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Chapter

Introduction

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

For example, when creating a new and updated version of a business system, a
company would classify its efforts into subprojects for each major functional
area. Each of these functional subprojects could be further broken down into
tasks directed to areas such as web content, application and database tasks.
These tasks would be linked to Requests and Packages from Demand
Management and Change Management, giving instant visibility to more
detailed activities supporting an overall project. Project Management also
supports standard integration with Microsoft Project so that functions such as
task scheduling and resource management can be utilized at any point during a
project.

About This Document

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

Setting Up Resources

Setting Up a Project

Configuring Tasks

Managing a Project

Updating Tasks:
Project Participant
Activities

Using Project
Templates

Creating and Using
Project Budgets

Project Costs

Project Management
Reports

Integrating Project
Management with
Microsoft Project

Integrating Requests
and Projects

Provides key concepts and definitions used when
creating, managing, and participating in Projects.

Discusses the Resource Management functionality
provided by Project Management.

Describes how to create a Project and set up its Tasks,
scheduling, and baselines.

Explains how to configure Tasks within a Project,
including assigning Resources, setting up Notifications,
and creating Milestones.

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

Describes how participants in Projects can locate and
update Tasks, including viewing and updating Notes
and References.

Discusses the creation and use of Project Templates to
speed Project creation.

Explains how to create, modify, and compare Budgets
for use in Project Management.

Describes how to use Project Management’s Financial
Management capabilities to track Project costs.

Provides information and instructions on running
Project Management Reports.

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

Explains how to use Project Management in
conjunction with Demand Management to leverage the
capabilities of both systems.
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Intended Audience

The intended audience for this document include:

e Users of Project Management

e Managers who create and manage Projects and Tasks

e Managers who create and manage Calendars

e Business users responsible for reporting on Projects and Tasks

Document Conventions

Table 1-1 lists the types of conventions used in this document.

Table 1-1. Document conventions

Convention

Description

Example

Button, menu, tabs

Names of interface components that can be
clicked (such as buttons, menus, and tabs)
are shown in bold.

Apply button

Fields, Windows, Pages

Names of windows, fields, and pages are
shown as displayed.

New Request window

Code Code input and output are shown as CauchoConfigFile
displayed. C:/ITG_Home/conf/
resin.conf
Link Linked URLSs, filenames, and cross references | www.mercury.com
are shown as blue italicized text.
Variable Variables are shown as italicized text. ITG_Home/bin directory
Note Used to identify note boxes that contain
additional information.
Note
Caution Used to identify caution boxes that contain

important information. Follow the instructions
in all caution boxes, failure to do so can result
in loss of data.

Introduction 3



Managing Your Projects (Project Management)

Table 1-1. Document conventions

Convention Description Example

Example Used to identify example boxes that contain
examples of related procedure.

Additional Resources

Mercury Interactive provides the following additional resources to help you
successfully use Mercury ITG Center:

o Related Documentation
e  Customer Support

o FEducation Services

Related Documentation

The Library includes additional documents related to the topics discussed in
this guide. Access the Library through the Mercury ITG Center online help.

Using the Dashboard

Processing Requests (Demand
Management)

Processing Packages (Change
Management)

Using the Workbench

Security Model Guide and
Reference

This document provides details for defining
and configuring the Dashboard and custom
Portlets.

This document explains how to process
Requests using Demand Management.

This document explains how to process
Packages using Change Management.

This document explains how to navigate
through the Workbench interface.

This document presents an overview of the
data security model and provides instructions
for controlling access to different entities.
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Managing Your Resources This document provides instructions for

(Resource Management) managing your Resources. This includes
modeling your Organizations, setting up
Resource Categories and Calendars, creating
Staffing Profiles and Resource Pools, and
visualizing Resource load and capacity across

the system.
Configuring Time This document provides administrative
Management information and processes for Time
Management.
Tracking Your Time (Time This document provides instructions for using
Management) Time Management.

Customer Support

Customer support and downloads for Mercury ITG Center and additional
product information can be accessed from the Mercury Interactive Support
Web site at http.://support.mercuryinteractive.com.

Education Services

Mercury Interactive provides a complete training curriculum to help you
achieve optimal results using Mercury I'T Governance Center. For more
information, visit the Education Services Web site at http://www.merc-
training.com/main/ITG.

Introduction 5



Managing Your Projects (Project Management)

6 Introduction



Managing Your Projects (Project Management)

Chaptery

Key Concepts and Definitions

This chapter defines the common concepts and terms used in Project
Management. An understanding of these concepts and terms is necessary when
using Project Management.

The following topics are covered:

Projects

Project Templates
Project Team
Resources

Tasks

Master Projects
Subprojects

Gantt Charts
Milestones

Critical Path

Action Items

Project States
Exceptions
Summary Conditions
Notifications
Scheduling Engine and Calendar

Baseline

Key Concepts and Definitions 7
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Projects

® Financial Management
® Budget

® Requests

® Packages

® References

e Mercury ITG Dashboard (Project Management)

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

TS
Plan | | | | 4 Gant Chart: ,_I &I &I Display Options
seq | 1 Hame Stete Sc | |[February 2004
o =] 10 1 J1z [13 J14
1_| O |2 craspps Releaset1i Upgrads Project | Sctive
2 | 0O [ Cracle Apps : Release 110 Active
s |l =) Phase & Project Startup Active
¢ |W Project Team cive =
13 - # Phase | Project Team Ma|Completed L% 2foins
14 Project Plan Completed
L2 | ~# Phase | Project Plan Cor| Completed
2z [0 T Infrastructurs Track | active ~
27 Fhass | IT Infrastructurs [Pending Predec. ’»Tzln 0/04
28 1 Busi ive =
29 Functional Track Active
i} - # Phase It Functional TrackPending Predec..
42 Conversions Track | Active
58 - #Phase It Conversions TraPending Predec..
59 Intertaces Track Active
9 - #Phase It Interfaces TrackPending Predec..
g2 [ O Reports Track Active
99 ~#Phass Il Reports Track ¢Pending Predec..
100 | I IT Infrastructurs Track | Active &
119 “# Phase I IT Infrastructurs|Peneling Predec..
120 | O [#]Phass ll: Prototype, GAP AnalActive
25z | O Phase Iv: Development and 5| Active
422 | O Phass : Integration and Pert] Active
s | O Fhase Vi Sulation: Active
g3 | O Phass VIt Cut Over Active
845 - # Phase VI Cut Over Complete [Pending Predec..
g45 | OT Phass Vil Post iof Active
4| | 0| W[ | »

Figure 2-1 Project window
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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 Mercury I'TG 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 can have. Project Templates can also be
used to add Subprojects to a Master Project.

Project Team

Project Managers can specify a pool of Project Management users and user
groups to draw from when assigning Resources to a particular Project. These
Project Teams can vary from Project to Project and are configured from the
Project Settings window.

{& Settings for DraApps Releasel 1i Upgrade Project x|
MSP Synchronization | Financial Managerment | Resource Management | Time Management Baselines
Project Fields | Exception Rules | Indicators | Scheduling | Security Project Team
This tab configures the Resources allowed to be picked in this Praject if no Resource Graup is specified
Check the checklioz belovy if you wish the Resources to be allthe users with the Projsct option snabled in their Security Grougps
If unchecked, the selection will be the Resources specified in the table helow.
IV sllow all Resources with the Project option enabled in their Security Groups to ke picked in this project
FLll Marme: Userrane Departiert Ernail Address
Ao Remoye
Apply Cancel
\Ready

Figure 2-2 Project Settings window
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Resources

Tasks

A Resource in Project Management is a Project Management user who
performs work tracked by Project Management. 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 Project Management. 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.

Tasks are the actions within a Project that must be completed in order for the
Project to complete successfully. As Project Managers need to gather data
from Projects and make appropriate changes through the life of the Project,
Tasks can be configured to deliver appropriate information. For example,
Project Managers need to be notified when Tasks are completed or their state
changes. Tasks also need to be modified as issues arise during the Project, such
as extending their schedules or assigning additional resources to a Task to
make a deadline. Team members update their individual statuses as they
complete assigned Tasks.

Master Projects

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

Subprojects

Subprojects are Projects that create hierarchy within a Master Project by
establishing logical groups of Tasks and Projects. These groups help to break
up Master Projects into manageable pieces. By breaking up a Master Project, a

10 Key Concepts and Definitions
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Project Manager can use Subprojects to define security for a smaller set of
Tasks within a Master Project. This is important when a Master Project is large
or has numerous components. Assigning managers to Subprojects creates
better visibility and control for the Project Manager.

Gantt Charts

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

Gartt Chart: Ql Ql 9| Display Opﬁons|
dar 2004

05 07 14 [

¢ Fai04

31504

'+T_3|:1 5/04

oL
et

é 3/8/04

Figure 2-3 Gantt Chart

Milestones

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

Key Concepts and Definitions 11



Managing Your Projects (Project Management)

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

Project States

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

Exceptions

Exception Rules provide specific criteria for evaluating risks and variables that
can 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 Project Management Summary
Condition Indicator summarizes the Task exceptions for each Project and
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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)

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

Not Enough Time Left Estimated Remaining Duration exceeds the time left
between the current date and Scheduled Finish Date
by X days.

(X is a user-configurable number)

Predecessor Has Task directly preceding a milestone has triggered one

Exception of the above Exceptions.

Critical Path Running Task preceding a milestone on the Project critical path

Late has triggered one of the above Exceptions.

The following Exception Rule parameters are configurable:

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

® Rule
Specifies the number of days the particular Exception Rule waits for or
monitors.

® Include in Summary Condition
Decides whether or not the violations of the particular Exception Rule are
included in Project Management’s Summary Condition view (see
“Summary Conditions” on page 14).

Key Concepts and Definitions 13
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Exception Rule behavior can be set on the Exception Rules tab of the Settings
window, shown in Figure 2-4.

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 N
current date and Scheduled Finish Date by |5 days
I Predecessor Has Exception At least one predecessor currently has an exception r
I Critical Path Running Late Critical path to this milestone is running late r

Figure 2-4 Setting the Exception Rules

Summary Conditions

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

locations:

® Results tab of the Project Workbench

e Project Plan Panel

® Project Search Results page in standard interface

® Project Summary Portlet

® Project Details page

A Project’s Summary Condition color begins green and changes to yellow or
red depending on the percentage of Tasks that have Exceptions within a
Project. This percentage is configurable by the Project Manager.
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Table 2-2. Default Values for Triggering Color Change in Summary Condition

Green 0%
Yellow 30%
Red 60%

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.

C A Project Manager sets the threshold value for yellow to 30%. Four Tasks
Example

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 2-5.

rProject Surrmar
G0 %of Tasks must have Exceptions to turn the Project Summary Condition Il

30 %of Tasks must have Exceptions to turn the Project Summary Condition

Figure 2-5 Modifying the Summary Condition

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.

Project Management Notifications will typically instruct the user to review or
act on a Task. Notifications for Tasks are configured in the Notifications tab of
the Task window. Clicking New opens the Add Notification for Task window
shown in Figure 2-6.
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ﬂ
Setup | Mesaagel
ot
Description: |
Event: |Speciﬂc State j
o O |
Send reminder? ¢ Yes & No
ReminderDays:l—
[~ Dontsend ifobsolete
Interval |5:00 AW Daily M-F =

Enabled: & Yes € Mo

i

Recipiert Typs Distribution Typs Recipient

Mew Edit Delete
Tokens OK Cancel

‘Reanv

Figure 2-6 Add Notification for Task Window

Figure 2-7 illustrates a sample Notification.

Date: Fri, 27 Feb 2004 13:49:20 PDT

From: release@mercury.com

To: JohnSmith@theshire.com

Subject: Mercury ITG Project Management Alert
|

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

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

|
Figure 2-7 Sample Notification

Scheduling Engine and Calendar

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

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

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

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

Projects and Tasks can also use external Projects and Tasks as predecessors,
eliminating the need to create giant Projects to preserve relationships.

A baseline is the original approved Project plan for a Project. As scope changes
happen, the baseline is updated to reflect those changes as part of the approved
plan. A Project Manager uses baselines to continuously monitor the health of
their Project in terms of schedule and cost by comparing the current Project
plan to the baseline plan. Multiple baselines of a single Project can be taken by
a Project Manager and reviewed at any time.

Financial Management

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

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

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

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

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

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

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

e Actual Labor Cost
The dollar cost of the work performed on a work item.
Calculated as: Actual Labor Cost = Sum of Actual Effort * Resource Rate

e Actual Non-Labor Cost
The total of all miscellaneous costs accrued in completing a work item.

o Actual Cost
The total dollar cost incurred in completing a work 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)
The portion of the Baseline Cost for the entire Project that has theoretically
been spent by the current date, measured as a function of the amount of
work performed thus far.
Calculated as: EV = Baseline Cost * % Complete
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Budget

Requests

Packages

e Cost Performance Index (CPI)
The cost efficiency ratio of Earned Value to Actual Cost. CPI is used to

calculate Projected Actual Cost for a Project.
Calculated as: CP1 = EV / Actual Cost

e Schedule Performance Index (SPI)
The ratio of Earned Value to Planned Value. SPI describes what portion of

the Project plan has been accomplished in terms of its Cost.
Calculated as: SPI=EV / PV

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

Project Management can integrate with Demand Management to provide a
comprehensive and powerful Project management and issue resolution system.
Requests, the primary work unit of Demand Management, 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.

Project Management can integrate with Change Management to combine the
powerful Project management and change management tools featured in each
Mercury ITG product. Packages, the primary work unit of Change
Management, 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
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Managers can track other company issues related to software change
management that could affect the outcome of the current Project.

References

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

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

Mew Reference |Requeat(Existing}L| Add |j

g |

Recuest Mo, [

Select the Relationship that the selected Request has to Task 32175

%' Related o this Task - (nformational) - Selected Request is related to Task 32178

" Successor - (Blocked) - Action not allowed on selected Request until Task 32176 closes

" Predecessor - (Blocking) - Action nat allowed on Task 32176 until selected Request closes

" FF Predecessor - (Finish Finish Predecessor) - Task 32176 does not complete unti selected Request closes

£ Task Updated by Request - (Auto-Updeting) - Task 32176 is automatically updeted by selected Request

Search Cancel
\Ready

Figure 2-8 Adding an Existing Request as a Reference

Mercury ITG Dashboard (Project Management)

Project Management provides an additional level of Project efficiency when
used in conjunction with Mercury ITG Dashboard. The Dashboard is a highly
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configurable application that offers greater visibility and control over Projects
and Tasks. The Dashboard seamlessly integrates with the core Mercury ITG
products in a way that allows for the delivery of real-time status and exception
information on IT initiatives and operational tasks.

Upon login to Project Management, users will see the Dashboard—a collection
of windows, or Portlets, that comprise their Mercury ITG Home page. Users who
do not have access to the Dashboard will only see one summary level Portlet
for Project Management: the My Tasks Portlet. Users who have purchased the
Dashboard will receive all of the following Project Management related
Portlets:

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

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

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

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

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

Project Overview Page
Contains the following Portlets:

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

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

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

o Project Overview Gantt Portlet
Displays the Gantt chart for a Project.

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

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

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

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

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

Setting Up Resources

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

Configure a Global Calendar and set the number of hours in a working day
Assign a Primary Skill and Cost Rate to a Resource

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

Track the future supply of Resources using Resource Pools

Project the allocation of Resources over time using Staffing Profiles
Assign Resources to Work Items

View Resource load by time period, Project, or individual

Compare Project assignments to Staffing Profiles

See Managing Your Resources (Resource Management) for additional details.
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Chapter

Setting Up a Project

This chapter describes the process of creating a Project. Projects allow
organizations to define business initiatives as a hierarchical structure of Tasks
and Subprojects that logically groups and organizes activities and deliverables.
Using 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 (reating a Project

e Setting Up a Master Project

® Adding Tasks to 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 Workbench interface. If you
Note have installed a pop-up blocker in your web browser, the Workbench will not
open.

Creating a Project

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,
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Requests, and References -- that can be linked to each other. In addition, the
Master Project maintains global settings and configurations that are tracked
throughout an initiative’s life cycle.

There are three main stages in the creation of a Project:
e Stage One - Setting up a Master Project
e Stage Two - Adding Tasks to 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.

® C(Creating the Master Project Entity
Using the Workbench, you will create a Master Project. When enabled, this
Project will be visible to other users through the Mercury ITG Dashboard.

e Selecting Information to Track and Display
The Master Project contains configurable fields that collect information
which will be tracked as the Project progresses. These fields, which include
% Complete and Confidence, provide a constant point of reference for
Project Managers and Participants throughout an initiative’s life cycle.

e Setting Up Exception Behavior
During the course of a Project’s life, some things can go wrong -- resources
can be missing, Tasks can be completed late or not at all, the Project can 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 has no 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, Projects with Custom
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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.

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

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

Stage Two - Adding Tasks to a Project:

Projects consist largely of Tasks and Subprojects. Tasks and groups of Tasks
(using Templates) can be added freely to any Project Plan. Below are some
common procedures used to add and modify Tasks:

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

® Attaching Additional Information to a Project or Task

Stage Three - Creating a Master Project Schedule:

Once the tasks have been added and the scheduling options have been set, the
Project can be scheduled. Project Management will calculate scheduled start
and finish dates automatically, and inform the user of any errors it encounters
in the process.

Setting Up a Project 27



Managing Your Projects (Project Management)

Setting Up a Master Project

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

When a user creates or edits a Project or Subproject, that user is the only one
@: able to save changes. All other users will be warned of this before attempting

to edit that Project or Subproject at the same time.

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

Two users can even edit separate Tasks in the same Project without risk.

