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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 atemplate-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 compl ete 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:
e Kintana Drive Features
e Manual Conventions

e Additional Resources
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Kintana Drive Features

Projects

Kintana Drive features the following elements and advantages to effectively
manage enterpriseinitiatives:

e Projects

e FEasy Accessbility

e Increased Vishility

e Project Satus Evaluation

e Project Execution

e Project Planning and Scheduling

e Knowledgebase for Resolution and Reporting
e |ntegration with Other Solutions

A Project isacompilation 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 tasksor Action Items asissues arise,
and team members update their individua 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 1SO 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 isimportant
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 manageabl e pieces. Master
Projects are groups of tasks and/or subprojects defining a businessinitiative.
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. Y ou can control accessto Kintana Drive at the user logon
stage. Thisletsyou 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, rea-time
visibility over all initiativesin 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 severad initiatives at atime 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 aproject asit progresses through its life cycle.

Automatic notifications can be proactively sent to project team members when
they arerequired 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 tasksarein
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
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seamlesdy integrates with the core Kintana products in away that allows for
the delivery of real-time status and exception information on I T 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 ahigh-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 atimely 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 detail s page is where project managers can drill down to any level
of aproject in order to collect vital project and task information in atimely 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 aready
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 progressis 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.

4
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Thetask details page iswhere both managers and participants can drill down to
any level of atask in order to collect and update vital task information,
including any predecessors that may be holding up task compl etion.

Project Planning and Scheduling

Kintana Drive features severa 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 whileit 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 alow 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, KintanaDrive
will prompt the project manager to revise the schedul e 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. Thisinformation 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 al 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:

e 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.

e 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.

e 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 isrepresented with the top-level menu namefollowed by a
greater than symbol “->" followed by subsequent sub-menu names
separated with the “->" symbol. For example, Functions-> Browse
represents the Browse menu item contai ned within the top-level Functions
menu.

Variousfields appearing in different windows and frames are described in
tabular form with columns containing the name, the type, whether the field
isrequired or optional, and a description of the field.

Images of Kintana screens used throughout this book may vary dightly
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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e Kintana Support

Kintana Documentation

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

e Selecting HeLP > KINTANA LiBRARY from the Kintana Workbench menu.

e Selecting HELP > CONTENTS AND INDEX from the menu bar on the HTML
interface. Y ou can then click the Kintana LiBraRry link to load the full list of
product documents.

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

e Kintana Business Application Guides

e User Guides

e Kintana Application Reference Guides

e Kintana Instance Administration Guides
e External System Integration Guides:

e Kintana Solution Guides

e 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.

e Configuring a Request Resolution System (Create)

e Configuring a Deployment and Distribution System (Deliver)
e Configuring a Release Management System

e Configuring the Kintana Dashboard

e Managing Your Resources with Kintana

e 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
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Kintana Instance Administration Guides

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

e Kintana Migration

¢ Kintana Licensing and Security Model

External System Integration Guides:

Provides information on how to use Kintana's open interface (API) to access
datain 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.

e 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.

10
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the Kintana Web site

( Kintana provides documentation updates in the Download Center section of
Note
(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.

Kintana Services

Kintanais 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 Modd 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://mww.kintana.convservices/services.shtml

Kintana Education

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

http://mww.ki ntana.convservi ces/education/index.shtml

Kintana Support

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

http://mwww.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 avalid email
address at your company and a password that will be set by you when you
register at Contori.

Introduction to Kintana Drive 11
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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 amore

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 Sates
Exceptions
Summary Conditions
Notifications
Scheduling Engine and Calendar
Baseline

Key Concepts and Definitions
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e Cost Management

e Budget

e Requests

e Packages

e References

e Kintana Dashboard (Drive)

Projects

A Kintana Project is a compilation of information -- Tasks, Action ltems,
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 Tasksin the Project Plan asissues arise, and
team members update their individua statuses as they complete assigned
Tasks. Projects formalize the definition and processing of businessinitiatives
and provide an easy-to-use interface for viewing key business activities.
Projects can be used to define such initiatives as mergers and acquisitions, |SO
9000 certification, eCommerce initiatives, new hire processing, or software
devel opment.
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[
[ Project : Development Laptop Upgrade [_]O]
Plan | Cosh | EiAnalysis | Ezeelifies | : Gant Chart: - Q % Displary Options
Name State i3
Seq 1 2003
May L |Ju\
1 | O Development Laptop Uporade Active oh I —— =
2 10 =]--Initial Assessmernt Active johr > ~
3 - Determine Laptop Usage Completed iohr hnsmith
4 - Technalogy Assessmert Completed iane nesmith;jakesmithjohnsmith
S st Analysis In Pragress iulie I % I[iesmith;josesmith;johnsmith
6 ~Purchase New Laptops Pending Predec... |johr hnsmith
10 =-Upgrade Laptops Active johr
Iz} - Inage Old Machines Pending Predec . |julie Hligsmith;josesmith jalke
9 Perfarm Upgrades Pending Predec.... |jane nesmith;jales|
10 Test Stabilt Pending Predec.. |julis lliesmith|
11 - Roll-Out Pending Predec... |jiohr hnsir
12 - ezsons Learned Penciing Predec... | julis juli
| 3| (i I g
4| ¥ &= Edit [DE[ete deal| =21 Refresh | Schedule Prujectl
[rask =] Ade OK | Gaye | Cancel |
I'Eave" Buccessiul

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

&2 Settings for Development Laptop Upgrade [ x]
MSP Synchronization I Cost Management | Resource Management | Time Management | Baselines
Project Fields | Exception Rules | Indicatars | Scheduling | Security Project Team

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

¥ Allowe all Resources with the Project aption enabled in their Security Groups to be picked in this project

Username I First Mame I Last Mame Email Address

Add] REmavE.

K I ARl | Cancel

Ready

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 asissues arise during the Project, such
as extending their schedules or assigning additional resourcesto 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 Projectsinto manageabl e pieces. By breaking up aMaster Project, a
Project Manager can use Subprojects to define security for asmaller set of
Taskswithin a Master Project. Thisisimportant when aMaster Project islarge
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 aform similar to abar chart, plotted
against atime axis that can be expanded or decreased for differing levels of
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detail. This provides Project Managers with visualizations of Projectsthat are

easy to comprehend at a glance.
Gantt Chart: +_| &I &I Dizplay Optionsl
2003
Mary June |July
R -~
L -~

iphnsmith
fanesmith;jakesmith;johnsmith
+

Milestones

A milestone is a significant event in a Project and often marks the completion
of adeliverable. On Project Gantt charts, milestones appear as black diamonds.

=

iesmith;josesmith;johnsmith

:1{_—;'?' hnsmith

-

~
fuliesmith;josesmith;jakesmith
fanesmith;jakesmith

Since milestones are often markers, they generally do not have a duration
associated with them, though they can be configured with durationsiif 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 ltems

Action Items are used to capture important “to do” itemsthat 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 arelogged, tracked and eventually resolved. Action Items on Tasks can
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be made “required,” meaning a Task will not be alowed to be marked as
CowmpLETE Until the Action Item istaken 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 HoLp, 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 criteriafor evaluating risks and variablesthat
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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Table 2-1. Exception Rules for Master Projects

Exception Name Rule

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)

EXCEPTION

PREDECESSOR HAS Task directly preceding a milestone has triggered one

of the above Exceptions.

LATE

CRITICAL PATH RUNNING Task preceding a milestone on the Project critical path

has triggered one of the above Exceptions.

The following Exception Rule parameters are configurable:

e Enabled - Users can decide whether or not the particular Exception Ruleis

enabled.

¢ Rule- Specifiesthe number of daysthe particular Exception Rule waitsfor
or monitors.

¢ Includein 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.

& Settings for Development Laptop Upgrade [<]

MSP Synchranization I Cost Management | Resource Management | Time Management | Baselines

Project Figlds Exception Rules Indicators | Schaduling | Security | Project Team

rProject Summar

B0 %0t Tasks must have Exceptions to tum the Prajsct Summary Condtion Il
30 9%of Tasks must have Exceptions to fun the Project Summary Coneftion

rException Rul

Enabled  Marne

Rule: Incluide In Summary
Conetion

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

within |3 days
1 Late Tasks Task iz not yet "Complete”, and the current dete is |3 I

days past the Scheduled Finish Date =
~ Tasks Starting Late Task is not yet "In Progress”, and the currert date is | 3 i

days past the Schedulsd Start Date:
r Late Estimated Finish Estimated Finish Date is morethan |4 days pastthe I

Scheduled Firish Date
r Mot Enough Time Lett Estirristed Remmsining Duration sxceeds the tine left betwesr the I

= =
4 | >
foly | cancel

[Reacty

Figure 2-2 Setting the Exception Rules
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Summary Conditions

Summary Conditions summarize the Task exceptions for each active Project
and Subproject. The Summary Condition View isasimple graphical indicator
which islocated next to the Project or Subproject name in the following
locations:

e Resultstab of the Project Workbench

e Project Plan Panel

e Project Search Results page in Kintana interface
e Project Summary portlet

e 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.

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.

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.

Project Fields  Exception F‘Uhﬂl Indicatorsl Schedulingl Securityl ProiectTeaml

|'F'r0iect Summary

IBD %of Tasks must have E=ceptions to turh the Project Summary Condition [l

|30 #of Tasks must have Exceptions to turn the Project Summany Condition

Figure 2-3 Modifying the Summary Condition
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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.

KintanaDrive 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 Abp NoTIFICATION FOR TAsk window
shown in Figure 2-4.

$2 Add Motification for Cost Analysis

Setup | Message |

rption:
Description:l
Event:lSpeciﬂc State LI
State: [ALL =]
Send reminder? © Yes & No
ReminderDays:l
[~ Dontsend if obsolete
Interval:lS:DD Ad Daily M-F LI

Enahled: & Yes ¢ Mo

rRecipient
Recipient Type Distribution Type Recipient
wew || Edit || D |
Tokens | Ok | Cancel |
|Ready

Figure 2-4 Add Notification for Task Window

Figure 2-5 illustrates a sample Notification.
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Date: Fri, 4 Aug 2001 13:49:20 PLT
From: releasefkintana.com

To: JohnSmithfcompany.com

Subject: Kintana - Drive Alert

http://kintana.com/00/ 1816/ kintana. html

Notified Users: John Smith
SFtatus change for Task: New Task
Project: Testi
Description: Test Task

Figure 2-5 Sample Notification

Scheduling Engine and Calendar

Kintana Drive features severa pieces of functionality that are designed to
enhance Project scheduling and planning. Project Managers have greater
control over the Project planning phase. Featuresinclude 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 whileit 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. Thisinformation is then used by the
scheduling engine to aid in determining Project start and finish dates.

Projects and Tasks can aso use externa Projects and Tasks as predecessors,
eliminating the need to create giant Projects to preserve relationships.
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Baseline

A basdlineisthe original approved Project plan for aProject. 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 Actua cost information for their Projects, giving visibility into
Project performance from afinancial standpoint. Basic cost information can be
captured on Projects and Tasks in the following areas:

Planned L abor Cost: The dollar cost of awork item (typicaly a Task)
whichisameasure of the amount of scheduled effort on aTask. Thisfigure
is Task-specific and isrolled 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 awork item . Thisis not adirect measure of the effort to be
spent on awork item. Thisfigure is Task-specific and isrolled up to the
Master Project.

Planned Cost: The total planned dollar cost represented by awork item.
Calculated as: Planned Cost = Planned Labor Cost + Planned Non-L abor
Cost.

Basdline Labor Cost: The Labor Cost for awork item in the latest
Baseline taken of a Project.

Basaline Non-L abor Cost: The Non-Labor Cost for awork item in the
latest Baseline taken of a Project.

Baseline Cost: Thetotal dollar cost represented by the latest Baseline
taken of awork item.

Calculated as: Baseline Cost = Baseline Labor Cost + Baseline Non-L abor
Cost.

Actual Labor Cost: Thedollar cost of thework performed on awork item.
Calculated as: Actual Labor Cost = Sum of Actual Effort * Resource Rate
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Budget

Requests

e Actual Non-L abor Cost: The total of all miscellaneous costs accrued in
completing awork item.

e Actual Cost: Thetotal dollar cost incurred in completing awork item.
Calculated as: Actual Labor Cost + Actual Non-Labor Cost.

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

e Earned Value (EV): Theportion of the Baseline Cost for the entire Project
that has theoretically been spent by the current date, measured asafunction
of the amount of work performed thus far.

Calculated as: EV = Baseline Cost * % Complete

e Cost Performancelndex (CPI): The cost efficiency ratio of Earned Value
to Actual Cost. CPI isused to calculate Projected Actual Cost for a Project.
Calculated as: CPl = EV / Actual Cost

e Schedule Performance Index (SPI): Theratio of Earned Valueto
Planned Value. SPI describes what portion of the Project plan has been
accomplished in terms of its Cost.

Calculated as: SPI =EV / PV

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

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 aclick of the mouse. There are severa reference types available in
KintanaDrive: Attachments, Document URL s, Requests, Packages, Tasks, and
Projects.

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

.

Mew Reference - Request [Existing) E

Fiequest Mo.: |
Fielationship: [Felated to this Task
Feferenced Request is related to this Task

Ll =

Search | Cancel |

[Feady

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 seamlesdy integrates with the core Kintana
products in away 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 al of the following Drive related portlets:

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

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

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

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

e Project Summary Pie Chart — Displays Projectsin the system according
to their Summary Condition.

e Project Overview Page — Contains the following portlets:

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

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

0 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.

0 Project Milestones Portlet — Lists the Milestonesin a Project.
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0 Project Overview Gantt Portlet — Displays the Gantt chart for a
Project.

0 Project References Portlet — Displays detail information about
entities referenced by the Project.

0 Project Related Actions Portlet — Displayslinksto a Project’s
Assignment visualizations and Staffing Profiles.

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

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

Tabsin 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 portletsto 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 Actua cost information for their Projects, giving visibility into
Project performance from afinancial 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 specifiesthe money available for each
time period (usually acalendar 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 individualy.
Users who can access the Budget can be specified.

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

Budget amounts are always entered in terms of whole thousands.

The following sections discuss working with Budgets in more detail:

Defining a Budget
Modifying Project Budgets
Comparing Budgets
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Defining a Budget
The following sections discuss creating and configuring Budgets:
e Creating a Budget
e Associating a Budget with a Project

e Configuring Access to a Budget

Creating a Budget

To create anew Budget:

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

Create a New Budget

*Budget Name: |
*Start Period: lMayZMS— _El
*Finish Period: lJuIyZDDS— _El

Continue I Cancel I

2. Enter the BupGet NaME, START PeErIOD, and FinisH Periop. Click CoNTINUE.
The CReaTE A NEw BUDGET: ENTER DETAILS page opens.

30 Creating and Using Project Budgets



Working with Projects

Create New Budget: Enter Details

Configure Access

Budget Information I Create I Cancel

Status: MNew - Active: Coves & o

*Mame: IT Integration Budget

Created On: June 8, 2003 Created By: John Smith

Description: |

This Budget is for: This Budget rolls up to:

© organizationuni [ EE#  ©organization UnitBudget: [ | [View |
© eragram: [ #El  © program Budget: | View
£ Project: [ FEE ¢ Project Budget: 1= E=-

& Unspecified @ Unspecified

Start Period: luly 2003 Finish Period: September 2003 Change Periods

Budget Breakdown
Show: & Pplan Only 0 Plan and Actuals | BeREEk Budget Status: New
Total Planned Budget: $0 Budget Breakdovsn from July 2003 to September 2003
Total Actual Budget: $0
03 2003
Madify Line Details | [Remove Lines
Type Category Jul | Aug | sep
Please use the add button to
add lines to this Budget,
Add Lines: [t [ add |
Month Total 0 o o
Quarter Total 0

**all numbers in the table are in 1000°s

Notes to be added on save:

w

>

Create I Cancel I
(optional) Enter any desired information in the BubGeT INFORMATION Section.
To add lines to the Budget, scroll down to the BubceT BREakpown Section.

Enter the number of lines you wish to add to the Budget and click App. The
ADD LINES TO BUDGET pPage opens.

Add Lines to Budget: Sales Integration Budget

Budget Information

Mame: Sales Integration Budget Status: New

Enter Line Information

*Type *Category

o

o

Add I Cancel I

Specify a Tyrpe and Catecory for each Budget line and click Aop. The

CREATE A NEW BUDGET: ENTER DETAILS page opens again, with the requisite
Budget lines added.

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 RerFresH. 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.

Budget Breakdown
Show: © Flan only @ plan and Actuals | Refiesh I

Total Planned Budget: $6,000

02 2003 03 20
Modify Line Details | |[Remove Lines | May Jun Jul AL
Type Category Act | Plan | Act | Plan | Act | Plan | Act | Plan
[T Labor Employee J1 | J1 | J1 |
[T Mon-Labor  Hardware | | | | J1 |
[T Mon-Labor  Software | | E | | |

Add Lines: Il Add I

Month Total

1 1} 3 1} 2 1}

Quarter Total {Plan) 2.0 {Act) 0.0 {Plan)

el I b

**all numbers in the table are in 1000's

Associating a Budget with a Project

A Budget can be associated with a Project from two places:
e Linking a Budget from the Modify Budget Page

e 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 MobiFy BubceT page:

1. IntheKintanainterface, navigate to the Budget you wish to link.

2. Click Mopiry BubceT. The MobpiFy BUDGET page opens.
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Modify Budget: Kintana Release 6.0

¥iew Budget | Modify Budget | Configure Access |

Budget Information I Save I Cancel

Status: New Active: Fves C Mo

*Name: Kintana Release 6.0

Created On: May 6, 2003 Created By: John Smith

Description: |

This Budget is for:

€ Organization Unit: Yiew

This Budget rolls up to:

" Organization Unit Budget: View

€ Program: Viev € Program Budgst: View
& Project: Kintana Release 6.0 ] [View € Project Budget: View
© Unspecified & Unspecified
Start Period: February 2003 Finish Period: July 2003 |[ERange Periods
Budget Breakdown
Show: & Plan Only ' plan and Actuals | BERESh Budget Status: New
Total Planned Budget:$110,000 Budget Breakdown from February 2003 to July 2003
Total Actual Budget: $0
Q1 2003 02 2003 03 2003
Modify Line Details Remove Lines
Type Category Jan | Feb | Mar | apr | May | Jun Jul | Aug | Sep
M Labor Employee 10 20 20 20 z0 20
Add Lines: [1 Add
Month Total 10 20 20 20 20 20
Quarter Total 30 60 20

*#*all numbers in the table are in 1000's

Notes to be added on save:

Save I cCancel I

3. Inthe BubceT INFORMATION Section, specify PrRoJecT in the THIs BUDGET Is
rFor radio button. The auto-complete list becomes enabled.

This Budget is for:
o Organization Unit: I— Viil
Program: l— Viil

4. Select the desired Project from the auto-compl ete.
5. Click save.

Linking a Budget from the Project Information Window
To link a Budget from the ProJecT INFORMATION Window:
1. Inthe Kintana Workbench, open the Project you wish to link.

2. Double-click the Master Project line. The ProsecT INFORMATION Window
opens. Click the Cosrt tab.
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322 Project Information: Development Laptop Upagrade

Froject Mame: |Deve|0pment Laptop Upgrade

Project Manager: |j0hnsmith E Praject State: |Active LI
Details CUSthredecessors Action Itemsl NoteslBaseIinesl References USerDatal

Project Budget

’7Eludget: I Wiew |

QK I Apply | Cancel |

|Ready

3. Choose the desired Budget from the Bupcet auto-complete list.

Configuring Access to a Budget

Configuring access to a Budget consists of the following operations:
e Granting Accessto a User

e Configuring Existing User Access

Granting Access to a User

To grant a user access to a Budget:

1. Create anew Budget or open an existing one. Click ConFIGURE AccEss at
the top of the page. The ConFIGURE AccEss FOR BUDGET page opens.

Configure Access for Budget: Sales Integration Budget

Configure Access

The following users have access to view the Budget for Kintana 5.0, Provide additional editing access on an individual basis,

. Edit Basic Budget Edit Plan Edit Edit
Username First Name Last Name Information and Actuals Actuals Security
I johnsrmith John Srith = = = =

I I Rem ove I

Give Access to Username: I = Add I

Save I Cancel I
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2. Select auser from the Give Access To UserNAME auto-complete list.
3. Click App. 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 accessto aBudget can be further configured once the user has been added
to the view Access list. The available options are listed in Table 3-1.

Table 3-1. Additional Editing Access for a Budget

Field Description
EDIT BASIC BUDGET Allows the user to edit basic Budget information such as
INFORMATION 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.

To configure existing user access:

1. Create anew Budget or open an existing one. Click ConFIGURE AccEss at
the top of the page. The ConFIGURE AccEss FOR BUDGET page opens.

Configure Access for Budget: Sales Integration Budget

Configure Access
The following users have access to view the Budget for Kintana 5.0, Provide additional editing access on an individual basis,
. Edit Basic Budget Edit Plan Edit Edit
Username First Name Last Name Information and Actuals Actuals Security
I johnsrmith John Srith = = = =

I I Rem ove I

Give Access to Username: I _El Add I

Save I Cancel I

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

3. Click save.
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Modifying Project Budgets

Budgets can be accessed from the Kintana interface from at least two
locations:

e Sdlecting SEArcH -> BupceTs from the navigation bar, you can search for
and open existing Budgets to which you have access.

Search Budget

Please use the search criteria below to find the Budget you wish to view,

Budget Name: ll— Budget Status: l—;l

createdBy: | | ] Creation Date From: | | @] To: [ | @]
Active: ALz

Start Period From: | | i T [ H

End Period From: | | & o [ =

Budget For: ISeIect Type ;I |

Budget Ralls Up To: [Select Type =0

Budget Total greaterthan | | andlessthan [

Budget Actuals greaterthan [ | andlessthan [ |

Budget Quarter: =

Budget Quarter Total greaterthan | | andlessthan [ |

Budget Actuals Quarter Total greaterthan | | andlessthan |

Display Results
“Sort By: [Budget Name =] @ Ascending *Maximum Results Per Page: [50

' Descending
Search I
Select Budget to View

Mo Results
Budget Name Status Created By Active Budget For
Use the search fields above to locate the Budget you wish to view,
No Results
Prev Nestt

[ Export Data to Excel

e 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. Y ou can also delete Budgets and create new Budgets directly
from this page.
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Modify Budget

Please use the search criteria below to find the Budaget you wish to modify,

Budget Name: [ | Budget Status: =

Created By: i Creation Date From: | @] 7To: [ &
Active: [al =]

startPeriod From: | | i To [ A

End Period From: | To: #

Budget For: [=elect Type =1 [

Budget Rolls Up To: [Select Type =

Budget Total greaterthan | | andlessthan [ |

Budget Actuals greaterthan | | andlessthan | |

Budget Quarter: =

Budget Quarter Total greaterthan | | andlessthan | |

Budget Actuals Quarter Total greater than | | andlessthan [ |

Display Results
“Sort By: [Budget Name =] & Ascending *Maximum Results Per Page: [50

" Descending
Search I
Select Budget to Modify

Mo Results
Budget Name Status Created By Active Budget For
Use the search fields above te locate the Budget you wish to modify or create a new Budget,

Mo Results

| | pelete | Create New Budget | Prev Next

[€lg Export Data to Excel

To modify an existing Budget:

1. Open the Budget and click Mobiry BubceT to open the MobiFy BubGeT page.
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Modify Budget: Kintana Release 6.0

¥iew Budget | | bodify Budget | Configure Access |
Budget Information | s | Cancel
Status: Hew - Active: Fves CHo
*Name:

Kintana Release 6.0

created On:  May 6, 2003

Created By: John Smith

Descri ption: |

This Budget is for:

This Budget rolls up to:

' Organization Unit: Fiew ' Organization Unit Budget: ¥iew
© Program: Wieus © Pragram Budget: Wiewr

& project:

© Unspecified

Start Period: February 2003 Finish Period: July 2003
Budget Breakdown

Show: & Plan Only € Plan and Actuals [ RSRERE

Total Planned Budgst:$110,000
Total Actual Budget: $0

Kintana Release 6.0 | [view

" project Budget:

—

& Unspecified

Change Periods

Budget Status: New

Budget Breakdown from February 2003 to July 2003

a1 zoos 02 2003 93 2003
Modfy Line Details | |Remove Lines

Type Category Jan | Feb | Mar | apr | May | Jun | Jul | mug | Sep

I Lsbor Employee 10 20 20 El 20 20

Add Lines: f Add

Manth Total 10 z0 z0 z0 20 20

Quarter Total 30 60 20
**all numbers in the table are in 1000's

Notes to be added on save:

|

|

Save I Cancel I

Make any necessary changes.

(optional) Click ConFicUrRE AccEss t0 open the CoNFIGURE AcCESs FOR

BubceT page and configure security options for the Budget.

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

toits actuals.

Aswith 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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Table 3-2. Budget to Budget Comparison portlet parameters

Field Description

COMPARE ONE OR A multi-select auto-complete field that allows you to select

MORE BUDGETS one or more Budgets.

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

To ACTIVE CHILD Compares the selected Budget(s) to the Budgets that roll up

BUDGETS into it (child Budgets).

To ACTIVE CHILD Compares the selected Budget(s) to the actual values

BUDGET ACTUALS entered for its child Budgets.

ANOTHER SET OF Compares the selected Budget(s) to another set of Budgets.

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 Limits the portlet’s display range to the time period covered

COVERED BY by the selected Budget(s).

BUDGETS

SHow FROM/TO Allows you to select a date range to display.

The following sections illustrate two uses for the Budget to Budget
Comparison portlet.

e Comparing Planned to Actual Values
e 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.

Y ou can compare asingle Budget’s planned and actual values, as shownin
Figure 3-1. Thisisaccomplished by selecting a Budget from the ComparRE ONE
or More BupceTs field and the To ActuaLs radio button on the Budget to
Budget Comparison portlet’ s Ebit page.
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Budget To Budget Comparison
Cormparison of Allocation Budgets: Sales Integration Budget using Budget Actuals.

-7 Edit] x|

3 in
Thousan ds

Allocation Budgets:llSales Integration Budget

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 afairly 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. Thisis accomplished by selecting multiple
Budgets from the Compare ONE orR MoRE BupceTs field and the To AcTuaLs
radio button on the Budget to Budget Comparison portlet’s Epit page.
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Budget To Budget Comparison oL Edit)+- %
Camparison of Allocation Budgets: jakesmith Misc Projects Budget,janesmith Misc Projects Budget,johnsmith Misc Praject
Budget using Budget Actuals.

05/03 06/03 07/03

Allocation Budgets'l smith Misc Projects Ijanesmith Misc Projects johnsmith Misc Project

jake
Budget Budget Budget

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. Thisis accomplished by selecting a
Budget or Budgets from the Compare ONE 0rR MoRE BupceTs field and the To
ANOTHER SET oF BupGeTs radio button and multi-select auto-completelist on the
Budget to Budget Comparison portlet’ s Ebit page.
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Budget To Budget Comparison - Edit] %
Comparison of Allocation Budgets: IT Special Ops Budget using Allocated Budgets: Scoping Budget, Sales Integration Budget,
johnsmith Misc Project Budget

3in

Thousands

12

9.6

7.z

4.8

2.4

Maonth of:

Allocation Budgets:[llIT Special Ops Budget

Allocated Budgets: IScoping Budget Sales Integration Budget Igﬁ;;:;'th il [FIFENEE

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 amost every month, the combined Budgets for these Projects
exceeds the Organization Unit’s, in some cases by awide 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 Prosect window in the Kintana Workbench.
Additional Project- and cost-related visualizations are accessible from the
Kintanainterface.

The following sections discuss Project-based Cost Management in more detail:
e Configuring Cost in the Project Settings Window

e Entering Actual Cost Data

¢ Analyzing Costsin the Kintana Interface

Configuring Cost in the Project Settings Window

Selecting SeTTings from the ProsecT menu at the top of the Kintana
Workbench opens the ProsecT SETTINGS Window.
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§2 Settings for Development Laptop Upgrade [=]

MSP Synchronization | Cost Management | Reszource Management | Time Management | Baselines
Project Fields | Exception Rules | Indicatars | Scheduling | Security | Praject Team
This tab configures the Project fields that can be displayed in the "Plan" takb of the Project windowy, and also the Project and Task detail pages and
My Task portlet in the standard Kintana interface. Changing the field configuration here does not change the display in the other tabs of the
Project Wwincowy .
rPlanning Field ractivity Field:
Wiarkhench Wiarkhench
Enabled Only Fields Enabled Chly Fields

- r Department v r 9% Complete

Il r Description I r Actual Duration

- - Last Updste Date r r Actual Effort

r r Actual Firish Date
r r Priority
r r Actual Start Date
r r ProjectiTazk #
r - I r Confidence
Resource Grou
P r r Estitnated Finish Date
Scheduled Effort

r r ShEte o r r Estimated Remaining Duration

r r Vi Y I - Estimated Remaining Effart

r r Blarmed | Lator r r Actual Labor

r r Blartied Har-Lakinr r r Ltuel Mar-Labr

r r Plarined Titel r r Actus] Total

ok I il | Cancel |

|Ready

The ProJsecT SETTINGS Window contains tabs controlling various aspects of a
Master Project. Two tabsin particular focus on Cost M anagement:

e The Cost ManaGeMENT tab letsyou configure how cost datais calculated on

the Project/Task level, and what level of manual entry is needed.

e The SecuriTy tab lets you control which users can see cost datafor the
Project.

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

e Cost Management Tab
e 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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§2 Settings for Development Laptop Upgrade

Froject Fields Exception Rules | Indicatars Scheduling | Security | Froject Team

MSP Synchronization Cost Managerment Resource Management | Time Management | Baselines

Enahling Cost Management will allow you to view cost infarmation and Earned Yalue Analysis for this Project.
Disahling Cost Management will hlock configuration of other Project Caost Settings. Budget will still be available.

¥ Enahle Cost Management far this Project

All Planned Labor Costs and Actual Labor Costs will be:
& putomatically calculated far tasks and ralled up to prajects.

' Manually entered for Tasks but automatically ralled up to Projects.

" Manually entered for Tasks and Projects. These values will not automatically rall up.

QK I Apply | Cancel |

|Ready

Selecting the ENABLE CoST MANAGEMENT FOR THIS PRoJECT check box turns on
Cost Management. Y ou 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 Resourceis
assigned to a Task. For definitions of Planned and Actual Labor Costs and
how Kintana Drive calcul ates 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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§2 Settings for Development Laptop Upgrade [=]

MSP Synchronization | Cost Management | Reszource Management | Time Management | Baselines

Praject Fields | Exception Rules | Indicatars | Scheduling Security | Praject Team

This Project and its Tasks can be viewed hy:
& Allusers

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

Costinformation on the Project and Tasks can he viewed by
& Allusers

' Project Managers for this Master Praject anly
' Project Managers for Master Project Development Laptop Uparade and all of its subpraject
' Participants for only the Tasks and Projects far which they are Participants.

" Project Team only.

QK I Apply | Cancel

|Ready

Y ou 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

Actua Labor Cost data can be automatically calculated by KintanaDrive 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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Developer Bob has a Rate of $20/hour. He spends 4 hours on a Task in abug-
fixing Project.

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

The bug-fixing Project has atotal of 5 Tasksidentical to Bob's. The Total
Actual Labor Cost for the Project comes to $400 with no Actual Non-Labor
Costsincurred.

Actua Non-Labor Costs, which represent miscellaneous costsincurred in
performing work on a Task, are manually entered by the user.

Developer Bob needs to spend $100 on RAM to upgrade his machine so he
can finish his Task. Thisis an Actual Non-Labor Cost.

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 Costsfor 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 —
Actua 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.
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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.

Entering Actual Labor Costs

Actual Labor Costs can be entered from the following locations:
e Entering Cost Data in the Project Window - Cost Tab
e Entering Cost Data in the Project Window - Plan Tab

e 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 ProsecT window.

Cost Management must be turned on from the ProJsecT SETTINGS Window's
@ CosT MANAGEMENT tab in order for the CosT tab to be enabled.

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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[
B Project : Development Laptop Upgrade | =] 3
Plan | e (= N | : Gantt Chart Rl Rl o4 D\splayophunsl
1 Mane State R ||zo03
Seq [ =
e Jun |Ju\
1 O IE merit Laptop Upgrade v — ~
2 |0 5 Iriial it Active iohr » . =
3 - -Determine Laptop Lsage | Completed inhr hnsmith
4 Technology Assessmert Completed iane nesmith;jake smith;johnsmith
5 -~ Cost Analysis In Progress iulie — % I[igsmith;josesmith;johnsmith
B ~-Purchase New Laptops Pending Predec... [johr hnsmith
z |0 oI Upgrads Laptops: Active iohr
g - |mage Old Machines Pending Predec... [julie lliesmith;josesmithjal
9 Perform Upgrade Pending Predec.... |jiane nesmith;jalkes|
10 Test Stabilt: Pending Predec... [julie jlizsmith)
11 -Roll-Out Penging Predec... [iohr jphns
12 Lessons Learned Pending Predec.__|julie juli
I — 2] L | ;
||| Ea | peer | dpan] =a Refresh | Schedule Projeci|
ITask LI Addl 0K | Save | Cancel |
I‘Eave" Successiul

2.

