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Working with Projects
 Chapter

Introduction to Kintana Drive

Kintana Drive enables organizations to streamline and standardize the 
management of project activities using a template-based, collaborative 
approach. Projects and initiatives are defined as a hierarchical structure of 
projects and subprojects that logically group and organize tasks or activities. 
Kintana Drive defines the step-by-step processes required to complete specific 
project tasks and deliverables. Organizations can easily manage project 
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 would classify its efforts into subprojects for each major functional 
area. Each of these functional subprojects could be further broken down into 
tasks directed to areas such as web content, application and database tasks. 
These tasks would be linked to Requests and Packages from Kintana Create 
and Kintana Deliver, giving instant visibility to more detailed activities 
supporting an overall project. Kintana Drive 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.

The following sections discuss:

• Kintana Drive Features

• Manual Conventions

• Additional Resources
Introduction to Kintana Drive 1



Working with Projects
Kintana Drive Features
Kintana Drive features the following elements and advantages to effectively 
manage enterprise initiatives:

• Projects

• Easy Accessibility

• Increased Visibility

• Project Status Evaluation

• Project Execution

• Project Planning and Scheduling

• Knowledgebase for Resolution and Reporting

• Integration with Other Solutions

Projects
A Project is a compilation of information -- tasks, subprojects, action items, 
notes, Packages, Requests, and references -- which is used to define and 
manage a specific business initiative within your company. Projects are active 
entities, gathering additional information as the Project moves through its 
lifecycle. Project managers add or modify tasks or Action Items as issues arise, 
and team members update their individual statuses as they complete assigned 
tasks. Projects formalize the definition and processing of business initiatives 
and provide an easy-to-use interface for viewing key business activities. 
Projects can be used to manage business initiatives and projects such as 
mergers and acquisitions, or ISO 9000 certification. Projects can also be used 
to manage key operational activities in your organization such as new hire 
processing or software development. 

Projects can be used within other Project definitions. Therefore, it is important 
to distinguish between the different Project levels. Projects are either Master 
Projects or subprojects. Subprojects are Projects that create hierarchy within a 
Master Project by establishing logical groups of tasks and Projects. These 
groups help to break up Master Projects into manageable pieces. Master 
Projects are groups of tasks and/or subprojects defining a business initiative. 
Master Projects are any Projects that are not used in other Project definitions as 
subprojects.
2 Introduction to Kintana Drive



Working with Projects
Easy Accessibility
Built using 100% pure Java technology, Kintana Drive is accessible through 
any standard Web browser. Intelligent defaulting of data lets you quickly 
define a project. You can control access to Kintana Drive at the user logon 
stage. This lets you restrict users from performing certain tasks and allows you 
to control access to mission critical information. 

Kintana Drive features both a Java (Workbench) and an HTML interface for 
project processing. Using the Kintana Workbench, Drive’s power-licensed 
users can utilize the full range of Kintana Drive functionality, defining and 
managing projects. While the Workbench provides comprehensive access to 
the Kintana functionality, the HTML interface provides the Drive end user 
with an easy and convenient method for processing their tasks. Using the Drive 
HTML interface, end users can quickly and efficiently monitor and update 
their task statuses and references to documents, Requests and Packages.

Increased Visibility
Kintana Drive provides all project team members with complete, real-time 
visibility over all initiatives in the enterprise at any level of summarization or 
detail. Kintana Drive also optimizes and simplifies the way contributors 
provide updates and view projects based on the relevance to their roles. For 
example, minor contributors can provide limited input into a project to shield 
them from the complexity of the overall initiative. Program managers can work 
with several initiatives at a time and track them to high level milestones. They 
can also drill down to any level of detail. 

Kintana Drive also features Gantt charts, which afford easy visualization for 
projects and individual resources. Milestones and the project critical path can 
be displayed in a Gantt chart, providing managers with a quick one-stop 
summary for a project as it progresses through its life cycle.

Automatic notifications can be proactively sent to project team members when 
they are required to act on a specific task. Notifications can also be configured 
to be sent to managers at key points in the project cycle, reporting on critical 
status updates and completed tasks and deliverables. Notifications are used to 
speed up review and approval processes by sending emails to the appropriate 
reviewing parties immediately upon key task completion, or when tasks are in 
a state requiring attention.

Kintana Drive provides an additional level of project efficiency when used in 
conjunction with the Kintana Dashboard. The Kintana Dashboard is a highly 
configurable application that offers greater visibility and control over projects 
and tasks. As a complement to the HTML interface, the Kintana Dashboard 
Introduction to Kintana Drive 3



Working with Projects
seamlessly integrates with the core Kintana products in a way that allows for 
the delivery of real-time status and exception information on IT initiatives and 
operational tasks.

Project Status Evaluation
Kintana Drive features several new pieces of functionality that are designed to 
enhance the project status evaluation duties of project management. Enhanced 
features include a project summary, exception rules, hierarchy, and details.

The project summary provides a high-level view into the status and details of a 
project, such as the project manager name and scheduled start and finish dates.

Exception rules provide criteria for evaluating risks and variables that may 
come up during the course of a project lifecycle. When these identified risks 
occur, project managers can see them in a timely and highly visible manner. 
This minimizes the impact that these risks might have on the overall project 
completion date.

The project hierarchy works in conjunction with the project summary to 
display the entire project structure, including subprojects and tasks. This 
provides project managers with an additional view into a project without 
having to drill down in to further detail.

The project details page is where project managers can drill down to any level 
of a project in order to collect vital project and task information in a timely and 
responsive manner.

Project Execution
Kintana Drive features specific functionality that enhances the project 
execution duties of project managers and participants. This allows the project 
manager greater control over the project once project activities have already 
begun. Enhanced features include state change notification, task progress, and 
task details.

The state change notification is an automated process within Kintana Drive. 
This ensures that project managers are properly and promptly informed about 
all state changes that may occur.

Task progress is now easily and instantly accessed through the My Tasks 
portlet. This feature enables project participants to directly update their own 
task status, thereby eliminating any extra effort a project manager might need 
in order to assess a participant’s task progress.
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The task details page is where both managers and participants can drill down to 
any level of a task in order to collect and update vital task information, 
including any predecessors that may be holding up task completion.

Project Planning and Scheduling
Kintana Drive features several pieces of functionality that are designed to 
enhance project scheduling and planning. Project managers have greater 
control over the project planning phase. Features include project plan revision, 
project templates, duration-based scheduling, and resource calendar.

Project plan revision allows project managers the ability to plan and revise 
portions of a project while it is currently in progress. This makes the project 
management more accurate and up to date by emulating real life project 
development in which changes can occur during the project life cycle. By 
making project planning and tracking more accommodating, project plan 
revision gives the project manager complete control over the entire process 
from start to finish.

Project templates allow project managers to establish reusable processes, set 
defaults, configure custom fields, and set up parameters. This reduces the 
amount of time and resources needed to establish and run a project.

Duration-based scheduling allows project managers to schedule projects and 
subprojects more efficiently. Also, if task or date changes occur, Kintana Drive 
will prompt the project manager to revise the schedule to reflect those changes. 
This ensures that the project plan is always up to date and still manageable.

The resource calendar is used by project managers to record company working 
and non-working days. This information is then used by the scheduling engine 
to aid in determining project start and finish dates.

Knowledgebase for Resolution and Reporting
Kintana Drive's robust knowledge repository can capture all relevant data for 
all business initiatives. Reports can show past, current, and newly entered 
projects, and the references to the Requests and Packages in Kintana Create 
and Kintana Deliver.

Kintana Drive can generate both graphical Decision Support System reports 
and character-based reports. Custom reports can be designed for special needs. 
Reports can be scheduled to run at specified intervals and then distributed 
automatically to relevant parties. Report data can be exported easily to a 
spreadsheet for further analysis. 
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Kintana Drive can also generate reports using a reporting Meta Layer that 
allows for the creation and viewing of reports through any major third party 
reporting tool. Kintana Drive users can gain a higher level of visibility and 
control over all business products managed by Kintana Drive by leveraging 
leading reporting tools in an easy and well-organized fashion. The Reporting 
Meta Layer is designed to act as a complement to the Kintana solution.

Integration with Other Solutions
Kintana Drive integrates with other solutions in the Kintana Product Suite and 
with third-party applications such as Microsoft Project 2000. This enables 
Kintana Drive to extend its scheduling and tracking capabilities to other 
products, allowing increased visibility into the progress of Requests and 
Packages, as well as Projects and Tasks.

Integration with the Kintana Product Suite
Kintana Drive integrates with other products in the Kintana Product Suite in 
the following ways:

• Kintana Create Requests can be linked directly to Projects or Tasks. The 
Request contains all the information that is required to bring the Request to 
closure. By associating Requests with a Project, Project Managers can 
track other company issues which might affect the Project’s success.

Project Managers can also create a Task from a Request in the Project Plan 
panel. Once created, the Task will have a Reference to the originating 
Request.

• Kintana Deliver Packages can be linked to Projects or Tasks. Packages 
contain all the information that is required to deploy software changes. By 
associating Packages with a Project, Project Managers can track other 
company issues related to software change management which might 
affect the Project’s success.

• When used in conjunction with Kintana Drive, the Kintana Dashboard 
offers greater visibility and control over Projects and Tasks. Project 
Managers can use the Dashboard for real-time status and exception 
information on their initiatives.

Integration with Microsoft Project
Kintana Drive can be integrated with Microsoft Project 2000. The Kintana 
Drive - Microsoft Project integration allows Project Managers to:
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• Synchronize project information in a Kintana Drive Project with the 
project information in a Microsoft Project 2000 Project file. A 
Synchronization Wizard guides the PM through the process.

• Export project information from Kintana Drive to Microsoft Project using 
the Export Wizard.

• Import project information from Microsoft Project to Kintana Drive using 
the Import Wizard.

Manual Conventions
The following conventions are used when presenting information which refers 
to Kintana products user interface components in text:

• All Kintana Drive buttons, tabs, menu items, and any system data selected 
from a drop down list or auto-complete list are depicted in bold text.

• Each menu item is represented with the top-level menu name followed by a 
greater than symbol “->” followed by subsequent sub-menu names 
separated with the “->” symbol. For example, Functions -> Browse 
represents the Browse menu item contained within the top-level Functions 
menu.

• Various fields appearing in different windows and frames are described in 
tabular form with columns containing the name, the type, whether the field 
is required or optional, and a description of the field.

• Images of Kintana screens used throughout this book may vary slightly 
from your installation depending on your configuration changes and which 
Accelerator(s) you have installed on your system.

Additional Resources
Kintana provides the following additional resources to help you successfully 
implement, configure, maintain and fully utilize your Kintana installation:

• Kintana Documentation

• Kintana Services

• Kintana Education
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• Kintana Support

Kintana Documentation
Kintana product documentation is linked from the Kintana Library page. This 
page is accessed by:

• Selecting HELP > KINTANA LIBRARY from the Kintana Workbench menu. 

• Selecting HELP > CONTENTS AND INDEX from the menu bar on the HTML 
interface. You can then click the KINTANA LIBRARY link to load the full list of 
product documents. 

Kintana organizes their documents into a number of user-based categories. The 
following section defines the document categories and lists the documents 
currently available in each category. 

• Kintana Business Application Guides

• User Guides

• Kintana Application Reference Guides

• Kintana Instance Administration Guides

• External System Integration Guides:

• Kintana Solution Guides

• Kintana Accelerator Guides

Kintana Business Application Guides

Provides instructions for modeling your business processes in Kintana. These 
documents contain process overviews, implementation instructions, and 
detailed examples.

• Configuring a Request Resolution System (Create)

• Configuring a Deployment and Distribution System (Deliver)

• Configuring a Release Management System

• Configuring the Kintana Dashboard

• Managing Your Resources with Kintana

• Kintana Reports
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User Guides 

Provides end-user instructions for using the Kintana products. These 
documents contain comprehensive processing instructions.

• Processing Packages (Deliver) User Guide

• Processing Requests (Create) User Guide

• Processing Projects (Drive) User Guide

• Navigating the Kintana Workbench:
Provides an overview of using the Kintana Workbench

• Navigating Kintana:
Provides an overview of using the Kintana (HTML) interface

Kintana Application Reference Guides

Provides detailed reference information on other screen groups in the Kintana 
Workbench. Also provides overviews of Kintana’s command usage and 
security model.

• Reference: Using Commands in Kintana

• Reference: Kintana Security Model

• Workbench Reference: Deliver

• Workbench Reference: Configuration

• Workbench Reference: Create

• Workbench Reference: Dashboard

• Workbench Reference: Sys Admin

• Workbench Reference: Drive

• Workbench Reference: Environments
Introduction to Kintana Drive 9
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Kintana Instance Administration Guides

Provides instructions for administrating the Kintana instances at your site. 
These documents include information on user licensing and archiving your 
Kintana configuration data. 

• Kintana Migration

• Kintana Licensing and Security Model

External System Integration Guides:

Provides information on how to use Kintana’s open interface (API) to access 
data in other systems. Also discusses Kintana’s Reporting meta-layer which 
can be used by third party reporting tools to access and report on Kintana data. 

• Kintana Open Interface

Kintana Solution Guides

Provides information on how to configure and use functionality associated 
with the Kintana Solutions. Each Kintana Solution provides a User Guide for 
instructions on end-use and a Configuration Guide for instructions on 
installing and configuring the Solution. 

Kintana Accelerator Guides

Provides information on how to configure and use the functionality associated 
with each Kintana Accelerator. Kintana Accelerator documents are only 
provided to customers who have purchased a site-license for that Accelerator. 
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Kintana Services
Kintana is a strategic partner to its clients, assisting them in all aspects of 
implementing a Kintana technology chain - from pilot project to full 
implementation, education, project turnover, and ongoing support. Our Total 
Services Model tailors solution and service delivery to specific customer 
needs, while drawing on our own knowledgebank and best practices 
repository. Learn more about Kintana Services from our Web site:

http://www.kintana.com/services/services.shtml

Kintana Education
Kintana has created a complete product training curriculum to help you 
achieve optimal results from your Kintana applications. Learn more about our 
Education offering from our Web site:

http://www.kintana.com/services/education/index.shtml

Kintana Support
Kintana provides web-based interactive support for all products in the Kintana 
product suite via Contori.

http://www.contori.com

Login to Contori to enter and track your support issue through our quick and 
easy resolution system. To log in to Contori you will need a valid email 
address at your company and a password that will be set by you when you 
register at Contori.

Kintana provides documentation updates in the Download Center section of 
the Kintana Web site 
(http://www.kintana.com/support/download/download_center.htm). 

A username and password is required to access the Download Center. These 
were given to your Kintana administrator at the time of product purchase. 
Contact your administrator for information on Kintana documentation or 
software updates.
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 Chapter

Key Concepts and Definitions

The following sections define the common concepts and terms related to 
Kintana Drive. Knowledge of these terms will help the reader gain a more 
thorough understanding of Kintana Drive usage and Project processing.

The following entities are discussed:

• Projects

• Project Templates

• Project Team

• Resources

• Tasks

• Master Projects

• Subprojects

• Gantt Charts

• Milestones

• Critical Path

• Action Items

• Project States

• Exceptions

• Summary Conditions

• Notifications

• Scheduling Engine and Calendar

• Baseline
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• Cost Management

• Budget

• Requests

• Packages

• References

• Kintana Dashboard (Drive)

Projects
A Kintana Project is a compilation of information -- Tasks, Action Items, 
Notes, Packages, Requests, and References -- which is used to define and 
process a specific business initiative within your company. Projects are active 
entities, gathering additional information as the Project moves through its life. 
Project Managers add or modify Tasks in the Project Plan as issues arise, and 
team members update their individual statuses as they complete assigned 
Tasks. Projects formalize the definition and processing of business initiatives 
and provide an easy-to-use interface for viewing key business activities. 
Projects can be used to define such initiatives as mergers and acquisitions, ISO 
9000 certification, eCommerce initiatives, new hire processing, or software 
development. 
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Figure 2-1 Project window

Project Templates
Project Templates are reusable collections of Project parameters and processes 
that can be applied to any Project in order to allow project managers to rapidly 
create customized project plans. The Kintana Project Template Workbench 
captures basic Project Template information. This information helps to create 
reusable Project structures and hierarchies.

Using a Project Template to create a Master Project, Project Managers can 
choose to enable or disable fields, set Exception rules, determine which 
Indicators to display, determine scheduling settings, set up security 
restrictions, and edit custom fields. Project Templates can speed up the process 
of setting up a Master Project. A repeated set of Tasks can be bundled into a 
Project Template and applied to any Project while preserving its Notifications, 
Project Plan, and any custom fields it may have. Project Templates can also be 
used to add Subprojects to a Master Project.
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Project Team
Project Managers can specify a pool of Kintana users and user groups to draw 
from when assigning Resources to a particular Project. These Project Teams 
can vary from Project to Project and are configured from the Project Settings 
window.

Resources
A Resource in Kintana Drive is a Kintana user who performs work tracked by 
Kintana. In an IT department, Resources can include permanent employees, 
contractors, consultants, and outsourcing firms. Resources are assigned Tasks 
and are able to update their Task statuses in Kintana Drive. They are chosen 
from the Project Team specified by a Manager. Resources can also have a 
Resource Rate that is useful in determining Project costs.
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Tasks
Tasks are the actions within a Project that must be completed in order for the 
Project to complete successfully. As Project Managers need to gather data 
from Projects and make appropriate changes through the life of the Project, 
Tasks can be configured to deliver appropriate information. For example, 
Project Managers need to be notified when Tasks are completed or their state 
changes. Tasks also need to be modified as issues arise during the Project, such 
as extending their schedules or assigning additional resources to a Task to 
make a deadline. Team members update their individual statuses as they 
complete assigned Tasks.

Master Projects
Master Projects are groups of Tasks and Subprojects that define a business 
initiative. The Master Project allows Project Managers to determine which 
information they would like to track over the course of the Project. Using the 
Project Workbench to build a Master Project, Project Managers can choose to 
enable or disable fields, set Exception rules, determine which indicators to 
display, determine scheduling settings, and set up security restrictions.

Subprojects
Subprojects are Projects that create hierarchy within a Master Project by 
establishing logical groups of Tasks and Projects. These groups help to break 
up Master Projects into manageable pieces. By breaking up a Master Project, a 
Project Manager can use Subprojects to define security for a smaller set of 
Tasks within a Master Project. This is important when a Master Project is large 
or has numerous components. Assigning managers to Subprojects creates 
better visibility and control for the Project Manager.

Gantt Charts
Gantt charts graph a Project’s Tasks in a form similar to a bar chart, plotted 
against a time axis that can be expanded or decreased for differing levels of 
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detail. This provides Project Managers with visualizations of Projects that are 
easy to comprehend at a glance.

Milestones
A milestone is a significant event in a Project and often marks the completion 
of a deliverable. On Project Gantt charts, milestones appear as black diamonds. 
Since milestones are often markers, they generally do not have a duration 
associated with them, though they can be configured with durations if so 
desired.

Critical Path
The critical path of a Project is the longest path through the Project. It is 
comprised of a series of activities that determine the Project's duration. A 
Project's critical path can be recalculated at any time.

Action Items
Action Items are used to capture important “to do” items that do not require the 
formal definition, tracking and hierarchical restrictions of a Task. Each Action 
Item contains information on the specified item’s priority and status. This 
information can be used to track and verify that all details related to the current 
Project are logged, tracked and eventually resolved. Action Items on Tasks can 
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be made “required,” meaning a Task will not be allowed to be marked as 
COMPLETE until the Action Item is taken care of.

Project States
Project states are used to reflect the various stages of a Project lifecycle. 
Project Managers can move a Project into different states to facilitate the work 
associated with that stage of the Project, such as ON HOLD, ACTIVE, or 
COMPLETED. Project states also provide higher visibility to Project Managers by 
displaying which Projects can be updated or need their attention. Project 
Managers can change states at the Master Project, Subproject, or Task level at 
any time.

Exceptions 
Exception Rules provide specific criteria for evaluating risks and variables that 
may come up during the course of a Project lifecycle. When these identified 
risks occur, they are prominently displayed. This minimizes the impact that 
these risks might have on the overall Project completion date. 

Exceptions are triggered at the Task level. The Drive Summary Condition 
Indicator summarizes the Task exceptions for each Project and Subproject. 
Email notifications can be sent to the proper user if a Task triggers an 
Exception.

The Master Project is equipped with the following Exception Rules:

Table 2-1. Exception Rules for Master Projects

Exception Name Rule

UNASSIGNED TASKS No Resource is assigned, and the Scheduled Start 
Date occurs in X days.
(X is a user-configurable number)

LATE TASKS Task is not yet “Complete”, and the current date is X 
days past the Scheduled Finish Date.
(X is a user-configurable number)

TASKS STARTING LATE Task is not yet “In Progress”, and the current date is X 
days past the Scheduled Start Date.
(X is a user-configurable number)
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The following Exception Rule parameters are configurable:

• Enabled - Users can decide whether or not the particular Exception Rule is 
enabled.

• Rule - 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 Drive’s Summary Condition 
view (see “Summary Conditions” on page 21).

Exception Rule behavior can be set on the EXCEPTION RULES tab of the SETTINGS 
window, shown in Figure 2-2.

Figure 2-2 Setting the Exception Rules

LATE ESTIMATED FINISH Estimated Finish Date is more than X days past the 
Scheduled Finish Date. 
(X is a user-configurable number)

NOT ENOUGH TIME LEFT Estimated Remaining Duration exceeds the time left 
between the current date and Scheduled Finish Date 
by X days. 
(X is a user-configurable number)

PREDECESSOR HAS 
EXCEPTION

Task directly preceding a milestone has triggered one 
of the above Exceptions.

CRITICAL PATH RUNNING 
LATE

Task preceding a milestone on the Project critical path 
has triggered one of the above Exceptions.

Table 2-1. Exception Rules for Master Projects

Exception Name Rule
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Summary Conditions
Summary Conditions summarize the Task exceptions for each active Project 
and Subproject. The Summary Condition View is a simple graphical indicator 
which is located next to the Project or Subproject name in the following 
locations:

• Results tab of the Project Workbench

• Project Plan Panel

• Project Search Results page in Kintana interface

• Project Summary portlet

• Project Details page

A Project’s Summary Condition color begins green and changes to yellow or 
red depending on the percentage of Tasks that have Exceptions within a 
Project. This percentage is configurable by the Project Manager.

The values for triggering color change in the Summary Condition can be 
modified on the EXCEPTION RULES tab of the SETTINGS window shown in 
Figure 2-3.

Figure 2-3 Modifying the Summary Condition

Table 2-2. Default Values for Triggering Color Change in Summary Condition

Green 0%

Yellow 30%

Red 60%

A Project Manager sets the threshold value for yellow to 30%. Four Tasks 
trigger an exception in a Project consisting of ten Tasks total. The Summary 
Condition View indicator turns yellow, and will remain yellow until at least 
two Tasks are reworked so they no longer have Exceptions (this could be 
accomplished by changing a start date, or modifying resources). Once this 
occurs, the Summary Condition indicator turns green.
Key Concepts and Definitions 21



Working with Projects
Notifications
Email notifications can be automatically generated whenever a state change 
occurs for a Task. Notifications can also be sent when a Task triggers an 
Exception. The automated notification system ensures that Project Managers 
and Task owners are properly informed of all changes that affect their work. 
Notifications can also be sent to inform users of the start/finish dates of Tasks.

Kintana Drive notifications will typically instruct the user to review or act on a 
Task. Notifications for Tasks are configured in the NOTIFICATIONS tab of the 
TASK window. Clicking NEW opens the ADD NOTIFICATION FOR TASK window 
shown in Figure 2-4.

Figure 2-4 Add Notification for Task Window

Figure 2-5 illustrates a sample Notification.
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Figure 2-5 Sample Notification

Scheduling Engine and Calendar
Kintana Drive features several pieces of functionality that are designed to 
enhance Project scheduling and planning. Project Managers have greater 
control over the Project planning phase. Features include Project Plan revision, 
duration-based scheduling, Resource calendar, and enhanced Predecessor 
relationships.

Project Plan revision allows Project Managers the ability to plan and revise 
portions of a Project while it is currently in progress. This makes Project 
management more accurate and up to date by emulating real life project 
development in which changes can occur during the project life cycle. By 
making project planning and tracking more accommodating, Project Plan 
revision gives the Project Manager complete control over the entire process 
from start to finish.

Duration-based scheduling allows Project Managers to schedule Projects and 
Subprojects more efficiently. Also, if Task or date changes occur, Kintana 
Drive will prompt the Project Manager to revise the schedule to reflect those 
changes. This ensures that the Project Plan is always up to date and still 
manageable.

The Resource calendar is used by Project Managers to record company 
working and non-working days. This information is then used by the 
scheduling engine to aid in determining Project start and finish dates.

Projects and Tasks can also use external Projects and Tasks as predecessors, 
eliminating the need to create giant Projects to preserve relationships.
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Baseline
A baseline is the original approved Project plan for a Project.  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 in terms of schedule and cost by comparing the current 
Project plan to the baseline plan. Multiple baselines of a single Project can be 
taken by a Project Manager and reviewed at any time.

Cost Management
Kintana Drive’s Cost Management capability allows users to capture and track 
Planned and Actual cost information for their Projects, giving visibility into 
Project performance from a financial standpoint. Basic cost information can be 
captured on Projects and Tasks in the following areas:

• Planned Labor Cost: The dollar cost of a work item (typically a Task) 
which is a measure of the amount of scheduled effort on a Task. This figure 
is Task-specific and is rolled up to the Master Project.
Calculated as: Planned Labor Cost = Sum of (Allocation * Resource Rate) 
for each Resource assigned to the Task.

• Planned Non-Labor Cost: The dollar cost of miscellaneous items needed 
to complete a work item . This is not a direct measure of the effort to be 
spent on a work item. This figure is Task-specific and is rolled up to the 
Master Project.

• Planned Cost: The total planned dollar cost represented by a work item.
Calculated as: Planned Cost = Planned Labor Cost + Planned Non-Labor 
Cost.

• Baseline Labor Cost: The Labor Cost for a work item in the latest 
Baseline taken of a Project.

• Baseline Non-Labor Cost: The Non-Labor Cost for a work item in the 
latest Baseline taken of a Project.

• Baseline Cost: The total dollar cost represented by the latest Baseline 
taken of a work item.
Calculated as: Baseline Cost = Baseline Labor Cost + Baseline Non-Labor 
Cost.

• Actual Labor Cost: The dollar cost of the work performed on a work item.
Calculated as: Actual Labor Cost = Sum of Actual Effort * Resource Rate
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• Actual Non-Labor Cost: The total of all miscellaneous costs accrued in 
completing a work item.

• Actual Cost: The total dollar cost incurred in completing a work item.
Calculated as: Actual Labor Cost + Actual Non-Labor Cost.

• Planned Value (PV): The portion of the Baseline Cost planned to be spent 
between the Project’s start date and the current date.

• Earned Value (EV): The portion of the Baseline Cost for the entire Project 
that has theoretically been spent by the current date, measured as a function 
of the amount of work performed thus far.
Calculated as: EV = Baseline Cost * % Complete

• Cost Performance Index (CPI): The cost efficiency ratio of Earned Value 
to Actual Cost. CPI is used to calculate Projected Actual Cost for a Project.
Calculated as: CPI = EV / Actual Cost

• Schedule Performance Index (SPI): The ratio of Earned Value to 
Planned Value. SPI describes what portion of the Project plan has been 
accomplished in terms of its Cost.
Calculated as: SPI = EV / PV

Budget
A Budget indicates an allocation of money between specific start and finish 
dates. Between these dates, the Budget specifies the money available for each 
time period (usually a calendar month). Entries in a Budget can be set for labor 
or non-labor categories. Budgets can be associated with Projects or 
Organization Units.

Requests
Kintana Drive can integrate with Kintana Create to provide a comprehensive 
and powerful Project management and issue resolution system. Requests, the 
primary work unit of Kintana Create, can be linked directly to Projects or 
Tasks. The Request contains all of the information that is typically required to 
bring the Request to closure. By associating Requests with the Project, Project 
Managers can track other company issues which can affect the ultimate Project 
success. Project Tasks can also be created from Requests in the Project Plan 
Panel.
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Packages
Kintana Drive can integrate with Kintana Deliver to combine the powerful 
Project management and change management tools featured in each Kintana 
product. Packages, the primary work unit of Kintana Deliver, can be linked to 
Projects or Tasks. The Package contains all of the information that is required 
to deploy and audit software changes to mission critical applications. By 
associating Packages with a Project, Project Managers can track other 
company issues related to software change management that could affect the 
outcome of the current Project.

References
Projects can include references to other entities or sources of information, 
allowing easy access and visibility to data related to the current Project. 
References can be linked to Projects or Tasks. Summary information for 
references is viewed as part of the Project. Each reference can be viewed in 
detail with a click of the mouse. There are several reference types available in 
Kintana Drive: Attachments, Document URLs, Requests, Packages, Tasks, and 
Projects.

References can also have dependencies associated with them; for instance, a 
Task can be configured to wait for a referenced Request to finish before being 
marked Complete. In addition, new Requests can be created from a Task as 
References in both the Kintana and Workbench interfaces.

Figure 2-6 Adding an Existing Request as a Reference
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Kintana Dashboard (Drive)
Kintana Drive provides an additional level of Project efficiency when used in 
conjunction with the Kintana Dashboard. The Kintana Dashboard is a highly 
configurable application that offers greater visibility and control over Projects 
and Tasks. The Kintana Dashboard seamlessly integrates with the core Kintana 
products in a way that allows for the delivery of real-time status and exception 
information on IT initiatives and operational tasks.

Upon login to the Kintana Interface, users will see the Kintana Dashboard -- a 
collection of windows, or portlets, that comprise the Kintana Home page. 
Users who do not have access to the Dashboard will only see one summary 
level portlet for Drive: the My Tasks portlet. Users who have purchased the 
Dashboard will receive all of the following Drive related portlets:

• My Tasks Portlet (all users) ___ Displays all Project Tasks currently 
assigned to the user that have a scheduled finish date within two weeks of 
the current date.

• Project Budget and Staffing Profile vs. Actuals Portlet — Compares 
Budget and Staffing Profile plans to the actual cost and resource usage of 
running Projects.

• Project List Portlet ___ Displays general information about Projects, 
including overall status of the Project, start and end dates.

• Project List (Expanded) Portlet ___ Displays general information about 
Projects using a broader list of fields than the Project List portlet.

• Project Summary Pie Chart — Displays Projects in the system according 
to their Summary Condition.