ETE]
| | | | p ot ctr. [ Q] £ iy optens|
cen | 1 Mame State S| |[February 2004
Jos [ 10 11 [1z J13 [14
1_| O [BOraspps Release1i Upgrade Projsct | Active
2 |0 =-Oracle Apps : Releass 1i Active
3 |l [=1-Phase || Project Startup Active
2 |H +]- Project Team Managemer] Active ~
13 #Phase || Project Team MalCampleted [§ 2oi0s
14 #-Froject Plan Completed
2 #Phase | Projsct Plan Com|Completed
23 | #-1T Infrastructure Track | Active ~
27 # Phase | 1T Infrastructurs [Pending Predec_.. LT‘M 0/04
28 BB s e =
29 #- Functional Track Active
41 #Phase Il Functional TracHPending Predec...|
42 f- G ions Track | Active
58 #Phase | C ions TraPending Predec...|
59 #- ntertaces Track Active
91 #Fhase |l Interfaces TrackPending Predec...|
o2 | O #-Reparts Track Active
99 #Phase I Reports Track C|Pending Predec...|
o0 | I #-1T Infrastructure Track | Active &
119 #Phase Il T Infrastructure|Pending Predec...|
1z0 [ O #-Phass Il Prototyps, GAP AnalActive
257 | O 1 Phase v: D and 5{Active
E #-Phase V. Intearation and Pert]Active
s7a | O #-Phase Vi Simulations Active
634 | O #-Phase Vil Cut Over Active
6545 #Phase VI Cut Over Complete [Pending Predec...|
sa6 | OO +- Phase VIl Post nplemertatio] Active
K| | | BT | ¥

Figure 4-1 Master Project

The Master Project can be configured in the following ways:
® (Creating the Master Project Entity

e Selecting Information to Track and Display

e Setting Up Exception Behavior

e Setting Up Indicators
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Setting Scheduling Options

Setting Security Restrictions

Setting Up the Project Team

Setting Up Microsoft Project Integration

Importing Custom Fields from a Project Template

Creating the Master Project Entity

To create a Master Project:

1. From the Mercury ITG Menu Bar, select Administration > Open
Workbench.
The Workbench opens.
2. Click the Project Mgmt screen group.
3. Click the Projects icon.
The Project Workbench window opens.
4. Click New Project.
The New Project Menu window opens.
S
Master Project Mame:
Froject Manager: .John Smith [}
Froject Template:
Cancel
‘Readv
5. In Master Project Name, enter the name of the Project.
You can optionally select to use a Project Template to define the structure
and custom fields for the new Project.
6. Click OK.
The Project window opens.
7. Add Tasks according to the Project schedule.
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See “Adding Tasks to a Project” on page 52 for more details. You need to
add at least one Task to the Project in order to save the Master Project.

8. Click Save.

You can now set up your Project. This includes setting up Project options
and adding and configuring Tasks to the Project.

To copy a Project to create a new Master Project:
1. Open the Project Workbench window.
2. Query for the Project that you would like to copy.
3. In the Results tab, select the Project.
4. Click Copy.
The Copy Project window opens.
5. In the Project Name field, enter the new name of the Project.

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

7. Click Copy.

Selecting Information to Track and Display

The Master Project allows Project Managers to choose information they would
like to track over the course of the Project. Fields selected in this window
become enabled for all Project Participants.

To select information to track and display:
1. From the menu at the top of the Workbench, select Project > Settings.
The Settings window opens.

2. Click the Project Fields tab.
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3. For each field, select the appropriate check box, depending on whether you
want the field to be displayed in both the Workbench and standard
interface, or only in the Workbench.

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

4. Apply the changes.

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

Setting Up Exception Behavior

The Master Project comes with a set of predefined Exception Rules. A Project
Manager can specify which Exception Rule(s) are to be enabled, as well as the
criteria needed to trigger them. A Project Manager can also configure the
Summary Condition, which is a simple color-coded indicator of the health of a
Project. The Summary Condition watches for Exceptions that have been
triggered, and changes color according to rules that can be set by the Manager.
The health of the Project in terms of its cost can also be represented with the
configurable Cost Health Indicator.
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For a Project with a very low margin for error, you can set the percentage of
@ triggered Exceptions needed to change the Summary Condition red to 20,

giving clear early warning of problems.

A Project whose cost needs watching can be configured such that its Cost
Health Indicator takes into account violations of the planned budget.

{& Settings for OraApps Releasel 1i Upgrade Project x|
MSF Synchronization | Financial Managerment | Resource Management | Time Management | Baselines
Project Fields Exception Rules Indicators | Scheduling | Security | Project Team
rFroject Surimar = |
60 %of Tasks must have Exceptions to tum the Praject Summary Concition Il
30 %of Tasks must have Exceptions to tum the Project Summary Concition
rException Rul
Eriabled  Narns Rule Include In Surmmary
Conction
i Unassigned Tasks Mo Resource is assigned, and the Scheduled Start Date occurs i
within |3 days
il Late Tasks Task is not yet "Complete”, and the current date is |3 il
days past the Scheduled Finish Date
il Tasks Starting Late Task is not yet "In Progress”, and the current date is |3 il
days past the Scheduled Start Date
r Lats Estimated Finish Estimated Finish Date is more than |4 days past the I
Scheduled Finish Date
r ot Enough Tirme Lett Estimated Remaining Duration exceeds the tine |=ft between the ol
current date and Scheduled Finish Date by |5 days
i Predecessor Has Exception At learst one predecessor currently has an exception |
icd Criical Path Rurining Late  Critical path ta this milestone is running late: r
’rcm Summar:
II' Show Cast Health Indicator for this mroiet | _'Ll
4 *
OK | Apply Cancel
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Figure 4-2 Settings Window - Exception Rules Tab

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

e Setting Exception Rule Behavior
e  Summary Condition

o (Cost Health Indicator

Setting Exception Rule Behavior

The Master Project is equipped with the Exception Rules described in
Table 4-1:
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Table 4-1. Exception Rules for Master Projects

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
Late

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

Late Estimated
Finish

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

Not Enough 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
Running Late

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

The following parameters for all Exception Rules are configurable:

Enabled

Project Managers can decide whether or not the particular Exception Rule

is enabled.

Rule (number of days)

Specifies the number of days the particular Exception Rule waits for or
monitors. The default number of days for each Exception Rule to be
triggered is three.

Include in Summary Condition

Decides whether or not the violations of the particular Exception Rule are
included in Project Management’s Summary Condition (see “Summary
Condition” on page 35).

Each Exception Rule within the Exception Rules tab can be configured
independently.

To set Exception Rule behavior:

1.

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

33

Setting Up a Project



Managing Your Projects (Project Management)

The Settings window opens.

2. Click the Exception Rules tab.
rException Rul
Enabled Mame Rule Include In Summary
Condition
il Unassigned Tasks Mo Resource is assigned, and the Scheduled Start Date ooours W
wwithin |3_ days
i Late Tasks Task is not yet "Complete”, and the currert date is |3_ v
tays past the Scheduled Finish Date
i Tasks Starting Late Task is not yet "In Progress”, and the current date is |3_ v
days past the Scheduled Start Date
| Late Estimated Finish Estimated Finish Date is more than l-l_ days past the [u
Scheduled Finizh Date
r Mot Enough Time Left Estimated Remaining Duration exceeds the time left between the [
currert date and Scheduled Finish Date by |5_ days
[~ Predecessar Has Exception At lsast one predecessor currertly has an exception
i Critical Path Running Late  Critical path ta this milestone is running late

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

4. To set the number of days that trigger a particular Exception Rule, enter the
desired number into the text field inside that Rule.

5. To include a particular Exception Rule in a Project’s Summary Condition
View, select the check box to its right in the Include in Summary Condition
column.

6. Apply the changes.

To apply changes to the Project and continue to set Exception Rule
behavior without closing the window, click Apply. To apply changes to the
Project and close the window, click OK.

Some Exception Rules require that certain fields in the Project Fields tab be
enabled in order to trigger. For example, the Not Enough Time Left rule
requires Estimated Remaining Duration to be enabled. See “Selecting
Information to Track and Display” on page 30 for more information on
enabling fields in the Project Fields tab.
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Summary Condition

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

Table 4-2. 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 until they no longer trigger Exceptions (this could be
accomplished by changing a start date, or modifying resources). Once this
occurs, the Summary Condition indicator turns green.

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

2. Click the Exception Rules tab.

rProject Surmmar

60 %of Tasks must have Exceptions to turn the Project Summary Condition Il
30 %of Tasks must have Exceptions to turn the Project Summary Condition

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

4. Apply the changes.
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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 Financial Management, and can be enabled or
disabled on a per-Project basis. It appears on the Project window’s Cost tab,
and as an Indicator on the Project Plan tab if enabled in the Settings window’s
Indicators tab. It is used to indicate the health of a Project in terms of its cost.
Project cost health is calculated in the following areas:

Cost Performance Index (CPI)

The cost efficiency ratio of the Project’s Earned Value (Baseline Costs * %
Complete) to Actual Costs.

Calculated as Earned Value / Actual Cost. CPI for a healthy Project should
be greater than 1.

Schedule Performance Index (SPI)

The difference in value between the scheduled completion of a
Task/Project and its actual completion.

Calculated as Earned Value - Planned Value. SPI for a healthy Project
should be greater than 1.

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

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

Table 4-3. Default Values for Triggering Color Change in Cost Health Indicator

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

Yellow <1 <1 > 5%

Red <0.7 < 0.7 > 10%
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his Project exceeds its prorated budget by 2%. Exceeding the budget by 5% is

A Project Manager doesn’t care about CPI or SPI, but wants to know when
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

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

® Constraint
Displays for Tasks with scheduling constraints.

® Custom Fields
Displays for Projects that have custom fields defined.

® Exception
Displays for Tasks that have triggered exceptions, and also displays the
Summary Condition for Projects.

Notification
Displays for Tasks that have Notifications defined.

® Scheduling
Displays for updated Tasks or Projects that might require rescheduling.

® Cost Health
Displays for Projects that have Financial Management enabled.

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

2. Click the Indicators tab.
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3. To display a particular Indicator, select the check box to its left in the

Displayed column.

The Exception Indicator is displayed by default.

4. Apply the changes.

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.

Setting Scheduling Options

Project Managers can set different scheduling options, depending on the
Project’s level of resource dependency. Project Management’s Scheduling
Options also allow for the creation of schedules based on actual start and finish
dates. The default configuration is set to not use actual dates. Project Managers

can perform the following scheduling actions:

e Setting a Default Date From Which to Schedule

e Setting Scheduling With or Without Actual Start/Finish Dates

e Setting Scheduling Options for Resource Dependency

e Setting the Work Day Hours

Setting a Default Date From Which to Schedule

Project Managers can set a default date for Project Management to start
scheduling from. This is useful for setting a hard date from which to begin an
initiative, no matter what occurs during the planning process.
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To set a default date from which to schedule the Project:

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

2. Click the Scheduling tab.

{& settings for Orafpps Releasel 1i Upgrade Project X|

MSF Synchronization | Financial Managerment | Resource Management | Time Management | Baselines
Project Fields | Exception Rules | Indicators Scheduling | Security | Project Team
Choose Scheculing Mode:

™ Standard - defautt mode using Scheduled Duration, Predecessors, Calendars as well as Actual Start and Actual Finish dates when availakle

(% Progressive - optional mods that only uses Scheduled Duration, Predecessors, and Calsndars
Default Date from which to Schedule: |August 11, 2003

Oy Inclutles Days in Scheduls Wher
1% all of the Resources Are Available
" Half of the Resources Are Available
" At Least One Resource ls Available

" Always (ignore Resource Availability)

4 | |

Apply Cancel

\Ready

3. Select the Progressive scheduling option.

4. Select the desired date from the Default Date from which to Schedule field.

5. Apply the changes.

To apply changes to the Project and continue to set Scheduling Options

without closing the window, click Apply. To apply changes to the Project
and close the window, click OK.

Setting Scheduling With or Without Actual Start/Finish Dates

A Project Manager can choose to determine a Project’s schedule using actual
start/finish dates. This is the default scheduling mode.

Once a Project becomes Active, its Tasks can be marked In Progress. When
@ Tasks are marked In Progress, actual start dates are specified for that Task. If

the Master Project is set to use actual start/finish dates in scheduling, it will
use these dates to determine the schedule.
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To determine whether scheduling is based on actual dates or not:
1. From the menu at the top of the Workbench, select Project > Settings.
The Settings window opens.

2. Click the Scheduling tab.

{& settings for OraApps Releasel 1i Upgrade Project x|
MSF Synchronization | Financial Managerment | Resource Management | Time Management | Baselines
Project Fields | Exception Rules | Indicators Scheduling | Security | Project Team
Chaose Scheculing Mode:
€ Standard - defaut mode using Scheduled Duration, Predecessors, Calendars as well as Actusl Start and Actual Finish dates when avaiahle
{7 Progressive - optional moce that only uses Scheduled Duration, Predecessors, and Calendars
Default Date from which to Schedule: |August 11, 2003
Only Inclutes Days in Schedule Wher
% 4l of the Resources Are Available
€ Half of the Resources Are Available
€ &t Least One Resaurce s Available
' Always (ignore Resource Availahilty)
| | 2
Apply Cancel
\Ready

3. Set one of the two scheduling date options:

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

e To schedule your Project without using actual start/finish dates, select
Progressive.

4. Apply the changes.

To apply changes to the Project and continue to set Scheduling Options
without closing the window, click Apply. To apply changes to the Project
and close the window, click OK.

Setting Scheduling Options for Resource Dependency

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

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

2. Click the Scheduling tab.

{& settings for Orafpps Releasel 1i Upgrade Project

|

MSF Synchronization | Financial Managerment | Resource Management | Time Management | Baselines

Project Fields | Exception Rules | Indicators Scheduling

Security | Project Team
Chooss Scheduling Made:

™ Standard - defautt mode using Scheduled Duration, Predecessors, Calendars as well as Actual Start and Actual Finish dates when availakle

% Progressive - optional made that only uses Scheduled Duration, Predecessors, and Calendars
Detautt Date from which to Schedule: |August 11, 2003

Only Inclucles Days in Schedule When

(= All of the Resources Ars Avallable
" Half of the Resources Are Availakle
€ At Least One Resource |s Available

" Always (ignore Resource Availabiity)

1

| 2
Apply 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 a time.
Note

4. Apply the changes.

To apply changes to the Project and continue to set Scheduling Options

without closing the window, click Apply. 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. Project Management

allows you to set the number of hours in a working day for scheduling
purposes.
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This is a system-wide configuration and should not be adjusted by
@ unauthorized users.

To set the number of hours in a working day:
1. Open the Workbench

2. Click the Project Mgmt screen group.

3. Click the Calendars icon.

The Calendar Workbench window opens.

2o
E auery: [Mone =
‘; Username: |
S| Fmetweme [ Lestheme |

£

Master Project Security Group: |

Max Rowes [200 Save GUEry | Clear | List |

eady

4. Click Base Calendar.

The Base Calendar window opens.
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=]
4 February 2004 | Clrrert Morth
b b = 3 3 I =
b ] 1 2 3 4
5 5 7 5 9 ba 1

~Set selected day(s) b

" orking day " Nonworking dey & Lse defaull
Rt | =l
Descrigtion: |
rLegend
J Warking day J Maonwarking day
Setiings Save Cancel

‘Readv

5. Click Settings.

The Base Calendar Settings window opens.

{% Base Calendar Settil x|
Please enter the number of hours in your company's working day.
This value should include only warking time and exclude hreaks
such as lunch
Working hours in & day: E
Cancel
Reacdy

6. Enter the number of Working hours in a day

7. 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. Project Management defines Project Participants as users who are
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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 167.

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

2. Click the Security tab.

{& settings for OraApps Releasel 1i Upgrade Project x|
MSF Synchronization | Financial Managerment | Resource Management | Time Management | Baselines

Project Fields | Exception Rules | Indicators | Scheduling Security | Project Team

This Project and its Tasks can be viewed by
& Allusers

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

Costinfarmation on the Projectand Tizsks can be viewed by
= Allusers

€ Project Manager for this Master Eroject only
 Froject Manager for Waster Project Orafnps Released i Uparade Project and all of its subproject
€ Participants for only the Tasks and Projects forwhich they are Participants:

 Fraject Tearn arly.

Apply Cancel

Ready

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

e To allow any user to view and search for the Project, select All Users.

e To restrict Project visibility to only those involved in the Project, select
Participant Restricted.

4. Apply the changes.
To apply changes to the Project and continue to set other options in the

Settings window, click Apply. To apply changes to the Project and close the
window, click OK.
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Setting Security for Cost Data

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

2. Click the Security tab.

{& settings for Orafpps Releasel1i Upgrade Projeck x|
MSP Synchronization | Financial Managerment | Resource Management | Time Management | Baselines
Project Fields | Exception Rules | Indicators | Scheduling Security Project Team
This Project and its Tasks can be viewed by

& Allusers

" Participant Restricted - Only users assigned as Project Managers, Resources, or in an assigned Resource Group

Costinformation onthe Projectand Tizsks can be viewed by
& Allusers

" Project Manaoer for this Master Project only
 Project Manaoer far taster Froject Oradnps Released 10 Upgrade Project and all of its subpraject
 Participants for only the Tasks and Projects forwhich they are Paricipants

 Project Tear only.

Apply Cancel

Ready

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

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

e To restrict Cost data visibility solely to Master Project and its Project
Managers, select Project Managers for this Master Project only.

e To restrict Cost data visibility to the Master Project, and its
Subprojects’ Project Managers, select Project Managers for Master
Project <Project Name> and all of its subprojects.

e To restrict Cost data visibility to only those involved in the Project,
select Participants for only the Tasks and Projects for which they are
Participants.

