To set up anotification for atask:
1. Open the Task Information window for the task.
2. In the Task Information window, click the Notifications tab.
3. Click New.
The Add Notification for Task window opens.

4. In the Setup tab, enter information as described in the Table 3-2
on page 95.
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The Event drop-down list allows you to choose to send a notification based
on any of the following criteria

e Thetask has reached a specific state.
e Thetask hastriggered a particular exception.

e Thetask’s Scheduled Start or Finish date is approaching, has arrived,
or has passed.

5. To add a new user to the Recipients, click New.
The Add New Recipient window opens.

6. Enter information in the required fields.

7. Click Add to add the new recipient.

Note that the enabled Multi capability of the Username auto-complete list
enables you to select multiple recipients. Click OK to return to the Add
Notification for Task window. Click Cancel to return to the Add Notification for
Task window without saving any changes.

8. (Optional) In the Add Notification for Task window you can use the Edit and
Delete buttons to modify the list of recipients. Click Token to view the
available tokens.

9. (Optiona) Click the Message tab in the Add Notification for Task window if
you want to view and edit the message notification template.

10. (Optional) Notifications can be configured to include the Web address
(URL) for a specific project plan or task. Thisisreferred to as a Smart
URL. You caninclude a Smart URL token for the notification. See the next
section, Using Smart URLs in Notifications, for more information.

11. Click OK to close the window.

Using Smart URLs in Notifications

Notifications can be configured to include the Web address (URL) for the
specific project plan or task. When users receive a notification email and click
the URL, they are taken directly to the project plan or task. The available
tokens for project plans and tasks are described in Table 3-2.
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Table 3-2. Smart URL tokens

Smart URL Token

Description

PROJECT_URL

URL to access the Project Overview page for
this project plan.

WORKBENCH_PROJECT_URL

URL to access the Project window for this
project plan in the Workbench.

TASK_URL

URL to access the Task Detail page for this
task.

WORKBENCH_TASK_URL

URL to access the Task Information window for
this task in the Workbench.

To use a Smart URL:

1. Follow the procedure described in Setting Up Notifications.

2. Open the Task Information window.

3. Click the Notifications tab.

4. Click New.

The Add Notification for Task window opens.

5. Click the Message tab.

6. Click Tokens.

The Token Builder window opens.
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< Token Builder 3
oken Context [Tokens
{7 Token Contesxt Taken
{71 By Server ACTUAL_DURATION Actugl -
{11 Bucget ACTUAL_EFFORT Actual
{1 Matitication ACTUAL_FIMNISH_DATE Actual
{17 Project ACTUAL_START_DATE Actual
{1 Security Groug COMNFIDENCE_CODE Code
{1 System COMNFIDEMCE_NAME Mame
COMNETRAINT_DATE Cansti
I—{:l Pending References CREATED BY 1D of u
9 User CREATED_BY_EMAIL Ernail
CREATED_BY_USERMNAME Usern
CREATION_DATE Diate th
DEPARTMENT_CODE Code
DEPARTMENT_MAME Harne
DESCRIPTION Descri
ESTIMATED_FIMNISH_DATE Estims
ESTIMATED_REMAINING_DURA... |Estim:
ESTIMATED_REMAINING_EFFORT|Estim:
Has EXCEPTIONS Flag tc
LAST _UPDATED_BY 1D afu
LAET UPDATED B]’ EmAIL Emi"lj
4 »
Context Yalue: I H
Token: |rI'SI<]
Refresh Close

7. Click either the project or task folder to display the list of tokens.
The figure above shows the Smart URLs for tasks.

8. In the Token column of the window, select the appropriate token from the
list of tokens, such as CREATED BY or DEPARTMENT_CODE for
project plans.

The token you select displaysin the Token field.
9. Select the token in the Token field.
10. Press Ctrl+c to copy the token’s name.
11. Click Close to close the Token Builder window.

12. Click in the notification’ s Body text section at the point where you want to
insert the Smart URL.

13. Press Ctrl+v to paste the token of the Smart URL in the Body section.

The figure below shows the project plan URL in the Body section of an
HTML-format notification.
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£ kdd Notification for Rotate Resource Frequency

Setup  Message ]

Motification Template: ‘Standard HTML Message (HThiL)

Motification Format  [HTML |
From: | [ Choose.. | Clear
Reply To:| [ choose.. | Clear
Subject: \IT Governance - Project Managerment Alert

Endy:

<td clas _ _ j
notificati oncolpa&[ PRI.FPROJECT_NAME L IN'K])CI}
<fLrx

<Lr-

<td class="notificationbold”
nowraprDescription: </ tod-
<td class="notificationtext

notificationcolpad™ nowrap> [TSK.DESCRIPTION]</td=
<fTLF

</table>
/g
<td class="notificationspace >/ tdx
<FErE
<trx

<td height="20" colspan="2">/td>
</t

</tahle>
</bodyr
</htnl -

Tokens ke Cancel
[Ready

14. Click OK to close the Add Notification for Task window.

15. Click OK to close the Task Information window.

The email notification sent from this task will contain a URL to open a
specific project plan or task.

Nested Tokens in Notifications

Notifications can be configured to include project plan information using
tokens. As project plan hierarchies become more complex, token syntax can

become correspondingly involved. For example, consider a project plan with
the following structure:
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Master Project

Subproject 1

Task

Subproject 2

Task

Figure 3-3. Sample project structure

A notification from task 2 can use tokens to refer to project plan information
on any level aboveit. The sample notification below displaysthe Project Name
for the master project and its subprojects.
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Master Project
Subproject
Task
Subproject 2

Task

[TSK PARENT_PROJECT_NAME]
[PRJ=[TSK.PARENT_PROJECT_ID].PARENT_PROJECT_NAME]

[TSKMASTER_PROJECT_NAME]

http://company:8080/kintana/html /kintanaHome .html
Notified Users: Johnsmith@kintana.com
Status change for Task: Task 2

Project: Subproject2
Description: Sample Task

Master Project Name: Master Project

Parent Project Name: Subproject2

Parent's Parent Project Name: Subprojectl

Figure 3-4. Sample notification with nested tokens

Entering Cost Data

If Project Management’ s Financial Management capability has been enabled
for this project plan, you can track and enter Actual Cost data in the Project
window. See the Mercury Financial Management User’s Guide for more

detailed information.
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Attaching References to Tasks

Project Management features a number of methods for capturing additional
information, or references, related to your project plans. References are
attached from the Task Information window.

To attach referencesto atask:
1. Open the Task Information window.
2. In the Task Information window, click the References tab.

3. Attach the reference.

Attaching Existing Requests
To attach an existing request to a task:
1. Open the Task Information window.
2. Click the References tab.
3. Select Request (Existing) from the New Reference drop-down list.
4. Click Add.

The New Reference - Request (Existing) window opens.

£ New Reference - Reguest (Existing)

Reguest Mo I Ei

Select the Relationship that the selected Reqguest has to Task 30351

* Related ta thiz Task - (nformational) - Selected Request is related to Task 30351

" Successor - (Blocked) - Action not sllowed on selected Request until Task 30351 closes

" Predecessor - (Blocking) - Action not allowed on Task 30351 until selected Regquest closes

" FF Predecessor - (Finish Finish Predecessor) - Task 30351 does not complete urtil selected Request closes
" Task Updated by Recquest - (Auto-Updsting) - Task 30351 is automatically updated by selected Request

Search cancel
[Ready

5. To select the request to attach, use one of the following methods:

e Enter the request number in the Request No. field or select a request
from the Request No. auto-complete list. (Hold down Ctri+click or
Shift+click to select more than one request.) The selected request
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displaysin the Request No. field. If you selected multiple requests, they
all display in the Request No. field separated by semi-colons.

e Click Search to search for requestsin a separate query window and
follow the procedure in Searching for Requests to Attach.

6. Select the type of relationship you want to assign between the task and its
reference from the list.

See Dependency Relationships on page 113 for a description of the various
relationships that can be assigned.

7. Click OK.

Y ou return to the References tab in the Task Information window. The new
attached request displays as a reference.

8. Click OK to close the Task Information window.
Y ou return to the Project window.

9. Click save to save the attached request as a reference in the project plan.

Searching for Requests to Attach
To search for requests to attach to atask:

1. From the New Reference - Existing Request window, click Search.

A new query window opens.
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£ Request Selection

®

Reguest Mo ,7 Request Type: Guery. Mone hd
Department: [ALL hi Sub-Type: hd Created By: I—IEH
Workflow: Linked ProjectTask: Contact Name
Priarity: |ALL - Reguest Group: Company.
Assigned User: I—IEH Assighed Graup: Application

Kewwords: |
Reqguest Statu5:|

 Yes ¥ No Only Eligible Requests: © Yes & No
Dates

" Date Created | ™ To |

" Date Modified 1

Max Rows |2EIIJ Clear List

AV

Select the Relationship that the selected Request has to Task 30351: ii
(% Related to this Task - (nformational) - Selected Request is related to Task 30351
" Successor - (Blocked) - Action not allowed on selected Request urtil Task 30351 closes ﬂ
av

GQuery Results

Request ho. Request Type Request Status | Priority Description | Crested By | Reguest
! | ]
K Cancel
Ready

2. Query for the request(s) you want to use by entering search criteriain the
appropriate fields.

3. Click List.

The requests that match your search criteriadisplay in the Query Results
section of the window.

4. Select therequest(s) in the Query Results Section that you want to attach to a
task.

5. Select the type of relationship you want to assign between the task and its
request.

See Dependency Relationships on page 113 for adescription of the various
relationships that can be assigned.

6. Click OK to attach the request(s) to the task and close the current window.
Y ou return to the References tab in the Task Information window.

7. After you return to the Task Information window, the new attached request
displays as areference.

8. Click OK to close the Task Information window.

Y ou return to the Project window.
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9. Click save to save the attached request as a reference in the project plan.

Attaching New Requests

A new request can be created from the References tab and immediately
attached to atask. This saves time from having to create a new request in
Demand Management, searching for it, and attaching it to the task.

To attach a new request to atask:
1. Open the Task Information window.
2. Click the References tab.
3. Select Request (New) from the New Reference drop-down list.
4. Click Add.

The New Reference - Request (New) window opens.

£ New Reference - Request (New) @
Request Type: I

Select the Relationship that the selected Reguest has to Task 30351:

* Related ta thiz Task - (nformational) - Selected Request is related to Task 30351

" Successor - (Blocked) - Action not sllowed on selected Regquest until Task 30351 closes

" Predecessor - (Blocking) - Action not allowed on Task 30351 urtil selected Request closes

" FF Predecessor - (Finish Finish Predeces=ar) - Task 30351 does not complete urtil selected Request closes

" Task Updated by Request - (Auto-Updating) - Task 30351 is automatically updated by selected Request

Ready

5. Select arequest type from the Request Type auto-complete list.

6. Select the type of relationship you want to assign between the task and its
reference from the list.

See Dependency Relationships on page 113 for adescription of the various
relationships that can be assigned.

7. Click Create.
The standard interface opens with the request type loaded.

8. Enter any necessary information in the request’s fields.
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9. Click save.

The request is submitted. Y ou return to the References tab in the Task
Information window. The new attached request displays as a reference.

10. Click OK to close the Task Information window.
Y ou return to the Project window.

11. Click Save to save the attached request as areference in the project plan.

Attaching Packages
To attach a package to a task:
1. Open the Task Information window.
2. Click the References tab.
3. Select Package from the New Reference drop-down list.
4. Click Add.

The New Reference - Package (Existing) window opens.

£ New Reference - Package (Existing)

Package Mo Il
Select the Relstionship that the selected Package has to Task 30351:
' Related to this Task - (Informational) - Selected Package is related to Task 30351
Search Cancel
[Ready

5. To select a package for an attachment, use one of the following methods:

e Enter the package number in the Package No. field or select a package
from the Package No. auto-complete list. (Hold down Ctri+click or
Shift+click to select more than one package.) The selected package
displays in the Package No. field. If you selected multiple packages,
they all display in the Package No. field separated by semi-colons.

e Click Search to search for packages in a separate query window and
follow the procedure in Searching for Packages to Attach.
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6. Select the type of relationship you want to assign between the task and its
reference from thelist.

See Dependency Relationships on page 113 for adescription of the various
relationships that can be assigned.

7. Click OK.

Y ou return to the References tab in the Task Information window. The new
attached package displays as a reference.

8. Click OK to close the Task Information window.
Y ou return to the Project window.

9. Click save to save the attached package as a reference in the project plan.

Searching for Packages to Attach
To search for packages to attach to a task:

1. From the New Reference - Package (Existing) window, click Search.

A new query window opens.

E Package Selection, E]
Package Mo.: Package Graup: Query. |MNane -
Workﬂuw:| Package Status: |ALL -

Assigned User: (&1 Created By: (&1 Priority: |ALL -
Assigned Group: Ohject Type: Package Type: |ALL -

Ohject Mame: |

Property Dates

I~ Eligible Ation only | © DateCreated | rof
" Date Modified

[ Suamited Only | pyote gupmites © |

Max Rows |ZUU Clear List

v

Select the Relationship that the selected Package has to Task 30351
(*" Related to this Task - (Informational) - Selected Package is related to Task 30351

AV
Query Resuits

Package No Deserigtion Workflow Package Group Package Status | Priarity A3signed ¢
‘ \ ]
K Cancel

Ready

2. Query for the package(s) you want to use by entering search criteriain the
appropriate fields.
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3. Click List.

The packages that match your search criteria display in the Query Results
section of the window.

4. Select the package(s) in the Query Results section that you want to attach to
atask.

5. Select the type of relationship you want to assign between the task and its
reference from the list.

See Dependency Relationships on page 113 for adescription of the various
relationships that can be assigned.

6. Click OK to attach the package(s) to the task and close the current window.

Y ou return to the References tab in the Task Information window. The new
attached package displays as areference.

7. Click OK to close the Task Information window.
Y ou return to the Project window.

8. Click save to save the new package as areference in the project plan.

Attaching New Packages

A new package can be created from the References tab and immediately
attached to atask. This savestime from having to create a new packagein
Change Management, searching for it, and attaching it to the task.

To attach anew package to atask:
1. Open the Task Information window.
2. Click the References tab.
3. Select Package (New) from the New Reference drop-down list.
4. Click Add.

The New Reference - Package (New) window opens.
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£ New Reference - Package (Mew)

Select the Relstionship that the selected Package has to Task 30351

‘ (¢ Related tothis Task - (nformational) - Selected Package is related to Task 30331

[Ready

5. Click Create.

The Package window opens.
6. Enter any necessary information in the package' s fields.
7. Click save.

The package is submitted. Y ou return to the References tab in the Task
Information window. The new attached package displays as a reference.

8. Click OK to close the Task Information window.
Y ou return to the Project window.

9. Click save to save the attached package as a reference in the project plan.

Attaching Tasks
To attach atask to atask:
1. Open the Task Information window.
2. Click the References tab.
3. Select Task from the New Reference drop-down list.
4. Click Add.

The New Reference - Task window opens.
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£ New Reference - Task @

Task Marme: I
Select the Relationship that the selected Task has to Task 30351:
‘ ¥ Related to this Task - (Informational) - Selected Task is related to Task 30351
Search Cancel
[Ready

5. To select atask for attachment, use one of the following methods:

e Enter the task name in the Task Name field or select atask from the
Task Name auto-complete list (hold down Ctrl+click Or Shift+click t0
select more than one task). The selected task displaysin the Task Name
field. If you selected multiple tasks, they al display in the Task Name
field separated by semi-colons.

e Click search to search for tasks in a separate query window and follow
the procedure in Searching for Tasks to Attach.

6. Select the type of relationship you want to assign between the task and its
reference from thelist.

See Dependency Relationships on page 113 for adescription of the various
relationships that can be assigned.

7. Click OK.

Y ou return to the References tab in the Task Information window. The new
attached task displays as areference.

8. Click OK to close the Task Information window.
Y ou return to the Project window.

9. Click save to save the attached task as areference in the project plan.

Searching for Tasks to Attach
To search for tasks to attach to atask:

1. From the New Reference - Task window, click Search.

A new query window opens.
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£ Task Selection @
Query: |None <

Resource: (&l Resource Graup Has Excaption O Type: |

Task Mame: ’7 Task# ,7 Deparment:
Actiwry Description |

Include Finished Tasks: © Yes & Mo Task State
Show only milestones? © Yes & Mo
Project Informeation
’VPrnJectManager [ Project Narme: | |
rScheduled Dats -Actusl Dat

Start Date From: | To: | Start Date From; [ To: [
Finish Date From: | To: | Finish Date From: [ To: |

Aw

|
Max Rows |QDD Clear List

AV

Select the Relationship that the selected Task has to Task 30351
% Related to this Task - (Informational) - Selected Task is related to Task 30351

GQuery Results

1| bilsstone

Task Narne: State Activity SchedStat | SchedFinish | Resourse | T

1

| ]

Ready

2.

Query for the task(s) you want to use by entering search criteriain the
appropriate fields.

. Click List.

The tasks that match your search criteria display in the Query Results
section of the window.

. Select the task(s) in the Query Results section that you want to attach to a

task.

. Select the type of relationship you want to assign between the task and its

attachment from the list.

See Dependency Relationships on page 113 for adescription of the various
relationships that can be assigned.

. Click OK to attach the task(s) to the task and close the current window.

Y ou return to the References tab in the Task Information window. The new
attached task displays as areference.

. Click oK to close the Task Information window.

Y ou return to the Project window.

. Click save to save the attached task as areference in the project plan.
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Attaching Releases

To attach arelease to atask:
1. Open the Task Information window.
2. Click the References tab.
3. Select Release from the New Reference drop-down list.
4. Click Add.

The New Reference - Release window opens.

£ New Reference - Release @

Release Matne ||
Select the Relationship that the selected Release has to Task 30351

¥ Related to this Task - (Informational) - Selected Release i related to Task 30351

Cancel

[Ready

5. To select arelease for an attachment, enter the Release Name in the Release
Name field or select arelease from the Release Name auto-complete list.
(Hold down Ctri+click or Shift+click to select more than one release.) The
selected release displaysin the Release Name field. If you selected multiple
releases, they all display in the field separated by semi-colons.

6. Select the type of relationship you want to assign between the task and its
reference from the list.

See Dependency Relationships on page 113 for adescription of the various
relationships that can be assigned.

7. Click OK.

Y ou return to the References tab in the Task Information window. The new
attached release displays as areference.

8. Click OK to close the Task Information window.
Y ou return to the Project window.

9. Click save to save the attached release as areference in the project plan.
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Attaching Documents

To

1.

2.

3.

4.

attach a document to a task:

Open the Task Information window.

Click the References tab.

Select Attachment from the New Reference drop-down list.

Click Add.

The Add Document window opens.

£ Add Document

Filz:

Author: | Jahn Stnith

Description:

Achid ‘ Cancel ‘

. To select a Document for an attachment, click the File Chooser icon.

Open the drive and directory where the file you want to attach is located
and select it. The name of the Document displays in the Attachment field.

. Enter adescription in the Description field.

. Click oK.

Y ou return to the References tab in the Task Information window. The new
attached Document displays as a reference.

. Click oK to close the Task Information window.

Y ou return to the Project window.

. Click save to save the attached Document as a reference in the project

plan.
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Attaching URLs
To attach aURL to atask:
1. Open the Task Information window.
2. Click the References tab.
3. Select URL from the New Reference drop-down list.
4. Click Add.

The New Reference - URL window opens.

£ New Reference - URL

URL: | ﬂ

Description; |

0K | | Cancel ‘

|Read\,r

5. Enter the name of the URL in the URL field.
6. Enter adescription in the Description field.
7. Click OK.

Y ou return to the References tab in the Task Information window. The new
attached URL displays as areference.

8. Click OK to close the Task Information window.
Y ou return to the Project window.

9. Click save to save the attached URL as a reference in the project plan.
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Dependency Relationships

The dependency relationships available when you attach references of various
typesto atask are described in Table 3-3.

Table 3-3. Dependency relationships

Relationship Description

Adding requests to tasks

The task does not complete until the selected request

FF Predecessor
closes.

Action is not allowed on this task until the selected

Predecessor

request closes.
Related to this Task The selected request is related to this task.

No Action is allowed on the selected request until this
Successor

task closes.

Task Updated by Request This task is automatically updated by the selected

request.
Adding packages to tasks
Related to this Task The referenced package is related to this task.
Adding projects to tasks
Related to this Task Referenced project plan is related to this task.
Adding releases to tasks
Related to this Task Referenced release is related to this task.
Adding tasks to tasks
Related to this Task The referenced task is related to this task.

Configuring Task Predecessors

Task predecessors are configured from the Project Plan tab. A predecessor isa
task or project plan that has a defined relationship between its start or finish
date, and the start or finish dates of the task that is dependent on it.

When request references are attached to atask, they can also act as
predecessors for the dependency relationship you assign to them. For instance,
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if you assign a predecessor relationship between atask and arequest that has
been attached to the task as areference, action is not allowed on this task until
the request closes.

See Attaching References to Tasks on page 100 for more information on how
to assign relationships between tasks and references.

See Dependency Relationships on page 113 for alist of the dependency
relationships and their descriptions.

See Setting Up Project Dependencies on page 59 for more detailed
information on setting task and project plan predecessors.

Changing the Task State

There are two methods for changing atask’ s state. A task’s state can be
changed from inside the Project window, or in its Task Information window.

To change atask’ s state from the Project window
1. States can be changed for existing tasks and new tasks.

e |f you are changing the state of an existing task, query and open an
existing project plan.

e If you are changing the state of a newly created task, you are already in
the Project Plan tab.

2. In the Project Plan tab, select a new state for the task from the drop-down
list in the State column.

To change atask’s state from its Task Information window
1. Open the Task Information window.

2. Select the new task state from the Task State drop-down list at the top of the
window.

3. Click oK.

4. Click save to save the task state changes.
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Setting Scheduling Constraints

Scheduling constraints prevent certain changes to a schedule. If a project
manager attempts to schedule a constrained task outside of its constraint,
Project Management will aert the user to the conflict and reset the date to its
previous value. Scheduling constraints are set in the Task Information window.

To set atask’ s scheduling constraints:
1. Open the Task Information window.
2. Click the Details tab in the Task Information window.

3. Under Scheduling Constraints, select the type of constraint you want to use
from the Constraint Type drop-down list.

4. Enter adate in the Constraint Date field.

5. Click OK.

Configuring User Data

User dataisthe set of custom fields that can be defined for various Project
Management entities. User data fields can be used to capture data not covered
by the default project/task information fields, such as Cost. These fields are
accessed through the User Data tab in the Task Information window. If no user
data has been defined for a particular entity, the tab is disabled.

Project/Task User Data Roll-Up

Values from task user datafields can be configured to “roll up” (combine/
process values in ameaningful way) into parent project user datafields. The
following types of task user data can roll up into project user data:

e Numeric fields (Text Field component type with Numeric data mask)
e Datefields

For each project plan, a project user data field can show aroll-up of task user
data values using one of the following methods:
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e Average
Shows the average of all values of a specified task user datafield for every
task under the project (Numeric fields).

e Maximum
Shows the largest of all values of a specified task user datafield for every
task under the project (Numeric and Date fields).

e Minimum
Showsthe smallest of all values of a specified task user datafield for every
task under the project (Numeric and Date fields).

® Sum
Shows the summation of all values of a specified task user data field for
every task under the project (Numeric fields).

Project/task user data roll-up can be used to capture various important aspects
of aproject plan.

e Usingthe“Average” roll-up method, the average cost of all aproject plan’s
tasks can be easily determined and automatically recalculated each time a
task is updated.

e Using the “Maximum” roll-up method, the latest date out of a project
plan’s tasks can be captured.

e Using the “Minimum” roll-up method, the earliest date out of a project
plan’s tasks can be captured.

e Usingthe“Sum” roll-up method, the total cost of a project plan’s tasks can
be easily determined and automatically recalculated each time atask is
updated.

Creating Project/Task User Data Roll-Up

User data must be configured for projects and tasks before specifying roll-up
methods.

1. Create and configure project and task user data fields.

2. Link project and task user data fields with roll-up method.

Once project and task user datafields have been configured and saved, the roll-
up relationship can be specified.

To specify the roll-up method:

1. Log onto Mercury IT Governance Center and open the Workbench.
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2. From the shortcut bar, select Configuration > User Data.

The User Data Workbench opens.

User Data Workbench 1 [l

QuEry: INDne

LefLe

;I Enabled: IALL

User Data Type: IALL

Mewy Liser Data Contest | Save Query. | Clear | List

heady

3. Select Project User Data from the User Data Type drop-down list.

4. Click List.
The Results tab opens with the project user data type loaded.
5. Select the project user data and click Open.

6. Click the Roll-Up tab.

User Data Context : Project User Data 1 [=] F3
E

User Data Type: |Project User Data i

Cortext Valus: I Ef

Contest Field: [

Enabled: % ¥es ¢ Mo Scope: | Glabal

Meta Layer View: |

Fields | Layaut Rol-Up |
Aroll-up defines a computation on a task user data field for all tasks under a project and displays the resultin a
project user data field. For exarnple, a project can have a Total Costfield that displays the summation of 2 Cost
field for all tasks under that project
Project User Data Field Task User Data Field Roll-Up Method Enabled
Mewy | Edit | Remove
Save | Cancel |
Feady
7. Click New.
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The Add New Roll-Up window opens.

< Add New Roll-Up

Enabled: & ves ™ Mo

Project User Data Fisld: | =]
Task User Data Field: | E
Roll Up Method: | |

cancel

|Read\,r

8. Select the Project User Data Field that will contain rolled-up task user data
values.

9. Select the Task User Data Field whose values will roll up into the chosen
Project User Data Field.

10. Select the Roll-Up Method from the drop-down list.

The drop-down list will only display valid options for the data types of the
Project and Task User Data Fields.