• Project Overview Page — Contains the following portlets:

o Project Summary Portlet ___ Displays summary information about 
Projects, such as percentage complete and scheduled start and finish.

o Project Exception Summary Portlet ___ Displays summary 
information about the status of Exceptions for the Project, and how 
many Tasks fit into each Exception category.

o Project Exception Detail Portlet ___ Displays detail information about 
Exceptions for the Project, such as any Tasks that have violated 
Exceptions, the state of the Task and the Resource assigned to the Task.

o Project Milestones Portlet — Lists the Milestones in a Project.
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o Project Overview Gantt Portlet — Displays the Gantt chart for a 
Project.

o Project References Portlet ___ Displays detail information about 
entities referenced by the Project.

o Project Related Actions Portlet — Displays links to a Project’s 
Assignment visualizations and Staffing Profiles.

o Subproject & Tasks Summary Portlet ___ Displays summary 
information about a Project’s Subprojects and Tasks, such as 
percentage complete and scheduled start and finish.

• Resource Gantt — Displays information on a Resource’s workload 
including Project Tasks and assigned Requests.

Tabs in the Kintana Dashboard interface allow users to group portlets 
according to their own needs. To save time in configuration, your Kintana 
Administrator can define a default Dashboard layout for all users. For further 
adaptability, your Kintana Administrator can also create custom portlets to suit 
your particular business needs.
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 Chapter

Creating and Using Project Budgets

Kintana Drive’s Cost Management capability allows users to capture and track 
Planned and Actual cost information for their Projects, giving visibility into 
Project performance from a financial standpoint. Budgets are a key component 
of Cost Management.

A Budget indicates an allocation of money between specific start and finish 
dates. Between these dates, the Budget specifies the money available for each 
time period (usually a calendar month). 

Budgets in Kintana Drive have many key aspects that can be configured:

• A Budget can be associated with a Project or Organization Unit.

• A Budget has lines that can be modified individually.

• Users who can access the Budget can be specified.

• Budgets have states associated with them (New, Proposed, Under Review, 
etc.). 

The following sections discuss working with Budgets in more detail:

• Defining a Budget

• Modifying Project Budgets

• Comparing Budgets

Budget amounts are always entered in terms of whole thousands.
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Defining a Budget
The following sections discuss creating and configuring Budgets:

• Creating a Budget

• Associating a Budget with a Project

• Configuring Access to a Budget

Creating a Budget
To create a new Budget:

1. Log onto Kintana. From the navigation bar, select CREATE -> BUDGET. The 
CREATE A NEW BUDGET page opens.

2. Enter the BUDGET NAME, START PERIOD, and FINISH PERIOD. Click CONTINUE. 
The CREATE A NEW BUDGET: ENTER DETAILS page opens.
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3. (optional) Enter any desired information in the BUDGET INFORMATION section.

4. To add lines to the Budget, scroll down to the BUDGET BREAKDOWN section. 
Enter the number of lines you wish to add to the Budget and click ADD. The 
ADD LINES TO BUDGET page opens.

5. Specify a TYPE and CATEGORY for each Budget line and click ADD. The 
CREATE A NEW BUDGET: ENTER DETAILS page opens again, with the requisite 
Budget lines added.

6. Enter amounts for each Budget line and period and click SAVE.
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7. (optional) If you wish to track actual amounts for your Budget alongside 
the planned amounts, click the PLANNED AND ACTUALS option in the SHOW line 
and click REFRESH. The CREATE A NEW BUDGET: ENTER DETAILS page will 
reload with ACT fields allowing you to fill in actual values next to the 
planned amounts in the Budget’s columns.

Associating a Budget with a Project
A Budget can be associated with a Project from two places:

• Linking a Budget from the Modify Budget Page

• Linking a Budget from the Project Information Window

Linking a Budget from the Modify Budget Page
To link a Budget to a Project from the MODIFY BUDGET page:

1. In the Kintana interface, navigate to the Budget you wish to link. 

2. Click MODIFY BUDGET. The MODIFY BUDGET page opens.
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3. In the BUDGET INFORMATION section, specify PROJECT in the THIS BUDGET IS 
FOR radio button. The auto-complete list becomes enabled.

4. Select the desired Project from the auto-complete.

5. Click SAVE.

Linking a Budget from the Project Information Window
To link a Budget from the PROJECT INFORMATION window:

1. In the Kintana Workbench, open the Project you wish to link.

2. Double-click the Master Project line. The PROJECT INFORMATION window 
opens. Click the COST tab.
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3. Choose the desired Budget from the BUDGET auto-complete list.

Configuring Access to a Budget
Configuring access to a Budget consists of the following operations:

• Granting Access to a User

• Configuring Existing User Access

Granting Access to a User
To grant a user access to a Budget:

1. Create a new Budget or open an existing one. Click CONFIGURE ACCESS at 
the top of the page. The CONFIGURE ACCESS FOR BUDGET page opens.
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2. Select a user from the GIVE ACCESS TO USERNAME auto-complete list.

3. Click ADD. The user is added to the VIEW ACCESS list.

4. Click SAVE. The user has been granted View access to the Budget. To 
configure further Budget security options for the user, see “Configuring 
Existing User Access” on page 35.

Configuring Existing User Access
User access to a Budget can be further configured once the user has been added 
to the VIEW ACCESS list. The available options are listed in Table 3-1.

To configure existing user access:

1. Create a new Budget or open an existing one. Click CONFIGURE ACCESS at 
the top of the page. The CONFIGURE ACCESS FOR BUDGET page opens.

2. Check or uncheck the desired boxes in the ADDITIONAL EDITING ACCESS 
section. See Table 3-1 for descriptions of each category.

3. Click SAVE.

Table 3-1. Additional Editing Access for a Budget

Field Description

EDIT BASIC BUDGET 
INFORMATION

Allows the user to edit basic Budget information such as 
NAME, DESCRIPTION, STATUS, etc.

EDIT PLAN AND ACTUALS Allows the user to edit the Budget’s lines and enter new 
values in the Actuals fields.

EDIT ACTUALS Allows the user to enter new values in the Actuals fields.

EDIT SECURITY Allows the user to configure access to the Budget.
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Modifying Project Budgets
Budgets can be accessed from the Kintana interface from at least two 
locations:

• Selecting SEARCH -> BUDGETS from the navigation bar, you can search for 
and open existing Budgets to which you have access.

• Selecting COST MANAGEMENT -> BUDGETS -> MODIFY BUDGETS opens a search 
page that can be used to locate and open existing Budgets to which you 
have access. You can also delete Budgets and create new Budgets directly 
from this page.
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To modify an existing Budget:

1. Open the Budget and click MODIFY BUDGET to open the MODIFY BUDGET page.
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2. Make any necessary changes. 

3. (optional) Click CONFIGURE ACCESS to open the CONFIGURE ACCESS FOR 
BUDGET page and configure security options for the Budget.

4. Click SAVE.

Comparing Budgets
The Budget to Budget Comparison portlet allows you to make a number of 
comparisons between Budgets, as well as compare a Budget’s planned values 
to its actuals.

As with all portlets, the Budget to Budget Comparison portlet’s Edit page 
allows you to choose parameters for the portlet’s filtering and display of 
information. These parameters are listed in Table 3-2.
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The following sections illustrate two uses for the Budget to Budget 
Comparison portlet.

• Comparing Planned to Actual Values

• Comparing Related Budgets

Comparing Planned to Actual Values
The Budget to Budget Comparison portlet can be used to compare a Budget’s 
planned values to its actual values, if actual values are being captured. To see 
how to capture actual values for a Budget, see “Creating a Budget” on 
page 30.

You can compare a single Budget’s planned and actual values, as shown in 
Figure 3-1. This is accomplished by selecting a Budget from the COMPARE ONE 
OR MORE BUDGETS field and the TO ACTUALS radio button on the Budget to 
Budget Comparison portlet’s EDIT page.

Table 3-2. Budget to Budget Comparison portlet parameters

Field Description

COMPARE ONE OR 
MORE BUDGETS

A multi-select auto-complete field that allows you to select 
one or more Budgets.

TO ACTUALS Compares the selected Budget(s) to its actual values, 
assuming any have been entered.

TO ACTIVE CHILD 
BUDGETS

Compares the selected Budget(s) to the Budgets that roll up 
into it (child Budgets).

TO ACTIVE CHILD 
BUDGET ACTUALS

Compares the selected Budget(s) to the actual values 
entered for its child Budgets.

ANOTHER SET OF 
BUDGETS

Compares the selected Budget(s) to another set of Budgets. 
This is another multi-select auto-complete list.

USE BUDGET The Budget(s)’s planned values will be used in the 
comparison.

USE ACTUALS The Budget(s)’s actual values will be used in the 
comparison.

TIME PERIOD 
COVERED BY 
BUDGETS

Limits the portlet’s display range to the time period covered 
by the selected Budget(s).

SHOW FROM/TO Allows you to select a date range to display.
Creating and Using Project Budgets 39



Working with Projects
Figure 3-1 Budget to Budget Comparison portlet: Single Budget planned vs. 
actual values

In this case, we can see that the actual values for the first month of this Budget 
went over its planned amounts by a fairly significant margin, while the second 
month stayed even, and no values have been entered for the last month.

You may also find it useful to compare a set of Budgets’ planned and actual 
values, as shown in Figure 3-2. This is accomplished by selecting multiple 
Budgets from the COMPARE ONE OR MORE BUDGETS field and the TO ACTUALS 
radio button on the Budget to Budget Comparison portlet’s EDIT page.
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Figure 3-2 Budget to Budget Comparison portlet: Multiple Budget planned vs. 
actual values

In this case, we can see that user “jakesmith’s” miscellaneous Projects always 
seem to go over budget, while “janesmith” is consistently under budget.

Comparing Related Budgets
The Budget to Budget Comparison portlet can also be used to compare sets of 
related Budgets, as shown in Figure 3-3. This is accomplished by selecting a 
Budget or Budgets from the COMPARE ONE OR MORE BUDGETS field and the TO 
ANOTHER SET OF BUDGETS radio button and multi-select auto-complete list on the 
Budget to Budget Comparison portlet’s EDIT page.
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Figure 3-3 Budget to Budget Comparison portlet: Comparing related Budgets

What we have here is a portlet comparing the Budget for an entire IT 
Organization Unit with three Project Budgets owned by its members. We can 
see that during almost every month, the combined Budgets for these Projects 
exceeds the Organization Unit’s, in some cases by a wide margin.
42 Creating and Using Project Budgets



Working with Projects
 Chapter

Project Costs

When utilizing Kintana Drive’s Cost Management capability, Project costs can 
be tracked and entered from the PROJECT window in the Kintana Workbench. 
Additional Project- and cost-related visualizations are accessible from the 
Kintana interface. 

The following sections discuss Project-based Cost Management in more detail:

• Configuring Cost in the Project Settings Window

• Entering Actual Cost Data

• Analyzing Costs in the Kintana Interface

Configuring Cost in the Project Settings Window
Selecting SETTINGS from the PROJECT menu at the top of the Kintana 
Workbench opens the PROJECT SETTINGS window.
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The PROJECT SETTINGS window contains tabs controlling various aspects of a 
Master Project. Two tabs in particular focus on Cost Management:

• The COST MANAGEMENT tab lets you configure how cost data is calculated on 
the Project/Task level, and what level of manual entry is needed.

• The SECURITY tab lets you control which users can see cost data for the 
Project.

For more detailed information on configuring Cost Management from the 
Project Settings window, see:

• Cost Management Tab

• Security Tab

Cost Management Tab
The COST MANAGEMENT tab in the PROJECT SETTINGS window determines whether 
or not cost data is tracked for a Project.
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Selecting the ENABLE COST MANAGEMENT FOR THIS PROJECT check box turns on 
Cost Management. You must then choose from the following options for the 
tracking of cost data:

• AUTOMATICALLY CALCULATED FOR TASKS AND ROLLED UP TO PROJECTS — Planned 
and Actual Labor Costs for Tasks will be automatically calculated and 
rolled up to Projects. These values are not calculated until a Resource is 
assigned to a Task. For definitions of Planned and Actual Labor Costs and 
how Kintana Drive calculates them, see “Cost Management” on page 24.

• MANUALLY ENTERED FOR TASKS BUT AUTOMATICALLY ROLLED UP TO PROJECTS — 
Planned and Actual Labor Costs for Tasks will be entered by the Project 
Manager or other user with the proper level of access. These values are 
rolled up to Projects automatically.

• MANUALLY ENTERED FOR TASKS AND PROJECTS — Planned and Actual Labor 
Costs for Tasks and Projects will be entered by the Project Manager or 
other user with the proper level of access. These values do not roll up.

Security Tab
The SECURITY tab in the PROJECT SETTINGS window determines the users allowed 
to view cost data for a Project. 
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You can choose from the following options:

• ALL USERS (default)

• PROJECT MANAGERS FOR THIS MASTER PROJECT ONLY

• PROJECT MANAGERS FOR THIS MASTER PROJECT <PROJECT NAME> AND ALL OF ITS 
SUBPROJECTS

• PARTICIPANTS FOR THE TASKS AND PROJECTS FOR WHICH THEY ARE PARTICIPANTS

• PROJECT TEAM ONLY

Entering Actual Cost Data
Actual Labor Cost data can be automatically calculated by Kintana Drive as a 
function of time spent on a Task multiplied by the Rate of the Resource 
assigned to that Task. The values for Tasks can be rolled up to their parent 
Projects.
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Actual Non-Labor Costs, which represent miscellaneous costs incurred in 
performing work on a Task, are manually entered by the user.

Actual Non-Labor Costs can be entered manually at any time. 

For more detailed information about entering Actual Labor Costs, see the 
following sections:

• Actual Labor Cost Settings

• Entering Actual Labor Costs

Actual Labor Cost Settings
Depending on the COST MANAGEMENT tab setting in the PROJECT SETTINGS 
window, Actual Labor Costs can be entered manually for Projects or Tasks.

• AUTOMATICALLY CALCULATED FOR TASKS AND ROLLED UP TO PROJECTS — Actual 
Labor Costs for Tasks are calculated by Kintana Drive and rolled up to 
parent Projects. Actual Labor Cost values for Tasks and Projects cannot be 
updated.

• MANUALLY ENTERED FOR TASKS BUT AUTOMATICALLY ROLLED UP TO PROJECTS — 
Actual Labor Costs are entered manually by the user, and the values are 
rolled up to parent Projects. Project Actual Labor Costs cannot be updated, 
since they are rolled up from subordinate Tasks.

• MANUALLY ENTERED FOR TASKS AND PROJECTS — Actual Labor Costs are 
entered manually by the user for Tasks and Projects. No roll-up takes 
place, which means that there can be some variance between the sum of 
Task Actual Labor Costs and the Project’s Actual Labor Cost.

Developer Bob has a Rate of $20/hour. He spends 4 hours on a Task in a bug-
fixing Project. 

The Task’s Actual Labor Cost is computed as $20/hour * 4 hours = $80 for 
the Task.

The bug-fixing Project has a total of 5 Tasks identical to Bob’s. The Total 
Actual Labor Cost for the Project comes to $400 with no Actual Non-Labor 
Costs incurred.

Developer Bob needs to spend $100 on RAM to upgrade his machine so he 
can finish his Task. This is an Actual Non-Labor Cost.
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Entering Actual Labor Costs
Actual Labor Costs can be entered from the following locations:

• Entering Cost Data in the Project Window - Cost Tab

• Entering Cost Data in the Project Window - Plan Tab

• Entering Cost Data in the Project or Task Information Window

Entering Cost Data in the Project Window - Cost Tab
Actual Labor Cost data can be entered in the COST tab of the PROJECT window.

To enter Actual Labor Cost data in the COST tab of the PROJECT window:

1. Open the desired Project in the Kintana Workbench.

Before attempting to enter Actual Labor Cost values for a Project, check the 
PROJECT SETTINGS window’s COST MANAGEMENT tab to verify the Cost 
Management settings.

Cost Management must be turned on from the PROJECT SETTINGS window’s 
COST MANAGEMENT tab in order for the COST tab to be enabled.
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2. Verify in the PROJECT SETTINGS window’s COST MANAGEMENT tab that you 
can enter Actual Labor Cost values for Tasks or Projects. 

The ALL PLANNED LABOR COSTS AND ACTUAL LABOR COSTS WILL BE radio button 
should be set to one of the last two options, depending on what level of 
control is desired.

Upon verifying, click OK. The PROJECT SETTINGS window closes, returning 
you to the PROJECT window.

3. Click the COST tab.

4. Enter the Actual Labor Cost values in the appropriate Task or Project lines.

5. Click SAVE to save changes to the Project and continue editing it. Click OK 
to save changes to the Project and close the PROJECT window. Click CANCEL 
to close the Project without saving any changes.

Entering Cost Data in the Project Window - Plan Tab
To enter Actual Labor Cost data in the COST tab of the PROJECT window:

1. Open the desired Project in the Kintana Workbench.
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2. Open the PROJECT SETTINGS window.

3. In the PROJECT FIELDS tab, enable the desired fields (ACTUAL LABOR, ACTUAL 
NON-LABOR, PLANNED LABOR, PLANNED NON-LABOR).

4. Verify in the COST MANAGEMENT tab that you can enter Actual Labor Cost 
values for Tasks or Projects. 
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The ALL PLANNED LABOR COSTS AND ACTUAL LABOR COSTS WILL BE radio button 
should be set to one of the last two options, depending on what level of 
control is desired.

Upon verifying, click OK. The PROJECT SETTINGS window closes, returning 
you to the PROJECT window.

5. Click the PLAN tab.

6. Enter the Actual Labor Cost values in the appropriate Task or Project lines.

7. Click SAVE to save changes to the Project and continue editing it. Click OK 
to save changes to the Project and close the PROJECT window. Click CANCEL 
to close the Project without saving any changes.

Entering Cost Data in the Project or Task Information Window
To enter Actual Labor Cost data in the COST tab of the PROJECT or TASK 
INFORMATION window:

1. Open the desired Project in the Kintana Workbench.

2. Verify in the PROJECT SETTINGS window’s COST MANAGEMENT tab that you 
can enter Actual Labor Cost values for Tasks or Projects. 
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The ALL PLANNED LABOR COSTS AND ACTUAL LABOR COSTS WILL BE radio button 
should be set to one of the last two options, depending on what level of 
control is desired.

Upon verifying, click OK. The PROJECT SETTINGS window closes, returning 
you to the PROJECT window.

3. Double-click the Project or Task you wish to update. The PROJECT or TASK 
INFORMATION window opens. 

4. Click the COST tab. Enter the Actual Labor Cost values in the appropriate 
Task or Project lines.

5. Click APPLY to save changes to the Project or Task and continue editing it. 
Click OK to save changes to the Project or Task and close the PROJECT or 
TASK INFORMATION window.

6. Click SAVE to save changes to the Project and continue editing it. Click OK 
to save changes to the Project and close the PROJECT window. Click CANCEL 
to close the Project without saving any changes.
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Analyzing Costs in the Kintana Interface
The Kintana interface provides convenient and powerful tools for visualizing 
your Project Cost data. Using specialized Kintana pages and portlets, you can:

• Display Projects being managed by a particular user, arranged according to 
the size of their Budget. The Projects’ Cost health, and CPI/SPI 
performance are also indicated.

• Display Projects in a particular Department, arranged according to their 
Baseline cost. The Projects’ Cost health, and CPI/SPI performance are also 
indicated.

• Display Projects being managed by a particular user, arranged according to 
their projected Actual Cost at completion. The Projects’ Cost health, and 
CPI/SPI performance are also indicated.

• Display a chart for a single Project graphing any of the following values 
over a configurable period of time:

o Planned Value

o Earned Value

o Actual Costs

o Budget

o Budget Actuals

For more information on analyzing Project Costs in the Kintana interface, see 
“Analyzing Project Costs” on page 208.
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Setting Up Your Resources

Resources in Kintana can be tracked to optimize their time and capabilities 
with Kintana Drive’s Resource Management functionality. Using Resource 
Management, a Project Manager can:

• Configure a Global Calendar and set the number of hours in a working day

• Assign a Primary Skill and Cost Rate to a Resource

• Map Resources into an Organization Model and tie Organization Units to 
Security Groups

• Track the future supply of Resources using Resource Pools

• Project the allocation of Resources over time using Staffing Profiles

• Assign Resources to Work Items

• View Resource load by time period, Project, or individual

• Compare Project assignments to Staffing profiles

For more detailed information on setting up and using Resource Management 
in Kintana Drive, see "Managing Resources in Kintana".
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Setting Up a Project

Kintana Drive allows organizations to define business initiatives as a 
hierarchical structure of Tasks and Subprojects that logically groups and 
organizes activities and deliverables. Using Kintana Projects, users can define, 
browse, edit, and manage complex business initiatives. The following sections 
provide a comprehensive set of instructions related to setting up a Project:

• Creating a Project

• Setting Up a Master Project

• Adding Tasks to a Project

• Setting Up Project Dependencies

• Creating a Master Project Schedule

• Establishing a Project Baseline

Creating a Project
Kintana Drive Master Projects 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’s life cycle.

Many Project activities are performed in the Kintana Workbench interface. If 
you have installed a pop-up blocker in your web browser, the Kintana 
Workbench will not open.
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There are three main stages in the creation of a Project:

• Stage One: Setting up a Master Project

• Stage Two: Adding Tasks to a Project

• 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 a 
Project as it moves toward completion. Project Templates can also be used to 
define an entire Master Project, and can be subsequently modified. 

• Selecting Information to Track and Display: The Master Project contains 
configurable fields that collect information which will be tracked as the 
Project 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’s life, some 
things may go wrong -- resources may be missing, Tasks may be 
completed late or not at all, the Project may go over budget, etc. The 
Master Project contains Exception Rules that can be configured to deliver 
advance warning of these circumstances or to signal when they have 
occurred.

• Setting Up Indicators: The Master Project also features configurable 
Project Plan Indicators. Indicators can display exceptions that have 
occurred, Projects with Custom Fields, Tasks or Projects that might require 
rescheduling, Tasks with defined Notifications, and any scheduling 
constraints that apply to a Task.

• Setting Scheduling Options: The Master Project can be set to schedule 
Projects based on different configurations for resource availability and 
actual start and finish dates.

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.
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• Setting Security Restrictions: Project Managers can set Security 
Restrictions on a Project so that only those directly involved in a Project 
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 to add and modify Tasks:

• Adding Tasks to the Project Plan Panel

• 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 can be scheduled. Kintana Drive will calculate scheduled start and 
finish dates automatically, and inform the user of any errors it encounters in the 
process.

Setting Up a Master Project
The Master Project is the entity in Drive that keeps track of a business 
initiative. It can be configured to display useful data about a given Project as it 
moves toward completion.

Andrew, Jered, and Dave are the assigned Resources for a Project, but Jered 
is going on vacation for a week, and all three people need to be present for the 
initiative to move forward. The Project can be set not to include Jered’s 
vacation time as viable for scheduling.
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Figure 6-1 Kintana Drive Master Project

The Master Project can be configured in the following ways:

• 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

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 wishing 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 without risk.
60 Setting Up a Project



Working with Projects
Selecting Information to Track and Display
The Master Project allows Project Managers to choose information they would 
like to track over the course of the Project. Fields selected in this window 
become enabled for all Project Participants.

To select information to track and display:

1. Select PROJECT -> SETTINGS from the menu at the top of the Kintana 
Workbench. The SETTINGS window opens.

2. Click the PROJECT FIELDS tab.

Figure 6-2 Settings Window - Project Fields Tab

3. For each field, select the appropriate check box, depending on whether you 
wish the field to be displayed in both the Workbench and Kintana interface, 
or only in the Workbench. If you do not want the field displayed in either 
location, do not select a check box for that field.

4. To apply changes to the Project and continue to set desired information 
without closing the window, click APPLY.
Setting Up a Project 61



Working with Projects
5. To apply changes to the Project 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, as well as the 
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. 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 in terms of its cost can also be represented with the 
configurable Cost Health Indicator.

Figure 6-3 Settings Window - Exception Rules Tab

For a Project with a very 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 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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By default, Unassigned Tasks, Late Tasks and Tasks Starting Late are enabled 
and included in the Project Summary Condition. The following topics are 
related to setting up Exceptions:

• Setting Exception Rule Behavior

• Summary Condition

• Cost Health Indicator

Setting Exception Rule Behavior
The Master Project is equipped with the following Exception Rules:

The following parameters for all Exception Rules are configurable:

• ENABLED - Project Managers can decide whether or not the particular 
Exception Rule is enabled.

• RULE (NUMBER OF DAYS) - Specifies the number of days the particular 
Exception Rule waits for or monitors. The default number of days for each 
Exception Rule to be triggered is three.

• INCLUDE IN SUMMARY CONDITION - Decides whether or not the violations of the 
particular Exception Rule are included in Drive’s Summary Condition (see 
“Summary Condition” on page 65).

Each Exception Rule within the EXCEPTION RULES tab can be configured 
independently.

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.

PREDECESSOR 
HAS EXCEPTION

Task directly preceding a milestone has triggered one of the 
above Exceptions.

CRITICAL PATH 
RUNNING LATE

Task preceding a milestone on the Project critical path has 
triggered one of the above Exceptions.
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To set Exception Rule behavior:

1. Select PROJECT -> SETTINGS from the menu at the top of the Kintana 
Workbench. The SETTINGS window opens.

2. Click the EXCEPTION RULES tab.

3. To enable a particular Exception Rule, select the check box to its left in the 
ENABLED column.

4. To set the number of days that 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 check box to its right in the INCLUDE IN SUMMARY CONDITION 
column.

6. To apply changes to the Project and continue to set Exception Rule 
behavior without closing the window, click APPLY.

7. To apply changes to the Project and close the window, click OK.
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Summary Condition
The Summary Condition is a graphical indicator of the health of a Project, 
located next to the Project name. A Project’s Summary Condition color begins 
green and changes to yellow or red depending on the percentage of Tasks 
within a Project that have triggered Exceptions. This percentage is 
configurable in this tab, by any Project Manager. A Project’s Summary 
Condition will not be calculated until the Project is saved.

To set the values for triggering color changes in the Summary Condition:

1. Select PROJECT -> SETTINGS from the menu at the top of the Kintana 
Workbench. The SETTINGS window opens.

2. Click the EXCEPTION RULES tab.

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 61 for more information on 
enabling fields in the Project Fields tab.

Table 6-1. Default Values for Triggering Color Change in Summary Condition 

Green 0%

Yellow 30%

Red 60%

A Project Manager sets the threshold value for yellow to 30%. Four Tasks 
trigger an exception in a Project 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.
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3. Enter the desired triggering value into each text field. Do not include the 
percent sign (%).

4. To apply changes to the Project and continue to set Exceptions without 
closing the window, click APPLY.

5. To apply changes to the Project and close the window, click OK.

Cost Health Indicator
The Cost Summary is part of Cost Management, and can be enabled or 
disabled on a per-Project 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 in terms of its cost. 
Project cost health is calculated in the following areas:

• Cost Performance Index (CPI): The cost efficiency ratio of the Project’s 
Earned Value (Baseline Costs * % Complete) to Actual Costs. 
Calculated as Earned Value / Actual Cost. CPI for a healthy Project should 
be greater than 1.

• Schedule Performance Index (SPI): The difference in value between the 
scheduled completion of a Task/Project and its actual completion.
Calculated as Earned Value - Planned Value. SPI for a healthy Project 
should be greater than 1.

• Prorated Budget: A measure of the budget scheduled to have been spent to 
date.

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

Table 6-2. 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%
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Setting Up Indicators
Kintana Drive provides Project Plan Indicators to give users a better at-a-
glance overview of their Projects in progress. The following Indicators can be 
configured to be displayed at the Master Project level. Indicators appear in the 
Project Plan Panel to the left of Subproject and Task names, where appropriate.

• CONSTRAINT: Displays for Tasks with scheduling constraints.

• CUSTOM FIELDS: Displays for Projects that have Custom Fields defined.

• EXCEPTION: Displays for Tasks that have triggered exceptions, and also 
displays the Summary Condition for Projects.

• NOTIFICATION: Displays for Tasks that have Notifications defined.

• SCHEDULING: Displays for updated Tasks or Projects that might require 
rescheduling.

• COST HEALTH: Displays for Projects that have Cost Management enabled.

To set Indicators to be displayed:

1. Select PROJECT -> SETTINGS from the menu at the top of the Kintana 
Workbench. The SETTINGS window opens.

2. Click the INDICATORS tab.

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

He un-checks 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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3. To display a particular Indicator, select the check box to its left in the 
DISPLAYED column. The Exception Indicator is displayed by default.

4. To apply changes to the Project and continue to set Exceptions without 
closing the window, click APPLY.

5. To apply changes to the Project and close the window, click OK.

Setting Scheduling Options
Project Managers can set different scheduling options, depending on the 
Project’s level of resource dependency. Drive’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. Project Managers can perform the 
following scheduling actions:

• Setting a Default Date From Which to Schedule

• Setting Scheduling With or Without Actual Start/Finish Dates

• Setting Scheduling Options for Resource Dependency

• Setting the Work Day Hours
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Setting a Default Date From Which to Schedule
Project Managers can set a default date for Drive to start scheduling from. This 
is useful for setting a hard date from which to begin an initiative, no matter 
what occurs during the planning process.

To set a default date from which to schedule the Project:

1. Select PROJECT -> SETTINGS from the menu at the top of the Kintana 
Workbench. The SETTINGS window opens.

2. Click the SCHEDULING tab. 

3. Select the PROGRESSIVE scheduling option.

4. Select the desired date from the DEFAULT DATE FROM WHICH TO SCHEDULE 
calendar.

5. To apply changes to the Project and continue to set Scheduling Options 
without closing the window, click APPLY.

6. To apply changes to the Project 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’s schedule using actual 
start/finish dates. This is the default scheduling mode.

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

1. Select PROJECT -> SETTINGS from the menu at the top of the Kintana 
Workbench. The SETTINGS window opens.

2. Click the SCHEDULING tab.

3. Set one of the two scheduling date options:

• To schedule your Project using actual start/finish dates, select 
STANDARD. This is the default setting.

Once a Project 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 Master Project is set to use actual start/finish dates in scheduling, it will 
use these dates to determine the schedule.
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• To schedule your Project without using actual start/finish dates, select 
PROGRESSIVE.

4. To apply changes to the Project and continue to set Scheduling Options 
without closing the window, click APPLY.

5. To apply changes to the Project and close the window, click OK.

Setting Scheduling Options for Resource Dependency
Every business initiative 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 is possible 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, Drive will only 
consider days when all resources are present.

To set the minimum resource requirements for the Master Project schedule:

1. Select PROJECT -> SETTINGS from the menu at the top of the Kintana 
Workbench. The SETTINGS window opens.

2. Click the SCHEDULING tab. 
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3. To specify the minimum resource requirement necessary for a day to be 
considered available, select the condition desired.

4. To apply changes to the Project and continue to set Scheduling Options 
without closing the window, click APPLY.

5. To apply changes to the Project and close the window, click OK.

Setting the Work Day Hours
Not all companies have the same length of working day. Kintana Drive allows 
you to set the number of hours in a working day for scheduling purposes.

To set the number of hours in a working day:

Only one condition can be selected at a time.

This is a system-wide configuration and should not be adjusted by 
unauthorized users.
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1. Open the Kintana Workbench and click the DRIVE screen group.