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

4. Apply the changes.

Setting Up a Project 45



Managing Your Projects (Project Management)

To apply changes to the Project and continue to set other options in the
Settings window, click Apply. 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 users with the Project option enabled in their Security Groups to
be Resources for a Project.

Or

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

Exception: Users with the SysAdmin: Override Key Fields Segmentation can
@e— add any users as a Resource to the Project.

To setup the Project Team for a Master Project:
1. From the menu at the top of the Workbench, select Project > Settings.
The Settings window opens.

2. Click the Project Team tab.
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& Settings for OraApps Releasel 1i Upgrade Project X|

MSP Synchronization | Financial Managerment | Resource Management | Time Management Baselines
Project Fields | Exception Rules | Indicators | Scheduling | Security Project Teamn

This tab configures the Resources allowed to be picked in this Project if no Resource Group is specified
Check the checkbox below if you wish thes Resources to be al the users with the Project option enabled in their Security Groups.
If unchecked, the selection wil be the Resources specified inthe table below.

[¥ &llow all Resaurces with the Project option enahled in their Security Groups to be picked in this project

Full Name Username Departmert Ernail Address

Add Remove

Apply Cancel

Ready

3. To allow all Resources with the Project option enabled in their Security
Groups to be used as Resources for a Project, click the appropriate check
box.

Skip the steps shown below and go to Step 9 of this procedure.
4. To specify Resources for a Project, deselect the appropriate check box.
5. Click Add.

The Resource: New window opens.

x

Resource &f
agd | cancel

\Ready

6. Select a Resource or group of Resources from the Resource auto-complete
list.

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

7. Add the Resource.
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Click Add to add the current Resource and continue adding more
Resources. Click OK to add the current Resource and close the Resource:
New window.

{& Settings for Orad) x|

MSF Synchronization | Financial Managerment | Resource Management | Tirme Management Baselines

Project Fields | Exception Rules | Indicators | Scheduling | Security Project Tearmn

This tab configures the Resources allowed to be picked in this Project if no Resource Group is specified
Check the checkbox below if you wish ths Resources to be al the users with the Project option enabled in their Security Groups.
If unchecked, the selection wil be the Resources specified inthe table below.

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

| Full Mame: Username Department Email Address

Add Remove

Apply Cancel

Ready

8. Save the selections.

Click OK to save the selections and close the window. Click Save to save
the selections and leave the window open.

Deleting Resources from a Project Team
To delete a specified Resource from a Project Team:
1. From the Project Team tab, select the Resource in the tab’s Resource table.
2. Click Remove.
The Resource is removed from the Resource table.

3. Save the action.

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 Project Management - Microsoft Project 2000 interface allows Project
Managers to synchronize project information in a Project with the project

48  Setting Up a Project



Managing Your Projects (Project Management)

information in a Microsoft Project 2000 Project file. Information can also be
imported from Microsoft Project to Project Management and exported from
Project Management to Microsoft Project.

Project Management has three different synchronization modes that a Project
Manager can choose from. The various synchronization modes let the Project
Manager use different strategies for importing/exporting information between
Project Management and Microsoft Project. See “Control Mode” on page 50
for more information about synchronization modes.

Before exporting or synchronization, the Project Manager must select a
synchronization mode from the MSP Synchronization tab in the Settings
window. The MSP Synchronization tab is shown in Figure 4-3.

§& settings for OraApps Releasel 1i Upgrade Project X|

Project Fields | Exception Rules | Indicatars | Scheduling | Security | Froject Team
MSP Synchronization Financial Management | Resource Management | Time Management | Baselines
pMicrosort. Project File Information Activity Histor
Location: Last Activty:  None
Filenatne Last Update Date: Jan 27, 2004 10:23 AM PST
Cartral Motk
% Mercury Project Management contralled Use Mercury Project Management to perfarm all project planning, scheduling, and

trackine artivities Swnehronize with Mirrnenft Proisct farvisibilite

" Microsoft Project controlled Use Microsoft Praject to perfarm all project planning, scheduling, and tracking
activities. The synchronized Mercury Project Management project automatically
ralls up inta the Mercury dashboard. Participants can also link other Mercury
infammntinn framiinete And naslannet o daslin in e s shraninad nraine

" Mercury Project Management controls actu...  Use Microsoft Project io plan and schedule the project. Use Mercury Project
Managerment to frack actuals. Participants directly report actuals using Mercury
Project Management. Periodically synchronize the projects to collect new actuals
into Microsoft Project. After revising the plan, synchronize again to publish the
chanaes back into Mercury Proiect Manaoement.

rResource Idertification

* Mercury username  Uge Mercury IT Governance Center username as the name of resources created during synchronization,
Example: samwise

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

Apply Cancel

\Ready

Figure 4-3 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

e (Control Mode
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Resource Identification

When importing information from Microsoft Project to Project Management,
the MSP Synchronization tab is not available because the Mercury ITG
Project file has not been created yet. The Import Wizard performs the same
functions as the MSP Synchronization tab sections described below.

Microsoft Project File Information

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

Activity History

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

Control Mode

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

Project Management-controlled

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

Microsoft Project-controlled

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

Project Management controls actuals

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

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

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

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

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

Importing Custom Fields from a Project Template

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

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

To associate custom fields from a Project Template with your own
Project:

1. Open the Project.

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

The Project Information window opens.

Setting Up a Project 51



Managing Your Projects (Project Management)

£ Project Information: P

X

Froject Mame

Project Manager: (&0

Delansl

| Predeceasnrsl Action \Iemal

anesl |

Project State IAEIWE

Bl

Referemceal User Datal

Project Mo, [32187 Department: |

LI Template: IF‘mjeclTemplale

Project Path: |pgraue Froject = Oracle Apps : Release 111 = Phase |l Business Operations Analysis

Descrigtion: |

Priarity: |

% Complete: [0 Conficence: |

Custom Figlds Defined In: =
Start Date

Scheduledt |February 10, 2004
Actual

Duretion (days)

Bl

Finizh Date

Schedulsd: [April 13, 2004
Estimatect
Actual

El

Effort (hours)

Scheduled: |46 Scheduled: |0

Est. Remaining: |0 Est. Remaining: |5

Artual Actual |0
iy _|_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 Information
save changes and close the Project Information
window. Click Cancel to close the Project Information window without

4.
window. Click OK to
saving any changes.
5. Save the changes.

Click Save to save changes and continue working on the Project. Click OK
to save changes and close the Project. Click Cancel to close the Project

Save the changes in the Project Information window.

without saving any changes.

Adding Tasks to a Project

Once the Master Project has been configured, you can add Tasks to the Project
and specify Task details, including assigning resources or resource groups.
Tasks can be added individually or in a pre-sequenced group with a Project
Template. Tasks can also be organized in a hierarchical fashion quickly and

easily.

Some common methods for adding and manipulating Tasks are described

below:
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® Adding Tasks to the Project Plan Panel

® Adding Tasks Using Project Templates

e Setting Up Project Hierarchy

® Attaching Additional Information to a Project or Task
e (reating 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 Project window, click Add Task.
A new Task appears in the Project Plan Panel below the current selection.

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

@i Project : OraApps Release11i Upgrade Project —| =] x|

Plan | | | | 4 Gant Chart: ,_I &I &I Display Options
e | 1 Hame Stete Sc | |[February 2004
q |1
o Jos 10 1 J1z [13 J14
1_| O |2 craspps Releaset1i Upgrads Project | Sctive
2 | 0O [ Cracle Apps : Release 110 Active
s |l =) Phase & Project Startup Active
¢ |W Project Team cive =
13 - # Phase | Project Team Ma|Completed L% 2foins
14 Project Plan Completed
L2 | ~# Phase | Project Plan Cor| Completed
2z [0 £ 1T Infrastructurs Track | Active ~
27 Fhase I IT Infrastructure [Pending Predec.. ’»Tzln 0/04
28 5] Bus ive =
29 Functional Track Active
1 % Phase It Functionsl TracHPending Predec .
42 Conversions Track | Active
58 - #Phase It Conversions TraPending Predec..
59 Intertaces Track active
9 - #Phase It Interfaces TrackPending Predec..
g2 [ O Reports Track Active
99 ~#Phass Il Reports Track ¢Pending Predec..
100 | I IT Infrastructurs Track | Active &
119 “# Phase It IT nfrastructure|Pending Predec .
120 | O [#]Phass ll: Prototype, GAP AnalActive
25z | O Phase Iv: Development and 5| Active
422 | O Phass : Integration and Pert] Active
s | O Fhase Vi Sulation: Active
g3 | O Phass VIt Cut Over active
845 % Phase VIt Cut Over Complete[Pending Predec .
g45 | OT Phass Vil Post iof Active
4 | 0| W[ | »

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

I. DOUBLE CLICK ON THE NEW TASK. THE Task Information

WINDOW OPENS.
& Task Information: New Task x|
Task Mame: |[5 1 Test
Task Category: I LI Task State: IPendmg Predecessor LI
Action Items | Notes | Motifications | | References | User Data
Details Resources Exceptions | Predecessors
Tesk#:[32920  Department: | | Tempate. |
Project Path: |
Resorce: | 1Bl Resourcs Grous
Descrigtion: | Priority: [500
% Complete: IU— Confidence: M
Milestones
I~ Mark task &s milestone
[~ Milestone autometically completes
Start Date Finish Date
Scheduled: Scheduled:
Estimate:
Actuat Actuat
Duration (days) Effort (ours)
Scheduled: |3— Scheduled: m—
Est. Remaining 0 l— Est. Remaining 0 IU—
Actual: l— Actual: IU—
Scheduling Constraints
Constraint Type: |Mo Constraints hd Constraint Date:
Apply Cancel
Ready

II. MODIFY THE INFORMATION UNDER EACH TAB IN THE
Task Information WINDOW AS NECESSARY (FOR DETAILS,
SEE “Editing Task Information” ON PAGE 89).

3. Apply the changes.

To apply changes to the Project without closing the window, click Apply.
To apply changes to the Project and close the window, click OK. You can
also copy and paste Tasks using Ctrl-C and Ctrl-V. Multiple Tasks can be
copied by holding down the Shift key and selecting with the mouse.

Adding Tasks Using Project Templates

Pre-defined bundles of Tasks can be added with the use of Project Templates.
The Template will be copied into the working Project Plan Panel as a

Subproject, along with its default values for Scheduled Effort, Scheduled
Duration, and Notifications.
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To add a set of Tasks using a Project Template:

1.

Within the Project window, select Project Created From Template from the
drop down list.

Click Add.

The Add Project Template window opens.

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

The Add Project Template window closes. The selected Template is added to
the Project Plan as a collapsed Subproject.

Modify the information for any Task inside the Subproject by either editing
it directly in the Project Plan Panel, or double-clicking on the Task and
editing fields.

See “Adding Tasks to the Project Plan Panel” on page 53 for more
detailed information.

Project Templates can be modified to contain custom fields. See “Creating
Custom Fields for Project Templates” on page 201 for more detailed
information.

Setting Up Project Hierarchy

Project Management allows users to add Tasks and Subprojects (from
Templates) in any order. Once the Tasks have been added, Project
Management users can also arrange and group them in a hierarchy.
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@i Project : OraApps Releasel 1i Upgrade Project =2 x|
s

Plan | | | | : Gantt Chart ﬂ S g Disglay Optian
e | 1 Name State March 2004
g | 1
05 06 o7 [ =] [1o J11
1_| O [BOraspps Release1i Upgrade Projsct | Active - -+ |
2 |0 =-Oracle Apps : Releass 1i Active
3 | Phase || Project Startup Active
28 El-Phase Il Business OperationslActive
29 #- Functional Track Active
41 #Phase Il Functional TracHPending Predec...| 804
42 oet ions Track | Active
58 #Phase | C ions TraPending Predec...|
53 #- Interfaces Track Active
81 -#Phase I Interfaces Track{Pending Predsc.
s2 | 0 #-Reports Track Active =
| 89 | #Phase Il Reports Track C|Pending Predec.
| 100 | B #-1T Infrastructure Track | Sctive =]
118 -#Phase I IT Infrastructure|Pending Predec l»o—'tam
120 | OO #-Phaze II. Prototype, GAP Anal Active
257 | O £-Phage . Dr and SlActive | | {
422 | O #-Phaze V. Integration and PerfqActive
s74 | O =-Phase VI Simulations Active
s75 | O #-Functional Track Active
562 #Phase vl Functional TraqPending Predsc.
sa3 | OO - Training Track Active
|66 } ing Fredsc
| sa7 | OO on Track
584 Conversion Tr
s35 | O FEl-Interface Track Active
502 #Phase i Interface Traci{Pending Predsc.
503 | O £-CL on Track | Active
B0 #Phase VI Customization |Pending Predec
E11 #l.-Rennrts Track Active = -
4" B P | o]

4| |4|=|  Eat Delete ﬂl—_AHI Refresh Schedule Project
Task < ﬂl K Save Cancel

r'Refresh" Successiul

Figure 4-4 Project Plan Panel

To

1.

2.

To

1.

2.

move an item up in the hierarchy:

In the Project Plan Panel, select the Task or collapsed Subproject.
Click the Up Arrow button or press Ctrl-up arrow on your keyboard.
The selected Task or Subproject moves up in the list.

e If the selected item is not at the same level as the item it is switched
with, it is indented or out-dented to match the level of the item it is
switched with.

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

move an item down in the hierarchy:
In the Project Plan Panel, select the Task or collapsed Subproject.
Click the Down Arrow button or press Ctrl-down arrow on your keyboard.

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

If the item immediately above the selected item is a collapsed
Subproject or Task, the selected item is indented or out-dented to match
the Subproject or Task’s level.

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

To indent an item:

1. In the Project Plan Panel, select the Task or collapsed Subproject.

2. Click the Right Arrow button or press Ctrl-right arrow on your keyboard.

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

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

indent it.

C If the selected item is the first child of a Subproject, you will not be able to
Note

To outdent an item:

1. In the Project Plan Panel, select the Task or collapsed Subproject.

2. Click the Left Arrow button or press Ctrl-left arrow on your keyboard.

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

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

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

If the selected item was a Task with other Tasks of the same level
beneath it, those Tasks are converted to children of the selected item,
which is now a Subproject.
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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 4-4 lists all
available keyboard shortcuts.

Table 4-4. 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
Task in hierarchy)

Adds a new Task to the hierarchy below the last row.

Ctrl-C Copies the selected Task.

Ctrl-v Pastes a Task or Tasks (must be on the Project’s last line)
F2 Edits the selected cell in the Project Plan Panel.

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

Left or Right Arrow
(while editing)

Saves edits and moves cursor to the next cell in the Project
Plan Panel.

Attaching Additional Information to a Project or Task

Tasks and Subprojects can contain other types of information, such as Demand
Management Requests, Change Management Packages, attachments, and
URLs. They can also be configured to send Notifications based on certain

conditions.

Project Managers can create Tasks from Requests in the Workbench. The
newly created Task is linked as a Reference to the originating Request. See
“Creating a Task From a Request” on page 59 for more information.

Refer to “Configuring Tasks” on page 81 for detailed instructions on:

e Assigning Resources
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e Setting Up Notifications

e FEditing Task Information

® Attaching References to Tasks
e C(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 Project window, select Task Created From Request from the
drop down list at the bottom left corner of the window.

@i Project : Oranpps Release11i Upgrade Project _lElx
Plan | | | | 4 Gantt chart S| S| Q| pisplay otions
q Nate State Se | |[Feb 2004 [war 2004
Seq [ 1
24 [2a Jor
1 10
2 10 o e
s |l £ Phage | Project Startun Active =]
28 - Phase Il Business Operations| Active
120 | O i1 Phase Il. Prolotype, GAP Ana|Active
257 | O i1 Phase Iv: Development and S{Active
422 | O i1 Phase V: Integration and Perf{ Active
s74 | O £ Phage ‘i Simulation: Active
5634 | [ [+] Phase Vi Cut Over Active
645 % Phase VIt Cut Over Complete[Pending Predec .
645 | [T Phass Vil Post iof Active
4 | 0| W[ | »
ol e =T Delete | dpa| = Refresh | Schedule Project
Task Created From Request - | Add [o]'8 Save Cancel

‘Reanv

2. Click Add.

The New Task From Request window opens.
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{& New Task From Request x|

Recuest Moz El

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

(% Task Updated by Request - (Auto-Updating) - Task (New) is autoratically updated by sslected Reduest

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

The Request Selection window opens.

4. Search for the Request(s) to use by entering search criteria in the
appropriate fields and clicking List.

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

=
I Request No sterts wit: | Find
Page: 4| 1 il » Showing 1-50 of 85
Avallable Selected: h A
Resuest Number Seq | Request Numper [
041 Mot everyone on same 05 1 [z004 [Mot everyane on same 08
0. Contractor needed far indexing
0 Contractar needed far HTML he
0. |SAP developer
0. Developers appearto be using
046 Conference raoms should hay
047 Doc team printer usage
048 Harchware for developers has r 4
049 Cracle contractor 3
050 \Acrobat version may be out of ¢
051 Developer reviews may take to
0 [Wendor may go out of business
0 [Test application may notwark1
0 Upgrade to all systemns may be
|300 Sales laptops must be brough
056 [White papers should be out by =
w7 Frarhnical ralaaca manal oh
S i ]
—
Returned 50 choices

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

You can select multiple Requests in the Query Results section. When they
are added to the Project Plan, a new Task is created for each selected
Request.

6. Create the new Task.
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Click OK to create the new Task and close the window. Click Add to create
the new Task and perform additional searches for more Requests.