11. Select Yes to enable the roll-up.
12. Click OK.
The roll-up relationship is added to the Roll-Up tab.

13. Click Ssave.

Only two user data fields of the same type can be selected for roll-up (for example, a
Numeric field cannot roll up into a Date field, nor vice versa).
Note While a task user data field can have multiple roll-up relationships associated with it,

a Project user data field cannot have more than one roll-up relationship defined.
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Editing Project/Task User Data Roll-Up

Project/task user data roll-up can be edited from the Workbench once it has

been created.
To edit a project/task user data roll-up relationship:

1. Log onto Mercury IT Governance Center and open the Workbench.

2. From the shortcut bar, select Configuration > User Data.
The User Data Workbench opens.

User Data Workbench 1 [l

Guery: INone ;I
;I Enabled: IALL

2
@
3
o

User Data Type: IALL

Mewy Liser Data Contest | Save Query. | Clear | List I

heady

3. Select Project User Data from the User Data Type drop-down list.
4. Click List.

The Results tab opens with the project user data type loaded.
5. Select the project user data and click Open.

6. Click the Roll-Up tab.

Configuring User Data
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User Data Type: |Pr0ject User Data El
Contest Field: [ Cortext alue: | A
Enabled: * Yes { Mo Scope: | Glabal
Meta Layer Views: |

Fields | Layaut Rol-Up |

Aroll-up defines a computation on a task user data field for all tasks under a project and displays the resultin a
project user data field. For exarnple, a project can have a Total Costfield that displays the summation of 2 Cost
field for all tasks under that project

Project User Data Field

Task User Data Field Foll-U Method Enabled

Mewy | Edlit ‘ Remove

Ok | Save | Cancel |

Feady

7. Select the roll-up relationship to edit.
8. Click Edit.

The Edit Roll-Up window opens.

< Edit Roll-Up

Enabled: & ves ™ Mo
Project User Data Field: | Total Travel Cost =]
Task User Data Field, | Trawel Cost E
Roll Up Method: |Sum |

cancel

|Read\,r

9. Make any desired changes to the Project/Task User Data Field Or Roll-Up
Method.

10. Click OK.
The roll-up definition is updated in the Roll-Up tab.

11. Click Save.
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Deleting Project/Task User Data Roll-Up

Project/task user data roll-up can be deleted. This deletion only removes the

roll-up relationship; it does not delete the referenced user data fields.
To delete a project/task user dataroll-up relationship:

1. Log onto Mercury IT Governance Center and open the Workbench.

2. From the shortcut bar, select Configuration > User Data.
The User Data Workbench opens.

User Data Workbench 1 [l

Query: |N0ne

2
@
3
o

User Data Type: IALL ;I Enabled: IALL

Mewy Liser Data Contest | Save Query. | Clear | List I

heady

3. Select Project User Data from the User Data Type drop-down lit.
4. Click List.

The Results tab opens with the project user data type loaded.
5. Select the project user data and click Open.

6. Click the Roll-Up tab.

Configuring User Data
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User Data Context : Project User Data 1 [=] F3

User Data Type: |Project User Data

Contest Field: [ Cortext alue: | A
Enabled: * ves { Mo Scope: | Glabal

Meta Layer Views: |

Fields | Layaut Rol-Up |

Aroll-up defines a computation on a task user data field for all tasks under a project and displays the resultin a
project user data field. For exarnple, a project can have a Total Costfield that displays the summation of 2 Cost
field for all tasks under that project

Project User Data Field Task User Data Field Foll-U Method Enabled

Mewy | Edlit ‘ Remove

Ok | Save | Cancel |

Feady

7. Select the roll-up relationship to remove.
8. Click Remove.

9. Click save.

Example: Using Project/Task User Data Roll-Up

Company X would like to capture total travel cost for its project plans. Total
project plan travel cost in this caseisto be calculated by adding the travel costs
of individual tasks. User datafields for task travel cost and project plan total
travel cost are each defined. The relationship isillustrated below:

I Travel Cost UD I—

I Travel Cost UD I— Total Travel Cost UD
I Travel Cost UD I_

Figure 3-5. User data roll-up

Each task hasits own Travel Cost user datafield. The valuesfor each task Travel
Cost user datafield are rolled up using the “Sum” roll-up method into the
project Total Travel Cost user data field.
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£ Task Information: Lock Competition Phase

Task Marme: [Lock Competition Phase

Actiity [ E Task State: |In Progress |
Details l Resources l Cost I Exceptions l Predecessars
151 Action ltems l 151 Motes 151 Motifications Baselines 1E1 References User Data
Travel Cost |1EI
K Apply | cancel |

[Ready

£ Task Information: Rotate Resource Frequency

Task Narme: |Rotate Resource Fregquency

Actiity [ E Task State: [Pending Predecessor |
Details l Resources l Cost I Exceptions l Predecessars
151 Action ltems l 151 Motes l 151 Motifications Baselines £ References User Data
Travel Cost |2D
oK Apply | cancel |

[Ready

Task Information: Adjust Trade Harmonics

Task Marme: [Adjust Trade Harmanics

Actiity | E!
Details l Resources l Cost I
1= Action ltems l 1] Motes l 1=] Mofifications

Task State |Pending FPredecessor

= |

Exceptions l Predecessars

Baselines £ References User Data

Trawvel Cost | an

ok Apply | Cancel

[Ready

£ Project Information: PPM Solution 5

Project Name: [PPM Solution &

v

Froject Manager: |Juhn Smith

Details | Cost| Predecessars | (2 Action Items | 121 Notes | Baselines | (1 References User Data |

[~ |

Froject State |Acti\re

Tatal Travel Cost |60

o]

| Cancel |

[Ready

Figure 3-6. User data roll-up example
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Chapter

Managing a Project Plan

In This Chapter:

Overview of Managing a Project Plan

Setting Up a Project Plan

Adding Tasks to a Project Plan

Taking a Baseline

Revising the Project Plan

Viewing and Modifying Project Plan Hierarchy
Project Plan States

Updating Scheduling and Dependencies
Updating Tasks from the Standard Interface

= Concurrent Editing

Updating the Schedule

Viewing Project and Task Progress

»  Searching for Projectsin the Workbench
Searching for Tasks in the Workbench

Viewing the Summary Condition

Viewing Milestones

Viewing the Project Plan Critical Path
Viewing Exceptions

Using the Mercury IT Governance Dashboard to View Progress
Project Management Reports

= Comparing Against the Baseline

Tracking and Analyzing Project Plan Costs
Tracking Project Plan History

Completing, Cancelling, and Deleting Project Plans
s Completing Project Plans
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= Canceling Project Plans

» Deleting Project Plans
e Creating a URL to Open the Project Plan Window
e Printing a Project Plan Gantt Chart

= Exporting a Gantt Chart to an Image File

Overview of Managing a Project Plan

This chapter describes how to oversee a project plan from inception to
completion using Mercury Project Management.

Business initiatives can be divided into a set of goals that must be met through
the completion of measurable tasks by an assigned group of people. The tasks
must be monitored to determine if they are on schedule. In order to provide
organization and structure for these activities, a project manager is responsible
for managing the work group and project plan.

Some common responsibilities for project managers include:
e Organizing and assigning tasks.

e Tracking task and project plan progress, and ensuring that assigned tasks
are completed on time.

e Communicating project plan status to participants and stakeholders,
including the appropriate escalation of project plan-related issues.

Project managers can integrate and streamline these responsibilities using the
features of Project Management. The following sections provide instructions
for performing common Project Management tasks, such as setting up a project
plan and tracking its status.

In Project Management, project managers are those users who have specific Project
Management-related access grants. See the Security Model Guide and Reference
for details.
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This chapter discusses:

Setting Up a Project Plan

Every master project contains a set of options to configure that are specific
to the project plan, such as what information is tracked and displayed, the
rules for the display of indicators and exceptions, scheduling, and who can
view tasks and project plans.

Adding Tasks to a Project Plan
After the global options have been configured for a master project, tasks
and subprojects can be arranged and ordered into a meaningful hierarchy.

Taking a Baseline
Project managers can take a baseline of their project plans, which can be
used to monitor a project plan’s changes as it movesthrough itslife cycle.

Revising the Project Plan

Project managers can move their project plansinto different project plan
“states.” These states help managers to maintain visibility and control over
aproject plan.

Updating the Schedule

After making revisions, a project manager might find it necessary to
reschedule the project plan. Thisincludes recalculating Start and Finish
dates.

Viewing Project and Task Progress

Managers can search for project plans and tasks, aswell astrack a
particular project plan’s progress using its summary condition. Any
exceptions that have been triggered can also be displayed.

Tracking and Analyzing Project Plan Costs
Project cost data can be collected and analyzed by the project manager to
track budgets, compare project plan sizes, or spot potential trouble.

Tracking Project Plan History
Project plan history is maintained and can be viewed for project plans and
tasks.

Creating a URL to Open the Project Plan Window
Project managers can construct a URL that opens their project plan in the
Workbench.

Printing a Project Plan Gantt Chart
Project managers can print the project plan Gantt chart, with awide range
of filtering options. The project plan Gantt chart can aso be exported to an
image file and used in presentations.
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When a user creates or edits a project plan or subproject, that user is the only one
able to save changes.

In the case of two users wanting to edit two different subprojects under one master
project, opening and editing only the desired subprojects will enable each user to
save changes without interfering with each other.

See Concurrent Editing on page 136 for more detailed information.

When you import a large Microsoft Project (or a large number of projects) into Project
Management, tables in the Mercury IT Governance Center database are updated to
handle this new configuration. Because of the scope of database changes, you
should re-run the database statistics on your Mercury IT Governance Center
database. Contact your application administrator for help with this procedure.

Setting Up a Project Plan

Project Management’s master project entity is made up of the following
components:

e Tasks

e Subprojects
e Activities
e Notes

e Packages

e Requests

e References

These components are used to define and process a specific business initiative.
The master project also contains a number of global settings that can be
configured to suit a particular project plan’s objectives. See the following
sections for more information on setting up a project plan:

e Sdecting Information to Track and Display on page 28
e Setting Up Exception Behavior on page 29
e Setting Up Indicators on page 35
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e Setting Scheduling Options on page 36

e Setting Security Restrictions on page 41

e Setting Up the Project Team on page 43

e Setting Up Microsoft Project Integration on page 46
e Establishing a Project Baseline on page 72

Adding Tasks to a Project Plan

Once the master project has been configured, the project manager can add
tasks to the project plan and specify task details, including assigning resources
or resource groups. Tasks can be added individually or in a pre-sequenced
group with a project template. Tasks can also be organized in a hierarchical
fashion quickly and easily.

See thefollowing chapters and sectionsfor more details on including tasksin a
project plan:

e Adding Tasksto a Project on page 50

e Creating a Task From a Request on page 83
e Configuring Tasks on page 79

e Using Project Templates on page 191

Taking a Baseline

A basdlineisthe original approved plan for aproject plan. As scope changes
happen, the baseline is updated to reflect those changes as part of the approved
plan. A project manager uses baselinesto continuously monitor the health of
their project plan in terms of schedule and cost by comparing the current
project plan to the baseline.

See Establishing a Project Baseline on page 72 for more detailed information
about taking and using project plan baselines.
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Revising the Project Plan

Project plans rarely remain unchanged during a project plan’slife. Revisions
are commonly made to accommodate project plan updates, reorgani zations and
reassignments. Project Management enables project managers to revise their
plan quickly.

When a user creates or edits a project plan or subproject, that user is the only one
able to save changes. All other users will be warned of this before attempting to edit
a project plan or subproject that is already open.

In the case of two users wanting to edit two different subprojects under one master
project, opening and editing only the desired subprojects from the Project Workbench
will enable each user to save changes without interfering with each other.

Viewing and Modifying Project Plan Hierarchy

The ordering and grouping of tasks and subprojectsis graphically displayed in
the Project Plan tab.

Project : PPM Solution 5 1 [=] E3
Plan | | | | & ot Chart, J S & Display Options
e 1 Marme ResourceiProj Manager Dec 2004 |Jan 2005
|l 05 [12 Ja [26 o2 Joz
I I=lEE John Smith + =]
2 [m] = Revise Trend Estimate Bill Molan Y
3 L ock Competition Phase John Smith:Betty Nolan = ohn Smith Betty Nolan
4 | —Rotate Resource Frequency |Belinda Molan elinda Molan
5 “—adjust Trade Harmanics Brad Nalan Brad Nolan
s (O “-Retune Marketing Martin Greenhaum L S E—
7 [—Load Mew Strate John Smith;Morton Gree ohn Smith Morton Greenbaum
8 —Focus Brand Matrix Moe Greenbaum oe Greenbaum
9 U tarket mpellers Aligned Mindy Greenbaum 12122104
10 | O —Revistt Task-Stratedic Pariners | Thomas Wilcox — !
11 [—Fiter Customer Pinput Tim Wilcox.John Smith im Wilcox,John Smith
12 L% Goal Orientation Complete | Tina Wilcox 2013104
13 —lign Solution Goals Sam Srnith am Smith
14 (O ——Broad Test Phase John Srmith &
15 PSP System Test .Jane Smith ane Smith .
16 —HKLS System Test Jose Smith ose Smith
17 "4 Testing Complete Jane Smith J5105
18 —Reduce External Factors Martha Greenbaum
19 “#-hlarket Re-Entry Achieved John Srnith 1
|| I—— [l | [
4| ¥ || Edit | =1 Refresh Gchedule Project
Task | Add Ok Cancel
I‘Save" Successful.

Figure 4-1. Project window with Project Plan tab

Use the directional arrow buttonsto reorganize the project plan hierarchy.

T+ ¥ e =

Figure 4-2. Directional arrow buttons
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Tasks can be grouped and ordered into subprojects, using the right arrow to
indent. Subprojects can have their tasks removed and made into separate tasks
using the left arrow to outdent. Top-to-bottom reordering can be performed on
subprojects and tasks as well, using the up and down arrows. For step-by-step
instructions, see Setting Up Project Hierarchy on page 52.

Project Plan States

To display the different stagesin aproject plan’s life from planning to
completion, amaster project can have various states associated with it. These
states are New, Plan, Active, Completed and Cancelled. Project managers can
move project plansinto different states to facilitate the work associated with
that stage of the project plan. The following table describes the various project
plan states, their behaviors, and applications.

Table 4-1. Project plan states and descriptions

triggered.
Project plan structure can change.

Project Plan Behavior Application
State
Project plans and their tasks are not shown
in the My Tasks portlet or the Dashboard.
Notifications are not sent and exceptions This state allows a project manager to
New are not triggered. manipulate the project plan without
All project plans start in this state. Once a | having to notify participants or
project plan is moved out of the ‘New’ state | Stakeholders.
it becomes permanently visible and cannot
return to this state.
Project plans and their tasks are displayed | Thjs state allows a project manager to
in My.Tasks and the Dashboard but cannot | manijpulate the project plan (such as
On Hold be edited. changing project hierarchy and revising
Notifications are not sent and exceptions predecessors). This state informs
are not triggered. participants and other managers that a
Hierarchy can be modified. rework is being done.
Project plans and their tasks can be seen in
My Tasks and in the Dashboard. This is th . . an that
Active Notifications are sent and exceptions are IS Is the state of a project plan that Is

actively being managed.
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Table 4-1. Project plan states and descriptions [continued]

Project Plan Behavior Application
State

Project plans and their tasks can be seen in | 1NiS is the state of a project plan that

the Dashboard but not in My Tasks. hag been worked to co.mpletion..The
Completed L , project plan can be edited but will not
Notifications are not sent and exceptions show up as a project plan or task that

are not triggered. needs attention.

Project plans and their tasks can be seen in

the Dashboard but not in the My Tasks This state is used for project plans that
Cancelled portlet. are not complete but will not be worked
Notifications are not sent and exceptions on.

are not triggered.

Project Management also features a set of task states. For alist of task states,
see Task Sates on page 82.

Modifying States

Project managers can change states at the master project, subproject, or task
level at any time.

To change the state of the master project:
1. Open the project plan to edit.

For more details on searching for and opening project plans, see Searching
for Projects in the Workbench on page 138.

2. In the Project Plan tab, select the row at the top of the hierarchy.
Thisisthe master project.

3. Select anew state for the master project from the drop-down list in the
State column.

4. Click save.

To change the state of atask, subproject, or group of tasks or subprojects:
1. Open the project plan to edit.

For more details on searching for and opening project plans, see Searching
for Projects in the Workbench on page 138.
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2. In the Project Plan tab, select the task or subproject whose state you want to
change.

When selecting a group of tasks or subprojects, be surethey are all inthe
same state.

3. Select anew state for the task or subproject from the drop-down list in the
State column.

4. Click save.

Updating Scheduling and Dependencies

Project managers are able to update aspects of a project plan at any timeto
reflect the changing state of a businessinitiative.

Changing Scheduled Duration, Start, Finish, and % Complete

The Scheduled Duration, Scheduled Start, Scheduled Finish, and % Complete fields
are viewed in the Project Plan tab.

To change Scheduled Duration, Start, Finish, or % Complete for a task:
1. Open the project plan to edit.

For more details on searching for and opening project plans, see Searching
for Projects in the Workbench on page 138.

2. In the Project Plan tab, select the task to update.

e Tasks can be edited directly inside the Project Plan tab. Click on afield
to edit its contents.

e Tasks can aso be edited through the Task Information window, which
displays more detailed information on a task.

3. Click Edit.

The Project or Task Information window opens, depending on whether you
have selected a project or task.

If you want to update a subproject’s Scheduled Duration, Start, Finish, or %
Complete, you must update its individual tasks’ values. This is accomplished by
Note selecting a task in the Project window and clicking Edit. You can then follow the

process described below.
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4. In the Task Information window, click the Details tab.

£ Task Information: Rotate Resource Frequency

Task Narme: |Rotate Resource Fregquency

Actwityl Task State: |Pending Fredecessor j
Action ltems l Motes l Mofifications 1 Baseline l Reference l UserData
Details Resources Cost Exceptians l Predecessaors
Task #: |30351 Departinent | J Template: ,7 =
Project Path: |
Skill Resource; m Resource Group:
Deseriptior: | Priorty: [O0
% Complete: |D Confidence: | J

Mfilestones
I~ Mark task a= milestone

[ Milestone automatically completes

Start Date Finizh Date
Scheduled: Scheduled:
Estimated: -
Actuat Actual
Duration (days) Effort (hours)
Scheduled: '37 Scheduled: ’247
= — i
0k Apply | Cancel |
Ready

5. Update fields in the Details tab.

To update Scheduled Start and Finish dates, enter the desired date in the
appropriate date field. To make sure these dates are set explicitly and will
not change after the Schedule Project button is clicked, select a Constraint
Type (such as Start No Earlier Than Or Finish No Earlier Than) from the
Constraint Type drop-down list.

To update Scheduled Duration and % Complete, enter the new information
into the appropriate text field.

6. Apply the changes.

To apply changes to the task and continue to update the task without
closing, click Apply. To apply changes and close the window, click OK.

Changing Predecessors

Y ou can specify which tasks must be completed before beginning another task.
The tasks that first need to be completed are predecessors of the dependent
task. Predecessors can be changed directly in the Project Plan tab.
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External tasks, project plans, and requests can aso be set as predecessors for
tasks. For more information on setting these types of predecessors, see Setting
Up Project Dependencies on page 59.

To change the predecessors for a particular task:
1. Open the project plan to edit.

For more details on searching for and opening project plans, see Searching
for Projects in the Workbench on page 138.

2. In the Project Plan tab, click the row that contains the task or subproject to
update.

3. To update predecessors, enter the sequence numbers of the new
predecessors, separated by semicolons, into the text field of the dependent
task.

Updating Tasks from the Standard Interface

Many attributes of project plan tasks can be edited simultaneously from the
standard interface using the Update Tasks page. Table 4-2 lists these attributes.

Table 4-2. Task attributes editable from the Update Tasks page
Task Field

Task State

% Complete

Estimated Finish Date

Estimated Remaining Duration

Estimated Remaining Effort

Actual Start Date

Actual Duration

Actual Effort

Confidence

Resource

Actual Labor Cost

Actual Non Labor Cost
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To make changes to many tasks simultaneously:
1. Open the project plan in the standard interface.

For more details on searching for and opening project plansin the standard
interface, see Locating Project Plans Using the Project Search Page
on page 161.

2. In the Project Summary portlet, click Update Tasks.
The Update Tasks page opens.
3. Make the desired updates to any tasks and click Save.

If atask is being updated by another user, changesto that particular task
will fail and an error message will appear listing any tasks that were unable
to retain changes.

Concurrent Editing

Project Management allows users to edit and update parts of project plans
simultaneously, allowing for more efficient representation of changesto a
project plan.

Unrelated Subprajects in a Master Project

Y ukio and Bob are project managers with access to the same master project.

1. Y ukio opens the master project and begins working on one of its
subprojects.

2. Bob opens the same master project and begins working on a different
subproject.

3. Yukio and Bob are both able to save their changes.

Simultaneous Edits on a Master Project

Y ukio and Bob are project managers with access to the same master project.

1. Yukio opens the master project and begins working on one of its
subprojects.
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2. Bob opens the same master project and tries to edit part of the same
subproject Y ukio isworking on.

3. Bob receives a message that another user is currently editing that part of
the project plan. Bob cannot make changes.

Simultaneous Editing and Updating of a Task

Y ukioisaproject manager and Carlosis aresource assigned to one of the tasks
in Yukio’s master project.

1. Y ukio opens the master project and begins working on one of its
subprojects.

2. Carloswould like to update his task, which is part of the subproject Y ukio
is currently editing.

3. Carlos receives a message that another user is currently editing that part of
the project plan. Carlos cannot make changes.

Updating an Unrelated Task

Y ukioisaproject manager and Carlosis aresource assigned to one of the tasks
in Yukio’s master project.

1. Y ukio opens the master project and begins working on one of its
subprojects.

2. Carlos opens histask, which isnot part of the subproject Y ukio isworking
on, and makes his changes successfully.

3. Yukio opens Carlos's task.

4. Y ukio receives a message that the task has been updated, and the newest
data will be loaded.

5. Theinformation for Carlos' stask isrefreshed in Y ukio’s Workbench
window, while the other changes Y ukio made persist.
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Updating the Schedule

If you have modified any of your project plan’s hierarchy, dependencies,
resources or dates, you might want to re-level the schedule. Project
Management generates a new schedule based on the updated dates, and
whatever preferences have been set in the Settings window.

For more detailed information on updating a schedule, see Generating the
Schedule on page 69.

Y ou can also want to create a new baseline for the project plan. See Taking a
Baseline on page 75 for more detailed information.

When a user creates or edits a project or subproject, that user is the only one able to
save changes.

In the case of two users wanting to edit two different subprojects under one master
Note project, opening and editing only the desired subprojects will enable each user to

save changes without interfering with each other.

See Concurrent Editing on page 136 for more detailed information.

Viewing Project and Task Progress

As aproject plan moves through its life, managers can keep track of:
e Projects and tasks as they are completed

e Exceptions that have been triggered

e High-level and low-level accounts of progress

Project Management provides this information through Project Management
reports and the summary condition view.
Searching for Projects in the Workhench

The Query tab in the Project Workbench window is used to locate and open
project plans.

To open project plans in the Workbench:

1. From the shortcut bar, select Project Mgmt > Projects.
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The Project Workbench opens.

Project Workbench 1 [l
g Guery: |MNone >

G Project Manager: | & FProjecta: Surmmary Condltion

E ' — =

S Project Marne: Departrnent:

‘E Project Template: I Description: ‘

Include Finished Projects: © Yes (% Mo Project State: Program

Show only master projects?  vYes Mo

Scheduled Date: Actual Date:
Start Date From: I Ta: I Start Date From: I To: I
Finish Date From I Ta: I Finish Date From: I Ta: I
Mewy Project | Import fram MSP | e Rowes | 200 | | Lizt |
heady

2. Enter search criteriainto the appropriate fields in the Query tab.
3. To save your query, click Save Query.

Y ou can then perform a quick search using these specified criterialater. To
clear all information entered into the Project Query fields, click Clear.

4. Click List to return the matching results in the Resuilts tab.
5. From within the Results tab you can:

e Sort the results based on any field in the table by clicking on the
column header.

e View aproject plan by double-clicking on the desired project plan or
selecting it and clicking Open.

e Open multiple project plans by selecting a group (using Shift+click or
Ctrl+click from your keyboard) and clicking Open.
Searching for Tasks in the Workbench

Y ou can locate tasks using the Query tab in the Task Workbench window.

To locate specific tasks in the Workbench:
1. From the shortcut bar, select Project Mgmt > Projects.

The Project Workbench opens.
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2. Select the Task Workbench, behind the Project Workbench, by either clicking
onitstitlebar or the Task Workbench button at the bottom of the Workbench

Task Workbench 1 [l
-

g Guery: |Mone - —
= Resource: &l Resource Group Has Exception Of Type: I

£ r ,7 [ =

S Task Marne: Taszk # Department:

‘E A chivity I Description: |

Include Finished Tasks: © Y. & nNo Task State

Showe only milestones? © v & Mo

Project Information
[Project Manhager: I Project Mame: I ‘

Scheduled Date: Actual Date: —
’V Start Date From: I To: I ’VStart Diate From: I To I
- P I s SV | m/ - = T s RV | m/ j
hiax Rovws | 200 | | Lizt |
heady

3. Enter search criteriainto the appropriate fields in the Query tab.
4. To save your query, click Save Query.

Y ou can then perform a quick search using these specified criterialater. To
clear all information entered into the Task Query fields, click Clear.

5. Click List to return the matching results in the Results tab.
6. From within the Results tab you can:

e Sort the results based on any field in the table by clicking on the
column header.

e View atask by double-clicking on the desired task or selecting it and
clicking Open.

e Open multiple tasks by selecting agroup (using Shift+click or Ctrl+click
from your keyboard) and clicking Open.

Viewing the Summary Condition

The summary condition isagraphical indicator of the health of a project plan,
located next to the project plan name. A project plan’s summary condition
color begins as green and changes to yellow or red depending on the
percentage of tasks within a project plan that have triggered exceptions. This
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percentage is configurable in this tab by the project manager. A project plan’s
summary condition is not calculated until the project plan is saved.

The summary condition view appears in its own column next to the names of
all project plansin the Resuilts tab of the Project Workbench. For more detailed
information, see Summary Condition on page 33.

Viewing Milestones

In the Workbench, Milestones are visible in the Project window as black
diamonds in the Gantt chart.