2. Click the CALENDARS screen. The CALENDAR WORKBENCH window opens.

3. Click BASE CALENDAR. The BASE CALENDAR window opens.

4. Click SETTINGS. The BASE CALENDAR SETTINGS window opens.
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5. Enter the number of WORKING HOURS IN A DAY and click OK.

6. Click OK to save the change and close the BASE CALENDAR window.

Setting Security Restrictions
Project Managers can set security restrictions on a Master Project such that 
only those who are involved in the Project can view it. Someone who is not a 
Manager or Participant in a Project will not be able to open or edit it. 
Additionally, the Project will not appear in any searches run by a non-
Participant or non-Manager, both from the Project Workbench and Project 
Search page. Kintana Drive defines Project Participants as users who are 
involved in Projects, but lack the administrative responsibilities of a Project 
Manager. For more information on Project Participants, see “Updating Tasks: 
Project Participant Activities” on page 221.

Security restrictions can be set in the following areas:

• Setting Security for the Master Project

• Setting Security for Cost Data

Setting Security for the Master Project
To set security restrictions for a Master Project:

1. Select PROJECT -> SETTINGS from the menu at the top of the Kintana 
Workbench. The SETTINGS window opens.

2. Click the SECURITY tab. 
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3. Select the restriction type desired from the THIS PROJECT AND ITS TASKS CAN 
BE VIEWED BY section.

• To allow any Kintana user to view and search for the Project, select ALL 
USERS.

• To restrict Project visibility to only those involved in the Project, select 
PARTICIPANT RESTRICTED.

4. To apply changes to the Project and continue to set other options in the 
SETTINGS window, click APPLY.

5. To apply changes to the Project and close the window, click OK.

Setting Security for Cost Data
To set security restrictions for a Master Project’s Cost data:

1. Select PROJECT -> SETTINGS from the menu at the top of the Kintana 
Workbench. The SETTINGS window opens.

2. Click the SECURITY tab. 
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3. Select the restriction type desired from the COST INFORMATION ON THE 
PROJECT AND ITS TASKS can be viewed by section.

• To allow any Kintana user to view Cost data for the Project, select ALL 
USERS.

• To restrict Cost data visibility solely to Master Project and its Project 
Managers, select PROJECT MANAGERS FOR THIS MASTER PROJECT ONLY.

• To restrict Cost data visibility to the Master Project, and its 
Subprojects’ Project Managers, select PROJECT MANAGERS FOR MASTER 
PROJECT <PROJECT NAME> AND ALL OF ITS SUBPROJECTS.

• To restrict Cost data visibility to only those involved in the Project, 
select PARTICIPANTS FOR ONLY THE TASKS AND PROJECTS FOR WHICH THEY 
ARE PARTICIPANTS.

• To restrict Cost data visibility to only those specified in the SETTINGS 
window’s PROJECT TEAM tab, select PROJECT TEAM ONLY.

4. To apply changes to the Project and continue to set other options in the 
SETTINGS window, click APPLY.
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5. To apply changes to the Project 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. Resources can be users and groups of users. In the PROJECT TEAM tab, 
the Project Manager can choose to either: 

• Allow all users with the Project option enabled in their Security Groups to 
be Resources for a Project.

Or 

• Only allow those Resources who are specified in the PROJECT TEAM tab to 
be used as Resources for a Project. These Resources are listed in the tab’s 
Resource table.

To setup the Project Team for a Master Project:

1. Select PROJECT -> SETTINGS from the menu at the top of the Kintana 
Workbench. The SETTINGS window opens.

2. Click the PROJECT TEAM tab. 

Exception: Users with the SYSADMIN: OVERRIDE KEY FIELDS SEGMENTATION can 
add any users as a Resource to the Project. 
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3. To allow all Resources with the Project option enabled in their Security 
Groups to be used as Resources for a Project, click the appropriate check 
box. Skip the steps shown below and go to Step 9 of this procedure.

4. To specify Resources for a Project, deselect the appropriate check box and 
click ADD. The RESOURCE: NEW window opens.

\

5. Click the RESOURCE auto-complete icon. A VALIDATE window opens.
78 Setting Up a Project



Working with Projects
6. Select the Resource from the list of Resources and click OK. The VALIDATE 
window closes. The name of the selected Resource appears in the required 
RESOURCE field of the RESOURCE: NEW window.

7. Click ADD to add the current Resource and continue adding more 
Resources.

8. Click OK to add the current Resource and close the RESOURCE: NEW 
window.
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9. Click OK to save the selections and close the window. Click SAVE to save 
the selections and leave 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. Click OK to save the action and close the window. Click SAVE to save the 
action and leave the window open.

Setting Up Microsoft Project Integration
The Kintana Drive - Microsoft Project 2000 interface allows Project Managers 
to synchronize project information in a Kintana Drive Project with the project 
information in a Microsoft Project 2000 Project file. Information can also be 
imported from Microsoft Project to Kintana Drive and exported from Kintana 
Drive to Microsoft Project.

Kintana Drive 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 
Drive and Microsoft Project. See “Control Mode” on page 82 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 6-4. 
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Figure 6-4 MSP Synchronization Tab

The MSP SYNCHRONIZATION tab has four sections:

• Microsoft Project File Information

• Activity History

• Control Mode

• Resource Identification

The MSP SYNCHRONIZATION tab is available only for Projects, but not for 
Project Templates.

When importing information from Microsoft Project to Kintana Drive, the 
MSP SYNCHRONIZATION tab is not available because the Drive Project file has 
not been created yet. The Import Wizard performs the same functions as the 
MSP SYNCHRONIZATION tab sections described below.
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Microsoft Project File Information
The MICROSOFT PROJECT FILE INFORMATION section displays the path and filename 
information of the Microsoft Project file associated with a Kintana Drive 
Project. The Microsoft Project file can be stored on a local machine or a local 
network.

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

Control Mode
The CONTROL MODE section lets the Project Manager select a synchronization 
mode. The available options are:

• KINTANA DRIVE-CONTROLLED

The Project Manager creates a project in Drive 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. 
(This is the default value for new Projects created in Drive.)

• MICROSOFT PROJECT-CONTROLLED 

The Project Manager creates a project in Microsoft Project and 
synchronizes it in the Kintana Workbench. For all subsequent 
synchronizations, information in Drive is updated with current information 
from Microsoft Project.

• KINTANA DRIVE CONTROLS ACTUALS

The Project Manager plans and schedules the Project in Microsoft Project 
while using Drive to track actuals. Each subsequent synchronization 
updates the Microsoft Project file with actuals data from Drive. The Drive 
Project is updated with changes to the project structure or schedule in 
Microsoft Project.

Resource Identification
The RESOURCE IDENTIFICATION section lets 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 KINTANA DRIVE-CONTROLLED.) Select one of the following options:

• KINTANA USERNAME
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The Kintana username is used as the name of the new Microsoft Project 
resource created during synchronization. 

• FULL NAME 

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

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

Importing Custom Fields from a Project Template
Project Templates are used in Drive to create repeatable processes to be used in 
Projects. They can be used as a model and serve as a basis for Master Projects 
or Subprojects. Project Templates can also contain custom fields that can 
capture information not normally covered by standard Project and Task fields. 
These custom fields are unique to their Project Template.

Custom fields can be associated with an existing Project without importing the 
Project Template they come from. This allows you to capture whatever 
information is needed without having to simultaneously import a superfluous 
set of Projects 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:

1. Open the Project you wish to add custom fields to.

2. In the Project Plan Panel, double-click the Project name or select it and 
click EDIT. The PROJECT INFORMATION window opens.
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3. Select the Project Template containing the desired custom fields from the 
CUSTOM FIELDS DEFINED IN auto-complete list.

4. 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. Click SAVE to save changes and continue working on the Project. Click OK 
to save changes and close the Project. Click CANCEL to close the Project 
without saving any changes. 7

Adding Tasks to a Project
Once the Master Project has been configured, you can add Tasks to the Project 
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. Some common methods for adding and manipulating tasks are 
described below:

• Adding Tasks to the Project Plan Panel

• Adding Tasks Using Project Templates
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• Setting Up Project Hierarchy

• Attaching Additional Information to a Project or Task

• Creating a Task From a Request

• Adding Milestones

Adding Tasks to the Project Plan Panel
To add a Task to the Project Plan Panel:

1. Within the PROJECT window, click ADD TASK. A new Task appears in the 
Project Plan Panel below the current selection.

You can also add a new Task by selecting the last item in the Project Plan 
Panel and pressing Insert or the down arrow on your keyboard.

2. Edit the new Task’s information.

• Tasks can be edited directly inside the Project Plan Panel. Click on a 
field to edit its contents.

• Tasks can also be edited through the TASK INFORMATION window, which 
displays more detailed information on a Task.
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i. Double click on the new Task. The TASK INFORMATION window 
opens.

ii. Modify the information under each tab in the TASK INFORMATION 
window as necessary (for details, see “Editing Task Information” 
on page 121).

3. To apply changes to the Project without closing the window, click APPLY.

4. To apply changes to the Project and close the window, click OK.

You can also copy and paste Tasks using Crtl-C and Crtl-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 Panel as a 
Subproject, along with its default values for Scheduled Effort, Scheduled 
Duration, and notifications.
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To add a set of tasks using a Project Template:

1. Within the PROJECT window, select PROJECT CREATED FROM TEMPLATE from 
the drop down list.

2. Click ADD. The ADD PROJECT TEMPLATE window opens.

3. Select a PROJECT TEMPLATE from the auto-complete list.

4. Click OK. The ADD PROJECT TEMPLATE window closes. The selected 
Template is added to the Project Plan as a collapsed Subproject.

5. Modify the information for any Task inside the Subproject by either editing 
it directly in the Project Plan Panel, or double-clicking on the Task and 
editing fields. See “Adding Tasks to the Project Plan Panel” on page 85 
for more detailed information.

Setting Up Project Hierarchy
Kintana Drive allows users to add Tasks and Subprojects (from Templates) in 
any order. Once the Tasks have been added, Drive users can also arrange and 
group them in a hierarchy.

Project Templates can be modified to contain Custom Fields. See “Creating 
Custom Fields for Project Templates” on page 165 for more detailed 
information.
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To move an item up in the hierarchy:

1. In the Project Plan Panel, select the Task or collapsed Subproject you want 
to move.

2. Click the UP ARROW button or press Ctrl-up arrow on your keyboard.

The selected Task or Subproject moves up in the list.

• If the selected item is not at the same level as the item it is switched 
with, it is indented or outdented to match the level of the item it is 
switched with.

• If the switch results in a Subproject with no immediate children, that 
Subproject is converted to a Task after it moves.

To move an item down in the hierarchy:

1. In the Project Plan Panel, select the Task or collapsed Subproject you want 
to move.

2. Click the DOWN ARROW button or press Ctrl-down arrow on your keyboard.

The selected Task or Subproject moves down in the list.
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• If the item immediately above the selected item is an expanded 
Subproject, the selected item becomes its child.

• If the item 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.

• If the selected item was the only child of a Subproject, that Subproject 
is converted to a Task after the selected item moves.

To indent an item:

1. In the Project Plan Panel, select the Task or collapsed Subproject you want 
to move.

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.

• If the item immediately above the selected item is a Task, that Task is 
converted to a Subproject.

To outdent an item:

1. In the Project Plan Panel, select the Task or collapsed Subproject you want 
to move.

2. Click the LEFT ARROW button or press Ctrl-left arrow on your keyboard.

The selected Task or Subproject moves out one level in the hierarchy.

• If the selected item was a child of a Subproject, it becomes either a 
Task or Subproject on the same level as its former parent.

• If the selected item was a Subproject’s only child, that Subproject is 
converted to a Task.

• If the selected item was a Task with other Tasks of the same level 
beneath it, those Tasks are converted to children of the selected item, 
which is now a Subproject.

If the selected item is the first child of a Subproject, you will not be able to 
indent it.
Setting Up a Project 89



Working with Projects
Useful Keyboard Shortcuts in the Project Plan Panel
Tasks and Subprojects within the Project Plan Panel can be manipulated from 
the keyboard as well as the buttons in the Project Window. Table 6-3 lists all 
available keyboard shortcuts.

Table 6-3. Keyboard Shortcuts in the Project Plan Panel

Attaching Additional Information to a Project or Task
Tasks and Subprojects can contain other types of information, such as Kintana 
Create Requests, Kintana Deliver Packages, attachments, and URLs. They can 
also be configured to send notifications based on certain conditions. 

Project Managers can create Tasks from Requests in the Kintana 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 113 for detailed instructions on:

• Assigning Resources

• Setting Up Notifications

• Editing Task Information

Keystroke Action

Insert Inserts a Task into the hierarchy above the current row.

Delete Deletes the selected Task from the Project.

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.

Crtl-C Copies the selected Task.

Ctrl-V Pastes a Task or Tasks (must be on the Project’s last line)

F2 Edits the selected cell in the Project Plan Panel.

ESC Cancels changes to a cell in the Project Plan Panel.

Left or Right Arrow 
(while editing)

Saves edits and moves cursor to the next cell in the Project 
Plan Panel.
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• Attaching References to Tasks

o Attaching Existing Requests

o Attaching Packages

o Attaching Documents

o Attaching URLs

• Configuring Task Predecessors

• Setting Scheduling Constraints

Creating a Task From a Request
A Task can be created from a Request and added to the Project Plan. The new 
Task will have a Reference to the originating Request.

To create a Task from a Request:

1. Within the PROJECT window, select TASK CREATED FROM REQUEST from the 
drop down list at the bottom left corner of the window.

2. Click ADD. The NEW TASK FROM REQUEST window opens.
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3. Specify the Request(s) you want 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) you want to use by entering search criteria in the 
appropriate fields and clicking LIST.

The Requests that match your search criteria display in the QUERY RESULTS 
section of the window.

5. Select the Request(s) in the QUERY RESULTS section that you want turn into 
Tasks. 

You 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. 

6. 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.
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7. 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. The Task is linked to the Request. 

You 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.

Adding Milestones
Milestones are used to mark significant events in a Project, often the 
completion of a deliverable or arrival of a deadline. 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 a Milestone:

1. Within the PROJECT window, click ADD TASK. A new Task appears in the 
Project Plan Panel below the current selection.

You can also add a new Task by selecting the last item in the Project Plan 
Panel and pressing Insert or the down arrow on your keyboard.
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2. Double click on the new Task. The TASK INFORMATION window opens.

3. Select the MARK TASK AS MILESTONE check box. If you want the Milestone to 
mark itself as Complete automatically upon being reached, select the 
MILESTONE AUTOMATICALLY COMPLETES check box.

4. Modify the information under each tab in the TASK INFORMATION window as 
necessary (for details, see “Editing Task Information” on page 121).

5. To apply changes to 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.
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Setting Up Project Dependencies
Kintana Drive allows you to create dependencies between a Project or Task 
and another, completely separate Project or Task.

These dependency relationships are controlled from the PREDECESSORS tab of 
the PROJECT or TASK INFORMATION window.

The types of Predecessor relationships available are described in Table 6-4.

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

Table 6-4. Possible Predecessor Relationships to a Project or Task

Predecessor Type Description Possible Relationships

TASK/PROJECT A Task or Project in 
the current Project

FINISH/START - The Project or Task can 
start once its Predecessor has 
completed.

EXTERNAL TASK A Task from a 
separate Project

FINISH/START - The Project or Task can 
start once its Predecessor has 
completed.
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The following sections discuss setting Predecessor relationships in more detail:

• Setting Internal Predecessors

• Setting an External Predecessor Task

• Setting an External Predecessor Project

• Setting an External Predecessor Request

Setting Internal Predecessors
Setting a Project/Task Predecessor that is contained in the same Project can be 
done directly in the Project Plan Panel.

EXTERNAL PROJECT A separate Project FINISH/START - The Project 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.

Table 6-4. Possible Predecessor Relationships to a Project or Task

Predecessor Type Description Possible Relationships
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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 a Task or Project:

1. Open the PROJECT or TASK INFORMATION window of the Project or Task you 
wish to add a Predecessor to. Click the PREDECESSORS tab.
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2. Click ADD. A line is added to the PREDECESSORS tab table.

3. In the TYPE column, select EXTERNAL TASK from the drop down list.

4. In the PROJECT column, select the external Project from the auto-complete 
list.

5. In the NAME column, select the Task Name from the auto-complete list.
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6. Click the field in the ID/SEQ column to display the Task ID.

7. Click APPLY to save changes and continue working in the PROJECT or TASK 
INFORMATION window. Click OK to save changes and close the PROJECT or 
TASK INFORMATION window. Click CANCEL to close the PROJECT or TASK 
INFORMATION window without saving any changes.

Setting an External Predecessor Project
To set an external Predecessor Project for a Task or Project:

1. Open the PROJECT or TASK INFORMATION window of the Project or Task you 
wish to add a Predecessor to. Click the PREDECESSORS tab.
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2. Click ADD. A line is added to the PREDECESSORS tab table.

3. In the TYPE column, select EXTERNAL PROJECT from the drop down list.

4. In the PROJECT column, select the external Project from the auto-complete 
list.
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5. In the NAME column, select the Project or Subproject Name from the auto-
complete list.

6. Click the field in the ID/SEQ column to display the Project or Subproject ID.

7. Click APPLY to save changes and continue working in the PROJECT or TASK 
INFORMATION window. Click OK to save changes and close the PROJECT or 
TASK INFORMATION window. Click CANCEL to close the PROJECT or TASK 
INFORMATION window without saving any changes.

Setting an External Predecessor Request
To set an external Predecessor Request for a Task:

1. Open the TASK INFORMATION window of the Task you wish to add a 
Predecessor to. Click the PREDECESSORS tab.
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2. Click ADD. A line is added to the PREDECESSORS tab table.

3. In the TYPE column, select REQUEST from the drop down list.

4. In the ID/SEQ column, select the Request ID from the auto-complete list.

5. In the RELATIONSHIP column, select FINISH-START or FINISH-FINISH from the 
drop down list.
102 Setting Up a Project



Working with Projects
6. 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
Kintana Drive generates schedules for Master Projects, based on the 
configurations set in the SCHEDULING tab of the SETTINGS window. The 
following are common tasks and items associated with scheduling:

• Generating the Schedule

• Scheduling Errors

• Scheduling Warnings

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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2. Specify whether you wish to schedule the entire project or part of it.

a. To schedule the whole project, select SCHEDULE WHOLE PROJECT.

b. To schedule only a specific part of the project, make sure you have 
selected the part you wish to schedule in the Project Plan Panel, and 
select SCHEDULE SELECTED PART OF PROJECT. If 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 calendar.

4. Click SCHEDULE.

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.

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. See “Scheduling Errors” on page 104 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 may be important 
to the initiative’s success. See “Scheduling Warnings” on page 105 for more 
details.
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Scheduling Warnings
It is possible for certain combinations of input when using actual-based 
scheduling or scheduling constraints to cause a schedule to be potentially 
unworkable. Warnings appear when actual-based scheduling has been 
specified. The schedule will still be created, however.

Table 6-5. Scheduling Errors, Causes, and Possible Solutions

Scheduling 
Error

Cause Possible Solution

CIRCULAR 
DEPENDENCY

The predecessors of a set of projects or 
tasks contains a cycle. This cannot be 
scheduled.

Break the cycle by 
removing or changing 
a predecessor. 

NOT ENOUGH 
AVAILABLE 
RESOURCES 
FOR TASK

The amount of working days available 
from the pool of resources assigned to 
a task is less than the duration of the 
task. This situation can occur if a 
resource does not have any available 
working days, or perhaps for 
contractors who only have set periods 
of time to work.

Assign more resources 
to the task, increase 
resource availability 
via 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.

Table 6-6. Scheduling Warnings Dialog

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.
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Establishing a Project Baseline
A baseline is the original approved Project plan for a Project.  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 in terms of schedule and cost by comparing the current 
Project plan to the baseline plan.

The following topics discuss baselines in more detail:

• Selecting Baseline Fields

• Taking a Baseline

• Managing Baselines

• Comparing Baselines

Selecting Baseline Fields
You can select any of the following Project fields to capture in a baseline:

• Summary Condition

• Scheduled Start

• Scheduled Duration

• Scheduled Finish

• Scheduled Effort

• Predecessor Information

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.

Table 6-6. Scheduling Warnings Dialog

Scheduling Warning Cause Possible Solution
106 Setting Up a Project



Working with Projects
• Resource/Project Manager

• Department

• Description

• Priority

• Resource Group

• Task Category

• Planned Labor

• Planned Non-Labor

• Planned Cost

To select fields for a baseline:

1. Open the Project you wish to take a baseline for.

2. Select PROJECT -> SETTINGS from the menu at the top of the Kintana 
Workbench. The SETTINGS window opens.

3. Click the BASELINES tab.
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4. In the BASELINE FIELDS section, double-click the fields or use the arrow 
buttons to move fields from the AVAILABLE FIELDS list to the SELECTED FIELDS 
list.

5. To apply changes to the Project and continue to set baseline options 
without closing the window, click APPLY.

6. To apply changes to the Project and close the window, click OK.

Taking a Baseline
To take a baseline:

1. Open the Project you wish to take a baseline for.

2. Select PROJECT -> BASELINE from the menu at the top of the Kintana 
Workbench. The BASELINE window opens.
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3. Enter a NAME 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.

Managing Baselines
Multiple baselines can be taken for a single Project. You can specify which is 
the active Project baseline, as well as delete baselines at any time.

To manage Project baselines:

1. Open the Project you have taken baselines of.

2. Select PROJECT -> SETTINGS from the menu at the top of the Kintana 
Workbench. The SETTINGS window opens.

While any Project Manager can see the active baseline for a Project, only the 
Project Manager for the Master Project can manage baselines (take new 
baselines, delete baselines, specify the active baseline).
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3. Click the BASELINES tab.
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4. Select the radio button next to the baseline you wish to be active for the 
Project.

5. (optional) Highlight a baseline you wish to delete and click DELETE.

a. A dialog box will open asking if you are sure you want to delete the 
baseline.

b. Click YES to delete the baseline.

6. To apply changes to the Project and continue to set baseline options 
without closing the window, click APPLY.

7. To apply changes to the Project 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 schedule as it currently stands. For more detailed 
information about the Project Schedule Change Report’s parameters, see 
"Kintana Reports".
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 Chapter

Configuring Tasks

Kintana Projects are repositories of information consisting of Tasks, Action 
Items, Subprojects, Notes and References. These elements define and process 
specific business initiatives within an organization. Projects 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 that must be completed in order for the 
Project to complete successfully. Project Managers gather the information 
from Tasks and make appropriate changes to them through the life of the 
Project. This means the Tasks must be configured to deliver the kinds of 
specific information that Project Managers need. For example, Project 
Managers may need to be notified when Tasks are completed or their states 
change.

Tasks also need to be modified as issues arise during the Project, such as 
extending Task schedules or assigning additional resources to a Task to make a 
deadline. Team members must update their individual statuses as they 
complete assigned Tasks. 

The following sections discuss the processes and elements used for 
configuring Tasks within a Project:

• Task Elements

• Adding Tasks to Projects

• Editing Task Information

• Assigning Resources

• Adding Action Items

• Adding Notes

• Setting Up Notifications
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• Attaching References to Tasks

• Configuring Task Predecessors

• Changing the Task State

• Setting Scheduling Constraints

• Configuring User Data

Task Elements
The following elements within Kintana Projects contribute to the information 
delivered by Tasks:

• Notifications

• References

• Task Categories

• Task States

Notifications
Project Managers can set up notifications for Tasks within a Project. Email 
messages can be sent to appropriate team members whenever a specific event 
occurs on a Task. This would include such events as:

• The completion of a Task.

• The changing of a Task’s state designation. For example, the Task could 
progress from ‘Ready’ to ‘In Progress.’

• The triggering of an Exception Rule by a Task.

• The arrival of a Task’s start or finish date approaches.

References
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 references is viewed as part of the Task. 

There are several reference types defined for Tasks: Requests, Packages, 
Projects, Releases, Attachments and URLs.
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Task Categories
Tasks can be grouped in user-defined categories. For example, certain tasks 
could be grouped within a Design category, while other Tasks could be 
grouped within a Production category.

Task States
In the Kintana Workbench, the Task State is displayed in the STATE column of 
the PROJECT window. The available states for a Task are defined in Table 7-1.

Project Managers can create Tasks from Requests in the Kintana 
Workbench. Once the Task is created, it automatically has a Reference to the 
originating Request. See the Creating a Task From a Request section in this 
chapter.

Table 7-1. Task State Definitions

Task State Definition

NEW A newly created Task starts in this state. 

PENDING PREDECESSOR A Task that is holding for one or more 
predecessors to 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.

IN PROGRESS A Task that is moving through the actions 
necessary for its completion.

COMPLETED A Task that has been finished.

CANCELLED A Task that is not complete and will not be 
worked on, as it is no longer required for 
the completion of the Project.

BYPASSED An incomplete Task that is left unfinished 
after the Project is completed.
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Adding Tasks to Projects
Tasks can be added to a Project individually or in a pre-sequenced group, as 
defined in a Project Template. Tasks can also be quickly and easily organized 
in a hierarchical fashion. See “Adding Tasks to a Project” on page 84 for more 
information. 

Creating a Task From a Request
A Task can be created from a Request on the Project window in the Kintana 
Workbench. The new Task will have a Reference to the originating Request.

To create a Task from a Request:

1. Go to the Project Plan Panel.

Depending on their defined level of responsibility in a Project, users may 
only be able to change Tasks between certain states. 

For example, Project Managers can change a Task from READY to IN 
PROGRESS to 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 may also depend on the state of the Project.
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2. Select TASK CREATED FROM REQUEST from the drop down list at the bottom 
left corner of the window.

3. Click ADD. The NEW TASK FROM REQUEST window opens.

4. Specify the Request(s) you want to use in the REQUEST NO. auto-complete 
list.

Or

Click SEARCH to search for the Request(s). The REQUEST SELECTION window 
opens.
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5. Search for the Request(s) you want to use by entering search criteria in the 
appropriate fields and clicking LIST.

The Requests that match your search criteria display in the QUERY RESULTS 
section of the window.

6. Select the Request(s) in the QUERY RESULTS section that you want turn into 
Task(s). 
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You 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. 

7. TASK UPDATED BY REQUEST is specified as the RELATIONSHIP.

8. 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.

The new Task has been created from the selected Request and is part of the 
current Project. The Task is linked to the Request. 

You 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. 

9. 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.

Creating a Milestone
Milestones can be created for a Project plan in the same way as Tasks.

To create a Milestone:

1. Within the PROJECT window, click ADD TASK. A new Task appears in the 
Project Plan Panel below the current selection.

You can also add a new Task by selecting the last item in the Project Plan 
Panel and pressing Insert or the down arrow on your keyboard.
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2. Double click on the new Task. The TASK INFORMATION window opens.
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3. Select the MARK TASK AS MILESTONE check box. If you want the Milestone to 
mark itself as Complete automatically upon being reached, select the 
MILESTONE AUTOMATICALLY COMPLETES check box.

4. Modify the information under each tab in the TASK INFORMATION window as 
necessary (for details, see “Editing Task Information” on page 121).

5. To apply changes to 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.

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

To edit Task information from the Project Plan Panel

1. Locate the Task you wish to edit.

• If you are editing an existing Task, query and open an existing Project.

• If you are editing a newly created Task, you are already in the Project 
Plan Panel.

2. Click on any desired fields to 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 you wish to edit.

• Query and open the Task directly from the TASK WORKBENCH. The TASK 
INFORMATION window opens.

Or

A Task will be automatically converted to a Milestone if its duration is 0.
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• Query and open an existing Project.

Double-click the Task you want to edit, or select it and click EDIT. The 
TASK INFORMATION window opens.

2. Make whatever changes are necessary in the TASK INFORMATION window.

3. Click OK or SAVE to save the information.

Assigning Resources
Users with appropriate security permissions can assign Resources to Tasks 
displayed in the Project Plan Panel. Resources can be assigned directly in the 
Project Plan Panel, or in the TASK INFORMATION window. The following sections 
discuss Resource-related topics in more detail:

• Assigning Resources in the Project Plan Panel

• Assigning Resources in the Task Information Window

• Assigning Multiple Resources in the Task Information Window

• Assigning Resource Groups

• Determining Project Resources

Assigning Resources in the Project Plan Panel
Resources can be assigned for existing Tasks and new Tasks.

• If you are assigning Resources to an existing Task, query and open the 
Project containing the Task.

• If you are assigning Resources to a newly created Task, you are already in 
the Project Plan Panel.

1. Select the Task to which you want to assign Resources. 

2. Click the auto-complete icon in the RESOURCE/PROJ MANAGER column field.

a. The VALIDATE window showing all the available resources opens.

Updating information in the Project Plan Panel is more direct, while more 
detailed information can be edited in the Task Information window.
122 Configuring Tasks



Working with Projects
b. From the VALIDATE window, select a resource.

3. 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.

• If you are assigning Resources to an existing Task:

o Query and open the Task directly from the TASK WORKBENCH. The TASK 
INFORMATION window opens.

Or

o Query and open an existing Project.

Double-click the Task to which you want to assign Resources, or select 
it and click EDIT. The TASK INFORMATION window opens.

• If you are assigning Resources to a newly created Task, you are already in 
the Project Plan Panel.

Double-click the Task to which you want to assign Resources, or select it 
and click EDIT. The TASK INFORMATION window opens.

1. Click the DETAILS tab.

2. In the RESOURCE field, click the auto-complete list icon.

3. From the VALIDATE window, select a Resource.

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.

• If you are assigning multiple Resources to an existing Task:

o Query and open the Task directly from the TASK WORKBENCH. The TASK 
INFORMATION window opens.

Or
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o Query and open an existing Project.

Double-click the Task to which you want to assign multiple Resources, 
or select it and click EDIT. The TASK INFORMATION window opens.

• If you are assigning multiple Resources to a newly created Task, you are 
already in the Project Plan Panel.

Double-click the Task to which you want to assign multiple Resources, or 
select it and click EDIT. The TASK INFORMATION window opens.

1. Click the RESOURCES tab.

2. Specify a Resource in the ADD RESOURCE TO TASK auto-complete list and 
click ADD. Repeat as necessary.

3. If the Resource has more than one Skill defined, choose the appropriate 
Skill from the auto-complete in the BOOKED SKILL column.

4. To adjust the number of effort hours for a Resource, click the numeric field 
in the EFFORT (HOURS) column and enter a new value.
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5. 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 61 
for details.

Determining Project Resources 
Project Managers can specify users who will be allowed to act as Resources for 
a Project. In the PROJECT TEAM tab of the PROJECT SETTINGS window, the Project 
Manager can choose to either: 

• Allow all users with the PROJECT option enabled in their Security Groups to 
be Resources for a Project.

Or 

• Allow only those Resources who are specified in the PROJECT TEAM tab to 
be used as Resources for a Project. These Resources are listed in the tab’s 
RESOURCE table.

See “Setting Up the Project Team” on page 77 for more information about 
setting up the resources in the PROJECT TEAM tab for a Master Project.