Verify in the ProsecT 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 isdesired.

Upon verifying, click oK. The ProsecT SETTINGs Window closes, returning
you to the ProsecT window.

Click the cosr tab.
Enter the Actual Labor Cost valuesin the appropriate Task or Project lines.

Click save to save changes to the Project and continue editing it. Click ok
to save changes to the Project and close the ProsecT 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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Project : Development Laptop Upgrade [_]O]
Flan | Zost | EVAna\ysws' Bagelines | : Gartt Chart: Q 9 & Display Opt\onsl
Mame State R || 200%
seg [ I
Jun I
i lm] ~
2 | 0O [=)-Initial Assessment Active iohr v - ~
3 Deterrnine Laptop Usage Commpleted iohr hnsmith
4 Technolog t|Completed jane fanesmithjakesmithjohnsmith
5 “eCnst Analysis In Progress julie o %I iesmith josesmith;johnsmith
[ Purchase Mew Laptops Pending Predec._ |jiohr hnsmith
fa =] =) Upgrade Laptops Active johr
8 -~ Image Old Machines Peruiing Predec... |julie lliesmith josesmith;jals
9 Perform Upgrade Pending Predec.... |jane nesmith;jakes|
0 Test Stabilt Pening Predec... | julis julizsmith)
11 - Roll-Cut Peruiing Predec... |johr jphnsm
12 | egsong Learned Pending Predec... |julie b
4] | N K | >
R T | Delpie | il =i Reftesh | Schedule F‘roiectl
[Fask ]| ada ok | s | caneal |
I‘Eave" Successful

2. Open the ProJecT SETTINGS Window.

& Settings for Development Laptop Upgrade

MSP Synchronization | Cost Management | Resource Management | Time Management | Baszelines
Project Fields Exception Rules | Indicatars | Scheduling | Security | Project Team
This takh configures the Project fields that can be displayed inthe "Plan” tak of the Project window, and also the Project and Task detail pages and
My Task portlet in the standard Kintana intertace. Changing the fisld configuration here does not changs the display in the otiher tabs of the
Project Window.
Plarining Fisld Asctivity Fisld
Warkbench Warkbench
Enabled only Fields: Erablet! rly Fislds

' = Department i ' % Complete

r N s r [ Actugl Duration

[ I Last Lgdzte Date C r Actusl Effort

- - E— r In Actugl Finish Date

r - P r Ini Actusl Start Date

r In Confidence

C o Resauree Group r I Estimated Finish Date:

= r Seheduled Effort ' = Estimated Remaining Duration

r r s GaiEEERy r I Estimated Remaining Effort

[ In Plarired Letor IS IS Betudl Labor

= = Planned Hor-Lahor I I iNard e

= = Planiried 7ot = = L otUE Tiote]

\Ready

3.

In the ProsecT FiELDS tab, enable the desired fields (AcTuAL LABOR, ACTUAL
NON-LABOR, PLANNED LABOR, PLANNED NON-LABOR).

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 isdesired.

Upon verifying, click oK. The ProsecT SETTINGs Window closes, returning
you to the ProsecT window.

Click the pLaN tab.

Enter the Actual Labor Cost valuesin the appropriate Task or Project lines.

Click save to save changes to the Project and continue editing it. Click ok

to save changes to the Project and close the ProsecT 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 datain the Cost tab of the ProJecT Or Task

INFORMATION Window:

1. Open the desired Project in the Kintana Workbench.

[ Project : Development Laptop Upgrade

1 [=] B3
: Gartt Chart ,,_I &I &I Display ommnsl
2003
hay Jun |Ju|
P—— ~

iphnsmith
fane smith;jale smith;johnsmith
e

%\ iesmith;josesmithjohnsmith

fuliesmith;josesmith;jak
nesmith;jalkes|

»
Refresh | Schedule Project

OK | Baye | Cancel |

Flan | i =l EEE |
Seq | !
110 apio
2 [m] =] Initial Assessment Active johr
3 - Determing Laptop Usage Carmpleted iohr’
4 -~ Technolog s Cornpleted jane
] - Cost Analysis In Progress iulie
B ~Purchase New Laptops Pending Predec .. |johr
7 |0 - Upgrade Laptops Active ighr
8 ~Image Old Machines Pending Predec .. |julie
k] ~Perform Upgrade Pending Predec... |jane
10 - Test Stahilit Pending Predec... |julie
11 -~ Roll-Out Pending Predec__|johr
12 Lessons Learned Pending Predec... [julie
{0l — |
¥ [€[] Ed Delee | S| =
[rask =] Ad
I‘Eave" Successful

2. Veify inthe 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 isdesired.

Upon verifying, click oK. The ProsecT SETTINGS Window closes, returning

you to the Prosect window.

INFORMATION Window opens.

$2 Task Information: Purchase New Laptops

Double-click the Project or Task you wish to update. The PRoJECT OF TAsk

Task Mame: |Purchase Mew Laptops

sk Categor\r:l 'l Task State: |Pending Fredecessor LI
Action ltems | Motes | MNotifications | Baselines | References | e ats
Details Resources | Cost Exceptions Predecessors
Task #: |30281— [Denartment: I LI Template: I
Project Path: |Deve|0pment Laptop Upgrade
Resource: REsaurGe EEu; E
[Descrption: I Bricritys
% Complete: ID— Canfiderze;: I 'l
- hilestone:
™ Mark task a= miestone
™ Miestone automatically completes
Start Date rFinish Date
Scheduled: Scheduled:
Estifmated
At At
~Duration (days) Effort (hours)
Scheduled: ISD— Scheduled: Im—
Est. Rerrsititg: I— Est. Rerrsititg: I—
e e
~Scheduling Constraint
Constraint Type: IND Constraints 'l Congtraint Date:

ok I il | Cancel |

|Ready

4. Click the cost tab. Enter the Actua Labor Cost valuesin the appropriate

Task or Project lines.

Click AppLY to save changesto the Project or Task and continue editing it.

Click oK to save changesto the Project or Task and close the ProsecT or

TASK INFORMATION Window.

Click save to save changes to the Project and continue editing it. Click ok
to save changesto the Project and close the ProsecT 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:

e Display Projects being managed by aparticular user, arranged according to
the size of their Budget. The Projects Cost health, and CPI/SPI
performance are aso indicated.

e Digplay Projectsin aparticular Department, arranged according to their
Baseline cost. The Projects Cost health, and CPI/SPI performance are a'so
indicated.

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

e Display achart for asingle Project graphing any of the following values
over a configurable period of time:

o Planned Value
o Earned Vaue
0 Actual Costs
0 Budget

0 Budget Actuals

For more information on analyzing Project Costs in the Kintana interface, see
“ Analyzing Project Costs” on page 208.
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Chapter

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 hoursin aworking day
Assign a Primary Skill and Cost Rate to a Resource

Map Resources into an Organization Model and tie Organization Unitsto
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 Resourcesin Kintana".
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Chapter

Setting Up a Project

Kintana Drive allows organizations to define businessinitiatives 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:

e Creating a Project

e Setting Up a Master Project

e Adding Tasksto a Project

e Setting Up Project Dependencies

e Creating a Master Project Schedule
e Establishing a Project Baseline

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.

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’ slife cycle.
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There are three main stages in the creation of a Project:
e Stage One: Setting up a Master Project

e Stage Two: Adding Tasksto a Project

e 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.

e Sdecting 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 aconstant point of referencefor Project Managers and
Participants throughout an initiative slife cycle.

e Setting Up Exception Behavior: During the course of a Project’ slife, some
things may go wrong -- resources may be missing, Tasks may be
completed late or not at al, 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.

A particular Task currently hasno Resource assigned to it, and it is scheduled
@ to begin in two days. The Master Project can flag this Exception for review.

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

e 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.
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Andrew, Jered, and Dave are the assigned Resources for a Project, but Jered

@ isgoing on vacation for aweek, 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.

e Setting Security Restrictions: Project Managers can set Security
Restrictions on a Project so that only those directly involved in a Project
can view itsinformation.

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:

e Adding Tasksto the Project Plan Panel

e Adding Tasks Using Project Templates

e Setting Up Project Hierarchy

e 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 errorsit encountersin the
process.

Setting Up a Master Project

The Master Project is the entity in Drive that keepstrack of a business
initiative. It can be configured to display useful data about a given Project asit
moves toward completion.
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[ElProject : Development Laptop Upgrade

When a user creates or edits a Project or Subproject, that user isthe only one
able to save changes. All other userswill 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.
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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
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Selecting Information to Track and Display

The Master Project allows Project Managersto choose information they would
liketo 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 ProsecT -> SETTINGS from the menu at the top of the Kintana
Workbench. The SetTings window opens.

2. Click the ProJecT FIELDS tab.

§2 Settings for Development Laptop Upgrade

MSP Synchronization | Cost Management | Reszource Management | Time Management | Baselines
Project Fields | Exception Rules | Indicatars Scheduling | Security | Praject Team
This tab configures the Project fields that can be displayed in the "Plan" takb of the Project windowy, and also the Project and Task detail pages and
My Task portlet in the standard Kintana interface. Changing the field configuration here does not change the display in the other tabs of the
Project Wwincowy .
rPlanning Field ractivity Field:
Wiarkhench Wiarkhench
Enabled Only Fields Enabled Chly Fields

- r Department v r 9% Complete

Il r Description I r Actual Duration

r - Last Updiate Date r r Actual Effort

r r Actual Firish Date
r r Priority
r r Actual Start Date
r r ProjectiTazk #
r - I r Confidence
Resource Grou
P r r Estitnated Finish Date
Scheduled Effort

r r ShEte o r r Estimated Remaining Duration

r r Vi Y I - Estimated Remaining Effart

I r Planned Labaor Il r Actual Labor

r r Plarned Mon-Lakbor I r Actiusl Mon-Lakbaor

r r Planned Total r r Actual Total

ok I il | Cancel

|Ready

Figure 6-2 Settings Window - Project Fields Tab

3. For eachfield, select the appropriate check box, depending on whether you
wish thefield to be displayed in both the Workbench and Kintanainterface,
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.
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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, aswell asthe
criteria needed to trigger them. A Project Manager can also configure the
Summary Condition, which isasimple 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.

triggered Exceptions needed to change the Summary Condition red to 20,

For a Project with avery low margin for error, you can set the percentage of
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.

§2 Settings for Development Laptop Upgrade

MSP Synchronization Cost Management | Reszource Management | Time Management | Baselines

Praject Fields Exception Rules | Indicatars Scheduling | Security | Praject Team

rProject Summary
IBD %of Tasks must have Exceptions to turn the Project Summary Condition [ |
IBD %of Tasks must have Exceptions to turn the Project Summary Condition

-

rException Rule:

Enshled Mame Rule Include In Summary
Condlition
i Unazsighed Tasks Mo Resource is assighed, and the Scheduled Start Date occurs i
within |3 days
i Late Tasks Task is not yet "Complete”, and the current date iz |3 i

days past the Scheduled Finish Date

i Tazks Starting Late Task is not yet "In Progress", and the current date is |3 i
days past the Scheduled Start Date

r Late Estimated Finish Estimated Finizh Date iz more than |4 days past the r
Scheduled Finish Date

r Mat Enough Time Left Estimated Remaining Durstion exceeds the time left between the r

1| | »
OKI Applvl Cancell

|Ready

Figure 6-3 Settings Window - Exception Rules Tab
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By default, Unassigned Tasks, L ate Tasks and Tasks Starting L ate are enabled
and included in the Project Summary Condition. The following topics are
related to setting up Exceptions:

e Setting Exception Rule Behavior
e Summary Condition

e Cost Health Indicator

Setting Exception Rule Behavior

The Master Project is equipped with the following Exception Rules:

Exception Rule | Description

UNASSIGNED Task has no Resource assigned and Scheduled Start Date
TASKS 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 | Task is not yet “In Progress,” and the current date is X days past

LATE the Scheduled Start Date.

LATE ESTIMATED | Estimated Finish Date is more than X days past the Scheduled
FINISH Finish Date.

NOT ENOUGH Estimated Remaining Duration exceeds the time left between
TIME LEFT the current date and the Scheduled Finish Date by X days.

PREDECESSOR Task directly preceding a milestone has triggered one of the
HAs EXCEPTION | above Exceptions.

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

The following parameters for all Exception Rules are configurable:

e ENABLED - Project Managers can decide whether or not the particular
Exception Ruleis enabled.

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

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

Each Exception Rule within the ExcepTion RuLEs tab can be configured
independently.
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To set Exception Rule behavior:

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

2. Click the ExcepTioN RuULES tab.

rException Rule:

Enshled Mame Rule Include In Summary
Condlition
i Unazsighed Tasks Mo Resource is assighed, and the Scheduled Start Date occurs i
within |3 days
i Late Tasks Task is not yet "Complete”, and the current date iz |3 i

days past the Scheduled Finish Date

i Tazks Starting Late Task is not yet "In Progress", and the current date is |3 i
days past the Scheduled Start Date

r Late Estimated Finish Estimated Finizh Date iz more than |4 days past the r
Scheduled Finish Date

r Mat Enough Time Left Estimated Remaining Durstion exceeds the time left between the r

current date and Scheduled Finish Date by |5 days

|7 Predecessor Has Exception At least one predecessor currently has an exception |_

i Critical Path Running Late Critical path to this milestone is running late r

3. Toenable aparticular Exception Rule, select the check box to itsleft in the
ENABLED column.

4. To setthe number of daysthat trigger aparticular Exception Rule, enter the
desired number into the text field inside that Rule.

5. Toinclude aparticular Exception Rule in a Project’s Summary Condition
View, select the check box to itsright in the INcLUDE iIN SuMMARY CONDITION
column.

6. To apply changesto 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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Some Exception Rulesrequirethat certain fields in the ProsecT FiELps tab be
enabled in order to trigger. For example, the Not ENoucH TIME LEFT rule
requires EsTiIMATED 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.

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 percentageis
configurable in this tab, by any Project Manager. A Project’s Summary
Condition will not be calculated until the Project is saved.

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.

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

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

2. Click the ExcepTioN RULES tab.
Project Surmmary

IED %of Tasks must have Exceptions to turm the Project Summary Condition Il
ISD #of Tasks must have Exceptions to tum the Project Summarny Condition
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5.

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

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

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 ProsecT window’ s Cosr 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 aress:

Cost Performance Index (CPl): 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 compl etion 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 hedlth.

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 <07 <07 > 10%
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A Project Manager doesn’t care about CPI or SPI, but wants to know when
@ his Project exceedsiits 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%.

Setting Up Indicators

Kintana Drive provides Project Plan Indicators to give users a better at-a-

glance overview of their Projectsin 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.

e ConsTrAINT: Displays for Tasks with scheduling constraints.
e Custowm FieLps: Displays for Projects that have Custom Fields defined.

e ExcepTion: Displaysfor Tasks that have triggered exceptions, and also
displays the Summary Condition for Projects.

e NoriricaTion: Displays for Tasks that have Notifications defined.

e ScHebuLing: Displays for updated Tasks or Projects that might require
rescheduling.

e CosT HeaLtH: Displays for Projects that have Cost Management enabled.
To set Indicators to be displayed:

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

2. Click the INbicaToRs tab.
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MSP Synchronization | Cost Management | Reszource Management | Time Management | Baselines
Praject Fields | Exception Rules Indicatars Scheduling | Security | Praject Team
Dizplayed  Indicator lcon  Description
r Constraint ‘& Shows tasks with Scheduling Constraints defined.
r Custom Fields = Shows Projects with defined Custom Fields.
i Exception I Faor Tasks showes any that have trigoered an exception ar
For Projects shows Summary Condition
- Motification Shows tasks with defined Motifications.
r Scheduling 7 Shows updated Tasks or Projects that might need rescheduling.
r Cost Health Shows Cost Health based on Cost Summary Condition settings.
oK I Aply, | Cancel |
|Ready
3. Todisplay aparticular Indicator, select the check box to itsleft in the
DispLAYED column. The Exception Indicator is displayed by default.
4. To apply changesto 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’ slevel 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 Sart/Finish Dates
Setting Scheduling Options for Resour ce Dependency

Setting the Work Day Hours
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Setting a Default Date From Which to Schedule

Project Managers can set adefault date for Drive to start scheduling from. This
isuseful for setting ahard date from which to begin an initiative, no matter
what occurs during the planning process.

To set adefault date from which to schedule the Project:

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

2. Click the sScHebuLING tab.

§2 Settings for Development Laptop Upgrade

MSP Synchronization | Cost Management | Reszource Management | Time Management | Baselines

Praject Fields | Exception Rules | Indicatars Scheduling | Security | Praject Team

Choose Scheduling Mode:

& Standard - default mode using Scheduled Duration, Predecessors, Calendars as well as Actual Start and Actual Finish dates when available

o Progressive - optional mode that only uses Scheduled Durstion, Predecessars, and Calendars

Default Date fram which to Schedule:
Only Includes Days in Schedule When:
Al of the Resources Are Available
7 Half of the Resources Are Available
7 At Lesst One Resource ls Available

o Always (lgnore Resource Availability)

4 | |
ok I il | Cancel |

|Ready

3. Select the ProcRrEssIVE scheduling option.

4. Select the desired date from the DeEFAULT 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 changesto 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 schedul e using actual

start/finish dates. Thisis the default scheduling mode.

Once a Project becomes Active, its Tasks can be marked INn PRocress. When
Tasksare marked INn PrRoGRESS, 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.

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

1. Select ProsecT -> SETTINGS from the menu at the top of the Kintana

Workbench. The SetTings window opens.

2. Click the ScHebuLING tab.

§2 Settings for Development Laptop Upgrade

MSP Synchronization | Cost Management | Reszource Management | Time Management | Baselines

Praject Fields | Exception Rules | Indicatars Scheduling | Security | Praject Team

Choose Scheduling Mode:

o Progressive - optional mode that only uses Scheduled Durstion, Predecessars, and Calendars

Default Date fram which to Schedule:
Only Includes Days in Schedule When:
Al of the Resources Are Available
7 Half of the Resources Are Available
7 At Lesst One Resource ls Available

o Always (lgnore Resource Availability)

4 |

& Standard - default mode using Scheduled Duration, Predecessors, Calendars as well as Actual Start and Actual Finish dates when available

2

ok I il | Cancel |

|Ready

3. Set one of the two scheduling date options:

e To schedule your Project using actual start/finish dates, select
STANDARD. Thisisthe default setting.
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e 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 businessinitiative has some minimum resource requirements, usualy in
the form of available personnel. The Master Project can be set to consider
resource requirements when creating its schedule. For instance, it is possibleto
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 ProsecT -> SETTINGS from the menu at the top of the Kintana
Workbench. The SetTings window opens.

2. Click the ScHebuLING tab.
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§2 Settings for Development Laptop Upgrade

MSP Synchronization | Cost Management | Reszource Management | Time Management | Baselines

Praject Fields | Exception Rules | Indicatars Scheduling | Security | Praject Team

Choose Scheduling Mode:

& Standard - default mode using Scheduled Duration, Predecessors, Calendars as well as Actual Start and Actual Finish dates when available

o Progressive - optional mode that only uses Scheduled Durstion, Predecessars, and Calendars

Default Date fram which to Schedule:
Only Includes Days in Schedule When:
Al of the Resources Are Available
7 Half of the Resources Are Available
7 At Lesst One Resource ls Available

o Always (lgnore Resource Availability)

4 | |
ok I il | Cancel |

|Ready

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

C Only one condition can be selected at atime.
Note

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 alows
you to set the number of hoursin aworking day for scheduling purposes.

Thisisasystem-wide configuration and should not be adjusted by
@ unauthorized users.

To set the number of hoursin aworking day:
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1. Open the Kintana Workbench and click the Drive screen group.

2. Click the CALENDARSs screen. The CALENDAR WORKBENCH Window opens.

’é‘ Calendar Workbench ! E[
= :
:=; GEry: INDne LI
Uzername: EH
T |
§ First Mame: I Last Mame: I
¢ | master Project: I Security Group: I E

=t

Base Calendar | MaxRoWSIQDD Save Eery | Clear | Li

heady

3. Click BAse CALENDAR. The BAse CALENDAR Window opens.

t& Base Calendar E

1 I June 2003 ¥ I Gurrent Mottt |

22 25 24 25 26 27 25

29 50

rSet zelected day(s) to

" wiorking day ' Morwvarking day & Use default

Reazon: I v |

Description: I

Wiorking day Monwaorking day
Settings | QK I Eaye | Cancel |

|Ready

4. Click setTings. The BAse CALENDAR SETTINGS Window opens.
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& Base Calendar Settings E
Flease enter the number of hours in your company's working day.
This value should include only working time and exclude hreaks
such as lunch.
Wiorking hours in a day: IS.D
Cancel |
|Ready

5. Enter the number of WorkING HOURsS IN A pay 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:
e Setting Security for the Master Project
e Setting Security for Cost Data

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

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

2. Click the SecuriTy tab.
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§2 Settings for Development Laptop Upgrade [=]

MSP Synchronization | Cost Management | Reszource Management | Time Management | Baselines

Praject Fields | Exception Rules | Indicatars | Scheduling Security | Praject Team

This Project and its Tasks can be viewed hy:
& Allusers

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

Costinformation on the Project and Tasks can he viewed by
& Allusers

' Project Managers for this Master Praject anly
' Project Managers for Master Project Development Laptop Uparade and all of its subpraject
' Participants for only the Tasks and Projects far which they are Participants.

" Project Team only.

ok I il | Cancel |

|Ready

3. Select the restriction type desired from the THis PROJECT AND ITS TASKS CAN
BE VIEWED BY Section.

e Toallow any Kintanauser to view and search for the Project, select ALL
USERS.

e Torestrict Project visibility to only those involved in the Project, select
PARTICIPANT RESTRICTED.

4. To apply changes to the Project and continue to set other optionsin 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 ProsecT -> SETTINGS from the menu at the top of the Kintana
Workbench. The SetTings window opens.

2. Click the SecuriTy tab.
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32> Settings for Development Laptop Upgrade E
MSP Synchronization | Cost Management | Reszource Management | Time Management | Baselines
Praject Fields | Exception Rules | Indicatars | Scheduling Security Praject Team

This Project and its Tasks can be viewed hy:
& Allusers

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

Costinformation on the Project and Tasks can he viewed by
& Allusers

' Project Managers for this Master Praject anly
' Project Managers for Master Project Development Laptop Uparade and all of its subpraject

' Participants for only the Tasks and Projects far which they are Participants.

" Project Team only.

ok I il | Cancel

|Ready

3. Select the restriction type desired from the CosT INFORMATION ON THE
PROJECT AND ITS TAsks can be viewed by section.

e Toalow any Kintana user to view Cost data for the Project, select AL.
USERS.

e Toredtrict Cost datavisibility solely to Master Project and its Project
Managers, select PROJECT MANAGERS FOR THIS MASTER PROJECT ONLY.

e Toredtrict Cost datavisibility to the Master Project, and its
Subprojects’ Project Managers, select PROJECT MANAGERS FOR MASTER
PROJECT <PROJECT NAME> AND ALL OF ITS SUBPROJECTS.

e Toredtrict Cost data vigbility to only those involved in the Project,
select PARTICIPANTS FOR ONLY THE TASKS AND PROJECTS FOR WHICH THEY
ARE PARTICIPANTS.

e Torestrict Cost datavisibility to only those specified in the SETTINGs
window’s ProsecTt Team tab, select PRoJECT TEAM ONLY.

4. To apply changes to the Project and continue to set other optionsin 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:

e Allow all userswith the Project option enabled in their Security Groups to
be Resources for a Project.

Or

e Only alow those Resources who are specified in the ProsecT Team tab to
be used as Resources for a Project. These Resources are listed in the tab’s
Resource table.

Exception: Userswith the SysAbmiN: OVERRIDE KEY FIELDS SEGMENTATION Can
@ add any users as a Resource to the Project.

To setup the Project Team for a Master Project:

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

2. Click the ProJeCT TEAM tab.
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% Settings for Development Laptop Upgrade [x]
MSP Synchronization | Cost Management | Reszource Management | Time Management | Baselines
Project Fields | Excaption Rules | Indicators | Scheduling | Security Froject Tearn

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

|7 Allowy all Resources with the Project option enabled in their Security Groups to e picked in this project

Uzername First MName Lazt Name Email Address

e ] REmayE |

ok I il | Cancel |

|Ready

3. To dlow 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 Apbp. The REsource: New window opens.

Flesource: || Ef

0k | add | cancel |

[Feady

5. Click the Resource auto-complete icon. A VauibaTe window opens.
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VYalidate [ %]

Hesource:l
Userarme | First Mame I Last Mame Seq Uzermame First Mame Last M.
1 joesmith Joe Srith
2 japsmith Jay Srith
3 johnzmith John Srith
B
Al | El | |
Muti | Retiesh || ok | cancel | [+
[Feturmed 383 chaices.

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 App to add the current Resource and continue adding more
Resources.

8. Click oK to add the current Resource and close the REsourcE: NEw
window.

§2 Settings for Development Laptop Upgrade [=]

MSP Synchronization | Cost Management | Reszource Management | Time Management | Baselines

Project Fields | Excaption Rules | Indicators | Scheduling | Security Froject Tearn

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

™ &llow all Resources with the Project option enabled in their Security Groups to be picked in this project

Uzername First Mame Last Mame Email &Address
jennysmith lenny Smith jennysmith@kintana.com
jozesmith nse Smith
jakesmith ake Smith jakesmith@kintana.com

||

QK I Apply | Cancel

Ready
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9. Click ok to save the sdlections and close the window. Click Save to save
the selections and |eave the window open.

Deleting Resources from a Project Team

To delete a specified Resource from a Project Team:

1. From the ProJecT Team tab, select the Resource in the tab’ s Resource
table.

2. Click rRemove. The Resource isremoved 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 |et 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 SyncHRronizaTioN tab is shown in Figure 6-4.
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§2 Settings for Development Laptop Upgrade

Froject Fields l Exception Rules l Indicatars Scheduling l Security l Froject Team
MSP Synchronization Cost Management l Resource Management l Time Management l Baselines
rMicrozoft® Project File Infarmation Activity History =~

Location: Last Activity: Mone

Filefiatne: Wintana Last Update Date: Jun 9, 2003 11:35 AM POT
rCantrol Moce

{+ Kintana Drive cortralled Use Kintana Crive to perform all project planning, scheduling, and tracking activities.

Synchronize with Micrasoft Project for visibility. For example, you can run reports using
Microsoft Project.

" Microsoft Project cortrolled Use Microsoft Project to perform all project planning, scheduling, and tracking activities. The
synchranized Kintana Drive project automatically ralls up into the Kintana dashhoard.
Farticipants can alzo link other Kintana information {requests and packages) to tasks inthe
synchranized project.

" Kintana Drive cortrols actusls Use Microsoft Project to plan and schedule the project. Use Kintana Drive to track actuals.
Farticipants directly report actuals using kintana Drive. Periodically synchronize the projects
to caollect new actuals into Micrasoft Project. After revising the plan, synchronize again to
publish the changes back into Kintana Drive.

rResource ldentification

@ Kintana username  Use Kintana username as the name of resources created during synchronization. Example: johnsmith

" Full name Use Full Mame {First Name, a space and Last Name) as the name of resources created during j

Ok | | Cancel |

|Ready

Figure 6-4 MSP Synchronization Tab

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

The MSP syncHronizaTioN tab has four sections:

Microsoft Project File Information
Activity History
Control Mode

Resource I dentification

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 SyNcHRoNiIzATION tab sections described below.
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Microsoft Project File Information

The MicrosorT 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 alocal machine or alocal
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 MopE 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.
(Thisisthe default value for new Projects created in Drive.)

® MICROSOFT PROJECT-CONTROLLED

The Project Manager creates a project in Microsoft Project and
synchronizesit 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 ResouRrce 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 M ode and Resource | dentification options, click Ok
to save your selections.

Importing Custom Fields from a Project Template

Project Templates are used in Driveto create repeatabl e processesto be used in
Projects. They can be used as amodel 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 alows you to capture whatever
information is needed without having to simultaneously import a superfluous
set of Projects or Tasks. Custom fields appear in the ProsecT 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. IntheProject Plan Panel, double-click the Project name or select it and
click Epit. The ProJecT INFORMATION Window opens.
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320 Project Information: Sales System Integration

Froject Mame: |Sa|es Systemn Integration

Praject Manager: [iohnsmith E Praject State: |Active LI
Details | Cost| Predecessors | (=1 Action ltems | =1 Notes | Baselines | =) References | User Data |
Project # : W [Denartment: lﬁ Template: I—
Project Path: |Doc Froject
[Descrption: I Bricritys I—
% Complete: ID— Canfiderze;: lﬁ
Custom Figlds Defined In: E
Start Date rFinish Date
Scheduled: Scheduled:
Estifmated
At At
~Duration (days) Effort (hours)
Scheduled: IED— Scheduled: IEDD—
Est. Rerrsititg: l— Est. Rerrsititg: l—
At l— At l—
oK I Aply, | Cancel |
|Ready

3. Select the Project Template containing the desired custom fields from the

CusToM FIELDS DEFINED IN auto-complete list.

Click AppLY to save changes and continue working in the ProJecT
k OK to save changes and close the ProsecT
k CancEeL to close the PROJECT INFORMATION

4.
INFOrMATION Window. Clic
INFOrMATION Window. Clic
window without saving any changes.
5.

to save changes and close

Click save to save changes and continue working on the Project. Click Ok
the Project. Click Cance 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.

ly or in a pre-sequenced group with a Project
rganized in a hierarchical fashion quickly and

s for adding and manipulating tasks are

Tasks can be added individual
Template. Tasks can also be o
easily. Some common method
described below:

Adding Tasks to the Project Plan Panel
Adding Tasks Using Project Templates
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e Setting Up Project Hierarchy

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

e Adding Milestones

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

1. Within the ProsecT window, click Abb Task. A new Task appearsin the
Project Plan Panel below the current selection.

Y ou 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.

Project : Implementation Lifecycle ! EI E
Plani | I CoEn | EEran i) \EReE e : Gantt Chart: & | Ql 9| Displayomionsl
Mame State Sc| || June 2003
Seq I
[iF] [10 1 [12 [13 [14 [15
1 [El-Implementstion Lifecycle ey v
2 | [ ]
| | K | »
B o e =T | Delete |+AII| =i Refresh |ScheduIePr0ject|
|Task LIAddl QK | Save | Cancel |
|Ready

2. Edit the new Task’s information.

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

e Tasks can aso be edited through the Task INFormaTION Window, which
displays more detailed information on a Task.
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i. Doubleclick on the new Task. The Task INFORMATION Window
opens.

$2 Task Information: Define Project Objectives

Task Mame: |Deﬂne Froject Objectives

sk Categor\r:l LI Task State: |New LI
Action ltems | MNotes | MNotifications | Eazelines | References | W=enEata
Details | Resources | Bt | Exceptions Fredecessors
Task #: |30649— [Denartment: I LI Template: I
Project Path: |Imp|ementati0n Lifecycle
Resource: REsaurGe EEu; E
[Descrption: I Bricritys
% Complete: ID— Canfiderze;: lﬁ
Milestone:

™ Mark task a= miestone

™ Miestone automatically completes

Start Date rFinish Date

Scheduled: Scheduled:
Estifmated
At At

~Duration (days) Effort (hours)
Scheduled: |1D— Scheduled: ISD—
Est. Rerrsititg: I— Est. Rerrsititg: I—
e e

~Scheduling Constraint

Constraint Type: IND Constraints 'l Congtraint Date: I
oK I Aply, | Cancel |

Ready

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.

Y ou 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 Prosect window, Select PrRojecT CREATED FRoM TEMPLATE from
the drop down list.

2. Click App. The Abp PRoJECT TEMPLATE Window opens.
3. Select aProsecT TEmPLATE from the auto-complete list.

4. Click oK. The App ProJecT TempLATE Window closes. The selected
Template is added to the Project Plan as a collapsed Subproject.

5. Modify theinformation 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.

Project Templates can be modified to contain Custom Fields. See “ Creating
@ Custom Fields for Project Templates” on page 165 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 aso arrange and
group themin ahierarchy.
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Frujec( : Development Laptop Upgrade ! EI |
Flan I GEst | EVAnaIy’sls| Easelines: | Gartt Chart; +_| 5' &I Dizplay Opt\onsl
Hame: State | |[z003
Seq !
ey Jun |Ju|

2 10 sevelopment Lagto Activ e — =]

2 [0 - Inital I Active jahr > ———

3 -Determing Laptop Lsage Completed iohr %:Fsmilh

4 - Technology Assessment Completed jane nesmith;jakesmith;johnsmith

5 Cost Analysis In Progress julie I WIESIHIH],JUSES\T\I"T,]UHHSIWTH

53 Purchase New Laptops Pending Predec... |johr f

z1a =1 Upgrade Laptops Active iohr

8 ~Inage Old Machines Pending Predec.... |julig

9 Perform Upgrads Pending Predec . [jane
10 Test Stabili Pending Predec... |julie
11 - Roll-Out Pencling Predec... [johr
12 - L essons Learned Pending Predec... [julie

1 M= | 8

o el e M= Delee | dhan| =

[rasx Llﬂl

Refresh | Schedu\eprn]ectl

oK | Sae | Cancel |

I‘Eave” Successful

To move an item up in the hierarchy:

1. Inthe Project Plan Panel, select the Task or collapsed Subproject you want

to move.