Gantt Chart: g 5 & Dizplay Options

Dec 2004 [dan 2005
i [12 [1a [26 [nz =

I ]
- -

E=—|:1Uh” Smith Betty Molan
Erad Molan

= ohn Smith,Morton Greenbaum
oe Greenbaum
12122104

—

[= im Wilcox,John Smith
2113104
am Smith
-.[v ' |

o

ane Smith
ose Smith
15105

Figure 4-3. Gantt chart with milestones

The Project Overview page in the standard interface contains two sections that
display Milestones:

e The Project Milestones section lists the Milestones in a project plan.

Project Milestones
Hame State Finish Date Resource
#Goal Pending 121304 Tina Wiilcox
Crientation Predecessar

Complete

# ket Pending 12022104 Mincly
Impeller s Predecessar Greenbaum
Aligned

# tlarket Re- Pending 11305 Jahn Smitk
Entry Predecessor

Achieved

] Testing Pending 145005 Jane Smith
Complete Predecessor

Showing 1to 4of 41 Maximize

Figure 4-4. Project Milestones section
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e The Project Overview Gantt section shows the project plan’s Gantt chart,
including Milestones.

Project Overview Gantt [Edit |
Filtered by: Time Range: All; Include in Gantt: Projects, Tasks, Milestones; Task State: Ready, Hew, In Progress, Can...
Tasl: Name | Dec 2004 Tdan 2005
|Tos [iz [1n J28 Joz [og [18
T ]
b -
—
——]
'Eam Smith
& ~
@mu.a G
g 11305
Section defintion modifiec: Dec 8, 2004 09:01 PM PST Showing 1t 8 of 8 : Maximize

Figure 4-5. Project Overview Gantt section with milestones

Viewing the Project Plan Critical Path

A project plan’s critical path is composed of all of the tasksin a project plan
that determine its duration. In Project Management, the critical path of a
project plan can be displayed in the Project window’ s Gantt chart. Tasks that
are part of the critical path are cross-hatched.

Project Overview Gantt [Edit |

Filtered by: Time Range: All; Include in Gantt: Projects, Tasks, Milestones; Task State: Ready, Hew, In Progress, Can...
[an 2005
[iz [ |28 Joz Joo [18

<

- vj
mzzzzzzz@‘“““‘ 3
g 11305

Showing 108 of 8 1 Maximize

Figure 4-6. Gantt chart with critical path

There are severa ways to display or access a project plan’s critical path.

Viewing the Critical Path in the Project Window

A project plan’s critical path can be displayed in the Project window’ s Gantt
chart.

To see aproject plan’s critical path:
1. In the Workbench, open the project plan.

For more details on searching for and opening project plans, see Searching
for Projects in the Wor kbench on page 138.

2. Click pisplay Options in the upper-right corner of the Project window.

The Gantt Options window opens.
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£ Gantt Options

¥ Incicate Progress I Highlight Critical Path

¥ Indicate Exceptions ¥ Indicate Summary Condition

¥ Show Predecessor arrows | Show External Predecessor Arrows
[ Show Legend IV Indicate Current Day

Text to display as Taszk labels in Gartt: Lakel dizplay exampls:

Display to the left: Left Label ——L Right Label
e
Display ta the right: 0j Manager
Display intask tootip:  |2d Duration
0K | | Cancel |

Ready

3. Select the Highlight Critical Path checkbox.
4. Click OK.

5. The Project window’ s Gantt chart displays the project plan’s critical path.

Viewing the Critical Path from the Project Overview Gantt Portlet

A project plan’ scritical path can also be viewed from the Project Overview Gantt
portlet in the Project Overview page of the standard interface.

To see aproject plan’scritical path in the Project Overview Gantt portlet:
1. Navigate to the Project Overview page of the project plan.

For more detailed information, see Searching for Tasks and Project Plans
on page 159.

2. Scroll down to the Project Overview Gantt section and click Edit.

The filter page for the Project Overview Gantt Section opens.
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Edit Preferences: Project Overview Gantt Portlet

Done

‘Title: | Project Overview Gartt|

Preferences
Resource: & Resource Group: [ |
Task State: Ready llew
In Progress Cancelled
Pending Bypassed
Completed
Activity =

Include in Gantt: Projects
Tasks
Milestones

Limit hierarchy depth to 2

Show only Critieal Path? Oves ®Ho

Time Range

@ Show entire time range

(O Show the past 2| weeks, and the next 2| weeks

O show from B ot 1=

Display Options

Indicate Progress Highlight Critical Path

licate Exceptions Indicate Summary Condlition

Show Predecessor Arrows [ ] Show External Predecessor Arrows

Indicate Current Day Show Hame Column

[]show Legend

Text to display as Task labels in Gantt: Label display example:
Display to the left: = Left Label nght Label
Display to the right: Resource Mames =

Display in task tooltip:  |Task Name; Scheduled Ste| [i5]

‘Sort By: | Project Hierarchy %
‘Limit results displayed in Portlet to 15

‘Limit results displayed in Maximized Portlet to 200

Done

3. In the Display Options section of the filter page, select the Highlight Critical
Path checkbox.

4. Click Done.

5. The Project Overview page opens, refreshing all of the portletsincluding the
Project Overview Gantt portlet.
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Obtaining a Critical Path Table

The Project Critical Path report generates alist of all the tasks that comprise a
Project’ s critical path in convenient HTML form.

For more information on running reports in Project Management, see the
Reports Guide and Reference.

Viewing Exceptions

Exceptionsindicate that arule that has been defined in the project plan has
been violated for a particular task. For example, resources have not been
assigned to atask that is due to begin soon, or atask is being completed a
certain number of dayslate. Exception rules are configurable; for more
detailed information, see Setting Up Exception Behavior on page 29.

Tasksthat have triggered exceptions can be viewed from the Workbench or the
standard interface.
Viewing Exceptions in the Standard Interface

The Exception Details page in the standard interface lists al the tasksin a
particular project plan that have triggered exceptions. Tasks with an
Unassigned Task exception can be assigned aresource directly from the Project
Exception Details page.

To get to the Project Exception Details page for a project plan:
1. Open the project plan in the standard interface.

For more details on searching for and opening project plansin the standard
interface, see Locating Project Plans Using the Project Search Page
on page 161.

2. In the Project Exception Summary portlet, click Exception Details.
The Project Exception Details page opens.
3. Drill down to any tasks that merit attention.

Unassigned tasks can be assigned a resource directly from the Project
Exception Details page.
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Viewing Exceptions in the Workbench

Exceptions that have been triggered display as a red exclamation mark in the
first column on the left in the Results tab of the Task Workbench.

To view a particular triggered exception for atask:
1. Select atask in the Project Plan tab.
2. Click Edit.

The Task Information window opens.

Depending on whether you have the proper access grant to edit the task, the button
in the Project window might read Edit or View. Users who can only View a task

@: include project plan participants who have not been assigned to that particular task,
as well as project managers who are not managing the project plan within which that
particular task is contained.

3. Click the Exceptions tab.

£ Task Information: Rotate Resource Frequency

Task Name: [Rotate Resource Frequency

Actiity [ E! Task State: [Pending Predecessor |
Action ltems l MNotes l Mofifications 1 Baseline l Reference l UsgerData
Details l Resources l Cast Exceptions Predecessors
Triggered  Matne Rule “iolation
! Unassigned Tasks Mo Resource is assigned, and the Scheduled Start Date occurs Sdays
sweithin 3 days

Late Tasks or Miestones Task ot milestone is not yet "Complete”, and the current date is 3
days past the Scheduled Finish Date

Tasks Starting Late Task is not yet "In Progress", and the current date is 3 days past the
Scheduled Start Date

Predecessor Has Exception At least one predecessor currently has an exception

Critical Path Running Late Critical path to this milestone is running late

QK | Cancel |

[Ready

The Exceptions tab lists the exception rules for the project plan containing
that particular task.
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e Thered exclamation point in the Triggered column indicates that the
task has triggered an exception.

e The Violation column displays the number of days the task isfrom the
exception.

Using the Mercury IT Governance Dashhoard to View Progress

Project managers can aso view project plansusing the standard interface. This
interface comes with a configurable set of application windows, known as
portlets, through which common Project Management queries and actions can
be performed.

This interface can be expanded to include the Mercury IT Governance
Dashboard, which offers an expanded set of portlets that feature additional
functionality, such as the Project List portlet.

Project Management Reports

Project Management is capable of generating awide range of reports for
project management purposes. For example, amanager could query for the
custom fieldsbeing used in aproject plan. A manager can also generate reports
on any tasks that had triggered exceptions, the resources assigned to a project
plan or which security groups are associated with a project plan.

For afull list of Mercury IT Governance Center reports, see Reports by
Category on page 2609.

For more detailed information about Project Management reports, see the
Reports Guide and Reference.

Comparing Against the Baseline

If you have taken a baseline of your project plan, you might want to compare it
to your current project plan. This can be done using the Project Schedule
Change report, which can compare the current project plan to any baseline, or
baselines to each other.
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MERCURY

Submit Report: Project Schedule Change

Submit Cancel
= Report Parameters Restore Default

Show Only
Changes : Oves Do

Show Only

Sub- Oves ®o

Projects

Show Start

Date @ves Ono
Changes :

Show

FinishDate  @ves Ono
Changes:

Show

Duration  &ves Omo
Changes:

Show

Effort @ves OMo
Changes:

Oonly

Indicate

o
Larger

Than

{days):

Include

Tasks @ves Omo
Ready

Hew @ves OMo
In

Progress @ves Ono
Cancelled  (Oves (&no
Pending @ves Ona

Bypassed  Oives @no

Completed  Cives ©Mo

= Scheduling

& Run Report Immediately

L —

[] send emailto: ‘ | 2 when report is finished

# Advanced Notifications

Submit Cancel

Figure 4-7. Project Schedule Change report

For more information on running reports in Project Management, see the
Reports Guide and Reference.
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Tracking and Analyzing Project Plan Costs

Mercury IT Governance Center’s Financial M anagement capabilities allow
you to track and analyze project plan costs in ways including the following:

e Capturing and comparing financia data in budgets including rollups from
project plans

e Using Mercury Time Management to track task costs
e Performing analyses of project cost data in graph and portlet form

e Enforcing SOP 98-1 compliance at the project plan level with project
templates

e Enabling the use of different currencies depending on project participants
locations

See the Mercury Financial Management User’ s Guide for more detailed
information on cost data, budgets, currencies, exchange rates, and SOP 98-1
compliance.

Tracking Project Plan History

Project Management maintains a state change history for both project plans
and tasks. The transaction history includes the date, user name, project or task
name, and project or task state.

To view the state change history for a particular task:

1. In the Project Plan tab, select the task whose state change history you want
to view.

2. Select Project > View > State Change History from the View drop-down list.

The State Change History window opens.

£ Task:Lock Competition Phase- State Change History.

Date: Username Criginal State Resulting State |

December &, 2004 03:58:20 P.. |John Smith ey
December 8, 2004 03:58:20 P...|John Smith e Ready
December 9, 2004 02:19:00 P.. |John Smith Ready In Progress

Refresh Close

|Ready
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3. Click Refresh to update the history list.

4. Click close to close the window.

To view the state change history for a particular subproject:

1. In the Project Plan tab, select the subproject whose state change history you
want to view.

2. Select Project > View > State Change History from the View drop-down list.

The State Change History window opens.

& Project:Revise Trend Estimate- State Change History

Date | Usetnatne | Original State | Resulting State |
Decernber 8, 2004 13:58:20 P...[John Smith | [Mew
December & 2004 1368 20 P_[Inhn Smith [ [active |

Refresh Close

[Ready

3. Click Refresh to update the history list.

4. Click close to close the window.

Completing, Cancelling, and Deleting Project Plans

All project plans must reach an endpoint. The project plan can either be
brought to completion, or reach a point where no more work can be done.
Project plan states provide distinct ways of differentiating between project
plans that have been Completed or Cancelled. For more detailed information
on project plan states, see Project Plan States on page 131.

When a user creates or edits a project plan or subproject, that user is the only one
able to save changes.

In the case of two users wanting to edit two different subprojects under one master
Note project, opening and editing only the desired subprojects will enable each user to

save changes without interfering with each other.
See Concurrent Editing on page 136 for more detailed information.
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Completing Project Plans

Project managers can set the project plan state to Completed. For more
information, see Modifying States on page 132.

If aproject plan is manually set to Completed:
e Any incomplete tasks under that project plan are set to Bypassed.

e Any incomplete projects under that project plan are set to Completed.

Reopening a Completed Project Plan
A project plan that is Completed can be moved to On Hold.

e Upon moving the project plan from Completed t0 On Hold:

» Bypassed tasks will move to atask state of New.

e If the project plan is moved to Active:
» Task stateswill be recalcul ated.

m Tasksprevioudy In Progress Will not regain the task state of In
Progress.

To change a Completed project plan’s state:
1. Open the project plan to edit.

For more details on searching for and opening project plans, see Searching
for Projects in the Workbench on page 138.

2. In the Project Plan tab, select the project plan at the top of the hierarchy.
Thiswill be the master project.

3. Select anew state for the master project from the drop-down list in the
State column.

4. Click save.
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Canceling Project Plans

Occasionally, al work on a particular business initiative can be stopped. The
endeavor might have been found to be unprofitable, it might not be feasible
given current resource limitations or there might be another business reason.
Project plans can have their states changed to Cancelled to reflect this
circumstance.

e If aproject planis manually set to Cancelled, any incomplete tasks or
project plans under it are set to Cancelled.

e From Cancelled, a project plan can be moved back to On Hold using the
same procedure as Reopening a Completed Project Plan on page 151.
Upon moving the project plan from Cancelled to On Hold, bypassed tasks
will move to atask state of New.

e Once the project is moved into an Active project plan state:
» Task stateswill be recalcul ated.

m  Tasksprevioudy In Progress Will not regain the task state of In
Progress.

Deleting Project Plans

Once a project plan has been completed, it continues to reside in the Mercury
IT Governance database. It might not be necessary to archive completed
project plansin the Mercury IT Governance Center system. Project plans can
be deleted from the Results tab of the Project Workbench.

Subprojects cannot be deleted from the Results tab of the Project Workbench.

To delete a project plan:

1. Locate the project plan that you want to delete using the Query tab of the
Project Workbench.

2. In the Results tab of the Project Workbench, select the project plan you
want to delete.

3. Click Delete.
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Creating a URL to Open the Project Plan Window

Project managers and can construct a Web address (URL) that opens their
project plan in the Workbench. They can then use this URL to access the
project plan from the World Wide Web or from their Intranet.

Users can construct this URL manually using either of the following formats:

http://host:port/mercury/servliet/
SmartURL?screen=PRJI&pkid=PROJECT ID
http://host:port/mercury/servliet/
SmartURL?screen=PRJ&pkname=PROJECT NAME

Y ou can a'so configure your task notifications to automatically create and send
these URL s in an email message. Include the following token in the Message
areain the Notification window. When the email is sent, the full URL will be

displayed.
[PRJ.WORKBENCH PROJECT URL]

See Using Smart URLs in Notifications on page 94 for more information on
setting up task notifications and using Smart URLSs.

Printing a Project Plan Gantt Chart

A project plan Gantt chart can be printed or exported to an image file for usein
presentations.

Printing a Gantt Chart

To print aproject plan Gantt chart, select File > Print from the menu at the top
of the Workbench. The Print Gantt Chart wizard opens, allowing you to select
optionsfor the Gantt chart’ s project plan display, time range, project plan
columns, and generic printer settings.
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£ Print Gantt Chart

Flease choose criteria to filter the tasks included in the printed Gantt chart.

Filter Options
Resaurce: |
Time Range Settings

Resource Gruup.l
Calumn Visibility

Task State: ¥ Ready
Print Settings

. I¥ InProgress
Preview

[¥ Pending

¥ Completed

[V Mew
¥ Cancelled

¥ Bypassed

Activity |
Include in Gantt v Projects
v Tasks

¥ Milestones

Cancel |

Limit hierarchy depth to

Show only Critical Path? © “es &+ Mo

Frint

Figure 4-8. Print Gantt Chart wizard

Exporting a Gantt Chart to an Image File

A project plan Gantt chart can also be exported to an image file with the same
options as normal printing. The following file formats are supported:

o JPEG
e PNG
o GIF

e BMP

To export a project plan Gantt chart to an image, select File > Export to Image
from the menu at the top of the Workbench. The Export Gantt Chart wizard
opens, alowing you to select options for the Gantt chart’ s project plan display,
time range, project plan columns, and generic image settings.
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g Export Gantt Chart @

FPlease choose criteria to filter the tasks included in the exported Gantt chart:

Filter Options

Resource:| El
Time Range Settings
Resource Gruup.l El
Calumn Visibility
Task State: ¥ Ready ¥ Mew
Image Settings
. I¥ InProgress ¥ Cancelled
Preview
[¥ Pending ¥ Bypassed

¥ Completed

Activity | =
Include in Gantt: ¥ Projects
Iv Tasks
¥ Milestones

Limit hierarchy depth to

Show only Critical Path? © “es &+ Mo

Cancel | | Dies Save Image

Figure 4-9. Export Gantt Chart wizard
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Chapter

Updating Tasks: Project Plan Participant
Activities

In This Chapter:

e Overview of Updating Tasks
e Locating Tasks
= Searching for Tasks and Project Plans
» Finding Tasks Using the My Tasks Portlet
» Finding Tasks Using Notifications
» Finding Tasks in the Workbench
e Viewing Project Plan Information
= Viewing Project Overview
Viewing Project Plan Details
Viewing Project Plan Hierarchy
Viewing Exceptions
Viewing Project References
Viewing the Project Plan Gantt Chart
Viewing the Critical Path
Viewing Project Plan Milestones
Viewing Resour ce Information
e Updating Tasks
= Viewing and Updating Task Details
= Viewing and Updating Multiple Tasks
e Viewing and Adding Notes
e Viewing and Modifying References
= Adding Referencesto Tasks
= Viewing and Editing References
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» Deleting References
e Visibility Between Project Plans and Programs
e Running Reports

Overview of Updating Tasks

This chapter explains how project plan participants locate, update, modify, and
report on tasks to which they are assigned.

Locating Tasks

Project Management defines project plan participants as users who work on
tasks as part of a project team, but do not have the administrative
responsibilities of a project manager. Project plan participants view and update
thelir tasks using the standard Project Management interface.

Project plan participants update their task status in Project Management.
Project Management provides several different ways for participants to locate
thelir tasks:

e Searching for Tasks and Project Plans
Project plan participants can search for tasks directly, or they can search for
project plansin order to get to the tasks they want through the project plans
that contain them.

e Finding Tasks Using the My Tasks Portlet
The My Tasks portlet allows users to update multiple tasks at once, aswell
as providing links to individual task details.

e Finding Tasks Using Notifications
Tasks can be reached from a notification ssimply by clicking on the link
provided in the body of the email, or by copying and pasting it into any
Web browser.

e Finding Tasks in the Workbench
Project plan participants can also search for and update tasks in the
Workbench.
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Searching for Tasks and Project Plans

Parti cipants can search for tasks and project plans that match certain criteria
using the Task Search and Project Search pages.

Locating Tasks Using the Task Search Page
Participants can search for tasks using the Task Search page.

To locate tasks in Project Management:
1. Log onto Mercury IT Governance Center.
2. From the menu bar, select Search > Tasks.

The Task Search page opens.

Task Search

Search Information Clear Fields
Task lame: Task =

Resource: | Department: [ |

Activity [

Include Finished Tasks: (Oves &Ho Task State: [ ]

Scheduled Start Date From: B T |

Scheduled Finish Date From: To: =

Show only tasks with exceptions ? Oves @wo

Show only milestones? Oves @wNo
Related Information
Project Hame: iE|  Project Manager: |
SortBy: | Task Name ¥| @& Ascending
) Descen clingt
‘Maximum Results Per Page: 0

Search Cancel

3. Enter the search criteriafor the desired task.

Y ou can search for an existing task based on any of the fields located on
the Task Search page. Limiting the maximum number of resultsin the
Maximum Tasks Displayed field can yield quicker results.

4. Click search.

The Task Search Results page opens, displaying the results matching your
search criteria
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m Export Data to Excel

Task Search Results

Task Hame &
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Align Solution Goals

Fitter Customes Pinput

Forus Brand Matrix

-
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KLS System Test
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-
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-
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1 Rotate Resource Fraguency
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PPM Solution
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atriz

PPM Solution
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Task-
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PPM Solution
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PPM Solution
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Achieved
PPM Solution
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Test Phase =
PSP System
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PPM Solution
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External
Factars

PPM Solution
£ = Revise
Trend
Estimate =
Rotate
Resource
Fraquency
PPN Solution
5 = Broac
Test Phase =
Testing
Complete

Activity

Task State

Pending
Pred

Fending
Pred..

In Progress

Fending
Pred..

Pending
Pred

Pending
Fred

In Progress

In Progress

Pending
Pred..

Pending
Pred..

Pending
Fred

Fending
Pred..

Pending
Pred..

Pending
Pred

Scheduled
Start

December 16,
2004

December 14,
2004

December &,
2004

December 15,
2004

December 13,
2004

December 27,
2004

December 6,
2004

December §,
2004

December 22,
2004

January 13,
2005

December 15,
2004

January B,
2005

December 13,
2004

January 5,
2005

Scheduled
Fi h

December
21,2004

December

14,2004

Decamber
13,2004

Decamber
22,2004

December
13,2004

January 5,
2005

December
14,2004

December
10,2004

December
22,2004

January
13,2005

December
23,2004

January
13,2005

December
15,2004

January &,
2005

Showing 1101401 14

Resource Department

Brad Malan

Sam Smith

Titn Wileoz;

Mo Greenbaum

Tina Wilcox

Jose Smith

John Smith;

Johin Smith; .

Mindy Greenbzum

John Smith

Jane Smith

Martha Green

Jane Smith

Showing 1 to14of 14

5 Export Data to Excel

5. Click on the name of any task in the list to view its Details page.

See Viewing and Updating Task Details on page 176 for more information.
To clear dl fieldsin the Task Search Query page and reset to default values,
click Clear Fields.
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Locating Project Plans Using the Project Search Page

While project plan participants can locate and view project plans, only
participants with a Project Manager access grant can edit project plans, through
the Workbench interface. Participants can locate project plans using the Project
Search page.

To search for project plans in Project Management:
1. Log onto Mercury IT Governance Center.
2. From the menu bar at left, select Search > Projects.

The Project Search page opens.

Project Search

Search Information Clear Fields
Project Hame: Project %
Project Manager: & Department: [ |
Oives @no Project State: [
Om
O
oo
[ Mo Summary Condition
Scheduled Start Date From: = To: =
Scheduled Finish Date From: 2 Te:
Show only master projects? (&ves (Ono
Program: =

SortBy: | Projct Nams v| @ sscending

(O Descending

‘Maximum Results Per Page: 0

Search Cancel

3. Enter the search criteriafor the desired project plan.

Y ou can search for an existing project plan based on any of thefields
located on the Project Search page. Limiting the maximum number of
results in the Maximum Projects Displayed field can yield quicker results.

4. Click search.

The Project Search Results page opens, displaying the results matching your
search criteria
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@ Export Data to Excel

Project Search Resulis Showing 106 of &
Project Hame A Project State Scheduled Start Scheduled Finish Project Manager Department
O  ErP Upgrade Active December 30,2004 December 30, 2004 Jane Smith
O  Linux - Server Raom OS Upgrads Active December 30,2004 December 30, 2004 Jang Smith
O  PPM Soldtion 5 Active December &, 2004 January 13, 2005 John Smith
O Solaris - Server Room OF Upgrade Active December 30, 2004 December 30, 2004 Jane Smith
O Unix - Server Room OF Upgrade Active December 30,2004 December 30, 2004 Jane Smith
O wskPPhase 2 Active December 30, 2004 December 30, 2004 Jang Smith

Showing 1to 6 of §

[ Exwort Data to Excel

5. Click on the name of a project plan to view its Project Overview page.

See Viewing Project Overview on page 166 for more information. To clear
all fieldsin the Project Search page and reset to default values, click Clear
Fields.

Finding Tasks Using the My Tasks Portlet

The My Tasks portlet is available to all Project Management users. This portlet
isincluded on your Mercury IT Governance Center home page by default. It
shows a configurable list of the tasks currently assigned to the user.

Participants can update task states and fill in information that the project
manager would like to collect for all tasks displayed. In thisway, the My Tasks
portlet can save valuable time by providing a single point for multiple tasks to
be updated at once.

The participant can also click on the name of atask in thetask list to view its
Details page. See Viewing and Updating Task Details on page 176 for more
information.

Wy Tasks Edit
Preferences: Mo fiters sppiied

Filter Customer Pinput (PPM Solution 5 = Revisit Task-Strategic Partners = Fiter Customer Pinput)

Task State: In Frogress v Sched Start:  12/804 Sehed Finish: 1211304
‘% Complete: 5

Load Hew Strategy (PPM Solution 5 » Retune Marketing » L oad New Strategy)

Task State: InProgress (% Sched Start: 12504 Sched Finish: 12/14/04
"9, Complete: 5

Lock C. ition Phase (PPM Solution 5 - Revise Trend Estimate = Lock Competition Phase)

Task State: In Frogress Sched Start: 12/8104 Sched Finish: 12710104
‘% Complete: 12

Save Reset

Showing1to 3 of 3 Maximize:

Figure 5-1. My Tasks portlet
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Finding Tasks Using Notifications

Email notifications can be configured by project managers to include
hyperlinks to tasks in Project Management. If you have received an email
containing alink to atask, click onit, and it will open to that task’ s Details page
inyour Web browser. If your email client doesn’t handle HTML linksdirectly,
copy and pasteit into your Web browser.

Finding Tasks in the Workbench

The Workbench is the Java application that alows for configuration as well as
creation and processing of project plans, project templates, and tasks. Project
plan participants can also search for and update tasks in the Workbench.

Project plan participants can find tasks by searching for them directly, or by
looking for the project plans that contain them.

Searching for Tasks in the Workhench
Y ou can locate tasks using the Query tab in the Task Workbench window.

To search for tasks from within the Workbench:
1. Log onto Mercury IT Governance Center and open the Workbench.
2. From the shortcut bar, select Project Management > Projects.
The Project Workbench opens.