Save the new Task.

Click Save to save the new Task and leave the Project window open. Click
OK to save the new Task and close the Project window. The new Task has
been created from the selected Request and is part of the current Project.
The Task is linked to the Request. You can change the Reference for this
Task at any time by double-clicking it, opening the Task Information
window and editing it in the References tab.

Adding Milestones

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

To create a Milestone:

1.

Within the Project window, click Add Task.

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

Setting Up a Project 61



Managing Your Projects (Project Management)

raApps Releasel 1i Upgrade Project =2 x|
Plan | Gost |EvAnzzis | Baselies | N Gantt Chart ﬂ S & Display Options
e | 1 Mame State March 2004
g | 1
05 06 o7 [ =] [1o J11

1_| O [BOraspps Release1i Upgrade Projsct | Active - - |
2 |0 =-Oracle Apps : Releass 1i Active
3 | Phase || Project Startup Active
28 | O [l Phase | Business Operations Active
28 [0 #- Functional Track Active -
41 #Fhase || Functional TrackPending Predec. .| [ 3 It
42 | T oet ions Track | Active
58 A Phase || TraPending Predec... |
ss 10O #- ntertaces Track Active
91 #Fhase |l Interfaces TrackPending Predec... |
o2 | O #-Reparts Track Active =
99 #Phase It Reports Track C|Pending Predec... |
o0 | I #-1T Infrastructure Track | Active v
119 # Phase I T Infrastructure|Pending Predec... | 4 3008
120 | O +-Phase Il Prototyps, GAP Anal Active
257 | O 1 Phase v: D and 5{Active — -
E #-Phase V. Intearation and Pert]Active
s7a | O E-Phass Vi Simulations Active
si5 | O #-Functional Track Active
582 #Phase VI Functional TradPending Predec...|
sg3 | O +]- Training Track Active
586 A Phase | Training Track {Pending Predec...
sa7 | OO
584 -#Phase VI Conversion TrgPending Predsc
s35 | O interface Track Active
602 -#Phase VI Interface TrackPending Predec
603 | O] £--Cy an Track | Active
B0 #Phase V|, Customization Pending Predec
E11 #l.-Rennrts Track Active = hd

4" B P | o

4| ¥[e=|  Edi Delete | il | =i
Task 2 ﬂl

Refresh Schedule Project
QK Save Cancel

r'Refresh" Successiul

2. Double click on the new Task.

The Task Information window opens.

i Task Informati lew Task

Task Name:
Task Category. I _I Task State IFemmng Predecessor _I
151 Action ltems | Motes | 151 MNotifications | Baselines | |5 References | User Data
Details | Resources | Gogt | Exceptions | Predecessors
Tesk#:[32820  Depertment | | Tempiate: |
Froject Pt |
Resource: [ B ResorceGreoup [ BB
Description: | Priority: [500
% Complete: ID— Confidence: =
| Mileston

™ Mark task as milestons

™ Milestone automstically completes

~Start Dat Finish Dt

Schedules! Seheduled: [February 26, 2004
Estimatsdt
Actual Actusl

~Duration (days) ~Effort (hours)
Scheduled: |3— Scheduled:
EstRemaining: [ Est. Remaining
e Actual

~Scheduling Canstr

Constraint Type: |Mo Constraints hd Constraint Dete:

|

Apply Cancel

Ready
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3. Select the Mark task as milestone check box.

If you want the Milestone to mark itself as Complete automatically upon
being reached, select the Milestone automatically completes check box.

4. Modify the information under each tab in the Task Information window as
necessary (for details, see “Editing Task Information” on page 89).

5. Apply the changes.

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 O.
Note

Setting Up Project Dependencies

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

Manager Bob has a Training Project for a new software module being
@ installed on his group’s computers. In order for his Project to get started, the
Software Upgrade Project headed by Manager Steve must be finished first.

Bob can create a Finish-Start Dependency relationship between the Software
Upgrade Project and his own Training Project.

These dependency relationships are controlled from the Predecessors tab of
the Project or Task Information window.
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& project Information: Conversion Track x|
Project Name: | sini=e IREEy
Project Manager. (&0 Project State IAEIWE LI
Deta\lal Predecessors | Action \Iemal anesl | Referemceal User Datal
Type | Project | Name | DiSeq | Relationship |
Add Rermave Open
sy _|_cancel
‘Reanv

Figure 4-5 Predecessors Tab of the Task Information window

The types of Predecessor relationships available are described in Table 4-5.

Table 4-5. Possible Predecessor Relationships to a Project or Task

Predecessor
Type

Description

Possible Relationships

Task/Project

A Task or Project in
the current Project

Finish/Start - The Project or Task can
start once its Predecessor has
completed.

External Task

A Task from a
separate Project

Finish/Start - The Project or Task can
start once its Predecessor has
completed.

External Project

A separate Project

Finish/Start - The Project or Task can
start once its Predecessor has
completed.

Request

A Request (possible
for Tasks only)

Finish/Start - The Task can start once
its Predecessor has completed.

Finish/Finish - The Task and Request
can start at the same time, but neither

will be marked complete until both are

complete.

The following sections discuss setting Predecessor relationships in more detail:

Setting Internal Predecessors
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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.

@i Project : OraApps Releasel 1i Upgrade Project =2 x|
s

Plan | | | | N Gantt Chart ﬂ S g Display Option
e | 1 Mame State March 2004
o | !
05 06 o7 [ =] [1o J11
1_| O [BOraspps Release1i Upgrade Projsct | Active - - |
2 |0 =-Oracle Apps : Releass 1i Active
3 | Phase || Project Startup Active
28 El-Phase Il Business OperationslActive
29 #- Functional Track Active
41 #Fhase || Functional TrackPending Predec. .| 804
42 oet ions Track | Active
58 #Phase | C ions TraPending Predec...|
59 #- ntertaces Track Active
91 #Fhase |l Interfaces TrackPending Predec... |
o2 | O #-Reparts Track Active =
99 #Phase It Reports Track C|Pending Predec... |
o0 | I #-1T Infrastructure Track | Active ~
119 #Fhase I T Infrastructurs|Pending Predec. .| '-»Ta‘tam
1z0 [ O #-Phass Il Prototyps, GAP AnalActive
257 | O #-Phase v: Dy and S{Active — -
E #-Phase V. Intearation and Pert]Active
s7a | O E-Phass Vi Simulations Active
si5 | O #-Functional Track Active
582 #Fhase VI Functional TragPending Predec...|
sg3 | O +]- Training Track Active
586 Training Track Precec...
sa7 | OO rack
584 version Tr Pradec
s85 | OO El-Interface Track Active
602 -#Phase VI Interface TrackPending Predec
603 | O] £--Cy on Track | Active
B0 #Phase V|, Customization Pending Predec
E11 #l.-Rennrts Track Active = hd
4" B P | o

4| |4|=|  Eat Delete ﬂl—_AHI Refresh Schedule Project
Task < ﬂl K Save Cancel

r'Refresh" Successiul

Figure 4-6 Project Plan Panel

In the Predecessor column, type the sequence number of the desired
Predecessor Project or Task and click Save to save changes.

Setting an External Predecessor Task

To set an external Predecessor Task for a Task or Project:
1. Open the Project or Task Information window of the Project or Task.

2. Click the Predecessors tab.
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& Project Inform. onversion Track x|
Project Mame: |8

ack
Project Manager. (&0 Project State IAEIWE LI

Details | Co=t Predecessors | =) astion ftems | = Notes | 5252125 | (= References | User Data|

Type | Project | Name | DiSeq | Relationship |

Add Rermave Open
ARy Cancel

‘Reanv

3. Click Add.

A line is added to the Predecessors tab table.

& Task Information: Phase II: Functional Track Complete x|
Task Mame IFhase II: Functional Track Complete
Task Categony: | j Task State:lF’endmg Predecessar LI
=1 Action [tems | |5l Notes | =1 Notifications | Baselines | |=| References | User Data
Details | Resaurces | Gost | Exceptions Predecessors
Type | Project | Name | DiSeq | Relationship |
TaskiProject [Oraspps Releaset1.. | | [Finish-Start |

Add Remove Open
Apply Cancel

|Ready

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

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

6. In the Name column, select the Task Name from the auto-complete list.

7. Click the field in the ID/Seq column to display the Task ID.
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£ Task Information: Phase IL: Functional Track Complete x|
AEELSEIGERPhase |1 Functional Track Complete|
Task Categony: | j Task State:lF’endmg Predecessar LI
Action ltems | Notes | MNuotifications | | References | User Data
Details | Resaurces | | Exceptions Predecessors
Type | Project | Name | DiSeq | Relationship |
TaskiProject |Oraspps Release11...| Functional Track |29 [Finish-Start |
Add Remove Open
Apply Cancel
|Ready

8. Apply the changes.

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

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

1. Open the Project or Task Information window of the Project or Task.

2. Click the Predecessors tab.
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& Project Informati

X

Froject Mame: || acH
Project Manager. (&0 Project State IAEIWE LI

Details | Co=t Predecessors | =) action ftems | (= Notes | 52521125 | (= References | User Data|

Type | Project | Name | DiSeq | Relationship |

Add Rermove. open
ARy Cancel

‘Readv

3. Click Add.

A line is added to the Predecessors tab table.

& Project Information: Oracle Apps : Release 11i x|
Project Name |0rac|e Apps:Release 110
Project Manager. (&0 Project State IAEIWE LI
Details| Cost Predecessors | =) action ftems | (= Notes | 5252125 | (= References | User Data|
Type | Project | Name | DiSeq | Relationship |
TaskiPraject [Oraspps Releaset1.. | | [Finish-Start |

i Fermove Cpen
Apply Cancel

Ready

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

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

6. In the Name column, select the Project or Subproject Name from the auto-
complete list.

7. Click the field in the ID/Seq column to display the Project or Subproject ID.
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$ Project Information: Dracle Apps : Release 11i

HCIERNETEROracle Apps : Release 11

Project Manager: (&0

Datails | Predecessors | (=) action tems | (= Motes |

Project State IAEIWE

| Referemceal User Datal

Add Remave

R i ch-tart

Relationship

open
Apply Cancel

\Ready

8. Apply the changes.

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

Setting an External Predecessor Request

To set an external Predecessor Request for a Task:

1. Open the Task Information window of the Task.

2. Click the Predecessors tab.
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£ Task Information: (Request No.: 30041

X

Task MName: 0g|
Task Category. I Task State INEW (Updated By Request) LI
151 Action ltems | Motes | 151 MNotifications | Baselines | 15| References User Data
Details | Resources | Cost Exceptions Predecessors
Type | Project | Mame | DiSeq | Relationship

Add Rermove. open;
AR Cancel

|Ready

3. Click Add.

A line is added to the Predecessors tab table.

£ Task Information: (Request No.: 30041) - Nok everyone on same 05:

x|
Task MNarne: |(Request Ma.: 30041) - Not everyone on same 08
Task Category. I LI Task State INEW (Updated By Request) LI
151 Action ltems | Motes | 151 MNotifications | Baselines | 15| References User Data
Details Resources | Cost Exceptions Predecessors

Project
REfUEs Blorasnps Releaset ..
TaskProject
External Task
External Project

Mame

D/Seq Reletionship

Finish-Start

Add Remove Open
Apply Cancel

|Ready

In the Type column, select Request from the drop down list.
In the ID/Seq column, select the Request ID from the auto-complete list.

In the Relationship column, select Finish-Start or Finish-Finish from the
drop down list.
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£ Task Information: (Request No.: 30041) - Nok everyone on same 05: x|

Task MNarne: |(Request Ma.: 30041) - Not everyone on same 08

Task Category. I LI Task State INEW (Updated By Request) LI

Action ltems |Nmes| Notifications | | 15| References User Data

Details | Resources Exceptions Predecessors

Type Project Name: D/Seq Reletionship

| Finich-Start

Add Remove Open
Apply Cancel

|Ready

7. Apply the changes.

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

Creating a Master Project Schedule

Project Management generates schedules for Master Projects, based on the
configurations set in the Scheduling tab of the Settings window. 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. In the Project window, click Schedule Project.
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The Scheduling window opens.

x

" Schedule Entire Opened Project

& Schedule Selected Part Of Praject

Start Scheduling From:

‘Reanv

2. Specify whether to schedule all or part of the project.
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 want to schedule in the Project Plan Panel, and
select Schedule Selected Part of Project. If a Subproject is clicked, all
of its children will be scheduled.

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

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 72 for
more details.

C If scheduling errors occur, no schedule will be generated and a list of errors
Note

If scheduling warnings occur, a schedule will be generated and a list of
warnings will appear. Take note of each warning, as they can be important to
the initiative’s success. See “Scheduling Warnings” on page 73 for more
details.

Scheduling Errors

It is possible for certain combinations of input to cause a schedule to be
unworkable. If any of these errors are encountered, the schedule will not be
created. Table 4-6 describes scheduling errors, their causes, and possible
solutions.

/2 Setting Up a Project



Managing Your Projects (Project Management)

Table 4-6. Scheduling Errors, Causes, and Possible Solutions

resources for
task

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

Scheduling Cause Possible Solution
Error
Circular The predecessors of a set of projects Break the cycle by
dependency or tasks contains a cycle. This cannot | removing or changing a
be scheduled. predecessor.
Not enough The amount of working days available | Assign more resources
available from the pool of resources assigned to | to the task, increase

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

Selected
Subproject has
dependencies
outside of
items to be
scheduled

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

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

No tasks to be
scheduled

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

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

Scheduling Warnings

It is possible for certain combinations of input when using actual-based
scheduling or scheduling constraints to cause a schedule to be potentially
unworkable. Warnings appear when actual-based scheduling has been
specified. The schedule will still be created, however. Table 4-7 describes
scheduling warnings, their causes, and possible solutions.
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Table 4-7. Scheduling Warnings, Causes, and Possible Solutions

Scheduling
Warning

Cause

Possible Solution

Duration extends
past finish date for
task

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

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

Duration does not fit
within actual dates of
task

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

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

Actual start date of
task occurs before
predecessor finishes

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

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

Establishing a Project Baseline

A baseline is the original approved Project plan for a Project. As scope

changes happen, the baseline is updated to reflect those changes as part of the
approved plan. A Project Manager uses baselines to continuously monitor the
health of their Project in terms of schedule and cost by comparing the current
Project plan to the baseline plan.

The following topics discuss baselines in more detail:

e Selecting Baseline Fields

e Taking a Baseline
® Managing Baselines

e Comparing Baselines

Selecting Baseline Fields

You can select any of the following Project fields to capture in a baseline:
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Summary Condition

Scheduled Start

Scheduled Duration

Scheduled Finish
Scheduled Effort

Predecessor Information

Resource/Project Manager

Department
Description
Priority
Resource Group
Task Category

Planned Labor

Planned Non-Labor

Planned Cost

To select fields for a baseline:

1. Open the Project.

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

The Settings window opens.

& Settings for DraApps Rel x|
MSF Synchronization | Financial Managerment | Resource Management | Tirme Management | Baselines
Project Figlds Exception Rules | Indicators | Scheduling | Security | Project Team
This tab configures the Projsct fields that can be displayed in the "Plan® tab of the Projsct window, and also the Project and Task tetail pages and
My Task portlet in the standard Mercury IT Governance interface. Changing the field configuration here does not change the display inthe other
tabs of the Froject Window
rPlanning Fielc rActivity Field:
Warkbench Wiarkbench
Erablet! oy Fislds Enabled Only Figlds

'l r Departtmert v I % Complete

r N Bz r [ Actusl Duration

r r e r [u Actual Effort

r [ Actusl Finish Date
r - Priarity
r I Actual Start Date
r I ProjectTask #
r r r I Canfidence
Resaurce Grou
? r I Estimated Finish Date

L r SRR r Il Estimated Remaining Duration

r r e & iy I [ Estimated Remaining Effort

[ [ Flariried L | | Lctusl Labor

= = Planred hon-Lahor [ [ Actual Mon-Lebar

[ Ll Flarmied Tots! [ I Actus Totl

Apply Cancel
Ready
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3. Click the Baselines tab.

& Settings for OraApps Releasel 1i Upg

Project Fields | Exception Rules | Indicatars | Scheduling | Security Project Team
MSP Synchronization | Financial Management | Resource Management Time Management Baselines
Select the active baseline for this project.

(To change the name and description of a bassling, click inta the name and description fislds respectively)

Active Hatne Daseription

Basslined By

Baselingd On

Baszeline Field

DElEte

Ayailable: Fields:

Chooss which bassline fields you would like ta display for all basslines for this project

Selected Fields:

Department ﬂ

Descrigtion S

Flanned Cost —I—I

IPlanned Lahor

IPlanned Mon-Labor |

sty _|_cancel
Ready

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

5. Apply the changes.

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 a baseline:

1. Open the Project.

2. Select Project > Baseline from the menu at the top of the Workbench.

The Baseline window opens.

x

Please specify the name and description of the new baseline. Itwill
become the active baseline

Description:

Cancel

Ready
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3. Enter a Name and optional Description for the baseline.
4. Click OK.

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

5. Click Save to save the baseline along with the Project.

Managing Baselines

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

Project Manager for the Master Project can manage baselines (take new

While any Project Manager can see the active baseline for a Project, only the
baselines, delete baselines, specify the active baseline).

To manage Project baselines:
1. Open the Project you have taken baselines of.
2. From the menu at the top of the Workbench, select Project > Settings.

The Settings window opens.