2. Click the ur ArRrow button or press Ctrl-up arrow on your keyboard.

The selected Task or Subproject moves up in thelist.

e |f the sdlected item is not at the samelevel astheitemitis switched
with, it isindented or outdented to match the level of theitemitis

switched with.

e If the switch resultsin 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. Inthe Project Plan Panel, select the Task or collapsed Subproject you want

to move.

2. Click the bown ArRrow button or press Ctrl-down arrow on your keyboard.

The selected Task or Subproject moves down in the list.
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e |f theitem immediately above the selected item is an expanded
Subproject, the selected item becomesiits child.

e |f theitem immediately above the selected item is a collapsed
Subproject or Task, the selected item isindented or outdented to match
the Subproject or Task’s level.

e |f 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 RicHT ARROW button or press Ctrl-right arrow on your keyboard.

The selected Task or Subproject moves one level deeper in the hierarchy.
e |f theitem immediately above the selected item isa Task, that Task is
converted to a Subproject.

If the selected item isthefirst child of a Subproject, you will not be able to
indent it.

To outdent an item:

1.

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

Click the LerT ArRrow button or press Ctrl-left arrow on your keyboard.
The selected Task or Subproject moves out one level in the hierarchy.

e |f the selected item was a child of a Subproject, it becomes either a
Task or Subproject on the same level asits former parent.

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

o |f 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.
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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

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 | Adds a new Task to the hierarchy below the last row.
Task in hierarchy)

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 | Saves edits and moves cursor to the next cell in the Project
(while editing) 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:
e Assigning Resources

e Setting Up Notifications

e Editing Task Information
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e Attaching Referencesto Tasks
0 Attaching Existing Requests
0 Attaching Packages
0 Attaching Documents

0 Attaching URLs
e Configuring Task Predecessors
e 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 Prosect window, select Task CREATED FRom REQUEST from the
drop down list at the bottom left corner of the window.

Project : Implementation Lifecycle ! EI
Plani | I CoEn | EEran i) \EReE e : Gantt Chart: & | Ql 9| Displayomionsl
1 Matne State S| [ dune 2003
Seq H
[iF] [10 1 [12 [13 [14 [15
1 [=]-Implementation Lifecycle ey v
2 =
1 | e | »
B o e =T | Delete |+AII| =i Refresh |ScheduIePr0ject|
Addl Ok | Save | Cancel |
|Ready

2. Click App. The New Task FRom REQUEST Window opens.
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2 Mew Task From Request [x]
Reqguest Mo I E

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

& Task Updated by Reguest - (Auto-Updsting) - Task (New) is automatically updsted by selected Reguest

Search | Cancel |
|Ready

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 criteriain the
appropriate fields and clicking LisT.

The Requests that match your search criteria display in the QuUery ResuLTs
section of the window.

& Request Selection [ %]
AY

I Select the Relationship that the selected Reguest has to Task (Mew): ﬂ ‘
AV

rQuery Resuft:

Reguest Mo, Request Type Reqguest Status Priority Description
FPFM - Project Reguest Mew Marmal

Created By
Faper Free admin

|

Add | Cancel |

|1 Request Recards are loaded.

5. Select the Request(s) in the Query ResuLTs Section that you want turn into
Tasks.

Y ou can select multiple Requests in the Query ResuLTs section. When they

are added to the Project Plan, anew Task is created for each selected
Request.

6. Click OK to create the new Task and close the window. Click App 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 ProsecT window open. Click
OK to save the new Task and close the ProsecT 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.

Y ou can change the Reference for this Task at any time by double-clicking
it, opening the Task INFORMATION Window and editing it in the REFERENCES

tab.

Adding Milestones

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

To create aMilestone:

1. Within the ProsecT window, click Abp Task. A new Task appearsin the
Project Plan Panel below the current selection.

Y ou 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.

Project : Implementation Lifecycle

=l

Plan | Gost|EdEnaEis | Easeines : Ganﬂ(:hart,,_l&l&l Displayomionsl
Matne State S| |[June 2003
Seq I
[iF] [10 1 [12 [13 [14 [15
1 =l Implementation Lifecycle ey v
o L o
1 | K | »
B o e =T | Delete |+AII| =i Refresh |ScheduIePr0ject|
fTask LIAddl ok | save | cancel |
|Ready
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2. Double click on the new Task. The Task INFORMATION Window opens.

$2 Task Information: Define Project Objectives

Task Mame: |Deﬂne Froject Objectives

sk Categor\r:l LI Task State: |New LI
Action ltems | MNotes | MNotifications | Baselines | References | e ats
Details Resources | Bt | Exreptinms | Fredecessors
Task #: |30649— [Denartment: I LI Template: I
Project Path: |Imp|ementati0n Lifecycle
Resource: REsaurGe EEu; E
[escription: | Briaritys
% Complete: ID— Canfiderze;: I 'l
- hilestone:
™ Mark task a= miestone
™ Miestone automatically completes
Start Date rFinish Date
Scheduled: Scheduled:
Estifmated
At At
~Duration (days) Effort (hours)
Scheduled: |1D— Scheduled: ISD—
Est. Rerrsititg: I— Est. Rerrsititg: I—
e e
~Scheduling Constraint
Constraint Type: IND Constraints 'l Congtraint Date:
,TI Aply, | Cancel |
|Ready

3. Select the Mark Task As MmiLEsToNE 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 changesto the Task and close the Task INFormAaTION 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.
Note
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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.

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.

( Manager Bob has a Training Project for a new software module being
Example

These dependency relationships are controlled from the PrRebecessors tab of
the PRoJECT OF TASK INFORMATION Window.

#& Project Information: Development Laptop Upgrade

Froject Mame: |Deve|0pment Laptop Upgrade
Froject Manager: |j0hnsmith E Froject State: |Active LI
Detailsl Cost PFEUECESSDFS| Action Itemsl NoteslBaseIinesl ReferenceslUSerDatal
Type | Project | [Marne | IDVSeq | Relationzhip |
Add Eemaye | L] ) =1] |
ok I il | Cancel |
|Ready

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

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

Predecessor Type Description Possible Relationships
TASK/PROJECT A Task or Project in | FINISH/START - The Project or Task can
the current Project | start once its Predecessor has
completed.
EXTERNAL TASK A Task from a FINISH/START - The Project or Task can
separate Project start once its Predecessor has
completed.
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Table 6-4. Possible Predecessor Relationships to a Project or Task

Predecessor Type Description Possible Relationships

EXTERNAL PROJECT | A separate Project | FINISH/START - The Project or Task can
start once its Predecessor has

completed.
REQUEST A Request (possible | FINISH/START - The Task can start once
for Tasks only) 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.

The following sections discuss setting Predecessor rel ationships in more detail :
e Setting Internal Predecessors

e Setting an External Predecessor Task

e Setting an External Predecessor Project

e 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.
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Project : Development Laptop Upgrade ! EI E

Flan | Cost I EVAnaIy'SiSI Bazelines I : Gantt Chart: &I &I &I Display Options
Predecessors Mame June 2003
Seq I
[iF] 10 1 [12 [13 [14 [15 I
10
2 [m] F-Iritial Assessment | it
g 5 Purchase New Laptops Penc
7 Oz B Upgrade Laptops | it
11 10 ~Rall-Out Penc
12 11 L eszons Learned Penc
Y — | I | >

2| ¥|e|=| Editl Delete |ﬂ|—_AIII

|Task

=] s

Ok | Eaye | Cancel |

['Refresh" Successful.

In the PRepECESSOR 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 PRepecEssoRs tab.
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322 Project Information: Development Laptop Upagrade

Froject Mame: |Deve|0pment Laptop Upgrade

Froject Manager: |j0hnsmith E Froject State: |Active LI
Detailsl Cost Predecessors | Action Itemsl Notesl Elaselinesl Referencesl USerDatal
Type | Project | [Marne | IDVSeq | Relationzhip |

Add Eemaye | L] ) =1] |
ok I il | Cancel |

|Ready

2. Click App. A lineis added to the Prepecessors tab table.

322 Project Information: Development Laptop Upagrade

Froject Mame: |Deve|0pment Laptop Upgrade

Project Manager: |j0hnsmith E Praject State: |Active LI
Detailsl Cost Predecessors | Action Itemsl Notesl Elaselinesl Referencesl USerDatal

Type | Project | [Marne | IDVSeq | Relationzhip |
TaskiProject |Development Laptop...| [ [Finish-Start |

|| Remoyve | Qe |
QK I Apply | Cancel |

|Ready

3. Inthe Tyre column, select ExTerNAL TAsk from the drop down list.

4. Inthe ProsecT column, select the external Project from the auto-complete
list.

5. Inthe Name column, select the Task Name from the auto-complete list.
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6. Click thefield in the ID/SEqQ column to display the Task ID.

322 Project Information: Development Laptop Upagrade

Froject Mame: |Deve|0pment Laptop Upgrade

Froject Manager: |j0hnsmith E Froject State: |Active LI

Detailleost Predecessors Action Itemsl NoteslBaseIinesl References USerDatal

Type Project [Marne IDVSeq Relationzhip

External Task Sales Server Upgrade Discuss Findings

Add Remaove | Qpen |
QK I Apply | Cancel |

|Ready

7. Click AppLY to save changes and continue working in the PRoJecT OF TAsk
INForMATION Window. Click OK to save changes and close the ProsecT 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 PrRepecessors tab.
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322 Project Information: Development Laptop Upagrade

Froject Mame: |Deve|0pment Laptop Upgrade

Froject Manager: |j0hnsmith E Froject State: |Active LI
Detailsl Cost Predecessors | Action Itemsl Notesl Elaselinesl Referencesl USerDatal
Type | Project | [Marne | IDVSeq | Relationzhip |

Add Eemaye | L] ) =1] |
ok I il | Cancel |

|Ready

2. Click App. A lineis added to the Prepecessors tab table.

322 Project Information: Development Laptop Upagrade

Froject Mame: |Deve|0pment Laptop Upgrade

Project Manager: |j0hnsmith E Praject State: |Active LI
Detailsl Cost Predecessors | Action Itemsl Notesl Elaselinesl Referencesl USerDatal

Type | Project | [Marne | IDVSeq | Relationzhip |
TaskiProject |Development Laptop...| [ [Finish-Start |

|| Remoyve | Qe |
QK I Apply | Cancel |

|Ready

3. Inthe Type column, select ExternaL ProJecT from the drop down list.

4. Inthe ProsecT column, select the external Project from the auto-complete
list.
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5. Inthe Name column, select the Project or Subproject Name from the auto-

complete list.

6. Click thefield in the ID/Seq column to display the Project or Subproject ID.

322 Project Information: Development Laptop Upagrade

Froject Mame: |Deve|0pment Laptop Upgrade

Project Manager: |j0hnsmith E

Details | Cost Predecessors | =) action ltems | =1 otes | Bazelines |

Project State: |Active LI

Refarences | User Dat |

Project
erver Upgrade Purchase Mew

External Project  Sales

Add Remave |

Relationzhip
Finish-Start

Qpen |

QK I Apply | Cancel |

|Ready

7. Click AppLY to save changes and continue working in the PRoJecT Of TAsk
INForMATION Window. Click OK to save changes and close the ProsecT or
Task INFOrRMATION 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 Task Information: Purchase New Laptops

Task Mame: |[§E ]

Task Cateq o I—;, Task State: |Pending Fredecessor LI
Action ltems | Notesl Motifications | Bagelines | References | Ueer et
Details | Resources | Cost Exceptions Predecessors
Type | Project | [Marne | IDVSeq | Relationzhip |

TaskiProject |Development Laptop.. [Cost Analysis | [Finish-Start |

Add Eemaye | L] ) =1] |
ok I il | Cancel |

|Ready

2. Click App. A lineis added to the Prepecessors tab table.

$2 Task Information: Purchase New Laptops

Task Mame: |Purchase Mew Laptops

sk Categor\r:l 'l Task State: |Pending Fredecessor LI

Action ltems | Motes | Motifications | Bagelines | References | Ueer et
Details | Resources | Cost Exceptions Predecessors
Type | Project | [Marne | IDVSeq | Relationzhip |
TaskiProject |Development Laptop..[Cost Analysis | [Finish-Start |
TaskiProject |Development Laptop..| [ [Finish-Start |

Fefmoye | L] ) =1] |
QK I Apply | Cancel |

|Ready

3. Inthe Tyre column, select RequesT from the drop down list.
4. IntheD/SEqQ column, select the Request ID from the auto-complete list.

5. Inthe ReLaTionsHIP column, Select FinisH-START OF FinisH-FinisH from the
drop down list.
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$2 Task Information: Purchase New Laptops

Task Mame: |Purchase Mew Laptops

sk Categor\r:l 'l Task State: |Pending Request 30008 - 0% LI
Action ltems | Motes | Motifications | Bagelines | |1 References | Weer iats
Details | Resources | Cost Exceptions Predecessors
Type | Project | [Marne | IDVSeq | Relationzhip

TaskiProject Development Laptop...|Cost Analysis a Finizh-Start
FFM - Project Re... 30008 Finish-Finish

Add Remaove | Qpen |
QK I Apply | Cancel |

|Ready

6. Click AprpLY 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 ScHepuLing tab of the SETTiIngs window. The
following are common tasks and items associated with scheduling:

e Generating the Schedule
e Scheduling Errors
e Scheduling Warnings

Generating the Schedule
To generate the schedule for a Master Project:

1. Inthe Prosect window, click ScHebuLE ProsecT. The ScHebuLIng Window
opens.
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Schedule for Implementation Lifecycle E

& Schedule Entire Opened Project

" Schedule Selected Part OF Project

Start Scheduling From: |eugust 8, 2001

Schedule I Cancel |

[Ready

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 @ Subproject is clicked,
all of its children will be scheduled.

3. Specify adate to begin scheduling from by clicking on and selecting from
the START ScHEDULING FRoM calendar.

4. Click ScHEDULE.

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 errors occur, no schedule will be generated and alist of errors
Note

If scheduling warnings occur, a schedule will be generated and alist of
warnings will appear. Take note of each warning, as they may be important
to theinitiative’s success. See“ Scheduling Warnings® on page 105 for more
details.

Scheduling Errors

It is possible for certain combinations of input to cause a schedule to be
unworkable. If any of these errors are encountered, the schedule will not be
created.
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Table 6-5. Scheduling Errors, Causes, and Possible Solutions

Scheduling Cause Possible Solution
Error
CIRCULAR The predecessors of a set of projects or | Break the cycle by
DEPENDENCY tasks contains a cycle. This cannot be | removing or changing
scheduled. a predecessor.
NOT ENOUGH The amount of working days available | Assign more resources
AVAILABLE from the pool of resources assigned to | to the task, increase
RESOURCES a task is less than the duration of the resource availability
FOR TASK task. This situation can occur if a via resource
resource does not have any available calendars, or change
working days, or perhaps for the Scheduling setting
contractors who only have set periods | to require less
of time to work. resource availability.
SELECTED There are tasks or projects that are not | Select a larger sub-
SUBPROJECT in the selected sub-tree, but have tree that includes all
HAS predecessors in the selected sub-tree. | dependents, orremove
DEPENDENCIES the dependencies.
OUTSIDE OF
ITEMS TO BE
SCHEDULED
NO TASKS TO There are no non-complete, non- Add tasks, or select a

BE SCHEDULED

cancelled tasks within the selected sub-
tree to be scheduled

larger sub-tree that
includes non-complete
or non-cancelled tasks.

Scheduling Warnings

It is possible for certain combinations of input when using actual-based
scheduling or scheduling constraints to cause a schedul e to be potentially
unworkable. Warnings appear when actual-based scheduling has been
specified. The schedule will still be created, however.

Table 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.

Setting Up a Project 105




Working with Projects

Table 6-6. Scheduling Warnings Dialog

Scheduling Warning Cause

Possible Solution

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.

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

ACTUAL START DATE OF
TASK OCCURS BEFORE
PREDECESSOR FINISHES

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

Establishing a Project Baseline

A basdlineisthe original approved Project plan for aProject. 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

Y ou can select any of the following Project fieldsto capture in abaseline:

Summary Condition
Scheduled Start
Scheduled Duration
Scheduled Finish
Scheduled Effort

Predecessor Information
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e Resource/Project Manager
e Department

e Description

e Priority

e Resource Group

e Task Category

e Planned Labor

e Planned Non-L abor

e Planned Cost
To select fields for a basdline:

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.

§2 Settings for Development Laptop Upgrade [=]

MSP Synchronization | Cost Management | Reszource Management | Time Management | Baselines
Project Fields | Exception Rules | Indicatars | Scheduling | Security | Praject Team
This tab configures the Project fields that can be displayed in the "Plan" takb of the Project windowy, and also the Project and Task detail pages and
My Task portlet in the standard Kintana interface. Changing the field configuration here does not change the display in the other tabs of the
Project Wwincowy .
rPlanning Field ractivity Field:
Wiarkhench Wiarkhench
Enabled Only Fields Enabled Chly Fields

I r Departmett vl I % Complete

Il r Description I r Actual Duration

r - Last Updiate Date r r Actual Effort

r r Actual Firish Date
r r Priority
r r Actual Start Date
r r ProjectiTazk #
r - I r Confidence
Resource Grou
P r r Estitnated Finish Date
Scheduled Effort

r r ShEte o r r Estimated Remaining Duration

r r Vi Y I - Estimated Remaining Effart

I r Planned Labaor Il r Actual Labor

r r Plarned Mon-Lakbor I r Actiusl Mon-Lakbaor

r r Planned Total r r Actual Total

ok I il | Cancel

|Ready

3. Click the BAsELINES tab.
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§2 Settings for Development Laptop Upgrade [=]

Froject Fields | Exception Rules | Indicatars | Scheduling | Security | Froject Team

M3P Synchronization | Cost Management | Resource Management | Time Management Baselines

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

Active [Marne Description Baselined By Baselined COn

LrElete |

rEBaseline Field
Choose which haseling fields you would like to display for all baselines for this project:
Available Fields: Selected Fields:

Cepartment ﬂ
Cescription ¢| |:>
Flanned Cost —I—I
Flanned Labor

Planned Mon-Labar LI

ok I il | Cancel |

|Ready

4.

5.

6.

In the BaseLINE FiELDs section, double-click the fields or use the arrow

buttons to move fields from the AvaiLasLe FieLDs list to the SELEcTED FIELDS

list.

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

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

Taking a Baseline
To take abaseline:

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

2. Select ProJecT -> BAaseLINE from the menu at the top of the Kintana

Workbench. The Baseuine window opens.
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Flease specify the name and description of the new haseline. [twill
hecome the active baseline.
rarme: |Baselined On 6/9/03
Description: |
Cancel |
|Ready

3. Enter aName and optional DescripTion for the baseline.
4. Click oK.

The basaline 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. Y ou can specify whichis
the active Project baseline, as well as delete baselines at any time.

Project Manager for the Master Project can manage baselines (take new
baselines, delete baselines, specify the active baseline).

( While any Project Manager can see the active baseline for a Project, only the
Note

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.
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= for Development Laptop Upgrade
MSP Synchronization l Cost Management l Reszource Management l Time Management l Baselines
Project Fields l Exception Rules l Indicatars Scheduling l Security l Praject Team
This tab configures the Project fields that can be displayed in the "Plan" takb of the Project windowy, and also the Project and Task detail pages and
My Task portlet in the standard Kintana interface. Changing the field configuration here does not change the display in the other tabs of the
Project Wwincowy .
rPlanning Field ractivity Field:
Wiarkhench Wiarkhench
Enabled Only Fields Enabled Chly Fields
[ r Department ¥ I % Complete
r r i I r Actual Duration
- - Last Update Date [ r Actual Effort
I r Actual Finish Date
[ r Pririty
I r Actual Start Date
[ r ProjectiTask #
I r Confidence
[ r Resource Group
I r Estimated Finish Date
" r Scheduled Effort
CREELIEE ETTO) [ r Estimated Remaining Durstion
[ r izl gy - r Estimsted Remaining Effart
I r Planned Labar r - Actual Labor
I r Planned Mon-Lakar I r Actual Mon-Labaor
I r Planned Total I r Actual Total
Ok | | Cancel
|Ready

3. Click the BAsELINES tab.

Settings for Development Laptop Upgrade

Froject Fields l Exception Rules l Indicatars Scheduling l Security Froject Team

M3P Synchronization l Cost Management l Resource Management l Time Management Baselines

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

Active [Marne Description Baselined By Baselined COn

[

Easeline Fields
Choose which haseling fields you would like to display for all baselines for this project:
Available Fields: Selected Fields:
Cepartment =
Cescription
Flanned Cost —I—I
Flanned Labor

Planned Mon-Lakor

Ok | | Cancel

Ready
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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.
& Delete Baszeline [ %]
This is the ACTIVE baseline.
@ Do you still want to delete it

1w |

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 resourcesto 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:

e Task Elements

e Adding Tasksto Projects
e Editing Task Information
e Assigning Resources

e Adding Action Items

e Adding Notes

e Setting Up Notifications
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e Attaching Referencesto Tasks
e Configuring Task Predecessors
e Changing the Task Sate

e Setting Scheduling Constraints

e Configuring User Data

Task Elements

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

e Notifications

e References

e Task Categories
e Task Sates

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. Thiswould include such events as:

e Thecompletion of aTask.

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

e Thetriggering of an Exception Rule by a Task.
e Thearrival of aTask’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 referencesis viewed as part of the Task.

There are several reference types defined for Tasks: Requests, Packages,
Projects, Releases, Attachments and URLSs.
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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.

( Project Managers can create Tasks from Requests in the Kintana
Note

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 ProsecT window. The available states for a Task are defined in Table 7-1.

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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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 Reapy to IN
PROGRESS t0 CANCELLED, Or from Byrassep back to Reapy. Project
Participants are only able to change a Task from Reabpy tO IN PROGRESS tO
COMPLETE.

Available Task states may also depend on the state of the Project.

Adding Tasks to Projects

Tasks can be added to a Project individually or in a pre-sequenced group, as
defined in aProject Template. Tasks can also be quickly and easily organized
in ahierarchical fashion. See “ Adding Tasksto 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. Goto the Project Plan Panel.
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Project : Implementation Lifecycle ! E[ E
4 Gartt Chart: Ql Ql 9| Display Optiors

Flan | Eost |EVAnaIySiS| Elaselinesl N
Mame State Sc| (| June 2003
Seq I
[iF] [10 1 [12 [13 [14 [15
1 [=]--Implementation Lifecycle Tewy -
2 =
| | K | »
B o e =T | Delete |+AII| =i Refresh |ScheduIePr0ject|

Task Created From Request n Addl QK | Save | Cancel |

|Ready

2. Select Task CREATED FRoMm REQUEST from the drop down list at the bottom
left corner of the window.

3. Click App. The New Task FRom REQUEST Window opens.

2 Mew Task From Request [x]

E

Reqguest Mo I
Select the Relationship that the selected Reguest has to Task (Mew):

& Task Updated by Reguest - (Auto-Updsting) - Task (New) is automatically updsted by selected Reguest

Search | Cancel |

|Ready

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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Request No.: [ Request Type: Ef Queny: [None 3|
Department: |ALL Sub-Type: Iﬁ Created By:
“workflow: Linked Project/T ask: Contact Name:
PFricrity: |ALL ;I Fequest Group: I— Company:
Azsigned User: Azsigned Group: I— Application:
Fegwords: |
Fiequest Status: [
Include Closed Requests: © Yes & Mo Only Eligible Requests: © ez & No
Dates
" DateCreated & n | (S |

" Date Modified © it [2: I‘I Iday[s] 'I

b aw Rews [ 200

Clear | List I

AW
Fielationship: |Task Updated by Request =l
Thiz tazk iz automatically updated by selected request
~Query Result
Fequest Mo, | Fequest Type | Fequest Status | Pricrity | Diescription | Created By | Fequest Grou
4 | i
ok | add || cancel |
[Feady

5. Search for the Request(s) you want to use by entering search criteriain the
appropriate fields and clicking LisT.

The Requests that match your search criteriadisplay in the QuUery ResuLTs
section of the window.

& Request Selection [ %]
AY

I Select the Relationship that the selected Reguest has to Task (Mew):
AV
rQuery Resuft:

=|

Request Type
FPFM - Project Request

Reguest Mo, Reqguest Status

Priority
Marmal

Description
Faper Free

Created By
admin

4] | i

Add | Cancel |

|1 Request Recards are loaded.

6. Select the Request(s) in the Query ResuLTs section that you want turn into
Task(s).
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Y ou can select multiple Requests in the Query ResuLTs section. When they
are added to the Project Plan, anew 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 App 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.

Y ou can change the Reference for this Task at any time by double-clicking
it, opening the Task INFOrRMATION Window and editing it in the REFERENCES
tab.

9. Click save to save the new Task and leave the ProsecT window open. Click
OK to save the new Task and close the ProsecT window.

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

To create aMilestone:

1. Within the ProsecT window, click Abp Task. A new Task appearsin the
Project Plan Panel below the current selection.

Y ou 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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j nplementation Lifecycle

Plani | I CoEn | EEran i) \EReE e : Ganit Chart: Ql Ql 9| Displayomionsl
Mame State Sc | || June 2003
Seq | !
[iF] [10 1 [12 [13 [14 [15
1 =l Implementation Lifecycle Tewy ~
2 - ]
I | NIk | »

2| ¥|e|=| Editl Delete |ﬂ|—_AIII
=

|Task

Refresh | Schedule Projectl

Ok | Save | Cancel |

|Ready

2. Double click on the new Task. The Task INFORMATION Window opens.

Task Information: Define Project Objectives

Task Mame: |Deﬂne Froject Objectives

sk Categor\r:l LI Task State: |New LI
Action ltems | MNotes | MNotifications | Eazelines | References | W=enEata
Details Resources | Bt | Exceptions Fredecessors

Task#: |30649

[Denartment: I

LI Template: I

Project Path: |Imp|ementati0n Lifecycle

™ Mark task a= miestone

™ Miestone automatically completes

Resource: I REsaurGe EEu; E
[Descrption: I Bricritys
% Complete: ID Canfidence: I 'l

- hilestone:

Start Date

Schedulect [June 9, 2003
Actia(: I

Finish Date:
Schedulect [June 9, 2003

Estifmated I
At I

El E

~Duration (days)

Scheduled: |1.0
Est. Rerrsititg: I—
e

Effort (hours)

Scheduled: IS.D
Est. Rerrsititg: I
At I

~Scheduling Constraint

Constraint Type: IND Constraints 'l

Constraint Date: I

ok I il | Cancel |

Ready
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3. Select the Mark Task As MmiLEsToNE 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.
Note

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. Locatethe Task you wish to edit.
e |f you are editing an existing Task, query and open an existing Project.

e |f 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 |nformation window
1. Locatethe Task you wish to edit.

e Query and open the Task directly from the Task WorkBeNcH. The Task
INFORMATION Window opens.

Or
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e Query and open an existing Project.

Double-click the Task you want to edit, or select it and click Ebit. 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.

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

Assigning Resources

Users with appropriate security permissions can assign Resources to Tasks
displayed in the Project Plan 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:

e Assigning Resourcesin the Project Plan Panel

e Assigning Resources in the Task Information Window

e Assigning Multiple Resources in the Task I nformation Window
e Assigning Resource Groups

e Determining Project Resources

Assigning Resources in the Project Plan Panel

Resources can be assigned for existing Tasks and new Tasks.

e |f you are assigning Resources to an existing Task, query and open the
Project containing the Task.

e |f you are assigning Resources to a newly created Task, you are aready 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 vaupate window showing all the available resources opens.
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3.

b. From the vaLipbate window, select aresource.

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.

4.

If you are assigning Resources to an existing Task:

0 Query and open the Task directly from the Task WorkBeNcH. The Task
INFORMATION Window opens.

Or
0 Query and open an existing Project.

Double-click the Task to which you want to assign Resources, or select
it and click Epit. The Task INFOrRMATION Window opens.

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

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

Click the DeTalLs tab.
In the Resource field, click the auto-complete list icon.
From the vaLipbaTe window, select a Resource.

Click ok or AppLY t0 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:

0 Query and open the Task directly from the Task WorkBeNcH. The Task
INFORMATION Window opens.

Or
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0 Query and open an existing Project.

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

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

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

1. Click the REsources tab.

$2 Task Information: Roll-Out

Task MNarme: |ROII-Out

sk Categor\r:l 'l Task State: |Pending Fredecessor LI
Action ltems | MNotes | Motifications | Easelines | References | e wata
Details Resources | Cost Exceptions | Fredecessars
Add multiple resources ta this task or modify partial effort for individual resources
Task Duration: 2.0 days
Task Start: July 10, 2003 Task Finish: July 11, 2003
Edit Booked Skill or Partial Effort:
Resaurce | Baaked Skil | Etfort thoursy |
iohnsrmith |Project Manager [ 16|
Remave | Total Effort (haurs): |16.D
Add Resource to Task: Bl Add | view Resource Details |

ok I il | Cancel |

|Ready

2. Specify a Resource in the Abb REsouRrce To TAsk auto-complete list and
click Abp. Repest as necessary.

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

4. To adjust the number of effort hoursfor 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 surethat thefield 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 Resourcesfor
aProject. In the ProsecT TEam tab of the ProsecT SETTINGS Window, the Project
Manager can choose to either:

e Allow all userswith the ProsecT option enabled in their Security Groupsto
be Resources for a Project.

Or

e 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 Prosect Team tab for a Master Project.

Adding Action ltems

Action Items are used to capture important “to do” itemsthat 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.
e |f you are adding an Action Item to an existing Task:

0 Query and open the Task directly from the Task WorkeencH. The
TASK INFORMATION Window opens.

Or
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0 Query and open an existing Project.

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

e |f you are adding an Action Item to anewly created Task, you are
aready in the Project Plan Panel.

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

In the Task INFormATION Window, click the AcTion ITems tab.
Click Apbp. The AcTion ITEM window opens.
Enter information in the required fields and drop down lists.

Select REQuIrReD = YEs if you want the Action Item to be required. The Task
will not complete until the Action Item has been completed.

Click App to add the Action Item and continue to create more, or click ok
to add the Action Item and close the window.

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.

If the Task INFOrRMATION Window is opened from the Project Plan Panel, you
must click Ok or Save in the ProsecT 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 Notesto a Task:

1.

Notes can be added to existing Tasks and new Tasks.
e |f you are adding aNote to an existing Task:

0 Query and open the Task directly from the Task WorkeencH. The
TASK INFORMATION Window opens.

Or
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0 Query and open an existing Project.

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

e |f you are adding aNoteto anewly created Task, you are aready in the
Project Plan Pandl.

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

2. Inthe Task INFormaTION Window, click the NoTes tab.
3. Enter any Notesinto the New NoTEes 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 ProsecT 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.
e If you are setting up notifications for an existing Task:

0 Query and open the Task directly from the Task WorkeencH. The
TASK INFORMATION Window opens.

Or
0 Query and open an existing Project.

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

e If you are setting up Notifications for a newly created Task, you are
already in the Project Plan Panel.
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10.

11.

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

In the Task INFormATION Window, click the NoTiricaTions tab.
Click New. The Abb NoTIFicATION FOR TAsk Window opens.

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:

e The Task has reached a specific state.
e The Task hastriggered a particular Exception.

e The Task’'s Scheduled Start or Finish date is approaching, has arrived,
or has passed.

To add anew user to the Recipients, click New. The Abb NEw RECIPIENT
window opens.

Enter information in the required fields.

Click App 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 Abb NoTIFicATION FOR TAask Window.
Click canceL to return to the Abb NoTiFicaTION FOR Task Window without
saving any changes.

(Optional) In the Abp NoTIFICATION FOR TAask Window you can use the Eoit
and DeLeTe buttons to modify thelist of recipients. Click Token to view the
available tokens.

(Optional) Click the Messace tab in the Abb NoTiFicATION FOR TAsk Window
if you want to view and edit the Message Notification Template.

(Optional) Notifications can be configured to include the Web address
(URL) for a specific Project or Task. Thisisreferred to asa Smart URL.
Y ou can include a Smart URL token for the Notification. See the next
section, Using Smart URLs in Notifications, for more information.

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

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.

To use a Smart URL:

1.

2.

Follow the procedure described in * Setting Up Notifications” on page 127.
Open the Task INFORMATION Window.

Click the NoTiFicaTions tab.

Click New. The Abb NoTIFicATION FOR TAsk Window opens.

Click the MessaGE tab.