3. Select the Task Workbench, behind the Project Workbench, by either clicking
onitstitle bar or clicking Task Workbench at the bottom of the Workbench

window.
Task Workbench 19 =]
g Query: [Mone hd =
C; Resource: EH Resource Group: I Has Exception Of Typs: I
S Task Marne: Task #: Department: I
zg Activity I Descrigtian: |

Include Finished Tasks: © Y. & Mo Task State: I

Show only milestones? £ ¥ % Mo

Project Manager: I Project Mame: I ‘

"Projad Infarmation

Scheduled Dat Actual Dats [t

’V Start Date From: I To: I ’V Start Date From: I To: I
- I T = =1 I T oo T =2} ﬂ
Max Rowes | 200 | | List |

heady
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4. Enter search criteriainto the associated fields.

To saveyour query, click Save Query. Y ou can then perform aquick search
using these specified criteria anytime later.

5. Click List to return the matching results in the Results tab.
6. From within the Results tab:

e View atask by double-clicking on the desired task or selecting it and
clicking Open. The Task Information window opens.

e Open multiple tasks by selecting a group (using Shift+select or
Ctrl+select) and clicking Open. Many Task Information windows open,
one for each selected task.

7. Update task information in the Task Information window.

For details on updateable fields, see Updating Tasks in the Task
Infor mation Window on page 166.

Searching for Praoject Plans in the Workbench

The Query tab in the Project Workbench window is used to locate and open
project plans.

To search for project plans from within the Workbench:
1. Log onto Mercury IT Governance Center and open the Workbench.
2. From the shortcut bar, select Project Management > Projects.

The Project Workbench opens, with the Query tab defaulted to appear on top.

Project Workbench 1 [l
g Guery: |None -

= Project Manager: & Proect#: Surmmary Condition:

£ ,7 =

S Project Mame: Department:

‘E Project Template: Description: |

Include Finished Projects: ¢ Yes (% Mo Project State: Frogram

Showe orly master projects? % Yes O ho

Scheduled Date: Actual Date:
Start Date From: I To: I Start Date Fram: I To: I
Finish Date From: I To I Finish Date From: I To: I
Mewy Project | Import from MSP | hax Rowe |200 | | List |
heady
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3. Enter search criteriainto the associated fields.
4. To save your guery, click Save Query.

Y ou can then perform a quick search using these specified criteriaanytime
later.

5. Click List to return the matching results in the Results tab.
6. From within the Results tab:

e View aproject plan by double-clicking on the desired project plan or
selecting it and clicking Open. The Project window opens.

e Open multiple project plans by selecting a group (using Shift+select or
Ctri+select) and clicking Open. Multiple Project windows open, one for
each selected project plan.

7. From within the Project window, you can edit tasks directly, or edit themin
the Task Information window.

See the following sections, Updating Tasksin the Project Plan Tab and
Updating Tasks in the Task Information Window, for more information.

Updating Tasks in the Project Plan Tab
Project plan participants can update tasks displayed in the Project Plan tab.

To update task information from the Project Plan tab:
1. Select the task to update.
2. Click on the desired field to update its contents directly.

Project plan participants can only update the fields that have been enabled
for them to edit by the project manager. This set of fields can vary.
Additionally, participants can only update those tasks that have been
assigned to them. All other tasks will be view-only. Thisis also true for
project managers viewing tasks and project plans that they are not in
charge of .
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Updating Tasks in the Task Information Window

Project plan participants can also update tasks inside the Task Information
window of each task.

To edit task information in the Task Information window:
1. Open the Task Information window by one of the following ways:

e Query and open the task directly from the Task Workbench. The Task
Information window opens.

e Query and open an existing project plan. Double-click the task to edit,
or select it and click Edit. The Task Information window opens.

2. Make all necessary changes in the Task Information window.
3. Click oK.

Project plan participants can only update the fields that have been enabled
for them to edit by the project manager. This set of fields can vary.
Additionally, participants can only update those tasks that have been
assigned to them. All other tasks will be view-only. Thisisalso true for
project managers viewing tasks and project plans that they are not in
charge of .

Viewing Project Plan Information

Project plan participants might want to view the project plans they are part of
in the standard interface, asaway of setting context for their own tasks,
checking on other dependent tasks, or keeping track of deadlines.

Viewing Project Overview

The Project Overview page displays a wide range of information about a
particular project plan: its subprojects and tasks, its state and project manager,
and any exceptions it might have triggered. All of this dataand moreis
presented and arranged through the following sections of the Project Overview

Page:

e Project Summary
Displays the project plan’s name, state, % complete, manager, description,
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scheduled start, and scheduled finish. It also contains a link to the Project
Details page. See Viewing Project Plan Details on page 169.

Project Overview Gantt
Displays the Gantt chart for a project plan. See Viewing the Project Plan
Gantt Chart on page 173.

Project Milestones
Liststhe Milestonesin a project plan. See Viewing Project Plan Milestones
on page 174.

Subprojectsand Tasks Summary

Provides alist of all subprojects and tasks included in that project plan, as
well asalink to the project plan, located on the Project Hierarchy page. See
Viewing Project Plan Hierarchy on page 170.

Exception Summary
Shows the number and kinds of exceptions triggered and links to the
Exception Details portlet. See Viewing Exceptions on page 171.

Project References

Provides alist of all references linked to the project plan (requests,
packages, tasks, other project plans, releases, attachments, URLs) and
where in the project plan they are referenced from. See Viewing Project
References on page 172.

Project Related Actions

Displays links to a project plan’s assignment visualizations and staffing
profiles. See the Mercury Resour ce Management User’ s Guide for more
details.
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Project Overview: PPM Solution 5
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[ Retune Marketing 2n Aitive 121504 1262204 Martin Gre..
[ Revistt Task-Stra... 50 Active 1218104 121304 Thomas Wilcox
Align Solution Goals i) Pencing Pr 12M14/04 121 4104 Sam Smith
[ Broad Test Phase 0o Active 120504 14505 John Smith
Reduce External F oo Pending Pr 1IBI0S 14305 Martha Gre:
Markst Re-Ertry & i) Pencling Pr 113105 143105 Johin Smith
Project Hierarchy
Project References
Reference Detail Status % Complete i User [ iptie Ref 1 By
1 CRM System Complete CRM System G... Pending... 0% Bill Malan PPM Sal...
1 Energize Product ... Infrastructu... Reacy 0% Mloe Gre . PPM Sal...
Reguest 30030 Enhancement Mew 0% Meed ne PP Sol

Showing1to3of 31 Maximize

Figure 5-2. Project Overview page

Users can access the Project Overview page through the Project Search Results
page, as well as the Project List portlet, which is available for display on the
participant’s Mercury IT Governance Center Home page as part of the
Mercury IT Governance Dashboard.
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Viewing Project Plan Details

The Project Details page contains detailed information on a particular project

plan, grouped into the following categories:

e Progress

% complete, confidence, start date (scheduled and actual), finish date

(scheduled, estimated, and actual), duration (scheduled, estimated

remaining, and actual), and effort (scheduled, estimated remaining, and

actua).

e Details

Project number, project template, department, description, priority,

complete and incomplete predecessors.

® Action ltems
Action item names, states, and priorities.

e Notes
Any notes.

® References
Requests, packages, other project plans, URLS, and attachments.

Project Details

Project lame: [ ppm Solution 5 Project Manager: John Smith Project State: Active

Budget: Resource: Johin Smith

Progress

‘% Complete: 1

Start Date Finish Date Duration Effort

Scheduled: December 3, 2004 Scheduled: January 13, 2008 Scheduled: 260 days

= Details
Project Template:

# User Data
# Predecessors

# Cost Details (Cost Health: )

# Action ltems

=l Notes

Currently there are no notes.

=l References

There are currently no references sttached

Figure 5-3. Project Details page

The Project Details page can be accessed through the Project Summary sectionin
the Project Overview page, which contains alink to the Project Details page.
Click Project Details to go to the Project Details page.
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Project Summary 7 [IEdit
Project lame: O eeta Solution 5
Project State: Active
% Complete: 1% ]

Project Manager: John Stmith

Description:

Sched Start: 12/5/04
Sched Finish: 11302
Program Hame:
Program Manager:
Project Details | Update Tasks |  Edit Project Plan

Figure 5-4. Project Summary section

Viewing Project Plan Hierarchy

The Project Hierarchy page displays the project plan’s hierarchical organization
of tasks and subprojects as well as information such as:

e Task or subproject name

e Task or subproject state

e Task or subproject scheduled duration, start, and finish
e Task or subproject predecessors

e Task or subproject resource or manager

e Task exceptions or subproject summary condition

The Project Hierarchy page is useful for providing context for participantsin
terms of the location of their tasks in the overall project plan framework, as
well asindicating summary conditions and exceptions at a glance.

Clicking on any task within the Project Hierarchy page takes the user to that
task’ s Details page. See Viewing and Updating Task Details on page 176 for
more detailed information.

170  Mercury Project Management™ User’s Guide



Chapter 5: Updating Tasks: Project Plan Participant Activities

Project Hierarchy

Update Tasks

Project Hame: [] PPM Soldtion 5

Project Manager:

John Smith

Project State:  Active

Hierarchy

Seq

Project llame

1 O PPM Solution 5

2 Revise Trend Estimate

3 Lock Competition Phase

4 1 Rotate Resoures Frequency
5 Adiust Trade Harmonics

[ [m] Retune Marketing

7 Lo New Strategy

8 Focus Brand Matrix

El & Market Impellers Aligned
10 [m] Revisit Task-Stratesic Partners
11 Filter Customer Pinput

12 # Gosl Crientation Complete
13 Align Saludion Goals

14 [m] Eroad Test Phase

15 PSP System Test

18 KLS System Test

17 # Testing Complete

18 Reduce External Factors

19 # Market Re-Entry Achieved

State

Active
Active
Ready
Pending Predecessar
Pending Predecessor
Active
Ready
Pending Predecessar
Pending Pradecsssar
Active
Ready
Pending Predecessor
Pending Predecessar
Active
Pending Predecessor
Pending Predecessor
Pending Predecessar
Pending Predecessor
Pending Predecessar

Duration
{days)

260
100
30
3n
4.0
11.0
S0
B0
on
4.0
40
on
10
15.0
To
80
on
6.0
0.0

Start Finish
1205004 M35
120804 122104
126804 121004
121304 121 504
1216104 12021104
12/3104 12022104
120804 1214104
121 504 12022104
12122104 12122104
1245004 12013104
120804 121304
121304 121304
121 4104 121 4104
1215104 1i505
121504 122304
1202704 11505
11505 11505
1605 1131035
11305 113105

Preds  Project
Manager
Resource
John Smith
Bill Molan
John Smith,

3

4 Brad Molan
Martin Green..
John Smith, ...

7 Mae Gresnbaum

& Mincly Gresnbaum
Thamas Wileox
TimWilcox; ..

" Tina Wyilcox

12 Sam Smith

13 John Smith
Jane Smith

15 Jose Smith

16 Jana Smith

17 Martha Green...

13 John Smith

Figure 5-5. Project Hierarchy page

The Project Hierarchy page can be accessed through the Subprojects and Tasks
Summary section in the Project Overview page, which contains alink to the
Project Hierarchy page. Click Project Hierarchy to go to the Project Hierarchy

page.

Subprojects and Tasks Summary
PPM Solution 5

Hame % Complete
Revise Trend Esti i)
[ Retune Marketing oo
[ Revist Task-Stra i)
Align Solution Gosls a0
[ Broad Test Phase oo
Reduce External F i)
Market Re-Ertry &... oo

Project Hierarchy

State
Active

Active
Active
Pending Pr...
Active
Panding Pr

Pending Pr...

Sched Start
1218104
1218104
1218104
12114104
121504
1IBI0S

1M 305

Sched Finish
12121104
12122104
1243104

12/ 4i04
14505
143105

1A305

Project Manager
Bill Molan

Martin Gre..
Thomas Wiloox
Sam Smith
Johin Smith
Martha Gre:

«John Smith

Figure 5-6. Subprojects and Tasks Summary section

Viewing Exceptions

The Project Exception Detail page displays the exceptions that have been
triggered for the project plan being viewed, breaking each triggering task down

according to:

Exception type and number of days violated

e Task state, resource, scheduled start and finish

Project path

Viewing Project Plan Information
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Thisis useful for participantsin that it provides specific context for every
exception in a project plan, telling them what task has gone wrong (or what
might go wrong, depending on the exception rules enabled), when it went
wrong, and where the problem task islocated. Additionally, tasks that have not
been assigned a resource can be assigned one directly from the Project
Exception Detail page.

Project Exception Detail

Showing 1to1of 1
Unassigned Tasks Violation  Task State Scheduled Start Scheduled Finish  Resource
PPM Solution 5 > Revise Trend Estimate
¥ Rotats Resource Frequency Pending Predecessor 121304 121504 ﬂ 51

[2€] =z Export Data to Excel Shavwing 1to1af 1
®

Figure 5-7. Project Exception Detail page

Getting to the Exception Detail Page

The Project Exception Summary section in the Project Overview page contains a
link to the Project Exception Detail page. Click Details to go to the Project
Exception Detail page.

Project Exception Summary [Edit
Unazssigned Tasks 1 Task
Extception Details

Figure 5-8. Project Exception Summary section

Viewing Project References

The Project References section in the Project Overview page displays al entities
linked to the project plan as references. References (requests, packages, tasks,
other project plans, releases, attachments, and URLS) are listed with details
including:

e Reference Type
e Description
e Referenced By

The Project References Section provides a convenient single point of access for
all entities referenced by a project plan.
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Project References

Reference Detail Status

1 CRM System Complete CRM System G... Pending..

1 Energize Product .. Infrastructu... Ready
Reguest 30030 Enhancement My

% Complete

AssignedUser  Deseription  Referenced By
Bill Nolan PRM Sal..
Moe Gre... PPM Sol...

Meed ne PPM Sol

Showing 1o 3of3: Maximize

Figure 5-9. Project References section

Viewing the Project Plan Gantt Chart

The Project Overview Gantt section, displayed on the Project Overview page,

shows the project plan’s Gantt chart including Milestones.

Project Overview Gantt
Filtered by: Time Range: All: Include in Gantt: Projects, Tasks, Milestones; Task State: Ready, Hew, In Progress. Can...
Ton RaE: | Dec 2004 [an 2005
|Tos [iz [1n J28 Joz [og [18
EEW Solution & = =]
—
——]

3

laiket Re- |

Section definition mocified: Dec 8, 2004 0301 PM PST

'ﬁam Smith
&

—fe 5
g N33

Showing 108 of 8 1 Maximize

Figure 5-10. Project Overview Gantt section

Display criteriafor the Gantt chart can be configured by clicking Edit, which
opens the portlet’ sfilter page.

Display Options

Indicate Progress [[]Highlight Critical Path

Indicate Exceptions Indicate Summary Condition

Show Predecessor Arrows [ ] Show External Predecessor Arrows:

Indicate Current Day Show Hame Column

[]Show Legend

Text to display as Task labels in Gantt: Label display example:

Display to the left: 5| lefriebel Tniqhmne\

Display to the right: Resource Names j

Display in task tooltip:  |Task Name; Scheduled Ste| 3]

‘SortBy: |Project Hierarchy v
‘Limit results displayed in Portlet to 15

‘Limit results displayed in Maximized Portlet to 200

Figure 5-11. Project Overview Gantt section filter page - Display Options

section

Done

Viewing Project Plan Information

173



Chapter 5: Updating Tasks: Project Plan Participant Activities

Viewing the Critical Path

The critical path of a project plan is made up of the tasks that defineits
duration. A project plan’s critical path can be displayed in the Project Overview
Gantt section by clicking Edit and selecting the Highlight Critical Path checkbox.

Viewing Project Plan Milestones

Milestones are used to mark significant eventsin a project plan, often the
completion of adeliverable or arrival of adeadline. In the Project Overview
Gantt portlet, milestones appear as black diamonds.

Milestones are also listed in the Project Milestones section, displayed on the
Project Overview page.

Project Milestones
Hame State Finish Date Resource
#Goal Pending 121304 Tina Wiilcox
Crientation Predecessar

Complete

# ket Pending 12022104 Mincly
Impeller s Predecessar Greenbaum
Aligned

# tlarket Re- Pending 11305 Jahn Smitk
Entry Predecessor

Achieved

] Testing Pending 145005 Jane Smith
Complete Predecessor

Showing 1to 4of 41 Maximize

Figure 5-12. Project Milestones section

Viewing Resource Information

Resources can view information on their current assignments using the View
Resource page. The View Resource page includes a chart of their capacity and a
customized Gantt chart illustrating their assignments for the next two weeks, or
atime period of their choosing.

Project managers with the proper level of access can also view information on
resources including their cost rate and workload capacity. Figure 5-13
illustrates a View Resource as shown to a manager with access to cost data.
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View Resource: Thomas Wilcox

Modify Resource Done
Full Hame: Thamas Wilcox Start Date:  10,/26/04 End Date:
First Hame: Thamas

Cost Rate: $80  thaur

Last Hlame: Wilcon
Title: Capacity: 75 % tor worklosd assignments (30 hoursfvesk)
Email: thomaswilcox@company Com Department:
Phone Humber: 650 555 B6a3 Location:
Direct Manager: Category:

Resource will:

Inhertt Region: Enterprise, from Org Uni: Tech Faciltators

Organization Information Skill Profile
Org Unit Hame Type Manager Skill Proficiency
Tech Facilitators Themas Wilcox DB~ Level 3
Frimary Organization Lnt is showen in Bold Documert Manager (Primary Skilly Lewel 4
External Systems Expert Level 2
Related Actions Java Consultant Level 2

Modify User Information for this Resource (Workbench?
Wigw Organization Moclel

Modify Time Management Settings (Workbench)

Macify Calendar for this Resource

Capacity

Showthenext (14 | Day ~  periodfrom December 9, 2004 @ Apply

Effort{Hours)
1200 1240 4241 AZMZ A2M3 12M4 4206 AZMB AZMT 1348 4240 1200 4221 12082 1223
Day
Utilization B Dverallocation — Capacity Level
Assignment Details
Hame | December 2004
|oeio [11 [1z B [14 [is [1a [17 [ig [1a Joo J21 [e2 [z

Eevisit Tade Stiateqic Partners
Tasks:  Ready: |0 Progress: @R Pending: (=] Gompleted: (]  Exception; jmmm  Milestane: 4

Done
Figure 5-13. View Resource page for a manager with cost access

To open the View Resource page, Select Search > Resources from the menu bar.
Enter any search criteriainto the Search Resources page and click Search.

Updating Tasks

Project Management makes it easy for project plan participants to report on
different aspects of tasks in multiple levels of detail:

e Viewing and Updating Task Details
Participants can view their tasksin detail, updating and saving information
such as task progress, attachments, and action items.

e Viewing and Updating Multiple Tasks
Multiple tasks can aso be updated simultaneously, with information
deemed essential by the project manager available to update immediately.
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Updating atask can trigger events in the project plan that move it along its path
to completion.

A task in a project plan that has predecessor tasks associated with it cannot be
@: marked Complete until its predecessors have been completed, unless a project

manager attempts it.

Viewing and Updating Task Details

The Task Details page contains detailed information on multiple aspects of a

single task. Many fieldsin the Task Details page are updateable by project plan
participants.

To update fields in the Task Details page:
1. Make the update in the desired field.

2. Click save.

In order for updates to take effect, the participant must click Save. Only then will
Note Project Management take into account the updates that have been made.

To clear all changes and reset all fields to their previous values, click
Reset.
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Task Details

Save Reset

Task Hame: Lock Competition Phase Task State: In Progress %
Resource: John Smith; Betty Mol &) )
Project Path: PP Soluion 5 = Revise Trend Estimats = Lock Compettion Phase

Collapse All

# Exceptions

Progress

% Complete: 12

Start Date Finish Date Duration Effort

Scheduled: December &, 2004 Scheduled: December 10, 2004 Scheduled: 30 days

=l Details
Resource: Johin Smith; Betty Molan

# User Data
# Predecessors

# Cost Details (Cost Health

# Action ltems

= Notes

Hotes to be added on save:

= References

Reference Additions

Hew Reference: | Attachment A Add

References to be added on Save:

Save Reset

Getting to the Task Details Page

A relevant task must first be located in order to get to its Details page and
update itsinformation. There are severa ways for participants to locate and
view details for any tasks that might require their attention:

e Searching for Tasks and Project Plans on page 159
e Finding Tasks Using the My Tasks Portlet on page 162
e Finding Tasks Using Notifications on page 163

Any task’ s Details page can also be reached from the Project Hierarchy page. See
Viewing Project Plan Hierarchy on page 170 for more detailed information.
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Viewing and Updating Multiple Tasks

Sometimes it might be necessary for a project plan participant to only update a
specific task detail, such asthe Task State Or % Complete. The My Tasks portlet
is perfectly suited to this need, and has the added advantage of being able to
show multiple tasks at once.

The fields collected by the portlet can be configured by project managers. See
Slecting Information to Track and Display on page 28 for detalils.

The My Tasks portlet displays information for multiple tasks. The maximum
number of tasks displayed can be specified by the user, as well as the portlet
title. Most fieldsin the My Tasks portlet are updateable by project plan
participants.

To update fieldsin the My Tasks portlet:
1. Make the update in the desired field.
2. Click save.

In order for updates to take effect, the participant must click Save. Only then will
Project Management take into account the updates that have been made.

To clear all changes and reset all fields to their previous values, click
Reset.

Wy Tasks E3
Preferences: Mo fiters applied

Filter Customer Pinput (PPM Solution 5 = Revisit Task-Strategic Partners = Fiter Customer Pinput)

Task State: In Frogress v Sched Start:  12/804 Sehed Finish: 1211304

‘5, Completer 5
Load Hew Strategy (PPM Solution 5 » Retune Marketing > Load New Strategy)

Task State: | InProgress | % Sched Start: 121804 Sched Finish: 12/14/04
*% Complete: 5

Lock € ition Phase (PPM Solution 5 - Revise Trend Estimate = Lock Competition Phase)

Task State: In Frogress Sched Start: 12/8104 Sched Finish: 12710104

‘% Complete: 12

Save Reset

Showing1to 3 of 3 Maximize:

Figure 5-14. My Tasks portlet

Getting to the My Tasks Portlet

The My Tasks portlet is defaulted to display on a project plan participant’s
home page. The home page can be reached at any time by selecting
Dashboard > My Pages > Front Page from the menu bar at |eft.
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Viewing and Adding Notes

Notes are available for viewing and editing in the Task Details page. See
Viewing and Updating Task Details on page 176 for information on the Task
Details page.

To create anew note:
1. Get to the Details page of the task to update.
2. Type the new note into the New Note text field.

3. Click save.

Viewing and Modifying References

Project Management features a number of methods for capturing additional
information, or references, related to your project plans. Tasks can include
references to other entities or points of information, allowing easy access and
visibility to data related to the current project plan. The following references
can be attached to atask:

e Requests
e Packages
e URLs

e Attachments (anything that can be placed on a server: PDF files, JPEG
images, Java .classfiles, and so forth)

e Tasks
e Other project plans
e Releases

References are attached from the Task Details page. References can be added
and modified using both the standard interface and the Workbench.
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Adding References to Tasks

Y ou can reference a Web accessible file or attach afile from your local
machine to the current task. Y ou can also reference an existing Mercury I T
Governance Center entity (request, package, project plan, or task).

To attach references to atask:
1. Open the Task Details page using one of the following methods:

e Search for and open the task directly using the Search > Tasks menu
option.

e Query and open an existing project plan using the Search > Projects
menu option. Locate the task within the project plan and open the Task
Details page.

2. Scroll down to the References section of the page.
3. Select areference type from the New Reference drop-down list.
4. Click Add.

A page corresponding to the selected reference type opens. Enter the
reference on this page. For certain reference types, you have the option of
searching for areference.

5. Attach the reference.

6. Click save on the Task Details page.

Attaching Existing Mercury IT Governance Center Entities

Y ou can attach an existing Mercury IT Governance Center entity (request,
package, project plan, or task) to a task.

To attach an existing Mercury IT Governance Center entity to atask:

1. Navigate to the Task Details page and scroll down to the References Section.
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=l References

Reference Additions
llew Reference: |LRL v Add

References to be added on Save:

Save Reset

2. Select <Entity> (Existing) (<Entity> can be Task, Project Plan, Request
(Existing), Request (New), Package (New), Or Package) to be added from the

New Reference drop-down list.

=l References

Reference Additions

llew Reference: | Package (Existing] ¥ Add
aftachmert
References to be |Package (Existing)
Package (New)

Froject
Reguest (Existing)

Save Reset

3. Click Add.

A page opens presenting search criteria for the request, package, release,
project plan, or task to be referenced.

4. Enter the appropriate information and click Search.

A page opens presenting search results.
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MERCURY

Add Reference: Request

‘Select which relationship the selected Requests will have to Task 230350:

(2 Related to this Task - (Informationsl) - Selected Request is refated to Task 30350

(O Successor - (Blocked) - Action not allowed on selected Request urtil Task 30350 closes

(O Predecessor - (Blocking) - Action net allowed on Task 30350 unti selected Request closes

OFF - (Finish Finish Pr - Task 30350 does not complete until selected Reguest closes
O Task Updated by Requsst - (Auto-Updating) - Task 30350 I automatically updated by selectsd Recusst

Request Search Results Shovwing 1to 6 of 6
Req=7¥ Request Type Description Status Assigned To Priority Created By
O 30391 PFM - Proposal [ John Smith
| 30380 PFM - Propo=al Mewy John Smith
O 30363 PFM - Project Aszign Project Manager Johin Smith
] sose2 PFM - Project Assign Project Manager Jdohn Smith
O 30332 PFM - Project Azsign Project Manager Johin Smith
il PFM - Project Assign Project Manager John Smith
Chack All Clear All Showing1to 6 of 6
Add Modify Search Cancel

5. Select the checkbox next to the entity or entities to be referenced.
To check all boxes, click Check All. To deselect all boxes, click Clear All.

6. Select arelationship for the referenced entities from the drop-down list at
the top of the page.

For acomplete list of al reference relationships, see Dependency
Relationships on page 113.

7. Click Add.

The referenced entities appear in the References to be added on Save list on
the Task Details page. The references have not been added yet.

8. Click save to add the references to the task.

Attaching New Requests

A new request can be created from the References section of the Task Details
page.