Adding Action Items
Action Items are used to capture important “to do” items that do not require the 
formal definition, tracking, and hierarchical restrictions of a Task. Action 
Items are added in the TASK INFORMATION window. 

1. Action Items can be added to existing Tasks and new Tasks.

• If you are adding an Action Item to an existing Task:

o Query and open the Task directly from the TASK WORKBENCH. The 
TASK INFORMATION window opens.

Or
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o Query and open an existing Project.

Double-click the Task to which you want to add an Action Item, or 
select it and click EDIT. The TASK INFORMATION window opens.

• If you are adding an Action Item to a newly created Task, you are 
already in the Project Plan Panel.

Double-click the Task to which you want to add an Action Item, or 
select it and click EDIT. The TASK INFORMATION window opens.

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 completed.

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. 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. If the TASK INFORMATION window is opened from the Project Plan Panel, you 
must click OK or SAVE in the PROJECT window to save the task information.

Adding Notes
Users can enter free-form text in the NOTES tab of the TASK INFORMATION 
window. Saved entries are marked with a timestamp. To add Notes to a Task:

1. Notes can be added to existing Tasks and new Tasks.

• If you are adding a Note to an existing Task:

o Query and open the Task directly from the TASK WORKBENCH. The 
TASK INFORMATION window opens.

Or
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o Query and open an existing Project.

Double-click the Task to which you want to add a Note, or select it 
and click EDIT. The TASK INFORMATION window opens.

• If you are adding a Note to a newly created Task, you are already in the 
Project Plan Panel.

Double-click the Task to which you want to add a Note, or select it and 
click EDIT. The TASK INFORMATION window opens.

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.

Setting Up Notifications
Notifications are set up in the TASK INFORMATION window. 

1. Notifications can be set up for existing Tasks and new Tasks.

• If you are setting up notifications for an existing Task:

o Query and open the Task directly from the TASK WORKBENCH. The 
TASK INFORMATION window opens.

Or

o Query and open an existing Project.

Double-click the Task to which you want to set up notifications, or 
select it and click EDIT. The TASK INFORMATION window opens.

• If you are setting up Notifications for a newly created Task, you are 
already in the Project Plan Panel.
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Double-click the Task to which you want to set up notifications, or 
select it and click EDIT. The TASK INFORMATION window opens.

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 in the required fields. The EVENT drop 
down list allows you to choose to send a Notification based on any of the 
following criteria:

• The Task has reached a specific state.

• The Task has triggered a particular Exception.

• The Task’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. (Optional) 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 or Task. This is referred to as a Smart URL. 
You can include 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.
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Using Smart URLs in Notifications
Notifications can be configured to include the Web address (URL) for the 
specific Project or Task. When users receive a Notification email and click the 
URL, they are taken directly to the Project or Task. The available Tokens for 
Projects and Tasks are described in Table 7-2.

Table 7-2. Smart URL Tokens

To use a Smart URL:

1. Follow the procedure described in “Setting Up Notifications” on page 127.

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.

Smart URL Token Description

PROJECT_URL URL to access the PROJECT OVERVIEW page 
for this Project.

WORKBENCH_PROJECT_URL URL to access the PROJECT window for this 
Project in the Kintana Workbench.

TASK_URL URL to access the TASK DETAIL page for this 
Task.

WORKBENCH_TASK_URL URL to access the TASK window for this 
Task in Kintana Workbench.
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7. Click either the Project or Task folder to display the list of Tokens.

The figure above shows the Smart URLs for Projects.

8. In the TOKEN column of the window, select the appropriate Token from the 
list of Tokens, such as PROJECT_URL or WORKBENCH_URL for 
Projects. The Token you select displays in 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 Smart URL’s Token in the Body section. 

The figure below shows the Project URL in the Body section of an HTML-
format Notification.
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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 or Task.

Nested Tokens in Notifications
Notifications can be configured to include Project information using Tokens. 
As Project hierarchies become more complex, Token syntax can become 
correspondingly involved.

For example, consider a Project with the following structure:

A Notification from Task 2 can use Tokens to refer to Project information on 
any level above it. The sample Notification below displays the Project Name 
for the Master Project and its Subprojects.

Master Project

Subproject 1

Task 1

Subproject 2

Task 2
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Entering Cost Data
If Kintana Drive’s Cost Management capability has been enabled for this 
Project, you can track and enter Actual Cost data in the PROJECT window. See 
“Entering Actual Cost Data” on page 46 for more detailed information.

Master Project

Subproject 1

Task 1

Subproject 2

Task 2

[TSK.PARENT_PROJECT_NAME]

[PRJ=[TSK.PARENT_PROJECT_ID].PARENT_PROJECT_NAME]

[TSK.MASTER_PROJECT_NAME]
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Attaching References to Tasks
Kintana features a number of methods for capturing additional information, or 
References, related to your Projects. References are attached from the Task 
Information window. 

To attach References to a Task:

1. Open the TASK INFORMATION window.

• If you are attaching References to an existing Task, choose one of the 
following methods:

o Query and open the Task directly from the TASK WORKBENCH. The 
TASK INFORMATION window opens.

Or

o Query and open an existing Project. Double-click the Task to which 
you want to attach References, or select it and click EDIT. The TASK 
INFORMATION window opens.

• If you are attaching References to a newly created Task, you are 
already in the Project Plan Panel. Double-click the Task to which you 
want to attach References, or select it and click EDIT. The TASK 
INFORMATION window opens.

2. In the TASK INFORMATION window, click the REFERENCES tab.

3. Attach the Reference. In the Kintana Workbench, users can perform the 
following Reference activities for their Tasks:

• “Attaching Existing Requests” on page 134

• “Attaching New Requests” on page 136

• “Attaching Packages” on page 137

• “Attaching New Packages” on page 140

• “Attaching Tasks” on page 140

• “Attaching Releases” on page 143

• “Attaching Documents” on page 143

• “Attaching URLs” on page 144
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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.

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

• Enter the Request Number in the REQUEST NO. field or click the REQUEST 
NO. auto-complete list icon to locate and select the Request in a 
VALIDATE window. (Hold down Ctrl+Click or Shift+Click to select more 
than one Request.) The selected Request displays in the REQUEST NO. 
field. If you selected multiple Requests, they all display in the REQUEST 
NO. field separated by semi-colons. 

• Click SEARCH to search for Requests in a separate query window and 
follow the procedure in “Searching for Requests to Attach” on 
page 135.

6. Select the type of relationship you want to assign between the Task and its 
Reference from the list. See “Dependency Relationships” on page 145 for 
a description of the various relationships that can be assigned.

7. Click OK. You return to the REFERENCES tab in the TASK INFORMATION 
window. The new attached Request displays as a Reference.
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8. Click OK to close the TASK INFORMATION window. You return to the PROJECT 
window. 

9. Click SAVE to save the attached Request as a Reference in the Project.

Searching for Requests to Attach
This procedure lets you specify criteria to search for Requests to attach to a 
Task.

1. From the NEW REFERENCE - EXISTING REQUEST window, click SEARCH. A new 
query window opens.

2. Query for the Request(s) you want to use by entering search criteria in the 
appropriate fields and click LIST.

The Requests that match your search criteria display in the QUERY RESULTS 
section of the window. 

3. Select the Request(s) in the QUERY RESULTS section that you want to attach 
to a Task.
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4. Select the type of relationship you want to assign between the Task and its 
Request. See “Dependency Relationships” on page 145 for a description of 
the various relationships that can be assigned.

5. Click OK to attach the Request(s) to the Task and close the current window. 
You return to the REFERENCES tab in the TASK INFORMATION window. 

6. After you return to the TASK INFORMATION window, the new attached Request 
displays as a Reference.

7. Click OK to close the TASK INFORMATION window. You return to the PROJECT 
window.

8. Click SAVE to save the attached Request as a Reference in the Project.

Attaching New Requests
A new Request can be created from the REFERENCES tab and immediately 
attached to a Task. This saves time from having to create a new Request in 
Kintana Create, searching for it, and attaching it to the Task. To attach a new 
Request to a Task:

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.

5. Click the REQUEST TYPE auto-complete list icon to open it and select a 
Request Type from the VALIDATE window.
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6. Select the type of relationship you want to assign between the Task and its 
Reference from the list. See “Dependency Relationships” on page 145 for 
a description of the various relationships that can be assigned.

7. Click CREATE. The Kintana interface opens with the Request Type loaded.

8. Enter any necessary information in the Request fields.

9. Click SAVE. The Request is submitted. You 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. You return to the PROJECT 
window. 

11. Click SAVE to save the attached Request as a Reference in the Project.

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 window opens.

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

• Enter the Package Number in the PACKAGE NO. field or click the 
PACKAGE NO. auto-complete list icon to locate and select the Package in 
the VALIDATE window. (Hold down Ctrl+Click or Shift+Click to select 
more than one Package.) The selected Package displays in the PACKAGE 
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NO. field. If you selected multiple Packages, they all display in the 
PACKAGE NO. field separated by semi-colons. 

• Click SEARCH to search for Packages in a separate query window and 
follow the procedure in “Searching for Requests to Attach” on 
page 135.

6. Select the type of relationship you want to assign between the Task and its 
Reference from the list. See “Dependency Relationships” on page 145 for 
a description of the various relationships that can be assigned.

7. Click OK. You 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. You return to the PROJECT 
window. 

9. Click SAVE to save the attached Package as a Reference in the Project.

Searching for Packages to Attach
This procedure lets you specify criteria to search for Packages to attach to a 
Task.

1. From the NEW REFERENCE - EXISTING PACKAGE window, click SEARCH. A new 
query window opens.
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2. Query for the Package(s) you want to use by entering search criteria in the 
appropriate fields and clicking LIST. 

The Packages that match your search criteria display in the QUERY RESULTS 
section of the window. 

3. Select the Package(s) in the QUERY RESULTS section that you want to attach 
to a Task.

4. Select the type of relationship you want to assign between the Task and its 
Reference from the list. See “Dependency Relationships” on page 145 for 
a description of the various relationships that can be assigned.

5. Click OK to attach the Package(s) to the Task and close the current 
window. You return to the REFERENCES tab in the TASK INFORMATION window. 
The new attached Package displays as a Reference.

6. Click OK to close the TASK INFORMATION window. You return to the PROJECT 
window.

7. Click SAVE to save the new Package as a Reference in the Project.
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Attaching New Packages
A new Package can be created from the REFERENCES tab and immediately 
attached to a Task. This saves time from having to create a new Package in 
Kintana Deliver, searching for it, and attaching it to the Task. To attach a new 
Package to a Task:

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.

5. Click CREATE. The PACKAGE window opens.

6. Enter any necessary information in the Package fields.

7. Click SAVE. The Package is submitted. You 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. You return to the PROJECT 
window. 

9. Click SAVE to save the attached Package as a Reference in the Project.

Attaching Tasks
To attach a Task to a Task:

1. Open the TASK INFORMATION window.

2. Click the REFERENCES tab.

3. Select TASK from the NEW REFERENCE drop down list.
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4. Click ADD. The NEW REFERENCE - TASK window opens.

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

• Enter the Task Name in the TASK NAME field or click the TASK NAME auto-
complete list icon to locate and select the Task in a VALIDATE window. 
(Hold down Ctrl+Click or Shift+Click to select more than one Task.) 
The selected Task displays in the TASK NAME field. If you selected 
multiple Tasks, they all display in the TASK NAME field separated by 
semi-colons. 

• Click SEARCH to search for Tasks in a separate query window and 
follow the procedure in “Searching for Requests to Attach” on 
page 135.

6. Select the type of relationship you want to assign between the Task and its 
Reference from the list. See “Dependency Relationships” on page 145 for 
a description of the various relationships that can be assigned.

7. Click OK. You return to the REFERENCES tab in the TASK INFORMATION 
window. The new attached Task displays as a Reference.

8. Click OK to close the TASK INFORMATION window. You return to the PROJECT 
window. 

9. Click SAVE to save the attached Task as a Reference in the Project.

Searching for Tasks to Attach
This procedure lets you specify criteria to search for Tasks to attach to a Task.

1. From the NEW REFERENCE - TASK window, click SEARCH. A new query 
window opens.
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2. Query for the Task(s) you want to use by entering search criteria in the 
appropriate fields and clicking LIST.

The Tasks that match your search criteria display in the QUERY RESULTS 
section of the window. 

3. Select the Task(s) in the QUERY RESULTS section that you want to attach to a 
Task.

4. Select the type of relationship you want to assign between the Task and its 
attachment from the list. See “Dependency Relationships” on page 145 for 
a description of the various relationships that can be assigned.

5. Click OK to attach the Task(s) to the Task and close the current window. 
You return to the REFERENCES tab in the TASK INFORMATION window. The new 
attached Task displays as a Reference.

6. Click OK to close the TASK INFORMATION window. You return to the PROJECT 
window.

7. Click SAVE to save the attached Task as a Reference in the Project.
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Attaching Releases
To attach a Release to a Task:

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.

5. To select a Release for an attachment, enter the RELEASE NAME in the 
RELEASE NAME field or click the RELEASE NAME auto-complete list icon to 
locate and select the Release in a VALIDATE window. (Hold down Ctrl+Click 
or Shift+Click to select more than one Release.) The selected Release 
displays in 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 145 for 
a description of the various relationships that can be assigned.

7. Click OK. You return to the REFERENCES tab in the TASK INFORMATION 
window. The new attached Release displays as a Reference.

8. Click OK to close the TASK INFORMATION window. You return to the PROJECT 
window.

9. Click SAVE to save the attached Release as a Reference in the Project.

Attaching Documents
To attach a Document to a Task:

1. Open the TASK INFORMATION window.
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2. Click the REFERENCES tab.

3. Select ATTACHMENT from the NEW REFERENCE drop down list.

4. Click ADD. The NEW REFERENCE - ATTACHMENT window opens.

5. 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.

6. Enter a description in the DESCRIPTION field.

7. Click OK. You return to the REFERENCES tab in the TASK INFORMATION 
window. The new attached Document displays as a Reference.

8. Click OK to close the TASK INFORMATION window. You return to the PROJECT 
window.

9. Click SAVE to save the attached Document as a Reference in the Project.

Attaching URLs
To attach a URL to a Task:

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.
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5. Enter the name of the URL in the URL field.

6. Enter a description in the DESCRIPTION field.

7. Click OK. You return to the REFERENCES tab in the TASK INFORMATION 
window. The new attached URL displays as a Reference.

8. Click OK to close the TASK INFORMATION window. You return to the PROJECT 
window.

9. Click SAVE to save the attached URL as a Reference in the Project.

Dependency Relationships
The dependency relationships available when you attach References of various 
types to a Task are described in Table 7-3.

Table 7-3. Dependency Relationships

Relationship Description

Adding Requests to Tasks

FF Predecessor The Task does not complete until the selected 
Request closes.

Predecessor Action is not allowed on this Task until the selected 
Request closes.

Related to this Task The selected Request is related to this Task.

Successor No Action is allowed on the selected Request until 
this Task closes.

Task Updated by Request This Task is automatically updated by the selected 
Request.
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Configuring Task Predecessors
Task predecessors are configured from the Project Plan Panel. A predecessor is 
a Task or Project 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 a Task, they can also act as 
predecessors for the dependency relationship you assign to them. For instance, 
if you assign a Predecessor relationship between a Task and a Request that has 
been attached to the Task as a Reference, action is not allowed on this Task 
until the Request closes. 

See “Attaching References to Tasks” on page 133 for more information on 
how to assign relationships between Tasks and References.

See “Dependency Relationships” on page 145 for a list of the dependency 
relationships and their descriptions.

See “Setting Up Project Dependencies” on page 95 for more detailed 
information on setting Task and Project Predecessors.

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 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.

Table 7-3. Dependency Relationships

Relationship Description
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Changing the Task State
There are two methods for changing a Task’s state. A Task’s state can be 
changed from inside the Project window, or in its Task Information window.

To change a Task’s state from the Project window

1. States can be changed for existing Tasks and new Tasks.

• If you are changing the state of an existing Task, query and open an 
existing Project.

• If you are changing the state of a newly created Task, you are already in 
the Project Plan Panel.

2. In the Project Plan Panel, select a new state for the Task from the drop 
down list in the STATE column.

To change a Task’s state from its Task Information window

1. States can be changed for existing Tasks and new Tasks.

• If you are changing the state of an existing Task:

o Query and open the Task directly from the TASK WORKBENCH. The 
TASK INFORMATION window opens.

Or

o Query and open an existing Project.

Double-click the Task you want to edit, or select it and click EDIT. 
The TASK INFORMATION window opens.

• If you are changing the state of a new Task, you are already in the 
Project Plan Panel.

Double-click the Task that requires a state change, or select it and click 
EDIT. The TASK INFORMATION window opens.

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, 
Drive will alert the user to the conflict and reset the date to its previous value. 
Scheduling constraints are set in the TASK INFORMATION window. 

To set a Task’s scheduling constraints:

1. Scheduling constraints can be set for existing Tasks and new Tasks.

• If you are setting scheduling constraints for an existing Task:

o Query and open the Task directly from the TASK WORKBENCH. The 
TASK INFORMATION window opens.

Or

o Query and open an existing Project.

Double-click the Task for which you want to set scheduling 
constraints, or select it and click EDIT. The TASK INFORMATION 
window opens.

• If you are setting scheduling constraints for a newly created Task, you 
are already in the Project Plan Panel.

Double-click the Task for which you want to set scheduling constraints, 
or select it and click EDIT. The TASK INFORMATION window opens.

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 a date in the CONSTRAINT DATE field.

5. Click OK.

Configuring User Data
User Data is the set of custom fields that can be defined for various Kintana 
Drive entities. User Data fields can be used to capture data not covered by the 
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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. For more information 
on configuring and using User Data, refer to the User Data chapter 
"Configuring a Request Resolution System" or "Configuring a Deployment 
System in Kintana".

Project/Task User Data Roll-Up
Values from Task User Data fields can be configured to “roll up” 
(combine/process values in a meaningful way) into parent Project User Data 
fields. The following types of Task User Data can roll up into Project User 
Data:

• Numeric fields (Text Field component type with Numeric data mask)

• Date fields

For each Project, a Project User Data field can show a roll-up of Task User 
Data values using one of the following methods:

• Average — Shows the average of all values of a specified Task User Data 
field for every Task under the Project (Numeric fields).

• Maximum — Shows the largest of all values of a specified Task User Data 
field for every Task under the Project (Numeric and Date fields).

• Minimum — Shows the smallest of all values of a specified Task User 
Data field 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 a Project.
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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.

For more detailed information on configuring User Data, see the User Data 
chapter in "Configuring a Request Resolution System" or "Configuring a 
Deployment System in Kintana".

Example: Using Project/Task User Data Roll-Up

Company X would like to capture total cost for its Projects. Total Project cost 
in this case is to be calculated by adding the costs of individual Tasks. User 
Data fields for Task cost and Project total cost are each defined. The 
relationship is illustrated below:

Using the “Average” Roll-Up Method, the average cost of all a Project’s 
Tasks can be easily determined and automatically recalculated each time a 
Task is updated.

Using the “Maximum” Roll-Up Method, the latest date out of a Project’s 
Tasks can be captured.

Using the “Minimum” Roll-Up Method, the earliest date out of a Project’s 
Tasks can be captured.

Using the “Sum” Roll-Up Method, the total cost of a Project’s Tasks can be 
easily determined and automatically recalculated each time a Task is updated.

Task Cost UD

Task Cost UD

Task Cost UD

Project Total Cost UD(sum)
150 Configuring Tasks



Working with Projects
Each Task has its own COST User Data field. The values for each Task COST 
User Data field are rolled up using the “Sum” Roll-Up Method into the Project 
TOTAL COST User Data field.

Once Project and Task User Data fields have been configured and saved, the 
Roll-Up relationship can be specified.

To specify the Roll-Up Method:

1. In the Kintana Workbench, click the CONFIGURATION screen group and click 
the USER DATA screen. The USER DATA WORKBENCH opens.

+

=
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2. Select PROJECT USER DATA from the USER DATA TYPE drop down list and 
click LIST. The RESULTS tab opens with the Project User Data Type loaded.

3. Select the Project User Data and click OPEN.

4. Click the ROLL-UP tab.

5. Click NEW. The ADD NEW ROLL-UP window opens.
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6. Select the PROJECT USER DATA FIELD that will contain rolled-up Task User 
Data values.

7. Select the TASK USER DATA FIELD whose values will roll up into the chosen 
PROJECT USER DATA FIELD.

8. 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.

9. Select YES to enable the Roll-Up.

10. Click OK.

The Roll-Up relationship is added to the ROLL-UP tab.

11. Click SAVE.

Editing Project/Task User Data Roll-Up 
Project/Task User Data Roll-Up can be edited from the Kintana Workbench 
once it has been created.

To edit a Project/Task User Data Roll-Up relationship:

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).

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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1. In the Kintana Workbench, click the CONFIGURATION screen group and click 
the USER DATA screen. The USER DATA WORKBENCH opens.

2. Select PROJECT USER DATA from the USER DATA TYPE drop down list and 
click LIST. The RESULTS tab opens with the Project User Data Type loaded.

3. Select the Project User Data and click OPEN.

4. Click the ROLL-UP tab.

5. Select the Roll-Up relationship you wish to edit.

6. Click EDIT. The EDIT ROLL-UP window opens.
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7. Make any desired changes to the PROJECT/TASK USER DATA FIELD or ROLL-UP 
METHOD.

8. Click OK.

The Roll-Up definition is updated in the ROLL-UP tab.

9. Click SAVE.

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 Data Roll-Up relationship:

1. In the Kintana Workbench, click the CONFIGURATION screen group and click 
the USER DATA screen. The USER DATA WORKBENCH opens.

2. Select PROJECT USER DATA from the USER DATA TYPE drop down list and 
click LIST. The RESULTS tab opens with the Project User Data Type loaded.
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3. Select the Project User Data and click OPEN.

4. Click the ROLL-UP tab.

5. Select the Roll-Up relationship you wish to remove.

6. Click REMOVE. 

7. Click SAVE.

Example: Creating and Using Project/Task User Data Roll-Up
Company X wants to capture the total cost of any Project. This value will be 
calculated as the sum of all Task costs. They also want the calculated cost to be 
updated every time a Task cost is changed. They will accomplish this using 
Project/Task User Data Roll-Up.

To create Project/Task User Data Roll-Up that will calculate total Project cost:

1. In the Kintana Workbench, click the CONFIGURATION screen group and click 
the USER DATA screen. The USER DATA WORKBENCH opens.
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2. Create the Project User Data field.

a. Select PROJECT USER DATA from the USER DATA TYPE drop down list.

b. Click LIST. The RESULTS tab opens with the Project User Data Type 
loaded.

c. Open the Project User Data Type.

d. Click NEW in the FIELDS tab. The FIELD: NEW window opens.

e. Fill in the following information:

Field Value

FIELD PROMPT Total Cost

TOKEN (any useful token)

DESCRIPTION (any useful description)

VALIDATION Numeric Text Field

ENABLED Yes

USER DATA COL (any available User Data column)

DISPLAY ONLY Never

DISPLAY Yes

REQUIRED Never

WORKBENCH ONLY No
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f. Click OK in the FIELD: NEW window. Click OK in the PROJECT USER DATA 
window to save the new field.

3. Create the Task User Data field.

a. In the USER DATA WORKBENCH QUERY tab, select TASK USER DATA from the 
USER DATA TYPE drop down list.

b. Click LIST. The RESULTS tab opens with the Task User Data Type 
loaded.

c. Open the Task User Data Type.

d. Click NEW in the FIELDS tab. The FIELD: NEW window opens.

e. Fill in the following information:

Field Value

FIELD PROMPT Cost

TOKEN (any useful token)

DESCRIPTION (any useful description)

VALIDATION Numeric Text Field

ENABLED Yes

USER DATA COL (any available User Data column)

DISPLAY ONLY Never

DISPLAY Yes

REQUIRED Never

WORKBENCH ONLY No
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f. Click OK in the FIELD: NEW window. Click OK in the TASK USER DATA 
window to save the new field.

4. Create the Roll-Up relationship between the Task and Project User Data 
fields.

a. In the USER DATA WORKBENCH QUERY tab, select PROJECT USER DATA from 
the USER DATA TYPE drop down list.

b. Click LIST. The RESULTS tab opens with the Project User Data Type 
loaded.

c. Open the Project User Data Type.

d. Click the ROLL-UP tab.
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e. Click NEW. The ADD NEW ROLL-UP window opens.

f. Select the TOTAL COST Project User Data Field that will contain the 
rolled-up COST Task User Data cost values.

g. Select the COST Task User Data field whose values will roll up into the 
TOTAL COST Project User Data field.

h. Select SUM from the ROLL-UP METHOD drop down list.

i. Click OK.

The Roll-Up relationship is added to the ROLL-UP tab.

j. Click SAVE.
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To use the Roll-Up relationship, no further configuration is necessary. The 
rolled-up fields are accessible from the User Data tab of the respective Project 
or Task.

Each Task has its own COST User Data field. The values for each Task COST 
User Data field are rolled up using the “Sum” Roll-Up Method into the Project 
TOTAL COST User Data field.

+

=
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 Chapter

Using Project Templates

Project Templates are used in Kintana Drive to create repeatable processes to 
be used in Projects. They can be used as a model and serve as a 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 Projects. A repeated 
set of Tasks are bundled into a Template and dropped into any Project while 
preserving its notifications, project plan, and any custom fields the template 
may have.

The following sections discuss:

• Setting up a Project Template

• Creating a Project Template from an Existing Project

• Creating a Master Project from a Project Template

• Creating a Subproject from a Template

Setting up a Project Template
Project Templates consist of three parts: 

• Project Plan - an ordered list of Tasks

A company 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 can then be modified by a particular Project Manager as needed.
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The sequence of Tasks is identical in form and function to the Project Plan 
Panel.

• 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 detail fields. 

• Project Template settings

Settings for a Project Template work the same way as settings for a Master 
Project.

The following sections provide instructions for creating and configuring 
Project Templates:

• Adding Tasks to a Project Template

• Creating Custom Fields for Project Templates

• Configuring Tasks in a Project Template

• Configuring Settings for a Project Template

• Setting Ownership for a Project Template

• Creating a Master Project from a Project Template

• Creating a Subproject from a Template

Figure 8-1 Project Template Window
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Adding Tasks to a Project Template
The process of adding Tasks to a Project Template is identical to adding Tasks 
in the Project Plan Panel. See “Adding Tasks to the Project Plan Panel” on 
page 85 for details.

Creating Custom Fields for Project Templates
Project Managers can create custom fields that collect information not covered 
by Project or Task detail fields. Custom fields are unique to each Template. 
Custom fields are added and modified by:

• Defining Custom Fields for Project Templates

• Modifying the Layout of Custom Fields

Defining Custom Fields for Project Templates
To add a custom field to a Project Template:

1. Click the DRIVE screen group and click the PROJECT TEMPLATES screen. The 
PROJECT TEMPLATE WORKBENCH opens.

2. 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.

3. Click CUSTOM FIELDS. The CUSTOM FIELDS FOR PROJECT TEMPLATE window 
opens.

Project Templates do not contain References, Action Items, or Notes, and 
some fields are not updateable.
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4. Click NEW. The FIELD: NEW window opens.

5. Fill in all necessary information. Fields in red are required.

The FIELD: NEW window consists of five main areas: a general information 
region, the ATTRIBUTES tab, the DEFAULT tab, the DEPENDENCIES tab, and the 
SECURITY tab. See "Drive Workbench Reference" for the definitions of each 
field.

• The ATTRIBUTES tab defines the basic properties of a field.
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• The DEFAULT tab sets the defaults for a field, as well as specifying 
conditions for a default setting’s appearance.

• The DEPENDENCIES tab sets behavioral relationships between fields. 
They can be configured for a variety of situations. For example, a 
Custom Field in a Project Template could be set to become required 
when another field value in the Template is set to APPROVED.

• The SECURITY tab sets visibility and editability properties for the field 
according to user or Security Group.

6. 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 Level

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 and click CUSTOM FIELDS to open the 
CUSTOM FIELDS FOR PROJECT TEMPLATE window.

2. Select the desired field and click EDIT. The FIELD window opens. Click the 
SECURITY tab.

3. Click EDIT. The EDIT FIELD SECURITY window opens.
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4. Uncheck the VISIBLE TO ALL users box to begin fine-tuning field properties.

5. Make a choice from the SELECT USERS/SECURITY GROUPS THAT CAN VIEW THIS 
FIELD drop down list. You can select a USER, SECURITY GROUP, STANDARD 
TOKEN, or USER DEFINED TOKEN.

6. 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 wish to assign the selected User, Security Group, or Token editing 
rights as well as viewing rights to the field, check the PROVIDE EDITING 
RIGHTS box.

7. 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.
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If you change your mind about granting the selected User, Security Group, 
or Token editing rights, you can uncheck 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 rights entirely, select the User, Security Group, 
or Token and click REMOVE.

8. 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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Modifying the Layout of Custom Fields
You can modify the graphical representation and placement of the custom 
fields in the Project Template. These changes are made in the LAYOUT tab in the 
CUSTOM FIELDS FOR PROJECT TEMPLATE window.

Figure 8-2 Custom Fields for Project Template Layout Tab

Field layout can be modified in the following ways:

• Modifying Custom Field Widths

• Moving Fields

• Adding Sections

• Previewing Layouts

Modifying Custom Field Widths

To change the column width of a Project Template’s custom field:

1. Click the DRIVE screen group and click the PROJECT TEMPLATES screen. The 
PROJECT TEMPLATE WORKBENCH opens.

2. Query for and open the Project Template that you would like to modify. 
The PROJECT TEMPLATE window opens.

3. Click CUSTOM FIELDS to open the CUSTOM FIELDS FOR PROJECT TEMPLATE 
window.
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4. Click the LAYOUT tab.

5. Select the custom field.

6. Select either the 1, 2, or 3 choice in the WIDTH drop down list.

For custom fields of component type TEXT AREA, the number of lines the text 
area displays can be specified. Select the field in the LAYOUT tab and change the 
value in the COMPONENT LINES attribute. If the selected custom field is not of the 
type TEXT AREA, this attribute will be blank and non-updateable.

Moving Fields

To move a custom field or set of custom fields:

1. Click the DRIVE screen group and click the PROJECT TEMPLATES screen. The 
PROJECT TEMPLATE WORKBENCH opens.

2. Query for and open the Project Template that you would like to modify. 
The PROJECT TEMPLATE window opens.

3. Click CUSTOM FIELDS to open the CUSTOM FIELDS FOR PROJECT TEMPLATE 
window.

4. Click the LAYOUT tab.

5. 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.

6. Use the directional arrow buttons to move the custom fields to the desired 
location.

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

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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Adding Sections

To add a section to a Project Template:

1. Click the DRIVE screen group and click the PROJECT TEMPLATES screen. The 
PROJECT TEMPLATE WORKBENCH opens.

2. Query for and open the Project Template that you would like to modify. 
The PROJECT TEMPLATE window opens.

3. Click CUSTOM FIELDS to open the CUSTOM FIELDS FOR PROJECT TEMPLATE 
window.

4. Click the LAYOUT tab.

5. Click NEW in the SECTIONS frame. The INPUT dialog opens.

6. Enter a SECTION NAME.

7. 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 
a field that resides in that section and click RENAME to enter a new value in the 
INPUT dialog. The change is reflected immediately.