Click Tokens. The Token BuiLbEr window opens.
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Token Builder [ %]
Token Contest Tokens
a Token Contest Token Description
{17 App Server PARENT_PROJECT_MNAME ame of the Praject containing this Project ;I
w77 Nol FERCEMT_COMPLETE Percent Complete of the Project
oject FRICRITY Priority of the Project
{77 Synchronization Histary| | PROJECT_ID Unigue ID for thiz Project [same as Project Mum...
{77 Security Group FROJECT _MAMNAGER 10 of the Project Manager for this Project
{27 System FROJECT _MAMNAGER_EMAIL Email address of the Project Manager for this Pr...
: {7 Task FROJECT _MAMNAGER_USERM... |Usemame of the Project kanager for this Project
o0 User PROJECT_MAME Froject Name
FROJECT_MUMBER Unigue ID for thiz Project [same az Project 1D]
FROJECT_PATH Project Path for thiz Project
FROJECT_STATE Project State
FROJECT_TEMPLATE Mame of the Template used to create this Project
FROJECT _TYFE_CODE Fieturns TASK for Tasks and PROJECT for Proj..
FROJECT_URL URL to access the Project Overview page for th...
SCHEDULED_DURATION Scheduled Duration for this Project
SCHEDULED_EFFORT Scheduled Effort for this Project
SCHEDULED_FIMISH_DATE Scheduled Finish D ate for thiz Project
SCHEDULED_START_DATE Scheduled Start D ate for thiz Project
SUMMARY_COWNDITION Summary Condition for this Project
UD.CONTINGENCIES ]
4 | | H| [WORKBEWNCH PROJECT_URL |URL to access the Project ‘Windaw for this Proj.. | =]
Cortest Value: |

Refresh |

Cloze |

7. Click either the Project or Task folder to display the list of Tokens.

The figure above shows the Smart URLs for Projects.

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. Sdect the Token in the Token field.

10. Press Ctrl + c to copy the Token’s name.

11. Click Close to close the Token BuiLber Window.

12. Click in the Notification’ s Body text section at the point where you want to

insert the Smart URL.

13. Press Cirl + 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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Add Motification for Mew Task [ %]

Setup  Message |

Motific-ation Template: |Standard HTML Message [HTHL] =l
Matification Format: — [HTML =l
Fromm: Choose... Clear
Feply To: Chooze... Clear
Subject: |Kintana - Drive Alert
Body:
<table width="85%" border="0" ;I
cellspacing="0" cellpadding="1">

<LE>
<td width="100" class="notificationbold”
nowraprOpen Project Overview:</td>
<td width="20">/cd>

<td width="z000>
clazs="notificationtext(>[FRI.FROJECT_URL]<ytd=
L/Err J

<LE>
<td width="100" class="notificationbold”
nowrapxNotified Users:</td=
<td width="20">/cd>

<td width="z000" ~
Tokens | ()3 | Cancel |

[Feady

14. Click OK to close the Abb 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:

‘ Master Project ‘

Subproject 1

Subproject 2

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

Subproject 1

Subproject 2

http://company: 5080/ kintana/ html/kintanaHome . html

Notified Users: johnsmithf@kintana.com

Project: Subprojecti
Description: Sample Task

|
|
|
Status change for Task: Task & |
|
|
|

Master Project Name: Master Project — — — — —
Parent Project MName: Subprojects — — — — — — — —

Parent's Parent Project MName: Subprojectli-— — — — — —— _— |

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 ProsecT window. See
“ Entering Actual Cost Data” on page 46 for more detailed information.

132 Configuring Tasks



Working with Projects

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.

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

0 Query and open the Task directly from the Task WorkeencH. The
TASK INFORMATION Window opens.

Or

0 Query and open an existing Project. Double-click the Task to which
you want to attach References, or select it and click Epit. The Task
INFORMATION Window opens.

e |f 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 Epir. The Task
INFORMATION Window opens.

2. Inthe Task INFormATION Window, click the Rererences tab.

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

e “Attaching Existing Requests’ on page 134
e “Attaching New Requests’ on page 136

e “Attaching Packages’ on page 137

e “Attaching New Packages’ on page 140

e “Attaching Tasks’ on page 140

e “Attaching Releases’ on page 143

e “Attaching Documents’ on page 143

e “Attaching URLS’ on page 144

Configuring Tasks 133



Working with Projects

Attaching Existing Requests

To attach an existing Request to a Task:

1. Open the Task INFORMATION Window.

2. Click the RerFerenceEs tab.

3. Select RequEsT (ExisTing) from the New Rererence drop down list.

4. Click App. The NEw REFERENCE - REQUEST (EXISTING) Window opens.

2 Mew Reference - Request [Existing)

Reqguest Mo I E
Select the Relationship that the selected Reguest has to Task 30286

' Related to this Task - (Infarmational) - Selected Request is relsted to Task 30286

' Successor - [Blocked) - Action not allowwed on selected Request until Task 30286 closes

" Predecessor - [Blocking) - Action not allowwed on Task 30286 until selected Request closes

" FF Predecessor - [Finish Finizh Predecessor) - Task 30286 does not complete until selected Request closes

" Task Updated by Reguest - (Auto-Updating) - Task 30286 is automatically updsted by selected Request

Search | Cancel |
|Ready

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
vaLibaTE 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 ReEQuEsT
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
adescription of the various relationships that can be assigned.

7. Click oK. You return to the RererencEs tab in the TAsk INFORMATION
window. The new attached Request displays as a Reference.
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8. Click ok to closethe Task INFormATION Window. Y ou 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 criteriato search for Reguests to attach to a
Task.

1. From the New REFERENCE - EXISTING REQUEST Window, click SEarcH. A new
query window opens.

& Request Selection
RequestNo.:l Request Type: E Guery: INone l

4

Department: Im Sub-Type:l LI Created By
Workflow: Linked ProjectTask: B Contact Mame:
Friarity: Im Request Group: Company:
Assigned User: E Assigned Group: E Application:

Keywords:l
Request Status: |

Include Closed Reguests: € Yes & Mo Only Eligible Requests: © Yes & No
Dates

" Date Created & On | I o |

' Date Madified € Vithin Iast|1 Iday(s) 'l

hax Rows IEDD Clear |

Y

Select the Relationship that the selected Reguest has to Task 30286 ﬂ
' Related to this Task - (Infarmational) - Selected Request is relsted to Task 30286
' Successor - [Blocked) - Action not allowwed on selected Request until Task 30286 closes LI
AV
rEwery Result:
Reguest Mo, Request Type Reqguest Status | Priority Description | Created By | Regues:
< | i
Ok | Al | Cancel |
|Ready

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

The Requests that match your search criteriadisplay in the QuUery 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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8.

Select the type of relationship you want to assign between the Task and its
Request. See” Dependency Relationships’ on page 145 for adescription of
the various relationships that can be assigned.

Click ok to attach the Request(s) to the Task and close the current window.
Y ou return to the Rererences tab in the Task INFORMATION Window.

After you return to the Task INFormaTION Window, the new attached Request
displays as a Reference.

Click ok to close the Task INFormATION Window. Y ou return to the Prosect
window.

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

Attaching New Requests

A new Reguest can be created from the RerFerences tab and immediately
attached to a Task. This saves time from having to creste anew Request in
Kintana Create, searching for it, and attaching it to the Task. To attach a new
Request to a Task:

1.

2.

3.

4.

Open the Task INFORMATION Window.
Click the REFerences tab.
Select RequEsT (NEw) from the New Rererence drop down list.

Click Apbp. The New REFERENCE - REQUEST (NEw) window opens.

2 Mew Reference - Request [New) [=]

Reqguest Type: I E

Select the Relationship that the selected Reguest has to Task 30286

' Related to this Task - (Infarmational) - Selected Request is relsted to Task 30286

' Successor - [Blocked) - Action not allowwed on selected Request until Task 30286 closes

" Predecessor - [Blocking) - Action not allowwed on Task 30286 until selected Request closes

" FF Predecessor - [Finish Finizh Predecessor) - Task 30286 does not complete until selected Request closes

" Task Updated by Reguest - (Auto-Updating) - Task 30286 is automatically updsted by selected Request

cane |

|Ready

5.

Click the RequEsT Type auto-complete list icon to open it and select a
Request Type from the VaLibaTe 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
adescription of the various relationships that can be assigned.

7. Click create. The Kintanainterface opens with the Request Type loaded.
8. Enter any necessary information in the Request fields.

9. Click save. The Request is submitted. Y ou return to the Rererences tab in
the Task INFOrRMATION Window. The new attached Request displays as a
Reference.

10. Click oK to close the Task INFOrRMATION Window. Y ou 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 REFErReNCES tab.
3. Select Packace from the New Rererence drop down list.

4. Click Apbp. The New REFERENCE - PACKAGE Window opens.

32> Mew Reference - Package [Existing]
Package Mo ||
Select the Relationship that the selected Package has to Task 30286:
' Related to this Task - (Infarmational) - Selected Package is related to Task 30286
Search | Cancel |
|Ready

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

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

e Click searcH to search for Packages in a separate query window and
follow the procedure in “ Searching for 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
adescription of the various relationships that can be assigned.

7. Click oK. You return to the RererencEs tab in the TAsk INFORMATION
window. The new attached Package displays as a Reference.

8. Click ok to closethe Task INFormATION Window. Y ou return to the ProsecT
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 criteriato search for Packagesto attach to a
Task.

1. From the New REFERENCE - ExISTING PAcKAGE Window, click SEarcH. A new
query window opens.
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Y

Package Mao.: I— Package Group: E Guery: Im
workflaw: | EH Package Status: |ALL =l
Assigned User: E Created By: E Priarity: |ALL LI
Assigned Group: E Ohject Type: E Packaoe Type: |ALL LI
Ohject Mame: | E
Property Dates
I Eligible Action onty | © DaeCreated g o [ = o |
 Date Modified
I Submitied Only ¢ pate submiges © I [ e <]

hax Rows IEDD Clear |

el

' Related to this Task - (Infarmational) - Selected Package is related to Task 30286

lect the Relationship that the selected Package has to Task 30286:

AV

rEwery Result:
Package Mo Description Wik flowy Package Group Package Status | Priority Azsigned
| | i
Ok | Al | Cancel |
|Ready
2. Query for the Package(s) you want to use by entering search criteriain the

appropriate fields and clicking LisT.

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

Select the Package(s) in the Query ResuLTs section that you want to attach
toaTask.

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
adescription of the various relationships that can be assigned.

Click ok to attach the Package(s) to the Task and close the current
window. Y ou return to the Rererences tab inthe Task INFOrRMATION Window.
The new attached Package displays as a Reference.

Click Ok to close the Task INFormATION Window. Y ou return to the ProJecT
window.

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 Rererences tab and immediately
attached to a Task. This saves time from having to create anew Packagein
Kintana Deliver, searching for it, and attaching it to the Task. To attach a new
Package to a Task:

1.

2.

3.

4.

Open the Task INFORMATION Window.
Click the RerFerences tab.
Select Packace (New) from the New RerFerence drop down list.

Click Apbp. The New REFERENCE - PACKAGE (NEw) Window opens.

3> MNew Reference - Package [Mew] E

Select the Relationship that the selected Package has to Task 30286:

cane |

|Ready

0.

Click CreaTe. The Packace window opens.
Enter any necessary information in the Package fields.

Click save. The Package is submitted. Y ou return to the ReFerences tab in
the Task INFOrRMATION Window. The new attached Package displays asa
Reference.

Click ok to close the Task INFormATION Window. Y ou return to the Prosect
window.

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

Attaching Tasks

To attach aTask to a Task:

1
2

3

. Open the Task INFORMATION Window.
. Click the REFERENCES tab.

. Select Task from the New Rererence drop down list.
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4. Click App. The NEw REFERENCE - TAsk Window opens.

e New Reference - Task E
Tazk Mame: ||
Select the Relationship that the selected Task has to Task 30286:
' Related to this Task - [(Infarmational) - Selected Task is related to Task 30286
Search | Cancel |
|Ready

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

e Enter the Task Name in the Task Name field or click the Task NavEe auto-
complete list icon to locate and select the Task in a VALIDATE window.
(Hold down Citrl+Click or Shift+Click to select more than one Task.)
The selected Task displaysin the Task Nawme field. If you selected
multiple Tasks, they al display in the Task Name field separated by
semi-colons.

e Click searcH to search for Tasksin 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
adescription of the various relationships that can be assigned.

7. Click oK. You return to the RererencEs tab in the TAsk INFORMATION
window. The new attached Task displays as a Reference.

8. Click ok to closethe Task INFormATION Window. Y ou 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 criteriato search for Tasks to attach to a Task.

1. From the New REFERENCE - TAsk window, click SEarcH. A new query
window opens.

Configuring Tasks 141



Working with Projects

Cluery: Im
Resource: Resource Graup: Has Exception Of Type: E
Task Narme: l— Taski#: l— Department: E
Task Category: E Description:l
Include Finished Tasks: & Yes &+ po Task State: EH

Show only milestones? € Yes & Mo

rProject Information

ProjectManager:l ProjectName:l E
rEcheduled Date: Actual Date

Start Date From: | To: | Start Date From: | To: |
Finish Date Frorm: | To: | Finish Date From: | To: |

hax Rows IEDD Clear |

Y

Select the Relationship that the selected Task has to Task 30286;
' Related to this Task - [Infarmational) - Selected Task is relsted to Task 30286

AV
rEwery Result:
! | hilestone | Task Marne | State | Task Categary | Sched Start | Sched Finish | Resource
1| | i
Ok | Al | Cancel |
|Ready

2. Query for the Task(s) you want to use by entering search criteriain the
appropriate fields and clicking LisT.

The Tasks that match your search criteriadisplay in the QueEry 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 thelist. See“ Dependency Relationships’ on page 145 for
adescription of the various relationships that can be assigned.

5. Click ok to attach the Task(s) to the Task and close the current window.
Y ou return to the Rererences tab in the Task INFormaTION Window. The new
attached Task displays as a Reference.

6. Click Ok to closethe Task INFormATION Window. Y ou return to the ProsecT
window.

7. Click save to save the attached Task as a Reference in the Project.
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Attaching Releases

To attach aReleaseto a Task:

1.

2.

3.

4.

Open the Task INFORMATION Window.
Click the REFerences tab.
Select ReLease from the New Rererence drop down list.

Click Apbb. The NEw REFERENCE - RELEASE Window opens.

2 Mew Reference - Release [<]

Releaze Namel
Select the Relationship that the selected Relesse has to Task 302586:

' Related to this Task - (Infarmational) - Selected Release iz related to Task 30286

Cancel |

|Ready

5.

0.

To select a Release for an attachment, enter the ReLease Nave in the
ReLeAse NaMe field or click the ReLease Name auto-complete list icon to
locate and select the Release in a vaLipbate window. (Hold down Ctrl+Click
or Shift+Click to select more than one Release.) The selected Release
displaysin the ReLease Nawme field. If you selected multiple Releases, they
all display in the field separated by semi-colons.

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
adescription of the various relationships that can be assigned.

Click oK. You return to the RererencEs tab in the Task INFORMATION
window. The new attached Release displays as a Reference.

Click ok to close the Task INFormATION Window. Y ou return to the Prosect
window.

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 RerereNcEs tab.
3. Select AttacHMmeENT from the New Rererence drop down list.

4. Click App. The NEw REFERENCE - ATTACHMENT Window opens.

Mew Reference - Attachment [ %]
Attachment:l & | -3
Deseriptior: |

Cancel |

[Feady

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 islocated and
select it. The name of the Document displaysin the AttacHmenT field.

6. Enter adescription in the DescripTiON field.

~

Click OK. You return to the Rererences tab in the Task INFORMATION
window. The new attached Document displays as a Reference.

8. Click ok to closethe Task INFormATION Window. Y ou return to the ProsecT
window.

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

Attaching URLs
To attach aURL to a Task:
1. Open the Task INFORMATION Window.
2. Click the RerereNcEs tab.
3. Select URL from the New Rererence drop down list.

4. Click App. The New REFERENCE - URL window opens.
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Mew Reference - URL [ %]
uRL: | ]
Deseriptior: |
Cancel |
[Feady

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

6. Enter adescription in the DescripTiON field.

7. Click oK. You return to the RererencEs tab in the TAsk INFORMATION
window. The new attached URL displays as a Reference.

8. Click ok to closethe Task INFormATION Window. Y ou return to the ProJecT

window.

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

Dependency Relationships

The dependency rel ationships available when you attach References of various
typesto 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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Table 7-3. Dependency Relationships

Relationship Description

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.

Configuring Task Predecessors

Task predecessors are configured from the Project Plan Panel. A predecessor is
aTask 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 alist 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.
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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.

e |f you are changing the state of an existing Task, query and open an
existing Project.

e |f you are changing the state of anewly created Task, you are aready in
the Project Plan Panel.

2. IntheProject Plan Panel, select a new state for the Task from the drop
down list in the StaTe column.

To changea Task’s state from its Task I nformation window
1. States can be changed for existing Tasks and new Tasks.
e |f you are changing the state of an existing Task:

0 Query and open the Task directly from the Task WorkeencH. The
TASK INFORMATION Window opens.

Or
0 Query and open an existing Project.

Double-click the Task you want to edit, or select it and click Eoi.
The Task INFORMATION Window opens.

e |f you are changing the state of a new Task, you are already in the
Project Plan Pandl.

Double-click the Task that requires a state change, or select it and click
EpiT. 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.
e If you are setting scheduling constraints for an existing Task:

0 Query and open the Task directly from the Task WorkeencH. The
TASK INFORMATION Window opens.

Or

0 Query and open an existing Project.
Double-click the Task for which you want to set scheduling
constraints, or select it and click Epit. The Task INFORMATION

window opens.

e |f 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 Epir. 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 adate in the ConsTrAINT DATE figld.

5. Click oK.

Configuring User Data

User Datais 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
Systemin 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 Datacan roll up into Project User
Data

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

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

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

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

e  Minimum — Showsthe smallest of all values of a specified Task User
Datafield for every Task under the Project (Numeric and Date fields).

e 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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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 isupdated.

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 recal culated each time a Task is updated.

Creating Project/Task User Data Roll-Up

User Data must be configured for Projects and Tasks before specifying Roll-
Up Methods.

1. Create and configure Project and Task User Datafields.

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 Systemin Kintana”.

Example: Using Project/Task User Data Roll-Up

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

Task Cost UD  |—

Task Cost UD Project Total Cost UD

Task CostUD ||
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Each Task hasits own Cost User Data field. The values for each Task Cost
User Datafield arerolled up using the “ Sum” Roll-Up Method into the Project
ToTAL CosT User Datafield.

Task Information: Feasibility Analysis

Task Mame: |Feasibility Analyzis

Tjashk Eategorn: | | Task State: |F|ead_l,l =l

Detailsl Exceptionsl Action Itemsl Notesl Notificationsl References User Data

Cost [10 ”
Tazk Information: Prepare Testing Environments [ %]

Task Mame: |F'repare Testing Environments

Tjashk Eategorn: | | Task State: |F'ending Predecessor =l

Detailsl Exceptionsl Action Itemsl Notesl Notificationsl |E| References  User Data |

Cost |20 ”
Task Information: Phase One Testing [ %]

Task Mame: [Phase One Testing

Tjashk Eategorn: | | Task State: |New =l
+ Detailsl Exceptionsl Action Itemsl Notesl Notificationsl References User Data |
Cost [0 ”

Froject Mame: | Install Testing

— Fraject kanager: |johnsmith Ef Project State: |F'Ian =l
Detailsl Actionltemsl Notesl References UserDatal

Total Cost [60 ||

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. Inthe Kintana Workbench, click the ConricuraTiON SCreen group and click
the User DATA screen. The User DATA WORKBENCH Opens.
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Fel User Data Workbench Hi=]
EI Query: [None =l
3
Izer Data Type: [aLL =] Enabled: [ALL =l

Mew zer Data Context | Saye e | [EEar, | List I

[Feady

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 |oaded.

3. Select the Project User Data and click Open.

4. Click the RoLL-UP tab.

USEI Data Context : Project User Data =] E3
Uzer Drata Type: |F'r0iec:t Uzer Data Ef
Coritext Field: | Cortest Value: |
Enabled: & Yes € Mo Scope: | Global

Meta Laper Wiew: | |

Fields | Lapout Rl |

A roll-up defines a computation on a tagk user data field for all tazks under a project and displays the rezult in a project user data field.
Far example, a praject can have a Taotal Cost field that dizplays the summation of a Cost field for all tagks under that project.

Project Lser [ ata Field | Task User Data Field | Riall-Up Method | Enabled |

Mew | Edit | Femaie |

1] 8 I Save | Cancel

[Ready

5. Click New. The Abp New RotL-Up window opens.
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Add New Roll-Up
Enabled: & ‘ez " Mo
Project User Data Figld: |
Task User Data Fisld: |
FalUp Method: | =
Cancel |
[Ready

6. Select the ProJecT User DATA FieLD that will contain rolled-up Task User
Data values.

7. Select the Task User DATA FieLb 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 TAask 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.

Only two User Datafields 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.

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:
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1. IntheKintana Workbench, click the ConricuraTiON SCreen group and click
the User DATA screen. The User DATA WORKBENCH Opens.

Fel User Data Workbench

=
Query: [None =l
Izer Data Type: [aLL =] Enabled: [ALL =l

Mew zer Data Context | Saye e | [EEar, | List I

[Feady

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 |oaded.

3. Select the Project User Data and click Open.

4. Click the RoLL-UP tab.

Uset Data Context : Project User Data M= 3
Uzer Data Type: |F'r0iec:t Uszer Data

Cortest Field: |

Cortest Value: |
Erabled: & Wes ¢ Mo

Seope: [ Global

Meta Layer View: | |

Fieldsl Layout RollUp |
A rollup defines a computation on a tagk uger data field for all tagks under a project and displaps the result in a project user data field.
For example, a project can have a Total Cost field that displays the summation of a Cost field for all tasks under that project.

Project User Dt Field | Task User Data Field | Roll-Up Method |
Total Cost | Cost

Enabled |

|Sum |Y

Mew | Edit | Femave

Save | Cancel

[Feady

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

6. Click Epit. The EpiT RoLL-Up window opens.
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Add New Roll-Up [ %]
Erabled: & ied Mo

Froject User Data Field: |F'r0iec:t Cost
Task Uzer Data Field: [ Cost
Fioll-Up Method: |Sum =l

Cancel |
[Feady
7. Make any desired changes to the PRoJECT/TASKk USER DATA FIELD OF 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 removesthe
Roll-Up relationship; it does not delete the referenced User Data fields.

To delete aProject/Task User Data Roll-Up relationship:

1. Inthe Kintana Workbench, click the ConricuraTiON SCreen group and click
the User DATA screen. The User DATA WORKBENCH Opens.

Fel User Data Workbench =]
E' Query: [None =l

3
E || User Data Type: [ALL =] Enabled: [ALL =l

Mew zer Data Context | Saye e | [EEar, | List I

[Feady

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 |oaded.
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3. Select the Project User Data and click Open.

4. Click the RoLL-UP tab.

Uset Data Context : Project User Data M= 3
Uzer Data Type: |F'r0iec:t Uszer Data Ef
Cortest Field: | Cortest Value: |
Erabled: & Wes ¢ Mo Seope: [ Global

Meta Layer View: | |

Fields | Lapout Fialklp |

A rollup defines a computation on a tagk uger data field for all tagks under a project and displaps the result in a project user data field.
For example, a project can have a Total Cost field that displays the summation of a Cost field for all tasks under that project.

Project User Dt Field | Task User Data Field | Roll-Up Method | Enabled |
Total Cost |Eost |Sum |Y |

Mew | Edit | Femave

Save | Cancel

[Feady

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

7. Click save.

Example: Creating and Using Project/Task User Data Roll-Up

Company X wants to capture the total cost of any Project. Thisvalue 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 thisusing
Project/Task User Data Roll-Up.

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

1. IntheKintana Workbench, click the ConricuraTiON SCreen group and click
the User DATA screen. The User DATA WORKBENCH Opens.
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Mew zer Data Context |

Sawve ey | [Elear | List I

Fel User Data Workbench Hi=]
E‘ Query: [None =l
3
{0 | User Data Type: [aLL =] Enabled: [ALL =l
f
e

[Feady

2. Create the Project User Datafield.

a  Select ProsecT 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 inthe FieLps tab. The FieLb: New window opens.

e. Fill inthefollowing 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
DispPLAY Yes
REQUIRED Never
WORKBENCH ONLY No
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Field: Total Cost [ %]
Field Frampt: |T0tal Cost Token: |TDTAL_F'F|DJEET_EDST
Froduct: |AII Froducts | Description: |Eaptures total Project cost
Validation [Numerio Test Field g | Cemeonent Type: [T Fes -
MMI Enabled: &+ ‘es  No
Altributes | Default] Dependencies |
Uzer Diata Col.: |USEF|_DATA‘I =l Dizplay Only: |Never =l
Display: = ‘Yes " No Fiequired: [Mewver =l
Wworkbench Only: © Yes & No fultiSelent Enabledi ) es @& o

0K I Apply | Cancel |

[Feady

f. Click oK inthe FieLp: New window. Click OK in the ProJEcT USER DATA
window to save the new field.

3. Createthe Task User Data field.

a  IntheUser DATA WoORKBENCH QUERY tab, select Task User DaTa from the
UseR DATA Tyre drop down list.

b. Click LisT. The ResuLTs tab opens with the Task User Data Type
loaded.

c. Openthe Task User Data Type.
d. Click New inthe FieLps tab. The FieLp: New window opens.

e. Fill inthefollowing 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)

DispPLAY ONLY Never
DispPLAY Yes
REQUIRED Never
WORKBENCH ONLY No
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Field: Cost [ %]

Field Prompt: [Cost Toker: [TASK_COST
Froduct: |AII Froducts | Description: |Used to calculate total Project cost
Component Type: |Text Fisld E
Validation [Numerio Test Field &l ponert Type: | -
Mew | Dpenl
Enabled: &+ ‘es  No
Altributes | Default] Dependencies |
Uzer Diata Col.: |USEF|_DATA‘I =l Dizplay Only: |Never =l
Display: = ‘Yes " No Fiequired: [Mewver =l
Wworkbench Only: © Yes & No fultiSelent Enabledi ) es @& o

QK I Apply | Cancel |

[Feady

f. Click ok in the FieLp: 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 Inthe 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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Uset Data Context : Project User Data M= 3
Uzer Data Type: |F'r0iec:t Uszer Data Ef
Cortest Field: | Cortest Value: |
Erabled: & Wes ¢ Mo Seope: [ Global

Meta Layer View: | |

Fields | Lapout Fialklp |

A rollup defines a computation on a tagk uger data field for all tagks under a project and displaps the result in a project user data field.
For example, a project can have a Total Cost field that displays the summation of a Cost field for all tasks under that project.

Project User Data Field | Task User Data Field | Roll-Up Method | Enabled |

Mew | Edit | Femave |

()8 I Save | Cancel

[Feady

e. Click New. The Abb New RoLL-Up window opens.

Add New Roll-Up [ %]
Enabled: &+ ‘es  No
Project zer Data Field: | Ef
Task Uzer Data Field: | Ef
FallUp Method: | =l

Cancel |

[Feady

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.

. Click save.
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Uset Data Context : Project User Data =] 3

Uzer Data Type: | Project User Data

Cortest Field: |

Cortest Value: |
Erabled: & Wes ¢ Mo

Seope: [ Global

Meta Layer View: | |

Fieldsl Layout RollUp |
A rollup defines a computation on a tagk uger data field for all tagks under a project and displaps the result in a project user data field.
For example, a project can have a Total Cost field that displays the summation of a Cost field for all tasks under that project.

Project User Dt Field | Task User Data Field | Roll-Up Method |
Total Cost | Cost

Enabled |

|Sum |Y

Mew | Edit | Femave

Save | Cancel |

[Feady

To use the Roll-Up relationship, no further configuration is necessary. The

rolled-up fields are accessible from the User Datatab of the respective Project
or Task.

Each Task hasits own cost User Data field. The values for each Task Cost

User Datafield arerolled up using the “ Sum” Roll-Up Method into the Project
ToTAL CosT User Datafield.

Task Information: Feasibility Analysis

Task Mame: |Feasibility Analyzis
Tjashk Eategorn: | | Task State: |F|ead_l,l =l
Detailsl Exceptionsl Action Itemsl Notesl Notificationsl References User Data |
‘ Cost [10 ”
Tazk Information: Prepare Testing Environments [ %]
Task Mame: |F'repare Testing Environments
Tjashk Eategorn: | | Task State: |F'ending Predecessor =l
Detailsl Exceptionsl Action Itemsl Notesl Notificationsl |E| References  User Data |
‘ Cost |20 ”
Task Information: Phase One Testing [ %]
Task Mame: [Phase One Testing
Tjashk Eategorn: | | Task State: |New =l
Detailsl Exceptionsl Action Itemsl Notesl Notificationsl References User Data |
I ‘ Cost [0 ”
Project Information: Install Testing [ %]
Froject Mame: |Install Testing
— Froject kanager: Iiohnsmith Ef Project State: |F'Ian =l
Detailsl Action Itemsl Notesl References User Data |
| Total Cost [60 ||
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Chapter

Using Project Templates

Project Templates are used in Kintana Drive to create repeatabl e processes to
be used in Projects. They can be used as a model and serve as abasis 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.

A company with several different software products might use the same
@PI process for al 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.

The following sections discuss:

e Setting up a Project Template

e Creating a Project Template from an Existing Project
e Creating a Master Project from a Project Template

e Creating a Subproject froma Template

Setting up a Project Template

Project Templates consist of three parts:

e Project Plan - an ordered list of Tasks
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The sequence of Tasksisidentical in form and function to the Project Plan
Panel.

e 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.

e 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:

e Adding Tasksto a Project Template

e Creating Custom Fields for Project Templates

e Configuring Tasksin a Project Template

e Configuring Settings for a Project Template

e Setting Ownership for a Project Template

e Creating a Master Project from a Project Template

e Creating a Subproject froma Template

Bl Project Template : Untitled1 [_1O]
Template Name:| Enabled: @ Yes © Mo
Terplate Qwiner: | Depar‘tmem:l =

Descrlpt\nn'l

Settings Edit Master Project Settings
Custom Fields Edlit Gustorn Fields for Projects created from this Template
Quwnership Edit Ownership seftings for this Project Template
WEETEY; Wiew Projects that use this Project Template.

Name Task Cateaory Sched Duration Sched Effort Predecessor
Sery (ehays) (hours)
1
1] | |
4+ &lCﬂ =|  Edit DElete | e[| =
[Task =] dd ok | sae | cancel |

‘Readv

Figure 8-1 Project Template Window
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Adding Tasks to a Project Template

The process of adding Tasksto aProject Templateisidentical to adding Tasks
in the Project Plan Panel. See “ Adding Tasks to the Project Plan Panel” on
page 85 for details.

Project Templates do not contain References, Action Items, or Notes, and
@ some fields are not updateabl e.

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:

e Defining Custom Fields for Project Templates
e 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 ProsecT 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 ProsecT
TEMPLATE Window opens,

3. Click custom FieLps. The CusTtoMm FIELDS FOR PROJECT TEMPLATE Window
opens.
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Custom Fieldz for Project Template

Fields | La_',JDutI
Frompt | Token | Enabled | Component Twpe | Walidaion | DisplagOnle | workbench Only

Kl | 0

MNew | it | Eemaye |

Apply | Cancel |

[Fready

4. Click New. The FieLp: New window opens.

i Field: New
Field Prormpt: I Token: I
Description: I
Enabled: % ‘Yes [l
walidation I E2 Component Type: [one LI
—I—INEW Onen Muttiselect: & Ves L)
Attributes | Defaunl Dependenciesl Secur'rtyl
Section Mame : ISectiDn #1 LI Parameter Col: IPARAMETER1 LI
Transaction History:  Yes & Mo Display Only: |Never LI
Motes History: & Yes & Mo Reuirecd: |Never LI
wiorkbench Only:  es & Mo
Copy From... | QK I Add | Cancel |
|Ready

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

The FieLp: New window consists of five main areas: a general information
region, the AtTriBUTES tab, the DerauLT tab, the DerenDENCIES tah, and the
SecuriTy tab. See "Drive Workbench Reference" for the definitions of each
field.

e The AtTrRIBUTES tab defines the basic properties of afield.
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e The DerauLT tab sets the defaults for afield, aswell as specifying
conditions for a default setting’ s appearance.

e The DerenbeNcies 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 AppPROVED.

e The securiTy tab sets visibility and editability properties for thefield
according to user or Security Group.

6. Click App 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 FieLb: 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 FieLo window’s

SecuriTy tab using the Ebi FieLp SecuriTy window. To configurefield visibility
from the FieLp 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 Epit. The FieLp window opens. Click the
SECURITY tab.

32 Field: New

Field Prormpt: I Token: I

Description: I

Enabled: % ‘Yes [l
‘alidation I Component Type: [one LI
]
Ne_wlﬂl Mutizelect: % ves [l

Attrioutes | Defeutt | Dependencies Securty |

Visible To: All users
Editable By: All users
Eclit

Copy From... | QK I Add | Cancel |

|

3. Click Epir. The EpiT FIELD SECURITY Window opens.
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§2 Edit Field Security: New

Set defautt security for this field.
Mote: Security may still be affected by Status Dependencies, Field Level Dependencies, etc.

This fieldis:. M Visible to all users

|7 Ecitable by all users

Thisfieldlis wisihle tathese U sersiEecuriy GrauEs:

Select lsersiEecurity Groupsthat can

) - Securty Type I Security izihle Eclitable
ey s field:
Security Group 'l
SECUNY EraUE

Secury Type ISecunw Group Name

| Proside Editi Riahts

Tokers Al 3'
fREMEYE:

Cancel

[Ready

4. Uncheck the visiBLE To ALL USers box to begin fine-tuning field properties.

5. Make achoice from the SELECT USERS/SECURITY GROUPS THAT CAN VIEW THIS
rFiELD drop down list. Y ou can select a User, SECURITY GROUP, STANDARD
TOKEN, OF USER DEFINED TOKEN.