To create anew regquest from the references section of the Task Details page:
1. Select Request (New) from the New Reference drop-down list.

2. Click Add.
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The Create New Request page opens.

MERCURY

Create New Request

‘Request Type: 3

‘Relationship:

@ Related to this Task - CUnformational) - Selected Reguest is related to Task 30350

© Successor - (Blocked) - Action not allowed on selected Reguest until Task 30350 closes

(O Predecessor - (Blocking) - Action net allowed on Task 30350 unti selected Request closes

) FF Predecessar - (Finish Finish Predecessor) - Task 30350 does not complete until selected Request closes

O Task Updated by Requsst - (Auto-Updating) - Task 30350 is automatically updated by selectsd Regusst

Create Cancel

3. Choose the request type that you want to generate from the Request Type
drop-down list in the Create New Request section.

A description of each request type displays below thelist. To savetime, the
most recently created request types will befirst on thelist.

4. Select the relationship for the new request from the Relationship drop-down
list.

5. Click Create.

6. Enter theinformation related to your new request in the Create New Request
page.

Required fields are displayed in red. If you would like to make additional
comments on the request, enter them in the Notes field.

7. Save and submit the new request.

The referenced request appears in the References to be added on Save list on
the Task Details page. The reference has not been added yet.

8. Click save to add the reference to the task.

Attaching Files

To add afile as areference:

1. Navigate to the task’ s Details page and scroll down to the References
section.
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2. Select Attachment from the New Reference drop-down list.
3. Click Add.

The Add Document page opens.

MERCURY

Add Document

‘File:

[ | (Brawse...

Auther: [John Srith |

Deseription:

4. Select the desired file from your local machine and enter a description if
desired.

5. Click Add to add the sdlected attachment as a reference.

The referenced attachment appears in the References to be added on Save
list on the Task Details page. The reference has not been added yet.

6. Click save to add the attachment to the task.

Attaching URLs
To add aURL as areference:

1. Navigate to the Task Details page and scroll down to the References Section.
2. Select URL from the New Reference drop-down list.
3. Click Add.

The Reference URL page opens.
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MERCURY

Reference URL

4. Type the URL into the URL field and enter a description if desired.
5. Click Add to add the specified URL as a reference.

The referenced URL appears in the References to be added on Save list on
the Task Details page. The reference has not been added yet.

6. Click save to add the reference to the task.

Viewing and Editing References

Y ou can view the references that have been linked to atask. Thereferences are
listed in the References section of the Task Details page.

To view the references currently linked to the task:
1. Open the Task Details page.
2. Scroll down to the References section.

Expand and collapse sections by clicking the + and - icons to view
additional details.

3. Click on the name of the reference you want to view.
o |If thereferenceisa URL, it opensinside your Web browser.

o |If thereferenceisafile of any other kind, it is handled by your Web
browser in the usual fashion, either opening directly or asking to be
saved to your local machine.

e |If thereferenceisaproject plan, its Project Overview page opens,
displaying summary information related to that particular project plan.
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e |If the referenceis another Mercury IT Governance Center entity
(request, package, or task) it will open the entity’s Details page.

If you have licenses for Mercury Demand Management and Mercury Change
Management, you can click the request or package to access their detail pages. You
Note can then update those entities according to normal Mercury IT Governance Center

operation.

If you have permission to edit the task, you can modify the task’ sreferences. In
addition to adding new references, you can delete and change the relationships
of existing references. The following figureillustrates the functionality related
to references.

= References

Lists current

references- Req#  Assigned Description Request Status %  Relationship Relationship Details

User Type Complete
30214 hiltytoprint  Enhancement  Mew 0% Related 1o this Task + | Informationst Reguest
= from ... 30214 is related to
A Task 30350

Hew Reference: | Attachment R Add Highlighted kems are actively controling this Task

= Requests

Reference Additions

References to be added on Save:

Add new
references.
Save Reset
Select a new
Click Save to save A Relationship from
your changes. the drop-down list.

Figure 5-15. Task Detail page References section

Y ou can also view references related to your tasks and project plans using the
Project References section on the Project Overview page. Add the section to the
Project Overview page and then personalize it to show the references that are
relevant to your activities. The section can be personalized to display
references based on the following information: Reference types, relationship,
time period when they were added, and whether or not they are preventing
actions on tasks.
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Project References
Reference Detail Status % Complete  AssignedUser  Description Referenced By
1 CRM System Complete CRM System G... Pending.. 0% Bill Molan PPM Sol...
1 Energize Product ... Infrastructu... Reacly 0% Moe Gre... PPM Sol..
Reguest 30030 Enhancement My 0% MNeed ns FPM Sol

Showing 1o 3of3: Maximize

Figure 5-16. Project References section

Deleting References
If you have permission to edit the task, you can delete the task’ s references.
To delete atask reference:
1. Navigate to the Task Details page and scroll down to the References Section.
2. Click the X to the left of the reference.
A message will appear asking you to confirm the deletion.
3. Click Yes.

The reference is removed from the task.

= References

= Requests
Req#  Assigned Description Request Status % Relationship Relationship Details
User Type Complete
a0z214 bty toprint Enhancement  hlew % Retated 1o his Task +|  nformational Request
= from ... 30214 is related to
Task 30350
Reference Additions

Clle X to remove Hew Reference: | Attachment . Add Highlighted tems are actively contraling this Task
the reference. References to be added on Save:

Save Reset

Figure 5-17. Task Detail page References section
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Visihility Between Project Plans and Programs

Mercury Program Management provides away for managers to link multiple
project plans together as programs, and to submit and track requests against
them.

Organizations implement a Program Management Office in order to:
e Ensure alignment of IT projects with business objectives

e Eliminate duplicate and non-priority efforts

e Improve operational efficiency

e Leverageresources

e Ensure on-time and on-budget delivery

Programs can be tracked and analyzed with the same kind of familiar Cost
metrics as project plans.

For more detailed information on Mercury Program Management, see the
Mercury Program Management User’s Guide.

Running Reports

Y ou can run reports on your Project Management information from the
Reports menu group in the menu bar.
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MERCURY

Submit Report: Project Custom Detail Report

Submit Cancel

= Report Parameters Restore Default
Tomptes | & s LB
Template: = Fields: =
i I o R |-
Hame: H Fields: H
Sched

Sched Start
From: Date To:
Sched Sched

To:
From:

o ] |
By & Order By: =

Show

Master

Projects 2 Ves Omwe

only:
Show
Report @ves Ot
Parameters:

= Scheduling

() Run Report Immediately

e —

[] send emailto: ‘ | 2 when report is finished

# Advanced Notifications

Submit Cancel

Figure 5-18. Project Custom Detail report creation page

This example of areport creation page shows the required and optional fields
for the Project Custom Detail report. Each report type has its own set of
required and optional fields. The report creation page always displays a
different set of fields depending on which report type is selected. See the
Reports Guide and Reference for more information.
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Using Project Templates

In This Chapter:

e Overview of Using Project Templates
e Setting up a Project Template
» Adding Tasksto a Project Template
Creating Custom Fields for Project Templates
Configuring Tasksin a Project Template
Configuring Settings for a Project Template
Setting Ownership for a Project Template
e Creating a Project Template from an Existing Project Plan
= Project Plan to Project Template Conversion Details
e Creating a Master Project from a Project Template
e Creating a Subproject froma Template
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Overview of Using Project Templates

This chapter explains how to create and use project templates in Project
Management.

Setting up a Project Template

Project templates are used in Project Management to create repeatable
processes to be used as a model and basis for numerous master projects.
Templates can also be created and then imported as a subproject into a master
project.

Project templates speed up the process of setting up your project plans. A
repeated set of tasks are bundled into a template and dropped into any project
plan while preserving its notifications, project plan, and any custom fields the
template can have.

For example, acompany with several different software products might use the
same process for all development efforts. A project template could be used to
create the master project for each one, as opposed to creating them all
individually every time a project is planned. Information for each individual
project plan can then be modified by a particular project manager as needed.

Project templates consist of three parts:

® Project Plan
An ordered list of tasks. The sequence of tasksisidentical in form and
function to the Project Plan tab.

® Any custom fields created by the user
Configurable custom fields define and collect any necessary information
that is not already covered by standard task or project plan detail fields.

® Project Template settings
Settings for a project template work the same way as settings for a master
project.
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Project Template : Untitled2 M [=] E3
Template Mame: \TLP Repotting Process Enabled: © Yeg Mo
Template Owner:| 188 Department: | j
Description: \

Settings Edit Master Project Settings
Custom Fields Edit Custom Fields for Projecis created from this Template
Chnership Edit Ownership settings farthis Project Template.
“iew Projects that use this Project Template.

Marme Activity Sched Duration Sched Effort Predecessor
[days) (hours)

| 1
4+ ¥ Edit | =an
[Tack jM oK | gave | cancel |

[Reacy

Figure 6-1. Project Template window

Adding Tasks to a Project Template

The process of adding tasks to a project template isidentical to adding tasksin
the Project Plan tab. See Adding Tasks to the Project Plan Tab on page 50 for
details.

Project templates do not contain references, action items, or notes. Some fields
Note cannot be updated.

Creating Custom Fields for Project Templates

Project managers can create custom fields that collect information not covered
by project plan or task detail fields. Custom fields are unique to each template.

Defining Custom Fields for Project Templates
To add a custom field to a project template:

1. Log onto Mercury IT Governance Center and open the Workbench.
2. From the shortcut bar, select Project Management > Project Templates.

The Project Template Workbench opens.
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3. Open an existing template by searching for and double-clicking the

template, or create a new template by clicking New.
The Project Template window opens.
4. Click Custom Fields.

The Custom Fields for Project Template window opens.

£ Custom Fields for Project Template TLP Reporting Process

Figlds ] Laygutl
Prompt | TDk...| Enahled | Component Type “alidation Display COnly Transaction Hist. | Mote
< | =]
deal| =an]  Mew | | |
OK | | Cancel |
Ready

5. Click New.

The Field: New window opens.

£ Field: New

e

Figle! Prormpt: | Token: |
Description: |
Enabled: * Yes o
Validtion Component Type: 2|
ey
Mutti-Select Enabled: o

Adtributes ] Defaut I Dependencies 1 Secur'rty]

Section Mame : Paratneter Col: |PARAMETER1

Lo Lef Lo

Transaction History: © Yes % Mo Display Only: |Never
Notes History: © Yes % Mo Requirad: |Never
‘Workbench Only: © Yes % Mo

Copy Fram... oK | Cancel

I|Readv
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6. Enter the general field information which includes the following:

e Field Prompt
e Token
e Vadlidation

7. In the Attributes tab, enter information as described in Table 6-1.

Table 6-1. Field window Attributes tab fields

Field

Description

Parameter Col.

Used to determine the place in the internal database
column where the field value is stored. Fields in a project
template cannot use the same column number.

Transaction History

Controls the transaction auditing facility for this field. If set to
Yes, whenever this field changes in a project plan, the
change is logged in a transaction history table.

Display Only

Determines if the field is only displayed and cannot be
updated. To use the logic defined in the Dependencies tab,
select Use Dependency Rules.

Notes History

Turns notes auditing on or off for this field. If set to Yes,
whenever this field changes in a project plan, the change
will be logged in the notes.

Required

Determines if the user is required to specify a value for this
field. To use the logic defined in the Dependencies tab,
select Use Dependency Rules.

Workbench Only

Determines if the field is visible in the Workbench only and
not in the HTML interface.

8. Click the Default tab.

9. Enter information as described in Table 6-2.
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Table 6-2. Field window Defaults tab fields

Field

Description

Defines if the field will have a default value. Either defaults the field
Default Type | with a constant value by selecting Constant, or with a value from
another field by selecting Parameter.

If Default Type is set to Constant, enter the constant value in this
Visible Value | field. This value should be what the user would normally enter in
the field.

Depends On

If the Default Type is set to Parameter, select the token name of
that field. At runtime, any value that is entered or updated in the
source field will automatically be entered or updated in this
destination field.

10. Click the Dependencies tab.

11. Enter information as described in Table 6-3.

Table 6-3. Field window Dependencies tab fields

Field

Description

Clear When Changes

Indicates that the current field should be cleared when the
specified field changes (the field needs to be on the project
template).

Display Only When

Indicates that the current field should only be editable
when certain logical criteria are satisfied. This field
functions with two adjacent fields: a drop-down list
containing logical qualifiers and a text field. To use this
functionality, select Use Dependency Rules in the
Attributes tab.

Required When

Indicates that the current field should be required when
certain logical criteria are satisfied. This field functions with
two adjacent fields: a drop-down list containing logical
qualifiers and a text field. To use this functionality, select
Use Dependency Rules in the Attributes tab.

12. Click the Security tab to define the field security.

See Setting Visibility at the Field Level for details.
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13. Click Add to save the configuration for this custom field and create
additional custom fields, or click OK to save the configuration for this
custom field and close the Field: New window.

Setting Visibility at the Field Leve/

By default, all fields are set to be visible to all users and editable by all users.
Field visibility and editability can be controlled from the Field window’s
Security tab using the Edit Field Security window. To configure field visibility
from the Field window:

1. Open the desired project template.
2. Click custom Fields t0 open the Custom Fields for Project Template window.
3. Select the desired field and click Edit.

The Field window opens.

4. Click the Security tab.

£ Field: New

A

Field Prompt: ” Token: |

Description: |

Enabled:  Yes " Mo

Compotent Type:
valcation |

ey
Mutti-Select Enabled: =

Aﬂributes] Defaultl Dependencies  Security ]

Visible To: Al users

Editable By: |a)| users

Exciit

Copy From... OK | Cancel

I|Readv

5. Click Edit.

The Edit Field Security window opens.
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£ Edit Field Security: New

Set default security for this field
Hote: Security may till be affected by Status Dependencies, Field Level Dependencies, stc

This field is: ¥ Visible to all users

¥ Editable by all users

Securty Type

Security “igihle Editable

Cancel
Ready

6. Deselect the Visible to all users box to begin fine-tuning field properties.

7. Make a choice from the Select Users/Security Groups that can view this field
drop-down list.

Y ou can select a User, Security Group, Standard Token, Or User Defined
Token.

£ Edit Field Security: New

Set default security for this field.

Hote: Security may till be affected by Status Dependencies, Field Level Dependencies, stc
This fieledis: [~ visible to all users

™ Editable by all users

Select Users/Security Groups thet can This field iz vigible to these UsersiSecurity Groups:

wieww this field Security Type Security Wisible Ediitable
Security Group hd
User

Standard Token

User Defined Token
T FIOwITE ECmng Fiht:

o

Cancel
Ready

8. Once you have made your choice from the drop-down list, select the user,
security group, or token from the auto-complete list.

If you want to assign the selected user, security group, or token editing

rights as well as viewing rights to the field, select the Provide Editing Rights
checkbox.
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9.

Click the Add arrow button to add the selected user, security group, or
token to the This field is visible to these Users/Security Groups area.

£ Edit Field Security: New

Set default security for this field
Hote: Security may till be affected by Status Dependencies, Field Level Dependencies, stc

This fieldis: | Visible to all users

™ Editable by all users

Select Users/Security Groups thet can This field iz vigible to these UsersiSecurity Groups:
wiew this fieldt Securtty Type ‘ Securtty ‘ Wisible ‘ Ediitable |
- Security Group Mame__|ITG Program Ma...| ~ | ¥ |
Security Grou| i
ty P Security Group Mame_ |ITG PrajectMan. .. | v | [ |
Security Graup:
¥ Provide Editing Rights
s |

Cancel

Ready

10.

If you change your mind about granting the selected user, security group,
or token editing rights, you can deselect the box in the Editable column of
the This field is visible to these Users/Security Groups area. The field will then
be visible but not editable to the selected user, security group, or token. To
remove viewing rightsentirely, select the user, security group, or token and
click Remove.

When you are finished adding users, security groups, or tokens to the This
field is visible to these Users/Security Groups area, click OK to save changes
and return to the Security tab.

The Security tab is updated with the list of users, security groups, or tokens
with viewing or editing rights to the field.
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£ Field: New

lopomee [ toes]
Description: |
Enabled: * Yes o
Validtion Component Type: 2|
ey
Mutti-Select Enabled: o

Artributes] Defaultl Dependencies  Securty ]

Visible To: |TG Program Manager, ITG Project Manager

Editable By: | TG Program hanager, ITG Project Manager

Exciit

Copy Fram... 0k Add | Cancel
I|Readv

Modifying the Layout of Custom Fields

Y ou can modify the graphical representation and placement of the custom
fieldsin the project template. These changes are made in the Layout tab in the
Custom Fields for Project Template window.

£ Custom Fields for Project Template TLP Reporting Process

Fields Layout
Sections: Selected Section Layout:
+ Calumn 1 | Column 2 | Column 3 |
3 \ | |
New | | 4| ¥| 4| |wictn [| =] Height [ =]
QK | | Cancel |
[Ready

Figure 6-2. Custom Fields for Project Template Layout tab
Modifying Custom Field Widths
To change the column width of a project template’ s custom field:

1. Open the desired project template.
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Moving Fields

2. Click custom Fields t0 open the Custom Fields for Project Template window.
3. Click the Layout tab.
4. Select the custom field.

5. Select either the 1, 2, or 3 choice in the width drop-down list.

The Layout editor will not allow changes to be made if the change conflicts with
another field in the layout. For example, a field’s width cannot be changed from one
to two if another field exists in column two on the same row

For custom fields of component type Text Area, the number of linesthe text
areadisplays can be specified. Select thefield in the Layout tab and change
the valuein the Component Lines attribute. If the selected custom field is not
of the type Text Area, this attribute is blank and cannot be updated.

To move a custom field or set of custom fields:
1. Open the desired project template.
2. Click custom Fields t0 open the Custom Fields for Project Template window.
3. Click the Layout tab.
4. Select the custom field(s).

To select more than one custom field, press the Shift key while selecting
the last custom field in a set. Only a group of adjacent fields can be
selected.

5. Use the directional arrow buttons to move the custom fields to the desired
location.

Custom fields cannot be moved to an area where other fields already exist. The other
fields must be moved out of the way first.
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To add a section to a project template:

Adding Sections
1.
2.
3
4
5
6

Previewing Layouts

Open the desired project template.

Click Ccustom Fields to open the Custom Fields for Project Template Window.

. Click the Layout tab.

. Click New in the Sections frame.

The Input dialog opens.

. Enter a Section Name.

. Click oK.

The name of the new section appears in the Layout tab. When project
templates are used to create a master project, the sections with the
appropriate custom fields are displayed. To change a section name, click
on afield that resides in that section and click Rename to enter anew value
in the Input dialog. The change is reflected immediately.

Click Preview to view the layout. This opens a small window that shows the
fields asthey will appear.

Remember that:

If all of the custom fields have a width of one column, all displayed
columns will automatically span the entire available area when the
templateis displayed.

Any rows with no custom fields are ignored. They do not show up asa
blank line.

Any non-displayed custom fields do not affect the layout. The layout
engine considers them the same as blank fields.

Adding Fields to Existing Project Plans

Custom fields can be imported into an existing project plan at any time without
simultaneously importing the project template they come from. This allows
you to capture whatever information is needed without having to deal with a
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superfluous set of project plans or tasks. Custom fields appear in the Project or
Task Information window on their own tab.

For information on adding custom fields to existing project plans, see
Importing Custom Fields from a Project Template on page 48.

Configuring Tasks in a Project Template

Tasks and notifications in a project template can be configured the same way
asthey arein the Project Plan tab. See Editing Task | nformation on page 87 for

details.
Project templates do not contain references, action items, or notes. Some fields
Note cannot be updated.

Configuring Settings for a Project Template

Project templates contain settings identical to the settings for a master project.
The process of configuring these settingsis also identical. From the Project
Template window, you can access the Settings for Project Template window
where you can configure the following:

e Project fields
e Exception rules
e Indicators

e Scheduling

e Security

e Project teams

e Financial Management

Setting up a Project Template 203



Chapter 6: Using Project Templates

- Settings for Project Template TLP Reporting Process

Project Fields | Exception Ruleal Indmalmal thedulmgl Senumyl Project Team | Cost and Effort| Resource Maﬂagememﬂ
This tak configures the Project fields thet can be displayed in the "Plan® tab of the Project window, and also the Project and Task detail pages and
My Task portlet in the standard Mercury IT Governance interface. Changing the field configuration here does not change the display in the other
tabs of the Project Window: .
rPlanning Figlc rActivity Figld:
Manager Manager
Enahled Use Cnly  Figlds Enabled Use Only  Fields

r r Department v r % Complete

r r Description r r Actusl Duration

r r r r Artual Effort

r r Priority r r Actusl Finish Date

r r Project Task # r r Actusl Start Date

r r Resoures Group r r Confidence

r r Scheduled Effort r r Estimated Finish Date

r r kil r r Estimated Remaining Duration

r r Activity r r Estimated Remaining Etfort

r r r r

r r r r

r r r r

Cancel
Ready

See Setting Up a Master Project on page 26 for detailed instructions on
configuring the project template settings.

If a master project is created from a project template, that master project will have all
of the template’s settings.

However, if a project template is used to create a subproject inside a master project,
then that template’s settings will be overridden by the current master project’s
settings.

Setting Ownership for a Project Template

Different groups of users can have exclusive control over the project templates
used by their group. These groups are referred to as ownership groups.
Members of the ownership group are the only users who can edit, delete or
copy the project template. Each project template can be assigned multiple
ownership groups.

Ownership groups are defined in the Security Group window in the Workbench.

To set the ownership for a project template:

1. Open a project templ ate.
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Project Template : Untitled2 M [=] E3
Template Mame: \TLP Repotting Process Enabled: © Yeg Mo
Template Owner:| 188 Department: | j
Description: \

Settings Edit Master Project Settings
Custom Fields Edit Custom Fields for Projecis created from this Template
Chnership Edit Ownership settings farthis Project Template.
“iew Projects that use this Project Template.

Marme ‘ Activity Sched Duration Sched Effort Predecessor

Seq [ & ‘ [days) (hours)

1

4 | Bl
4+ ¥ Edit | =an
[Tack jM oK | gave | cancel |

[Reacy

2. Click ownership.

The Ownership window opens.

ive ahility to edit this Project Template to:
% Allusers with the Ecit Project Templates Access Grant

" only groups listed below that have the Edit Project Templates Access Grant

Security Grougp Drescription

s | _rero |

Ready

3. Select the Only groups listed below that have the Edit Project Templates Access
Grant option.

4. Click Add.

The Add Security Group window opens.

< Add Security Group

Security Group I EH

Ok A | Cancel |

[Ready
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5. Select a security group from the Security Group auto-complete list.

The name of the security group you selected is displayed in the Security
Group fidld.

6. Click OK to close the Add Security Group window.

< Ownership

ive ahility to edit this Project Template to:
7 Allusers with the Ecit Project Templates Access Grant

" only groups listed below that have the Edit Project Templates Access Grant

Security Grougp | Drescription |
ITG Project Manager |Provides access ta Projects, Praject Ternpl_ |

Add
oK Apply | Cancel

Ready

7. Click OK.

The security groups are added to the ownership group and the Ownership
window closes. Now only members of the security group(s) specified inthe
Ownership window can edit, delete, or copy this project template.

If no ownership groups are associated with the entity, the entity is considered global
and any user with the Edit access grant for the entity can edit, copy, or delete it.

Application administrators have the Ownership Override access grant and can
@: access configuration entities even if the application administrator is not a member of
one of the ownership groups and does not have the Edit access grant.

If a security group is disabled or loses the Edit access grant, that group will no longer
be included in the ownership group.

Creating a Project Template from an Existing Project Plan

Project managers can create a new project template from an existing project
plan. Project managers who want to convert their Microsoft Projects into
Project Management templates can first import their Microsoft Project into a
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Mercury IT Governance project plan and then convert it into a template. See
Integrating Project Management with Microsoft Project on page 215 for
detailed instructions on converting a Microsoft Project fileinto aMercury IT
Governance project plan.

To create a project template from an existing project plan:
1. Log onto Mercury IT Governance Center.
2. From the shortcut bar, select Project Management > Projects.
The Project Workbench opens.

3. Locate and open the project plan that you would like to convert to a project
template.

4. Select Project > Convert Project to Template from the menu.

The Convert Project to Template window opens.

In order to successfully convert a project plan to a template, you must be the only
user editing the project plan. If other users are editing the project plan, a message
Note will appear stating that the “Project is being edited by another user” and the

conversion stops.

£ Convert Project To Template

Project Marme: PPM Solution 5

Template Mame: | Template of PPM Solution &

Template Crwner: |j0hn5mith (&1

Description: |

Include
[ Project Setup

Custom Fields

Metifications

< < 7

Resource Groups

Convert | Cancel

Ready

5. Enter anew Template Name, Template Owner and Description for the new
project templ ate.

6. Select whether to include Project Setup, Custom Fields, Notifications and
Resource Groups by selecting the associated checkbox.
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See Project Plan to Project Template Conversion Detailsfor alist of items
copied from the project plan to the template.

7. Click Convert.

When the conversion is complete, a dialog window opens.

B Question

Would you like to edit Project Template
@ Template of PPM Solution 57

1w |

8. Click Yes to edit the new project template.

In the project plan to template conversion, not all project plan details are copied to
the new template. The project plan’s actuals information is discarded during the

@: conversion, such as the actual duration, efforts, start date and end date of the project
plan and tasks. The resource, task notes and all references in the project plan are
also discarded because the project template cannot represent these data.

Project Plan to Project Template Conversion Details

Table 6-4 describes the items that are copied or created in the project template
when converted from an existing project plan.

Table 6-4. Items copied or created during the project plan to project template conversion

Iltem in Project Template Description

The new Template Name Provided by the user.

Enabled Initially set to not enabled.

Template Owner Set to the username of the user performing the conversion.
Description Provided by the user.
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Table 6-4. Items copied or created during the project plan to project template conversion

Iltem in Project Template Description

Uses the standard default or copies the settings from the project plan,
depending on the choice the user makes. Project settings include all of
following:

e Project fields (Planning fields and activity fields)

Default Project Settings e Exception rules
e Indicators

e Scheduling settings

e Security settings

The user can select to copy custom fields and their layout. For custom
fields defined at the master project level, the field definitions are copied
into the new template. For custom fields defined at the subproject level,
only the references to the source project plans are copied.