Previewing Layouts

Click PREVIEW to view the layout. This opens a small window that shows the 
fields as they 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 
Template is displayed.

• Any rows with no custom fields are ignored. They do not show up as a 
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 Projects
Custom fields can be imported into an existing Project at any time without 
simultaneously importing the Project Template they come from. This allows 
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you to capture whatever information is needed without having to deal with a 
superfluous set of Projects or Tasks. Custom fields appear in the PROJECT or 
TASK INFORMATION window on their own tab.

For information on adding custom fields to existing Projects, see “Importing 
Custom Fields from a Project Template” on page 83.

Configuring Tasks in a Project Template
Tasks and notifications in a Project Template can be configured the same way 
as they are in the Project Plan Panel. See “Editing Task Information” on 
page 121 for details.

Configuring Settings for a Project Template
Project Templates contain settings identical to the settings for a Master Project. 
The process of configuring these settings is also identical. From the Project 
Template window, you can access the Settings for Project Template window 
where you can configure the following:

• Project Fields

• Exception Rules

• Indicators 

• Scheduling

• Security

• Project Teams

• Cost Management

Project Templates do not contain References, Action Items, or Notes, and 
some fields are not updateable.
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See “Setting Up a Master Project” on page 59 for detailed instructions on 
configuring the Project Template settings.

Setting Ownership for a Project Template
Different groups of Kintana 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 Kintana 
Workbench. Refer to the Kintana System Administration Guide for 
instructions on setting up Security Groups. 

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.
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To set the Ownership for a Project Template:

1. Click the DRIVE screen group and click the PROJECT TEMPLATES screen. The 
PROJECT TEMPLATE WORKBENCH opens.

2. Click the OWNERSHIP button. The OWNERSHIP window opens.

3. Select the ONLY GROUPS LISTED BELOW THAT HAVE THE EDIT PROJECT TEMPLATES 
ACCESS GRANT option.

4. Click ADD. The ADD SECURITY GROUPS window opens.
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5. Click the SECURITY GROUP auto-complete icon to add Security Groups to 
this Ownership Group. 

6. Select a Security Group in the VALIDATE window and click OK. The name of 
the Security Group you selected is displayed in the SECURITY GROUP field.

7. Click OK to close the ADD SECURITY GROUP window. 

8. 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 in the OWNERSHIP 
window can edit, delete or copy this Project Template.
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Creating a Project Template from an Existing Project
Project Managers can create a new Project Template from an existing Kintana 
Drive Project. Project Managers who want to convert their Microsoft Projects 
into Drive Project Templates can first import their Microsoft Project into a 
Drive Project and then convert it into a template. See “Integrating Kintana 
Drive with Microsoft Project” on page 269 for detailed instructions on 
converting a Microsoft Project into a Kintana Drive Project.

To create a Project Template from an existing Kintana Drive Project:

1. Click the DRIVE screen group and click the PROJECT screen. The PROJECT 
WORKBENCH opens.

2. Locate and open the Project that you would like to convert to a Project 
Template.

3. Select PROJECT -> CONVERT PROJECT TO TEMPLATE from the menu. The 
CONVERT PROJECT TO TEMPLATE window opens.

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. Refer to "Kintana Security Model" for more 
information on Kintana Access Grants.

Kintana administrators have the OWNERSHIP OVERRIDE access grant and can 
access configuration entities even if the 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.

In order to successfully convert a Project to a Template, you must be the only 
user editing the Project. If other Kintana users are editing the Project, a 
message will appear stating that the “Project is being edited by another user” 
and the conversion stops. 
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4. Enter a new TEMPLATE NAME, TEMPLATE OWNER and DESCRIPTION for the new 
Project Template.

5. Select whether to include PROJECT SETUP, CUSTOM FIELDS, NOTIFICATIONS and 
RESOURCE GROUPS by checking the associated box. See Project to Template 
Conversion Details for a list of items copied from the Project to the 
Template.

6. Click CONVERT. When the conversion is complete, a message window 
opens.

7. Click YES to edit the new Project Template.

In the Project to Template conversion, not all Project details are copied to the 
new Template. The Project actuals information is discarded during the 
conversion, such as the actual duration, efforts, start date and end date of the 
Project and Tasks. The resource, Task notes and all References in the Project 
are also discarded because the Project Template cannot represent these data.
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Project to Template Conversion Details
The following items are copied or created in the Kintana Drive Project 
Template when converted from an existing Project. 

Table 8-1. Items Copied or Created During the Project to Template Conversion

Item 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 Kintana user performing the conversion

Description Provided by the user.

Default Project Settings Uses the standard default or copies the settings from the Project, 
depending on the choice the user makes. Project settings include all 
of following:

• Project fields (Planning fields and activity fields)

• Exception rules

• Indicators

• Scheduling settings

• Security settings

Custom Fields and Layout 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 Projects are 
copied.

Notifications Optional setting in the ‘Convert Project To Template’ window.

Project Hierarchy Copied based on the Project.
Using Project Templates 179



Working with Projects
Project Info • Project Name: copied

• Project Manager: set to blank

• Project State: clear to default value

• Department: copied

• Template: converted (blank for Master Projects)

• Project Path: converted

• Description: copied

• Priority: copied

• % Complete: set to 0

• Confidence: set to blank

• Predecessors: converted

• Start Date/Actual: set to blank

• Finish Date/Estimate: set to blank

• Finish Date/Actual: set to blank

• Duration/Scheduled: copied

• Duration/Est. Remaining: set to blank

• Duration/Actual: set to blank

• Effort/Scheduled: copied

• Effort/Est. Remaining: set to blank

• Effort/Actual: set to blank

Table 8-1. Items Copied or Created During the Project to Template Conversion

Item in Project Template Description
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Creating a Master Project from a Project Template
If a company 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. 

Task Info • Task Name: copied

• Task Category: copied

• Task State: cleared to default value 

• Department: copied

• Template: copied

• Project Path: converted

• Resource: set to blank

• Resource group: copied

• Description: copied

• Priority: copied

• % Complete: set to 0

• Confidence: set to blank

• Predecessors: converted

• Start Date/Actual: set to blank

• Date/Estimate: set to blank

• Finish Date/Actual: set to blank

• Duration/Scheduled: copied

• Duration/Est. Remaining: set to blank

• Duration/Actual: set to blank

• Effort/Scheduled: copied

• Effort/Est. Remaining: set to blank

• Effort/Actual: set to blank

• Scheduling Constraint: all constraints are removed

Table 8-1. Items Copied or Created During the Project to Template Conversion

Item in Project Template Description

Task Notes and all References are dropped, since the Project Template 
cannot represent this data.
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To create a new Master Project from a Project Template:

1. Click the DRIVE screen group and click the PROJECT screen. The PROJECT 
WORKBENCH opens.

2. Click NEW PROJECT. 

3. Enter a Master Project name in the MASTER PROJECT NAME field.

4. Select the desired Template from the PROJECT TEMPLATE auto-complete list.

5. Click OK.

A new Master Project is created, including the Project Plan, all of the fields to 
be collected, Indicators, Exception Rules, Custom Fields, Notifications, Cost 
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. 

To add a set of Tasks to a Project using a Project Template:

1. Open the PROJECT window for the Project that you would like to change. 

2. Select PROJECT CREATED FROM TEMPLATE from the drop down list.
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3. Click ADD. The ADD PROJECT TEMPLATE window opens.

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 Panel (See “Setting Up Project 
Hierarchy” on page 87 for more details).

5. Modify the information in any Task inside the Subproject by double-
clicking on it. 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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 Chapter

Managing a Project

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.

Some common responsibilities for Project Managers include:

• Organizing and assigning Tasks.

• Tracking Task and Project progress, and ensuring that assigned Tasks are 
completed on time.

• Communicating Project status to participants and stakeholders, including 
the appropriate escalation of Project-related issues.

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

This chapter discusses:

• Setting Up a Project

Every Master Project contains a set of options to configure that are specific 
to the Project, such as what information is tracked and displayed, the rules 
for the display of indicators and exceptions, scheduling, and who can view 
Tasks and Projects.

In Kintana Drive, Project Managers are those users who have Power licenses 
and specific Project Manager access grants. See the "Kintana Security 
Model" for details.
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• Adding Tasks to a Project

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 Projects, which can be used to 
monitor a Project plan’s changes as it moves through its life cycle.

• Revising the Project

Project Managers can move their Projects into different Project “states.” 
These states help Managers to maintain visibility and control over a 
Project.

• Updating the Schedule

After making revisions, a Project Manager may find it necessary to 
reschedule the Project. This includes recalculating Start and Finish dates.

• Viewing Project and Task Progress

Managers can search for Projects and Tasks, as well as track a particular 
Project’s progress using its Summary Condition. Any exceptions that have 
been triggered can also be displayed.

• Analyzing Project Costs

Project Cost data can be collected and analyzed by the Project Manager to 
track budgets, compare Project sizes, or spot potential trouble.

• Tracking Project History

Project history is maintained and can be viewed for Projects and Tasks.

• Creating a URL to Open the Project Window

Project Managers and can construct a URL that opens their Kintana Drive 
Project in the Kintana Workbench.

• Printing a Project Gantt Chart

Project Managers can print the Project Gantt chart, with a wide range of 
filtering options. The Project Gantt chart can also be exported to an image 
file and used in presentations.
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Setting Up a Project
Kintana Drive’s Master Project entity is made up of the following components:

• Tasks

• Subprojects

• Activities

• Notes

• Packages 

• Requests 

• 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’s objectives. See the following sections 
for more information on setting up a Project:

• “Selecting Information to Track and Display” on page 61

• “Setting Up Exception Behavior” on page 62

• “Setting Up Indicators” on page 67

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 wishing 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 195 for more detailed information.

When you import a large Microsoft Project (or a large number of projects) 
into Kintana, tables in the Kintana database are updated to handle this new 
configuration. Because of the scope of database changes, you should re-run 
the Database Statistics on your Kintana Database. Instructions for this are 
included in the Kintana System Administration Guide. Contact your System 
Administrator for help with this procedure.
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• “Setting Scheduling Options” on page 68

• “Setting Security Restrictions” on page 74

• “Setting Up the Project Team” on page 77

• “Setting Up Microsoft Project Integration” on page 80

• “Configuring Cost in the Project Settings Window” on page 43

• “Establishing a Project Baseline” on page 106

Adding Tasks to a Project
Once the Master Project has been configured, the Project Manager can add 
Tasks to the Project 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.

Taking a Baseline
A baseline is the original approved Project plan for a Project.  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 in terms of schedule and cost by comparing the current 
Project plan to the baseline plan.

See “Establishing a Project Baseline” on page 106 for more detailed 
information about taking and using Project baselines.

See the following chapters for more details on including Tasks in a Project:

• “Setting Up a Project” on page 57

• “Creating a Task From a Request” on page 91

• “Configuring Tasks” on page 113

• “Using Project Templates” on page 163

• “Entering Actual Cost Data” on page 46
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Revising the Project
Project plans rarely remain unchanged during a Project’s life. Revisions are 
commonly made to accommodate Project updates, reorganizations and 
reassignments. Kintana Drive enables Project Managers to revise their plan 
quickly. This section discusses the following aspects of revising a Project:

• Viewing and Modifying Project Hierarchy

• Project States

• Updating Scheduling and Dependencies

• Concurrent Editing

Viewing and Modifying Project Hierarchy
The ordering and grouping of Tasks and Subprojects is graphically displayed 
in the Project Plan Panel.

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 a Project or Subproject that is already open.

In the case of two users wishing 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.
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Figure 9-1 Project Window with Project Plan Panel

Use the directional arrow buttons to reorganize the Project hierarchy. 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 87.

Project States
To display the different stages in a Project’s life from planning to completion, 
a Master Project can have various states associated with it. These states are 
New, Plan, Active, Completed and Cancelled. Project Managers can move 
Projects into different states to facilitate the work associated with that stage of 
the Project. The following table describes the various Project states, their 
behaviors, and applications.
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Table 9-1. Project States and Descriptions

Project State Behavior Application

New Projects and their Tasks are 
not shown in the My Tasks 
portlet or the Dashboard.

Notifications are not sent 
and Exceptions are not 
triggered.

All Projects start in this 
state. Once a Project is 
moved out of the ‘New’ state 
it becomes permanently 
visible and cannot return to 
this state.

This state allows a Project Manager 
to manipulate the Project without 
having to notify Participants or 
Stakeholders.

On Hold Projects and their Tasks are 
displayed in My Tasks and 
the Dashboard but cannot 
be edited.

Notifications are not sent 
and Exceptions are not 
triggered.

Hierarchy can be modified.

This state allows a Project Manager 
to manipulate the Project (such as 
changing project hierarchy and 
revising predecessors). This state 
informs Participants and other 
Managers that a rework is being 
done.

Active Projects and their Tasks can 
be seen in My Tasks and in 
the Dashboard.

Notifications are sent and 
Exceptions are triggered.
Project structure can 
change.

This is the state of a Project that is 
actively being managed. 

Completed Projects and their Tasks can 
be seen in the Dashboard 
but not in My Tasks.

Notifications are not sent 
and Exceptions are not 
triggered.

This is the state of a Project that has 
been worked to completion. The 
Project can be edited but will not 
show up as a Project or Task that 
needs attention.
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Drive also features a set of Task states. For a list of Task states, see “Task 
States” on page 115.

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 you wish to edit. For more details on searching for and 
opening Projects, see “Searching for Projects in the Kintana Workbench” 
on page 198.

2. In the Project Plan Panel, select the row at the top of the hierarchy. This is 
the Master Project.

3. Select a new State for the Master Project from the drop down list in the 
STATE column.

4. Click SAVE.

To change the state of a Task, Subproject, or group of Tasks or Subprojects:

1. Open the Project you wish to edit. For more details on searching for and 
opening Projects, see “Searching for Projects in the Kintana Workbench” 
on page 198.

2. In the Project Plan Panel, select the Task or Subproject whose state you 
wish to change. When selecting a group of Tasks or Subprojects, be sure 
they are all in the same state.

3. Select a new State for the Task or Subproject from the drop down list in the 
STATE column.

Cancelled Projects and their Tasks can 
be seen in the Dashboard 
but not in the My Tasks 
portlet.

Notifications are not sent 
and Exceptions are not 
triggered.

This state is used for Projects that 
are not complete but will not be 
worked on.

Table 9-1. Project States and Descriptions

Project State Behavior Application
192 Managing a Project



Working with Projects
4. Click SAVE.

Updating Scheduling and Dependencies
Project Managers are able to update aspects of a Project at any time to reflect 
the changing state of a business initiative. The following sections discuss 
updating Project scheduling and dependencies in more detail:

• Changing Scheduled Duration, Start, Finish, and % Complete

• Changing Predecessors

• Changing Resource Assignments

Changing Scheduled Duration, Start, Finish, and % Complete
The Scheduled Duration, Scheduled Start, Scheduled Finish, and % Complete 
fields are viewed in the Project Plan Panel.

To change Scheduled Duration, Start, Finish, or % Complete for a Task:

1. Open the Project you wish to edit. For more details on searching for and 
opening Projects, see “Searching for Projects in the Kintana Workbench” 
on page 198.

2. In the Project Plan Panel, select the Task that you wish to update. 

• Tasks can be edited directly inside the Project Plan Panel. Click on a 
field to edit its contents.

• Tasks can also 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.

4. In the TASK INFORMATION window, click the DETAILS tab. 

If you wish to update a Subproject’s Scheduled Duration, Start, Finish, or % 
Complete, you must update its individual Tasks’ values. This is accomplished 
by selecting a Task in the PROJECT window and clicking EDIT. You can then 
follow the process described below.
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Figure 9-2 Task Details Tab.

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. To apply changes to the Task and continue to update the Task without 
closing, click APPLY.

7. To apply changes and close the window, click OK.
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Changing Predecessors
You 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 
Panel.

External Tasks, Projects, and Requests can also be set as Predecessors for 
Tasks. For more information on setting these types of Predecessors, see 
“Setting Up Project Dependencies” on page 95.

To change the Predecessors for a particular Task:

1. Open the Project you wish to edit. For more details on searching for and 
opening Projects, see “Searching for Projects in the Kintana Workbench” 
on page 198.

2. In the Project Plan Panel, click the row that contains the Task or Subproject 
that you wish 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.

Changing Resource Assignments
Resources can be changed directly in the Project Plan Panel.

To update Resources:

1. Open the Project you wish to edit. For more details on searching for and 
opening Projects, see “Searching for Projects in the Kintana Workbench” 
on page 198.

2. In the Project Plan Panel, click on the RESOURCE field of the Task that you 
wish to update.

3. Update the field with the new information. To update Resources, select the 
Kintana user that you wish to assign from the RESOURCE auto-complete list.

Concurrent Editing
Kintana Drive allows users to edit and update parts of Projects simultaneously, 
allowing for more efficient representation of changes to a Project. The 
following scenarios help illustrate how concurrent editing in Kintana Drive 
works:
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• Unrelated Subprojects in a Master Project

• Simultaneous Edits on a Project

• Simultaneous Editing and Updating of a Task

• Updating an Unrelated Task

Unrelated Subprojects in a Master Project
Yukio 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.

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 Project
Yukio 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.

2. Bob opens the same Master Project and tries to edit part of the same 
Subproject Yukio is working on.

3. Bob receives a message that another user is currently editing that part of 
the Project. Bob cannot make changes.

Simultaneous Editing and Updating of a Task
Yukio is a Project Manager and Carlos is a Resource assigned to one of the 
Tasks in Yukio’s Master Project.

1. Yukio opens the Master Project and begins working on one of its 
Subprojects.

2. Carlos would like to update his Task, which is part of the Subproject Yukio 
is currently editing.

3. Carlos receives a message that another user is currently editing that part of 
the Project. Carlos cannot make changes.
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Updating an Unrelated Task
Yukio is a Project Manager and Carlos is a Resource assigned to one of the 
Tasks in Yukio’s Master Project.

1. Yukio opens the Master Project and begins working on one of its 
Subprojects.

2. Carlos opens his Task, which is not part of the Subproject Yukio is 
working on, and makes his changes successfully.

3. Yukio opens Carlos’s Task.

4. Yukio receives a message that the Task has been updated, and the newest 
data will be loaded.

5. The information for Carlos’s Task is refreshed in Yukio’s Workbench 
window, while the other changes Yukio made persist.

Updating the Schedule
If you have modified any of your Project’s hierarchy, dependencies, resources 
or dates, you may want to re-level the schedule. Kintana Drive 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 103.

You may also want to create a new baseline for the Project. See “Taking a 
Baseline” on page 108 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 wishing 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 195 for more detailed information.
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Viewing Project and Task Progress
As a Project moves through its life, Managers can keep track of:

• Projects and Tasks as they are completed

• Exceptions that have been triggered

• High-level and low-level accounts of progress

Kintana provides this information through Project Management Reports and 
the Summary Condition View.

Searching for Projects in the Kintana Workbench
The QUERY tab in the PROJECT WORKBENCH window is used to locate and open 
Projects.

1. Click the DRIVE screen group and click the PROJECTS screen. The PROJECT 
WORKBENCH opens. 

For a complete list of all fields in the PROJECT WORKBENCH QUERY tab, see 
"Drive Workbench Reference".

2. Enter search criteria into the appropriate fields in the QUERY tab.

3. To save your query, click SAVE QUERY. You can then perform a quick 
search using these specified criteria later.

To clear all information entered into the Project Query fields, click CLEAR.

4. Click LIST to return the matching results in the RESULTS tab.
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5. From within the RESULTS tab you can:

• Sort the results based on any field in the table by clicking on the 
column header.

• View a Project by double-clicking on the desired Project or selecting it 
and clicking OPEN.

• Open multiple Projects by selecting a group (using Shift+Select or 
Crtl+Select from your keyboard) and clicking OPEN.

Searching for Tasks in the Kintana Workbench
You can locate Tasks using the QUERY tab in the TASK WORKBENCH window.

1. Click the DRIVE screen group and click the PROJECTS screen. The PROJECT 
WORKBENCH opens. 

2. Select the TASK WORKBENCH, behind the PROJECT WORKBENCH, by either 
clicking on its title bar or the TASK WORKBENCH button at the bottom of the 
Kintana Workbench window.

For a complete list of all fields in the TASK WORKBENCH QUERY tab, see 
"Drive Workbench Reference".

3. Enter search criteria into the appropriate fields in the QUERY tab.

4. To save your query, click SAVE QUERY. You can then perform a quick 
search using these specified criteria later.

To clear all information entered into the Task Query fields, click CLEAR.
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5. Click LIST to return the matching results in the RESULTS tab.

6. From within the RESULTS tab you can:

• Sort the results based on any field in the table by clicking on the 
column header.

• View a Task by double-clicking on the desired Task or selecting it and 
clicking OPEN.

• Open multiple Tasks by selecting a group (using Shift+Select or 
Crtl+Select from your keyboard) and clicking OPEN.

Viewing the Summary Condition
The Summary Condition is a graphical indicator of the health of a Project, 
located next to the Project name. A Project’s Summary Condition color begins 
as green and changes to yellow or red depending on the percentage of Tasks 
within a Project that have triggered Exceptions. This percentage is 
configurable in this tab by the Project Manager. A Project’s Summary 
Condition is not calculated until the Project is saved.

The Summary Condition View appears in its own column next to the names of 
all Projects in the RESULTS tab of the PROJECT WORKBENCH. For more detailed 
information, see “Summary Condition” on page 65.

Viewing Milestones
In the Kintana Workbench, Milestones are visible in the PROJECT window as 
black diamonds in the Gantt chart.
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Figure 9-3 Gantt Chart with Milestones

The PROJECT OVERVIEW page in the Kintana interface contains two portlets that 
display Milestones:

• The Project Milestones portlet lists the Milestones in a Project.

Figure 9-4 Project Milestones portlet

• The Project Overview Gantt portlet shows the Project’s Gantt chart, 
including Milestones.
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Figure 9-5 Project Overview Gantt portlet with Milestones

Viewing the Project Critical Path
A Project’s critical path is composed of all of the Tasks in a Project that 
determine its duration. In Kintana Drive, the critical path of a Project can be 
displayed in the PROJECT window’s Gantt chart. Tasks that are part of the 
critical path are cross-hatched.

Figure 9-6 Gantt chart showing critical path

There are several ways to display or access a Project’s critical path. See the 
following sections for more detailed information:

• Viewing the Critical Path in the Project Window

• Viewing the Critical Path from the Project Overview Gantt Portlet
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• Obtaining a Critical Path Table

Viewing the Critical Path in the Project Window
A Project’s critical path can be displayed in the PROJECT window’s Gantt chart. 
To see a Project’s critical path:

1. In the Kintana Workbench, open the Project you wish to see. For more 
details on searching for and opening Projects, see “Searching for Projects 
in the Kintana Workbench” on page 198.

2. Click DISPLAY OPTIONS in the upper-right corner of the Project window. The 
GANTT OPTIONS window opens.

3. Select the HIGHLIGHT CRITICAL PATH check box and click OK.

4. The Project window’s Gantt chart displays the Project critical path.

Viewing the Critical Path from the Project Overview Gantt Portlet
A Project’s critical path can also be viewed from the Project Overview Gantt 
portlet in the PROJECT OVERVIEW page of the Kintana interface. To see a 
Project’s critical path in the Project Overview Gantt portlet:

1. In the Kintana interface, navigate to the PROJECT OVERVIEW page of the 
Project you wish to see. For more detailed information, see “Searching for 
Tasks and Projects” on page 224.

2. Scroll down to the Project Overview Gantt portlet and click Edit. The filter 
page for the Project Overview Gantt portlet opens.
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3. In the Display Options section of the filter page, select the HIGHLIGHT 
CRITICAL PATH check box and click DONE.

4. The PROJECT OVERVIEW page opens, refreshing all of the portlets including 
the Project Overview Gantt portlet.

Obtaining a Critical Path Table
The Project Critical Path Report generates a list of all the Tasks that comprise a 
Project’s critical path in convenient HTML form.
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For more information on running Reports in Kintana Drive, see “Reports” on 
page 257.

Viewing Exceptions
Exceptions indicate that a rule that has been defined in the Project has been 
violated for a particular Task. For example, Resources have not been assigned 
to a Task that is due to begin soon, or a Task is being completed a certain 
number of days late. Exception Rules are configurable; for more detailed 
information, see “Setting Up Exception Behavior” on page 62.

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 a Task:

1. Select a Task in the Project Plan Panel.
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2. Click EDIT. The TASK INFORMATION window opens.

3. Click the EXCEPTIONS tab.

The EXCEPTIONS tab lists the Exception Rules for the Project containing that 
particular Task. 

• The red exclamation point in the TRIGGERED column indicates that the 
Task has triggered an Exception. 

• The VIOLATION column displays the number of days the Task is from the 
Exception.

Using the Kintana Dashboard to View Progress
Project Managers can also view Projects using the Kintana interface. This 
interface comes with a configurable set of application windows, known as 
portlets, through which common Kintana queries and actions can be 
performed.

Depending on whether you have the proper access grant to edit the Task, the 
button in the Project Window may read EDIT or VIEW. Users who may only 
VIEW a Task include Project Participants who have not been assigned to that 
particular Task, as well as Project Managers who are not managing the 
Project within which that particular Task is contained.
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This interface can be expanded to include the Kintana Dashboard, which offers 
an expanded set of portlets that feature additional functionality, such as the 
Project List portlet. See "Using the Kintana Dashboard" for further details.

Project Management Reports
Kintana Drive is capable of generating a wide range of reports for project 
management purposes. For example, a Manager could query for the custom 
fields being used in a Project. A Manager can also generate reports on any 
Tasks that had triggered Exceptions, the Resources assigned to a Project or 
which Security Groups are associated with a Project. Drive features the 
following reports:

• Project Critical Path Report

• Project Custom Detail Report

• Project Detail Report

• Project Detail Report (Filter by Custom Fields)

• Project Exception Detail Report

• Project Resource Report

• Project Schedule Change Report

• Project Status Report

• Project Status Detail Report

• Project Summary Report

• Project Task Assignment Report

• Project Template Detail Report

• Report Type Detail Report

• Resource Availability Report

• Security Group Detail Report

• User Data Detail Report

• User Detail Report

• Validations Report

For more information about Project Management Reports, see the “Reports” 
chapter on page 257.
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Comparing Against the Baseline
If you have taken a baseline of your Project, you may want to compare it to 
your current Project. This can be done using the Project Schedule Change 
Report, which can compare the current Project to any baseline, or baselines to 
each other.

For more information on running Reports in Kintana Drive, see “Reports” on 
page 257.

Analyzing Project Costs
Kintana Drive provides useful interfaces for visualizing Project Costs using 
Cost Management and the Kintana Dashboard. The two primary visualization 
tools are discussed below:

• Project Cumulative Cost Metrics

• Project Current Cost Metrics
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Project Cumulative Cost Metrics
The ANALYZE CUMULATIVE COST METRICS page can be reached by selecting 
ANALYZE -> PROJECTS -> CUMULATIVE COST METRICS from the COST menu group in 
the navigation bar.

Figure 9-7 Analyze Cumulative Cost Metrics page

The ANALYZE CUMULATIVE COST METRICS page can be filtered according to the 
criteria described in Table 9-2.
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Use the ANALYZE CUMULATIVE COST METRICS page to get a look at a Project’s 
performance in terms of different Cost variables over time. The Project’s 
projected Actual Cost is also calculated by Drive and displayed at the top of 
the chart.

Project Current Cost Metrics
The ANALYZE CURRENT COST METRICS page can be reached by selecting ANALYZE -
> PROJECTS -> CURRENT COST METRICS from the COST menu group in the 
navigation bar.

Table 9-2. Analyze Cumulative Cost Metrics Page Parameters

Field Description

PROJECT NAME The name of the Project being analyzed.

PERIOD The period to be used in the graph’s time axis. Possible 
values: WEEK, MONTH, YEAR.

START DATE The date at which to start the graph.

FINISH DATE The date at which to end the graph.

Include in Graph:

PLANNED VALUE (PV) Graphs the portion of the Baseline Cost planned to be spent 
between the Project’s start date and each data point.

EARNED VALUE (EV) Graphs the portion of the Baseline Cost for the entire 
Project that has theoretically been spent by each data point. 
(Baseline Cost * % Complete)

ACTUAL COSTS (AC) Graphs the total dollar cost for the Project. (Actual Labor 
Cost + Actual Non-Labor Cost)

BUDGET Graphs the Budget for the Project at each data point.

BUDGET ACTUALS Graphs the Budget actual values, if any have been entered, 
at each data point.
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Figure 9-8 Analyze Current Cost Metrics page

The ANALYZE CURRENT COST METRICS page can be filtered according to the 
criteria described in Table 9-3.
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Table 9-3. Analyze Current Cost Metrics Page Parameters

Field Description

Project Name

PROJECT NAME Select a Project to be displayed.

MASTER PROJECT AND 
SUBPROJECT

Select a Master Project and/or Subproject to be displayed.

Other Criteria

DEPARTMENT Select Projects from a certain Department to be displayed.

PROJECT MANAGER Select Projects with a certain Manager to be displayed.

PROJECT STATE Select Projects of a certain State to be displayed.

ACTUAL COSTS 
EXCEED EARNED 
VALUE BY

Select Projects with a Cost variance greater than a certain 
amount to be displayed.

PLANNED VALUE 
EXCEEDS EARNED 
VALUE BY

Select Projects with a schedule variance greater than a 
certain amount to be displayed.

CPI LESS THAN Select Projects with a CPI under a certain value to be 
displayed.

SPI LESS THAN Select Projects with an SPI under a certain value to be 
displayed.

BUDGET GREATER 
THAN

Select Projects with a Budget greater than a certain amount 
to be displayed.

BASELINE COSTS 
GREATER THAN

Select Projects with baseline costs greater than a certain 
amount to be displayed.

BUDGET ACTUALS 
GREATER THAN

Select Projects with Budget actual values greater than a 
certain amount to be displayed.

SHOW ONLY MASTER 
PROJECTS?

Select only Master Projects to be displayed.

Size of Bubble Indicates

BUDGET Bubbles representing Projects will vary in size based on the 
size of their associated Budgets.

BUDGET ACTUALS Bubbles representing Projects will vary in size based on the 
size of their actual Budget values, if any have been entered.

BASELINE COSTS Bubbles representing Projects will vary in size based on the 
size of their last baseline costs.

PROJECTED ACTUAL 
COST AT COMPLETION

Bubbles representing Projects will vary in size based on the 
size of their projected Actual Cost at completion.
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Use the ANALYZE CURRENT COST METRICS page to compare the sizes and Cost 
health of one or more Projects.

Tracking Project History
Kintana Drive maintains a State Change History for both Projects 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 Panel, 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.