§& Edit Field Security: New

Set default security for this field.
Mote: Security may still be affected by Status Dependencies, Field Level Dependencies, et

This field is: [ Visible to all users

™ Editable by all users

This field is visible to these UsersiSecurity Groups:
Security Type | Security Yizihle Eclitable

Select UsersiSecurity Groups that can

wview this field:

Security Group 'I

Security Group
Liser
Standard Token ity Group Mame
User Defined Taken

grmhts

TokErs | Add il
REmoVE |

Cancel

|R’eady

6. Once you have made your choice from the drop down list, select the User,
Security Group, or Token from the auto-compl ete 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 Provipe EbiTing

RIGHTS bOX.

7. Click the App 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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Set default security for this fisld.
Note: Security may stil be affected by Status Dependencies, Fisld Level Dependencies, et

This fieldis: [~ Visible to all users

I Editable by all users

Select Users/Security Groups that can This field is visible to these UsersiSecurity Groups:
wiewy this field: Security Type I Securty I Wisible I Edlitable I

|sgcunwomup = Security Group Mame  [Kintana User Ad. .| = [ I |
Securty Groug I

¥ Provide Editing Rights

TiokErs A *I

Femuve |

cancel |

|Ready

If you change your mind about granting the selected User, Security Group,
or Token editing rights, you can uncheck the box in the EbitasLe column of
the THis FIELD IS VISIBLE TO THESE USERS/SECURITY GRoups area. Thefield will
then be visible but not editable to the selected User, Security Group, or
Token. To remove viewing rightsentirely, select the User, Security Group,
or Token and click REmoVE.

8. When you are finished adding Users, Security Groups, or Tokensto the
THIS FIELD IS VISIBLE TO THESE USERS/SECURITY GROUPS areg, click oK to save
changes and return to the SecuriTy tab. The SecuriTy tab is updated with
thelist of Users, Security Groups, or Tokens with viewing or editing rights
to the field.

i Field: New
Field Prormpt: I Token: I
Description: I
Enabled: % ‘Yes [l
walidation I E2 Component Type: [one LI
]
Ne_wlﬂl Mutizelect: % ves [l

Attrioutes | Defeutt | Dependencies Securty |

Visible To: Kintana User Admin

Editable By: Kintana User Admin

Ediit

Copy From... | QK I Add | Cancel
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Modifying the Layout of Custom Fields

Y ou can modify the graphical representation and placement of the custom
fieldsin the Project Template. These changes are made in the Lavout tab in the
CusTOM FIELDS FOR PROJECT TEMPLATE Window.

& Custom Fields for Project Template

Fields Layout |
Sections: Selected Section Layout:
A [Tab#1 Colurnn 1 | Column 2 | Column 3 |

3 | | |

MI Rename| Ferove | 4|2 |2 |wictn [1 =] Heignt| MDVBTD-->|E
oK I ARly | Cancel |

|Ready

Figure 8-2 Custom Fields for Project Template Layout Tab

Field layout can be modified in the following ways:
e Modifying Custom Field Widths

e Moving Fields

e Adding Sections

e 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 ProsecT TEmPLATES Screen. The
PROJECT TEMPLATE WORKBENCH opens.

2. Query for and open the Project Template that you would like to modify.
The ProsecT TEmPLATE Window opens.

3. Click cusTtom FiELDs t0 open the CusTom FIELDS FOR PROJECT TEMPLATE
window.
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4.

5.

6.

Click the Lavour tab.

Select the custom field.

Select either the 1, 2, or 3 choice in the wiptH drop down list.
The Layout editor will not allow changes to be made if the change conflicts
with another field in the layout. For example, afield’ s width cannot be

changed from one to two if another field exists in column two on the same
row

For custom fields of component type Text Area, the number of lines the text
areadisplays can be specified. Select thefield in the LavouT tab and change the
valuein 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 acustom field or set of custom fields:

1.

Click the Drive screen group and click the ProsecT TEmPLATES Screen. The
PROJECT TEMPLATE WORKBENCH opens.

Query for and open the Project Template that you would like to modify.
The ProsecT TEmPLATE Window opens.

Click custom FieLDs tO open the CusTom FIELDS FOR PROJECT TEMPLATE
window.

Click the Layour tab.

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.

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

Custom fields cannot be moved to an area where other fields aready 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.

6.

7.

Click the Drive screen group and click the ProsecT TEmPLATES Screen. The
PROJECT TEMPLATE WORKBENCH opens.

Query for and open the Project Template that you would like to modify.
The ProsecT TEmPLATE Window opens.

Click custom FieLDs to open the CusTom FIELDS FOR PROJECT TEMPLATE
window.

Click the Layour tab.
Click New in the SecTions frame. The InpuT dialog opens.
Enter a SEcTioN NAME.

Click oK. The name of the new section appearsin the Lavout tab.

When Project Templates are used to create a Master Project, the sections with
the appropriate custom fields are displayed. To change a section name, click on
afield that resides in that section and click RenaME to enter anew valuein 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 asthey will appear.

Remember that:

If all of the custom fields have a width of one column, all displayed
columns will automatically span the entire available area when the
Template is displayed.

Any rows with no custom fields are ignored. They do not show up asa
blank line.

Any non-displayed custom fields do not affect the layout. The layout
engine considers them the same as blank fields.

Adding Fields to Existing 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 ProsecT 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
asthey are in the Project Plan Panel. See * Editing Task Information” on
page 121 for details.

Project Templates do not contain References, Action Items, or Notes, and
@ some fields are not updateable.

Configuring Settings for a Project Template

Project Templates contain settingsidentical to the settingsfor 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:

e Project Fields

e Exception Rules
e Indicators

e Scheduling

e Security

e Project Teams

e Cost Management

Using Project Templates 173



Working with Projects

# Settings for Project Template
Froject Team | Cost Management | Reszource Management | Time Management
Project Fields Exception Rules | Indicatars | Scheduling Security
This tab configures the Project fields that can be displayed in the "Plan" takb of the Project windowy, and also the Project and Task detail pages and
My Task portlet in the standard Kintana interface. Changing the field configuration here does not change the display in the other tabs of the
Project Wwincowy .
rPlanning Field ractivity Field:
Wiarkhench Wiarkhench
Enabled Only Fields Enabled Chly Fields

- r Department v r 9% Complete

Il r Description I r Actual Duration

- - Last Updste Date r r Actual Effort

r r Actual Firish Date
r r Priority
r r Actual Start Date
r r ProjectiTazk #
r - I r Confidence
Resource Grou
P r r Estitnated Finish Date
Scheduled Effort

r r ShEte o r r Estimated Remaining Duration

r r Vi Y I - Estimated Remaining Effart

r r Blarmed | Lator r r Actual Labor

r r Blartied Har-Lakinr r r Ltuel Mar-Labr

r r Plarined Titel r r Actus] Total

oK I Aply, | Cancel |
|Ready

See* Setting Up a Master Project” on page 59 for detailed instructions on
configuring the Project Template settings.

If a Master Project is created from a Project Template, that Master Project
@ will haveall of the Template's settings.

However, if aProject Template is used to create a Subproject inside a Master
Project, then that Template’s settings will be overridden by the current
Master Project’ s settings.

Setting Ownership for a Project Template

Different groups of 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.
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To set the Ownership for a Project Template:

1. Click the Drive screen group and click the ProsecT TEmPLATES Screen. The
PROJECT TEMPLATE WORKBENCH opens.

Project Template : Untitled1 ! E[ E

Template Name:l Enahled: & Yes Mo

Template Owner:l Depanment:l LI
Description: |

Settings | Edit Master Project Settings
Custam Fields | Edit Custom Fields far Projects created from this Template
Ownership | Edit Ownership settings for this Project Template.
Wsed|By | ‘iew Projects that use this Project Template.

[Marne Task Category Sched Duration Sched Effort Predecessor
EE [cdays) [hours]
1
1| | i
{‘r|{5|¢'|'=(>| Edit | DE[ete | +AII| —Alll
|Task LI Addl QK | Save | Cancel |
|Ready

2. Click the ownersHip button. The OwnersHiP window opens.

Give ability to edit thiz Project Template to:
& &l users with the Edit Project Templates Access Grant

' Only groups listed below that have the Edit Project Templates &ccess Grant

Security Group | Diescription |

Sdd Hemove |

Apply Cancel |

[Feady

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

4. Click App. The Abb SEcURITY GRoups Window opens.
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Give ability to edit thiz Project Template to:
&l users with the Edit Project Templates Access Grant

& Only groups listed below that have the Edit Project Templates &ccess Grant

Seruritu [Srooun 1 Nezrrintinn
Add Security Group [ %]

Security Group | Ef

0k | add | cancel |

[Feady

[

QK I Apply | Cancel |

[Feady

5. Click the securiTy GrRour auto-complete icon to add Security Groups to
this Ownership Group.

6. Select aSecurity Group in the vauibate 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 Abb SEcurITY GrRour Window.

Give ability to edit thiz Project Template to:
&l users with the Edit Project Templates Access Grant
& Only groups listed below that have the Edit Project Templates &ccess Grant

Security Group Diescription
AM - Drive ALL
Kintana Drive Project Manager Configuration Manager for Kintana Drive
H Hemove |
QK I Apply | Cancel |

[Feady

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 OwNeRrsHIP
window can edit, delete or copy this Project Template.
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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 amember of one
of the Ownership Groups and does not have the Ebit Access Grant.

If a Security Group is disabled or losesthe Epit Access Grant, that group will
no longer be included in the ownership group.

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 atemplate. 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 ProsecT screen. The ProsecT
WORKBENCH OpenS.

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

3. Sdlect PROJECT -> CONVERT PROJECT TO TEMPLATE from the menu. The
CONVERT PROJECT TO TEMPLATE Window opens.

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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Convert Project To Template [ %]

Project Mame: Implementation Lifecycle

I EENRENER T emplate of Implementation Lifecycle

Template Owner: [johrsith E

Deseriptior: |

Include
V¥ Project Setup
¥ Custorn Fields
v Motifications

¥ Resource Groups

cous |

[Feady

4. Enter anew TempLATE NAME, TEMPLATE OWNER and DescripTion for the new
Project Template.

5. Sedlect whether to include ProsecT SETuP, CusToM FIELDS, NoTIFIcATIONS and
RESOURCE GRrRoups by checking the associated box. See Project to Template
Conversion Detailsfor alist of items copied from the Project to the
Template.

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

Question [ %]

‘wiould you like to edit Project Template Template
of Implementation Lifecycle?

_to |

7. Click Yes to edit the new Project Template.

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. Theresource, Task notesand all Referencesin the Project
are also discarded because the Project Template cannot represent these data.

( In the Project to Template conversion, not all Project details are copied to the
Note
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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. ltems Copied or Created During the Project to Template Conversion

ltem 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

® [ndicators

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

ltem in Project Template Description

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: setto 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

e FEffort/Scheduled: copied

e Effort/Est. Remaining: set to blank

e FEffort/Actual: set to blank
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Table 8-1. ltems Copied or Created During the Project to Template Conversion

ltem in Project Template

Description

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: setto 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

Task Notes and all References are dropped, since the Project Template
Note cannot represent this data.

Creating a Master Project from a Project Template

If acompany has a business process that is used repeatedly, it will be easier to
create and manage if it hasits own Template containing preconfigured settings.
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To create anew Master Project from a Project Template:

1. Click the Drive screen group and click the ProsecT screen. The ProsecT
WORKBENCH OpenS.

2. Click New ProJECT.

Mew Project [ %]

M aster Froject Mame: ||
Froject kanager: I johnzmith EI
Project Template: I EI

Cancel |

[Feady

3. Enter aMaster Project name in the MasTER ProJecT NaME field.
4. Select the desired Template from the ProsecT TEmPLATE auto-complete list.

5. Click oK.

A new Master Project is created, including the Project Plan, all of thefields 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 Tasksto a Project using a Project Template:
1. Open the ProsecT 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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Project : Development Laptop Upgrade ! EI E
Plan | cost |Evanalysis| Eacelinee | : Gantt Chart: Ql Ql 9| Display Options
Predecessors Mame June 2003
Seq I
[iF] 10 1 [12 [13 [14 [15
10
2 [m] F-Iritial Assessment | it
g 5 Purchase New Laptops Penc
7 Oz +-Upgrade Laptops Activ
11 10 -Raoll-Out Penc
12 11 L eszons Learned Penc
1 | 2l | D
B o e =T | Delete |+AII| =i Refresh | ScheduIePrDjectl
Froject Created From TE!I'I'I[IIlEtE!ﬂ Addl Ok | SEYE | Cancel |
|Ready

3. Click App. The Abp PrRoJecT TEMPLATE Window opens.

Add Project Template [ %]

Froject Template: || Ef

ok || sdd | cancel |

[Feady

4. Select aProsect 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 arrowsin 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 INFOrRMATION 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 isresponsible
for managing the work group and Project.

Some common responsibilities for Project Managers include:

e Organizing and assigning Tasks.

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

e 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.

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.

This chapter discusses:

e Setting Up a Project

Every Master Project contains a set of optionsto configure that are specific
to the Project, such aswhat information is tracked and displayed, the rules
for the display of indicators and exceptions, scheduling, and who can view
Tasks and Projects.
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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 itslife 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. Thisincludes 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 potentia 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 awide range of
filtering options. The Project Gantt chart can also be exported to an image
file and used in presentations.
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When a user creates or edits a Project or Subproject, that user isthe 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.

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
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e “ Setting Scheduling Options” on page 68

e “Setting Security Restrictions” on page 74

e “ Setting Up the Project Team” on page 77

e “ Setting Up Microsoft Project Integration” on page 80

e “Configuring Cost in the Project Settings Window” on page 43
e “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 aso be organized in a hierarchical fashion
quickly and easily.

See the following chapters for more details on including Tasks in a Project:
@ e “Setting Up a Project” on page 57

e “(Creating a Task From a Request” on page 91

e “Configuring Tasks" on page 113

e “Using Project Templates’ on page 163

e “Entering Actual Cost Data” on page 46

Taking a Baseline

A basdlineisthe original approved Project plan for aProject. 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 Baseling” on page 106 for more detailed
information about taking and using Project baselines.
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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:

e Viewing and Modifying Project Hierarchy
e Project Sates
e Updating Scheduling and Dependencies

e Concurrent Editing

When a user creates or edits a Project or Subproject, that user isthe only one
@ able to save changes. All other userswill 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.

Viewing and Modifying Project Hierarchy

The ordering and grouping of Tasks and Subprojectsis graphically displayed
in the Project Plan Panel.
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=] Z-Upgrade Laptops Active iohr
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4+ | ¥ | == Edit Delete | dha| =al Refresh Schedule Project
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I‘Eave" Successful

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 theup 4| and down

|| arrows. For step-by-step instructions, see “ Setting Up Project Hierarchy”
on page 87.

Project States

To display the different stagesin a Project’ s life from planning to completion,
aMaster Project can have various states associated with it. These states are
New, Plan, Active, Completed and Cancelled. Project Managers can move
Projectsinto 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 | This state allows a Project Manager
not shown in the My Tasks | to manipulate the Project without
portlet or the Dashboard. having to notify Participants or

Stakeholders.
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.

On Hold Projects and their Tasks are | This state allows a Project Manager
displayed in My Tasks and | to manipulate the Project (such as
the Dashboard but cannot changing project hierarchy and
be edited. revising predecessors). This state

informs Participants and other
Notifications are not sent Managers that a rework is being
and Exceptions are not done.
triggered.
Hierarchy can be modified.

Active Projects and their Tasks can | This is the state of a Project that is
be seenin My Tasks and in | actively being managed.
the Dashboard.

Notifications are sent and
Exceptions are triggered.
Project structure can
change.
Completed Projects and their Tasks can | This is the state of a Project that has

be seen in the Dashboard
but not in My Tasks.

Notifications are not sent
and Exceptions are not
triggered.

been worked to completion. The
Project can be edited but will not
show up as a Project or Task that
needs attention.

Managing a Project 191




Working with Projects

Table 9-1. Project States and Descriptions

Project State Behavior Application
Cancelled Projects and their Tasks can | This state is used for Projects that
be seen in the Dashboard are not complete but will not be
but not in the My Tasks worked on.
portlet.

Notifications are not sent
and Exceptions are not
triggered.

Drive aso features a set of Task states. For alist of Task states, see“ Task
Sates’ 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. Inthe Project Plan Panel, select the row at the top of the hierarchy. Thisis
the Master Project.

3. Select anew State for the Master Project from the drop down list in the
STATE column.

4. Click save.

To change the state of 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. Inthe 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 anew Statefor the Task or Subproject from the drop down list in the
STATE column.
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4. Click sSave.

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, Sart, 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.

4.

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.

In the Project Plan Panel, select the Task that you wish to update.

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

e Tasks can aso be edited through the Task INFormAaTION Window, which
displays more detailed information on a Task.

Click EbiT. The ProJECT Or TAsk INFORMATION Window opens, depending on
whether you have selected a Project or Task.

If you wish to update a Subproject’ s Scheduled Duration, Start, Finish, or %
Complete, you must updateitsindividual Tasks' values. Thisisaccomplished
by selecting a Task in the ProsecT window and clicking Epir. Y ou can then
follow the process described below.

In the Task INForRMATION Window, click the DetaiLs tab.
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% Task Information: Define Project Objectives

Task Mame: |Deﬂne Froject Objectives

sk Categor\r:l LI Task State: |New LI
Action ltems | MNotes | MNotifications | Eazelines | References | W=enEata
Details | Resources | Bt | Exceptions Fredecessors
Task #: |30649— [Denartment: I LI Template: I
Project Path: |Imp|ementati0n Lifecycle
Resource: REsaurGe EEu; E
[Descrption: I Bricritys
% Complete: ID— Canfiderze;: lﬁ
Milestone:

™ Mark task a= miestone

™ Miestone automatically completes

Start Date rFinish Date

Scheduled: Scheduled:
Estifmated
At At

~Duration (days) Effort (hours)
Scheduled: |1D— Scheduled: ISD—
Est. Rerrsititg: I— Est. Rerrsititg: I—
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~Scheduling Constraint

Constraint Type: IND Constraints 'l Congtraint Date: I
oK I Aply, | Cancel |
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Figure 9-2 Task Details Tab.

5. Update fieldsin the DeTaiLs tab.

To update scHebuLED 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 ScHebuLE ProJecT button is clicked, select a
CONSTRAINT TYPE (SUCh &S START No EARLIER THAN OF FINISH NO EARLIER THAN)
from the ConsTrAINT TypPE drop down list.

To update ScHebuLED DURATION and % CompPLETE, 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

Y ou can specify which Tasks must be completed before beginning another
Task. The Tasks that first need to be completed are Predecessors of the
dependent Task. Predecessors can be changed directly in the Project Plan
Panel.

Externa 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. IntheProject Plan Panel, click therow that containsthe 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. IntheProject Plan Pandl, 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 usersto edit and update parts of Projects simultaneoudly,
allowing for more efficient representation of changesto aProject. The
following scenarios help illustrate how concurrent editing in Kintana Drive
works:
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e Unrelated Subprojectsin a Master Project

e Smultaneous Edits on a Project

e Smultaneous Editing and Updating of a Task
e Updating an Unrelated Task

Unrelated Subprojects in a Master Project
Y ukio and Bob are Project Managers with access to the same Master Project.

1. Yukio opensthe Master Project and begins working on one of its
Subprojects.

2. Bob opensthe 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
Y ukio and Bob are Project Managers with access to the same Master Project.

1. Yukio opensthe Master Project and begins working on one of its
Subprojects.

2. Bob opensthe same Master Project and tries to edit part of the same
Subproject Y ukio isworking on.

3. Bob receives amessage that another user is currently editing that part of
the Project. Bob cannot make changes.
Simultaneous Editing and Updating of a Task

Y ukio is a Project Manager and Carlos is a Resource assigned to one of the
Tasksin Yukio’'s Master Project.

1. Yukio opensthe Master Project and begins working on one of its
Subprojects.

2. Carloswould liketo update his Task, whichis part of the Subproject Y ukio
is currently editing.

3. Carlosreceives amessage that another user is currently editing that part of
the Project. Carlos cannot make changes.
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Updating an Unrelated Task

Y ukio is a Project Manager and Carlos is a Resource assigned to one of the
Tasksin Yukio’'s Master Project.

1.

Y ukio opens the Master Project and begins working on one of its
Subprojects.

Carlos opens his Task, which is not part of the Subproject Yukio is
working on, and makes his changes successfully.

Y ukio opens Carlos's Task.

Y ukio receives a message that the Task has been updated, and the newest
data will be loaded.

Theinformation for Carlos's Task is refreshed in Y ukio’s Workbench
window, while the other changes Y ukio 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.

Y ou 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 isthe 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 aProject moves through its life, Managers can keep track of:

e Projects and Tasks as they are completed

e Exceptions that have been triggered

e High-level and low-level accounts of progress

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 ProsecT WorksencH window is used to locate and open
Projects.

1. Click the Drive screen group and click the ProsecTs screen. The PrRoJecT
WORKBENCH opens.

2l Project Workbench H =
g QuEry: INDne 'l
g Project Manager: Ithnsmith Project # : I Summary Condition: I

Project Marme: I Department: I

£

>

é Project Template: I De=scription: I
Include Finizshed Projects: Cives o Project State: I Prograrm: I

Showy only master projects? & ¥es Mo

Scheduled Date: Actual Date:

Start Date From: I Ta I Start Date From: I Ta I

Finizh Date From: I Ta I Finizh Date From: I Ta I

Meww Project | Import from MSP | Max Rovws IEDD Save QUery | Clear | List I
heady

For acomplete list of all fieldsin the ProsEcT WoRKBENCH QUERY tab, see
"Drive Workbench Reference”.

2. Enter search criteriainto the appropriate fields in the Query tab.

3. Tosaveyour query, click Save Query. Y ou can then perform a quick
search using these specified criterialater.

To clear all information entered into the Project Query fields, click CLEAR.

4. Click LisT to return the matching results in the ResuLTs tab.
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5. From within the ResuLTs tab you can:

e Sort the results based on any field in the table by clicking on the
column header.

e View aProject by double-clicking on the desired Project or selecting it
and clicking OrPen.

e Open multiple Projects by selecting agroup (using Shift+Select or
Crtl+Select from your keyboard) and clicking Open.

Searching for Tasks in the Kintana Workbench
Y ou can locate Tasks using the Query tab in the Task WorksencH window.

1. Click the Drive screen group and click the ProsecTs screen. The PrRoJecT
WORKBENCH opens.

2. Select the Task WorkeeNncH, behind the ProsecT WorkseNcH, by either
clicking on itstitle bar or the Task WorksencH button at the bottom of the
Kintana Workbench window.

e Task Workbench ! E[

-
QuEry: INDne 'l ]

Resource: Resource Group: Haz Exception Of Type:

Task Marme: l— Task #: I— Department:

Task Category: De=scription: I
Include Finished Tasks: € Yes O R Task State:

Showy only milestones? © Yes & ho

Query

Fesults
]

"Projed Information

Project Manager: I Project Mame: I
Scheduled Date: Actual Date: —
’VStart Date From: I Ta I ’VStart Date From: I Ta I

—_ . = |l [ [P | [an |l [ [P | ELI

MaxRoWSIEDD Sane CIUEry | ClEST: | List I

heady

For acomplete list of al fields in the TAsk WorkBENCH QUERY tab, see
"Drive Workbench Reference”.

3. Enter search criteriainto the appropriate fields in the Query tab.

4. To saveyour query, click Save Query. You can then perform a quick
search using these specified criterialater.

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:

e Sort the results based on any field in the table by clicking on the
column header.

e View aTask by double-clicking on the desired Task or selecting it and
clicking OrPen.

e 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 percentageis
configurable in thistab 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 Projectsin the ResuLTs tab of the ProsecT WorksencH. For more detailed
information, see “ Summary Condition” on page 65.

Viewing Milestones

In the Kintana Workbench, Milestones are visible in the ProsecT window as
black diamonds in the Gantt chart.
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Apr 2003 [y 2003 [un 2003
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jalkesmith
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Figure 9-3 Gantt Chart with Milestones

The ProsecT Overview page in the Kintana interface contains two portlets that
display Milestones:

e The Project Milestones portlet lists the Milestones in a Project.

Project Milestones — Edit| 4| x|

Name State Finish Resource
Date
# Testing Pending 5/30/03
Complete Predecessor
# Scope Complete  Pending 4/25/03
Predecessor
4 Project Pending 6/2/03 John Smith
Complete Predecessor
#Implementation  Pending 5/22/03
Complete Predecessor
Showing 1 to 4 of 4 Masimi

Figure 9-4 Project Milestones portlet

e The Project Overview Gantt portlet shows the Project’s Gantt chart,
including Milestones.
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Project Overview Gantt _ Edit |- +|- X
Filtered by: Time Range: All ; Include in Gantt:Projects, Tasks,Milestones ; Task State:Ready,Mew,In Progress,Cancelle...
Name Apr 2003 |r-|ay 2003 Jun 2003
W15 |WIG |\’\"1? |\V18 Wi |\'!'20 |\'."2] |\'.l’22 w23

Sales Integration Praoject

[ e =
Project Scoping
" Round 1 Plan |
‘Round 2 Plan |

‘Revise Plans IIE_
‘Sign-Off ) | %I
§ Scope Complete | E;zs;c@
Implementation | =
" Level Technology ==

Upgrade EL_‘_

-Intngraté'Deskrmj M ad
'Intngratt: Laptops —
.'I|11|3|r-:menration Comp' % 5/22/03
Te st System o ——
Approve Test Plan | =
Test Desktops | %
Test Laptops | —l_'Ei—
Fix Bugs ) | L’TEII

:I'inal Test %L‘
# Testing Complete f30/03
Sign-Off
& Project C-r':|m|:|lm:n‘. | 6/2/0

Showing 1 to 22 of 22 : Manimi

4

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 aProject can be
displayed in the ProsecT window’ s Gantt chart. Tasks that are part of the
critical path are cross-hatched.

Apr 2003 Mary
WHE ekl 15
[= =1
4 J
v v
E—)
EINIDB
ok J
- v
129/03

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:

e Viewing the Critical Path in the Project Window
e Viewing the Critical Path fromthe Project Overview Gantt Portlet
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e Obtaining a Critical Path Table

Viewing the Critical Path in the Project Window

A Project’s critical path can be displayed in the ProsecT window’ s Gantt chart.
To see aProject’ s critical path:

1. Inthe 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.

f& Gantt Options

IV Indicate Progress r Highlight Critical Path

IV Indicate Exceptions IV Indicate Summary Concition

IV Show Predecessor Arrows | Show External Predecessor Arrows
™ Show Legend ¥ Indicate Current Day

Text to display as Task labels in Gantt: Label dizplay example:

Displary to the left: Laft Labal —— Right Label
—
‘0j Manager

Dizplay to the right:

Display in task tootip: Iad Duration

QK I Apply | Cancel |

|Ready

3. Sdect the HicHLIGHT CriTiIcAL 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 aso be viewed from the Project Overview Gantt
portlet in the ProsecT Overview page of the Kintana interface. To seea
Project’ s critical path in the Project Overview Gantt portlet:

1. IntheKintanainterface, 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. Thefilter
page for the Project Overview Gantt portlet opens.
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¥ Indicate Progress [~ Highlight Critical Path

¥ Indicate Exceptions ¥ Indicate Summary Condition

¥ Show Predecessor Arrows [ Show External Predecessor Arrows
¥ Indicate Current Day ¥ Show Name Column

[T Show Legend

Text to display as Task labels in Gantt: Label display example:
Display to the left: l— _El Left Label Right Label
Display to the right: I— _El

Display in task tooltip: I— _El

In the Display Options section of the filter page, select the HiGHLIGHT
CriTicAL PATH check box and click Done.

The ProsecT OverviEw page opens, refreshing all of the portlets including
the Project Overview Gantt portlet.

Obtaining a Critical Path Table

The Project Critical Path Report generatesalist of all the Tasksthat comprisea
Project’ s critical path in convenient HTML form.
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Report Parameters
Report Mame: Project Critical Path Report
Fun Date: June 9, 2003 0314 PMPOT
Project Mame: Development Laptop Upgrade Project Manager:  Show Only Master Projects:
Sched Start Date From: Sehed Finish Date Ta:
T Project Mame: Development Laptop Upgrade =
Project: Development Laptop Upgrade
Praject Wanager: John Smith Project State: Active Summary Condition: GREEN
Project # 30276 Department: Project Template
Description: Priarity: 500
% Caomplete: 20 Confidence:
Sched. Start Date: May 02, 2003 Actual Start Date: May 04, 2003
Sched. Finish Date: Jul 14, 2003 Estimated Finish Date: Actual Finish Date
Sched. Duration (days): 51 Est. Remaining Duration (days): Actual Duration (days)
Sched. Effort (hours): 872 Est. Remaining Effort (hours): 8 Actual Effort (hours): 120
Sequence Scheduled  Scheduled Start Scheduled
# Task Mame Duration Date Finish Date  Predecessors Resource Mames
Deterrnine Laptop
3 Usage 3 days May 02, 2003 May 06, 2003 John Smith
Technology
4 Assessment 2 days hay 07, 2003 May 08, 2003 3 Jane Smith;Jake Smith;John Smith
) Cost Analysis 21 days May 19,2003 Jun 17, 2003 4 Julie Smith;Joze Smith;John Smith
Purchase Mew
G Laptops 4 days Jun 18, 2003 Jun 24, 2003 5 John Smith
Image Old
g Machines 3 days Jun 26,2003 Jun 27,2003 ] Julie Smith;Joze Smith;Jake Smith
9 Petform Upgrade 5 days Jun 30, 2003 Jul 04, 2003 g Jane Smith;Jake Smith
10 Test Stability 3 days Jul 07,2003 Jul 09, 2003 9 Julie Smith;Jose Smith
1 Eoll-Out 2 days Jul 10, 2003 Jul 11, 2003 10 John Smith
Julie Stith;Jose Smith;Jane
12 Lessons Learned 1 days Jul 14, 2003 Jul 14, 2003 11 Smith;Jake Smith;John Smith

For more information on running Reports in Kintana Drive, see “ Reports’ on
page 257.

Viewing Exceptions

Exceptionsindicate that arule 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 aTask inthe Project Plan Panel.
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2. Click Epit. The Task INFOrRMATION Window opens.

Depending on whether you have the proper access grant to edit the Task, the
@ button in the Project Window may read Eoit or View. Users who may only

View a Task include Project Participants who have not been assigned to that
particular Task, aswell as Project Managers who are not managing the
Project within which that particular Task is contained.

3. Click the ExcepTions tab.

$2 Task Information: 11. Solution Design

Task Mame: |II. Solution Design

sk Categor\r:l LI Task State: |Ready LI
Action ltems | Motes | Motifications | Bagelines | References | Wsermats
Details | Resources | Cost Exceptions Predecessors
Triggered  Mame Rule Wialation
I Late Tasks Task is not yet "Complete”, and the current date is 3 days past the 55 days
Scheduled Finish Date
I Tazks Starting Late Task is not yet "In Progress", and the current date iz 3 days pastthe 58 days
Scheduled Start Date
SPI Winlatian Red if SPI=1.0. Yelow if SPl= 0.7
Unassigned Tasks Mo Resource is assighed, and the Scheduled Start Date occurs
swithin 3 days

Predecessor Has Exception At least one predecessor currently has an exception
Critical Path Running Late Critical path to this milestone is running late

CPI Violation Redif CPl=1.0. Yelow if CPl=07

ok I il | Cancel |

|Ready

The ExcepTions tab lists the Exception Rulesfor the Project containing that
particular Task.

e Thered exclamation point in the Triccerep column indicates that the
Task has triggered an Exception.

e The vioLaTion column displays the number of daysthe Task isfrom the
Exception.

Using the Kintana Dashboard to View Progress

Project Managers can aso view Projects using the Kintanainterface. This
interface comes with a configurable set of application windows, known as
portlets, through which common Kintana queries and actions can be
performed.
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Thisinterface can be expanded to include the Kintana Dashboard, which offers
an expanded set of portlets that feature additional functionality, such asthe
Project List portlet. See "Using the Kintana Dashboard" for further details.

Project Management Reports

Kintana Drive is capable of generating awide 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:

e Project Critical Path Report

e Project Custom Detail Report

e Project Detail Report

e Project Detail Report (Filter by Custom Fields)
e Project Exception Detail Report
e Project Resource Report

e Project Schedule Change Report
e Project Status Report

e Project Status Detail Report

e Project Summary Report

e Project Task Assignment Report
e Project Template Detail Report
e Report Type Detail Report

e Resource Availability Report

e Security Group Detail Report

e User Data Detail Report

e User Detail Report

e 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 compareit 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.