Custom Fields and Layout

Notifications Optional setting in the Convert Project To Template window.

Project Hierarchy Copied based on the project plan.
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Table 6-4. Items copied or created during the project plan to project template conversion

Iltem in Project Template Description

e Project Name: copied

e Project Manager: set to blank

e Project State: clear to default value

e Department: copied

e Template: converted (blank for master projects)

e Project Path: converted

e Description: copied

e Priority: copied

e % Complete: setto 0

. e Confidence: set to blank

Project Info
e Predecessors: converted

e Start Date/Actual: set to blank

e Finish Date/Estimate: set to blank

e Finish Date/Actual: set to blank

e Duration/Scheduled: copied

e Duration/Est. Remaining: set to blank

e Duration/Actual: set to blank

e Effort/Scheduled: copied

o Effort/Est. Remaining: set to blank

o Effort/Actual: set to blank
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Table 6-4. Items copied or created during the project plan to project template conversion

Iltem in Project Template Description

e Task Name: copied

e Task Category: copied

e Task State: cleared to default value
e Department: copied

e Template: copied

e Project Path: converted

e Resource: set to blank

e Resource group: copied

e Description: copied

e Priority: copied

e % Complete: setto 0

Task Info e Confidence: set to blank

e Predecessors: converted

e Start Date/Actual: set to blank

e Date/Estimate: set to blank

e Finish Date/Actual: set to blank

e Duration/Scheduled: copied

e Duration/Est. Remaining: set to blank
e Duration/Actual: set to blank

e Effort/Scheduled: copied

o Effort/Est. Remaining: set to blank
o Effort/Actual: set to blank

e Scheduling Constraint: all constraints are removed

Task notes and all references are dropped, since the project template cannot
Note represent this data.
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Creating a Master Project from a Project Template

If acompany has a business process that is used repeatedly, it will be easier to
create and manage if it has its own template containing preconfigured settings.

To create anew master project from a project template:
1. Log onto Mercury IT Governance Center.
2. From the shortcut bar, select Project Management > Projects.
The Project Workbench opens.

3. Click New Project.

2 New Project

Master Project Mame |

Froject Manager: |.John Smith

2
Project Template: |
Praject Region |Enterprise

Project has capitalized cost? ¢ Yes = Mo

Ready

4. Enter amaster project name in the Master Project Name field.
5. Select the desired template from the Project Template auto-complete list.
6. Click OK.

A new master project is created, including the project plan, al of the fields
to be collected, indicators, exception rules, custom fields, notifications,
Financial Management and scheduling parameters defined in the project
template.

Creating a Subproject from a Template

Project templates can be used to add subprojects to a master project, adding
tasks in a predefined order and hierarchy. The new subprojects added will
include notifications, custom fields, and default values for Scheduled Effort
and Duration.
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To add a set of tasks to a project plan using a project template:
1. Open the Project window for the project plan that you would like to change.

2. Select Project Created from Template from the drop-down list.

Project : PPM Solution 5 1 [=] E3
Flan ] Cost }EVAnalysws] Baselines ] : Gartt chart. X | & | G| Display Options
seq I Marme State Predecessors Sched Durstio | | Dec 2004 |Jan
) (dhays) [ [12 [1g |ER oz
110 5 [=
2 |0 Revise Trend Estimate Active [——".
3 —Lock Competition Phase Ready = ohin Smith,Betty Naolan
4 |—Rotate Resource Frequency |Pending Predec... 3 elinda Molan
3 —Adjust Trade Harmonics Pending Predec.. |4 Brad Nolan
6 [0 ~Retune Marketing Active T
7 L oad Mew Strated Ready ohn Smith,Morton Greenbaum
8 —Focus Brand Matrix Pending Predec.. |7 oe Greenbaum
) - tlarket npellers Alighed Pending Predec... |5 12122104
10 | O ——Revisit Task Strategic Partiners __|Active o
1 [—Fiter Customer Pinput Ready im Wilcox John Smith
12 ' Goal Orientation Complete _|Pending Predec... 11 213/04
13 —Align Solution Goals Pending Fredec... [12 am Smith
14 | O o Broad Test Phass £otive 13 =
15 PSP System Test Pending Predec. Eﬁiﬂz%
16 —HLS System Test Pending Fredec... [15
17 4 Testing Complsts Pending Predec... [16
18 —Reduce External Factors Pending Predec.. |17
19 “#-hlarket Re-Entry Achieved Penuing Predec. |15
4 | 2L | :
4+ [ ¥ Edit o ai| = Refresh Schedule Project
Task | Add OK Save Cancel
Task }

Project Created From Template

Task Created From Request

3. Click Add.

The Add Project Template window opens.

< Add Project Template

Project Temmplate: || E

|Read\,r

4. Select a Project Template from the auto-complete list and click OK.

The selected template is added to the project plan as a collapsed subproject.
If the subproject is not in the place you want it to be, you can move it with
the arrows in the Project Plan tab (See Setting Up Project Hierarchy

on page 52 for more details).

5. Modify the information in any task inside the subproject by double-
clicking on it.
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The Task Information window for that task opens.
6. Edit the information.

7. Click OK to save the information and close the Task Information window, or
click save to save the changes without closing the window.
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Overview of Integrating Project Management with
Microsoft Project

This chapter explains how to integrate Project Management with Microsoft
Project. The Project Management—Microsoft Project interface allows project
managers to import project information from Microsoft Project to a new
Mercury I'T Governance project. Project information can a so be exported from
Project Management to Microsoft Project, creating a new project in Microsoft
Project. Projects that have been imported or exported can be synchronized.
Any information that is shared between projectsin both applicationsis updated
during synchronization.

The Project Management—Microsoft Project interface is only compatible with
Microsoft Project 98, 2000, and 2003, North American localization. It is not
compatible with earlier versions of Microsoft Project such as Project Central.

Synchronization Modes

By importing, exporting and synchronizing information between Project
Management and Microsoft Project, you have the advantage of using the “best
of both possible worlds.” Depending on your project management strategy,
you can use one application to perform all planning and tracking activities, and
then use the other for publishing project information to managers, participants
and stakeholders. See Project Management Strategies for more information
about different project management strategies.

The project manager can select from three synchronization modes for
importing/exporting information between Project Management and Microsoft
Project. Each mode offers a different strategy for communication between the
two applications and hasits own set of advantages.

Project Management controlled

The project manager initially creates a project in Project Management to
perform planning and tracking activities. These activities include defining the
project, scheduling tasks and tracking actuals. The first time the project is
synchronized, Project Management creates a new project file on the project
manager's desktop computer. For each subsequent synchronization, al of the
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information in the Microsoft Project file that is also contained in the Mercury
IT Governance project isreplaced with the current information in Project
Management. Other information in the Microsoft Project file (custom fields,
resource cost rates, and so forth) is not altered.

After exporting, the project manager can distribute the Microsoft Project file or
use it to run reports for managers and other peoplein the organization.

Microsoft Project controlled

The project manager creates a project in Microsoft Project to perform project
planning and tracking activities and then synchronizes it in the Workbench.
The synchronized Mercury IT Governance Project automatically rolls up into
the Mercury IT Governance Dashboard. Also, participants can create
references from tasks in the synchronized project to other Mercury I T
Governance Center information (requests and packages). These references can
provide information back to the project manager, or can automatically inform
external participants of project events they are monitoring.

For all subsequent synchronizations, information in Project Management is
updated with current information from Microsoft Project.

Project Management controls actuals

The project manager plans and schedul es the project in Microsoft Project while
using Project Management to track actuals. Participantsin the project directly
report actuals data using the Task Update portlet in the standard interface. Each
subsequent synchronization updates the Microsoft Project file with actuals data
from Project Management. The Mercury IT Governance Project is updated
with changes to the project structure or schedule in Microsoft Project.

See Synchronizing Microsoft Project and Project Management on page 234
for more information about synchronization.
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Project Management Strategies

The following scenarios demonstrate how project managers can use different
project management strategies offered by the Project Management—Mi crosoft
Project interface.

Overview of Converting a Microsoft Project File to an IT Governance

Project

A project manager who has previously used Microsoft Project but is adopting
Project Management can use the interface to convert a Microsoft Project file to
aMercury IT Governance Project. Conversion is a one-time action, but the
project manager might want to keep the Microsoft Project file and the Mercury
IT Governance Project synchronized after conversion.

To convert a Microsoft Project fileto aMercury IT Governance Project:
1. Save the Microsoft Project fileto alocal file on your computer.
2. Open the Workbench and start an import from the Project window.

3. Follow the instructions from the Import from Microsoft Project wizard. (See
Importing from Microsoft Project on page 228 for detailed instructions.)

a. Browse for the Microsoft Project file.

b. Enter additional information about the new Project in the wizard asyou
go through the steps of the import.

When the Import from Microsoft Project wizard completes the procedure, the
project manager can see the new project in Project Management and can
decide whether or not to save the project. The Microsoft Project file has been
updated with hyperlinks to the related pages in the standard interface. The
project manager can decide whether to save these changes also. Both projects
will have unsaved changes.

Initially, the project manager might want to keep the project under the control
of Microsoft Project, and periodically synchronize the Mercury IT Governance
Project with Microsoft Project information. (See Publishing a Microsoft
Project File through Project Management for more information about
synchronizing projects.) This allows the project manager to see how the project
is presented in Project Management. Later, when the project manager is more
comfortable with Project Management, the project manager can change to the
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Project Management controlled mode, and can decide to stop synchronizing
the project with Microsoft Project entirely.

Publishing a Mercury IT Governance Project through Microsoft Project

A project manager who uses Project Management to manage projects can use
the Project Management—Microsoft Project interface to publish the projects.
Publishing can ssimply mean distributing the Microsoft Project file to external
audiences (such asa PMO group). Publishing could a'so mean synchronizing
the Microsoft Project file with Project Management, and then running
Microsoft Project reports for distribution. The projects can be published on a
regular basis (weekly or quarterly) or at defined milestones (such as design
completion).

To publishaMercury IT Governance project through Microsoft Project:
1. Open the project to be exported in Workbench.

2. Export the project into a new Microsoft Project file. (See Exporting to
Microsoft Project from Project Management on page 224 for detailed
instructions.)

Since a project created in Project Management defaults to the
synchronization settings for Project Management controlled mode, the
project manager will probably not need to change any project settings.

3. In the new Microsoft Project file that created and that opens, save the
project and run reports as usual .

After thefirst export, you will synchronize the Mercury I'T Governance project
with the Microsoft Project file. Thiswill effectively overwrite shared
information, but will not affect additional information in the Microsoft Project
file that is added manually after the export has occurred (such as a baseline).

If you want to export a new project each time, the project manager can simply
rename the Microsoft Project file on the computer before clicking the Synch button,
which causes Project Management to export into a new file.
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Publishing a Microsoft Project File through Project Management

A project manager who uses Microsoft Project to manage projects can publish
those projects using Project Management. Publishing means loading the
project data into the Project Management repository, which has the following
benefits:

e The project status appears in the Mercury IT Governance Dashboard.
Project Management cal cul ates exceptions and stoplight status (red/yellow/
green) based on the project settings on the Mercury IT Governance project.

e Project participants and external audiences can see the project in various
interfaces such as the My Tasks portlet and the search screens. Although
these participants cannot use Project Management to update project status,
thisis an effective way to increase visibility of project information through
the standard interface.

e Project Management users can create references from other Mercury I T
Governance entities (such as requests and packages) to tasksin the
synchronized project. These references could be used to monitor the state
of aparticular task, and block progress on arequest or package until the
predecessor task is complete.

The project manager is likely to publish the project to Project Management on
aregular basis. The project manager's actions are identical to the scenario
described in the previous section, Publishing a Mercury IT Governance
Project through Microsoft Project, except that synchronization isleft in
Microsoft Project—controlled mode for all shared project data.

Using Project Management to Track Actuals in Microsoft Project

A project manager who uses Microsoft Project to plan and manage projects can
use Project Management to collect actuals from participants. In addition to the
benefits described previously in Publishing a Microsoft Project File through
Project Management, thisintegration shifts some of the effort of collecting and
entering actuals information from the project manager to the participants. The
project manager will need to synchronize the projects periodicaly, either to
publish are-planned project to Project Management or to collect new actuals
updates into Microsoft Project.

To use Project Management to track actuals from Microsoft Project:

1. Import the Microsoft Project file into Project Management.
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2. During the import, select the Project Management controls actuals
synchronization mode.

Initially, the Mercury IT Governance project isidentical to the Microsoft
Project file. After the import, participants or the project manager can enter
actuals information into Project Management.

3. The project manager synchronizes the two projects, and the Microsoft
Project file is updated with the new actualsin Project Management.

This causes some changes to schedule dates in the Microsoft Project file.
For example, an actual start date entered into Project Management will
overwrite a scheduled start date in Microsoft Project.

The Mercury IT Governance Project is updated to match the project structure
and schedule information of the modified Microsoft Project file. Both Projects
are shown to the project manager in their respective applications, and the
project manager can choose whether to save either or both projects. If
necessary, the project manager can adjust the Microsoft Project file. This can
mean shifting assignments, changing schedule dates (using the Microsoft
Project resource-leveling feature), or other changes. The project manager saves
the changed Microsoft Project file and synchronizes it with Project
Management a second time to publish these schedule changes to participants.

Requirements for the Project Management-Microsoft
Project Interface

The project manager configures the interface behavior and performs
synchronizations from the Workbench. The Project Management—Microsoft
Project interface is transparent from the Microsoft Project side, with the
exception of task hyperlinks added to Project Management Web pages.

Microsoft Project Requirements

The Microsoft Project requirements for the interface are:
e Microsoft Project must be installed on the desktop PC.

e The saved project file must either be on the local PC, or on a mapped
network drive.
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Access Grants

The project manager needs a Mercury Project Management license and the
appropriate access grants. The Project M anagement—M icrosoft Project
interface relies on two Project Management access grants. Edit Projects and
project manager.

The Edit Projects access grant allows auser to edit planning datafor aMercury
IT Governance project, but only if that user isidentified as one of the project
managers. (Each Mercury IT Governance project has a distinct list of one or
more project managers.)

The Project Manager access grant is a skeleton-key grant that allows the user
to edit planning datafor al Mercury IT Governance projects. Both grants
allow the user to create new projects.

In order to use the Project Management—Microsoft Project interface, a user
needs to have one of the following:

e Edit Projects access grant and the user must be a project manager for the
specific project

e Project Manager access grant

The Security model for the Project Management—Microsoft Project interface is as
follows:

e If the user is allowed to edit the planning data for the Project Management master
project, then that user can export or synchronize the project. Any user who can
create a Mercury IT Governance project in the Project Management application
can also create a Mercury IT Governance project by importing an Microsoft Project
file.

¢ The Project Manager access grant is an easy way to give global permissions to
the Program Management Office (PMO) staff.

Required Software

In order for the Workbench to communicate with the Microsoft Project
installation on the project manager’ s desktop computer, an additional file must
beinstalled.
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A Windows Dynamic Link Library (.dll) file must be installed on the project
manager’ s desktop computer. This.dll file needs to reside somewhere in the
path of the Windows operating system.

If using Internet Explorer, the process of installing the .dll file is automatic.

Exporting to Microsoft Project from Project Management

The following procedure describes how to export aMercury IT Governance
project to Microsoft Project. This creates a new project in Microsoft Project
using the exported project’ s information.

Before exporting or synchronization, the project manager can select a
synchronization mode from the MSP Synchronization tab in the Settings window or
accept the default, Project Management controlled. See Setting Up Microsoft
Project Integration on page 46 for more information about selecting a
synchronization mode in the Settings window.

1. Log onto Mercury IT Governance Center and open the Workbench.
2. From the shortcut bar, select Project Mgmt > Projects.

The Project Workbench opens.

Project Workbench 19 [=]
g Guery: |Nong -

o Project Manager: EH Project #: Suminary Condition:

2

S Project Mame: Department:

zg Project Template: Dezscriptian: |

Include Finished Projects: © Yes (5 Mo Project State: I Prograrm: I

Show only master projects? ¢ Yes (Mo

Scheduled Dat Actual Dat
Start Date From: I To I Start Date From: I To: I
Finizh Date Fram: I Tor I Finizh Date From: I To: I
Mewy Project | Itvport fram MSP | Max Rows |200 | | List |
heady
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3. Query for and open the project to be exported.

When the Project window opens, a menu option File > Export to Microsoft
Project is available if the project was not originally imported from
Microsoft Project or if it has never been exported to Microsoft Project. If
the project does not meet these criteria, then the option displays as Synch
with MSP.

4. Select the menu option File > Export to Microsoft Project.

The Export to Microsoft Project wizard opens.

£ Export to Microsoft® Project

Progress Indicator The exportwill create a new Microsoft Projectfile. Please select a file name and
location for this file:
Seiect Options

Select Destination File |C:\D0cuments and Settings\johnsmithiSoftware Release.mpp E
Canfirm Options

Perform Export
Export

Verify Process

Finish

| Mext = | Export Maow Cancel

The various steps of the export process are shown in the Progress Indicator
column on the left side of the wizard. The current step of the export process
alwaysdisplaysin bold. Each step hasits own interface that displayswithin
the Export to Microsoft Project wizard. After each step is completed, a check
mark appears by the name of the step. At this point, you should be at the
Select Destination File step of the process.

Y ou can click Next after completing each step of the wizard or click Export
Now.

e Click Next to go to the next interface for selecting options for the
export.

e Click Export Now at any step to bypass the remaining steps and begin
exporting the Mercury IT Governance project file. The wizard uses the
system default settings the first time you export a project. For each
subsequent export, the wizard uses the settings from the last time you
exported a Mercury IT Governance project.

Exporting to Microsoft Project from Project Management 225



Chapter 7: Integrating Project Management with Microsoft Project

5. Select adrive/directory as a destination for the new Microsoft Project file.

Either enter a new file name or select an existing file name for the
Microsoft Project file to be created during the export.

The path and name of the new Microsoft Project file appearsin the File
Chooser field.

. Click Next.

The Confirm Options interface displays in the Export to Microsoft Project
wizard. It displays the following information:

e The path and name of the Microsoft Project file to be created during the
export.

e The properties selected by the user on the MSP Synchronization tab of
the Project Settings window.

. If the options presented on this interface are not correct, click the Back

button, go to the appropriate step in the export process and change the
options. (Or close the wizard to access the Microsoft Synchronization
Project Settings. These are located on the MSP Synchronization tab of the
Project Settings window.)

If the options presented on this interface are correct, click Export Now.

The Microsoft Project file is created from the Mercury IT Governance
project and displays as an icon on the Windows taskbar. The Finish
interface displaysin the Export from Microsoft Project wizard. This interface
informs you whether or not the export was successful and if there are
warnings in the Synchronization report.

. To see the Synchronization report, click Show Synchronization Report.

The report displays in a separate browser window, as shown in the
following example.
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Mercury Project Management.
Microsoft® Project Synchronization Report

Synchrenization Settings

Run Date: Thu War 04 16:54:43 PST 2004

Project Name: Software Relsase

Last Update Date: 2004-03-04 16:49:18.0

Project Manager; John Smith

Microsoft Project File Location: D4

Microsoft Project File Name: Software Release. mpp

Synchronization control mode: Mercury Project Management controlled
Resource Identification: Mercury username

Synchronization Summary

Result Success

Links: Messages | Unsuccessful Resource Matches | Successful Resource Matches | Trace Log

Messages

Message Source Message Type Description

Unsuccessful Resource Matches

Successful Resource Matches

See Available Reports on page 249 for more information about the
Synchronization report.

9. (Optiona) Go to the Messages section of the report to see any warnings
created during the export process.

10. Click Finish to close the Export from Microsoft Project window.

To see the most recent Synchronization report after the export from Microsoft Project
@: window has been closed, select View > Latest Synchronization Report from the

Project menu.

11. Verify the project datain both Project Management and Microsoft Project
and either save or abandon the projects.

An example of a Microsoft Project file created by exporting a Mercury IT
Governance project is shown in the following figure.
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- & Microsoft Project

Fle Edit View Insert Format Tools Project Window Help

DEEESRY ke (g =snBcp vwve  -[gar eaR.

9 &+ = ghDW-|AHaI -8 -|B I U ”%gg 2l Tasks vv=|-;§h‘

[_ O]

My 2004 -
03 6|9 12115)18]2

Task Name Duration | March 2004
1 a7 o316 /192225 28]
mith

]

Agril 2004
113 (69 12151821 24 [27 |

Communications 5 days
Release 2 days
Announce 1 day

Gather reguirements 4 days
F Functional Designs 5 days
g Techical Designs 7 days
@ Code 33 days
@ First Round of testing 4 days
a Custamer Validation 6 days
g Second round of testing Jdays
@ Early acopters 0 days
@ Enter Production 5 days
e
-3
L3

Importing from Microsoft Project

The following procedure describes how to import a Microsoft Project file into
Project Management. This creates a new project in Project Management using
the imported project’ s information.

When you import a large Microsoft Project (or a large number of projects) into Project
Management, tables in the Mercury IT Governance Center database are updated to
handle this new configuration. Because of the scope of database changes, you
should re-run the database statistics on your Mercury IT Governance Center
database. Contact your application administrator for help with this procedure.

To import aMicrosoft Project file into Project Management:
1. Log onto Mercury IT Governance Center and open the Workbench.

2. From the shortcut bar, select Project Mgmt > Projects.
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The Project Workbench opens.

Project Workbench 1 [l
E‘ Query: |Maone >
=
o Project Manager: I & Project#: Surmnary Condition E
2
=S Project Marne: Departrnent: E
‘E Project Template: I Description: ‘
Include Finished Projects: © es (% Mo Project State: E Program E=

Show only master projects?  vYes Mo

Scheduled Date: Actual Date:
Start Date From: I Ta: I Start Date From: I To: I
Finish Date From I Ta: I Finish Date From: I Ta: I
Mewy Project | Import fram MSP | e Rowes | 200 | | Lizt |
heady

3. Click Import From MSP.

The Import from Microsoft Project Wizard opens.

£ Import from Microsoft® Project

Progress Indicator Please selectthe Microsoft Project file you would like to import:

Seiect Options

|C:lDDcuments and Settingsyohnsmith 1
Select Source File

Enter Project Details
Select Control Mode
Verify Resources
Confirm Options
FPerform import
Irport
Verify Process

Finish

| Mext = | Import Mow Cancel

The various steps of the import process are shown in the Progress Indicator
column on the | eft side of the wizard. The current step of the import
process always displays in bold. Each step hasits own interface that
displays within the Import from Microsoft Project wizard. After each step is
completed, a check mark appears by the name of the step. At this point, you
should be at the Select Source File step of the process.

Y ou can click Next after completing each step of the wizard or click Import
Now.
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e Click Next to go to the next interface for selecting options for the
import.

e Click Import Now at any step to bypass the remaining steps and begin
importing the Microsoft Project file. The wizard uses the default
settingsthefirst time you import a project. For each subsequent import,
the wizard uses the settings from the last time you imported a Microsoft
Project file.

. Select the appropriate drive/directory and choose the Microsoft Project file

to be imported.

The path and name of the Microsoft Project file to be imported appearsin
the File Chooser field.

. Click Next.

The Enter Project Details interface displays in the Import from Microsoft Project
wizard.

. Enter aunique Project Name for the new Mercury IT Governance project

in the Project Name field.

. Select a project manager (or managers) for the new Mercury IT

Governance project from the Project Manager auto-complete list.

. Click Next.

The Select Control Mode interface displays in the Import from Microsoft Project
wizard.

. Select the synchronization control mode for the new project by clicking the

appropriate radio button.

Clicking a control mode’ s radio button displays a description of the control
mode in the Description information box. See Synchronization Modes
on page 217 for more information about synchronization modes.
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10. Click Next.

The Verify Resources interface displaysif there are Microsoft Project
resources that could not be matched to Project Management users. The
unmatched resources shown in the wizard and their assignments will not be
imported. To display the unmatched resources in a browser window, click
Show Printable Version. An example of the Unsuccessful Resources Match
report is shown below.

Mercury Project Management.
Unsuccessful Resource Matches Report

Synchronization Settings

Run Date: Thu Mar 04 17:05:18 PST 2004

Project Manager: John Smith

Wlicrosoft Project File Location DY

kWlicrosoft Project File Mame: Software Release 5 mpp

Synchronization control mode: Mercury Project Management contrals actuals
Resource Identification: Marcury username

Unsuccessful Resource Matches

dpeterka
hford
bropemheim
qulrich
edlogic
Billywilliams
jlames

11. Click Next.
The Confirm Options interface displays the following information:

e The path and name of the Microsoft Project file to be imported.

e The Project Name and project manager of the new Mercury IT
Governance project.

e The synchronization control mode selected by the user.
e \Whether or not unmatched resources were found.

12. If the options presented on this interface are not correct, click the Back
button, go to the appropriate step in the import process and change the
options.
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If the options presented on this interface are correct, click Import Now.

The Microsoft Project file opens and isimported into Project M anagement.
A new Mercury IT Governance project is created.

The newly created Mercury IT Governance project opens. An example of
the Mercury IT Governance project created by importing the Microsoft
Project file Software Release 5.mpp is shown below. Notice that it has the
unique name Software_Release 5.

Project : Software_Release_5 I =] E3
Plan I Cost ] EVAnaIy’SiS] ] :;anﬂ Chart: % 9 g& Display Options
Seq 1 Dec 2004
09 [12
1
2 Estimate
5} etune arketing =
10 ews’rt Tash-Stretegic Partners  |Mew —
13 }—Amn Soltion Goals MlEwy @
14 road Test Phase TlEwy
18 Heduce External Factors Mew
13 “#tarket Re-Entry Achieved NEw
T | K v
4| ¥ |e|=| Edi deai| =al Refrash | Schedule Project|
rese ] oo ok | o |
f'5ave” Successful

13. To view the Synchronization report, click Show Synchronization Report.

The report displays in a separate browser window. See Available Reports
on page 249 for more information about the Synchronization report.
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Mercury Project Management.
Microsoft® Project Synchronization Report

Synchronization Settings

Run Date: Thu War 04 17:07:01 PST 2004

Project Mame: Software Release 5

Last Update Date: Thu Mar 04 17.07:01 PST 2004

Project Manager: John Smith

Microsoft Project File Location: D4

Microsoft Project File Name: Software Release 5 mpp

Synchronization control made: Mercury Project Management controls actuals
Resource Identification: hMercury username

Synchronization Summary

Result Success

Links: Messaqges | Unsuccessful Resource Matches | Successful Resource Matches | Trace Log

Messages

Message Source Wessage Type Description

Unsuccessful Resource Matches

dpeterka
hford
beopernheim
gulrich

14. Click Finish to close the Import from Microsoft Project window.

To see the most recent Synchronization report after the import from Microsoft Project
window has been closed, select View > Latest Synchronization Report from the
Project menu.