& Settings for DraApps x|
MSF Synchronization | Financial Managerment | Resource Management | Tirme Management | Baselines
Project Figlds | Exception Rules | Indicators | Scheduling | Security | Project Team
This tabs configures the Project fields that can b displayed In ths "Flan® tab of the Project window, and also the Project and Task detall pages and
My Task portlet in the standard Mercury IT Governance interface. Changing the field configuration here does not change the display inthe other
tabss of th Project Window
Planning Fielc rActivity Field
Workbench Wiorkbench
Enahled orly Figlds Eraablecl Only Filds
r - Departmert = r % Complete
r N ossiEn r ] Actual Durstian
r r Lot Uprdele Dete r o Actual Etfort
r I Actual Finish Date:
r I Priotity
r [ Actusl Start Date
r - Project/Task #
r r r I Confidence
Resource Group
r I Estirated Finish Date
Scheduled Effort
r r cheduled EHo) r I Estimated Remairing Duration
r r e & iy I [ Estimated Remaining Effort
[ [ Flariried L | | Lctusl Labor
- - Planred Mari-Lekar [N [N i il s
[ Ll Flarmied Tots! [ I Actus Totl

Apply Cancel

Ready
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3. Click the Baselines tab.

& Settings for kemp_project x|
Project Fields | Exception Rules | Indicatars | Scheduling | Security Froject Team
MSP Synchronization | Financial Management | Resource Management | Time Management Basglines

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

Descrption Basslined By Basslined On
John Smith

Delete

[ Baseling Fisld

Choose which baseline fields you would ke to display for all haselines for this project:
Available Fields: Selected Fields:
Description

[Department iI

Planned Cost PRI
Planned Lakor 3]
Planned Mon-Labor

Predecessor Information Bl

Apply Cancel

Ready

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

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

6. Click Delete.

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

5|

This is the ACTIVE baseling
@ Do you stillwantfo delete it 7

Yes Mo

b. Click Yes to delete the baseline.

7. Apply the changes.

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.
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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.
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Chapter

Configuring Tasks

This chapter explains how to configure Tasks within a Project, including
assigning Resources, setting up Notifications, and creating Milestones.

The following topics are covered:

Task Elements

Adding Tasks to Projects
Editing Task Information
Assigning Resources

Adding Action Items

Adding Notes

Setting Up Notifications
Attaching References to Tasks
Configuring Task Predecessors
Changing the Task State
Setting Scheduling Constraints

Configuring User Data

Task Elements

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
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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 can need to be notified when Tasks are completed or their states
change.

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

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

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

® Notifications
® References
e Task Categories

o Task States

Notifications

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

e The completion of a Task.

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

e The triggering of an Exception Rule by a Task.

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

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

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

Project Managers can create Tasks from Requests in the Workbench. Once
the Task is created, it automatically has a Reference to the originating
Request. See “Creating a Task From a Request” on page 84 for additional
details.

Task Categories

Task States

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.

In the Workbench, the Task State is displayed in the State column of the Project
window. The available states for a Task are defined in Table 5-1.

Table 5-1. 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.
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Table 5-1. Task State Definitions

Task State Definition
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.

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

For example, Project Managers can change a Task from Ready to In Progress
to Cancelled, or from Bypassed back to Ready. Project Participants are only
able to change a Task from Ready to In Progress to Complete.

Available Task states can 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 a Project Template. Tasks can also be quickly and easily organized
in a hierarchical fashion. See “Adding Tasks to a Project” on page 52 for more

information.

The following sections explain how to create specific types of Tasks:

e (reating a Task From a Request

® C(Creating a Milestone

Creating a Task From a Request

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

To create a Task from a Request:

1. Go to the Project Plan Panel.
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raApps Releasel 1i Upgrade Project =2 x|
Plan | Cost | EvAnazis| Baselies | N Gantt Chart ﬂ S & Display Options
Mame State War 2004
Seq | |
05 [o7 14 |
| | Phase [ Project Startup [Eefiee | |
28 =)Phase Il Business OperationslActive
29 Functional Track Active
1 Phass Il Functional TracHPending Predec... | 3(8/04
22 i ions Track|Active
58 Phase Il Ct ions TrgPending Predec... | T_zln 5i04
59 Intertaces Track Active
91 Phase || Interfaces TracHPending Predec...| T_EIH 5104
g2 [ O Reports Track Active &
99 - # Phase Il Reports Track C|Pending Predec... |
100 | I IT Infrastructure Track | Active
119 * # Phase | T Infrastructure|Pending Predec...| m‘fsma
120 | O [#]Phase II: Prototype, GAP AnalActive
25z | O Phass Iv: Dy and S{Active
422 | O Phass V: Integration and Pert]Active
s | O Phass Vi Simulations Active
g3 | O Phass Vi Cut Over Active
845 # Phase VIl Cut Over Commplets [Pending Predec... |
g4 | O =) Phase Vil Post nplementatio] Active
g4z | O Functional Support Track| Active
gss | O Reporting Support Track |Active
gsa | O Intertaces Support Track| Active
Bes § LI L izations Support |Active
ez | O [=-Canversions Support Tra| Active
672 lssue Resolution _|Pending Predsc
673 Bug Fix's Penciing Predec
Crz 0 I I Knowledge TransterlPending Predec
75 Proactive Review of |Pending Predsc
676 =1
‘ | o
5 |e[=]| Eoit Delete | goai| =ai Refresh Schedule Project
ﬂl QK Save Cancel

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

3. Click Add.

The New Task From Request window opens.

& New Task From Request x|

Reuest o [ El

Select the Relstionship that the selected Reguest has to Task (Kew )

{5 Task Updated by Request - (Auto-Updating) - Task (New) is autoratically updated by sslected Reduest

Search - Cancel

|Ready

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

The Request Selection window opens.
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& Request Selection

X
Request Mo l— Request Type. H Query: lm
Cepartment: JALL hd Sub-Type lﬁ Created By: I—EH
Workflow: Linked ProjectTask: B contactMame:
Priority: |ALL - Request Group H Company:
Assigned User: —IIH Assigned Group: El Application:

Keywords:
Renquest Status:

Include Closed Requests: ¢ Yes (% No Only Eligible Requests: ¢~ Yes * No
Dates:

© Date Created & On [ = o |

" Date Modified ¢ Within 125t |1 dayis) ¥

Max Rows | 200 Clear

\ 4

Select the Relationship that the selected Recuest has to Task (New)
1% Task Updated by Regusst - (Auto-Updating) - Task (New) s automatically upated by selected! Regusst

av
" Guiery Result
Reguest o, Recuest Type Request Stelus | Priority Descriplion | Crested By | Request
| | |
QK Add Cancel
Ready

5. Search for the Request(s) to use by entering search criteria in the
appropriate fields.

Click List.

a

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

zl

AY

Select the Relationship that the selected Request hias 1o Task (New)
(% Task Updated by Requsst - (Auto-Updating) - Task (New) is automatically updated by selected Reguest

av
Query Resul
Reguest No. Request Type Request Status Priority
30,204 Generic Reguest
30,203[0rafpns Conversion Reguest OA - Pending Requiremnents L o asdfl
30,202|0rafpps Gonversion Request |0A - Pending Requirements Sign-0fF [Mormal |asdisd
30,201 [PFM - Project |assign Project Manager [ | |
Il I |

Reacdy

7. Select the Request(s) in the Query Results section that you want turn into
Task(s).

You can select multiple Requests in the Query Results section. When they
are added to the Project Plan, a new Task is created for each selected

Request.
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8.

9.

10.

Task Updated by Request is specified as the Relationship.
Create the new Task.

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

The new Task has been created from the selected Request and is part of the
current Project. The Task is linked to the Request. You can change the
Reference for this Task at any time by double-clicking it, opening the Task
Information window and editing it in the References tab.

Save the new Task.

Click Save to save the new Task and leave the Project window open or click
OK to save the new Task and close the Project window.

Creating a Milestone

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

To create a Milestone:

1.

Within the Project window, click Add Task.

A new Task appears in the Project Plan Panel below the current selection.
You can also add a new Task by selecting the last item in the Project Plan
Panel and pressing Insert or the down arrow on your keyboard.
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TS
Plan | Cost |EvAnaeie| Baselnes | 4 certtchart. S| | B\ | pisplay ptions
Name State Sc | ([wer 2008
Seq | |
05 [o7 14 |
1_| O |2 craspps Releaset1i Upgrads Project | Sctive =
2 | 0O [ Cracle Apps : Release 110 Active
3 | Phase | Project Startup Active
28 | O [ Phase Il Business Operations] ctive
2 [0 Functional Track Active .
L] Phase It Functional TrackPending Predec.. L# 38i04
42 | O Conwersions Track Active -
58 Phass Il Conversions TraPending Predec.. '-»Ta‘ﬂ 504
|0 Intertaces Track Active -
91 Phase Il Intertaces TrackPending Predec.. '-»Ta‘ﬂ 504
g2 [ O Reports Track Active =
% Phase Il Reports Track C|Pending Predec...
100 | I IT Infrastructurs Track | Active ~
119 “# Phase It IT nfrastructure|Pending Predec . m‘tam
120 [ O Fhase II: Protatype, GAP Ans|Active
257 [ O Fhase Iv: Developmert and S{Active
422 [ O Fhase V: Integration and Perfictive
574 L] Phase Wl Sirulstion: Active
834 | O Phase VI Cut Over active
845 hase VI Cut Over Complete|Pending Predec.
648
1 I | | o

4[| e Delete | han| =]

Task | Add

Refresh Schedule Project
0K Save Cancel

|Ready

2. Double click on the new Task.

The Task Information window opens.

£, Task Information: New Task

e

Task Mame

Task Category:l LI Task State: |Ready hd
[Z1 Action Items | MNotes | |=! Motifications | Ezgselines | References | User Data
Details Resources Cost | Exceptions | Predecessaors
Task#: [33606 Department | | Tempiate: | 2
Project Path |
Resource: I—IIEI Resource Groug; El
Description: | Priority; [500
o Completss [1 Confidence A
Mileston

™ Mark task &= milestone

I Milestone sutomatically completes

| Start Dat Firish Dat
Schedued: [February 25,2004 ] Schedued: [February 25,2004 ]
Estmetest [ |
e = | e = |
Duration (days) Effort (haurs)
’V schedulest [T " Schedues: [8 ~|

Apply Cancel

|Ready

3. Select the Mark task as milestone check box.
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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 89).

5. Apply the changes.

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 O.
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. Locate the Task to edit.
e If you are editing an existing Task, query and open an existing Project.

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

2. Click on any desired fields to edit their contents directly.

3. Click OK or Save to save the information.

To edit Task information in the Task Information window
1. Locate the Task to edit.

2. Open the Task Information window.
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e (Query and open the Task directly from the Task Workbench. The Task
Information window opens.

Or

¢ (Query and open an existing Project. Double-click the Task to edit, or
select it and click Edit. The Task Information window opens.

3. Make whatever changes are necessary in the Task Information window.

4. Click OK or Save to save the information.

Updating information in the Project Plan Panel is more direct, while more
@e‘ 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:

® Assigning Resources in the Project Plan Panel

® Assigning Resources in the Task Information Window

e Assigning Multiple Resources in the Task Information Window
e Assigning Resource Groups

® Determining Project Resources

Assigning Resources in the Project Plan Panel

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

To assign Resources to existing and new Tasks in the Project Plan Panel:

1. In the Workbench, open the Project Plan Panel for the Project you are
editing.
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2.

3.

4.

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

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

Select the Task to assign Resources.

Click the auto-complete icon in the Resource/Proj Manager column field.
a. The Validate window showing all the available resources opens.

b. From the Validate window, select a resource.

Click OK or Save to save the information.

Assigning Resources in the Task Information Window

Resources can be assigned to existing Tasks and new Tasks in the Task
Information Window.

To assign Resources to existing or new Tasks in the Task Information
Window:

1.

2.

3.

4.

5.

Open the Task Information window.

Click the Details tab.

In the Resource field, click the auto-complete list icon.
From the Validate window, select a Resource.

Click OK or Apply to save the information.

Assigning Multiple Resources in the Task Information Window

Multiple Resources can be assigned to existing Tasks and new Tasks. Once
multiple Resources have been assigned, their individual effort hours or Booked
Skill can be adjusted at any time.

To assign multiple Resources to existing or new Tasks in the Task
Information Window:

1.

2.

Open the Task Information window.

Click the Resources tab.
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ﬂ
Task Mame: |
Task Category. I LI Task State: |In Progress hd
Action ltems | Motes | Maotifications | | References | User Data
Cetails Resources Exceptions | Predecessors
Add multiple resources ta this task or modify partial effort for individual resources
Task Duration: 1.0 days
Task Start: January B, 2004 Task Finish: January 7, 2004
Edit Booked Ekill or Partial Effort:
Resource Booked Skill | Etfort thours) [
Frodo Baggins .
Remove Total Effart thaurs): |8
Add Resource to Task: &8 Add | Views Resource Details |
Apply Cancel
Ready

3. Specify a Resource in the Add Resource to Task auto-complete list.
4. Click Add.
Repeat as necessary.

5. If the Resource has more than one Skill defined, choose the appropriate
Skill from the auto-complete in the Booked Skill column.

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

7. Save the information.

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

Assigning Resource Groups

In order to add Resource Groups, first make sure that the field is enabled in the
Project Settings. See “Selecting Information to Track and Display” on page 30
for details.
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Determining Project Resources

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

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

Or

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

See “Setting Up the Project Team” on page 46 for more information about
setting up the resources in the Project Team tab for a Master Project.

Adding Action ltems

Action Items are used to capture important “to do” items that do not require the
formal definition, tracking, and hierarchical restrictions of a Task. Action
Items can be added to existing Tasks and new Tasks. Action Items are added in
the Task Information window.

To add an Action Item to a Task:

1.

2.

Open the Task Information window.

In the Task Information window, click the Action Items tab.
Click Add.

The Action Item window opens.

Enter information in the required fields and drop down lists.

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

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

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

7. Save the Task information.

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

Adding Notes

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

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

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

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

(— The Notes tab can contain up to 32K of information per Project.
Note
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Setting Up Notifications

Notifications are set up in the Task Information window.

To set up a Notification for a Task:

1.

2.

Open the Task Information window for the Task.

In the Task Information window, click the Notifications tab.
Click New.

The Add Notification for Task window opens.

In the Setup tab, enter information as described in the Table 5-2 on
page 96.

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 has triggered a particular Exception.

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

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

Enter information in the required fields.

Click Add to add the new recipient.

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

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

(Optional) Click the Message tab in the Add Notification for Task window if
you want to view and edit the Message Notification Template.
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10. (Optional) Notifications can be configured to include the Web address
(URL) for a specific Project or Task. This is referred to as a Smart URL.
You can include a Smart URL token for the Notification. See the next
section, Using Smart URLs in Notifications, for more information.

11. Click OK to close the window.

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 5-2.

Table 5-2. 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 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
the Workbench.

To use a Smart URL:

1. Follow the procedure described in “Setting Up Notifications” on page 95.

2. Open the Task Information window.

3. Click the Notifications tab.

4. Click New.

The Add Notification for Task window opens.

5. Click the Message tab.

6. Click Tokens.
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The Token Builder window opens.

x|

oken Cortext Tokens:

7] Taken Context Toker
ACTUAL _DURATION |Aactual A|
ACTUAL_EFFORT |Aactual
ACTUAL_FINISH_DATE |Aactual
ACTUAL START_DATE |Aactual
BUDGET_ID [The 1D
BUDGET_MAME [The M:
CONFIDENCGE_CODE Code (
CONFIDENCE_MAME Mame
CREATED_BY ID ofu
CREATED_BY_EMAIL Ernail
CREATED_BY_USERMNAME Usern:
CREATION_DATE Date th
DEPARTMENT_CODE Code
DEPARTMENT_MAME Mame
DESCRIFTION Descri
ESTIMATED_FIMISH_DATE Estimz
ESTIMATED_REMAINING_DURA... [Estime
ESTIMATED_REMAINING_EFFORT|Estime
LAST_UPDATED_BY ID ofu
LAST_UPDATED_BY_EMAIL Email -
e _l_;IJ

Cartext Value: [

Toker: [[FRJ]

Refresh Close
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 CREATED_ BY or DEPARTMENT_ CODE for
Projects.

The Token you select displays in the Token field.

Select the Token in the Token field.

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

11.

Click Close to close the Token Builder window.

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

13.

insert the Smart URL.
Press Ctrl+v to paste the Smart URL’s Token in the Body section.

The figure below shows the Project URL in the Body section of an HTML-
format Notification.
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§23 Add Notificati

<td clasg
notificationcolpa@>[FRI.PROJECT URL J</
/T

<trx

<td class="notificationbold”
nowrap>Description:</td>
<td class="notificationtext

/T
</table>

/el
/T
e

«<td height="20" colspan="2"></cd>
</t
</tablex
</body>
</htul>

x|
Setup Measagel
Motification Template ISIandard HTML Message (HTML) LI
Maotification Format IHTML LI
From: | Choose... | Clear |
ReplyTa | Choose | Clearl
Subject: |Kintana - Drive Alert
oy
nowrap>Project:{/td> B

notificationcolpad” nowrap>[TSK.DESCRIPTION]C td»

]

Tokens QK Cancel

|Ready

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

15. Click OK to close the Task Information window.

The email Notification sent from this Task will contain a URL to open a
specific Project 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

Figure 5-1 Project Structure
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A Notification from Task 2 can use Tokens to refer to Project information on
any level above it. The sample Notification below displays the Project Name
for the Master Project and its Subprojects.