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 Panel, 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.
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3. Click REFRESH to update the history list.

4. Click CLOSE to close the window.

Completing, Cancelling, and Deleting Projects
All Projects must reach an endpoint. The Project can either be brought to 
completion, or reach a point where no more work can be done. Kintana Drive’s 
Project states provide distinct ways of differentiating between Projects that 
have been Completed or Cancelled. For more detailed information on Project 
states, see “Project States” on page 190.

This section contains information on:

• Completing Projects

• Canceling Projects

• Deleting Projects

Completing Projects
Project Managers can set the Project state to COMPLETED. For more information, 
see “Modifying States” on page 192.

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 wishing 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 195 for more detailed information.
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If a Project is manually set to COMPLETED: 

• Any incomplete Tasks under that Project are set to BYPASSED.

• Any incomplete projects under that Project are set to COMPLETED.

Reopening a Completed Project
A Project that is Completed can be moved to ON HOLD.

• Upon moving the Project from Completed to ON HOLD:

o Bypassed tasks will move to a Task state of NEW.

• If the Project is moved to ACTIVE:

o Task states will be recalculated.

o Tasks previously IN PROGRESS will not regain the Task state of IN 
PROGRESS. 

To change a Completed Project’s state:

1. Open the Project you wish to edit. For more details on searching for and 
opening Projects, see “Searching for Projects in the Kintana Workbench” 
on page 198.

2. In the Project Plan Panel, select the Project at the top of the hierarchy. This 
will be the Master Project.

3. Select a new State for the Master Project from the drop down list in the 
STATE column.

4. Click SAVE.

Canceling Projects
Occasionally, all work on a particular business initiative may be stopped. The 
endeavor may have been found to be unprofitable, it may not be feasible given 
current resource limitations or there may be another business reason. Projects 
in Kintana Drive can have their states changed to CANCELLED to reflect this 
circumstance. 

• If a Project is manually set to CANCELLED, any incomplete Tasks or Projects 
under it are set to CANCELLED.

• From CANCELLED, a Project can be moved back to ON HOLD using the same 
procedure as “Reopening a Completed Project” on page 215. Upon 
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moving the Project from CANCELLED to ON HOLD, bypassed Tasks will move 
to a Task state of NEW.

• Once the project is moved into an ACTIVE Project state:

o Task states will be recalculated.

o Tasks previously IN PROGRESS will not regain the Task state of IN 
PROGRESS. 

Deleting Projects
Once a Project has been completed, it continues to reside in the Kintana 
database. It may not be necessary to archive completed Projects in the Kintana 
system. Projects can be deleted from the RESULTS tab of the PROJECT 
WORKBENCH. 

To delete a Project:

1. Locate the Project 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 you wish to 
delete.

3. Click DELETE.

Creating a URL to Open the Project Window
Project Managers and can construct a Web address (URL) that opens their 
Kintana Drive Project in the Kintana Workbench. They can then use this URL 
to access the Project from the World Wide Web or from their Intranet.

Users can construct this URL manually using either of the following formats:

http://host:port/kintana/servlet/SmartURL?screen=PRJ&pkid=PROJE
CT_ID

http://host:port/kintana/servlet/SmartURL?screen=PRJ&pkname=PRO
JECT_NAME

Subprojects cannot be deleted from the RESULTS tab of the PROJECT 
WORKBENCH.
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You can also configure your Task notifications to automatically create and 
send these URLs in an email message. Include the following Token in the 
MESSAGE area in 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 129 for more information 
on setting up Task notifications and using Smart URLs.

Printing a Project Gantt Chart
A Project Gantt chart can be printed or exported to an image file for use in 
presentations. The following sections discuss printing and exporting in more 
detail:

• Printing a Gantt Chart

• Exporting a Gantt Chart to an Image File

Printing a Gantt Chart
To print a Project Gantt chart, select FILE -> PRINT from the menu at the top of 
the Kintana Workbench. The PRINT GANTT CHART wizard opens, allowing you to 
select options for the Gantt chart’s Project display, time range, Project Plan 
columns, and generic printer settings.
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Figure 9-9 Print Gantt Chart Wizard

Exporting a Gantt Chart to an Image File
A Project Gantt chart can also be exported to an image file with the same 
options as normal printing. The following file formats are supported:

• JPEG

• PNG

• GIF

• BMP

To export a Project Gantt chart to an image, select File -> Export to Image 
from the menu at the top of the Kintana Workbench. The Export Gantt Chart 
Wizard opens, allowing you to select options for the Gantt chart’s Project 
display, time range, Project Plan columns, and generic image settings.
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Figure 9-10 Export Gantt Chart Wizard
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 Chapter

Updating Tasks:
Project Participant Activities

Project Participants view and update their Tasks using the Kintana interface. 
Kintana Drive defines Project Participants as users who work on Tasks as part 
of a Project team, but do not have the administrative responsibilities of a 
Project Manager.

The Kintana interface comes with a configurable set of application windows, 
known as portlets, through which common Kintana tasks can be performed. 
This interface can be expanded to include the Kintana Dashboard, which offers 
an expanded set of portlets that feature additional functionality.

This chapter discusses the following Project Participant tasks:

• Logging On to Kintana

• Changing Password

• Changing Portlet Preferences

• Locating My Tasks

• Viewing Project Information

• Updating My Tasks

• Viewing and Adding Notes

• Viewing and Modifying References

Depending on the products your company has licensed, not all portlets may 
be available. For example, if your company has only licensed Kintana Drive, 
then the My Requests portlet will not appear on the Homepage. See "Using 
the Kintana Dashboard" for a list of portlets available with each product 
installation.
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• Viewing Reports

Logging On to Kintana
Kintana is accessed through a standard Web browser. Be sure to contact your 
Kintana System Administrator for the URL of the Kintana implementation at 
your site, as well as your username and password.

To logon to Kintana:

1. Enter the URL of your Kintana implementation in a Web browser. The 
Kintana logon page opens.

2. Enter your username and password in the corresponding fields in the 
Kintana logon page.

If you want Kintana to retain your password information, click the 
REMEMBER MY LOGON check box. After clicking this check box, you will not 
be required to enter your password again unless you actually sign out.

3. Click SUBMIT. 

After successfully logging onto Kintana, your Kintana Homepage opens.
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Changing Password
After logging on for the first time, you may wish to change your password.

To change your password in Kintana:

1. From the SETTINGS menu group in the navigation bar at the left, select EDIT 
MY PROFILE. The EDIT MY PROFILE page opens.

2. Enter your old password in the OLD PASSWORD field.

3. Enter your new password in both the NEW PASSWORD and REPEAT NEW 
PASSWORD fields.

4. Click DONE.

Your password has now been changed in Kintana.

You will receive an error message, after trying to change your password, if:

• You did not enter your old password correctly.

• The NEW PASSWORD and REPEAT NEW PASSWORD fields do not contain the 
exact same entry.

• The new password you entered is identical to your old password.

• The new password you entered does not meet restrictions.
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Changing Portlet Preferences
You can maximize certain portlets, which causes the portlet to fill the available 
window area in your browser. The PORTLET PREFERENCES option allows you to 
specify the maximum number of rows that will be displayed in a maximized 
portlet.

To specify the maximum number of rows in a maximized portlet:

1. From the SETTINGS menu group in the navigation bar at the left, select EDIT 
MY PROFILE. The EDIT MY PROFILE page opens.

2. Enter the maximum number in the RESULTS IN MAXIMIZED PORTLETS field.

3. Click DONE.

Locating My Tasks
Project Participants update their Task status in Kintana Drive. Kintana 
provides several different ways for Participants to locate their Tasks:

• Searching for Tasks and Projects - Project Participants can search for 
Tasks directly, or they can search for Projects in order to get to the Tasks 
they want through the Projects that contain them.

• Finding Tasks Using the My Tasks Portlet - The My Tasks portlet allows 
users to update multiple Tasks at once, as well as providing links to 
individual Task details.

• Finding Tasks Using Notifications - Tasks can be reached from a 
Notification simply by clicking on the link provided in the body of the 
email, or by copying and pasting it into any Web browser.

• Finding Tasks in the Kintana Workbench - Project Participants can also 
search for and update Tasks in the Kintana Workbench.

Searching for Tasks and Projects
Participants can search for Tasks and Projects that match certain criteria using 
the TASK SEARCH and PROJECT SEARCH pages. The following sections provide 
instructions for locating tasks and projects:

• Locating Tasks Using the Task Search Page
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• Locating Projects Using the Project Search Page

Locating Tasks Using the Task Search Page
Participants can search for Tasks using the TASK SEARCH page. For a complete 
list of available parameters, see "Drive Workbench Reference".

To locate Tasks in Kintana:

1. From the SEARCH menu group in the navigation bar at left, select TASKS. 
The TASK SEARCH page opens.

2. Enter the search criteria for the desired Task. You can search for an 
existing Task based on any of the fields located on the TASK SEARCH page. 
Limiting the maximum number of results in the MAXIMUM TASKS DISPLAYED 
field can yield quicker results.

3. Click SEARCH. The TASK SEARCH RESULTS page opens.

The Task Search Results page displays the results matching your search 
criteria.
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Click on the name of any Task in the list to view its DETAILS page. See 
“Viewing and Updating Task Details” on page 242 for more information. To 
clear all fields in the Task Search Query page and reset to default values, click 
CLEAR FIELDS.

Locating Projects Using the Project Search Page
While Project Participants can locate and view Projects, only Participants with 
a Project Manager access grant can edit Projects, through the Kintana 
Workbench interface.

Participants can locate Projects using the PROJECT SEARCH page. 

To search for Projects in Kintana:

1. From the SEARCH menu group in the navigation bar at left, select PROJECTS. 
The PROJECT SEARCH page opens.
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2. Enter the search criteria for the desired Project. You can search for an 
existing Project based on any of the fields located on the PROJECT SEARCH 
page. Limiting the maximum number of results in the MAXIMUM PROJECTS 
DISPLAYED field can yield quicker results.

3. Click SEARCH. The PROJECT SEARCH RESULTS page opens.

The PROJECT SEARCH RESULTS page displays the results matching your search 
criteria.

Click on the name of a Project to view its PROJECT OVERVIEW page. See 
“Viewing Project Overview” on page 233 for more information. To clear all 
fields in the Project Search page and reset to default values, click CLEAR FIELDS.
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Finding Tasks Using the My Tasks Portlet
The My Tasks portlet is available to all Kintana Drive users. This portlet is 
included on your Kintana Homepage 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 this way, 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 a Task in the Task List to view its 
DETAILS page. See “Viewing and Updating Task Details” on page 242 for more 
information.

Figure 10-1 My Tasks Portlet

Finding Tasks Using Notifications
Email notifications can be configured by Project Managers to include 
hyperlinks to Tasks in Kintana. If you have received an email containing a link 
to a Task, click on it, and it will open to that Task’s DETAILS page in your Web 
browser. If your email client doesn’t handle HTML links directly, copy and 
paste it into your Web browser.
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Finding Tasks in the Kintana Workbench
The Kintana Workbench is the Java application that allows for configuration as 
well as creation and processing of Projects, Project Templates, and Tasks. 
Project Participants can also search for and update Tasks in the Workbench.

Project Participants can find Tasks by searching for them directly, or by 
looking for the Projects that contain them.

The following sections contain more detailed information on searching for 
Tasks and Projects, as well as updating Tasks, in the Kintana Workbench:

• Searching for Tasks in the Kintana Workbench

• Searching for Projects in the Kintana Workbench

• Updating Tasks in the Project Plan Panel

• Updating Tasks in the Task Information Window

Searching for Tasks in the Kintana Workbench
You can locate Tasks using the QUERY tab in the TASK WORKBENCH window. To 
search for Tasks from within the Kintana Workbench:

1. Click the DRIVE screen group and click the PROJECTS screen. The PROJECT 
WORKBENCH opens.

2. Select the TASK WORKBENCH, behind the PROJECT WORKBENCH, by either 
clicking on its title bar or clicking TASK WORKBENCH at the bottom of the 
Kintana Workbench window.

Only Kintana users who have been given a Power license can access the 
Workbench. Project Participants with a Power license can access the 
Workbench, but as in the Kintana interface, they will not be able to edit 
Project information or update Tasks they have not been assigned.
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For a complete list of all fields in the TASK WORKBENCH QUERY tab, see 
"Drive Workbench Reference".

3. Enter search criteria into the associated fields.

4. To save your query, click SAVE QUERY. You can then perform a quick 
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:

• View a Task by double-clicking on the desired Task or selecting it and 
clicking OPEN. The TASK INFORMATION window opens.

• Open multiple Tasks by selecting a group (using Shift-Select or Crtl-
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 Information Window” 
on page 232.

Searching for Projects in the Kintana Workbench
The QUERY tab in the PROJECT WORKBENCH window is used to locate and open 
Projects. To search for Projects from within the Kintana Workbench:

1. Click the DRIVE screen group and click the PROJECTS screen. The PROJECT 
WORKBENCH opens, with the QUERY tab defaulted to appear on top.
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For a complete list of all fields in the PROJECT WORKBENCH QUERY tab, see 
"Drive Workbench Reference".

2. Enter search criteria into the associated fields.

3. To save your query, click SAVE QUERY. You can then perform a quick 
search using these specified criteria anytime later.

4. Click LIST to return the matching results in the RESULTS tab.

5. From within the RESULTS tab:

• View a Project by double-clicking on the desired Project or selecting it 
and clicking OPEN. The PROJECT window opens.

• Open multiple Projects by selecting a group (using Shift-Select or Crtl-
Select) and clicking OPEN. Multiple PROJECT windows open, one for 
each selected Project.

6. From within the PROJECT window, you can edit Tasks directly, or edit them 
in the TASK INFORMATION window. See “Updating Tasks in the Project Plan 
Panel” on page 231 and “Updating Tasks in the Task Information 
Window” on page 232 for more information.

Updating Tasks in the Project Plan Panel
Project Participants can update Tasks displayed in the Project Plan Panel.

To update Task information from the Project Plan Panel:

1. Select the Task you want to update. 

2. Click on the desired field to update its contents directly.
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Project Participants can only update the fields that have been enabled for them 
to edit by the Project Manager. This set of fields can vary. For a complete list 
of fields available for update, see "Drive Workbench Reference". Additionally, 
Participants can only update those Tasks that have been assigned to them. All 
other Tasks will be view-only. This is also true for Project Managers viewing 
Tasks and Projects that they are not in charge of.

Updating Tasks in the Task Information Window
Project Participants can also update Tasks inside each Task’s INFORMATION 
window.

To edit Task information in the TASK INFORMATION window:

1. Open the TASK INFORMATION window by one of the following ways:

• Query and open the Task directly from the TASK WORKBENCH. The TASK 
INFORMATION window opens.

• Query and open an existing Project. Double-click the Task you want 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 Participants can only update the fields that have been enabled for them 
to edit by the Project Manager. This set of fields can vary. For a complete list 
of fields available for update, see "Drive Workbench Reference". Additionally, 
Participants can only update those Tasks that have been assigned to them. All 
other Tasks will be view-only. This is also true for Project Managers viewing 
Tasks and Projects that they are not in charge of.

Viewing Project Information
Project Participants may want to view the Projects they are part of in the 
Kintana interface, as a way of setting context for their own Tasks, checking on 
other dependent Tasks, or keeping track of deadlines. Participants can view the 
following Project information at any time:

• Viewing Project Overview

• Viewing Project Details
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• Viewing Project Hierarchy

• Viewing Exceptions

• Viewing Project References

• Viewing the Project Gantt Chart

• Viewing the Critical Path

• Viewing Project Milestones

Viewing Project Overview
The PROJECT OVERVIEW page displays a wide range of information about a 
particular Project: its Subprojects and Tasks, its State and Project Manager, 
and any Exceptions it may have triggered. All of this data and more is 
presented and arranged through the following portlets:

• Project Summary - Displays the Project’s name, state, % complete, 
manager, description, scheduled start, and scheduled finish. It also contains 
a link to the PROJECT DETAILS page. See “Viewing Project Details” on 
page 234.

• Project Overview Gantt Portlet — Displays the Gantt chart for a Project. 
See “Viewing the Project Gantt Chart” on page 239.

• Project Milestones Portlet — Lists the Milestones in a Project. See 
“Viewing Project Milestones” on page 240.

• Subprojects and Tasks Summary - Provides a list of all Subprojects and 
Tasks included in that Project, and a link to the Project Plan, located on the 
PROJECT HIERARCHY page. See “Viewing Project Hierarchy” on page 236.

• Exception Summary - Shows the number and kinds of Exceptions 
triggered and links to the Exception Details portlet. See “Viewing 
Exceptions” on page 237.

• Project References - Provides a list of all References linked to the Project 
(Requests, Packages, Tasks, Projects, Releases, Attachments, URLs) and 
where in the Project they are Referenced from. See “Viewing Project 
References” on page 239.

• Project Related Actions Portlet — Displays links to a Project’s 
Assignment visualizations and Staffing Profiles. See "Managing Resources 
in Kintana" for more details.
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Figure 10-2 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 Kintana Homepage as part of the Kintana Dashboard. See 
"Configuring the Kintana Dashboard" for more information.

Viewing Project Details
The PROJECT DETAILS page contains detailed information on a particular Project, 
grouped into the following categories:

• PROGRESS - % complete, confidence, start date (scheduled and actual), 
finish date (scheduled, estimated, and actual), duration (scheduled, 
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estimated remaining, and actual), and effort (scheduled, estimated 
remaining, and actual).

• DETAILS - Project number, Project Template, department, description, 
priority, complete and incomplete predecessors.

• ACTION ITEMS - Action item names, states, and priorities.

• NOTES - Any notes.

• REFERENCES - Requests, Packages, other Projects, URLs, and attachments.

Figure 10-3 Project Details Page

The PROJECT DETAILS page can be accessed through the Project Summary 
Portlet in the PROJECT OVERVIEW page, which contains a link to the PROJECT 
DETAILS page.
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Click PROJECT DETAILS to go to the PROJECT DETAILS page.

Viewing Project Hierarchy
The PROJECT HIERARCHY page displays the Project’s hierarchical organization of 
Tasks and Subprojects (its Project Plan) as well as information such as:

• Task or Subproject name

• Task or Subproject state

• Task or Subproject scheduled duration, start, and finish

• Task or Subproject predecessors

• Task or Subproject Resource or Manager

• Task Exceptions or Subproject Summary Condition

The PROJECT HIERARCHY page is useful for providing context for Participants in 
terms of the location of their Tasks in the overall Project framework, as well as 
indicating 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 242 
for more detailed information.
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Figure 10-4 Project Hierarchy Page

The PROJECT HIERARCHY page can be accessed through the Subprojects and 
Tasks Summary portlet in the PROJECT OVERVIEW page, which contains a link to 
the PROJECT HIERARCHY page.

Click PROJECT HIERARCHY to go to the PROJECT HIERARCHY page.

Viewing Exceptions
The Project Exception Detail portlet displays the Exceptions that have been 
triggered for the Project being viewed, breaking each triggering Task down 
according to:

• Exception Type and number of days violated

• Task state, resource, scheduled start and finish

• Project path

This is useful for Participants in that it provides specific context for every 
Exception in a Project, telling them what Task has gone wrong (or what might 
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go wrong, depending on the Exception Rules enabled), when it went wrong, 
and where the problem Task is located.

Figure 10-5 Project Exception Detail Portlet

Getting to the Exception Details Portlet
The Project Exception Summary portlet in the PROJECT OVERVIEW page contains 
a link to the Project Exception Detail portlet.

Click DETAILS to go to the Project Exception Detail portlet.
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Viewing Project References
The Project References portlet in the PROJECT OVERVIEW page displays all 
entities linked to the Project as References. References (Requests, Packages, 
Tasks, Projects, Releases, Attachments, and URLs) are listed with details 
including:

• Reference Type

• Description

• Referenced By

The Project References portlet provides a convenient single point of access for 
all entities referenced by a Project.

Viewing the Project Gantt Chart
The Project Overview Gantt portlet, displayed on the PROJECT OVERVIEW page, 
shows the Project’s Gantt chart including Milestones.

Figure 10-6 Project Overview Gantt portlet
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Display criteria for the Gantt chart can be configured by clicking EDIT, which 
opens the portlet’s filter page.

Figure 10-7 Project Overview Gantt portlet filter page - Display Options section

Viewing the Critical Path
The critical path of a Project is made up of the Tasks that define its duration. A 
Project’s critical path can be displayed in the Project Overview Gantt portlet 
by clicking EDIT and selecting the HIGHLIGHT CRITICAL PATH checkbox.

Viewing Project Milestones
Milestones are used to mark significant events in a Project, often the 
completion of a deliverable or arrival of a deadline. In the Project Overview 
Gantt portlet, milestones appear as black diamonds.

Milestones are also listed in the Project Milestones portlet, displayed on the 
PROJECT OVERVIEW page.

Figure 10-8 Project Milestones portlet

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.
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Project Managers with the proper level of access may also view information on 
Resources including their Cost rate and workload capacity. Figure 10-9 
illustrates a VIEW RESOURCE as shown to a Manager with access to Cost data.

Figure 10-9 View Resource page for a Manager with Cost Access

To open the VIEW RESOURCE page, select SEARCH -> RESOURCES from the 
navigation bar. Enter any search criteria into the SEARCH RESOURCES page and 
click SEARCH.

Updating My Tasks
Kintana Drive makes it easy for Project Participants to report on different 
aspects of Tasks in multiple levels of detail:
Updating Tasks: Project Participant Activities 241



Working with Projects
• Viewing and Updating Task Details - Participants can view their Tasks in 
detail, updating and saving information such as Task progress, 
attachments, and action items.

• Viewing and Updating Multiple Tasks - Multiple Tasks can also be updated 
simultaneously, with information deemed essential by the Project Manager 
available to update immediately.

Updating a Task can trigger events in the Project that move it along its path to 
completion.

Viewing and Updating Task Details
The TASK DETAILS page contains detailed information on multiple aspects of a 
single Task. Many fields in the TASK DETAILS page are updateable by Project 
Participants.

To update fields in the TASK DETAILS page:

1. Make the update in the desired field.

2. Click SAVE.

To clear all changes and reset all fields to their previous values, click RESET.

A Task in a Project that has predecessor Tasks associated with it cannot be 
marked COMPLETE until its predecessors have been completed, unless a 
Project Manager attempts it.

In order for updates to take effect, the Participant must click SAVE. Only then 
will Drive take into account the updates that have been made.
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Figure 10-10 Task Details Page

Getting to the Task Details Page
A relevant Task must first be located in order to get to its DETAILS page and 
update its information. There are several ways for Participants to locate and 
view details for any Tasks that might require their attention:

• “Searching for Tasks and Projects” on page 224

• “Finding Tasks Using the My Tasks Portlet” on page 228
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• “Finding Tasks Using Notifications” on page 228

Any Task’s DETAILS page can also be reached from the PROJECT HIERARCHY page. 
See “Viewing Project Hierarchy” on page 236 for more detailed information.

Viewing and Updating Multiple Tasks
Sometimes it may be necessary for a Project Participant to only update a 
specific Task detail, such as the 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 
“Selecting Information to Track and Display” on page 61 for details.

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 fields in the My Tasks portlet are updateable by Project Participants. 

To update fields in the My Tasks portlet:

1. Make the update in the desired field.

2. Click SAVE.

To clear all changes and reset all fields to their previous values, click RESET.

Figure 10-11 My Tasks Portlet

In order for updates to take effect, the Participant must click SAVE. Only then 
will Drive take into account the updates that have been made.
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Getting to the My Tasks Portlet
The My Tasks portlet is defaulted to display on a Project Participant’s 
Homepage. The Homepage can be reached at any time by selecting DASHBOARD 
-> MY PAGES -> FRONT PAGE from the navigation bar at left.

Viewing and Adding Notes
Notes are available for viewing and editing in the TASK DETAILS page. See 
“Viewing and Updating Task Details” on page 242 for information on the TASK 
DETAILS page.

To create a new Note:

1. Get to the DETAILS page of the Task you wish to update.

2. Type the new note into the NEW NOTE text field.

3. Click SAVE.

Viewing and Modifying References
Kintana features a number of methods for capturing additional information, or 
References, related to your Projects. Tasks can include references to other 
entities or points of information, allowing easy access and visibility to data 
related to the current Project. The following References can be attached to a 
Kintana Drive Task:

• Requests

• Packages

• URLs

• Attachments (anything that can be placed on a server: PDF files, JPEG 
images, Java .class files, etc.)

• Tasks

• Projects

• Releases (referenced from the Workbench only)
Updating Tasks: Project Participant Activities 245



Working with Projects
References are attached from the Task Details page. References can be added 
and modified using both the Kintana interface and the Kintana Workbench. 
The following sections provide instructions for adding, modifying and deleting 
references using the Kintana interface:

• Adding References to Tasks

• Viewing and Editing References

• Deleting References

Adding References to Tasks
You can reference a Web accessible file or attach a file from your local 
machine to the current Task. You can also reference an existing Kintana entity 
(Request, Package, Project, or Task). 

To attach References to a Task:

1. Open the TASK DETAILS page using one of the following methods:

• Search for and open the Task directly using the SEARCH -> TASKS menu 
option.

• Query and open an existing Project using the SEARCH -> PROJECTS menu 
option. Locate the Task within the Project and open the TASK DETAILS 
page.

2. Scroll down to the REFERENCES section of the page.

3. Select a Reference 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 a Reference.

5. Attach the Reference. 

6. Click SAVE on the TASK DETAILS page.

You can attach different types of References to your Task. See the following 
sections for instructions on referencing different entities.

• Attaching Existing Kintana Entities

• Attaching New Requests
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• Attaching Files 

• Attaching URLs

Attaching Existing Kintana Entities
You can attach an existing Kintana entity (Request, Package, Project, or Task) 
to a Task. To attach an existing Kintana entity to a Task:

1. Navigate to the Task Details page and scroll down to the REFERENCES 
section.

2. Select ENTITY (EXISTING) (“ENTITY” can be Task, Project, Request (Existing), 
Request (New), Package (New), or Package) to be added from the NEW 
REFERENCE drop down list.

3. Click ADD. A page opens presenting search criteria for the Request, 
Package, Release, Project, or Task to be referenced.

4. Enter the appropriate information and click SEARCH. A page opens 
presenting search results.
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5. Select the check box next to the entity or entities to be referenced. To check 
all boxes, click CHECK ALL. To uncheck all boxes, click CLEAR ALL.

6. Select a relationship for the referenced entities from the drop down list at 
the top of the page. For a complete list of all Reference relationships, see 
“Dependency Relationships” on page 145.

7. Click ADD.

8. 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.

9. 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 Detail 
page. 

1. Select REQUEST (NEW) from the NEW REFERENCE drop down list and click 
ADD. The CREATE NEW REQUEST page opens.
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2. 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 the list. To save time, the most recently 
created Request Types will be first on the list.

3. Select the relationship for the new Request from the RELATIONSHIP drop 
down list.

4. Click CREATE. 

5. Enter the information 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.

6. Save and submit the new Request.

7. 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 a file as a Reference:

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 and click ADD. 
The REFERENCE ATTACHMENT page opens.

3. Select the desired file from your local machine and enter a description if 
desired.

4. Click ADD to add the selected Attachment as a Reference.

5. The referenced Attachment appears in the REFERENCES TO BE ADDED ON SAVE 
list on the TASK DETAILS page. The Reference is not added until SAVE is 
clicked. 

6. Click SAVE to add the Attachment to the Task.

Attaching URLs
To add a URL as a Reference:

1. Navigate to the TASK DETAILS page and scroll down to the REFERENCES 
section.

2. Select URL from the NEW REFERENCE drop down list and click ADD. The 
REFERENCE URL page opens.
250 Updating Tasks: Project Participant Activities



Working with Projects
3. Type the URL into the URL field and enter a description if desired.

4. Click ADD to add the specified URL as a Reference. 

5. 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
You can view the References that have been linked to a Task. The References 
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 wish to view.

• If the Reference is a URL, it opens inside your Web browser.

• If the Reference is a file 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.

• If the Reference is a Project, its PROJECT OVERVIEW page opens, 
displaying summary information related to that particular Project.
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• If the Reference is another Kintana entity (Request, Package, or Task) 
it will open the entity’s DETAILS page.

If you have permission to edit the Task, you can modify the Task’s References. 
In addition to adding new References, you can delete and change the 
Relationships of existing references. The following figure illustrates the 
functionality related to References.

You can also view References related to your Tasks and Projects using the 
Project References portlet on your Kintana Dashboard. Add the portlet to your 
Dashboard and then personalize it to show the References that are relevant to 
your activities. The portlet 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. 

If you have a license for Kintana Create and Kintana Deliver, you can click 
the Request or Package to access their detail pages. You can then update 
those entities according to normal Kintana operation. See "Processing 
Requests" and "Processing Packages" for more information.

Lists current
References.

Click X to remove
the Reference.

Select a new 
Relationship from 
the drop down list.

Add new
References.

Click Save to save
your changes.
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Deleting References
If you have permission to edit the Task, you can delete the Task’s References. 
To delete a Task 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.

Visibility Between Projects and Programs
The Kintana Program Management Office Solution provides a way for 
managers to link multiple Projects together as Programs, and to submit and 
track Requests against them.

Organizations implement a Program Management Office in order to:

• Ensure alignment of IT projects with business objectives

• Eliminate duplicate and non-priority efforts

• Improve operational efficiency

• Leverage resources

• Ensure on-time and on-budget delivery

Click X to remove
the Reference.
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Programs can be tracked and analyzed with the same kind of familiar Cost 
metrics as Projects. See "PMO User Guide" for more detailed information on 
Program/Project visibility.

Viewing Reports
You can run reports on your Kintana Drive information from the REPORTS 
menu group in the navigation bar.

To run a Kintana Drive report:

1. From the REPORTS menu group in the navigation bar, select PROJECT 
REPORTS. The AVAILABLE REPORTS page opens.

2. Choose the report to be submitted from the list of Report Types by clicking 
on its name. Both Regular Reports and DSS Reports are available in 
separate sections of the Reports page. The Report’s creation page opens.
254 Updating Tasks: Project Participant Activities



Working with Projects
This example of a Report 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 “Submitting a Report from the Kintana Interface” on 
page 261 for more information.

3. Enter information in the Report creation page’s required fields.

4. Enter any information in the Report creation page’s optional fields.

5. Click SUBMIT.

The REPORT SUBMITTED page opens and displays the Report contents in a 
new window.
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Reports

The Reports available in Kintana Drive provide up-to-the-moment information 
about your Projects. This information includes:

• Current detailed status

• Summaries of exceptions

• Resources

• Configuration

Additionally, Kintana’s Decision Support System (DSS) provides a high level 
overview of your project management system through graphical summary 
reports.