Hew Report Submission
Parameters | Scheduing | Motifications |

Status:

™ [=] E3

I EfReport Number:l Requested By:ljohnsmith

Report Type:lProject Schedule Change

[E

—
Project : |Deve|0pmentLapt0p Upgrade

Cotnpare : |Elase|ined On BI9/03 B 1o |Deve|0pment Laptop Upgrade
Show Only Changes: { Yes & Mo
Showy Only Sub-Projects & Yes & Mo
Shovw Start Date Changes 1 Yes Mo
Showy Finish Date Changes: % Yes Mo
Show Durstion Changes: % Yes Mo
Showy Effort Changes: ¢ Yes Mo
Include Tasks Ready % Yes Mo
Mews % ves [l
InProgress (% Yes Mo
Cancelled Yes & N
Pending  * ‘es Mo
Bypassed { Yes & Mo
Completed " Yes & Mo

i Report: | Siewwllon | Ok | Subnit | Cancel |

heport type loaded.

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:

e 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.

Analyze Cumulative Cost Metrics for a Project

Cumulative Cost Metrics I Apply

Currently your Cumulative Cost Metrics Graph is filtered by: Project Name - Governance Project Rollout, Period - Week, Finish
Date - Jun 30, 2003

I Projected Actual Costs : $59,870 |

Cost
Today
$25,000,000 H

$20,000,000

15,000,000

10,000,000

45,000,000

Week

04/28/03  05/05/03 O5/12/05 05/19/05 O5/26/05 06/02/05 06005 06/16/05 06/23/03 08/30/03
M Planned Value (PY) Earned Value (Ev) [l Actual Costs (AC) Budget @ Budget Actuals = Projected Actual Costs

04/28/03 05/05/03 05/12/03 05/19/03 05/26/03 06/02/03 06/09/03 06/16/03 06/23/03 06/30/03

Planned ¥alue f1zz $234 $234 589 $0 $0 50 $0
Earned Yalue $15,600 40 40 $3,151 44,726 44,726 $2 475 40
Actual Cost 40 43,878 45,817 45,817 $3,047
Labor 40 43,878 45,517 45,817 $3,047
Mon-Labar $0 $0 30 $0 $0
Budget 41,290,322 $2,258,064 $2,258,064 §$2,258,064 $2,335,483 42,800,000 $2,800,000 42,500,000 $2,800,000 42,335,453
Labor $1,290,322 $2,258,064 $2,258,064 $2,258,064 $2,335,483 $2,800,000 $2,800,000 $2,800,000 $2,800,000 $2,335,483
Han-Labar 40 $0 0 $0 $0 $0 $0 $0 $0 $0
Budget Actuals
Labor
Han-Labar 40 $0 40 $0 $0 $0 $0 $0 $0 $0
"Project Name: lm EI BTArc vace: r— EI
*Period: m Finish Date: W %I

Include in graph:

¥ M Planned Yalus [PY)
W~ Earned Yalue {EV}
¥ M actual Costs (AC)

~ Budget

¥ ® Budget Actuals

appry |

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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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.

Use the ANALYZE CuMULATIVE CosT MEeTRICS page to get alook 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 MEeTRics from the Cost menu group in the

navigation bar.
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Analyze Current Cost Metrics for Projects

5 I Apply

Currently your Current Cost Metrics Graph is filkered by: Master Project Blackberry Rollout,CRM Upgrade,Development Laptop
Upgrade,EVA Standards,Governance Project Rollout,Kintana Pilot,Kintana Release 6.0,Knawledge Management,Sales Server
Upgrade, Size of bubble indicates Projected Actual Cost at Completion

SFPI
Target: CPI and SPI > 1.0

1o
of
0.4

CPL 0.4

0.7 1.0 1.3

The following Projects are not displayed due to security restrictions or not enough data available: EVA Standards, CRM

1.6 1.9 2.2 2.5

Upgrade
ProjectCost Health: M Red vellaw O Green Mot Enabled Target: CPI and SPI > 1.0
Project Name Cost Project Manager Budget Budget Total Actual Cost At SPI  CPI
Health Actuals Baseline Completion

Kintana Pilot | | Admin User $317,000 $22,880 $90,240  0.63 0.25
M CrM Upgrade m] Adrin User $590,000,000 $0
O Governance Project m] George Heath 69,000,000 $91,280 $59,670 1.94 1.52
Rollout
O pevelopment Lapton John Smith $10,999,000  $10,000,000 $7,936 $0 035 1.00
Upaorade
O Eya standards Adrin User $18,181

Kintana Release 6.0 John Smith $110,000 490,880 $92,081 0.62 0.99

Iter By

& Project Name

Master Project: IBIackber’ry Rollout; CR

Master Project and Subproject: I g

1 1

I
I I

Size of bubble indicates:

" Budget

" Budget Actuals

" Baseline Costs

% Projected Actual Cost at Completion

Apply |
Figure 9-8 Analyze Current Cost Metrics page

The AnALYZE CURRENT CosT METRICs page can befiltered 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 aparticular Task:

1. Inthe 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.

Task:Define Project Objectives- State Transachon History

D ate Izer Mame Orniginal State Resulting State
August B, 2001 02 25:33 PM PDT [John Smith MHew

Cloze |

R eady

3. Click RerresH to update the history list.

4. Click cLoske to close the window.

To view the State Change History for a particular Subproject:

1. Inthe 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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Project:Implementation Lifecycle- State Transaction History

D ate Idzer Mame Original State Resulting State
August 8, 2001 02:25:33 P PDT [Jakn Smith e
August 8, 2001 022750 Pk PDT [Johi Smith Hew Flan

Cloze

[Ready

3. Click RerresH to update the history list.

4. Click cLoske to closethe wi

ndow.

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 Sates’ on

page 190.

This section contains information on:

e Completing Projects
e Canceling Projects

e Deéleting Projects

( When a user creates or edits a Project or Subproject, that user isthe only one
Note

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.

Completing Projects

Project Managers can set the Project state to CompLeTED. FOr more information,
see “ Modifying States’ on page 192.
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If aProject is manually set to CompLETED:
e Any incomplete Tasks under that Project are set to ByrAsSED.

e Any incomplete projects under that Project are set to CompLETED.

Reopening a Completed Project
A Project that is Completed can be moved to On HoLb.

e Upon moving the Project from Completed to On HoLb:

0 Bypassed taskswill moveto a Task state of New.

e |f the Project ismoved to AcTive:
o0 Task stateswill be recalculated.

0 Tasks previoudy In Procress 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. Inthe Project Plan Panel, select the Project at the top of the hierarchy. This
will be the Master Project.

3. Select anew State for the Master Project from the drop down list in the
STATE column.

4. Click save.

Canceling Projects

Occasionally, al work on aparticular 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 CanceLLep to reflect this
circumstance.

e |f aProject ismanually set to CAnceLLED, any incomplete Tasks or Projects
under it are set to CANCELLED.

e From CancEeLLED, aProject can be moved back to On HoLp using the same
procedure as “ Reopening a Completed Project” on page 215. Upon
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moving the Project from CanceLLED to ON HoLp, bypassed Tasks will move
to a Task state of New.

e Oncethe project ismoved into an AcTtive Project state:
0 Task stateswill be recalculated.

0 Tasksprevioudy In Procress 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 Projectsin the Kintana
system. Projects can be deleted from the ResuLTs tab of the ProJecT
WORKBENCH.

WORKBENCH.

( Subprojects cannot be deleted from the ResuLTs tab of the ProsecT
Note

To delete a Project:

1. Locatethe Project that you want to delete using the Query tab of the
PROJECT WORKBENCH.

2. IntheResuLTs tab of the ProsecT WorkeeNncH, 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
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Y ou can also configure your Task notifications to automatically create and
send these URL s in an email message. Include the following Token in the
MEessaGe areain the Notirication 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 URLSs.

Printing a Project Gantt Chart

A Project Gantt chart can be printed or exported to animage file for usein
presentations. The following sections discuss printing and exporting in more
detail:

e Printing a Gantt Chart
e 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 PrRINT 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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$2 Print Gantt Chart

Filter Options

Flease choose criteria to filter the tasks included in the printed Gantt chart:

Resource:l

Time Range Settings

Resource Group:l
Column Yisihility

Task State: W Ready
Frint Settings

) v In Progress
Freview o 8

¥ Pending

¥ Completed

Task Categor\r:l
Include in Gantt: W Projects
IV Tasks

IV Milestones

Show only Critical Path? ¢ Yes & Mo

Cancel | = Eack

Limit hierarchy depth to I

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:

e JPEG
e PNG
e GIF

e 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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& Export Gantt Chart

I

R A
R A

£ O

- H
[

Figure 9-10 Export Gantt Chart Wizard
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Chapter

10

Updating Tasks:
Project Parhapcmt Achvmes

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.
Thisinterface can be expanded to include the Kintana Dashboard, which offers
an expanded set of portlets that feature additional functionality.

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 alist of portlets available with each product
installation.

( Depending on the products your company has licensed, not all portlets may
Note

This chapter discusses the following Project Participant tasks:
e Logging Onto Kintana

e Changing Password

e Changing Portlet Preferences

e Locating My Tasks

e Viewing Project Information

e Updating My Tasks

e Viewing and Adding Notes

e Viewing and Modifying References
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e 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 Kintanaimplementation at
your site, aswell as your username and password.

To logon to Kintana:

1. Enter the URL of your Kintanaimplementation in a Web browser. The
Kintana logon page opens.

3 Kintana Logon - Microsoft Internet Explorer

File Edit “iew Favorites Toolz Help n
= NERafe =]
Address | hitp:/kintana. com/kintanasweb/knta/global/Log jsp j P Go | Links >

Username: |

Password: |

T Remember my logon

Submit I
Copyright @ 2002 Kintana
&] Done o Intemet

2. Enter your username and password in the corresponding fields in the
Kintana logon page.

If you want Kintanato 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 susmiT.

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 Ebir
My PRroFILE. The EbiT My PROFILE page opens.

Edit My Profile

Change Password

Old Password: I

New Password: I

Repeat New Password: I

Portlet Preferences

Results in Maximized Portlets: I

Done

2. Enter your old password in the OLp Passworb field.

3. Enter your new password in both the New Passworp and REPEAT NEw
PassworbD fields.

4. Click DonE.

Y our password has now been changed in Kintana.

Y ou will receive an error message, after trying to change your password, if:
e You did not enter your old password correctly.

e The New Passworbp and RerpeaT New Passworb fields do not contain the
exact same entry.

e The new password you entered isidentical to your old password.

e The new password you entered does not meet restrictions.
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Changing Portlet Preferences

Y ou can maximize certain portlets, which causes the portlet tofill the available
window areain your browser. The PorTLET PREFERENCES Option allows you to
gpecify the maximum number of rows that will be displayed in a maximized
portlet.

To specify the maximum number of rows in amaximized portlet:

1.

From the SeTTings menu group in the navigation bar at the left, select Epit
My PRroFILE. The EbiT My PROFILE page opens.

Enter the maximum number in the ResuLTs IN Maximizep PorTLETS field.

Click DonNE.

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 Projectsin 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 alows
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 smply 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 criteriausing
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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e 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 |eft, select Tasks.
The Task SEARCH page opens.

Task Search

Search Information | Search | Cancel
Task Name: I Task #: I
Resource: I _El Department: I _El

Task Category: I _El
Include Finished Tasks: ves & ng Task State: I _El

Scheduled Start Date From: I El To: I El
Scheduled Finish Date From: I El To: I El

Show only tasks with exceptions? (" vy &y,

Show only milestones? Cives @ g
Project Name: I _El Project Manager: I =
Sort By: |Tas|-< Mame ;I & ascending
' Descending
*Maximum Tasks Displayed: ISD—
Search I Cancel I

2. Enter the search criteriafor the desired Task. Y ou can search for an
existing Task based on any of the fields |ocated 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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Task Name Task Task State
Category
# Estimate Complete Mew
# Project Complete Pending Pred...
Sign-off rending Pred...
# Uporade Complete Hew

Schedul

Start

April 21, 2003
June 2, 2003
May 30, 2003
April 29, 2003

Sched
Finish

April 21, 2003
June 2, 2003
May 30, 2003
April 29, 2003

(]

John Srnith
John Srnith
John Srnith
John Smith

Shaowing 4 Results

Department

Showing 4 Results

Click on the name of any Task in the list to view its DeTalLs page. See
“Viewing and Updating Task Details’ on page 242 for more information. To
clear all fieldsin 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 PrRoJECT SEARCH page.

To search for Projectsin Kintana:

1. From the SearcH menu group in the navigation bar at |eft, select ProJecTs.

The PrRoJECT SEARCH page opens.
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Project Search

Search Information | Search | Cancel

Project Name: I— Project #: I—
Project Manager: I— = Department: I— _El
Include Finished Projects:  ves & g Project State: I— _El
Summary Condition: re

-

O

[T No Summary Condition

Scheduled Start Date From: I El To: I El
Scheduled Finish Date From: I El To: I El

Show only master projects? & ves O o

Program: I— =
Sort By: W & ascending
' Descending
*Maximum Projects Displayed: ISD—
Search I Cancel I

2. Enter the search criteriafor 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 resultsin the MaxiMum PROJECTS
DispLaveD field can yield quicker results.

3. Click SearcH. The PRoJECT SEARCH RESULTS page opens.

The ProsecT SEarRcH ResuLTs page displays the results matching your search
criteria.

Project Search Results
Showing 2 Results
Project Name Project Scheduled Start Scheduled Finish Project Department
State Manager
[ sales Intsgration Project Active April 15, 2003 June 2, 2003 John SEmith
Support Upgrade Project Mew April 16, 2003 April 30, 2003 John Smith

Showing 2 Results

Click on the name of a Project to view its PrRoJECT OVERVIEW page. See
“Viewing Project Overview” on page 233 for more information. To clear al
fieldsin 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 thisway, the My
Tasks portlet can save valuable time by providing a single point for multiple

Tasks to be updated at once.

The Participant can also click on the name of aTask inthe Task List to view its
DEeTAILS page. See “ Viewing and Updating Task Details’ on page 242 for more

information.

My Tasks

2| Edit|- +- X

John Smith's tasks scheduled to finish on or before April 25, 2002

Define Project Objectives Implementation Lifecycle = Define Project Objectives
Task State: IReady ,I Sched Start: 4/10/02

*% Complete: ID

Define Initiative Constraints  Implementation Lifecycle = Define Initiative Constraints
Task State: Pending Predecessar Sched Start: 4/15/02

*op Complete: 0

Sched Finish: 4/12/0z2

Sched Finish: 4/15/02

Showing 1 to 2 of 2: Maximize

Figure 10-1 My Tasks Portlet

Finding Tasks Using Notifications

Email notifications can be configured by Project Managers to include
hyperlinks to Tasksin Kintana. If you have received an email containing alink
toaTask, click onit, 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.

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.

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:

e Searching for Tasksin the Kintana Workbench

e Searching for Projectsin the Kintana Workbench
e Updating Tasksin the Project Plan Panel

e Updating Tasks in the Task Information Window

Searching for Tasks in the Kintana Workbench

Y ou can locate Tasks using the Query tab in the Task WorkeencH window. To
search for Tasks from within the Kintana Workbench:

1. Click the Drive screen group and click the ProsecTs screen. The PrRoJecT
WORKBENCH opens.

2. Select the Task WorkeeNncH, behind the ProsecT WorkseNcH, by either
clicking on itstitle bar or clicking Task WorkBENCH at the bottom of the
Kintana Workbench window.
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ey Task Workbench = =]
‘1:?.:‘ QuEry: INDne 'l =
g Resource: I Resource Group: I Haz Exception Of Type: E
% Task Marme: I Task #: I Department: E
_ﬁ_ Task Category: E Description: I
Include Finished Tasks: € Yes O R Task State: EH
Shiowe orly milestones? © Yes O R
Project Information
’VProject Manager: I Project Mame: I E
Scheduled Date: Actual Date: —
’VStart Date From: I Ta I ’VStart Date From: I Ta I
—. - |l m — |l m —. - |l m — |l m LI
Max Rowes IT Save Eery | Clear | List I
heady

For acomplete list of al fields in the TAsk WorkBENCH QUERY tab, see
"Drive Workbench Reference”.

Enter search criteriainto the associated fields.

To save your query, click Save Query. Y ou can then perform a quick
search using these specified criteria anytime later.

Click LisT to return the matching results in the ResuLTs tab.

From within the ResuLTs tab:

View aTask by double-clicking on the desired Task or selecting it and
clicking oren. 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.

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 ProsecT WorksencH 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 ProsecTs screen. The PrRoJecT
WORKBENCH Opens, with the Query tab defaulted to appear on top.
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2l Project Workbench H =
QuEry: INDne 'l
Project Manager: Ithnsmith Project # : I Summary Condition: I

]
= Project Marme: I Department: I
é Project Template: I De=scription: I
Include Finizshed Projects: Cives o Project State: I Prograrm: I

Showy only master projects? & ¥es Mo

Scheduled Date: Actual Date:

Start Date From: I Ta I Start Date From: I Ta I
Finizh Date From: I Ta I Finizh Date From: I Ta I
Meww Project | Import from MSP | Max Rovws IEDD Save QUery | Clear | List I

heady

For acomplete list of al fields in the PRoJECT WORKBENCH QUERY tab, see
"Drive Workbench Reference”.

Enter search criteriainto the associated fie ds.

. To save your query, click Save Query. Y ou can then perform a quick
search using these specified criteria anytime | ater.

Click LisT to return the matching results in the ResuLTs tab.
From within the ResuLTs tab:

e View aProject by double-clicking on the desired Project or selecting it
and clicking oren. The ProsecT window opens.

e Open multiple Projects by selecting agroup (using Shift-Select or Crtl-
Select) and clicking oren. Multiple ProsecT windows open, one for
each selected Project.

From within the ProsecT window, you can edit Tasks directly, or edit them
in the Task INFOrRMATION 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 onthe 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 Wor kbench Reference”. Additionally,
Participants can only update those Tasks that have been assigned to them. Al
other Tasks will be view-only. Thisis aso 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 INFOrRMATION Window by one of the following ways:

e Query and open the Task directly from the Task WorkBeNcH. The Task
INFORMATION Window opens.

e Query and open an existing Project. Double-click the Task you want to
edit, or select it and click EpiT. 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 Wor kbench Reference”. Additionally,
Participants can only update those Tasks that have been assigned to them. Al
other Tasks will be view-only. Thisis aso 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
Kintanainterface, asaway 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:

e Viewing Project Overview

e 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 Prosect 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 havetriggered. All of this data and moreis
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
alink to the ProsecT DETAILS page. See “ Viewing Project Details’ on
page 234.

Proj ect Overview Gantt Portlet — Displaysthe Gantt chart for a Project.
See “ Viewing the Project Gantt Chart” on page 239.

Project Milestones Portlet — Lists the Milestonesin a Project. See
“Viewing Project Milestones” on page 240.

Subprojectsand Tasks Summary - Provides alist of all Subprojects and
Tasks included in that Project, and alink 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- Providesalist of all Referenceslinked to the Project
(Requests, Packages, Tasks, Projects, Releases, Attachments, URLs) and
wherein the Project they are Referenced from. See* Viewing Project
References’ on page 239.

Project Related Actions Portlet — Displayslinksto a Project’s
Assignment visualizations and Staffing Profiles. See "Managing Resour ces
in Kintana" for more details.
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Project Overview

Governance Project Rollout

Personalize This Page

Project Summary 2} pai) +x- Project Exception Summary 2} ean) + x|
Project Name: O Governance Project Rollaut
Project State: Active Mo results found.
% Compl 31%
Project Manager:  George Heath
Description: Project Related Actions HEE
2| | 1 x]
Sched Start: 5/15/03 2+ Sl
Sched Finish: 10/20/03 wiew Assignments for this Project.
Pragram Name: View Staffing Profiles for this Praject,
Program Manager:
[ Project Details [ Edit Project Plan
Project Milestones 2| eaie) x|
Name State Finish Resource
Date
4 Go Live Pending 10/20/03 Julie Miles
Predecessor
# Committo  Pending B/4/03
Project Predecessor
Showing 1o 2 of 2 1 Manimize
Project Overview Gantt 2| Eait) - x
Filtered by: Time Range: all; Include in Gantt: Projects, Tasks, Milestones; Task State: Ready, New, In Progress, Can...
Task Name [2003
[Tra [3un | EF [aug [Sep Joct
Governance Project Rolla - =]
L Reguirements Analvsis EEgie Anderzon
1L Solution Design Lo = 3phn Brenner
IIL Prototpe I p——— 2, tz;Greg Newby;John Vicks
IV. User Acceptance i-tjlel Fizch
# Commit to Project /4703
V. Detailed Design L E—==ill Gibbe
VI Build o= 4 nie Goer=;Greg Newby; Bil
VIL Test vl e Fisch
VIII Us er Signoff e
I Train Users i g
# Go Live G4 102t
Tasks: Reody mmml  In Progress: [mml  Pending: fmmd Completed: B Cancelled/Bypossed: [ Exception: jmml
Milestone: #  Projects: @™ predecessors v External Predecesser: W
Showing 1 t0 12 of 12 : Maximizs
Subprojects and Tasks Summary 2| eain] 4L
Governance Project Rollout
Name % Complete State Sched Start Sched Finish Project
Manager
L. Requirements &... 1000 Completed 5/15/03 6/3/03 Gina Anderson
1L. Solution Desian 1000 Completed 6/4/03 6/20/03 John Brenner
111 Prototype 50.0 In Progress 6/23/03 7/11/03 Arnie Gaet...
14, User Acceptance 0.0 Pending Pr... 7/14/03 6/1/03 Mel Fisch
Commit to Project 0.0 Pending Pr... 8/4/03 &/4/03
W. Detailed Desian 100 Pending Pr... 6/4/03 6/20/03 Bill Gibbs
WL Build 0.0 Pending Pr... 8/21/03 9/11/03 Arnie Gaet...
WIL Test 0.0 Pending Pr... /12/03 2/30/03 Mel Fisch
WIIL. User Signoff 0.0 Pending Pr... 10/1/03 10/1/03 Julie Mile..,
I, Train Users 0.0 Pending Pr... 10/2/03 10417403 Gina Anderson
Go Live 0.0 Pending Pr... 10/20/03 10/20/03 Julie Miles
Droject Hierarchy

Figure 10-2 Project Overview Page

Users can access the Project Overview page through the Project Search Results
page, as well asthe 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).

e DEeTAILS - Project number, Project Template, department, description,
priority, complete and incompl ete predecessors.

e AcTIoN ITEMs - Action item names, states, and priorities.
® NoTEes - Any notes.

e RerFeRENCES - Requests, Packages, other Projects, URLS, and attachments.

Project Details
Project Mame: Kintana Pilot Project Manager: Admin User Project State: Active
Budget: Kintana Pilot

o
Progress

*o% Complete: =)
Start Date Finish Date Duration Effort
Scheduled:  February 5, 2003 Scheduled:  July 10, 2003 Scheduled: 110.0 days
Actual: February 6, 2003 Actual: Actual: Actual: 736.0 hours
Project
Template:
Name State Resource

There are no predecessors found.

Project Cost Health

Baseline
Labor §22,880
Action Items
Description Status Priority

There are currently no action items.

There are currently no notes.
References

There are currently no references attached.

Figure 10-3 Project Details Page

The ProJjecT DETAILS page can be accessed through the Project Summary
Portlet in the ProsecT OverviEw page, which contains alink to the ProsecT
DETAILS page.
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Project Summary 7| Edit| ]

Project Name: O sovernance Project Rollout
Project State: Active

% Complete: 31% ':":":":l

Project Manager: George Heath
Description:
Sched Start: 5/15/03
Sched Finish: 10/20/03
Program Name:
Program Manager:
| Project Details | Edit Project Plan

Click ProJecT DETAILS tO gO tO the PrRoJECT DETAILS page.

Viewing Project Hierarchy

The ProJecT HiIERARCHY page displaysthe 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 ProsecT HIERARCHY page is useful for providing context for Participantsin
terms of thelocation of their Tasksin the overall Project framework, aswell 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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Project Hierarchy

Project Mame: [0 Gowernance Projec... Project Manager: George Heath Project State: Active

Seq # Project Name State Scheduled Scheduled Scheduled Preds Project
Duration Start Finish Manager f
{days) Resource

1 O Governance Project Rollout  Active 111.0 5/15/03 10/20/03 George Heath

z 1. Requirements Analysis Completed 13.0 5/15/03 6/3/03 Gina Anderson

3 11. Solution Design Cormpleted 13.0 6/4/03 6/20/03 z John Brenner

4 111, Prototype In Progress 15.0 6/23/03 711703 3 Arnie Gaetz;...

5 IY. User Acceptance Pending Predecessor  15.0 7414403 8/1/03 4 Mel Fisch

[} # Cornmit to Project Pending Predecessor 0.0 8/4/03 8/4/03 5

7 W, Detailed Design Pending Predecessor  13.0 8/4/03 8/20/03 [ Bill Gibbs

g W1, Build Pending Predecessor  16.0 8/21/03 /11703 7 Arnie Gaetz;...

9 WII. Test Pending Predecessor  13.0 9/12/03 /30403 g Mel Fisch

10 WIIL. User Signoff Pending Predecessor 1.0 10/1/03 10/1/03 El Julie Miles; ...

11 Ix. Train Users Pending Predecessor  12.0 10/2/03 10417703 10 Gina Anderson

1z ®Go Live Pending Predecessor 0.0 10/20/03 10/20/03 11 Julie Miles

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 alink to
the PROJECT HIERARCHY page.

Subprojects and Tasks Summary

2} edith 4| %l
Implementation Lifecycle
Name % Complete State Sched Start Sched Finish n;oﬁi:;:;r
Define Project Ob. .. 0% Ready 4/10/02 4/12/02 lohn Smith
Define Initiative... 0% Pending Pr... 4415402 4/15/02 John Smith
I Define/validate ... 0% Pending Pr... 4416402 4/16/02
O Implermentation 0% Active 4417702 4/23/02 John Smith
[ Desian/Config/Bui... 0% Active 4424702 6/13/02 John Smith
Systern Test 0% Pending Pr... 6/14/02 6/18/02
Integration Test 0% Pending Pr... 6/19/02 6/20/02
User Acceptance Test 0% Pending Pr... B/Z1702 B/25/02

Click PrRoJECT HIERARCHY tO QO 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:

e Exception Type and number of days violated
e Task state, resource, scheduled start and finish
e Project path

Thisis useful for Participants in that it provides specific context for every
Exception in aProject, 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.

Project Exception Detail

Yiolation Task State Scheduled Scheduled R e
Start Finish

Critical Path Running Late
Kintana Release 6.0

U 5o Live Running late Pending 7410403 7/10/03 Julie Miles
Predecessor

! Commit to Project Running late Pending 4/24/03 4/24/03
Predecessor

Late Tasks

Kintana Release 6.0

1 v Build 0 days Pending 5/13/03 6/4/03 Arnie Gaetz; Greg Mewby
Fredecessor

! New Task 3 days In Progress 5/29/03 5/29/03 william Shakleton

U Mew Task 3 days Ready 5/29/03 5/29/03

! v, Detailed Ciesign 16 days Pending 4424703 5/13/03 Bill Gibbs
Predecessor

I 1v. User Acceptanc 29 days Ready 4/3/03 4/24/03 Mel Fisch

Predecessor Has Exception

o
=%

Kintana Release 6.0

! Cormmit to Project Predecessors Pending 4/24/03 4/24/03
have Predecessor
exceptions

Tasks Starting Late
Kintana Release 6.0

byl Build 16 days Pending 5/13/03 6/4/03 Arnie Gaetz; Greg Newby
Predecessor

! v, Detailed Design 29 days Pending 4724403 5/13/03 Bill Gibbs
Fredecessor

! 1v. User Acceptance 44 days Ready 4/3/03 4/24/03 Mel Fisch

U Mew Task 4 days Ready 5/29/03 5/29/03

U oI, Test 0 days Pending 6/4/03 6/23/03 Mel Fisch
Predecessor

Unassigned Tasks

Kintana Release 6.0
U Mew Task Ready 5/29/03 5/29/03

@ Export Data to Excel

Figure 10-5 Project Exception Detail Portlet

Getting fo the Exception Details Portlet

The Project Exception Summary portlet in the PrRoJecT OVERVIEW page contains
alink to the Project Exception Detail portlet.

Project Exception Summary 2| Edit] |- %

Unassigned Tasks 1 Task

I Exception Details

Click DeTaILs to go to the Project Exception Detail portlet.
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Viewing Project References

The Project References portlet in the ProsecT 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:

e Reference Type
e Description
e Referenced By

The Project References portlet provides a convenient single point of accessfor
all entitiesreferenced by a Project.

Project References 2| Edit| 4%
Reference Detail Status L Assigned Description Referenced
Complete User By
Reguest 37266 Product Bug Mew 0% Previou... Impleme...
Request 7233 Product Bug Mew 0% Install... Designs...

Showing 1 te 2 of 2 Maximize

Viewing the Project Gantt Chart

The Project Overview Gantt portlet, displayed on the PrRoJECT OVERVIEW page,
shows the Project’ s Gantt chart including Milestones.

Project Overview Gantt —Edit| 4| %]

Filtered by: Time Range: All ; Include in Gantt:Projects, Tasks,Milestones ; Task State:Ready,Mew,In Progress,Cancelle...

Name Apr 2003 May 2003 Jun 2003

W15

WlG |\‘a'1 7 |W1 8

W1a | W20 | w2l | wzz W23

Sales Integration Project =]
Project Scoping
“Round 1 Plan
‘Round 2 Plan

Revise Plans II,E_

_ S
5ig =
# Scope Complete ’ﬂﬁs /03
L

Implementation

4

Q'I|11|3|r-:n1enration Camp
Tesi System
Approve Test Plan B
Test Desktops @
Test Laptops =]
Fix Bugs
Final Test =
Q'Tes‘ting Complete f30/03
Sian-Off )
# Project Cam plete

5/22/03

Pl

4 6/2/0
Showing 1 to 22 of 22 : Masimi

Figure 10-6 Project Overview Gantt portlet
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Display criteriafor the Gantt chart can be configured by clicking Ebit, which
opens the portlet’ sfilter page.

Display Options

¥ Indicate Progress Highlight Critical Path

¥ Indicate Exceptions Indicate Summary Condition
¥ Show Predecessor Arrows Show External Predecessor Arrows
¥ Indicate Current Day

[T Show Legend

|

Show Name Column

Text to display as Task labels in Gantt: Label display example:

Display to the left: l— _El Left Label Right Label
Display to the right: I _El
Display in task tooltip: I _El

Figure 10-7 Project Overview Gantt portlet filter page - Display Options section

Viewing the Critical Path

The critical path of aProject ismade up of the Tasksthat defineits duration. A
Project’ s critical path can be displayed in the Project Overview Gantt portlet
by clicking Epit and selecting the HigHLIGHT CRriTIcAL PATH Checkbox.

Viewing Project Milestones

Milestones are used to mark significant eventsin a Project, often the
completion of adeliverable or arrival of adeadline. In the Project Overview
Gantt portlet, milestones appear as black diamonds.

Milestones are also listed in the Project Milestones portlet, displayed on the
PROJECT OVERVIEW page

Project Milestones — Edit| 4| x|

Name State Finish Resource
Date
# Testing Pending 5/30/03
Complete Predecessor
# Scope Complete  Pending 4/25/03
Predecessor
4 Project Pending 6/2/03 John Smith
Complete Predecessor
#Implementation  Pending 5/22/03
Complete Predecessor
Showing 1 to 4 of 4 Masimi

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
acustomized 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.

View Resource: John Smith

View Resource | Modify Resource
Resource Information I Done

Full Name John Smith Start Date: 4/14/03 End Date:
First Name: John

Cost Rate: ¢ 20.00 /hour
Last Name: Smith
Title: Capacity: 100 % for workload assignments (S0 hours/week)
Email: jehnsmith@kintana.com Department: Development
Phone Number: Location:
Direct Manager: Category: Full Time Employee
Organization Information skill Profile
Org Unit Name Type Manager skill Proficiency Level
IT Special Ops ... Group John Smith There are currently no Skills specified.

Related Actions

Wiew Organization Model

Capacity for the Next 2 Weeks

Hours
15
: I I I

5

o

D417 G418 D419 D420 D421 04422 D442 DAJ24 D4J25 DAZE DHZ7 DAJ2E 04428 D430
Day
B nilization M owrliocation Capacity Leve |
Assignments Details for the Next 2 Weeks
i e |.‘\|:|'|I 2003
Uls ‘m |zn |2| |zz ‘za |24 |z |) ‘27 |zs |29 ‘ 0

Froject Scoping ~

Sales Integration Project

Support Upgrade Project
4 Estimate Complete 4 4/21/03
~ Revise Plans ] johnsmith

Sian-Off == ichnsmith

Implementation [==
4 Uparade Complete $ 4/29/03

Ready: gm In Progress: lml Pending: | Completed CarcelledBypassed: [ Exception:
Milestone: ¢
Done

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 criteriainto the SEarcH REsources page and
click SEARcH.

Updating My Tasks

Kintana Drive makesit easy for Project Participants to report on different
aspects of Tasksin multiple levels of detail:
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e Viewing and Updating Task Details - Participants can view their Tasksin
detail, updating and saving information such as Task progress,
attachments, and action items.

e Viewing and Updating Multiple Tasks - Multiple Tasks can also be updated
simultaneously, with information deemed essential by the Project Manager
available to update immediately.