15. Verify the project datain both Project Management and Microsoft Project
and save the projects.

During the import process, Project Management adds a hyperlink from each
Microsoft Project task to the related page in the standard interface (such as a Task
Detail, Subproject Summary or Project Summary page). This hyperlink is placed in
the standard fields for task hyperlinks, and can overwrite existing hyperlinks.

Existing hyperlinks can be moved to a Microsoft Project custom field of the type
“Text.”
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Synchronizing Microsoft Project and Project Management

The following procedure describes how to synchronize projects in Project
Management and Microsoft Project. Any information that is shared between
them is updated during the synchronization.

Query

Fesults

Before exporting or synchronization, the project manager can select a
synchronization mode from the MSP Synchronization tab in the Settings window or
accept the default, Project Management controlled. See Setting Up Microsoft
Project Integration on page 46 for more information about selecting a
synchronization mode in the Settings window.

To synchronize projectsin Project Management and Microsoft Project:
1. Log onto Mercury IT Governance Center and open the Workbench.

2. From the shortcut bar, select Project Mgmt > Projects.

The Project Workbench opens.

Project Workbench 19 [=]

Guery: |Nong -
Project Manager: I—EH Project #: ’7 Suminary Condition:
Project Mame: Departmert:
Project Template: Dezscriptian: |
Include Finished Projects: © Yes (5 Mo Project State: Prograrm:

Show only master projects? ¢ Yes (Mo

Scheduled Dat Actual Dat

Start Date From: I To I Start Date From: I To: I
Finizh Date Fram: I Tor I Finizh Date From: I To: I
Mewy Project | Itvport fram MSP | Max Rows |200 | | List |

heady

. Query for and open the project to be exported.

When the Project window opens, a menu option File > Export to Microsoft
Project is available if the project was not originally imported from

Microsoft Project or if it has never been exported to Microsoft Project. If
the project does not meet these criteria, then the option displays as Synch

with MSP.

. Select Synch with MSP.

The Synchronize with Microsoft Project wizard opens.
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42 Synchronize with Microsoft® Project

- Please confirm the options you have selected:
Progress Indicator P i

Select Cptions Synehronize with Microsoft Project file:
DiASoftware Release S5.mpp

Confirm Options

Perform Synehronization The.followmg propetties are selected on the MSP Synchronization tab of the
Project Settings dialog

Synchronize Synchronization control mode: Mercury Project Management controls

§ actuals
Verify Process

Finish

= Bath MExD= Mgynchow || Cancel

The various steps of the synchronization process are shown in the Progress
Indicator column on the left side of the wizard. The current step of the
synchronization process always displaysin bold. Each step hasits own
interface that displays within the Synchronize with Microsoft Project wizard.
After each step is completed, a checkmark appears by the name of the step.

5. The Confirm Options interface displays the following information:

e The path and name of the Microsoft Project file that the current
Mercury IT Governance project will be synchronized with. Thiswill be
either afile that was originally imported from Microsoft Project or a
file that was exported to Microsoft Project from the current Mercury I T
Governance project.

e The properties selected by the user on the MSP Synchronization tab of
the Project Settings window.

6. If the options presented on this interface are not correct, click the Cancel
button and change the properties in the Settings window.

If the options presented on this interface are correct, click Synch Now.

The Mercury IT Governance project is synchronized with the Microsoft
Project file.

7. To see the synchronization report, click Show Synchronization Report.

See Available Reports on page 249 for more information about the
synchronization report.
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8. Click Finish to close the Synchronize with Microsoft Project window.

To see the most recent synchronization report after the Synchronize with Microsoft
Project window has been closed, select View > Latest Synchronization Report
from the Project menu.

9. Verify the project datain both Project Management and Microsoft Project
and either save the projects or close them without saving.

Synchronization of Resources

In Project planning, the concept of “resources’ can have multiple definitions.
A resource can be ateam member, time on a mainframe computer, or
construction materials. A resource in Project Management is a Project
Management user or group of users capable of performing tasks. Resources are
chosen from the project team specified by aproject manager. Microsoft Project
supports tracking and costing of both human and material resources. Project
Management supports only human resources.

A project can also contain resources that have not been assigned. In Microsoft
Project, unassigned resources appear in some resource-centric project views
but have little functional significance. In Project Management, unassigned
resources are Project Management users listed in the project team who have no
task assignments. During synchronization, all assigned human resources are
synchronized. Unassigned human resources and unassigned material resources
are not synchronized.
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Resource synchronization is based on either of two factors:

¢ A match between the Microsoft Project resource name and Project Management
username.

e A match between the Microsoft Project resource name and the concatenation of
Project Management user’s first name and last name (or last name and first
name).

This match is not case-sensitive. In Microsoft Project, it is possible to have two
resources with the same name that vary only by which letters are uppercase or
lowercase. The synchronization mapping logic first checks for a match with the same
upper/lower case. If no match with exact case is found, the first case-insensitive
match is used.

In Project Management, the synchronization does not guarantee that all assigned
resources are part of the project team. If the project team needs to be maintained,
then this must be done manually.

After synchronization, there will be a Microsoft Project resource matching
every Project Management resource. If a Project Management resource is
missing from the Microsoft Project file, a matching resource will be created.
Each Mercury IT Governance project has a configuration setting (in the MSP
Synchronization tab of the Settings window) specifying whether Microsoft
Project resources created during synchronization are labeled with the Project
Management username or the Project Management first/last name. The default
value is by Project Management username.

Because the two applications define resources differently, not every Microsoft
Resource will be defined in Project Management. After synchronization, there
can be some Microsoft Project resources with no matching Project
Management resource, because new Project Management resources (which are
always users) are not automatically created. These unmatched Microsoft
Project resources are listed in the Microsoft Project Synchronization report.
See Available Reports on page 249 for more information on reports.

When the Import from Microsoft Project wizard detects unmatched resources, the
wizard displays alist of these resources (in the Verify Resources step of the
process) and offers the option of opening a printable version of thislistin a
browser window. Thisisin addition to listing the unmatched resourcesin the
Microsoft Project Synchronization report. The project manager can cancel the
import at this point, create the missing users (or have the application
administrator create the users) and run the import again.
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Impact of Microsoft Project Rules on Fields

Microsoft Project contains a number of internal rules that determine the way
field values are calculated in planning and actualsfields. These rules affect the
synchronization process between Microsoft Project and Project M anagement
because cal culations that work in one application do not necessarily carry over
to the other application.

For example, reporting actuals in Microsoft Project is complicated dueto its
task reconciliation rules. Entering values into several actualsfields triggers
automatic revisions of other planning and actualsfields. If you enter more than
two or three actuals values, later entries start revising earlier entriesin the
Project.

Another difference is the method of defaulting logic between Project
Management and Microsoft Project. An exampleis the calculation of actual
start date. Microsoft Project assumes that the task starts on the scheduled start
date, unless the project manager specifically enters other data. Thisis because
actuals are usually entered after-the-fact by the project manager. Project
Management assumes that work starts when the participant changes the task
state from Ready tO In Progress. Project Management assumes that actuals are
reported near real-time.

The most common Microsoft Project rules for planning and actuals fields are
listed below.

Panning Fields

e Start + Duration = Finish

e Effort = Duration * (sum of resources* units)
Actuals Fields

e Start = Actual Start (if known)

e Finish = Actual Finish (if known)

e Duration = Actual Duration + Remaining Duration

® % Complete = Actual Duration / Duration

® Remaining Duration is zero when task is 100% Complete

e Effort = Actual Effort + Remaining Effort
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Solutions for Project Managers

In order to give consistent behavior during synchronization, Mercury 1T
Governance project managers must:

e Synchronize only those actuals fields (such as % Complete, Actual Start and
Actual Finish) that are enabled. See Enabling/Disabling Fields for more
information about enabling fields.

e Synchronize these fields according to their defined priority order. See
Priority Order for more information about the field priority order.

The Project Management—Microsoft Project interface ignores Project
Management default values that are not enabled.

Enabling/Disabling Fields
To enable or disable actuals fields:

1. In the Project Workbench, search for and open the project to be exported,
imported or synchronized.

2. From the menu at the top of the Workbench, select Project > Settings.

The Settings window opens.

< Settings for PPM Solution 5 3
Froject Team I MSP Synchranization 1 Cost and Effart 1 Resource Management I Baselines
Project Fields I Exception Rules ] Indicatars I Scheduling I Security
This tab configures the Project fields that can be displayed in the "Flan® tak of the Project window, and also the Projsct and Task detail pages and
Wy Task portiet in the standard Mercury T Governance interface. Changing the fisld configuration here does not charnge the display in the other
tabs of the Praject Window
rPlanning Fielc [Activity Fielet
Maragsr Marager
Enafled UseOnly  Fields Enabled  UseOnly  Fields

r r Department 2 r % Complete

r r Description r r Actual Durstion

r r r r Actual Effort

r r Priority r r Actusl Finish Dats

r r ProjectTask # r r Actusl Start Date

r r Resource Group r r Confidence

r r Scheduled Etfort r r Estimated Finish Date

r r Skill r r Estimated Remaining Duration

r r Activity r r Estimated Remaining Effort

r r r r

r r r r

r r r r

Cancel

Ready

3. Click the Project Fields tab.
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4. In the Activity Fields pane:

e Enable afield by selecting the appropriate checkbox in the Enabled
column.

e Disable afield by deselecting the appropriate checkbox in the Enabled
column.

5. Click OK.

Priority Order
The following list of actual fieldsis ordered from the highest priority to the
lowest priority for the purpose of synchronization.
e 9% Complete
e Actua Start
e Actual Finish
e Actua Duration
e Actual Effort
e Estimated Finish Date
e Remaining Duration
e Remaining Effort
The priority order isthe same for all projects. ‘% Complete’ isranked highest
because it is used prominently in the Dashboards and reports of both
applications. Thereafter, fields that display actual measures take precedence
over estimates, and dates take precedence over durations. Fields with the
highest priorities should be enabled in a project more often than those fields
with lower priorities.

Setting Up Projects
When setting up Mercury IT Governance projects for synchronization, project
managers should:
e Enable asfew fields as necessary that will accurately give visibility to the

results of a synchronization, export or import.
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e Not enable potentially conflicting sets of fields. (See the next section,
Avoiding Potential Conflicts When Setting Up Your IT Governance
Project, for potential conflicts.)

Avoiding Potential Conflicts When Setting Up Vour IT Governance Project
The following guidelines describe strategies for avoiding potential conflicts.

e Enable only two of the three calendar actuals (Start, Finish and Duration) for
aMercury IT Governance project.

e Enable only two of the three calendar estimates (% Complete, Estimated
Finish and Remaining Duration) for a Mercury IT Governance project.

e If Actual Duration is enabled, then enable either % Complete Or Remaining
Duration.

e Do not enable all three duration actuals (% Complete, Duration and
Remaining Duration) for aMercury IT Governance project.

See Troubleshooting on page 253 for more information about unsupported
fields and features in the Project Management—Microsoft Project interface.

Conditional Editing Allowed In Project Management

Depending on the synchronization mode that has been selected for a project,
the project structure and task information will be controlled by either Project
Management or Microsoft Project. Depending on the synchronization control
mode selected for the project, some editing features in Project Management
will be disabled. Information controlled by Microsoft Project cannot be edited
in Project Management.

Summaries of the conditional editing restrictions for each synchronization
mode are listed in Conditional Editing Summary Table.

Editing Project Management Controlled Projects

When Project Management controls the project, the user is allowed to edit all
information in Project Management. This includes changing the task structure,
adding or deleting new subprojects and tasks, and editing task scheduling and
actual fields.
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Editing Microsoft Project Controlled Projects

When Microsoft Project controls all the project planning and tracking
activities, the comparable editing functionsin Project Management are
disabled. The datathat is distinct to Project Management and not shared with
Microsoft Project can still be edited. Thisincludes user data, custom project
fields, and task references.

Workbench Interface

In the Workbench, subprojects and tasks can be edited in the Project Plan tab,
the Subproject Detail window, and the Task Detail window (when it isopened in
the Project window or the Task Workbench). All the shared fields are disabled
in these windows.

Any function that could change the project and task structureis disabled. This
includes the following components:

e Add Task button
e Delete button
e Indent/Outdent buttons

e Move up/Move down buttons

Since scheduling can change dates and durations, the Schedule Project button
isdisabled. The state of the Mercury IT Governance Project cannot be changed
in this synchronization mode; therefore the Change State is also disabled. The
key shortcuts for these buttons are disabled as well.

Standard Interface

In the standard Project Management interface, the My Tasks portlet and the
Task Detail page will not allow users to enter task actuals. The My Tasks
portlets and the Task Search page still return the current incomplete tasks
assigned to auser regardless of the control mode. This provides visibility to the
project’s participants. The actuals collected in Microsoft Project are visible
through the My Tasks portlet.

Roll-up calculations are disabled through Project Management, whether
triggered by actions in the Workbench, the standard interface, or any other
method.
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Project Management Controls Actuals

The Project Management controls actuals mode is more complex than the other
two modes when disabling fields. This mode allows users to change the actual
fields while keeping the planning fields unchanged.

In the Project Plan tab, Project Detail window, and Task Detail window, only
actual fields are editable. The planning fields are disabled. In the Project Detail
window, planning fields in the subproject/task table are also not editable.

Similar to the Microsoft Project control mode, any function that could change
the project and task structure isdisabled. Thisincludes the following
components:

e Add Task button

e Delete button

e Indent/Outdent buttons

e Move up/Move down buttons

Some roll-up operations are disabled. Roll-up of actuals fields still occurs, but
schedule fields will not roll-up. The imported values from Microsoft Project
areretained.

The functionality allowed in the Shared control mode is very similar to the
functionality alowed to a user who has been given only the Update Tasks
access grant.

Conditional Editing Summary Table

Table 7-1 summarizesthe allowed or restricted conditional editing in Project
Management for each of the three synchronization modes.

Table 7-1. Conditional editing allowed in Project Management

Fields in Project Project MSP controlled | Project Management
Management Management controls actuals
controlled
Structure fields Yes No No
Planning fields Yes No No
Actual fields Yes No Yes
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Table 7-1. Conditional editing allowed in Project Management [continued]

Fields in Project
Management

Project
Management
controlled

MSP controlled

Project Management
controls actuals

Structure fields Yes No No
Planning fields Yes No No
Actual fields Yes No Yes
Other non-shared fields Yes Yes Yes

Structure fields Yes No No
Planning fields Yes No No
Actual fields Yes No Yes
Other non-shared fields Yes Yes Yes

Schedule fields

Yes

No

Add/Delete Task button Yes No No
Indent/Outdent Task button Yes No No
Move up/Move down Task button | Yes No No
Schedule Project button Yes No No
Change State button Yes No No

No

Actuals fields

Actuals fields

Actuals fields

Yes

Yes

Yes

No

No

No

Yes

Yes

Yes
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Summary of Synchronization Behavior

The following sections describe the behavior of a Mercury IT Governance
project after a successful export to Microsoft Project.

The task structure and task names for the project in Project Management and
the project in Microsoft Project will be identical. There will be a 1-to-1
relationship between tasks, and tasks will appear in the same sequence in both
projects. The exception to this rule isthat the Microsoft Project file might not
have a master project row. The synchronization will not create a master project
row.

The resources assigned to each task will be identical. The predecessors and
constraints will be identical, for the types of predecessors and constraints
supported by Project Management.

If Project Management is collecting actual start and finish dates, then these
dates will be exported to Microsoft Project. Actual dates take precedence over
Project Management scheduled dates. Time information will also be
synchronized.

If Project Management is collecting “ estimated actuals’ then this information
will be exported to Microsoft Project. Estimated actuals fields deal with
estimated time to completion and estimated time of completion. Examples are
the % Complete, Estimated Finish Date and Remaining Effort fields. These
estimates can cause Microsoft Project to revise the task duration or schedule
dates.

Scheduled start and finish dates for tasks without actuals will be identical in
Project Management and Microsoft Project. Roll-up dates are automatically
calculated in Microsoft Project, and can not be identical to those in Project
Management. Time information will also be synchronized.

If Project Management is tracking task effort, then thiswill be exported to
Microsoft Project. Microsoft Project will infer resource assignment units based
on the task duration, effort and number of resources. Roll-up effort is
calculated by Microsoft Project, but will be identical.

Duration is calculated by Microsoft Project based both on the start and finish
dates and the resource calendars in Microsoft Project. Task durations and
roll-up durations will sometimes differ slightly between the two applications.

Regional calendar settings applied to the Microsoft Project standard calendar
include:

e Number of hours/day
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e Working days for each week

e Regiona calendar exceptions

Integration with Other Mercury IT Governance Center

Products

Tasksin Mercury IT Governance projects can include additional references to
other Mercury IT Governance entities (such as requests and packages) or
points of information, allowing easy access and visibility to datarelated to the
current task. Summary information for referencesis viewed as part of the task.
(See Attaching References to Tasks on page 100 for more information about
attaching references to tasks.)

Limitations on References

The Project Management—Microsoft Project interface supports most of the
task-related reference types.

Creating New Tasks while Adding a Reference

Normally, when a user adds areference to a Mercury IT Governance project,
that user can either attach the reference to an existing task, or the user might
create anew task. (The user must also have the right security permissionsto do
s0.) However, in the two synchronization modes where Microsoft Project
controls the task structure, thisis not allowed. References to existing tasks can
still be created.

Task Updated hy Request/Request Updates Task

A reference can be configured so that the % Complete of the request updates
the % Complete of the referenced task. In the synchronization mode where
Microsoft Project controls the entire project, areference of this type cannot be
created.

Task-Successor References

References can also be created where a request is the predecessor of atask.
This can be either afinish-to-start predecessor or afinish-to-finish predecessor.
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In the first case, the task could not start (or could not progressiif already
started) until the request predecessor is completed. In the second case, this
means that the task could be 100% complete but cannot reach the “ Completed”
state until the request predecessor is completed. Both types of references are
allowed, but are not visible in the synchronized Microsoft Project file.

Allowed Types of References During a Synchronization

The reference types that are alowed during a synchronization are described
below, along with their limitations.

Microsoft Project control mode

All types of references are allowed in this mode except for Task Updated by
Request/Request Updates Task.

If atask that has areference is marked as 100% complete but the request
predecessor is not complete, the potential problem will be flagged asawarning
in the Microsoft Project Synchronization report.

Dependent references will not stop Project Management actuals from being
updated by synchronization.

References cannot be created during synchronization.

Shared control mode
All types of references are allowed in this mode.

When atask is 100% complete in Project Management but is pending a finish-
finish predecessor, it will be synchronized out to Microsoft Project as only
99% complete. This ensures that any milestone successors of the task will not
incorrectly be shown as complete. This correction will be noted as an
informational message in the Microsoft Project Synchronization report.

References cannot be created during synchronization.

References Summary Table

Table 7-2 lists the allowed references during synchronization for each control
mode.
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Table 7-2. Allowed references during synchronization

Request Updates Task

Type of Reference Project Project MSP controlled
Management Management
controlled controls actuals
Informational Yes Yes Yes
Task is the predecessor of a Yes Yes Yes
Request or Package
Task is the finish-to-start
successor of a Request or Yes Yes
Package Yes, but not enforced in
: Microsoft Project.

Task is the finish-to-finish :f;ett’ltr‘:]éss Detected during
successor of a Request or Yes . synchronization.
Package synchronized as

9 99% complete
Task Updated by Request/ Yes Yes No
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Available Reports

Project Management features three reports that contain information about the
Project Management—Microsoft Project interface:

e Microsoft Project Synchronization Report
e Unsuccessful Resource Matches Report
e Project Detail Report

Only the Project Detail report is available from the Project Management Report
Submission Workbench interface. The other two reports are created
automatically during an import, export or synchronization.

Microsoft Project Synchronization Report

The Microsoft Project Synchronization report is created during an import,
export or synchronization. The report displays in a separate browser window
when requested by the user.

Mercury Project Management.
Microsoft® Project Synchronization Report

Synchrenization Settings

Run Date: Thu War 04 16:54:43 PST 2004

Project Name: Software Relsase

Last Update Date: 2004-03-04 16:49:18.0

Project Manager; John Smith

Microsoft Project File Location: D4

Microsoft Project File Name: Software Release. mpp

Synchronization control mode: Mercury Project Management controlled
Resource Identification: Mercury username

Synchronization Summary

Result Success

Links: Messages | Unsuccessful Resource Matches | Successful Resource Matches | Trace Log

Messages

Message Source Message Type Description

Unsuccessful Resource Matches

Successful Resource Matches

Figure 7-1. Microsoft Project Synchronization report
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Table 7-3. Microsoft Project Synchronization report parameters

Sections/Fields Description
Run Date The date and time the report was run.
Project Name The name of the Project.

The date and time the Project was last

Last Update Date updated.

The name of the project manager who

Project Manager performed the synchronization.

The drive and path of the Microsoft Project

Microsoft Project File Location file

Microsoft Project File Name The name of the Microsoft Project file.

The synchronization behavior selected by

Synchronization control mode .
the project manager.

The type of name (either full name or
Resource Identification username) given to new resources created
during synchronization.

Whether the synchronization was successful

Result
or unsuccessful.
Information, warning or error about the
export, import or synchronization process.
Messages P P y P

Messages include a Message Source,
Message Type, and Description.

Resources that were unsuccessfully
Unsuccessful Resource Matches matched during export, import, or
synchronization.

Resources that were successfully matched

Successful Resource Matches . : o
during export, import, or synchronization.

A log of successful/unsuccessful processes
Trace Log that occurred during the export, import, or
synchronization.
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Unsuccessful Resource Matches Report

The Unsuccessful Resource Matches report is created during an import, export
or synchronization. It lists any resources that were not successfully matched
between the Project Management and Microsoft Project files. The report
displaysin a separate browser window when requested by the user.

Mercury Project Management.
Unsuccessful Resource Matches Report

Synchronization Settings

Run Date: Thu Mar 04 17:05:18 PST 2004

Project Manager: John Smith

Wlicrosoft Project File Location DY

kWlicrosoft Project File Mame: Software Release 5 mpp

Synchronization control mode: Mercury Project Management contrals actuals
Resource Identification: Marcury username

Unsuccessful Resource Matches

dpeterka
hford
bropemheim
qulrich
edlogic
Billywilliams
jlames

Figure 7-2. Unsuccessful Resource Matches report

Table 7-4. Unsuccessful Resource Matches report parameters

Sections/Fields Description
Run Date The date and time the report was run.

The name of the project manager who

Project Manager performed the synchronization.

The drive and path of the Microsoft Project

Microsoft Project File Location file

Microsoft Project File Name The name of the Microsoft Project file.

The synchronization behavior selected by

Synchronization control mode .
the project manager.
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Table 7-4. Unsuccessful Resource Matches report parameters [continued]

Sections/Fields Description

The type of name (either full name or
Resource Identification username) given to new resources created
during synchronization.

Resources that were unsuccessfully
Unsuccessful Resource Matches matched during export, import, or
synchronization.

Project Detail Report

This report lets you query projects by their header fields. Y ou can specify
whether to include the following aspects of the Project:

e Custom fields

e Status

e Notes

e Activities

e Packages

e Requests

e References

e Transaction history

The Show Project Settings radio button must be set to Yes to display
synchronization-related information.

The Project Detail report parameters are shown in Figure 7-3.
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MERCURY
Submit Report: Project Detail Report
Submit Cancel

= Report Parameters Restore Default
L= w1
Hame: El 8l
S | - Concitione ||
State: = Condition: E
Template: = Department: El
Seched

Sched Start

From: Date To:
Sehed Sohed

e To:
From: :
Show Show
Action @ves Ono References: 2 ¥es Ohio
tems: :
Show Show
Usor bata: @es Onio Eltf‘tl;"‘ @ves Ono
Shew Show
Hotes: @ves Oho Project Oves @ho

* History:

Show
Project Oves OHo
Settings:
Show
onl
Ma'g,e, @ves Ono
Projects:

= Scheduling

(® Run Report Immediately

(I [
[] Send emailto: | | "2 when report is finished
# Advanced Notifications
Submit Cancel

Figure 7-3. Project Detail report

Troubleshooting

Microsoft Project supports many features that are not duplicated in Project
Management. Some of these unsupported features relate to information that
Project Management does not track or support, such as cost calculation,
baseline tracking and earned-value calculations. When a Microsoft Project file
isimported into Project Management, thisinformation is not represented.
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Information of these typesis not affected by the interface. Importing the
Microsoft Project file into Project Management does not remove this datafrom
Microsoft Project. Exporting from Project Management does not create or
default this data

Other Microsoft Project features deal with the scheduling and tracking
information that is synchronized between the two applications. In these cases,
the interface converts the Microsoft Project datainto information that Project
Management can represent. The interface attempts to maintain the intent of the
original Project Plan as closely as possible.

Resource Calendars

Units

The project regional calendar is exported to Microsoft Project in Project
Management controlled mode. However, resource calendars are not
synchronized between the two applications. Since both duration and effort are
afunction of both start/finish dates and resource calendars, the duration and
effort valuesin Project Management and Microsoft Project might not match.

Units are also referred to as resource load percentages. In Microsoft Project,
each resource can be assigned to a task with a different load percentage (from
zero percent to one hundred percent.) For example, the same resource could be
assigned to two different tasks and have aresource load percentage of fifty
percent for each one.

Since Project Management does not track assignment units, the load
percentage of any resource imported into Project Management will not be
recognized.

Advanced Predecessors

Microsoft Project has several advanced predecessor types not available in
Project Management: start-to-start (SS), start-to-finish (SF) and finish-to-finish
(FF).