This chapter describes the the following topics related to submitting and 
viewing reports in Kintana Drive:

• Submitting a Report from the Workbench Interface

• Submitting a Report from the Kintana Interface

• Viewing Previously Submitted Reports

• Decision Support System (DSS) Reports

• Standard Kintana Drive Reports (Non-DSS)

• Standard Kintana Drive DSS Reports

Submitting a Report from the Workbench Interface
To submit a Report from the Kintana Drive Workbench:
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1. In the Kintana Workbench, click the DRIVE screen group and either the 
REPORTS or DSS REPORTS screen. The REPORT SUBMISSION WORKBENCH 
window opens.

2. Click NEW REPORT in the QUERY tab or NEW in the RESULTS tab. The NEW 
REPORT SUBMISSION window opens.

3. Select the Report Type desired from the REPORT TYPE auto-complete list. 
Report-specific parameters appear at the bottom of the tab.

4. Enter information in the required fields and any other fields you would like 
to use for your report.
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5. (Optional) Click on the SCHEDULING tab and enter the time at which you 
would like the Report to run. If no scheduling information is entered, the 
report runs immediately. See “Using the Scheduling Tab” on page 259 for 
more detailed information.

6. (Optional) Enter the frequency with which you would like the report to be 
re-run.

7. (Optional) Click on the NOTIFICATIONS tab and click NEW. Select any users 
you would like informed of the Report results. For more information on 
adding new recipients, refer to “Using the Notifications Tab” on page 260.

8. Click OK.

9. Click SUBMIT to run the Report. 

10. Click VIEW REPORT when the Report finishes running. 

The Report output displays in your Web browser.

Using the Scheduling Tab
The SCHEDULING tab is used to determine when a Report runs. Reports can be 
run immediately or scheduled to run at a later time. You can also schedule 
reports to run periodically by selecting the Repeat Periodically check box. 
When you select this check box, fields for specifying the repeat interval are 
enabled under RECURRENCE INFORMATION.

The REPEAT UNTIL DATE field specifies the date after which the Report will no 
longer be run. The REPEAT INTERVAL field specifies how frequently the report 
will run, based upon the time unit specified in the drop down list following the 
field. 

For example, if you want to schedule a report to run every three days for one 
month:

1. Enter the date one month in the future in the REPEAT UNTIL DATE field.

2. Enter 3 in the REPEAT INTERVAL field. 

3. Select DAYS from the drop down list.

If you do not have permission to submit a report, contact your Kintana 
System Administrator.
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Figure 11-1 New Report Submission Scheduling Tab

Using the Notifications Tab
To specify recipients for the Report:

1. Click NEW. The ADD NOTIFICATION FOR REPORT SUBMISSION window opens.

.

2. In the SETUP tab, enter information in the required fields.

3. If you want to add a new user to the Recipients, click NEW. The ADD NEW 
RECIPIENT window opens.
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4. Enter information in the required fields and click ADD to add the new 
recipient. Click OK to return to the ADD NOTIFICATION SETUP. Click CANCEL to 
return to the ADD NOTIFICATION SETUP without saving any changes.

5. (Optional) In the ADD NOTIFICATION SETUP dialog you can use the EDIT and 
DELETE buttons to modify the list of recipients. Click TOKEN to view the 
available tokens.

6. (Optional) Click the MESSAGE tab in the ADD NOTIFICATION SETUP if you want 
to view and edit the Message Notification Template.

7. Click OK to close the window.

The email will be sent to the recipients specified in the ADD NEW RECIPIENT 
window.

Submitting a Report from the Kintana Interface
Standard Kintana Drive Reports, both DSS and Non-DSS, can be run from the 
Kintana interface.

To run a Report from the Kintana interface:

1. From the navigation bar at left, select REPORTS -> PROJECT REPORTS from the 
main menu. The AVAILABLE REPORTS page opens.
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2. Choose the report to be submitted from the list of Report Types by clicking 
on its name. Both Regular Reports and DSS Reports are available in 
separate sections of the AVAILABLE REPORTS page. The Report’s creation 
page opens.

This example of a Report 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 
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displays a different set of fields depending on which Report Type is 
selected.

3. Enter information in the Report creation page’s required fields.

4. Enter information in the Report creation page’s optional fields.

5. Click SUBMIT.

The REPORT SUBMITTED page opens and displays the Report content in a new 
browser window.

Viewing Previously Submitted Reports
Previously submitted reports can be viewed from the Workbench or Kintana 
interface in the following ways:

• “Viewing Reports From the Workbench” on page 263

• “Viewing Reports From the Kintana Interface” on page 264

Viewing Reports From the Workbench
To view previously submitted reports in the Workbench interface:

1. Enter search criteria in the QUERY tab of the REPORT SUBMISSION WORKBENCH.

2. Click LIST. All matching Report Submissions will be listed in the RESULTS 
tab. 

• To view the submission details used for the Report, click OPEN. 

• To view the Report output, click VIEW REPORT, or double-click on the 
desired Report.

It is not possible to modify the values used for a previous Report Submission. 
However, from the RESULTS tab of the REPORT SUBMISSION WORKBENCH you can 
highlight a particular Report Submission and click COPY. This makes an 
exact duplicate of the Report Submission. The duplicate report can be 
modified and submitted.
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Viewing Reports From the Kintana Interface
To view previously submitted reports in the Kintana interface:

1. From the navigation bar at left, select SEARCH -> REPORTS. The REPORT 
SEARCH page opens.

2. Enter search criteria in the fields under SEARCH INFORMATION.

3. Click SEARCH. All reports that match your criteria display on the REPORT 
SEARCH RESULTS page.

4. To view the Report output, click the desired Report.

The Report output displays in your Web browser.

Decision Support System (DSS) Reports
Kintana's Decision Support System is a powerful extension to Kintana Drive 
that provides enhanced capabilities for data analysis. The DSS Module 
provides valuable information on several types of metrics and Key 
Performance Indicators (KPIs) that organizations use to make more informed 
decisions. Examples of the data analysis capabilities include the following:

• Bottleneck Reporting: Identify steps within a Workflow that require the 
most attention due to an imbalance in resources or operational 
inefficiencies. View aging information to see the average time a Project has 
been pending some form of action.

• Cycle-Time Reporting: Measure Service Level Agreements and evaluate 
if new procedures have had an impact over time.

• Throughput Reporting: Measure the volume of Projects over a period of 
time and categorize them to determine where most of your organization's 
time and effort has been spent.

• Trend & Exception Reporting: Quickly identify trends and exceptions in 
summarized reports based on the transaction data captured by Kintana 
Drive.

Key features of the Decision Support System include:

• Real-time graphical reporting in a Web interface.

• Access to the summarized and detailed data behind each graphical report.
264 Reports



Working with Projects
• Ability to export the data in a text format that is easily imported into Excel.

Understanding the Reports
Every DSS report provides a graphical summary of Project transaction-level 
data.   Many reports display data over a specified time range in buckets of time 
(weeks, months, or years). Others display information by Workflow or 
Environment. Report parameters can be specified to further refine the data 
retrieved by the reports.

Graphical Data Representation
Each DSS report provides a graphical representation of the data included in the 
report. Graphical representations provide several advantages over data 
presented only in a textual format.

• Trends in the data are more easily identified.

• Exceptions in the data can be quickly identified.

• Data can be summarized and more easily interpreted.

An example of graphical report output is shown in Figure 11-2 below.
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Figure 11-2 Sample DSS Chart

Textual Data
All of the data returned in the DSS report is also presented at the bottom of the 
report in a table format. Tables allow a granular look at the data returned for a 
particular report. A link to a text file containing this data is also included with 
the report. The link allows users to download a file that can easily be imported 
into Excel or any other application for further analysis. All of the parameters 
used when submitting the report are displayed.

Standard Kintana Drive Reports (Non-DSS)
A complete list of Kintana Reports, including details for parameters in each 
report, are in "Kintana Reports". To access these Reports, click the DRIVE 
screen group and click the REPORTS icon. Table 11-1 lists the Reports available 
and provides a brief description of each.
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Table 11-1. Available Non-DSS Reports

Report Description

Project Schedule Change 
Report

Compares the current Project schedule to that of a 
baseline, or baselines to each other.

Project Critical Path Report Lists the Tasks that make up a Project’s critical 
path.

Notification History Report Lists notifications that have been sent or are 
pending.

Portlet Detail Report Returns the definitions of selected Portlets, 
including columns, filter fields, access security, 
‘used by,’ and the Portlets’ full SQL query.

Project Custom Detail 
Report

Lists only the specified columns from the header 
fields and custom field parameters in HTML table 
format.

Project Detail Report Provides the details of each Project.

Project Detail (Filter by 
Custom Fields) Report

This report is similar to the Project Detail Report. 
The only difference is the report can filter by custom 
fields.

Project Exception Detail 
Report

Lists all the task details for the tasks that have 
triggered Exceptions and need attention by a 
Project Manager. 

Project Resource Report Lists all the resources working on a project and the 
tasks that the resources are working on.

Project Status Detail Report A summary of Project statuses of selected Projects 
and Tasks.

Project Task Assignment 
Report

Shows which users or groups have been assigned 
to the Tasks for a given Project.

Project Summary Report Provides a summary of all the Projects that meet 
criteria entered in the header fields.

Project Template Detail 
Report

Lists the parameters and parameter details for 
every Project Template.

Report Type Detail Report Lists the parameters and parameter details for each 
Report Type as well as the commands used to run 
the Report.

Resource Availability Report Provides a high level view of the availability of 
Resources in Drive.
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Standard Kintana Drive DSS Reports
A complete list of Kintana Reports, including details for parameters in each 
report, are in "Kintana Reports". To access these Reports, click the DRIVE 
screen group and click the DSS REPORTS icon. In the Kintana Interface, 
standard Reports can be accessed by selecting REPORTS -> PROJECT REPORTS 
from the navigation bar. Table 11-2 lists the DSS Reports available and 
provides a brief description of each.

Security Group Detail Report Lists the set-up information for a single Security 
Group or a group of Security Groups. It also lists 
which users belong to the group and what Workflow 
Steps the Security Group has access to.

User Data Detail Report Lists the definition of each entity user data.

User Detail Report Lists the users defined in your Kintana system, as 
well as the Security Groups attached to each user.

Validation Report A System Administration report on the various 
custom Validations entered into the system or that 
are standard with Kintana products.

Table 11-1. Available Non-DSS Reports

Table 11-2. Available DSS Reports

Report Description

Pending Tasks Lists all the grouped Tasks that are past due, 
categorized by the selected Period Type. The 
Period Type can be day, week or month. Start and 
End Dates can also be specified for this report.

Projects By Type Lists the Projects categorized by the Grouping Type 
you select (such as Application or Department). 

Project Completed By 
Period

Lists the number of Projects that have been closed 
or canceled per time unit (week, month or year) 
over a specified time span. Users have the option of 
specifying a particular Workflow, or compiling 
composite data for all Workflows.

Project Cycle Time 
Distribution

Displays the distribution of Project cycle times in 
user-specified time buckets. The time bucket 
duration is specified in days. 
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Integrating Kintana Drive with
Microsoft Project

The Kintana Drive - Microsoft Project interface allows Project Managers to 
import project information from Microsoft Project to a new Kintana Drive 
project. Project information can also be exported from Kintana Drive 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 projects in both applications is updated during 
synchronization.

Kintana Drive 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 
Drive and Microsoft Project. 

By importing, exporting and synchronizing information between Kintana 
Drive 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” on page 271 for more 
information about different project management strategies.

The Kintana Drive - Microsoft Project interface is only compatible with 
Microsoft Project 98 and 2000, North American localization. It is not 
compatible with earlier versions of Microsoft Project such as Project Central. 
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Synchronization Modes
The Project Manager can select from three synchronization modes for 
importing/exporting information between Drive and Microsoft Project. Each 
mode offers a different strategy for communication between the two 
applications and has its own set of advantages. The three modes are:

• Kintana Drive controlled

• Microsoft Project controlled

• Kintana Drive controls actuals

Kintana Drive controlled
The Project Manager initially creates a project in Drive to perform planning 
and tracking activities. These activities include defining the project, scheduling 
tasks and tracking actuals. The first time the project is synchronized, Kintana 
creates a new project file on the Project Manager's desktop computer. For each 
subsequent synchronization, all of the information in the Microsoft Project 
project that is also contained in the Drive project is replaced with the current 
information in Drive. Other information in the Microsoft Project project 
(custom fields, resource cost rates, etc.) is not altered.

After exporting, the Project Manager can distribute the Microsoft Project file 
or use it to run reports for managers and other people in 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 Kintana 
Workbench. The synchronized Drive Project automatically rolls up into the 
Kintana Dashboard. Also, participants can create references from tasks in the 
synchronized project to other Kintana 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 Drive is updated with 
current information from Microsoft Project.

Kintana Drive controls actuals
The Project Manager plans and schedules the project in Microsoft Project 
while using Drive to track actuals. Participants in the project directly report 
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actuals data using the Task Update portlet in the Kintana HTML interface. 
Each subsequent synchronization updates the Microsoft Project file with 
actuals data from Drive. The Drive project is updated with changes to the 
project structure or schedule in Microsoft Project.

See “Synchronizing Microsoft Project and Drive” on page 285 for more 
information about synchronization.

Project Management Strategies
The following scenarios demonstrate how Project Managers can use different 
project management strategies offered by the Kintana Drive - Microsoft 
Project interface. 

• Converting a Microsoft Project File to a Drive Project - Overview

• Publishing a Drive Project through Microsoft Project

• Publishing a Microsoft Project File through Drive

• Using Drive to Track Actuals in Microsoft Project

Converting a Microsoft Project File to a Drive Project - Overview
A Project Manager who has previously used Microsoft Project but is adopting 
Drive can use the interface to convert a Microsoft Project project to a Drive 
project. Conversion is a one-time action, but the Project Manager may want to 
keep the Microsoft Project project and the Drive project synchronized after 
conversion. 

To convert a Microsoft Project file to a Drive project:

1. Save the Microsoft Project project to a local file on your computer.

2. Open the Kintana Workbench and start an import from the Drive Project 
window. 

3. Follow the instructions from the Import Wizard. (See “Importing from 
Microsoft Project” on page 280 for detailed instructions.) 

a. Browse for the Microsoft Project project file. 

b. Enter additional information about the new Project in the Wizard as 
you go through the steps of the Import.
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When the Import Wizard completes the procedure, the Project Manager can 
see the new project in Drive and can decide whether or not to save the project. 
The Microsoft Project project has been updated with hyperlinks to the related 
pages in the Kintana interface. The Project Manager can decide whether to 
save these changes also. Both projects will have unsaved changes.

Initially, the Project Manager may want to keep the project under the control of 
Microsoft Project, and periodically synchronize the Kintana Drive project with 
Microsoft Project information. (See “Publishing a Microsoft Project File 
through Drive” on page 273 for more information about synchronizing 
projects.) This allows the Project Manager to see how the project is presented 
in Kintana. Later, when the Project Manager is more comfortable with Drive, 
the Project Manager can change to the Kintana Drive controlled mode, and 
may decide to stop synchronizing the project with Microsoft Project entirely.

Publishing a Drive Project through Microsoft Project
A Project Manager who uses Drive to manage projects can use the Kintana 
Drive - Microsoft Project interface to publish the projects. Publishing may 
simply mean distributing the Microsoft Project project file to external 
audiences (such as a PMO group). Publishing could also mean synchronizing 
the Microsoft Project project file with Kintana, and then running Microsoft 
Project reports for distribution. The projects may be published on a regular 
basis (weekly or quarterly) or at defined milestones (such as design 
completion). 

To publish a Drive project through Microsoft Project:

1. Open the project to be exported in Kintana Workbench. 

2. Export the project into a new Microsoft Project project file. (See 
“Exporting to Microsoft Project from Drive” on page 276 for detailed 
instructions.)

Since a project created in Drive defaults to the synchronization settings for 
Kintana Drive controlled mode, the Project Manager will probably not 
need to change any project settings.

3. A new Microsoft Project project is created and opens. You can then save 
the project and run reports as usual.

After the first export, you will synchronize the Drive project with the 
Microsoft Project project. This will effectively overwrite shared information, 
but will not affect additional information in the Microsoft Project project that 
is added manually after the export has occurred (such as a baseline). 
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Publishing a Microsoft Project File through Drive
A Project Manager who uses Microsoft Project to manage projects can publish 
those Projects using Kintana Drive. Publishing means loading the project data 
into the Kintana repository, which has the following benefits:

• The Project Status appears in the Kintana Dashboard. Drive calculates 
exceptions and stoplight status (red/yellow/green) based on the project 
settings on the Drive project.

• 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 Kintana Drive to update Project Status, this is 
an effective way to increase visibility of project information through the 
Kintana HTML interface.

• Kintana users can create references from other Kintana information (such 
as Requests and Packages) to tasks in the synchronized project. These 
references could be used to monitor the state of a particular task, and block 
progress on a Request or Package until the predecessor task is complete.

The Project Manager is likely to publish the project to Drive on a regular basis. 
The Project Manager's actions are identical to the scenario described in 
Publishing a Drive Project through Microsoft Project, except that 
synchronization is left in Microsoft Project controlled mode for all shared 
project data.

Using Drive to Track Actuals in Microsoft Project 
A Project Manager who uses Microsoft Project to plan and manage projects 
can use Drive to collect actuals from participants. In addition to the benefits 
described in Publishing a Microsoft Project File through Drive, this 
integration shifts some of the effort of collecting and entering actuals 
information from the Project Manager to the participants. The Project Manager 
will need to periodically synchronize the projects, either to publish a re-
planned project to Drive or to collect new actuals updates into Microsoft 
Project.

To use Drive to track actuals from Microsoft Project:

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 Drive to export into a new file.
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1. Import the Microsoft Project project into Drive.

2. During the import, select the ‘Kintana Drive controls actuals’ 
synchronization mode. Initially, the Drive project is identical to the 
Microsoft Project project. After the import, participants or the Project 
Manager can enter actuals information into Drive.

3. The Project Manager synchronizes the two projects, and the Microsoft 
Project file is updated with the new actuals in Drive. This causes some 
changes to schedule dates in the Microsoft Project project. For example, an 
actual start date entered into Kintana Drive will overwrite a scheduled start 
date in Microsoft Project.

The Drive Project is updated to match the project structure and schedule 
information of the modified Microsoft Project project. 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 project. This may mean 
shifting assignments, changing schedule dates (using the Microsoft Project 
resource leveling feature), or other changes. The Project Manager saves the 
changed Microsoft Project project and synchronizes it with Drive a second 
time to publish these schedule changes to participants.

Requirements for the Kintana Drive - Microsoft Project 
Interface

The Project Manager configures the interface behavior and performs 
synchronizations from the Kintana Workbench. The Kintana Drive - Microsoft 
Project interface is transparent from the Microsoft Project side, with the 
exception of task hyperlinks added to Kintana Web pages. To perform import, 
export and synchronization procedures, the following requirements must be 
met: 

• Microsoft Project Requirements

• Access Grants

• Required Software

Microsoft Project Requirements
The Microsoft Project requirements for the interface are:
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• Microsoft Project must be installed on the desktop PC.

• The saved project file must either be on the local PC, or on a mapped 
network drive.

Access Grants
The Project Manager needs a Kintana Power license and the appropriate access 
grants. The Drive-Microsoft Project interface relies on two Kintana Drive 
access grants: Edit Projects and Project Manager. See the ‘Security Groups’ 
chapter of the Kintana System Administration Guide for general information 
on Kintana Access Grants.

The Edit Projects Access Grant allows a user to edit planning data for a Drive 
project, but only if that user is identified as one of the Project Managers. (Each 
Drive 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 data for all Drive projects. Both grants allow the user to create 
new projects.

In order to use the Drive-Microsoft Project interface, a user needs to have 
either:

• The Edit Projects Access Grant and be a Project Manager for the specific 
project.

Or 

• The Project Manager Access Grant.

Required Software
In order for the Kintana Workbench to communicate with the Microsoft 
Project installation on the Project Manager’s desktop computer, an additional 
file must be installed. 

The Security model for the Drive-Microsoft Project interface is as follows:

• If the user is allowed to edit the planning data for the Drive master 
project, then that user may export or synchronize the project. Any user 
who can create a Drive project in the Kintana application may also 
create a Drive project by importing an Microsoft Project project.

• The Project Manager Access Grant is an easy way to give global 
permissions to the Program Management Office (PMO) staff.
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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 your browser is Internet Explorer, the process of installing the .DLL file 
is automatic.

• If your browser is Netscape, you will be prompted to manually download 
and install the .DLL file. The first time you try to use the Microsoft Project 
Integration feature, a dialog box opens that contains a link to the file. Click 
the link and follow the download/install procedure. You can download the 
file from the Kintana Web server to an appropriate location such as 
C:\WINDOWS, C:\WINNT, or the SYSTEM or SYSTEM32 directories. 
Then restart your Netscape browser.

Exporting to Microsoft Project from Drive
The following procedure describes how to export a Kintana Drive project to 
Microsoft Project. This creates a new project in Microsoft Project using the 
exported project’s information.

1. Click the DRIVE screen group and click the PROJECTS screen. The PROJECT 
WORKBENCH opens.

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, Drive controlled. See “Setting Up Microsoft 
Project Integration” on page 80 for more information about selecting a 
synchronization mode in the Settings window.
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2. 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.

3. Select the menu option FILE -> EXPORT TO MICROSOFT PROJECT. The EXPORT 
TO MICROSOFT PROJECT Wizard opens. 

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 always displays in bold. Each step has its own interface that 
displays within the EXPORT TO MICROSOFT PROJECT wizard. After each step is 
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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.

You can click NEXT after completing each step of the Wizard or click 
EXPORT NOW. 

• Click NEXT to go to the next interface for selecting options for the 
Export. 

• Click EXPORT NOW at any step to bypass the remaining steps and begin 
exporting the Drive 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 Drive 
project.

4. Select a drive/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 appears in the File 
Chooser field.

5. Click NEXT. The CONFIRM OPTIONS interface displays in the EXPORT TO 
MICROSOFT PROJECT Wizard. It displays the following information:

• The path and name of the Microsoft Project file to be created during the 
Export.

• 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 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 Drive project and displays as 
an icon on the Windows taskbar. The FINISH interface displays in the 
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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. 

7. To see the Synchronization Report, click SHOW SYNCHRONIZATION REPORT. 
The report displays in a separate browser window, as shown in the example 
below.

See “Available Reports” on page 299 for more information about the 
Synchronization Report.

8. (Optional) Go to the MESSAGES section of the report to see any warnings 
created during the Export process. The MESSAGES section is shown below.

9. Click FINISH to close the EXPORT FROM MICROSOFT PROJECT window. 

10. Verify the project data in both Kintana Drive and Microsoft Project and 
either save or abandon the projects. An example of a Microsoft Project file 
created by exporting a Kintana Drive project is shown below. 

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 . 
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Importing from Microsoft Project
The following procedure describes how to import a Microsoft Project project 
into Kintana Drive. This creates a new project in Kintana Drive using the 
imported project’s information.

1. Click the DRIVE screen group and click the PROJECTS screen. The PROJECT 
WORKBENCH opens.

When you import a large Microsoft Project (or a large number of projects) 
into Kintana, tables in the Kintana database are updated to handle this new 
configuration. Because of the scope of database changes, you should re-run 
the Database Statistics on your Kintana Database. Instructions for this are 
included in the Kintana System Administration Guide. Contact your System 
Administrator for help with this procedure.
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2. Click IMPORT FROM MSP. The IMPORT FROM MICROSOFT PROJECT Wizard 
opens. 

The various steps of the Import process are shown in the PROGRESS 
INDICATOR column on the left side of the Wizard. The current step of the 
Import process always displays in bold. Each step has its 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.

You can click NEXT after completing each step of the Wizard or click 
IMPORT NOW. 

• Click NEXT to go to the next interface for selecting options for the 
Import. 
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• Click IMPORT NOW at any step to bypass the remaining steps and begin 
importing the Microsoft Project file. The Wizard uses the default 
settings the first time you import a project. For each subsequent Import, 
the Wizard uses the settings from the last time you imported a 
Microsoft Project file.

3. 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 appears in 
the File Chooser field.

4. Click NEXT. The ENTER PROJECT DETAILS interface displays in the IMPORT 
FROM MICROSOFT PROJECT Wizard. 

5. Enter a unique Project Name for the new Kintana project in the PROJECT 
NAME field. 

6. Select a Project Manager (or Managers) for the new Kintana project from 
the PROJECT MANAGER auto-complete list.

7. Click NEXT. The SELECT CONTROL MODE interface displays in the IMPORT FROM 
MICROSOFT PROJECT Wizard.

8. 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 270 for more information about 
synchronization modes.

9. Click NEXT. 

The VERIFY RESOURCES interface displays if there are Microsoft Project 
resources that could not be matched to Kintana 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.
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10. Click NEXT. The CONFIRM OPTIONS interface displays the following 
information:

• The path and name of the Microsoft Project file to be imported.

• The Project Name and Project Manager of the new Drive project.

• The synchronization control mode selected by the user.

• Whether or not unmatched resources were found.

11. 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.

If the options presented on this interface are correct, click IMPORT NOW.

The Microsoft Project file opens and is imported into Kintana. A new 
Drive project is created.

The newly created Drive project opens. An example of the Drive project 
created by importing the Microsoft Project file Software_Release.mpp is 
shown below. Notice that it has the unique name Software_Release_1.
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12. To view the Synchronization Report, click SHOW SYNCHRONIZATION REPORT. 
The report displays in a separate browser window. See “Available 
Reports” on page 299 for more information about the Synchronization 
Report.

13. Click FINISH to close the IMPORT FROM MICROSOFT PROJECT window.

14. Verify the project data in both Kintana Drive and Microsoft Project and 
save the projects.

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.
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Synchronizing Microsoft Project and Drive
The following procedure describes how to synchronize projects in Kintana 
Drive and Microsoft. Any information that is shared between them is updated 
during the synchronization.

1. Click the DRIVE screen group and click the PROJECTS screen. The PROJECT 
WORKBENCH opens.

2. Query for and open the project to be exported.

During the import process, Drive adds a hyperlink from each Microsoft 
Project task to the related page in the Kintana interface (such as a Task 
Detail, Subproject Summary or Project Summary page). This hyperlink is 
placed in the standard fields for task hyperlinks, and may overwrite existing 
hyperlinks. 

Existing hyperlinks can be moved to a Microsoft Project custom field of the 
type “Text.” 

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, DRIVE CONTROLLED. See “Setting Up Microsoft 
Project Integration” on page 80 for more information about selecting a 
synchronization mode in the Settings window.
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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.

3. Select SYNCH WITH MSP. The SYNCHRONIZE WITH MICROSOFT PROJECT Wizard 
opens. 

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 displays in bold. Each step has its 
own interface that displays within the SYNCHRONIZE WITH MICROSOFT PROJECT 
Wizard. After each step is completed, a check mark appears by the name of 
the step. 

4. The CONFIRM OPTIONS interface displays the following information:

• The path and name of the Microsoft Project file that the current Drive 
project will be synchronized with. This will be either a file that was 
originally imported from Microsoft Project or a file that was exported 
to Microsoft Project from the current Kintana Drive project.

• The properties selected by the user on the MSP SYNCHRONIZATION tab of 
the PROJECT SETTINGS window.

5. 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.
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The Drive project is synchronized with the Microsoft Project file.

6. To see the Synchronization Report, click SHOW SYNCHRONIZATION REPORT. 
The report displays in a separate browser window, as shown in the example 
below.

See “Available Reports” on page 299 for more information about the 
Synchronization Report.

7. Click FINISH to close the SYNCHRONIZE WITH MICROSOFT PROJECT window. 

8. Verify the project data in both Kintana Drive 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 a team member, time on a mainframe computer, or 
construction materials. A resource in Kintana Drive is a Kintana user or group 

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. 
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of users capable of performing Tasks. Resources are chosen from the Project 
Team specified by a Project Manager. Microsoft Project supports tracking and 
costing of both human and material resources. Kintana Drive 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 Drive, unassigned resources are 
Kintana 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. 

After synchronization, there will be a Microsoft Project resource matching 
every Kintana resource. If a Drive resource is missing from the Microsoft 
Project file, a matching resource will be created. Each Drive 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 Kintana username or the Kintana first/last name. The 
default value is by Kintana username.

Because the two applications define resources differently, not every Microsoft 
Resource will be defined in Drive. After synchronization, there may be some 
Microsoft Project resources with no matching Kintana resource, because new 
Kintana resources (which are always users) are not automatically created. 
These unmatched Microsoft Project resources are listed in the Microsoft 

Resource synchronization is based on either of two factors:

• A match between the Microsoft Project resource name and Kintana 
username.

Or

• A match between the Microsoft Project resource name and the 
concatenation of Kintana user’s first name and last 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 lower case. 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 Drive, 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.
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Project Synchronization Report. See “Available Reports” on page 299 for 
more information on reports.

When the Import Wizard detects unmatched resources, the Wizard displays a 
list of these resources (in the Verify Resources step of the process) and offers 
the option of opening a printable version of this list in a browser window. This 
is in addition to listing the unmatched resources in the Microsoft Project 
Synchronization Report. The Project Manager can cancel the import at this 
point, create the missing users (or have the Kintana Administrator create the 
users) and run the import again. 

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 actuals fields. These rules affect the 
synchronization process between Microsoft Project and Drive because 
calculations that work in one application do not necessarily carry over to the 
other application.

For example, reporting actuals in Microsoft Project is complicated due to its 
task reconciliation rules. Entering values into several actuals fields triggers 
automatic revisions of other planning and actuals fields. If you enter more than 
two or three actuals values, later entries start revising earlier entries in the 
Project. 

Another difference is the method of defaulting logic between Drive and 
Microsoft Project. An example is 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. This is because actuals are 
usually entered after-the-fact by the Project Manager. Drive assumes that work 
starts when the participant changes the task state from READY to IN PROGRESS. 
Drive assumes that actuals are reported near real-time.

The most common Microsoft Project rules for planning and actuals fields are 
listed below.

Planning Fields

• Start + Duration = Finish

• Effort = Duration * (sum of resources * units)

Actuals Fields
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• Start = Actual Start (if known)

• Finish = Actual Finish (if known)

• Duration = Actual Duration + Remaining Duration

• % Complete = Actual Duration / Duration

• Remaining Duration is zero when task is 100% Complete

• Effort = Actual Effort  + Remaining Effort

Solutions for Project Managers
In order to give consistent behavior during synchronization, Kintana Project 
Managers must:

• 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.

• Synchronize these fields according to their defined priority order. See 
Priority Order for more information about the field priority order.

The Drive-Microsoft Project interface ignores Drive 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. Select PROJECT -> SETTINGS from the menu at the top of the Kintana 
Workbench. The SETTINGS window opens.
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3. Click the PROJECT FIELDS tab.

4. In the ACTIVITY FIELDS pane:

• Enable a field by selecting the appropriate check box in the ENABLED 
column. 

• Disable a field by deselecting the appropriate check box in the ENABLED 
column.

5. Click OK.

Priority Order
The following list of actual fields is ordered from the highest priority to the 
lowest priority for the purpose of synchronization.