[ Master Project |

Subproject 2

[TSK.PARENT_PROJECT_NAME]

[PRJ=[TSK.PARENT_PROJECT_ID].PARENT_PROJECT_NAME]

[TSK.MASTER_PROJECT_NAME]

http://company:8080/mercury/html/mercuryHome.html

Notified Users: johnsmith@Mercury.com

SGtatus change for Task: Task 2
Project: Subprojecti
Description: Sample Task

Master Project Name: Master Project

Parent Project Name: Subprojecti

Parent's Parent Project Name: Subprojectl

Figure 5-2 Sample Notification

Entering Cost Data

If Project Management’s Financial Management capability has been enabled
for this Project, you can track and enter Actual Cost data in the Project window.
See “Entering Actual Cost Data” on page 240 for more detailed information.
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Attaching References to Tasks

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

To attach References to a Task:

1. Open the Task Information window.

2. In the Task Information window, click the References tab.
3. Attach the Reference.

In the Workbench, users can perform the following Reference activities for
their Tasks:

e “Artaching Existing Requests” on page 100
e “Attaching New Requests” on page 103

e “Attaching Packages” on page 104

e “Attaching New Packages” on page 107

e “Attaching Tasks” on page 108

e “Attaching Releases” on page 110

e “Attaching Documents” on page 111

e “Attaching URLs” on page 112

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

The New Reference - Request (Existing) window opens.
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{8 New Reference - Req x|
Reuest o [
Select the Relationship that the selected Reguest has to Task 33605:
* Related to thiz Task - (Informnational) - Selected Request is related to Task 33605
" Successor - (Blocked) - Action not allovved on selected Reguest urtil Task 33808 closes
" Predecessor - (Blocking) - Action not allowed on Task 33805 until selected Request closes
" FF Predecessar - (Finizh Finish Predecessor) - Task 33605 does not complete urtil selected Reguest closes
" Task Updated by Request - (Auto-Updating) - Task 33605 is aulomstically updsted by selected Reguest
Search Cancel
|Ready
5. To select the Request to attach, use one of the following methods:

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

e C(lick Search to search for Requests in a separate query window and
follow the procedure in “Searching for Requests to Attach” on
page 102.

Select the type of relationship you want to assign between the Task and its
Reference from the list.

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

Click OK.

You return to the References tab in the Task Information window. The new
attached Request displays as a Reference.

Click OK to close the Task Information window.
You return to the Project window.

Click Save to save the attached Request as a Reference in the Project.
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Searching for Requests to Attach

To search for Requests to attach to a Task:

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

A new query window opens.

x
Request Mo, "— Reqguest Type Query: lm
Cepartment: JALL hd Sub-Type lﬁ Created By: I—EH

Workflow: Linked ProjectTask: B contactMame:
Priority: JALL hd Reqguest Group Company:
Assigned User: —IIH Assigned Group: El Application:
Keywords:
Reguest Status:
Include Closed Requests: © Yes & Mo Gnly Eligible Requests: ¢ Yes & Mo
Dates
" Date Created & On [ =1

" Date Modified ¢ Viithin 25t |1 day(s) T

Max Rows |200 Clear

AV

Select the Relationship that the selscted Regusst has to Task 30008 ﬂ
1% Related ta his Task - (informatianal) - Selected Request is related 1o Task 30008

" Successor - (Blocksd) - Action ot allowed on sslscted Request untl Task 30008 closes -

av
Query Resuls
Reguest Mo Reguest Type Request Status | Prioriy Desctiption | CrestedBy | Request
4 | |
OK Add Cancel

Ready

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

3. Click List.

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

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

5. Select the type of relationship you want to assign between the Task and its
Request.

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

6. Click OK to attach the Request(s) to the Task and close the current window.

You return to the References tab in the Task Information window.

102 Configuring Tasks



Managing Your Projects (Project Management)

9.

After you return to the Task Information window, the new attached Request
displays as a Reference.

Click OK to close the Task Information window.
You return to the Project window.

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

Attaching New Requests

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

To attach a new Request to a Task:

1. Open the Task Information window.
2. Click the References tab.
3. Select Request (New) from the New Reference drop down list.
4. Click Add.
The New Reference - Request (New) window opens.
x
Fequesi Tygal|

Select the Relationship that the selected Request has to Task 30008;
% Related to this Task - (nformational) - Selected Request is related to Task 30008

" Successor - (Blocked) - Action nat sllowed on selected Request unti Task 30008 closes
" Predecessor - (Blocking) - Action not allowed on Task 30008 until selscted Request closes
" FF Predecessor - (Finish Finish Predecessor) - Task 30008 does not complete until selected Request closes

" Task Updated by Recusst - (Auto-Updating) - Task 30008 i automatically updated by selscted Request

R

eady

5.

6.

Select a Request Type from the Request Type auto-complete list.

Select the type of relationship you want to assign between the Task and its
Reference from the list.
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See “Dependency Relationships” on page 113 for a description of the
various relationships that can be assigned.

7. Click Create.

The standard interface opens with the Request Type loaded.
8. Enter any necessary information in the Request’s fields.
9. Click Save.

The Request is submitted. You return to the References tab in the Task
Information window. The new attached Request displays as a Reference.

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

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

Attaching Packages

To attach a Package to a Task:

1. Open the Task Information window.

2. Click the References tab.

3. Select Package from the New Reference drop down list.
4. Click Add.

The New Reference - Package window opens.

£ New Reference - Package (Existing) x|
Package Mo. |
Select the Relationship tht the selected Packags has to Task 30008
{7 Relater! o this Task - (nfarmational) - Selected Package is related to Task 30008
Search Cancel
|Ready
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5. To select a Package for an attachment, use one of the following methods:

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

e C(lick Search to search for Packages in a separate query window and
follow the procedure in “Searching for Requests to Attach” on
page 102.

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

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

7. Click OK.

You return to the References tab in the Task Information window. The new
attached Package displays as a Reference.

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

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

Searching for Packages to Attach
To search for Packages to attach to a Task:

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

A new query window opens.
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x
Package Mo l— Package Group. Query. |None LI
Wvorkflow: | Package Status: m
Assigned User: I—ZH Created By: I—ZH Priority. [ALL hd
Azsigned Group. Object Type Package Type: |ALL hd
Ohject Mame: | El
Property Dates
I Eliginle Action only | | D#te Created o | bl
" Date Modified
I™ Submitied Only  Date Subrnitiey 1712 L m
Max Rows IT Clear
AY
Select the Relationship that the selected Package has to Task 30008,
% Related to this Task - (Informational) - Selected Package is related to Task 30008
av
Query Result
Package Mo Description Wiarkflow Package Group Package Status | Priority Assigned ¢
4 | i
QK Add Cancel

Reacdy

Query for the Package(s) you want to use by entering search criteria in the
appropriate fields.

3. Click List.

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

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

Select the type of relationship you want to assign between the Task and its
Reference from the list.

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

6. Click OK to attach the Package(s) to the Task and close the current
window.

You return to the References tab in the Task Information window. The new
attached Package displays as a Reference.

7. Click OK to close the Task Information window.

You return to the Project window.
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8.

Click Save to save the new Package as a Reference in the Project.

Attaching New Packages

A new Package can be created from the References tab and immediately
attached to a Task. This saves time from having to create a new Package in
Change Management, searching for it, and attaching it to the Task.

To attach a new Package to a Task:

1. Open the Task Information window.
2. Click the References tab.
3. Select Package (New) from the New Reference drop down list.
4. Click Add.
The New Reference - Package (New) window opens.
|
Reaty m
5. Click Create.
The Package window opens.
6. Enter any necessary information in the Package’s fields.
7. Click Save.
The Package is submitted. You return to the References tab in the Task
Information window. The new attached Package displays as a Reference.
8. Click OK to close the Task Information window.
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You return to the Project window.

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

Attaching Tasks

To attach a Task to a Task:

1. Open the Task Information window.

2. Click the References tab.

3. Select Task from the New Reference drop down list.
4. Click Add.

The New Reference - Task window opens.

{& New Reference - Task x|
Task Narme: |
Select the Relationship that the sslected Task has to Task 30008:
% Related to this Task - (nformationsl) - Selected Task is related to Task 30008
Search Cancel
‘Reanv

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

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

e C(lick Search to search for Tasks in a separate query window and
follow the procedure in “Searching for Requests to Attach” on
page 102.
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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 113 for a description of the
various relationships that can be assigned.

7. Click OK.

You return to the References tab in the Task Information window. The new
attached Task displays as a Reference.

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

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

Searching for Tasks to Attach

To search for Tasks to attach to a Task:
1. From the New Reference - Task window, click Search.

A new query window opens.

x
Quew:lm

Resource. "—ZH Resource Group Has Exception Of Type.

Task Mame: l— Task# l— Depariment

Task Category: Cescription |

Include Finished Tasks: ( Yes ' No Task State

Show only milestones? € Yes = Mo

Project Information
’VP!’D]EEIMEHEQEI [ Project Name: | |
Dot -Actual Dat
Start Date From: [ To: [ Start Date Fram: | To: [
Finish Date From: [ To: | Finish Date From: | To: [

Max Rows | 200 Clear

AT

Select the Relationship that the selected Task has to Task 30008;
% Related to this Task - (nformational) - Selected Task is related to Task 30008

av
CQuery Results

I | Miestore | TaskhHame Stale | TeskCalegory | SchedStart | SchedFinish | Resource
4 | i

QK Add Cancel

Reacdy

2. Query for the Task(s) you want to use by entering search criteria in the
appropriate fields.
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8.

Click List.

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

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

Select the type of relationship you want to assign between the Task and its
attachment from the list.

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

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

You return to the References tab in the Task Information window. The new
attached Task displays as a Reference.

Click OK to close the Task Information window.
You return to the Project window.

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

Attaching Releases

To attach a Release to a Task:

1.

2.

Open the Task Information window.

Click the References tab.

Select Release from the New Reference drop down list.
Click Add.

The New Reference - Release window opens.
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x
Felease Name |
Select the Relationship that the selacted Release has to Task 30008
% Related to this Task - (Infarmational) - Selected Release is relsted to Task 30008
Cancel
Reacdy
5. To select a Release for an attachment, enter the Release Name in the

9.

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

Select the type of relationship you want to assign between the Task and its
Reference from the list.

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

Click OK.

You return to the References tab in the Task Information window. The new
attached Release displays as a Reference.

Click OK to close the Task Information window.
You return to the Project window.

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

Attaching Documents

To attach a Document to a Task:

1.

2

Open the Task Information window.

. Click the References tab.
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3. Select Attachment from the New Reference drop down list.
4. Click Add.

The New Reference - Attachment window opens.

& New Reference - Attachment x|
Attachment (no document attached) i
Description: |

sdd | cancel
Ready

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

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

6. Enter a description in the Description field.
7. Click OK.

You return to the References tab in the Task Information window. The new
attached Document displays as a Reference.

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

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

Attaching URLs
To attach a URL to a Task:

1. Open the Task Information window.
2. Click the References tab.
3. Select URL from the New Reference drop down list.

4. Click Add.
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The New Reference - URL window opens.

X

UL | ﬂ
Description: [
Addl Cancal

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

6. Enter a description in the Description field.

7. Click OK.
You return to the References tab in the Task Information window. The new
attached URL displays as a Reference.

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

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

Dependency Relationships

The dependency relationships available when you attach References of various
types to a Task are described in Table 5-3.

Table 5-3. 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.
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Table 5-3. Dependency Relationships

Relationship Description

Task Updated by Request | This Task is automatically updated by the selected
Request.

Adding Packages to Tasks
Related to this Task The Referenced Package is related to this Task.
Adding Projects to Tasks
Related to this Task Referenced Project 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
a Task or Project that has a defined relationship between its start or finish date,
and the start or finish dates of the Task that is dependent on it.

When Request References are attached to a Task, they can also act as
predecessors for the dependency relationship you assign to them. For instance,
if you assign a Predecessor relationship between a Task and a Request that has
been attached to the Task as a Reference, action is not allowed on this Task
until the Request closes.

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

See “Dependency Relationships” on page 113 for a list of the dependency
relationships and their descriptions.

See “Setting Up Project Dependencies” on page 63 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 If you are changing the state of an existing Task, query and open an
existing Project.

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

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

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

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

het

Click OK.

4. Click Save to save the Task state changes.

Setting Scheduling Constraints

Scheduling constraints prevent certain changes to a schedule. If a Project
Manager attempts to schedule a constrained Task outside of its constraint,
Project Management will 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. Open the Task Information window.

2. Click the Details tab in the Task Information window.
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3. Under Scheduling Constraints, select the type of constraint you want to use
from the Constraint Type drop down list.

4. Enter a date in the Constraint Date field.

5. Click OK.

Configuring User Data

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

Project/Task User Data Roll-Up

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

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

e Date fields

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

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

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

® Minimum
Shows the smallest of all values of a specified Task User Data field for
every Task under the Project (Numeric and Date fields).

® Sum
Shows the summation of all values of a specified Task User Data field for
every Task under the Project (Numeric fields).
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Project/Task User Data Roll-Up can be used to capture various important
aspects of a Project.

Tasks can be easily determined and automatically recalculated each time a

Using the “Average” Roll-Up Method, the average cost of all a Project’s
Task is updated.

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

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

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

Creating Project/Task User Data Roll-Up

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

1. Create and configure Project and Task User Data fields.

2. Link Project and Task User Data fields with Roll-Up Method.

Example: Using Project/Task User Data Roll-Up

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

ITaskCostUD I—

I Task Cost UD I- Project Total Cost UD
ITaskCostUD I_

Figure 5-3 User Data Roll-Up

Configuring Tasks 117



Managing Your Projects (Project Management)

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

% Task Information: Feasibility Analysis x|

Task Mame: |Feasibi|ityAnaIysis

Task Categor\r:l LI Task State: |Ready LI
Details | Resources | Lot | Exceptions | Fredecessors
|1 Action ltems | |51 Notes | |=] Wotifications Easeline | 1= Reference User Data
Task Cost 10|

§2 Task Information: Prepare Testing Environments ll

Task Mame: |Prepare Testing Environments

Task Categor\r:l LI Task State: |Ready LI
Details | Resources | Lot | Exceptions | Fredecessors
|1 Action ltems | |51 Notes | |=] Wotifications Easeline | 1= Reference User Data
Task Cost |20

t& Task Information: Phase One Testing ll

Task Mame: |Phase One Testing

Task Categor\r:l LI Task State: |Ready LI
+ Details | Resources | Lot | Exceptions | Fredecessors
|1 Action ltems | |51 Notes | |=] Wotifications Easeline | 1= Reference User Data

Task Cost 20| |

f& Project Information: Install Testing ll

Froject Mame: |[IEE

Froject Manager: |Fr0d0 Baggins [&f Froject State: |Active LI

Detailsl Costl Predecessors | 151 Action Itemsl =] Notesl Easelines | =1 References User Data |

Total Cost |60

Figure 5-4 User Data Roll-Up Example

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

To specify the Roll-Up Method:
1. In the Workbench, click the Configuration screen group.
2. Click the User Data icon.

The User Data Workbench opens.

118 Configuring Tasks



Managing Your Projects (Project Management)

o
g auery: [None =]
B | usme e Jal ] Enmeet [aLL =

Inssuus

Mewy User Data Contexd Save Query. | Clear: | List I

Ready

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

The Results tab opens with the Project User Data Type loaded.
5. Select the Project User Data and click Open.

6. Click the Roll-Up tab.

Qi User Data Context : Project User Data I ] 4
E
Gontsst Fielt [ Cortext Walue: =

Enabled: ' ¥es O Mo Scope: | Global

Meta Layer View: | [

Fields | Layout Folklp |

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

Project User Data Field | Task User Data Fisl! | RobUpMethod | Enabes |
Total Cost [Task Cost |Sum I |

New | rm | rewor |

Ok SavE. Cancel

Ready

7. Click New.

The Add New Roll-Up window opens.
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. Add New Ri x|
Enabled: (% Yes o
Project Uiser Data Fieid: [
Task Liser Data Field: [ E8
Foll-Lp Methor | =1
Cancel
Ready

8. Select the Project User Data Field that will contain rolled-up Task User Data
values.

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

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

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

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

13. Click Save.

Only two User Data fields of the same type can be selected for Roll-Up (for
@: example, a Numeric field cannot roll up into a Date field, nor vice versa).

While a Task User Data field can have multiple Roll-Up relationships
associated with it, a Project User Data field cannot have more than one Roll-
Up relationship defined.

Editing Project/Task User Data Roll-Up

Project/Task User Data Roll-Up can be edited from the Workbench once it has
been created.
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To edit a Project/Task User Data Roll-Up relationship:
1. In the Workbench, click the Configuration screen group.
2. Click the User Data icon.

The User Data Workbench opens.

Qi User Data Workbench =0l
=
s Query. INuﬂe
=]

[EN{EN

User Data Type: [ALL | Enablect [ALL

Inssuus

Mewy User Data Contexd Save Query. | Clear: | List I

Ready

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

The Results tab opens with the Project User Data Type loaded.
5. Select the Project User Data and click Open.

6. Click the Roll-Up tab.

Qi User Data Context : Project User Data I ] 4
User Data Type: [[RIOTIeA ata
Gontsst Fieltt: [ Cortext Value: El
Enabled: (% Yes Mo Scope: | Global

Meta Layer View: | [

Fields | Layout Folkls |

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

Project Liser Data Field | Task User Data Fisl! | RobUpMethod | Enabes |
Total Cost [Task Cost |Sum I |

New | rm | rewor |

Ok SavE. Cancel

Ready

7. Select the Roll-Up relationship to edit.
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8. Click Edit.

The Edit Roll-Up window opens.

x
Enabled: (* Ves o
Froject User Data Fisld
Task Liser Data Field: [Task Cost
Rl Wethodt [Surr =
Cancel
Ready

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

10. Click OK.
The Roll-Up definition is updated in the Roll-Up tab.
11. Click Save.

Deleting Project/Task User Data Roll-Up

Project/Task User Data Roll-Up can be deleted. This deletion only removes the
Roll-Up relationship; it does not delete the referenced User Data fields.