Updating a Task can trigger eventsin the Project that moveit along its path to
completion.

marked CompLETE until its predecessors have been completed, unless a

A Task in aProject that has predecessor Tasks associated with it cannot be
Project Manager attemptsit.

Viewing and Updating Task Details

The Task DeTAILs page contains detailed information on multiple aspects of a
single Task. Many fieldsin the Task DeTaiLs page are updateable by Project
Parti cipants.

To update fieldsin the Task DETAILS page:
1. Make the update in the desired field.

2. Click save.

In order for updatesto take effect, the Participant must click save. Only then
@ will Drive take into account the updates that have been made.

To clear all changes and reset all fieldsto their previous values, click ReseT.
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Task Details

Task Mame: Commit to Project Task State:  Pending Predecessor
Project Path: Kintana Release 6.0 > Commit to Project

BT

Name Description Yiolation
Critical Path Running ... Critical path to this milestone is running late Running late
Predecessor Has Exception At least one predecessor currently has an exception Fredecessors hawe exce. ..

*op Complete: 1]
Start Date Finish Date Duration Effort
Scheduled:  ppril 24, 2003 Scheduled:  April 24, 2003 Scheduled: 0.0 days

Actual: I %I Actual: %I Actual: I days Actual: 0.0 hours

Resource; Resource

Group:
Name State Resource
LY. User Acceptance Ready Mel Fisch

= cCosts
Project Cost Health

Mo costs information can be shown, This is because the Project Settings for this Project is set to not show any actual, planned and baseline
costs, If you believe this is a mistake, please checlk with the Project Manager,

Action Items

Description Status Priority Required
There are currently no action items.

New Action Item: | |Opan ;I |Normal;| r

Motes

Notes to be added on save:

|

=
References
Reference Additions
New Reference: [attachment - Add I
References to be added on Save:

Open Remove |
Save I Reset I

Figure 10-10 Task Details Page

Getting fo the Task Details Page

A relevant Task must first be located in order to get to its DeTaiLs page and
update itsinformation. There are several ways for Participants to locate and
view details for any Tasks that might require their attention:

e “ Searching for Tasks and Projects’ on page 224
“ Finding Tasks Using the My Tasks Portlet” on page 228
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e “Finding Tasks Using Notifications” on page 228

Any Task’ s DeTalLs page can a so be reached from the PrRoJECT 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 asthe Task STaTe or % CompLETE. The My Tasks
portlet is perfectly suited to this need, and has the added advantage of being
able to show multiple Tasks at once.

The fields collected by the portlet can be configured by Project Managers. See
“ 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 fieldsin 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.

In order for updatesto take effect, the Participant must click save. Only then
@ will Drive take into account the updates that have been made.

To clear all changes and reset al fieldsto their previous values, click REsEeT.

2h-can) 4 xi-

John Smith's tasks scheduled to finish on or before April 25, 2002

Define Project Objectives Implementation Lifecycle = Define Project Objectives
Task State: IReady vl Sched Start: 4/10/02 Sched Finish: 4/12/02

*op Complete: ID

Define Initiative Constraints  Implementation Lifecycle = Define Initiative Constraints
Task State: Fending Predecessor Sched Start: 4/15/02 Sched Finish: 4/15/02

*op Complete: 0

I Save Reset

Showing 1 to 2 of 2: Maximize

Figure 10-11 My Tasks Portlet
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Getting fo 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 |eft.

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 anew Note:

1. Get to the DeTAILS page of the Task you wish to update.

2. Typethe 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 .classfiles, etc.)

Tasks
Projects

Releases (referenced from the Workbench only)
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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:

e Adding Referencesto Tasks
e Viewing and Editing References

e Deleting References

Adding References to Tasks

Y ou can reference aWeb accessible file or attach afile from your local
machine to the current Task. Y ou 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:

e Search for and open the Task directly using the SEARcH -> Tasks menu
option.

e 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 RerFerencEs Section of the page.
3. Select aReference type from the New Rererence drop down list.

4. Click App. 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.

Y ou can attach different types of References to your Task. See the following
sections for instructions on referencing different entities.

e Attaching Existing Kintana Entities
e Attaching New Requests
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e Attaching Files
e Attaching URLs

Attaching Existing Kintana Entities

Y ou 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 Rererences
section.

References

Reference Additions

New Reference: IAttac:hment 'I Add I

References to be added on Save:

Open I Rem ove I

Save I Reset I

2. Select EnTiTy (ExisTing) (“ENTITY” can be Task, Project, Request (Existing),
Request (New), Package (New), or Package) to be added from the New
Rererence drop down list.

References

Reference Additions

New Reference: IAtta ent 'I Add I
ent

T —
Pack

(Existing)
Package {MNew)
Project

Request (Existing)
Request (New)
Task

URL

Open I Rem ove I

Save I Reset I

3. Click App. A page opens presenting search criteriafor 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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TKINTANA Welcome John Smith
Add Reference:
Request
*Relationship for Selected Requests: | j
Request Search Results
Showing 2 Results
Req # Request Type Status Last Updated Description
r 67266 Product Bug Mew April 11, 2002 Previous versions don't
wark with Opera
r 87233 Product Bug Mew April 10, 2002 Installer appears to
hang
(DA | [@ewal | Showing 2 Resulis
Add I Modify Search I Cancel I
Copyright @ 2002 Kintana

5. Select the check box next to the entity or entitiesto be referenced. To check
all boxes, click cHeck ALL. To uncheck all boxes, click CLEAR ALL.

6. Select arelationship for the referenced entities from the drop down list at
the top of the page. For acomplete list of all Reference relationships, see
“ Dependency Relationships’ on page 145.

7. Click Aop.

8. Thereferenced entities appear in the REFERENCES TO BE ADDED ON SAVE list
on the Task DeTalLs 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 Rererence drop down list and click
App. The CREATE NEw REQUEST page opens.
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"TKINTANA Welcome John Smith

Create New Request

“Request Type: [Ephancement =l

Enhancement: Enhancement Request type

“Relationship:  [Contained in this Task =]

Contained in this Task: Referenced Request is contained in
this Task

Create I Cancel I

Copyright @ 2002 Kintana

2. Choose the Request Type that you want to generate from the REQUEST TyPE
drop down list in the CrReaTe 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 theinformation related to your new Request in the CReaTE NEw
REQUEST page. Required fields are displayed in red. If you would like to
make additional comments on the Request, enter them in the NoTes field.

6. Save and submit the new Request.

7. Thereferenced Request appears in the REFERENCES To BE ADDED ON SAVE list
on the Task DeTAlLs page. The Reference has not been added yet.

8. Click save to add the Reference to the Task
Attaching Files
To add afile as a Reference:

1. Navigate to the Task’s DeTaiLs page and scroll down to the REFErRENCES
section.
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2. Select AttacHMENT from the New Rererence drop down list and click App.
The REFERENCE ATTACHMENT page opens.

TKINTANA Welcome John Smith

Reference Attachment
*Attachment: | B,

Description: |

0K I Cancel I

Copyright @ 2002 Kintana

T ——

3. Select the desired file from your local machine and enter a description if
desired.

4. Click App to add the sdlected Attachment as a Reference.

5. The referenced Attachment appearsin the REFERENCES TO BE ADDED ON SAVE
list on the Task DeTAlLs page. The Reference is not added until Save is
clicked.

6. Click save to add the Attachment to the Task.

Attaching URLs
To add aURL as a Reference:

1. Navigate to the Task DeTalLs page and scroll down to the REFErRENCES
section.

2. Select URL from the New Rererence drop down list and click Aop. The
REFERENCE URL page opens.
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Welcome John Smith

Reference URL

*URL: [ ¥iew URL

Description: [

0K I Cancel I

Copyright @ 2002 Kintana

3. Typethe URL into the URL field and enter adescription if desired.
4. Click App to add the specified URL as a Reference.

5. Thereferenced URL appears in the REFERENCES To BE ADDED ON SAVE list on
the Task DeTAILs page. The Reference has not been added yet.

6. Click save to add the Reference to the Task.

Viewing and Editing References

Y ou can view the References that have been linked to a Task. The References
arelisted in the Rererences 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 Rererences 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.
e |f the ReferenceisaURL, it opensinside your Web browser.

e |f the Referenceisafile of any other kind, it is handled by your Web
browser in the usual fashion, either opening directly or asking to be
saved to your local machine.

e |f the ReferenceisaProject, its PRoJECT OVERVIEW page opens,
displaying summary information related to that particular Project.
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Lists current —p»

e |f the Reference is another Kintana entity (Request, Package, or Task)
it will open the entity’ s DeTaILs page.

If you have alicense for Kintana Create and Kintana Deliver, you can click
the Request or Package to access their detail pages. Y ou can then update
those entities according to normal Kintana operation. See " Processing
Requests" and "Processing Packages' for more information.

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 figureillustrates the
functionality related to References.

References

References ——

' Req # $:E:E§t Status Priority 3::_9"3'1 Description Relationship
CIICk X to remove_’ﬂ 87233 Product Bug Mew Installer appears to hang IREIatEd to this Task ;I
the Reference. p
Add new New Reference: IAttachment -I Add

References to be added on Save:

References. ol
Select a new
Relationship from
the drop down list. T |

Save I Reset I

Click Save to save
your changes.

Y ou 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.

Project References 2| edit |+ %

Reference Detail Status % Assigned Description Referenced
Complete User By

Regquest 87266 Product Bug Mew 0% Previou... Impleme...
Reguest 87233 Product Bug Mew 0% Install... Design/...

Showing 1to 2 of 2: Maximize
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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.

3.

Navigate to the Task DeTaiLs page and scroll down to the RErFerencEs
section.

Click the x to the left of the Reference. A message will appear asking you
to confirm the deletion.

Click Yes.

The Reference is removed from the Task.

References
= Requests

Req #

Click X to remove_ gy ors5s

Assigned
User

Request

Type Status Priority

Description Relationship

Froduct Bug Mew Installer appears to hang |Re\ated to this Task ;'

the Reference.

New Reference: |Attachment 'I Add I

References to be added on Save:

Open Remove |

Visibility Between Projects and Programs

The Kintana Program Management Office Solution provides away 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
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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

Y ou can run reports on your Kintana Drive information from the ReporTs
menu group in the navigation bar.

To run aKintana Drive report:

1. From the REPorTs menu group in the navigation bar, select ProJecT
REPORTS. The AVAILABLE REPORTS page opens.

Available Reports

Project Custom Detail Report View selected details of one or more projects with project types, Displays a table with a
column for each selected project header field and custom field.

Project Detail Report Yiew the details of one or more projects, filtered by header field values. Reports a variable level of
detail based on user selection, including custom fields, notes, activities, references, etc,

Project Detail Report (Filter by Custom Fields) sudit the details of one or more projects, which can be filtered by a
project type's custom field values. Includes header and detail information, notes, and status for each selected project.

Project Exception Detail Report View the details of tasks that need special attention by a project manager. Lists tasks
that are in an exception state; i.e. past due, started late, delayed, unassigned, etc.,

Project Resource Report Audit all resources working on a project, and the tasks that each resource is working on,
Provides a project manager with a high-level view of resource load and availability,

Project Status Detail Report sudit the status of all parameters and parameter details for items in one or more projects.
Allows a project manager to drill into the detailed status of projects requiring their attention.

Project Status Report Yiew the status of one or maore projects. Can be used to indicate project tasks reguiring special
attention, as well as for general informational reporting purposes,

Project Summary Report Yiew a brief summary of all projects meeting the reporting criteria. Presents a table format for
quick browsing.

Project Type Detail Report View the configuration details of one or more project types. Includes detailed information
about each field associated with selected project types. Also useful for debugging technical project problems.

DSS Reports

Pending Project Tasks {DS8)} DSS - List all project tasks that are passed due, per time unit {days, weeks, or months),
Helps identify stalled or delayed tasks.

Project Cycle Time Distribution (D88} DSS - Chart a distribution of project cycle times in user-specified time buckets
(specified in days). Useful in tracking project cycle times, and for identifying aberrant data.

Projects Completed by Period {D§8) D55 - Chart the number of projects completed per time unit {week, month, or year)
over a specified time span. Helps to identify overall throughput and longer-term time trends in activity,

Projects by Type {DS88) DSS - List projects categorized by a selected grouping type.

Copyright @ 2001 Kintana About Kintana
— |
2. Choosethereport 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.
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Project Custom Detail Report
*Project Template: || _El Project Fields: I _EI

Project Name: I i= Custom Fields: I i=
Project #: I Project Manager: I _EI
Sched Start Date (7] Sched Start Date (7]
From: I —I To: I _I
Sched Finish Date (7] Sched Finish Date (7]
From: I —I To: I _I
Project States: I _El Department: I _EI
Created By: I i= Order By: I i=
Show Master &y, [al Y]
Projects Only: s °

Show Report v O o

Parameters:

Submit I Cancel I

This example of a Report creation page shows the required and optional
fields for the Project Custom Detail Report. Each Report Type hasits own
set of required and optional fields. The Report creation page always
displays a different set of fields depending on which Report Typeis
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 susmir.

The ReporT SusmITTED page opens and displays the Report contentsin a
new window.

Updating Tasks: Project Participant Activities 255



Working with Projects

256 Updating Tasks: Project Participant Activities



Working with Projects

Chapter

11

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 I nterface
Viewing Previously Submitted Reports

Decision Support System (DSS) Reports

Standard Kintana Drive Reports (Non-DSS)
Sandard 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. IntheKintana Workbench, click the Drive screen group and either the
REPORTS OF 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.

Mew Report Submission =] 3

Parameters | Scheduling] Motifications |

Status:l Report Number:l Requested By: Iadmin
1}

Fieport Type: |W'0rkf|0w Dretail Report

“workflow From: |
workflow To: |
Show Valid Results: € Yes & No
Show Transitions: € Yes & No
Show Security? © Yes & No
Show Motifications? € Yes & No
Wiew Fepart | Wiew Log | QK | Submit | Cancel |

|F| eport lype loaded.

3. Select the Report Type desired from the ReporT Type auto-complete list.
Report-specific parameters appear at the bottom of the tab.

Compale Custom Database 5etup [30150] M= 3
Parameters | Scheduling ]| Notifications |
Status: HeportNumber:lBD‘IED— HequestedBy:
Fieport Type: |E0mpare Custom D atabase Setup
Comparizon Marme: |
Reference Environment: Compared Environmert:
Fieference AppCode: Compared AppCode:
Orily Freport Differences: € es & o
Object 1: Ef Obiject 1 Filter: |
Object 2: Ef Obiject 2 Filter: |
Dbject 3: Dbject 3 Fiter: |
Dbiject 4: Dbiject 4 Fiter: |
Dbject 5 Dbject 5 Fiter: |
Wiew Fepart | Wiew Log | QK | bt | Cancel |

|F| eady [Read-Only)

4. Enter information in the required fields and any other fieldsyou would like
to use for your report.
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5. (Optional) Click on the ScHebuLinG tab and enter the time at which you
would like the Report to run. If no scheduling information is entered, the
report runsimmediately. 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 susmiT to run the Report.
10. Click view ReporT When the Report finishes running.

The Report output displays in your Web browser.

If you do not have permission to submit a report, contact your Kintana
Note System Administrator.

Using the Scheduling Tab

The scHebuLinG tab is used to determine when a Report runs. Reports can be
run immediately or scheduled to run at alater time. Y ou can also schedule
reportsto 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 fidld.
2. Enter 3 in the RepeaT INTERVAL field.

3. Select Days from the drop down list.
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Mew Report Submission M= 3
Parameters - Scheduling | Notificationsl
V| Schedule the report
Scheduling Information
Execution Date: | December 4, 2001
Ewecution Time: | 04:55:25 AM GMT +05:30
Repeat Perindically v
Recurence |nfarmatior
Fiepeat Until Date:| January 4, 2002
Repeat Until Time:| 04:56:27 M GMT+05:30
Fepeat Interval: |3 |Craps =l
Wiew Fepart | Wiew Log | QK | Submit | Cancel
[Feady

Figure 11-1 New Report Submission Scheduling Tab

Using the Notifications Tab
To specify recipients for the Report:

1. Click New. The Abp NOTIFICATION FOR REPORT SuBMISSIoN Window opens.

Add Motification for Report Submigsion: null

Setup | Message |
~Optian:
Description: ||
Everit: [ALL =l
Interval: |8:DD AM Daily M-F =l
Enabled: @ Yes ¢ No [ Dor't send if obsolete
~Recipient:
Fecipient Type | Distribution Type | Fiecipient |
Mew | Edit | [Velete |
Tokens | ()3 | Cancel |
[Feady

2. Inthe seTup tab, enter information in the required fields.

3. If you want to add a new user to the Recipients, click New. The Abb New
REcIPIENT Window opens.
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Add HNew Recipient [ %]
& Ta O Cc © Beoc [Enter aUsemame =l
Usemame:”

Fiecipient Type: | Uszermame

Tokers | ak. I Add | Cancel |

[Feady

4. Enter information in the required fields and click Aop to add the new
recipient. Click OK to return to the Abo NoTiFicaTion SETuP. Click CANCEL tO
return to the Abp NoTiFicaTion SETUP Without saving any changes.

5. (Optiona) In the Abb NoTiFicaTion SETUP dialog you can use the Ebit and
DeLeTE buttons to modify the list of recipients. Click Token to view the
available tokens,

6. (Optional) Click the MessacE tab in the Abp NoTiFicaTion SETuP if you want
to view and edit the M essage Notification Template.

7. Click ok to close the window.

The email will be sent to the recipients specified in the Abb NEw RECIPIENT
window.

Submitting a Report from the Kintana Interface

Standard Kintana Drive Reports, both DSS and Non-DSS, can be run from the
Kintanainterface.

To run aReport from the Kintana interface:

1. From the navigation bar at |eft, select ReporTs -> PrRoJECT REPORTS from the
main menu. The AvAiLABLE REPORTS page opens.
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Available Reports

Project Custom Detail Report View selected details of one or maore projects with project types. Displays a table with a
column for each selected project header field and custom field.

Project Detail Report View the details of one or more projects, filtered by header field values. Reports a variable level of
detail based on user selection, including custom fields, notes, activities, references, etc.

Project Detail Report {Filter by Custom Fields) Audit the details of one or more projects, which can be filtered by a
project type's custom field values. Includes header and detail information, notes, and status for each selected project.
Project Exception Detail Report Yiew the details of tasks that need special attention by a project manager. Lists tasks
that are in an exception state; i.e. past due, started late, delayed, unassigned, etc,

Project Resource Repaort Audit all resources working on a project, and the tasks that each resource is working on
Provides a project manager with a high-level view of resource load and availability.

Project Status Detail Report Audit the status of all parameters and parameter details for items in one or more projects.
allows a project manager to drill into the detailed status of projects reguiring their attention,

Project Status Report View the status of one or more projects, Can be used to indicate project tasks requiring special
attention, as well as for general infarmational reporting purposes.

Project Summary Report View a brief summary of all projects meeting the reporting criteria. Presents a table format for
quick browsing.

Project Type Detail Report View the configuration details of one or more project types. Includes detailed information
about each field associated with selected project types. Also useful for debugging technical project problems

DSS Reports

Pending Project Tasks (DSS) DSS - List all project tasks that are passed due, per time unit {days, weeks, or months).
Helps identify stalled or delayed tasks,

Project Cycle Time Distribution (DS§) DSS - Chart a distribution of project cycle times in user-specified time buckets
(specified in days). Useful in tracking project cycle times, and for identifying aberrant data.

Projects Completed by Period (DSS) DSS - Chart the number of projects completed per time unit {week, month, or year)
over a specified time span. Helps to identify overall throughput and longer-term time trends in activity.

Projects by Type {DSS) DSS - List projects categorized by a selected grouping type.

— |

2. Choosethe report to be submitted from thelist of Report Types by clicking
on its name. Both Regular Reports and DSS Reports are available in
separate sections of the AvaiLaLeE REroRTs page. The Report’s creation
page opens.

stom Detail Report

*Project Template: ||

Project Fields: |

Project Name: | Custom Fields: |

Project #: | Project Manager: |

Sched Start Date | Sched Start Date |
From: To:

e
e

Sched Finish Date |

e
e

Sched Finish Date |

From: To:
Project States: | = Department: | =
Created By: [ i= Order By: [ i=
Show Master &y ol
Projects Only: s °

Show Report R T

Parameters:

Restore Default

Submit I Cancel I

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 Typeis
selected.

. Enter information in the Report creation page’ s required fields.
. Enter information in the Report creation page’s optional fields.

. Click susmiT.

The RerporT SuBMmITTED 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 criteriain the Query tab of the REporRT SuBMISSION WORKBENCH.

2. Click List. All matching Report Submissionswill belisted in the REsuLTs

tab.
e To view the submission details used for the Report, click Oren.

e To view the Report output, click view ReporT, or double-click on the
desired Report.

It isnot 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 criteriain the fields under SEARCH INFORMATION.

3. Click searcH. All reports that match your criteriadisplay on the RerorT
SEARCH RESULTS page.

4. To view the Report output, click the desired Report.

The Report output displaysin 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 capabilitiesinclude the following:

e 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.

e Cycle-TimeReporting: Measure Service Level Agreements and evaluate
if new procedures have had an impact over time.

e Throughput Reporting: Measure the volume of Projects over aperiod of
time and categorize them to determine where most of your organization's
time and effort has been spent.

e Trend & Exception Reporting: Quickly identify trends and exceptionsin
summarized reports based on the transaction data captured by Kintana
Drive.

Key features of the Decision Support System include:
e Real-timegraphical reporting in a Web interface.
e Access to the summarized and detailed data behind each graphical report.
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e Ability to export the datain atext 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 aspecified 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 DSSreport provides agraphical representation of the dataincluded in the
report. Graphical representations provide several advantages over data
presented only in atextual format.

e Trendsin the data are more easily identified.
e Exceptionsin the data can be quickly identified.

e 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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Kintana Report
Crpen Eecuests Trend by Period

288
256
224
132
160
128
96
64
32

H#Requests
M Open Fequests

Parameters used in chart

Parameter Value

Period Type Ilonth

Chart Type Bar

Start Date 01-ATIG-2000
End Date 29-3EP-2000
Department Development

Summary Data HTMT File
Summary Data Text File

Last Update:08/26/2000 16:20:00

Figure 11-2 Sample DSS Chart

Textual Data

All of the datareturned in the DSSreport is aso presented at the bottom of the
report in atable format. Tables allow agranular look at the data returned for a
particular report. A link to atext file containing this data is also included with
the report. Thelink alows usersto download afile 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 Detall
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.

Reports 267



Working with Projects

Table 11-1. Available Non-DSS Reports

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.

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 I nterface,
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.

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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Chapter

12

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 aso 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:

e Kintana Drive controlled
e Microsoft Project controlled

e Kintana Drive controls actuals

Kintana Drive controlled

The Project Manager initially creates a project in Drive to perform planning
and tracking activities. These activitiesinclude 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 useit 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 synchronizesit in the Kintana
Workbench. The synchronized Drive Project automatically rolls up into the
Kintana Dashboard. Also, participants can create references from tasksin 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 eventsthey 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 KintanaHTML 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.

e Converting a Microsoft Project File to a Drive Project - Overview
e Publishing a Drive Project through Microsoft Project

e Publishing a Microsoft Project File through Drive

e Using Driveto Track Actualsin 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 aDrive
project. Conversion is aone-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. Savethe Microsoft Project project to alocal file on your computer.

2. Open the Kintana Workbench and start an import from the Drive Project
window.

3. Follow theinstructions from the Import Wizard. (See “ Importing from
Microsoft Project” on page 280 for detailed instructions.)

a. Browsefor 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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Publishing a

When the Import Wizard compl etes 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 hyperlinksto 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.

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
smply mean distributing the Microsoft Project project file to external
audiences (such asa 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 aregular
basis (weekly or quarterly) or at defined milestones (such as design
completion).

To publish aDrive 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. Y ou can then save
the project and run reports as usual.

After thefirst export, you will synchronize the Drive project with the
Microsoft Project project. Thiswill 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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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 anew file.

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 |oading the project data
into the Kintana repository, which has the following benefits:

e 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.

e Project participants and external audiences can see the project in various
interfaces such asthe My Tasks portlet and the search screens. Although
these participants cannot use Kintana Drive to update Project Status, thisis
an effective way to increase visibility of project information through the
KintanaHTML 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 islikely to publish the project to Drive on aregular 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 are-
planned project to Drive or to collect new actuals updates into Microsoft
Project.

To use Driveto track actuals from Microsoft Project:
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1. Import the Microsoft Project project into Drive.

2. During theimport, select the ‘Kintana Drive controls actuals
synchronization mode. Initially, the Drive project isidentical 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 actualsin 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 synchronizesit 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:

e Microsoft Project Requirements
e Access Grants

e Required Software

Microsoft Project Requirements

The Microsoft Project requirements for the interface are:
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e Microsoft Project must be installed on the desktop PC.

e The saved project file must either be on the local PC, or on a mapped
network drive.

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 aDrive
project, but only if that user isidentified as one of the Project Managers. (Each
Drive project hasadistinct list of one or more Project Managers.)

The Project Manager Access Grant is a skeleton-key grant that allows the user
to edit planning datafor all Drive projects. Both grants alow the user to create
new projects.

In order to use the Drive-Microsoft Project interface, a user needs to have
either:

e The Edit Projects Access Grant and be a Project Manager for the specific
project.

Or

e The Project Manager Access Grant.

C The Security model for the Drive-Microsoft Project interface is as follows:
Note

e |f theuser isallowed 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.

e The Project Manager Access Grant is an easy way to give global
permissions to the Program Management Office (PMO) staff.

Required Software

In order for the Kintana Workbench to communicate with the Microsoft
Project installation on the Project Manager’ s desktop computer, an additional
file must be installed.

Integrating Kintana Drive with Microsoft Project 275



Working with Projects

A Windows Dynamic Link Library (.DLL) file must be installed on the Project
Manager’ s desktop computer. This.DLL file needsto reside somewherein the
PATH of the Windows operating system.

e If your browser is Internet Explorer, the process of installing the .DLL file
is automatic.

e |f your browser is Netscape, you will be prompted to manually download
and install the .DLL file. Thefirst timeyou try to use the Microsoft Project
Integration feature, a dialog box opens that contains alink to thefile. Click
the link and follow the download/install procedure. Y ou can download the
file from the Kintana Web server to an appropriate location such as
C:\WINDOWS, C:\WINNT, or the SYSTEM or SY STEM32 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.

Before exporting or synchronization, the Project Manager can select a
@ synchronization mode from the M SP Synchr onization 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.

1. Click the Drive screen group and click the ProsecTs screen. The PrRoJecT
WORKBENCH opens.
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£y Project Workbench = =]
g QuEry: INDne 'l
g Project Manager: Ithnsmith E Project # : I Summary Condition: E
% Project Marme: I Department: I E
_é_ Project Template: E Description: I
Include Finizshed Projects: Cives o Project State: E Prograrm: E
Showy only master projects? & ¥es Mo
Scheduled Date: Actual Date:
Start Date From: I Ta I Start Date From: I Ta I
Finizh Date From: I Ta I Finizh Date From: I Ta I
Meww Project | Import from MSP | Max Rovws IEDD Save QUery | Clear | List
heady

Export to Microsoft® Project

2. Query for and open the project to be exported.

When the Prosect window opens, a menu option FILE -> EXPORT TO
MicrosorFT PrRoJECT 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
asS SYNCH WITH MSP.

Select the menu option FIiLE -> EXPORT TO MICROSOFT PROJECT. The ExPorT
TO MicrosorT ProJecT Wizard opens.

The export will create a new Microzoft Project file. Pleaze select a file name and location for

this: file:
jin

Progress Indicator
Select Options
Select Destination File
Confirm Options
Perfarm Export
Export
Verify Process
Finish

#ADevelopment_Plan.mpp

Export Mow | Cancel |

< Hack ”WI

The various steps of the Export process are shown in the PROGRESS
INbicaTorR column on the |eft side of the Wizard. The current step of the
Export process always displays in bold. Each step hasits own interface that
displays within the ExrorT To MicrosorT PrRoJecT Wizard. After each stepis
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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.

Y ou can click Next after completing each step of the Wizard or click
EXPORT Now.

e Click NexT to go to the next interface for selecting options for the
Export.

e Click ExrorT Now at any step to bypass the remaining steps and begin
exporting the Drive project file. The Wizard uses the system default
settings thefirst time you export a project. For each subsequent Export,
the Wizard uses the settings from the last time you exported a Drive
project.

Select adrive/directory as adestination for the new Microsoft Project file.
Either enter a new file name or select an existing file name for the
Microsoft Project file to be created during the export.

The path and name of the new Microsoft Project file appearsin the File
Chooser field.

The export will create a new Microzoft Project file. Pleaze select a file name and location for
this: file:

I [:4Project_ManagementiMicrozoft_Project_Files\Development_Flan_2.mpp

5.

Click Next. The Cconrirm OpTIONS interface displaysin the ExporT To
MicrosorT ProJecT Wizard. It displays the following information:

e The path and name of the Microsoft Project file to be created during the
Export.

e The properties selected by the user on the MSP SyncHronizaTioN tab of
the PrRoJECT SETTINGS Window.

If the options presented on this interface are not correct, click the Back
button, go to the appropriate step in the Export process and change the
options. (Or close the Wizard to access the Microsoft Synchronization
Project Settings. These are located on the MSP SyncHRoNizATION tab of the
PROJECT SETTINGS Window.)

If the options presented on this interface are correct, click ExrorT Now.

The Microsoft Project fileis created from the Drive project and displays as
an icon on the Windows taskbar. The FinisH interface displaysin the
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ExPORT FROM MicrosorFT ProJecT Wizard. Thisinterface informsyou
whether or not the export was successful and if there are warningsin the

Synchronization Report.

7. To seethe Synchronization Report, click SHow SYNCHRONIZATION REPORT.
The report displaysin a separate browser window, as shown in the example

below.

Kintana Drivee

Synchronization Settings

Eun Date: Mon Apr 15 160933 PDT 2002
Project Mame: Development Plan

Last Update Date: 2002-04-15 1455330
FProject Manager: Admin User

Microsoft® Project Synchronization Report

Microsoft Project File Location: DA\Project_ManagementiMicrosoft Project_Filesh
Microsoft Project File Name: Development Flan_ 2 mpp

Synchromzation control mode: Kmtana Drive controlled

EResource Identification: Eintana username

Synchronization Summary

Eesult: Success

See “ Available Reports” on page 299 for more information about the
Synchronization Report.

8. (Optiona) Go to the MessacEs section of the report to see any warnings
created during the Export process. The Messaces section is shown below.

Messages
Mlessage Source Mlessage Type
MSP AP Warning

Deseription

EDEV-30155 "Wanual" Caleulation option has been set for this MSP Project.

9. Click FinisH to close the ExPorT FROM MICROSOFT PROJECT Window.

To see the most recent Synchronization Report after the ExporT FrRom
MicrosorT ProJecT window has been closed, select View -> LATEST
SYNCHRONIZATION REPORT from the ProsecT menu .

10. Verify the project datain 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.
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Review Collatersl 4,33 days
Sign-off Collateral 1,33 days
Distriaute Collstera 1.58 days

General Availabiity | 0.88 days

Task Name Durstion | Apr 14,02 Apr 21,02 Apr 28,02 May §, ‘02 May 12, '02 May 19, '02 |
simlT w7 [F s s |1l s s m|T a7 [F[5[smlT a7 IF |5 s[M[T Iw[TTF]s5M[TIw[T[F]
Release Cycle [
"N El Requirements H—— v
% Gather Information . 9 66 days
a Dacumert HERERRER
@ Review 4,38 days
@ Sign-oft 188 days k
a =l Functional Design | Ay,
a Dacumert HERERRER
@ Review 4,38 days
% Sign-Otf 1588 days
a [=l Tech Design & Codil R
a Dacumert HERERRER
@ Review 4,58 days
% Sign-Otf 1588 days
it Coing & Unit Testing itk
a = Testing Cycle e
g Integration Testing 9 66 days
% Alpha 1 958 days
@ Alpha 2 9,38 days
a Beta 9,38 days
@ I Collateral R,
% Uptiate RERRRREE
-3
-3
e
2

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.

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.

( When you import a large Microsoft Project (or alarge number of projects)
Note

1. Click the Drive screen group and click the ProsecTs screen. The PrRoJecT
WORKBENCH opens
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£y Project Workbench = =]
g QuEry: INDne 'l
g Project Manager: Ithnsmith Project # : I Summary Condition: E
% Project Marme: I Department: I E
_é_ Project Template: De=scription: I
Include Finizshed Projects: Cives o Project State: E Prograrm: E
Showy only master projects? & ¥es Mo
Scheduled Date: Actual Date:
Start Date From: I Ta I Start Date From: I Ta I
Finizh Date From: I Ta I Finizh Date From: I Ta I
Meww Project | Import from MSP | Max Rovws IEDD Save QUery | Clear | List
heady

2. Click IMporT FROM MSP. The IMPORT FROM MicROSOFT ProJecT Wizard
opens.

. Import from Microsoft® Project E

Progress Indicator Please selectthe Microsoft Project file you would like to import:

Select Options
Select Source File I}{:‘t QI
Enter Project Details
Select Control Mode

Werify Resources
Confirm Options
Perfarm import
Impart
Verify Process
Finish

= Elzgle | Mext = I Import Mow | Cancel |

[ [Signed by: Kintana, Inc.