• % Complete

• Actual Start

• Actual Finish

• Actual Duration
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• Actual Effort

• Estimated Finish Date

• Remaining Duration

• Remaining Effort

The priority order is the same for all projects. ‘% Complete’ is ranked 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 Drive projects for synchronization, Project Managers should:

• Enable as few fields as necessary that will accurately give visibility to the 
results of a synchronization, export or import.

• Not enable potentially conflicting sets of fields. (See below for potential 
conflicts.)

Avoiding Potential Conflicts When Setting Up Your Drive Project 
The following guidelines describe strategies for avoiding potential conflicts.

• Enable only two of the three calendar actuals (Start, Finish and Duration) 
for a Kintana Drive project.

• Enable only two of the three calendar estimates (% Complete, Estimated 
Finish and Remaining Duration) for a Kintana Drive project.

• If Actual Duration is enabled, then enable either % Complete or Remaining 
Duration.

• Do not enable all three duration actuals (% Complete, Duration and 
Remaining Duration) for a Kintana Drive project.

See “Troubleshooting” on page 303 for more information about unsupported 
fields and features in the Kintana Drive - Microsoft Project interface.
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Conditional Editing Allowed In Drive
Depending on the synchronization mode that has been selected for a project, 
the project structure and task information will be controlled by either Kintana 
or Microsoft Project. Depending on the synchronization control mode selected 
for the project, some editing features in Drive will be disabled. Information 
controlled by Microsoft Project cannot be edited in Drive. The following 
sections describe allowed/restricted types of conditional editing in Drive for 
each of the three synchronization modes.

• Editing Kintana Drive Controlled Projects

• Editing Microsoft Project Controlled Projects

• Kintana Drive Controls Actuals

Summaries of the conditional editing restrictions for each synchronization 
mode are listed in “Conditional Editing Summary Table” on page 295.

Editing Kintana Drive Controlled Projects
When Drive controls the project, the user is allowed to edit all information in 
Drive. This includes changing the task structure, adding or deleting new 
subprojects and tasks, and editing task scheduling and actual fields. 

Editing Microsoft Project Controlled Projects
When Microsoft Project controls all the project planning and tracking 
activities, the comparable editing functions in Drive are disabled. The data that 
is distinct to Kintana and not shared with Microsoft Project can still be edited. 
This includes user data, custom project fields and task references.

Workbench Interface
In the Workbench, subprojects and tasks can be edited in the Project Plan panel 
in the Project Detail window, the Subproject Detail window, and the Task 
Detail window (when it is opened 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 structure is disabled. This 
includes the following components:

• Add Task button

• Delete button

• Indent/Outdent buttons
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• Move up/Move down buttons

Since scheduling can change dates and durations, the Schedule Project button 
is disabled. The state of the Drive 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.

Kintana Interface
In the Kintana interface, the My Task 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 a user regardless of 
the control mode. This provides visibility to the project’s participants. The 
actuals collected in Microsoft Project are visible through the My Task portlet.

Roll-up calculations are disabled through Drive, whether triggered by actions 
in the Workbench, the Kintana interface or any other method.

Kintana Drive Controls Actuals 
The ‘Kintana Drive 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 panel, 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 is disabled. This includes the following 
components:

• Add Task button

• Delete button

• Indent/Outdent buttons

• 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 
are retained. 

The functionality allowed in the Shared control mode is very similar to the 
functionality allowed to a user who has been given only the Update Tasks 
Access Grant.
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Conditional Editing Summary Table
Table 12-1 summarizes the allowed or restricted conditional editing in Drive 
for each of the three synchronization modes.

Table 12-1. Conditional Editing Allowed in Drive 

 Fields in Drive Drive controlled MSP controlled Kintana Drive 
controls actuals

Project Plan

Structure fields Yes No No

Planning fields Yes No No

Actual fields Yes No Yes

Subproject Detail Window

Structure fields Yes No No

Planning fields Yes No No

Actual fields Yes No Yes

Other non-shared fields Yes Yes Yes

Task Detail Window

Structure fields Yes No No

Planning fields Yes No No

Actual fields Yes No Yes

Other non-shared fields Yes Yes Yes

Project Window

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

Roll-up

Schedule fields Yes No No
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Summary of Synchronization Behavior 
The following sections describe the behavior of a Drive project after a 
successful export to Microsoft Project.

The task structure and task names for the project in Drive 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 is that the Microsoft Project project may 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 Drive.

If Drive is collecting actual start and finish dates, then these dates will be 
exported to Microsoft Project. Actual dates take precedence over Drive 
scheduled dates. Time information will also be synchronized.

If Drive 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 may cause 
Microsoft Project to revise the Task duration or schedule dates.

Scheduled start and finish dates for tasks without actuals will be identical in 
Drive and Microsoft Project. Roll-up dates are automatically calculated in 
Microsoft Project, and may not be identical to those in Drive. Time 
information will also be synchronized.

If Drive is tracking task effort, then this will be exported to Microsoft Project. 
Microsoft Project will infer resource assignment units based on the task 

Actuals fields Yes No Yes

My Tasks Portlet

Actuals fields Yes No Yes

Task Detail Page

Actuals fields Yes No Yes

Table 12-1. Conditional Editing Allowed in Drive 

 Fields in Drive Drive controlled MSP controlled Kintana Drive 
controls actuals
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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.

Integration with Other Kintana Products
Tasks in Drive projects can include additional references to other Kintana 
entities (such as Requests and Packages) or points of information, allowing 
easy access and visibility to data related to the current Task. Summary 
information for references is viewed as part of the Task. (See “Attaching 
References to Tasks” on page 133 for more information about attaching 
references to Tasks.) The following sections describe using reference types in 
Drive projects.

• Limitations on References

• Allowed Types of References During a Synchronization

• References Summary Table

Limitations on References
The Kintana Drive - Microsoft Project interface supports most of the task-
related reference types. Any limitations to supporting those references are 
described below.

• Creating New Tasks while Adding a Reference

• Task Updated by Request/Request Updates Task

• Task-Successor References

Creating New Tasks while Adding a Reference
Normally, when a user adds a reference to a Drive project, that user may either 
attach the reference to an existing task, or the user may create a new task. (The 
user must also have the right security permissions to do so.) However, in the 
two synchronization modes where Microsoft Project controls the task 
structure, this is not allowed. References to existing tasks can still be created.
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Task Updated by 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, a reference of this type cannot be 
created.

Task-Successor References
References can also be created where a Request is the predecessor of a task. 
This can be either a finish-to-start predecessor or a finish-to-finish predecessor. 
In the first case, the task could not start (or could not progress if 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 project.

Allowed Types of References During a Synchronization
The reference types that are allowed during a synchronization are described 
below, along with their limitations:

• Microsoft Project control mode

• Shared control mode

Microsoft Project control mode
All types of references are allowed in this mode except for ‘Task Updated by 
Request/Request Updates Task.’

If a task that has a reference is marked as 100% complete but the request 
predecessor is not complete, the potential problem will be flagged as a warning 
in the Microsoft Project Synchronization Report.

Dependent references will not stop Drive 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 a task is 100% complete in Drive 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 
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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 12-2 lists the allowed references during synchronization for each control 
mode.

Table 12-2. Allowed References During Synchronization

Available Reports
Kintana features three reports that contain information about the Drive - 
Microsoft Project interface:

• Microsoft Project Synchronization Report

• Unsuccessful Resource Matches Report

• Project Detail Report

Only the Project Detail Report is available from the Drive Report Submission 
Workbench interface. The other two reports are created automatically during 
an import, export or synchronization. 

Type of Reference Drive controlled Kintana Drive 
controls actuals

MSP controlled

Informational Yes Yes Yes

Task is the predecessor of a 
Request or Package

Yes Yes Yes

Task is the finish-to-start 
successor of a Request or 
Package

Yes Yes Yes, but not 
enforced in Microsoft 
Project. Detected 
during 
synchronization.Task is the finish-to-finish 

successor of a Request or 
Package 

Yes Yes, but is 
sometimes 
synchronized as 
99% complete

Task Updated by 
Request/Request Updates 
Task

Yes Yes No
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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. 

Figure 12-1 Microsoft Project Synchronization Report

Table 12-3. Microsoft Project Synchronization Report Parameters

Sections/Fields Description

Synchronization Settings

Run Date The date and time the report was run.

Project Name The name of the Project.

Last Update Date The date and time the Project was last 
updated.

Project Manager The name of the Project Manager who 
performed the synchronization.

Microsoft Project File Location The drive and path of the Microsoft Project 
file.

Microsoft Project File Name The name of the Microsoft Project file.
300 Integrating Kintana Drive with Microsoft Project



Working with Projects
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 Kintana Drive and Microsoft Project projects. The report 
displays in a separate browser window when requested by the user. 

Synchronization control mode The synchronization behavior selected by 
the Project Manager.

Resource Identification The type of name (either full name or 
username) given to new Resources 
created during synchronization.

Synchronization Summary 

Result Whether the synchronization was 
successful or unsuccessful.

Messages Information, warning or error about the 
export, import or synchronization process. 
Messages include a Message Source, 
Message Type and Description.

Unsuccessful Resource Matches Resources that were unsuccessfully 
matched during export, import or 
synchronization.

Successful Resource Matches Resources that were successfully 
matched during export, import or 
synchronization.

Trace Log A log of successful/unsuccessful 
processes that occurred during the export, 
import or synchronization.

Table 12-3. Microsoft Project Synchronization Report Parameters

Sections/Fields Description
Integrating Kintana Drive with Microsoft Project 301



Working with Projects
Figure 12-2 Unsuccessful Resource Matches Report

Table 12-4. Unsuccessful Resource Matches Report Parameters

Project Detail Report
This report lets you query projects by their header fields. You can specify 
whether to include the following aspects of the Project:

• Custom fields

• Status

Sections/Fields Description

Synchronization Settings

Run Date The date and time the report was run.

Project Manager The name of the Project Manager who 
performed the synchronization.

Microsoft Project File Location The drive and path of the Microsoft Project 
file.

Microsoft Project File Name The name of the Microsoft Project file.

Synchronization control mode The synchronization behavior selected by 
the Project Manager.

Resource Identification The type of name (either full name or 
username) given to new Resources 
created during synchronization.

Unsuccessful Resource Matches Resources that were unsuccessfully 
matched during export, import or 
synchronization.
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• Notes

• Activities 

• Packages

• Requests 

• References

• 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 12-3. See “Project 
Detail Report” on page 314 for descriptions of the report’s parameters.

Figure 12-3 Project Detail Report - Parameter Fields

Troubleshooting
Microsoft Project supports many features that are not duplicated in Drive. 
Some of these unsupported features relate to information that Drive does not 
track or support, such as cost calculation, baseline tracking and earned-value 
calculations. When a Microsoft Project project is imported into Drive, this 
information is not represented.
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Information of these types is not affected by the interface. Importing the 
Microsoft Project project into Drive does not remove this data from Microsoft 
Project. Exporting from Drive 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 data into information that Kintana 
can represent. The interface attempts to maintain the intent of the original 
Project Plan as closely as possible. 

The following sections describe problems that users may encounter while 
using the Drive - Microsoft Project interface.

• Resource Calendars

• Units

• Advanced Predecessors

• Advanced Constraints

• Calculation of Roll-up Values

• Microsoft Project’s Manual Scheduling Mode

• Scheduling Your Project in Microsoft Project

For more information about all unsupported Microsoft Project features, see the 
Kintana White Paper listed on the Support section of the Kintana Web site 
(www.kintana.com).

Resource Calendars
Resource calendars are not synchronized between the two applications. Since 
both duration and effort are a function of both start/finish dates and Resource 
calendars, the duration and effort values in Drive and Microsoft Project may 
not match.

Units
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 a resource load percentage of fifty 
percent for each one.

Since Kintana does not track assignment units, the load percentage of any 
resource imported into Drive will not be recognized.
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Advanced Predecessors
Microsoft Project has several advanced predecessor types not available in 
Drive: start-to-start (SS), start-to-finish (SF) and finish-to-finish (FF).

Kintana 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 Drive Project Plan. This 
may cause successor tasks in Drive to incorrectly appear in a “Ready” state. 

To convert a project from Microsoft Project to Drive, a Project Manager needs 
to replace unsupported predecessor types with a supported alternative - a 
constraint, for instance. 

Advanced Constraints
Microsoft Project supports several advanced constraint types not available in 
Kintana: as late as possible (ALAP), must finish on (MFO), finish no earlier 
than (FNE), and task deadlines.

Kintana 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 Drive 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 may not 
be aware another mode is available. When Microsoft Project is in manual 
scheduling mode, the F9 button must be pressed to recalculate Task grouping 
roll-up values and reschedule tasks. 

Microsoft Project’s Manual Scheduling Mode
If your Microsoft Project file is in manual scheduling mode and you did not 
select this option, it could be because:

• You created this project by exporting a Drive project from Kintana. The 
Export Wizard turns off automatic scheduling mode in order to have the 
task dates in Microsoft Project match those in Drive.

• You opened a project 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.
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Scheduling Your Project in Microsoft Project
The synchronization process can sometimes stop in mid-operation because 
Microsoft Project displays a warning dialog. Microsoft Project is not 
completely consistent about when it will respond to a COM call with a warning 
dialog, so this cannot always be avoided.

When the synchronization process stops and the warning dialog appears, the 
Microsoft Project button in the Windows task bar flashes as a signal 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 problems in Microsoft Project (such 
as violated constraints) prior to synchronization. You may need to manually 
recalculate the project’s schedule by pressing the F9 key before you attempt 
synchronization.
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Integrating Requests and Projects

The Kintana Product Suite lets you integrate issue tracking with project 
management using Kintana Create and Kintana Drive. Kintana Create 
Requests and Kintana Drive Projects 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 Kintana Create also 
gives instant visibility to detailed activities supporting an overall project.

Kintana Drive - A Project Management System

Kintana Drive enables collaborative project management for both repetitive 
projects, such as installing a new release of your HRMS applications, and one-
time projects, such as developing a new e-commerce capability. With Kintana, 
you accelerate project delivery while reducing your project costs.

Kintana Create - A Request Resolution System

Kintana Create is a Workflow-driven Request resolution system for business 
applications. It allows you to effectively capture, route and resolve business 
Requests. 

Integration

Companies with both Kintana Create and Kintana Drive can create processes 
that take advantage of each product’s functionality. The following sections 
provide some background for setting up this interaction and illustrate the most 
common user processing events:

• “Referencing Requests from Projects” on page 308

• “Creating Tasks from Requests” on page 308

• “Dependencies Between Tasks and Requests” on page 310

• “Visibility into Tasks and Requests” on page 315
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Referencing Requests from Projects
Requests can be linked to Projects through an informational Reference 
relationship. This is done from the REFERENCES tab in the PROJECT INFORMATION 
window in the Workbench, or from the REFERENCES section of the PROJECT 
DETAIL page in the Kintana interface. 

Creating Tasks from Requests
Occasionally, a Request may be filed by a user that would be desirable to make 
into its own Task in a Drive Project, creating for it deliverable dates and 
trackable actuals. Tasks can be created from Requests in the Kintana Drive 
Workbench. A Task created from a Request behaves like any other Task in the 
Project, 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.
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To create a Task from a Request:

1. Open or the Project in Drive.

2. From the PROJECT window, select TASK CREATED FROM REQUEST from the 
drop down list at the bottom left corner of the window.

3. Click ADD. The New Task From Request window opens.

A manager in a software company wants to create a Project that will track all 
of the bugs currently logged against a particular product. In the Kintana 
Workbench, he can search for bug Requests related to the product, and turn 
them into Tasks in the Project Plan. From there, he can perform any typical 
Project action, such as tracking the completion dates for each Task or 
monitoring triggered Exceptions.

You must be in the Kintana Drive Workbench in order to create a Task from 
a Request.
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4. To select the Request to attach, use one of the following methods:

• Select a Request number from the REQUEST NO. field.

• Click SEARCH to search for Requests to add in a separate query window.

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. 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.
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For more detailed information on using these dependencies, see “Making 
Tasks Dependent on Requests” on page 311 and “Making Requests Dependent 
on Tasks” on page 314.

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 a Request 
to a Task as a Reference. This is 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 HTML interface. 

Figure A-1  References Tab and References Section for Tasks

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. 

Relationship Description
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The following sections contain more detailed information on dependencies for 
Tasks created from Requests:

• “Task Waits on Request Closure (Successor Relationship)” on page 312

• “Task Can’t Complete Until Request Closes (FF Predecessor)” on 
page 312

• “Task Auto-Updated by Request” on page 313

Task Waits on Request Closure (Successor Relationship)
This Relationship dictates that the Task state cannot change until the 
associated Request is closed. The Task will immediately move into a "Pending 
Request" state. When the Request is closed, the Task may be acted upon once 
more. This does not stop other fields from being edited. 

Task Can’t Complete Until Request Closes (FF Predecessor)
This Relationship 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.

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 Create. The Documentation team is ready to begin making changes 
to all documents to account for Patch A, and has created a Project in Drive. 
The Project includes the Task ‘BEGIN DOC CHANGES FOR PATCH A.’ 

The Documentation Team’s manager creates a Reference to Patch A’s 
Request from the BEGIN DOC CHANGES FOR PATCH A Task, with the relationship 
‘SUCCESSOR.’ This way, 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 are valid and needed.
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Task Auto-Updated by Request
This Relationship is for 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 may drive multiple tasks. If the 
Request’s Workflow has % Complete values defined, the Request will also 
update the Task with % Complete information.

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 is 
accurate and complete for every bug fix that takes place. The last step in the 
company’s bug fix resolution process is a review 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 in Drive, 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.’ This way, 
the Task cannot be fully completed until Bug 62547’s fix has been approvied 
by the Requestor, closing the Request

.

Bug Fix
Request

Request Resolution Process

Final
Approval

Documentation Team Project

Bug
Fixed

(Task Completed)(Task Completed - Pending Request)
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Making Requests Dependent on Tasks
Requests can be made dependent on Tasks. This is done from the REFERENCES 
section of the Request page in the HTML interface.

Figure A-2  References Tab and References Section for Requests

The following section contains more detailed information on dependencies for 
Requests set by Tasks:

• “Request Waits on Task Closure (Predecessor)” on page 314

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 may be acted upon once more.  This does 
not stop other fields from being edited.

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.

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 Kintana Create user is assigned a Request going 
through the company’s patch approval/release process. At the same time, the 
Documentation Team has a Project in Drive, one of whose Tasks is ‘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.
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Visibility into Tasks and Requests
Kintana provides the following for enabling visibility into Request and Task 
integration.

Requests Holding Up Progress
You can search for Requests that are holding up progress on your projects. 
Each portlet in the Kintana Dashboard that deals with Requests includes the 
field ‘Preventing Action on Requests/Tasks.’ This field can be set to display 
Requests that are preventing action on other Requests or Tasks.

Figure A-3  Request Portlet Filter Page Showing ‘Preventing Action On’ Field

Project References Portlet
You can also view References related to your Tasks and Projects using the 
Project References portlet on your Kintana Dashboard. Add the portlet to your 
Dashboard and then personalize it to show the References that are relevant to 
your activities. The portlet 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.

Figure A-4  Project References Portlet
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Users and Licensing

The following sections explain the different License types for each Kintana 
product. Also discussed are the user roles and responsibilities each License is 
meant to suit, and the functionality they grant.

• Power and Standard Licenses 

• Kintana Drive Licenses and User Roles

• Kintana Create Licenses and User Roles

• Kintana Deliver Licenses and User Roles

• Kintana Dashboard Licenses and User Roles

• Kintana Solution Licenses

• Kintana Accelerator Licenses

Power and Standard Licenses
Each user must have a Kintana license to log onto Kintana. Kintana features 
two License types: Standard and Power. Each License type is meant to suit 
different business needs and responsibilities, and therefore grants a different 
set of functionality.

The Power License provides access to all product features through both the 
Kintana Workbench and the standard Kintana HTML interface, accessible 
through any Web browser. The Standard License provides access to product 
features only through Kintana’s HTML interface and the Kintana Dashboard.

Power Licenses implicitly provide a user with access to all product features 
available to a Standard License user, as well as the use of the Kintana 
Workbench. For example, a user with a Drive Power License does not require 
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an additional Standard License to perform the tasks associated with Standard 
Licenses; for example, updating Tasks in the HTML interface.

Kintana Drive Licenses and User Roles
A Drive Power License provides advanced product features for:

• Project Managers who creates, plans, and monitors Projects.

• Project Managers who create and configure Project Templates.

• Kintana Administrators who configure and administer the Kintana 
application -- setting up users, assigning security, and configuring Report 
Types.

A Drive Standard License provides access to routine product features for:

• Project Participants who execute Project Tasks -- updating Tasks as 
Completed, adding Notes, attaching documents, etc.

• Project Managers who only select and run reports.

• Project Managers who monitor Project status without editing Projects.

The following tables detail the business roles best suited to each Drive License, 
along with their associated tasks and functionality.

Kintana users’ access to screens and functions in Kintana are controlled by a 
combination of License and Access Grants. The following sections discuss 
only the licenses required to perform specific actions. For additional details 
on Access Grants which are also required, refer to the Access Grant 
documentation in the "Kintana Security Model". 
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Table B-1. Kintana Drive Power License - Roles and Functionality

Business Role Tasks Associated with Role Product Capabilities

Project Managers

Project Leads

Program Managers

Creating, planning, and 
monitoring projects.

Updating tasks. 

Assigning resources

Setting start and end dates.

Setting task dependencies.

Running project reports.

Configuring Project Templates.

Access to Workbench and HTML interface 
including Dashboard.

Configuring report types and validations.

Setting up users and security.

Configuring Project Templates.

Creating/Updating Projects -- adding/removing 
Tasks, dependencies, Subprojects.

Deleting/Canceling Projects.

Modifying all standard and custom 
Project/Task information -- Resource 
assignments, Effort, Confidence, etc.

Adding/removing References including 
Packages, Requests, other Projects, 
attachments.

Advanced querying.

Running, scheduling, and configuring reports.

All capabilities listed for Standard license.

Create a Budget

Create a Staffing Profiles/Resource Pools

Kintana 
Administrators

Setting up users.

Assigning security groups.

Configuring report types.

Table B-2. Kintana Drive Standard License - Roles and Functionality

Business Role Tasks Associated with Role Product Capabilities

Task Owners

Project Participants

Updating Tasks as complete.

Attaching References.

Completing Project-Manager-
requested fields for Tasks.

Updating Notes.

Running reports.

Access to Kintana HTML interface and 
Dashboard.

Querying and viewing existing Projects and 
Tasks.

Adding Notes.

Updating Project-Manager-requested fields 
for Tasks.

Adding/Updating/Deleting Action Items.

Adding References -- documents, URLs, 
Requests, other Projects.

Running reports.

Upper-Level 
Managers

Other Stakeholders

Viewing Project status.

Running reports.
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Kintana Create Licenses and User Roles
A Create Power License provides advanced product features for:

• Users who are assigned Requests and are actively involved in resolving 
them.

• Users who manage the prioritization, assignment, and resolution of 
Requests.

• Kintana configuration experts who configure and administer the Kintana 
application -- setting up users, assigning security, and creating Request 
Types, Workflow and Report Types.

A Create Standard License provides access to routine product features for a 
user who

• Requestors who submit, monitor, and sign off on their own Requests.

• Upper-Level Managers who run reports and provide approvals.

The following table details the business roles best suited to each Create 
License, along with their associated tasks and functionality.

An additional access grant (CREATE: ALLOW REQUEST FIELD UPDATES) can be 
assigned to the user. This access grant allows users to view and update any 
Request, regardless of whether or not they are its creator or Contact.
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Table B-3. Kintana Create Power License - Roles and Functionality 

Business Role Tasks Associated with Role Product Capabilities

Analysts

Help Desk Staff

Managers

Project Leaders

Project Team

Assigning and prioritizing 
Requests.

Updating Request 
information.

Moving Requests through the 
workflow.

Running reports.

Access to Workbench and HTML interface including 
Dashboard.

Direct updating of Request fields when not creator 
or contact of Request.

Configuring workflows, report types, and 
validations.

Setting up users and security.

Configuring Request Types and Request Header 
Types.

Re-opening, deleting, and canceling Requests.

Scheduling and acting on eligible “execution” 
workflow steps.

Adding/Removing References including Projects, 
Requests, and Packages.

Running, scheduling, and configuring reports.

Advanced querying.

All capabilities listed for Standard license.

Perform Batch Request Updates

Kintana 
Administrators

Configuring workflows and 
Request Types.

Setting up users.

Assigning security groups.

Configuring report types.
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Kintana Deliver Licenses and User Roles
A Deliver Power License provides advanced product features for:

• Developers who create Packages for deployment.

• Technical Managers or other staff who are actively involved in managing 
or executing deployments and releases.

• Kintana configuration experts who configure and administer the Kintana 
application -- setting up users, assigning security, and creating Object 
Types, Workflows and Environments.

A Deliver Standard License provides access to routine product features for:

• IT Managers who only need to make deployment approvals.

• QA or Business Analysts who need to make approvals in the deployment 
process.

The following table details the business roles best suited to each Deliver 
License, along with their associated tasks and functionality.

Table B-4. Kintana Create Standard License - Roles and Functionality

Business Role Tasks Associated with Role Product Capabilities

Requestors

Request Contacts

Submitting Requests.

Monitoring the status of their 
own Requests.

Providing user sign-off.

** Monitoring and updating all 
Requests

Access to HTML interface and Dashboard.

Creating new Requests.

Searching for existing Requests.

Adding Notes and References including documents 
and URLs.

Acting on eligible “decision” workflow steps.

Updating Request Header and Detail fields through 
workflow step transactions.

Direct updating of Request Header and Detail fields 
provided user is either Request creator or contact, 
or is in the “Assigned to” group.

Running reports.

** Direct updating of fields in any Request 
regardless of whether user is Request creator or 
contact.

Upper-Level 
Managers

Running reports.

Providing approvals.

** Monitoring and updating all 
Requests
322



Kintana Security Model
Table B-5. Kintana Deliver Power License - Roles and Functionality 

Business Role Tasks Associated with Role Product Capabilities

Developers Creating and updating 
Packages for deployment.

Monitoring Package status.

Running reports.

Access to Workbench and HTML interface 
including Dashboard.

Configuring workflows, report types, and 
validations.

Setting up users and security.

Configuring and maintaining environments and 
Object Types.

Creating, updating, deleting, and canceling 
Packages.

Acting on and schedule eligible “execution” 
workflow steps.

Adding/Removing Package References including 
Projects and Requests.

Advanced querying.

Scheduling, running, and configuring reports.

Refreshing environments.

Creating and managing Releases.

Creating and executing Release distributions.

All capabilities listed for Standard license.

DBAs

System 
Administrators

Config Managers

Technical Project 
Leads

Release 
Managers

Creating Packages.

Updating Package information.

Making approvals.

Scheduling and executing 
migrations.

Creating and managing 
deployment releases.

Assigning Packages to 
developers.

Configuring Object Types, 
workflows, and environments.

Running reports.

Kintana 
Administrators

Configuring Object Types, 
workflows, and environments.

Setting up users.

Assigning security groups.

Configuring report types.

Table B-6. Kintana Deliver Standard License - Roles and Functionality 

Business Role Tasks Associated with Role Product Capabilities

IT Managers

QA Analysts

Business Analysts

Viewing Package status.

Making approvals for cases 
(QA Completed, Stakeholder 
Analysis Complete, etc.) when 
modeled in Kintana Deliver 
workflows.

Running reports.

Access to HTML interface and Dashboard.

Querying and viewing existing Packages.

Adding Notes and Package References including 
document attachments and URLs.

Acting on eligible “decision” workflow steps.

Running reports.
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Kintana Dashboard Licenses and User Roles
A Kintana Dashboard Power License provides advanced product features for:

• Configuring the Default Kintana Dashboard.

• Setting Portlet access in the Portlet Workbench.

• Creating custom portlets using the Portlet Workbench.

• Kintana Administrators who configure and administer the Kintana 
application -- setting up users, assigning security, etc.

A Kintana Dashboard Standard License provides access to routine product 
features for:

• Adding portlets to the Dashboard.

• Personalizing Dashboard pages and Portlets.

The following table details the business roles best suited to each Kintana 
Dashboard License, along with their associated tasks and functionality.

The Kintana Dashboard provides convenient visibility into your Kintana 
data. Other licenses (Kintana Create, Kintana Deliver, Kintana Drive) are 
required for capturing and processing critical business data. Use the 
Dashboard licenses in conjunction with other licenses to get the most flexible 
Kintana experience. 

Table B-7. Kintana Dashboard Power License - Roles and Functionality 

Business Roles Product Capabilities

Kintana Application 
Configuration Experts 

Access to Workbench and HTML interface.

Setting up users and security.

Building custom Portlets.

Configuring the Default Dashboard.

Running, scheduling, and configuring reports.

All capabilities listed for Standard license.
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Kintana Solution Licenses
If you have purchased licenses for a Kintana Solution, you can assign licenses 
to users. The following sections discuss the licenses available for each Kintana 
Solution:

• Demand Management

• PMO

• Time Management

Demand Management
The Kintana Solution for Demand Management provides a single application 
and repository to capture all demand placed on IT. Kintana consolidates 
information from the many different sources so you can both view aggregate 
demand in real time and report against it. In addition, Kintana streamlines the 
end-to-end process (from demand through deployment) of fulfilling demand.

Table B-8. Kintana Dashboard Standard License - Roles and Functionality

Business Roles Product Capabilities

Kintana Standard Users Access to HTML interface and Dashboard.

View Kintana data by adding and personalizing portlets to the Kintana 
Dashboard.

Table B-9. Demand Management Standard License - Roles and Functionality 

Business Roles Product Capabilities

CIO

Demand Manager

Team / Group Manager

Viewing Demand captured in Kintana

Creating / Capturing Demand

Analyzing Demand

Scheduling, assigning and rejecting Demand
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PMO
The Kintana Program Management Office Solution provides organizations 
with a single location from which Program Managers can initiate, operate, and 
manage their portfolio of programs and projects.

Time Management
The Kintana Time Management Solution allows you to budget time against 
bodies of work within the rest of Kintana, enter actual time worked for these 
bodies of work, and then review, approve, and report on these actuals.

Kintana Accelerator Licenses
Kintana Accelerators ar provided on a site-license basis (i.e. they do not have 
to be associated with individual users). Accelerator licenses enable additional 

Table B-10. PMO Standard License - Roles and Functionality 

Business Roles Product Capabilities

Program Manager

Program Resource

Creating, editing and deleting Business Objectives.

Creating, defining and editing Programs.

Submitting and managing Program Issues.

Requesting Resources and managing resource requests.

Submitting and managing Risks.

Submitting and managing Scope Changes.

Table B-11. Time Management Standard License - Roles and Functionality 

Business Roles Product Capabilities

Time Sheet Approvers

Resources

Managers

Creating, editing, deleting, and closing Work Allocations.

Entering, releasing, reviewing and approving Time Sheets.
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screens and fields in Kintana. See the documentation for the Accelerators 
installed at your site for details. 
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