To delete a Project/Task User Data Roll-Up relationship:
1. In the Workbench, click the Configuration screen group.
2. Click the User Data icon.

The User Data Workbench opens.

Qi User Data Workbench =0l
auery: [None =]

Uiser Data Type: [ALL =] Enabiee: [aLL

Mewy User Data Contexd

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

The Results tab opens with the Project User Data Type loaded.
5. Select the Project User Data and click Open.

6. Click the Roll-Up tab.

Qi User Data Context : Project User Data =10 x|

User Data Type: | aat s Ao

Gontsst Fielt [ Cortext Value:
Enabled: ' ¥es O Mo Scope: | Global

Meta Layer View: | [

Fields | Layout Folklp |

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

Project User Data Field | Task User Data Fisl! | RobUpMethod | Enabes |
Total Cost [Task Cost |Sum I |

New | rm | rewor |

Ok SavE. Cancel

Ready

7. Select the Roll-Up relationship to remove.
8. Click Remove.

9. Click Save.

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

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

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

1. In the Workbench, click the Configuration screen group.
2. Click the User Data icon.

The User Data Workbench opens.
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=10l
g Query. INuﬂe LI
i Uiser Data Type: [ALL | Erabiet [aLL =1
H
=

Mewy User Data Contexd Save Query. | Clear: | List I

Ready

3. Create the Project User Data field.
a. Select Project User Data from the User Data Type drop down list.
b. Click List.
The Results tab opens with the Project User Data Type loaded.
c. Open the Project User Data Type.
d. Click New in the Fields tab.
The Field: New window opens.

e. Fill in the following information:

Field Value
Field Prompt Total Cost
Token (any useful token)
Description (any useful description)
Validation Numeric Text Field
Enabled Yes
User Data Col (any available User Data column)
Display Only Never
Display Yes
Required Never
Workbench Only No
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=
GECLZEY A Total Cost Toker: |[TOTAL_PROJECT_COST
Description: |Camuresthetota\ project cost.
Enabled: * Ves o
Component Type: |Texd Fleld A
Vaiidation [ Nurneric Text Field -
New | Open
Multiselect:  Ves & hio
Attibutes | Detaut | Dependencies | Seeurty |
User Dala Col. [USER_DATAT | Display oniy: [rever =l
Display: (% Yes  No Reguired: [Mever =l
Anply Cancel

Ready

f. Click OK in the Field: New window.
g. Click OK in the Project User Data window to save the new field.
4. Create the Task User Data field.

a. In the User Data Workbench Query tab, select Task User Data from the
User Data Type drop down list.

b. Click List.

The Results tab opens with the Task User Data Type loaded.
c. Open the Task User Data Type.
d. Click New in the Fields tab.

The Field: New window opens.

e. Fill in the following information:

Field Value
Field Prompt Cost
Token (any useful token)
Description (any useful description)
Validation Numeric Text Field
Enabled Yes
User Data Col (any available User Data column)
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.
Field Value
Display Only Never
Display Yes
Required Never
Workbench Only No
5
Fiek Prompt || Taken, | TASK_COST
Descrigtion: |Captures the total project cost,
Enabled: (% Yes o
walidation [Mumeric Text Field e ([ T =
Hew | Open
Mutiselect € es & o
attributes | Defaut | Dependencies | Securty |
User Data Col: JUSER_DATA1 | Dispiay only: [rever 2|
Display: & Yes o Recrect [Never 2|
Apply Cancel

Ready

f. Click OK in the Field: New window.
g. Click OK in the Task User Data window to save the new field.

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

a. In the User Data Workbench Query tab, select Project User Data from
the User Data Type drop down list.

b. Click List.
The Results tab opens with the Project User Data Type loaded.
c. Open the Project User Data Type.

d. Click the Roll-Up tab.
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Qi User Data Context : Project User Data I ] 4
User Data Type: | aat s Ao
Gontsst Fielt [ Cortext Value: El

Enabled: ' ¥es O Mo Scope: | Global

Meta Layer View: | [

Fields | Layout Folklp |

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

Project User Data Field | Task User Data Fisl! | RobUpMethod | Enabes |
Total Cost [Task Cost |Sum I |

New | rm | rewor |

Ok SavE. Cancel

Ready

e. Click New. The Add New Roll-Up window opens.

€& ndd New Roll-Up x|

Enabled: (% Yes Mo

Froject User Data Fieidt: [

Task User Data Field: [

Lo | e

Fall-LUp ethor |

Cancel

Ready

f. Select the Total Cost Project User Data Field that will contain the rolled-

up Cost Task User Data cost values.

g. Select the Cost Task User Data field whose values will roll up into the

Total Cost Project User Data field.

h. Select Sum from the Roll-Up Method drop down list.

i. Click OK.

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

j.  Click Save.
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igix

User Data Type: [[guo) 1 Datal

Gontext Fisiet | Cortext Value: El
Enabled: (* Yes Mo Scope: | Global

Meta Layer View: | [

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

Project Liser Data Fisld Task User Data Fisl! | RobUpMethod | Enabes |
Total Cost Cost |Sum I

New | rm | rewor |

Ok SavE. Cancel

Ready

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

or Task.

Each Task has its own Cost User Data field. The values for each Task Cost
User Data field are rolled up using the “Sum” Roll-Up Method into the Project
Total Cost User Data field.
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#e Task Information: Feasibility Analysis ﬂ

Task Mame: |Feasibi|ityAnaIysis

Task Category: | LI Task State: |Ready LI
Details | Resources | Lot | Exceptions | Fredecessors
|1 Action ltems | |51 Notes | |=] Wotifications | Easelines | 1= References User Data
cost [10]

t& Task Information: Prepare Testing Environments ﬂ

Task Mame: |Prepare Testing Environments

Task Category: | LI Task State: |Ready LI
Details | Resources | Lot | Exceptions | Fredecessors
|1 Action ltems | |51 Notes | |=] Wotifications | Easelines | 1= References User Data
cost |20

% Task Information: Phase Dne Testing x|

Task Mame: |Phase One Testing

Task Categor\r:l LI Task State: |Ready LI
+ Details | Resources | Lot | Exceptions | Fredecessors
|=] Action Items =] Motes |=] Motifications Easelines =/ References User Data
cost 30|

i Project Information: Install Testing x|

Froject Mame:

Froject Manager: |Fr0d0 Baggins [&f Froject State: |Active LI

Detailsl Costl Predecessors | 151 Action Itemsl =] Notesl Easelines | =1 References User Data |

Total Cost |60

Figure 5-5 User Data Roll-Up Example
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Chapter

Managing a Project

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

The following topics are covered:

Managing a Project, An Overview

Setting Up a Project

Adding Tasks to a Project

Taking a Baseline

Revising the Project

Updating the Schedule

Viewing Project and Task Progress
Analyzing Project Costs

Tracking Project History

Completing, Cancelling, and Deleting Projects
Creating a URL to Open the Project Window

Printing a Project Gantt Chart

Managing a Project, An Overview

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
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organization and structure for these activities, a Project Manager is responsible
for managing the work group and Project.

Some common responsibilities for Project Managers include:
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 Project Management. The following sections provide instructions
for performing common Project Management tasks, such as setting up a
Project and tracking its status.

licenses and specific Project Manager Access Grants. See Security Model

In Project Management, Project Managers are those users who have Power
Guide and Reference for details.

This chapter discusses:

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

® 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.

e Taking a Baseline
Project Managers can take a baseline of their Projects, which can be used to
monitor a Project plan’s changes as it moves through its life cycle.

® Revising the Project
Project Managers can move their Projects into different Project “states.”
These states help Managers to maintain visibility and control over a
Project.
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Updating the Schedule
After making revisions, a Project Manager might find it necessary to
reschedule the Project. This includes recalculating Start and Finish dates.

Viewing Project and Task Progress

Managers can search for Projects and Tasks, as well as track a particular
Project’s progress using its Summary Condition. Any exceptions that have
been triggered can also be displayed.

Analyzing Project Costs
Project Cost data can be collected and analyzed by the Project Manager to
track budgets, compare Project sizes, or spot potential trouble.

Tracking Project History
Project history is maintained and can be viewed for Projects and Tasks.

Creating a URL to Open the Project Window
Project Managers and can construct a URL that opens their Project in the
Workbench.

Printing a Project Gantt Chart

Project Managers can print the Project Gantt chart, with a wide range of
filtering options. The Project Gantt chart can also be exported to an image
file and used in presentations.

When a user creates or edits a Project or Subproject, that user is the only one
able to save changes.

In the case of two users wanting to edit two different Subprojects under one
Master 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 142 for more detailed information.

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

Project Management’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 30
“Setting Up Exception Behavior” on page 31

“Setting Up Indicators” on page 37

“Setting Scheduling Options” on page 38

“Setting Security Restrictions” on page 43

“Setting Up the Project Team” on page 46

“Setting Up Microsoft Project Integration” on page 48
“Configuring Cost in the Project Settings Window” on page 237

“Establishing a Project Baseline” on page 74

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
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with a Project Template. Tasks can also be organized in a hierarchical fashion
quickly and easily.

See the following chapters and sections for more details on including Tasks
@: in a Project:

e “Adding Tasks to a Project” on page 52

® “Creating a Task From a Request” on page 84
e  “Configuring Tasks” on page 81

e “Using Project Templates” on page 199

e “FEntering Actual Cost Data” on page 240

Taking a Baseline

A baseline is the original approved Project plan for a Project. As scope
changes happen, the baseline is updated to reflect those changes as part of the
approved plan. A Project Manager uses baselines to continuously monitor the
health of their Project in terms of schedule and cost by comparing the current
Project plan to the baseline plan.

See “Establishing a Project Baseline” on page 74 for more detailed
information about taking and using Project baselines.

Revising the Project

Project plans rarely remain unchanged during a Project’s life. Revisions are
commonly made to accommodate Project updates, reorganizations and
reassignments. Project Management enables Project Managers to revise their
plan quickly. This section discusses the following aspects of revising a Project:

e Viewing and Modifying Project Hierarchy
® Project States
e Updating Scheduling and Dependencies

e Concurrent Editing
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able to save changes. All other users will be warned of this before attempting

When a user creates or edits a Project or Subproject, that user is the only one
to edit a Project or Subproject that is already open.

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

Viewing and Modifying Project Hierarchy

The ordering and grouping of Tasks and Subprojects is graphically displayed
in the Project Plan Panel.

@i Project : OraApps Release11i Upgrade Project —| =] x|
Plan | | | | 4 Gant Chart: ,_I &I &I Display Options
s | 1 Weame | Stete sc | ([wer 2004
05 o7 14
1| O |2 orabpps Release11i Upgrade Project |Active |
2 | 0O ] Cracle Apps | Release 111 |active |
s W o
25 5 Il Bus ve
29 Funetion Active
i) - # Phase It Functional TrackPending Predec.. 3j8i04
42 Conversions Track | Active
58 - # Phase It Conversions TrdPeneling Predec.. '»T_alﬂ 504
59 Intertaces Track Active
91 - # Phace I Intertaces TrackPeneing Predec.. '»T_alﬂ 504
g2 [ O Reports Track Active =
99 ~#Phass Il Reports Track ¢Pending Predec..
100 | I IT Infrastructurs Track | Active ~
119 “# Phase It IT nfrastructure|Pending Predec . '-»T‘tam
120 | O [#]Phass ll: Prototype, GAP AnalActive
25z | O Phase Iv: Development and 5| Active
422 | O Phass : Integration and Pert] Active
s | O Fhase Vi Sulation: Active
g3 | O Phass VIt Cut Over Active
845 % Phase VIt Cut Over Complete[Pending Predec .
g45 | OT Phass Vil Post iof Active
4| | 0| W[ | »
||| E Delete | ghat| = Refresh | Schedule Project
Task - ﬂ OK Save Cancel
I‘Refresh“ Successful

Figure 6-1 Project Window with Project Plan Panel

Use the directional arrow buttons to reorganize the Project hierarchy. Tasks
can be grouped and ordered into Subprojects, using the right arrow [#| to
indent. Subprojects can have their tasks removed and made into separate Tasks
using the left arrow || to outdent. Top-to-bottom reordering can be performed
on Subprojects and Tasks as well, using the up 4| and down [#] arrows. For
step-by-step instructions, see “Setting Up Project Hierarchy” on page 55.
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Project States

To display the different stages in a Project’s life from planning to completion,
a Master Project can have various states associated with it. These states are
New, Plan, Active, Completed and Cancelled. Project Managers can move
Projects into different states to facilitate the work associated with that stage of
the Project. The following table describes the various Project states, their

behaviors, and applications.

Table 6-1. Project States and Descriptions

Project State

Behavior

Application

New Projects and their Tasks are not shown in This state allows a Project Manager to

the My Tasks Portlet or the Dashboard. manipulate the Project without 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 displayed in This state allows a Project Manager to
My Tasks and the Dashboard but cannot be | manipulate the Project (such as
edited. changing project hierarchy and revising

predecessors). This state informs
Notifications are not sent and Exceptions Participants and other Managers that a
are not triggered. rework is being done.
Hierarchy can be modified.

Active Projects and their Tasks can be seen in My | This is the state of a Project that is
Tasks and in the Dashboard. actively being managed.

Notifications are sent and Exceptions are
triggered.
Project structure can change.
Completed Projects and their Tasks can be seen in the | This is the state of a Project that has

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.
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Table 6-1. Project States and Descriptions [continued]

Project State Behavior Application
Cancelled Projects and their Tasks can be seen in the | This state is used for Projects that are
Dashboard but not in the My Tasks Portlet. | not complete but will not be worked on.
Notifications are not sent and Exceptions
are not triggered.
Project Management also features a set of Task states. For a list of Task states,
see “Task States” on page 83.
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 to edit.
For more details on searching for and opening Projects, see “Searching for
Projects in the Workbench” on page 144.

2. In the Project Plan Panel, select the row at the top of the hierarchy.
This is the Master Project.

3. Select a new State for the Master Project from the drop down list in the
State column.

4. Click Save.

To change the state of a Task, Subproject, or group of Tasks or

Subprojects:

1. Open the Project to edit.

For more details on searching for and opening Projects, see “Searching for
Projects in the Workbench” on page 144.

In the Project Plan Panel, select the Task or Subproject whose state you
want to change.
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When selecting a group of Tasks or Subprojects, be sure they are all in the
same state.

3. Select a new State for the Task or Subproject from the drop down list in the
State column.

4. Click Save.

Updating Scheduling and Dependencies

Project Managers are able to update aspects of a Project at any time to reflect
the changing state of a business initiative. The following sections discuss
updating Project scheduling and dependencies in more detail:

® Changing Scheduled Duration, Start, Finish, and % Complete
® Changing Predecessors

® Changing Resource Assignments

Changing Scheduled Duration, Start, Finish, and % Complete

The Scheduled Duration, Scheduled Start, Scheduled Finish, and % Complete fields
are viewed in the Project Plan Panel.

To change Scheduled Duration, Start, Finish, or % Complete for a Task:
1. Open the Project to edit.

For more details on searching for and opening Projects, see “Searching for
Projects in the Workbench” on page 144.

2. In the Project Plan Panel, select the Task to update.

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

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

3. Click Edit.

The Project or Task Information window opens, depending on whether you
have selected a Project or Task.
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Complete, you must update its individual Tasks’ values. This is accomplished
by selecting a Task in the Project window and clicking Edit. You can then
follow the process described below.

( If you want to update a Subproject’s Scheduled Duration, Start, Finish, or %
Note

4. In the Task Information window, click the Details tab.

&Task Information: Identify Conversion Entities

e

Task Mame: | [y ion Entities|

Task Categor‘y:l LI Task State: |Pending Fredecessor j

Action ltems | Nmeal Maotifications | | References | User Data
Details | Resources | | Exceptions | Predecessors

Task#: [32213 Department I LI Tempiste: [2 Project Template =

Project Path: |3 = Conversions Track = Demand Planning Conversion Analysis = ldentify Conversion Entities

Resource: [&] Resource Group:

Descrigtion: | Priority; |

% Complete: |0 Confidence: K

Miestones

™ Merk task as milestone
I Misstone autormatically completes

Start Date Finish Date

Scheduled: |February 10, 2004 Scheduled: |February 23, 2004
Estimated: o

Actual: Actual:
Duration (days) Effort (hours)

Scheduled: [10 Scheduled: [0 |
Apply Cancel

Ready

5. Update fields in the Details tab.

To update Scheduled Start and Finish dates, enter the desired date in the
appropriate date field. To make sure these dates are set explicitly and will
not change after the Schedule Project button is clicked, select a Constraint
Type (such as Start No Earlier Than or Finish No Earlier Than) from the
Constraint Type drop down list.

To update Scheduled Duration and % Complete, enter the new information
into the appropriate text field.

6. Apply the changes.

To apply changes to the Task and continue to update the Task without
closing, click Apply. To apply changes and close the window, click OK.
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Changing Predecessors

You can specify which Tasks must be completed before beginning another
Task. The Tasks that first need to be completed are Predecessors of the
dependent Task. Predecessors can be changed directly in the Project Plan
Panel.

External Tasks, Projects, and Requests can also be set as Predecessors for
Tasks. For more information on setting these types of Predecessors, see
“Setting Up Project Dependencies” on page 63.

To change the Predecessors for a particular Task:

1.

Open the Project to edit.

For more details on searching for and opening Projects, see “Searching for
Projects in the Workbench” on page 144.

In the Project Plan Panel, click the row that contains the Task or Subproject
to update.