The various steps of the Import process are shown in the PROGRESS
INDicaTOrR column on the |eft side of the Wizard. The current step of the
Import process always displaysin bold. Each step hasits own interface that
displayswithin the ImporT FROM MicrosorT PrRoJecT Wizard. After each step
is completed, acheck mark appears by the name of the step. At this point,
you should be at the SeLecT Source FiLE step of the process.

Y ou can click Next after completing each step of the Wizard or click
IMPORT Now.

e Click NexT to go to the next interface for selecting options for the
Import.
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3.

e Click ImporT Now at any step to bypass the remaining steps and begin
importing the Microsoft Project file. The Wizard uses the default
settingsthefirst time you import a project. For each subsequent Import,
the Wizard uses the settings from the last time you imported a
Microsoft Project file.

Select the appropriate drive/directory and choose the Microsoft Project file
to be imported.

The path and name of the Microsoft Project file to be imported appearsin
the File Chooser field.

Fleaze zelect the Microzoft Project file you would like to import:

I [:4Project_ManagementiMicrozoft_Project_Files\Software_Releaze.mpp

4.

Click Next. The EnTER PRoJECT DETAILS Interface displays in the ImporT
FROM MICROSOFT PrRoJECT Wizard.

Enter a unique Project Name for the new Kintana project in the ProJecT
Name field.

Select a Project Manager (or Managers) for the new Kintana project from
the PRoJECT MANAGER auto-complete list.

Click NexT. The SeLecT ConTROL MopE interface displaysin the IMPoRT FRom
MicrosorT ProJecT Wizard.

Select the synchronization control mode for the new project by clicking the
appropriate radio button. Clicking a control mode’ s radio button displays a
description of the control mode in the DescripTion information box. See

“ Synchronization Modes’ on page 270 for more information about
synchronization modes.

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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Kintana Drive.
Unsuccessful Resource Matches Report

Synchronization Settings

Eaun Date: Mon Apr 15 11:52:45 PDT 2002
Project Manager: Admin Tser

Micresoft Project File Location: D\ Project_Management\hMicr

Microsoft Project File MName: Software_Release. mpp
Synchronization contrel mede: Kintana Drive controls actuals

Eescurce Identification: Kintana username

Unsuccess: ful Resource Matches

Product Inlgmt

Dewelopment
QA
IMarketing

osoft_Project_Filest

10. Click Next. The Conrirm OPTIONS interface displays the following

information:

e The path and name of the Microsoft Project file to be imported.

e The Project Name and Project Manager of the new Drive project.

e The synchronization control mode selected by the user.

e 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 isimported 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.

Kintana Drives
Microsoft® Project Synchronization Report

Synchronization Settings

Fun Date: Mon Apr 15 124133 PDT 2002

Project Mame: Software_Felease_1

Last Update Date: rall

Project Manager: Admin User

Microseft Project File Location: D\Project Management\IWicrosoft Project Files\
Microsoft Project File Iame: Software_Release mpp

Synchrenization contrel mede: Eintana Drive controlled

Eesource Identification: Kintana username

Synchronization Swmmary

Eesult: Success

Links: IMessages | Unsuccessful Resource Matches | Successfiul Rescurce Matches | Trace Lo

13. Click FinisH to close the IMPORT FROM MICROSOFT PROJECT Window.

MicrosorT ProJecT Window has been closed, select View -> LATEST
SYNCHRONIZATION REPORT from the ProsecT menu.

C To see the most recent Synchronization Report after the IMPorRT FRom
Note

14. Verify the project datain both Kintana Drive and Microsoft Project and
save the projects.
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Project task to the related page in the Kintanainterface (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.”

( During the import process, Drive adds a hyperlink from each Microsoft
Note

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.

synchronization mode from the MSP SyncHRonizaTioN tab in the SETTinGs
window or accept the default, Drive conTrRoLLED. See “ Setting Up Microsoft
Project Integration” on page 80 for more information about selecting a
synchronization mode in the Settings window.

( Before exporting or synchronization, the Project Manager can select a
Note

1. Click the Drive screen group and click the ProsecTs screen. The PrRoJecT
WORKBENCH opens.

el Project Workbench !E[
g QuEry: INDne 'l
g Project Manager: Ithnsmith Project # : I Summary Condition: I
]
= Project Marme: I Department: I
é Project Template: I De=scription: I

Showy only master projects? & ¥es Mo

Include Finizshed Projects: Cives o Project State: I Prograrm: I

Scheduled Date: Actual Date:
Start Date From: I Ta I Start Date From: I Ta I
Finizh Date From: I Ta I Finizh Date From: I Ta I
Meww Project | Import from MSP | Max Rovws IEDD Save QUery | Clear | List I
heady

2. Query for and open the project to be exported.
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When the ProsecT window opens, a menu option FILE -> EXPORT TO
MicrosoFT PrRoJECT 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
asS SYNCH WITH MSP.

3. Sdect SyncH witH MSP. The SynNcHRONIZE wiTH MiIcRoSOFT ProJecT Wizard

Synchronize with Microzoft® Project E

Progress Indicator Please confirm the options you have selected:
Select Opfions Synchron_ize with Microsoft F'ro_iec:t file: : )

Confirm Options [:4Project_ManagementiMicrozsoft_Project_Files\Development_Flan_4.mpp
Perform Synchronization The following properties are selected on the MSP Synchronization tab of the Project

. Settings dialog:
Synchronize Synchronization control mode: Kintana Drive controlled
" Mew Microzoft Project rezources are created using: Kintana username

Verify Process

Finish

< Hack | [ERE |

Cancel |

The various steps of the Synchronization process are shown in the
PROGRESS INDICATOR column on the left side of the Wizard. The current step
of the Synchronization process always displays in bold. Each step hasits
own interface that displays within the SyncHRONIZE wiTH MICROSOFT PROJECT
Wizard. After each step is completed, acheck mark appears by the name of
the step.

4. The conrirm OpTiONS interface displays the following information:

e The path and name of the Microsoft Project file that the current Drive
project will be synchronized with. Thiswill be either afile that was
originally imported from Microsoft Project or afile that was exported
to Microsoft Project from the current Kintana Drive project.

e The properties selected by the user on the MSP SyncHronizaTIoN tab of
the PrRoJECT SETTINGS Window.

5. If the options presented on this interface are not correct, click the Cancer
button and change the properties in the Settines 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 seethe Synchronization Report, click SHow SYNCHRONIZATION REPORT.
Thereport displaysin a separate browser window, as shown in the example
below.

Kintana Drives
Microsoft® Project Synchronization Report

Synchronization Settings

Run Date: Tue Apr 16 09.46:22 PDT 2002

Project Mame: Development Plan

Last Update Date: 2002-04-16 03:13:51.0

Project Manager: Admin User

Microsoft Project File Location: DProject_Management\Microsoft_Project_Files\
Microsoft Project File Name: Development Plan_4.mpp

Synchronization control mede: Kintana Drive controlled

Resource Identification: Kintana username

Synchronization Summary

Result: Success

Links: Messages | Unsuccessfil Resource Matches | Successfil Resource Matches | Trace Log
Messages

Message Source Message Type Description

B A2 st EDRV-50155 "Manual' Calculation option has been set for this MSP Project.

See “ Available Reports” on page 299 for more information about the
Synchronization Report.

7. Click FinisH to close the SyncHRONIZE wiTH MICROSOFT PROJECT Window.

MicrosorT ProJecT Window has been closed, select View -> LATEST
SYNCHRONIZATION REPORT from the ProsecT menu.

( To see the most recent Synchronization Report after the SyncHRONIZE wiTH
Note

8. Veify 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 ateam member, time on a mainframe computer, or
construction materials. A resource in Kintana Drive is a Kintana user or group
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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 userslisted 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.

( Resource synchronization is based on either of two factors:
Note
e A match between the Microsoft Project resource name and Kintana

username.

Or

e A match between the Microsoft Project resource name and the
concatenation of Kintanauser’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.

After synchronization, there will be a Microsoft Project resource matching
every Kintanaresource. If a Drive resource is missing from the Microsoft
Project file, amatching 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
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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 displaysa
list of these resources (in the Verify Resources step of the process) and offers
the option of opening a printable version of thislist in abrowser window. This
isin 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 dueto its
task reconciliation rules. Entering values into several actualsfields triggers
automatic revisions of other planning and actualsfields. If you enter more than
two or three actuals values, later entries start revising earlier entriesin the
Project.

Another difference is the method of defaulting logic between Drive and
Microsoft Project. An example isthe calculation of actual start date. Microsoft
Project assumes that the task starts on the scheduled start date, unless the
Project Manager specifically enters other data. Thisis because actuals are
usually entered after-the-fact by the Project Manager. Drive assumes that work
starts when the participant changes the task state from ReApy tO IN PROGRESS.
Drive assumes that actuals are reported near real-time.

The most common Microsoft Project rules for planning and actualsfields are
listed below.

Planning Fields
e Start + Duration = Finish
e Effort = Duration * (sum of resources* units)

Actuals Fields
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e Start = Actual Start (if known)

e Finish = Actua Finish (if known)

e Duration = Actual Duration + Remaining Duration

e 9% Complete = Actual Duration / Duration

e Remaining Duration is zero when task is 100% Complete

e Effort = Actual Effort + Remaining Effort

Solutions for Project Managers

In order to give consistent behavior during synchronization, Kintana Project
Managers must:

e Synchronize only those actuals fields (such as % Complete, Actual Start
and Actual Finish) that are enabled. See Enabling/Disabling Fields for
more information about enabling fields.

e Synchronize these fields according to their defined priority order. See
Priority Order for more information about the field priority order.

The Drive-Microsoft Project interfaceignores Drive default values that are not
enabled.

Enabling/Disabling Fields
To enable or disable actualsfields:

1. Inthe ProsecT 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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§2 Settings for Development Laptop Upgrade [=]

MSP Synchronization | Cost Management | Reszource Management | Time Management | Baselines
Project Fields | Exception Rules | Indicatars | Scheduling | Security | Praject Team
This tab configures the Project fields that can be displayed in the "Plan" takb of the Project windowy, and also the Project and Task detail pages and
My Task portlet in the standard Kintana interface. Changing the field configuration here does not change the display in the other tabs of the
Project Wwincowy .
rPlanning Field ractivity Field:
Wiarkhench Wiarkhench
Enabled Only Fields Enabled Chly Fields

- r Department v r 9% Complete

Il r Description I r Actual Duration

r - Last Updiate Date r r Actual Effort

r r Actual Firish Date
r r Priority
r r Actual Start Date
r r ProjectiTazk #
r - I r Confidence
Resource Grou
P r r Estitnated Finish Date
Scheduled Effort

r r ShEte o r r Estimated Remaining Duration

r r Vi Y I - Estimated Remaining Effart

I r Planned Labaor Il r Actual Labor

r r Plarned Mon-Lakbor I r Actiusl Mon-Lakbaor

r r Planned Total r r Actual Total

ok I il | Cancel

|Ready

3. Click the ProJecT FIELDS tab.

4. Inthe AcTiviTy FIELDS pane:

Enable afield by selecting the appropriate check box in the EnasLeD
column.

Disable afield by deselecting the appropriate check box in the EnasLED
column.

5. Click oK.

Priority Order

The following list of actual fieldsis ordered from the highest priority to the
lowest priority for the purpose of synchronization.

e 9% Complete
e Actua Start

e Actua Finish
e Actua Duration
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e Actua Effort

e Estimated Finish Date
e Remaining Duration

¢ Remaining Effort

The priority order isthe same for all projects. ‘% Complete’ isranked highest
because it is used prominently in the Dashboards and reports of both
applications. Thereafter, fields that display actual measures take precedence
over estimates, and dates take precedence over durations. Fields with the
highest priorities should be enabled in a project more often than those fields
with lower priorities.

Setting Up Projects
When setting up Drive projects for synchronization, Project Managers should:

e Enable asfew fields as necessary that will accurately give visibility to the
results of a synchronization, export or import.

e 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.

e Enable only two of the three calendar actuals (Start, Finish and Duration)
for aKintana Drive project.

e Enable only two of the three calendar estimates (% Complete, Estimated
Finish and Remaining Duration) for a Kintana Drive project.

e |f Actual Duration isenabled, then enable either % Complete or Remaining
Duration.

e Do not enable al 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 featuresin 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.

e Editing Kintana Drive Controlled Projects
e Editing Microsoft Project Controlled Projects
e 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. Thisincludes 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 functionsin Drive are disabled. The data that
isdistinct 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 structureis disabled. This
includes the following components:

e Add Task button
e Dedlete button
e |ndent/Outdent buttons
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e Move up/Move down buttons

Since scheduling can change dates and durations, the Schedule Project button
isdisabled. 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 Kintanainterface, the My Task portlet and the Task Detail page will not
allow usersto enter task actuals. The My Tasks portlets and the Task Search
page still return the current incompl ete 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. Thisincludes the following
components:

e Add Task button

e Delete button

¢ Indent/Outdent buttons

e Move up/Move down buttons

Some roll-up operations are disabled. Roll-up of actuals fields still occurs, but
schedule fields will not roll-up. The imported values from Microsoft Project
areretained.

The functionality allowed in the Shared control mode is very similar to the
functionality alowed to a user who has been given only the Update Tasks
Access Grant.
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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 Yes No No
button

Move up/Move down Yes No No
Task button

Schedule Project button Yes No No
Change State button Yes No No

Roll-up
Schedule fields Yes No No
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Table 12-1. Conditional Editing Allowed in Drive

Fields in Drive Drive controlled | MSP controlled Kintana Drive
controls actuals

Actuals fields Yes No Yes

My Tasks Portlet

Actuals fields Yes No Yes

Task Detail Page

Actuals fields Yes No Yes

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 beidentical. There will be a 1-to-1 relationship between
tasks, and tasks will appear in the same sequence in both projects. The
exception to thisrule 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 Driveis 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 aso be synchronized.

If Driveiscollecting “estimated actuals’ then thisinformation will be exported
to Microsoft Project. Estimated actuals fields deal with estimated time to
completion and estimated time of completion. Examples are the % Compl ete,
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 thosein Drive. Time
information will aso be synchronized.

If Drive istracking task effort, then thiswill be exported to Microsoft Project.
Microsoft Project will infer resource assignment units based on the task
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duration, effort and number of resources. Roll-up effort is calculated by
Microsoft Project, but will beidentical.

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 dightly 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 datarelated to the current Task. Summary
information for referencesis 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 typesin
Drive projects.

e Limitations on References
e Allowed Types of References During a Synchronization

e 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.

e Creating New Tasks while Adding a Reference
e Task Updated by Request/Request Updates Task

e Task-Successor References

Creating New Tasks while Adding a Reference

Normally, when auser adds areference 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, thisis 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, areference of this type cannot be
created.

Task-Successor References

References can aso be created where a Request is the predecessor of a task.
This can be either afinish-to-start predecessor or afinish-to-finish predecessor.
In the first case, the task could not start (or could not progressiif already
started) until the request predecessor is completed. In the second case, this
means that the task could be 100% complete but cannot reach the “ Completed”
state until the request predecessor is completed. Both types of references are
allowed, but are not visible in the synchronized Microsoft Project project.

Allowed Types of References During a Synchronization

The reference types that are alowed during a synchronization are described
below, along with their limitations:

e Microsoft Project control mode

e 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 atask that has areference is marked as 100% complete but the request
predecessor is not complete, the potential problem will be flagged asawarning
in the Microsoft Project Synchronization Report.

Dependent references will not stop 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 atask 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

Type of Reference

Drive controlled

Kintana Drive
controls actuals

MSP controlled

Request/Request Updates
Task

Informational Yes Yes Yes
Task is the predecessor of a Yes Yes Yes
Request or Package
Task is the finish-to-start Yes Yes Yes, but not
successor of a Request or enforced in Microsoft
Package Project. Detected

: . — : during
Task is the finish-to-finish Yes Yes, b.ut is synchronization.
successor of a Request or sometimes
Package synchronized as

99% complete

Task Updated by Yes Yes No

Available Reports

Kintanafeatures three reports that contain information about the Drive -
Microsoft Project interface:

e Microsoft Project Synchronization Report

e Unsuccessful Resource Matches Report

e Project Detail Report

Only the Project Detail Report is available from the Drive Report Submission
Workbench interface. The other two reports are created automatically during
an import, export or synchronization.
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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.

Kintana Drives
Microsoft® Project Synchronization Report

Synchronization Settings

Run Date: Tue Apr 16 09.46:22 PDT 2002

Project Name: Develepment_Plan

Last Update Date: 2002-04-16 03:13:51.0

Project Manager: Admin User

Mhicrosoft Project File Location: D:Project_Management\icrosoft_Project_Filest
Mhicrosoft Project File Name: Development_Flan_4 mpp

Synchronization control moede: Emtana Dirive controlled

Resource Identification: Kintana username

Synchronization Summary

Result: Success

Linkcs: M | T ful Resource Matches | ful Resource Matches | Trace Lo,
Messages

Message Source Message Type Description

ISP APT Warnng

KEDRV-50155 "Wanual' Calculation option has been set for this MSP Project.

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.
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Table 12-3. Microsoft Project Synchronization Report Parameters

Sections/Fields Description

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.

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
displaysin a separate browser window when requested by the user.
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Kintana Drives
Unsuceessful Resource Matches Report

Synchronization Settings

Bun Date: Mon Apr 15 11:5245 PDT 2002
Project Manager: Admin User

Microsoft Project File Iame: Software_Release.mpp
Synchronization contrel mode: Kintana Drive controls actuals

Resource Tdentification: Kintana username

Unsuccessful Resource Matches

Product Mgt

Development
QA
Marketing

Microsoft Project File Location: DProject_ManagementMicrosoft_Project_Filest

Figure 12-2 Unsuccessful Resource Matches Report

Table 12-4. Unsuccessful Resource Matches Report Parameters

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.

Project Detail Report

This report lets you query projects by their header fields. Y ou can specify
whether to include the following aspects of the Project:

e Custom fields
e Status
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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.

ElInew Report Submission M= E
Parameter5| Seheduling | Motifications |
Status: [ E5 Report Mumber| Requested By:[admin
RepurlType.lF'ruJectDetall Report
Froject Mame: [ Project Manager: [
Project State: | Summary Condition: |
Praject Template: | Department: [ =1
Project#: |
Sched Start Date From: | Sched Start Date To: |
Sched Finish Date From: | Sched Finish Date Ta: |
Show Action ems: & ¥es Mo Show References: & Yes Mo
Show User Data: % Yes Mo Show Custom Fields: & Yes Mo
Show hotes: & Yes Mo Show Praject History: & Yes = Mo
Show Project Settings: ¢ Yes = Mo
Show Only Master Prajects: & Yes Mo
e E AT | izt el I QK Submit Cancel

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 isimported into Drive, this
information is not represented.
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Information of these typesis 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 datainto 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.

e Resource Calendars

e Units

e Advanced Predecessors

e Advanced Constraints

e Calculation of Roll-up Values

e Microsoft Project’s Manual Scheduling Mode
e Scheduling Your Project in Microsoft Project

For more information about all unsupported Microsoft Project features, seethe
Kintana White Paper listed on the Support section of the Kintana Web site
(www.kintana.com).

Resource Calendars

Units

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 valuesin Drive and Microsoft Project may
not match.

Units are also referred to as resource load percentages. In Microsoft Project,
each resource can be assigned to a task with a different load percentage (from
zero percent to one hundred percent.) For example, the same resource could be
assigned to two different tasks and have aresource load percentage of fifty
percent for each one.

Since Kintana does not track assignment units, the load percentage of any
resource imported into Drive will not be recognized.

304 Integrating Kintana Drive with Microsoft Project



Working with Projects

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
maly cause successor tasksin 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 severa 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 reschedul e tasks.

Microsoft Project’s Manual Scheduling Mode

If your Microsoft Project file isin manual scheduling mode and you did not
select thisoption, it could be because:

e 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 datesin Microsoft Project match those in Drive.

e 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 awarning dialog. Microsoft Project is not
completely consistent about when it will respond to a COM call with awarning
dialog, so this cannot always be avoided.

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 problemsin Microsoft Project (such
as violated constraints) prior to synchronization. Y ou may need to manually
recal cul ate the project’ s schedule by pressing the F9 key before you attempt
synchronization.
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Appendix

Integrating Requests and 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 avariety 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
givesinstant 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 asinstalling a new release of your HRM 'S applications, and one-
time projects, such as devel oping anew 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:

e “Referencing Requests from Projects’ on page 308

e “Creating Tasks from Requests’ on page 308

e “Dependencies Between Tasks and Requests’ on page 310
e “Vighility 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. Thisis done from the Rererences tab in the PRoOJECT INFORMATION
window in the Workbench, or from the Rererences section of the ProsecT
DeTAIL page in the Kintanainterface.

32> Project Information: Kintana Release 5.5
Froject Mame: |SNelENSEEEEERRS
Froject Manager: |jsmith Froject State: |New LI
Detailsl Costl Predecessorsl Action Itemsl Notesl Baselines LSl References | UserDatal
Type | Marme | Dretails | Status | % Complete | De=zcription | Relationship | R
Request [30006  [DEM - Initiat...[Mew (0% [Meed new financ...[Related to this Pr... [Informa
1| | |
ltems in Bold are actively contralling this Project
Mew Reference IRequest (Existing) 'l Add | Eemaye | Filter | e Eeference |
QK I Apply | Cancel |
Ready

Creating Tasks from Requests

Occasionaly, aRequest may befiled by auser that would be desirable to make
into itsown 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 % CowmpLeTE 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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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.

Y ou must be in the Kintana Drive Workbench in order to create a Task from
a Request.

To create a Task from a Request:

1. Open or the Project in Drive.

2. From the Prosect window, select Task CReaTeD FRoM REQUEST from the
drop down list at the bottom left corner of the window.

& Kintana Workbench: John Smith [jsmith) on Kintana 5.0 : Drive - Projects
File Edit Tools Mavigate Window Project Help
Create [ElProiect : Blackberry Rollout HEEBR
Drive Plan | Cost | EV Ana|y5|5| Bagelines | 4 Gartt Chart: 9\ Q\ Display Options:
Deliver s q Mame State Sched Sched Start | 2003
e
Dashhoard § ErErm My [aune Jouty
1 Blackberry Rollout clive 31.0 52603
Environments .
2 -|. Reguirements Analysis Ready 3.0|5/26103
Configuration 3 II. Solution Design Pending Predec.. 3.0]5/29103
Sys Admin 4 Il Pratotype Fending Predsc 5.0[6/303
B Iv. User Acceptance Pending Predec. 5.0(61003
’ 5 - Commit to Project Pending Predsc 0.0[6n 703
ﬁ.\ 7 . Detailed Design Pending Predec. 3061703
Projects 5 ], Build Pending Predec 6.0|6/20003
a -l Test Pencling Predsc.. 3.0 (630,03
10 Wl User Sighatf Pending Predec., 1.0|7/503
a1 1. Train Users: Fending Predsc 2.0[74m3
Reports 12 #GoLive Pending Predec.. 0.0[7/803
0SS Reports
| Nl | »
m Edit i = Reftesh | Scheduls Project
) |Task Created From Reuueal > | Add 0k | EavEl Cancel
)\ frask ]
HProject Created From Termplate
I Wil Task Created From Request n:hl I & Blackberry Rollout

3. Click App. The New Task From Request window opens.
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2 Mew Task From Request [x]

Reqguest Mo I

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

E

Search |

& Task Updated by Reguest - (Auto-Updsting) - Task (New) is automatically updsted by selected Reguest

Cancel |

|Ready

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

e Select a Request number from the RequesT No. field.

e 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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Relationship Description
FF Predecessor (Finish Finish Predecessor: Blocking) - The Task and
Request complete together.
Task Updated by (Auto-Updating) The Task is automatically updated by
Request the selected Request.

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
relationshipsto choose from. These relationships are set by attaching a Request
to a Task as aReference. Thisis done from the Rererences tab in the Task
INFOrRMATION Window in the Workbench, or from the Rererences section of the
Task DETAIL page in the HTML interface.

32 Task Information: ¥1. Build
Task Name: [TIERI
et Eateaun v Task State: |Fendmg Predecessor LI
Details I Resources | Cost | Exceptions | Predecessors
Action tems | MNotes | Motifications | Egzeliies) References | Weer Data
Type | Mame | Detals | Status | S Complte |  Desoription | Relationship | R
| | |
Iterns in Bold are actively controlling this Task
Mewr Reference IRequest(Esttmg) - Add Femaye | Open Reference
Ok I Aaply | Cancel |
Ready

E References

= ProjectsfTasks

Name Project Master State LY Relationship  Relationship Details
Manager/Resource project Complete
= Reguest Mo.: 300.., Kintana Updated By Request 0% Auto-Updating: Task 30587 is
Release 5.5

autornatically updated by Req...

Figure A-1 References Tab and References Section for Tasks
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The following sections contain more detailed information on dependencies for
Tasks created from Requests:

e “Task Waits on Request Closure (Successor Relationship)” on page 312

e “Task Can't Complete Until Request Closes (FF Predecessor)” on
page 312

e “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 moveinto 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.

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 approva Request is moving through its resolution
processin Create. The Documentation team isready 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 Paich A’'s
Request from the BEcin Doc CHANGES FOR PATcH A Task, with the relationship
‘Successor.” Thisway, the Task cannot be moved from its status of ‘Reaby’
to ‘INn ProcrEss’ until Patch A’s approva Request is closed, ensuring that the
documentation changes are valid and needed.

Task Can’t Complete Until Request Closes (FF Predecessor)

This Relationship dictates that the Task state cannot changeto * 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.
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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 areview by the person who
originally filed the bug. A Reguest to fix Bug 62547 has been filed and nearly
completed, necessitating changes to the documentation.

( A software company’ s Support Division makes the decision that no patches
Example

The Documentation Team has a Project in Drive, one of whose Tasksis‘Doc
CHaNGEs CompLETE.” The Documentation Team manager creates a Reference
to Bug 62547’ s Request, with the relationship ‘ FF PrRebecessor.” Thisway,
the Task cannot be fully completed until Bug 62547’ sfix has been approvied
by the Requestor, closing the Request

-
Request Resolution Process

Request Fixed | Approval

| |
| |
| Bug Fix > Bug ) Final |
| |
| |
| |

Documentation Team Project

Task State:|[Completed [Pending Request] =l | L =

| 51 References | Teer Dt |

(Task Completed - Pending Request) (Task Completed)

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 movesto ‘INn Procress.” When the Request
is completed, the Task is‘CompLeTE.” When the Request is cancelled or
deleted, the Task iscancelled. A single Request may drive multipletasks. If the
Request’s Workflow has % Complete values defined, the Request will also
update the Task with % Complete information.
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Since % CowmpLETE and Task STATE are automatically updated by the driving
@ Request(s), users cannot update these two fields. The text “(UrpbAaTED BY

ReqQuesT)” will be appended to the Reaby and IN PrRoGREss States to indicate
this.

Making Requests Dependent on Tasks

Requests can be made dependent on Tasks. Thisis done from the RErerencEs
section of the Request page inthe HTML interface.

® References
=  Projects/Tasks

aster State %o Relationship  Relationship Details
oject Complete

intana Updated By Request 0% rede o Auto-Updating: Task 30587 is
automatically updated by Req...

Figure A-2 References Tab and References Section for Requests

The following section contains more detailed information on dependencies for
Requests set by Tasks:

e “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. Thisdoes
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 Documentation

Team wants to make sure that any patch Request won't close until the patch
documentation isfinished. 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 Tasksis ‘ PATcH
Docs CompLETED.” The user creates a Reference to that Task, with the
dependency ‘ FF Predecessor.” Thisway, 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

Y ou 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.” Thisfield can be set to display
Requests that are preventing action on other Requests or Tasks.

Preventing Action On: [ Reguests
[T Tasks

Figure A-3 Request Portlet Filter Page Showing ‘Preventing Action On’ Field

Project References Portlet

Y ou 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.

Project References 2| Edit| 4 X
Reference Detail Status Yo Assigned Description Referenced
Complete User By
Reguest 87266 Product Bug Mew 0% Previou... Impleme...
Request 87233 Product Bug Mew 0% Install... Designs...

Showing 1 to 2 of 2: Maximize

Figure A-4 Project References Portlet
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Appendix

Users and Licensing

The following sections explain the different License types for each Kintana
product. Also discussed are the user roles and responsibilities each Licenseis
meant to suit, and the functionality they grant.

e Power and Standard Licenses

e Kintana Drive Licenses and User Roles

e Kintana Create Licensesand User Roles

e Kintana Deliver Licenses and User Roles

e Kintana Dashboard Licenses and User Roles
e Kintana Solution Licenses

e 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 sHTML interface and the Kintana Dashboard.

Power Licensesimplicitly 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.

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".

( Kintana users accessto screens and functions in Kintana are controlled by a
Note

Kintana Drive Licenses and User Roles

A Drive Power License provides advanced product features for:
e Project Managers who creates, plans, and monitors Projects.
e 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:

e Project Participants who execute Project Tasks -- updating Tasks as
Completed, adding Notes, attaching documents, etc.

e Project Managers who only select and run reports.
e Project Managers who monitor Project status without editing Projects.

Thefollowing tables detail the business roles best suited to each Drive License,
along with their associated tasks and functionality.
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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.

Kintana
Administrators

Setting up users.
Assigning security groups.

Configuring report types.

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

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.

Upper-Level
Managers

Other Stakeholders

Viewing Project status.

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, URLSs,
Requests, other Projects.

Running reports.
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Kintana Create Licenses and User Roles

A Create Power License provides advanced product features for:

e Userswho are assigned Requests and are actively involved in resolving
them.

e Userswho 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

e Requestors who submit, monitor, and sign off on their own Requests.

e Upper-Level Managers who run reports and provide approvals.

An additional access grant (CREATE: ALLow REQUEST FIELD UPDATES) can be
Note 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.

The following table detail s the business roles best suited to each Create
License, along with their associated tasks and functionality.
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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.

Kintana
Administrators

Configuring workflows and
Request Types.

Setting up users.
Assigning security groups.

Configuring report types.

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
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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

Upper-Level
Managers

Running reports.
Providing approvals.

** 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.

Kintana Deliver Licenses and User Roles

A Deliver Power License provides advanced product featuresfor:

e Developers who create Packages for deployment.

e Technical Managers or other staff who are actively involved in managing
or executing deployments and rel eases.

¢ 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:

e |T Managers who only need to make deployment approvals.

e QA or Business Analysts who need to make approvalsin the deployment

process.

The following table detail s the business roles best suited to each Deliver
License, along with their associated tasks and functionality.
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Table B-5. Kintana Deliver Power License - Roles and Functionality

Business Role

Tasks Associated with Role

Product Capabilities

Administrators
Config Managers

Technical Project
Leads

Release
Managers

Developers Creating and updating
Packages for deployment.
Monitoring Package status.
Running reports.

DBAs Creating Packages.

System 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.

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.

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 URLSs.

Acting on eligible “decision” workflow steps.

Running reports.

323



Kintana Security Model

Kintana Dashboard Licenses and User Roles

A Kintana Dashboard Power License provides advanced product features for:
e Configuring the Default Kintana Dashboard.

e Setting Portlet access in the Portlet Workbench.

e Creating custom portlets using the Portlet Workbench.

e 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
featuresfor:

e Adding portlets to the Dashboard.
e Personalizing Dashboard pages and Portlets.

data. Other licenses (Kintana Create, Kintana Deliver, Kintana Drive) are
required for capturing and processing critical business data. Use the
Dashboard licensesin conjunction with other licensesto get the most flexible
Kintana experience.

( The Kintana Dashboard provides convenient visibility into your Kintana
Note

The following table detail s the business roles best suited to each Kintana
Dashboard License, along with their associated tasks and functionality.

Table B-7. Kintana Dashboard Power License - Roles and Functionality

Business Roles Product Capabilities

Kintana Application Access to Workbench and HTML interface.
Configuration Experts

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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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.

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:

e Demand Management
e PMO

e Time Management

Demand Management

The Kintana Solution for Demand Management provides a single application
and repository to capture all demand placed on I T. 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-9. Demand Management Standard License - Roles and Functionality

Business Roles Product Capabilities
ClOo Viewing Demand captured in Kintana
Demand Manager Creating / Capturing Demand

Team / Group Manager | Analyzing Demand

Scheduling, assigning and rejecting Demand
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PMO

The Kintana Program Management Office Solution provides organizations
with asingle location from which Program Managers can initiate, operate, and
manage their portfolio of programs and projects.

Table B-10. PMO Standard License - Roles and Functionality

Business Roles Product Capabilities
Program Manager Creating, editing and deleting Business Objectives.
Program Resource 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.

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.

Table B-11. Time Management Standard License - Roles and Functionality

Business Roles Product Capabilities

Time Sheet Approvers Creating, editing, deleting, and closing Work Allocations.
Resources Entering, releasing, reviewing and approving Time Sheets.

Managers

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
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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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