Project Management cannot represent these advanced predecessors, but it will
represent the scheduled start and finish dates resulting from them. During
synchronization, these types of predecessors will be omitted from the Mercury
IT Governance Project Plan. This can cause successor tasks in Project
Management to incorrectly appear in a“Ready” state.
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To convert a project from Microsoft Project to Project Management, a project
manager needs to replace unsupported predecessor types with a supported
aternative - a constraint, for instance.

Advanced Constraints

Microsoft Project supports severa advanced constraint types not available in
Project Management: aslate as possible (ALAP), must finish on (MFO), finish
no earlier than (FNE), and task deadlines.

Project Management cannot represent these advanced constraints, but it will
represent the scheduled start and finish dates resulting from them. During
synchronization, these types of constraints are omitted from the Mercury 1T
Governance Project Plan.

Calculation of Roll-up Values

Microsoft Project allows you to choose between ‘automatic’ and ‘ manual’
scheduling modes. The default mode is*‘automatic,” and many users can not be
aware another mode is available. When Microsoft Project isin manual
scheduling mode, the F9 button must be pressed to recal cul ate task grouping
roll-up values and reschedul e tasks.

Microsoft Project’s Manual Scheduling Mode

If your Microsoft Project fileisin manual scheduling mode and you did not
select thisoption, it could be because:

e You created this project by exporting aMercury IT Governance project
from Project Management. The Export to Microsoft Project wizard turns off
automatic scheduling mode in order to have the task dates in Microsoft
Project match those in Project Management.

e You opened aproject that was in manual mode and then created the new
Microsoft Project file. This caused the new project to inherit the manual
mode setting as a default.

Scheduling Your Project in Microsoft Project

The synchronization process can sometimes stop in mid-operation because
Microsoft Project displays awarning dialog. Microsoft Project is not
completely consistent about when it will respond to a COM call with awarning
dialog, so this cannot always be avoided.
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When the synchronization process stops and the warning dialog appears, the
Microsoft Project button in the Windows task bar flashes as asignal that the
application needs attention. To continue the synchronization process, go to the
Microsoft Project file and dismiss the warning dialog.

The best way to prevent the warning dialog from appearing during
synchronization is to resolve all planning problemsin Microsoft Project (such
as violated constraints) prior to synchronization. Y ou might need to manually
recal cul ate the project’ s schedule by pressing the F9 key before you attempt
synchronization.
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Appendix

Integrating Requests and Project Plans

In This Appendix:

Overview of Integrating Requests and Project Plans
Referencing Reguests from Project Plans

Creating Tasks from Requests

Dependencies Between Tasks and Requests

s Making Tasks Dependent on Requests

= Making Requests Dependent on Tasks

Visibility into Tasks and Requests

»  Requests Holding Up Progress

= Project References Section
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Overview of Integrating Requests and Project Plans

Mercury IT Governance Center integrates issue tracking with project
management using Mercury Demand Management and Mercury Project
Management. Mercury Demand Management requests and Mercury Project
Management project plans and tasks can be linked to each other through a
variety of dependent and informational relationships. Utilizing these
relationships, requests can be folded seamlessly into a scalable framework of
interlocking initiatives. Linking tasks to requests from Mercury Demand
Management also gives instant visibility to detailed activities supporting an
overall project.

The components required to integrate requests and project plans are:

e Mercury Project Management
Mercury Project Management enables collaborative project management
for both repetitive projects, such asinstalling a new release of your HRMS
applications, and one-time projects, such as developing anew e-commerce
capability. With Mercury IT Governance Center, you accelerate project
delivery while reducing your project costs.

e Mercury Demand Management
Mercury Demand Management is a workflow-driven request resolution
system for business applications. It allows you to effectively capture, route
and resolve business requests.

Referencing Requests from Project Plans

Requests can be linked to project plans through an informational reference
relationship. Thisis done from the References tab in the Project Information
window in the Workbench, or from the References section of the Project Detail

page.
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£ Project Information: PPM Solution 5

Project Name: [PPM Solution 5
Froject Manager: |J0hn Smith af Froject State |Acti\re j
Detai\sl Cnstl Predecessnrs] Action Items] Nntes] Easelines References I User Data]

Type | Marme | Details | Status | % Corrplete | Description | Relstiohship | R
< Bl
ltems in Bold are actively controlling this Project
Mew Reference |Atachment @ Addd ‘ | Filter | |

0K | Cancel |
[Ready

Figure A-1. Project Information window - References tab

Creating Tasks from Requests

Occasionaly, arequest can be filed by a user that would be desirable to make
into itsown task in aMercury Project Management project plan, creating for it
deliverable dates and track-able actuals. Tasks can be created from requestsin
the Project Management Workbench. A task created from arequest behaves like
any other task in the project plan, save for that the tasks' s % Complete and State
are automatically updated by the originating request as it moves through its
workflow. The new task has the dependency relationship Task Updated by
Request.

For example: A manager in a software company wants to create a project plan
that will track al of the bugs currently logged against a particular product. In
the Workbench, the manager can search for bug requests related to the product,
and turn them into tasks in the project plan. From there, the manager can
perform any typical project plan action, such as tracking the completion dates
for each task or monitoring triggered exceptions.

You must be in the Project Management Workbench in order to create a task from a
request.
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To create atask from arequest:
1. Open the project plan.

2. From the Project window, select Task Created From Request from the
drop-down list at the bottom-left corner of the window.

Project : PPM Solution 5 1 [=] E3
03 nalysis| Baselines artt Char £ isplay Options:
Plan Cost | EVAnal Basel : cartt chart. | & Q| Display ot
o I Marme State Predecessors Sched Durstio | | Dec 2004 |Jan
A (dhays) [ [12 [1g |ER oz
1 [m] ioh 5 o
2 |0 = e Trend Estimate A o
3 —Lock Competition Phase Ready = ohn SITTITH,B.QW Naolan
4 |—Rotate Resource Frequency |Pending Predec... 3 elinda Molan
3 —Adjust Trade Harmonics Pending Predec.. |4 Brad Nolan
6 [0 ~Retune Marketing Active T
7 L oad Mew Strated Ready ohn Smith,Morton Greenbaum
8 —Focus Brand Matrix Pending Predec.. |7 oe Greenbaum
) - tlarket npellers Alighed Pending Predec... |5 12122104
10 | O ——Revisit Task Strategic Partiners __|Active o
1 [—Fiter Customer Pinput Ready im Wilcox John Smith
12 ' Goal Orientation Complete _|Pending Predec... 11 213/04
13 —Align Solution Goals Pending Fredec... [12 am Smith
14 | O o Broad Test Phass £otive 13 =
15 PSP System Test Pending Predec. Eﬁiﬂz%
16 —HLS System Test Pending Fredec... [15
17 4 Testing Complsts Pending Predec... [16
18 —Reduce External Factors Pending Predec.. |17
19 “#-hlarket Re-Entry Achieved Penuing Predec. |15
ll | 21| | ,
4+ [ ¥ Edit o ai| = Refresh Schedule Project
Task | Add OK Save Cancel
Task I

Project Created From Template

it From Request

3. Click Add.

The New Task From Request window opens.

£ New Task From Regquest @

Request Mo || =

Select the Relationship that the selected Regusst has to Task (Mew):

% Task Updated by Reguest - (Auto-Updsting) - Task (New) is automatically updsted by selected Request

Search Cancel

[Ready

4. To select the request to attach, use one of the following methods:
e Select arequest number from the Request No. field.

e Click search to search for arequest to add in a separate query window.
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5. Click OK to create the new task and close the window.

The new task has been created from the selected request and is part of the
current project plan. The task is linked to the request.

Dependencies Between Tasks and Requests

The dependencies that can be created between requests and tasks are described

in Table A-1.

Table A-1. Dependency relationships - requests to tasks

Relationship

Description

Related to this Task

(Informational) - Selected request is related to the task.

Successor

(Blocking) - Action not allowed on selected request until
the task closes.

Predecessor

(Blocking) - Action not allowed on the task until the
selected request closes.

FF Predecessor

(Finish Finish Predecessor: Blocking) - The task and
request complete together.

Task Updated by
Request

(Auto-Updating) The task is automatically updated by
the selected request.

For more detailed information on using these dependencies, see Making Tasks
Dependent on Reguests and Making Requests Dependent on Tasks.

Making Tasks Dependent on Requests

When selecting dependencies between tasks and requests, there are many
relationships to choose from. These relationships are set by attaching arequest
to atask as areference. Thisis done from the References tab in the Task
Information window in the Workbench, or from the References section of the
Task Detail page in the standard interface.
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£ Task Information: Lock Competition Phase

Task Mame: [Lock Competition Phase

Actiity [ = Task State: |In Progress |
Details 1 Resources l Cost l Exceptions l Predecessors
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‘ | ]
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Ready
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# Packages

=l Projects/Tasks

Hame Project Master State o Relationship
Manager Resource project Complete

12% [ Relsted tothis Request Sl informationat Task 30350 is related to
Request 30214

Figure A-2. Task Information window - References tab and References
section

Lok Jiohn Smith; Betty Molan PPM Solution 5 In

B Competiion .. Progress

The following sections contain more detailed information on dependencies for
tasks created from requests.

Task Waits on Request Closure (Successor Relationship)

Thisrelationship dictates that the task state cannot change until the associated
request isclosed. Thetask will immediately move into a"Pending Request”
state. When the request is closed, the task can be acted upon once more. This
does not stop other fields from being edited.

For example: A software company’s Support Division makes the decision that
no patches will be released without accompanying documentation. The
company has an unfortunate history, however, of changing its mind about
patches that are to be released, and numerous times there have been
documentation changes made to accommodate patches that were cancelled
after being initially approved. Patch A’ s approval request is moving through its
resolution process in Mercury Demand Management. The Documentation
team is ready to begin making changesto all documents to account for Patch
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A, and has created a project plan in Project Management. The project plan
includes the task Begin Doc Changes for Patch A.

The Documentation Team’s manager creates areference to Patch A’s Request
from the Begin Doc Changes for Patch A Task, with the relationship Successor.
Thisway, the task cannot be moved from its status of Ready to In Progress until
Patch A’s approval request is closed, ensuring that the documentation changes
arevalid and needed.

Task Can’t Complete Until Request Closes (FF Predecessor)

Thisrelationship dictates that the task state cannot change to Complete until the
associated request is closed. When the resource working on the task is finished
with it, and the state is set to Completed (% Complete will be set to 100%), this
task will move into a Completed (Pending Request) state. When the request is
closed, the task is then set to ‘ Completed.” This does not stop other fields from
being edited.

For example: A software company’s Support Division makes the decision that
no patches will be released without accompanying documentation, including
bug fixes. The Documentation Team wants to make sure that its documentation
isaccurate and complete for every bug fix that takes place. The last step in the
company’ s bug fix resolution process is areview by the person who originally
filed the bug. A request to fix Bug 62547 has been filed and nearly completed,
necessitating changes to the documentation.

The Documentation Team has a project plan in Project Management, one of
whose tasks is Doc Changes Complete. The Documentation Team manager
creates a reference to Bug 62547’ s request, with the relationship FF
Predecessor. Thisway, the task cannot be fully completed until Bug 62547’ s
fix has been approved by the requestor, closing the request.
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Request Resolution Process

Bug Fix Bug Final
Request Fixed Approval I

Documentation Team Project

A

Task State: [Completed [Pending Fequest) =] Task State [eomied .
|E| References | [ser Data
| ! I (Task Completed)

(Task Completed - Pending Request)

Figure A-3. Example process for FF Predecessor relationship

Task Auto-Updated by Request

This relationship isfor tasks created from requests. As the request moves
through its process, it will update the task with its status information. When the
request is submitted, the tasks moves to In Progress. When the request is
completed, the task is Complete. When the request is cancelled or deleted, the
task is cancelled. A single request can drive multiple tasks. If the request’s
workflow has % Complete values defined, the request will also update the task
with % Complete information.

Since % Complete and task state are automatically updated by the driving request(s),
@: users cannot update these two fields. The text “(Updated by Request)” will be

appended to the Ready and In Progress states to indicate this.

Making Requests Dependent on Tasks

Requests can be made dependent on tasks. Thisis done from the References
section of the Request page in the HTML interface.
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=l References
# Packages

=l Projects/Tasks
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Manager Resource project Complete
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Figure A-4. References section for requests

The section, Request Waits on Task Closure (Predecessor), contains more
detailed information on dependencies for requests set by tasks:

Request Waits on Task Closure (Predecessor)

This relationship dictates that the request’ s user cannot perform any workflow
actions until the associated task is closed (completed, bypassed, or cancelled).
The request will immediately move into a‘Pending Task’ status. When the task
is closed, the request can be acted upon once more. This does not stop other
fields from being edited.

For example: A software company’s Support Division makes the decision that
no patches will be released without accompanying documentation. The
Documentation Team wants to make sure that any patch request won't close
until the patch documentation is finished. A Mercury Demand Management
user is assigned a request going through the company’ s patch approval/release
process. At the same time, the Documentation Team has a project plan in
Project Management, one of whose tasksis ‘ Patch Docs Completed.” The user
creates a reference to that task, with the dependency ‘ FF Predecessor.” This
way, the patch request will not close until the *Patch Docs Completed’ task is
complete.

Visihility into Tasks and Requests

Mercury IT Governance Center enables visibility into request and task
integration.

Requests Holding Up Progress

Y ou can search for requests that are holding up progress on your projects. Each
portlet in the Dashboard that deals with requests includes the field Preventing
Action on Requests/Tasks. Thisfield can be set to display requests that are
preventing action on other requests or tasks.
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Preventing Action On: [] Requests
[] Tasks

[] Packages

Figure A-5. Request portlet filter page Preventing Action On field

Project References Section

Y ou can also view references related to your tasks and project plans using the
Project References section on the Project Overview page. Add the section to the
Project Overview page and then personalize it to show the references that are
relevant to your activities. The section can be personalized to display
references based on the following information: Reference types, relationship,
time period when they were added, and whether or not they are preventing
actions on tasks.

Project References
Reference Detail Status % Complete  AssignedUser  Description Referenced By
1 CRM System Complete CRM System G... Pending.. 0% Bill Molan PPM Sol...
1 Energize Product ... Infrastructu... Reacly 0% Moe Gre... PPM Sol..
Reguest 30030 Enhancermel it My 0% MNeed ns FPM Sol

Showing 1o 3of3: Maximize

Figure A-6. Project References section
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Project Management Portlets

Information regarding Project Management data can be organized and
presented using the Mercury Project Management portlets. Mercury does not
supply apreconfigured Project M anagement Dashboard page. See Table B-1
for acomplete list of the Project Management portlets.
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Projects Portlets

Table B-1. Projects portlets

Projects Portlets

Description

My Tasks

Lists all project tasks currently assigned to you
and having a scheduled finish date two weeks
from the current date.

Program Project List

Lists the projects within a program. The default
parameters show all project items for the
program. Project items are sorted by the project
hierarchy and optionally, by:

¢ Name

Resource

State

Scheduled finish
Project hierarchy

Project Gantt

Gantt chart for all projects, tasks, and
milestones.

Project List

Lists general information about projects, such as
how close they are to completion and their
scheduled finish date. Information displayed can
be based on project name or other project
related criteria.

Project Summary Pie Chart

Pie chart summary of projects grouped by their
summary condition. Filter the data by a set of
specific projects and subprojects, or filter by
department and/or project manager.

Resource Gantt

Gantt chart for resources showing work items
including:

¢ Requests

e Tasks

e Milestones

e Staffing Profiles
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Reports by Category

In This Appendix:

Overview of Report Categories
Administrative Reports

Change Management Reports
Demand Management Reports
Financial Management Reports
Portfolio Management Reports
Program Management Reports
Project Management Reports
Resource Management Reports
Time Management Reports
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Overview of Report Categories

Reports available through the Mercury IT Governance Center standard
interface are listed (by category) and described in the following sections.

Another type of report in Mercury IT Governance Center (not discussed in this
document) are server reports, which are submitted and viewed from the Workbench
Note interface, For information about server reports, see the System Administration Guide

and Reference.

Administrative Reports

The administrative reports (listed in Table C-1) are available to users with an
administration license.

Table C-1. Administrative reports

Report Definition

Provides an interface for checking whether Mercury
Contact Synchronization Demand Management contacts are properly defined.

This report is also in the Resource category.

Helps audit environment definitions when different
Environment Comparison environments (for example, development and production)
are similar to each other.

Lists the detailed definitions of a given environment or
group of environments, the major attributes of the
environments, and the attributes of applications tied to
the environments.

Environment Detalil

Contains detailed information about specified

Environment Group Detail .
environment groups.

Imports requests into Demand Management request
tables, moves the requests to the appropriate status, and
Import Requests reports on the results of the execution.

For more information about this report, see the Open
Interface Guide and Reference.
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Table C-1. Administrative reports [continued]

Report Definition

Imports data from the user interface tables or an LDAP
server.

For more information about this report, see the Open
Interface Guide and Reference.

Import Users

Lookup Types Provides information about one or more lookups.

Provides information about notifications that have been

Notification History sent or are pending

Lists all parameters and commands associated with a

Object Type Detail given object type.

Portlet Detail Provides information about a portlet or range of portlets.
Template of a report used to check files into the RCS
RCS Check In repository (if the RCS file management system is being
used).
Template of a report used to check files out of the RCS
RCS Check Out repository (if the RCS file management system is being
used).
Report Type Detail Provides information about report type definitions.

Lists detailed definitional information for request header

Request Header Type Detail types.

Request Type Detail Lists detailed definitional information for request types.

Runs field level security-related denormalization tasks for

Run Field Security Denormalization . o
particular entities.

Imports data from the organization unit interface tables or
an LDAP server.

For more information about this report, see the Open
Interface Guide and Reference.

Run ITG Organization Unit Interface

Validates and loads package data from the package open
interface tables into the standard Mercury Change

Run ITG Package Interface Management data model.

For more information about this report, see the Open
Interface Guide and Reference.

Validates and runs workflow transactions based on data
in the workflow open interface tables.

For more information about this report, see the Open
Interface Guide and Reference.

Run Workflow Transaction Interface

Lists definitional information for one or more security

Security Group Detail
groups.
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Table C-1. Administrative reports [continued]

Report Definition

Provides details for a command (special command) or a

Special Command Detail
range of commands.

Assesses or synchronizes the RML (Reporting Meta

Synchronize Meta Layer Layer).

Displays the definition of custom user data field (for
User Data Detail example, fields on entities like packages, requests,
workflows, and security groups).

Lists the users who have been defined in the Mercury IT
Governance system, as well as the security groups

User Detail attached to each user.
This report is also in the Resource category.
Provides information about the various custom
S validations that have been entered into the system as
Validations

well as those that are standard with Mercury IT
Governance Center products.

Provides detailed definitional information about specific

Workflow Detail workflows or sets of workflows.

Given a date range and a workflow (or a range of
Workflow Statistics workflows), this report provides statistical information
regarding workflow usage.

For More Information

Unless otherwise indicated in Table C-1, see the Reports Guide and Reference
for more information about Administrative reports.
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Change Management Reports

The Change Management reports (listed in Table C-2) are available to users
with a Mercury Change Management application license.

Table C-2. Change Management reports

Report Definition

Compare Custom Database Setup Runs custom database comparisons.

Compare Filesystem Environment Compares the files and file structures of two machines.
Compare MS SQL Server 7 Compares the data model of two SQL Server Version 7
Environments databases.

Compare Oracle Environments Compares the data model of two Oracle schemas.
Distribution Detail Lists the contents and results of a distribution.

Given two environments, this report looks at the history of
all the objects migrated into each environment (using
Mercury Change Management) and lists any differences.

Environment Comparison by Objects
Migrated

Lists objects that have been migrated into a given

Environments/Objects Detalil . .
environment or set of environments.

Provides a workflow step transaction history for

Object History packages

Lists objects that have been migrated into a given

Objects/Environments Detalil ) .
environment or a set of environments.

Package Details Returns details about a given package.

Package History Lists the complete workflow history of a given package.

Lists three separate sections for analysis:

e Other packages that contain common objects with a
given package

. ¢ Objects that have migrated alongside one or more of

Package Impact Analysis the objects being migrated on the given package but

are not included in the given package

¢ Recent migrations for each object in the package,
showing where changes to the given objects have
recently been deployed

Lists:

Pack Pendi ¢ Open packages with pending activity
ackages Pendin
g d e Details about each package

e Pending work for a group of users
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Table C-2. Change Management reports [continued]

Report Definition

Lists requests, packages and distributions associated

Release Detall ;
with a release.

Shows all of the requests and packages in a release as

Release Notes ; .
well as their associations.

For More Information

For more information about Change Management reports, see the Reports
Guide and Reference.
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Demand Management Reports

The Demand Management reports (listed in Table C-3) are available to users
with a Mercury Demand M anagement application license.

Table C-3. Demand Management reports

Report Definition

Queries the contacts already entered in the Demand
Contact Detail Management system that are available for entering and
updating requests.

Shows the history of demand creation for a specified

DEM Demand Creation History demand set

Shown the history of SLA violations for a specified

DEM Historical SLA Violation
demand set.

Shows the history of demand that has been satisfied for a

DEM Satisfied Demand History specified demand set

Provides information about requests using a number of

Request Detail . Y
selection criteria.

Request Detail (Filter by Custom Similar to the Request Detail report except that requests
Fields) can be filtered by values in custom fields.

Lists the complete workflow and field change history for

Request History each selected request.

Lists a quick summary of open and closed requests,

Request Quick View breaking down the requests by priority.

Displays the total counts for groups of requests matching

Request Summary the selection criteria.

Request Summary (Filter by Custom | Similar to the Request Summary report except that
Fields) requests can be filtered by values in custom fields.

Lists all open requests assigned to different users.

Resource Load by Priorit
y y This report is also in the Resource category.

For More Information

For more information about Demand Management reports, see the Reports
Guide and Reference.
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Financial Management Reports

The Financial Management reports (listed in Table C-4) are available to users
with a Mercury Time Management application license.

Table C-4. Financial Management reports

Report Definition

Summarizes actual time information entered in
non-cancelled time sheets and the calculated charge
dollar totals for each grouping.

This report is also in the Time Management category.

Actual Time/Cost Summary

Shows the costs for a project, and the activities with
Project Cost Breakdown which the costs are associated.

This report is also in the Project Management category.

Shows the cost details for select projects, grouped by
Project Cost Details labor/non-labor or operating categorizations.

This report is also in the Project Management category.

For More Information

For more information about Financial M anagement reports, see the Reports
Guide and Reference.
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Portfolio Management Reports

The Portfolio Management reports are available to users with a Mercury
Portfolio Management application license.

There are currently no Mercury-supplied reports in this category, but you can
create your own custom reports, if you like.

Program Management Reports

The Program Management reports are available to users with a Mercury
Program Management application license.

There are currently no Mercury-supplied reports in this category, but you can
create your own custom reports, if you like.
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Project Management Reports

The Project Management reports (listed in Table C-5) are available to users

with a Mercury Project Management application license.

Table C-5. Project Management reports

Report

Definition

Project Cost Breakdown

Shows the costs for a project, and the activities with
which the costs are associated.

Totals include both labor and non-labor costs.
This report is also in the Financial Management category.

Project Cost Details

Shows the cost details for select projects, grouped by
labor/non-labor or operating categorizations.

This report is also in the Financial Management category.

Project Critical Path

Displays the tasks that are on a project’s critical path.

Project Custom Detail

Generated in HTML table format, showing only the
columns that are selected from the header fields and
custom fields based on the selected project.

Project Detail

Queries projects by their header fields.

Project Detail (Filter by Custom
Fields)

Queries projects by their header fields. You can filter the
query using the project’s custom fields.

Project Exception Detail

Lists task details for tasks that have violated user-defined
exception rules.

Project Resource

Lists all resources working on a given project and the
tasks on which they are working.

This report is also in the Resource category.

Project Schedule Change

Compares a project plan with a baseline, or a baseline to
another baseline.

Project Status Detail

Summarizes project statuses of selected projects and
tasks.

Project Summary

Displays all projects that meet the criteria selected in the
header fields.

Project Task Assignment

Shows assignment information for a user or a group of
users.

This report is also in the Resource category.

Project Template Detail

Lists the parameters and parameter details for project
templates.
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For More Information

For more information about Project Management reports, see the Reports
Guide and Reference.

Project Management Reports 279



Appendix C: Reports by Category

Resource Management Reports

The Resource Management reports (listed in Table C-6) are available to users
with the licenses indicated in the definition column in the table.

Table C-6. Resource Management reports

Report Definition

Provides an interface for checking whether Mercury
Demand Management contacts are properly defined.

Available to users with an administration license.
This report is also in the Administrative category.

Contact Synchronization

Lists all resources working on a given project and the
tasks on which they are working.

Available to users with a Mercury Project Management
license.

Project Resource

Shows assignment information for a user or a group of
users.

Available to users with a Mercury Project Management
license.

Project Task Assignment

Lists open requests assigned to different users.

Resource Load by Priority Available to users with a Mercury Demand Management
license.

Lists the users who have been defined in the Mercury IT
Governance system, as well as the security groups
attached to each user.

This report is available to users with any application
license.

This report is also in the Administration category.

User Detall

Shows much of the same information shown on the Work
Allocation definition page—for example, allocation work
item information, budget and actuals to date, charge code
Work Allocation Details allocations, and resource restrictions.

Available to users with a Mercury Time Management
application license.

This report is also in the Time Management category.
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For More Information

For more information about Resource M anagement reports, see the Reports
Guide and Reference.
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Time Management Reports

The Time Management reports (listed in Table C-7) are available to users with
aMercury Time Management application license.

Table C-7. Time Management reports

Report Definition

Summarizes actual time information entered in
Actual Time/Cost Summary non-cancelled time sheets and the calculated charge
dollar totals for each grouping.

Summarizes actual time information entered in

Actual Time Summary non-cancelled time sheets.

Time Sheet Details Summarizes multiple time sheets displays their details.

Summarizes time information entered in non-cancelled

Time Sheet Summary time sheets

Shows much of the same information shown on the Work
Allocation definition page—for example, allocation work
Work Allocation Details item information, budget and actuals to date, charge code
allocations, and resource restrictions.

This report is also in the Resource category.

For More Information

For more information about Time Management reports, see the Reports Guide
and Reference.
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