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 to edit.

For more details on searching for and opening Projects, see “Searching for
Projects in the Workbench” on page 144.

In the Project Plan Panel, click on the Resource field of the Task to update.
Update the field with the new information.

To update Resources, select the user that you want to assign from the
Resource auto-complete list.
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Concurrent Editing

Project Management allows users to edit and update parts of Projects
simultaneously, allowing for more efficient representation of changes to a
Project. The following scenarios help illustrate how concurrent editing in
Project Management works:

Unrelated Subprojects in a Master Project
Simultaneous Edits on a Project
Simultaneous Editing and Updating of a Task
Updating an Unrelated Task

Unrelated Subprojects in a Master Project

Yukio and Bob are Project Managers with access to the same Master Project.

1.

3.

Yukio opens the Master Project and begins working on one of its
Subprojects.

Bob opens the same Master Project and begins working on a different
Subproject.

Yukio and Bob are both able to save their changes.

Simultaneous Edits on a Project

Yukio and Bob are Project Managers with access to the same Master Project.

1.

Yukio opens the Master Project and begins working on one of its
Subprojects.

Bob opens the same Master Project and tries to edit part of the same
Subproject Yukio is working on.

Bob receives a message that another user is currently editing that part of
the Project. Bob cannot make changes.

Simultaneous Editing and Updating of a Task

Yukio is a Project Manager and Carlos is a Resource assigned to one of the
Tasks in Yukio’s Master Project.

1.

Yukio opens the Master Project and begins working on one of its
Subprojects.
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Carlos would like to update his Task, which is part of the Subproject Yukio
is currently editing.

Carlos receives a message that another user is currently editing that part of
the Project. Carlos cannot make changes.

Updating an Unrelated Task

Yukio is a Project Manager and Carlos is a Resource assigned to one of the
Tasks in Yukio’s Master Project.

1.

Yukio opens the Master Project and begins working on one of its
Subprojects.

Carlos opens his Task, which is not part of the Subproject Yukio is
working on, and makes his changes successfully.

Yukio opens Carlos’s Task.

Yukio receives a message that the Task has been updated, and the newest
data will be loaded.

The information for Carlos’s Task is refreshed in Yukio’s Workbench
window, while the other changes Yukio made persist.

Updating the Schedule

If you have modified any of your Project’s hierarchy, dependencies, resources
or dates, you might want to re-level the schedule. Project Management
generates a new schedule based on the updated dates, and whatever
preferences have been set in the Settings window.

For more detailed information on updating a schedule, see “Generating the
Schedule” on page 71.

You can also want to create a new baseline for the Project. See “Taking a
Baseline” on page 76 for more detailed information.
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When a user creates or edits a Project or Subproject, that user is the only one
@e— able to save changes.

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

See “Concurrent Editing” on page 142 for more detailed information.

Viewing Project and Task Progress

As a Project moves through its life, Managers can keep track of:

e Projects and Tasks as they are completed

e Exceptions that have been triggered

e High-level and low-level accounts of progress

Project Management provides this information through Project Management
Reports and the Summary Condition View.

Searching for Projects in the Workbench

The Query tab in the Project Workbench window is used to locate and open
Projects.

To open Projects in the Workbench:
1. Click the Project Mgmt screen group.
2. Click the Projects icon.

The Project Workbench opens.
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Qi Project Workbench =}
g Query: |Mane hd
=) Project Manager 28 Project # Summery Congition:
2 i
5 Project Name: Department
E Project Template: Description

Include Finished Projects: © ¥es (% Mo Project State: Program:

Show only master projects? @ ves Mo

Scheduled Dat Actual Dat
Start Date From: To: Start Date From To
Finish Date From: To: Finish Date From To

Meww Project | Import from MSP | Max Rows | 200 Save GIUErY | Clear | List I

Ready

3. Enter search criteria into the appropriate fields in the Query tab.
4. To save your query, click Save Query.

You can then perform a quick search using these specified criteria later. To
clear all information entered into the Project Query fields, click Clear.

5. Click List to return the matching results in the Results tab.
6. From within the Results tab you can:

e Sort the results based on any field in the table by clicking on the
column header.

e View a Project by double-clicking on the desired Project or selecting it
and clicking Open.

e Open multiple Projects by selecting a group (using Shift+Click or
Ctrl+Click from your keyboard) and clicking Open.

Searching for Tasks in the Workbench

You can locate Tasks using the Query tab in the Task Workbench window.

To locate specific Tasks in the Workbench:
1. Click the Project Mgmt screen group.
2. Click the Projects icon.

The Project Workbench opens.
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3. Select the Task Workbench, behind the Project Workbench, by either
clicking on its title bar or the Task Workbench button at the bottom of the
Workbench window.

@i Project Workbench =}
g Query: |Mane hd
=) Project Manager 28 Project # Summery Congition:
2 i
5 Project Name: Department
E Project Template: Description

Include Finished Projects: © ¥es (% Mo Project State: Program:

Show only master projects? @ ves Mo

Dat Actual Dat
Start Date From: To: Start Date From To
Finish Date From: To: Finish Date From To
New Project | Irnport from MSP | Max Rows [200 Save QUEry | Clezr | List |

Ready

4. Enter search criteria into the appropriate fields in the Query tab.
5. To save your query, click Save Query.

You can then perform a quick search using these specified criteria later. To
clear all information entered into the Task Query fields, click Clear.

6. Click List to return the matching results in the Results tab.
7. 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 a Task by double-clicking on the desired Task or selecting it and
clicking Open.

e Open multiple Tasks by selecting a group (using Shift+Click or
Ctrl+Click from your keyboard) and clicking Open.

Viewing the Summary Condition

The Summary Condition is a graphical indicator of the health of a Project,
located next to the Project name. A Project’s Summary Condition color begins
as green and changes to yellow or red depending on the percentage of Tasks
within a Project that have triggered Exceptions. This percentage is
configurable in this tab by the Project Manager. A Project’s Summary
Condition is not calculated until the Project is saved.
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The Summary Condition View appears in its own column next to the names of
all Projects in the Results tab of the Project Workbench. For more detailed
information, see “Summary Condition” on page 35.

Viewing Milestones

In the Workbench, Milestones are visible in the Project window as black
diamonds in the Gantt chart.

Gartt Chart: &l &l &l Display Opﬁons|
dar 2004
05 [o7 14 [
-4 Jai04
b g |
3604
'-»T_alm 5/04
—
é 38104

Figure 6-2 Gantt Chart with Milestones

The Project Overview page in the standard interface contains two Portlets that
display Milestones:

e The Project Milestones Portlet lists the Milestones in a Project.

Name State Finish Resource
Date
#phase WII.  Pending 7/26/04
Go Live Predscessar
Com...
#phase WII.  Pending 7/27/04
Cut Over  Predescessar
Co.
#phase WI:  Pending 7/1/04
Training Predscessar
Tra..
#phase WI:  Pending 7/1/04
Reports Predecessor
Trac...
#Fhase ¥I:  Pending 7/1/04
Project Predecessar
Mans
Showing 1to 5 of 40 1 Maximize

Figure 6-3 Project Milestones Portlet
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e The Project Overview Gantt Portlet shows the Project’s Gantt chart,
including Milestones.
M eojectconce TS

Filtered by: Project: OraApps Releaselli Upgrade Project; Time Range: From February 25, 2004 to April 26, 2004; Inclu...

Task Name

[Apr 2004

| [tar 2004
5 |29

[o7 [

14 [21 28 To4 [i1 [i8

se lI; Protor

OraApps Releasel |l Uparade br

e 225004
Ceg 3is/0a
'$‘t15,‘u4
'$‘t15,‘u4
I — —]

~

Ready: I Progress: B Pending: E= Completed: BN Cancelled/Bypassed: [0
Milestone: %  Projects; W™= Predecessors: ¥

External Predscessor: ¥

Showing 1 to 15 of 120 ¢

Exception: mml  Critical Path:

aaaaaaaa

Figure 6-4 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 Project Management, the critical path of a Project
can be displayed in the Project window’s Gantt chart. Tasks that are part of the
critical path are cross-hatched.

Project Overview Gantt 2| Edit] H X

Filtered by: Tire Range: From March 3, 2004 to March 12, 2004; Include in Gantt: Projects, Tasks, Milestones; Showing...

Task Name

| March 2004

03

[05 [os [0z [oa

[og

[11

[o4
| —
-~

[io
— |
o

ith

na Smith
nny Smith
%ﬁlw Smith
i # jm. Smith
e Smith
W B 5 nathan Smith
14 nance Complete | 3/9/04

Tasks: FReady: | In Progress: Bl Pending: == Completed: P9  Cancelled/Bypassed: [  Exception: mml  Critical Path: ol
Milestone: %  Projects; ®™gd  Predecessors: % External Predecessor: W

Showing 1to 9 of 9: M

Figure 6-5 Gantt Chart With 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 from the Project Overview Gantt Portlet
® Obtaining a Critical Path Table
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Viewing the Critical Path in the Project Window

A Project’s critical path can be displayed in the Project window’s Gantt chart.

To see a Project’s critical path:

1.

For more details on searching

In the Workbench, open the Project.

for and opening Projects, see “Searching for

Projects in the Workbench” on page 144.

Click Display Options in the upper-right corner of the Project window.

The Gantt Options window opens.

{& Gantt Options x|

I Highlight Critical Path

¥ Incicate Progress

¥ Inclicate Exceptions [¥ Indicate Summary Condition

IV Show Predecessar Arrows [ Show External Predecessar Arrows

™ Show Legend [¥ Indicate Current Day

Test to display as Task labels In Gantt:  Label display exarple:
Left Label ——_ Right Label

—_—

Displary to the right. o Manager

Displary in task tootip:

Anply Cancel

Displary to the left

Ready

3. Select the Highlight Critical Path check box.

4. Click OK.

5. The Project window’s Gantt chart displays the Project’s critical path.

Viewing the Critical Path from the Project Overview Gantt Portlet

A Project’s critical path can also be viewed from the Project Overview Gantt
Portlet in the Project Overview page of the standard interface.

To see a Project’s critical path in the Project Overview Gantt Portlet:

1.

Navigate to the Project Overview page of the Project.

For more detailed information, see “Searching for Tasks and Projects” on

page 168.

2. Scroll down to the Project Overview Gantt Portlet and click Edit.

The filter page for the Project Overview Gantt Portlet opens.
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Display Options

Indicate Progress Highlight Critical Path

2
Indicate Exceptions ~
Show Predecessor Arrows [

Icd

Indicate Current Day Show Name Column

AR

Show Legend

Text to display as Task labels in Gantt:

[actial startDate |
[Resource names |

Display to the left:
Display to the right:

Display in task tooltip:

Indicate Summary Condition

Show External Predecessor Arrows

Label display example:

Left Label —— Right Label

3. In the Display Options section of the filter page, select the Highlight Critical

Path check box.

4. Click Done.

5. The Project Overview page opens, refreshing all of the Portlets including the

Project Overview Gantt Portlet.

Obtaining a Critical Path Table

The Project Critical Path Report generates a list of all the Tasks that comprise a
Project’s critical path in convenient HTML form.

Report Parameters
Report Mame: Projact Critical Path
Fun Date: February 25, 2004 04:05 P
Project Mame: Oraspps Releaset1i Upgrads Project
Sched Start Date Froim:

Froject Manager
Sched Finish Date To

= Project Mame: OraApps Releasel1i Upgrade Project =

Project: Orafpps Release!1i Upgrade Project

Project Manager: John Smith Project State: Active

Project # 32170 Departrment
Description
% Complete: 5 Confidence:
Jan 27,
Sched. Start Date: 2004
Sep 0B,

Estimated Finish Date
Es=t. Remaining Duration

Sched. Finish Date: 2004
Sched. Duration

Show Only Master Projects: ¥

Summary
Condition: GREEN

OraApps Release11i Upgrade Project
Project Template: Template

Priarity
Actual Start Date: Jan 27, 2004

Actual Finish Date: Jan 27, 2004
Actual Duration

(days): 160 (days): 0 (days): 0
Es=t. Remaining Effort Actual Effort
Sched. Effort (hours): 0 (hours): 46 (hours): 0
Seguence Scheduled Scheduled Scheduled Resource
Task MName Duration Start Date Finish Date Predecessors MNames
5 Assemble Final Project Team 5 days Jan 27 2004 Feb 02, 2004
7 Set up E-Mail Accounts 2 days Feb 03,2004 Feb 04, 2004 5
8 Set up Network Accounts 3 days Feb 05,2004 Feb 03, 2004 7
a9 Set Up Phones 3 days Feb 05,2004 Feb 03, 2004 7

Develop Preliminary Training Scheduls

Figure 6-6 Project Critical Path Report

For more information on running Reports in Project Management, see “Project
Management Reports” on page 249.
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Viewing Exceptions

Exceptions indicate that a rule that has been defined in the Project has been
violated for a particular Task. For example, Resources have not been assigned
to a Task that is due to begin soon, or a Task is being completed a certain
number of days late. Exception Rules are configurable; for more detailed
information, see “Setting Up Exception Behavior” on page 31.

Exceptions that have been triggered display as a red exclamation mark in the
first column on the left in the Results tab of the Task Workbench.

To view a particular triggered Exception for a Task:

1. Select a Task in the Project Plan Panel.

2. Click Edit.

The Task Information window opens.

Depending on whether you have the proper Access Grant to edit the Task,
the button in the Project Window might read Edit or View. Users who can only
View a Task include Project Participants who have not been assigned to that
particular Task, as well as Project Managers who are not managing the
Project within which that particular Task is contained.

3. Click the Exceptions tab.

Details

Task Name: | [

Action ltems |

£ Task Information: Identify Conversion Entities x|

rsion Entitieg|

Task Category. I

Motes |

Resources

LI Task State IFemmng Predecessor LI

Matifications | | References | User Data

Exceptions Predecessors

Triggered

Marme:

Rule: Wiolation

Tasks Starting Late

Unassigned Tasks

Late Tasks

Pradecessor Has Exception

Critical Path Running Late

Task is not yet "In Progress", and the current dats is 3 days pastthe 8 days
Scheduled Start Date

Mo Resource Is assigned, and the Scheduled Start Date occurs 11 days
within 3 days

Task is not yet "Complets", and the current date is 3 days past the

Scheduled Finish Date

At leat one pradecessor currertly as an exception

Critical path ta this milestone i running late

Appl Cancel

Reacdy
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The Exceptions tab lists the Exception Rules for the Project containing that
particular Task.

e The red exclamation point in the Triggered column indicates that the
Task has triggered an Exception.

e The Violation column displays the number of days the Task is from the
Exception.

Using the Mercury ITG Dashboard to View Progress

Project Managers can also view Projects using the standard interface. This
interface comes with a configurable set of application windows, known as
Portlets, through which common Project Management queries and actions can
be performed.

This interface can be expanded to include the Mercury ITG Dashboard, which
offers an expanded set of Portlets that feature additional functionality, such as
the Project List Portlet.

Project Management Reports

Project Management is capable of generating a wide range of reports for
project management purposes. For example, a Manager could query for the
custom fields being used in a Project. A Manager can also generate reports on
any Tasks that had triggered Exceptions, the Resources assigned to a Project or
which Security Groups are associated with a Project. Project Management
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
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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 “Project
Management Reports” on page 249.

Comparing Against the Baseline

If you have taken a baseline of your Project, you might want to compare it to
your current Project. This can be done using the Project Schedule Change
Report, which can compare the current Project to any baseline, or baselines to

each other.
loix]
Parameters | Scheduling | Notifications |
setus: | ElRepottumeer] RequestedByfdonnsmin  BE
Report Type|ijectSchedule Change E
project: |
Compare: | To |
Show Only Changes:  © Yes & Mo
Show Only Sub-Projects  © Yes * o
Show Stert Dete Changes: % Yes Mo
Show Finish Date Changes:  (* Yas o
Showy Duration Chenges:  © Ves Mo
Shows Effort Changes: % Yes o
Only Indlicate Changes Largsr Thantdaysy |
Include Tasks Ready  © Yes Mo
Mew {% Yes o
InProgress (7 Yas o
Cancelled " Ves & Ho
Pending (7 Yes o
Bypassed { Ves & Mo
Completed  © Yes * o
iz, Report iz Log ok Subrit Cancel

eport type loacedt

Figure 6-7 Project Schedule Change Report

For more information on running Reports in Project Management, see “Project
Management Reports” on page 249.
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Analyzing Project Costs

Project Management provides useful interfaces for visualizing Project Costs
using Financial Management and the Mercury ITG Dashboard. The primary
visualization tools are discussed below:

® Project Cumulative Cost Metrics
® Project Current Cost Metrics

e Viewing the Earned Value Analysis for a Project

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 menu bar.
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¢ Analyze Cumulative Cost Metrics for a Project

Cumulative Cost Metrics

Currently your Cumnulative Cost Metrics Graph is filtered by: Project Name - Governance Project Rollout, Period - Week, Finish
Date - Jun 30, 2003

Projected Actual Costs : $59,570 |

Cost
Today

25,000,000

20,000,000

15,000,000

10,000,000

45,000,000

Week

el d ol ol i iE—i i il
04/26/05  05/05/05 05/12/03  05/19/03  05/26/05 06/02/03 06/09/03  06/16/05  06/23/05 063003

M rlanned Valus (PY) Esrned Value (EV) Il Actual Costs (AC) Budger @ Budger Actusls  — 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

Planned Yalue 122 $234 $234 $89 40 40 40
Earned ¥alue $15,600 $0 $0 $3,151 $4,726 $4,726 $2,475
Actual Cost 40 43,6878 45,817 45,817 $3,047
Labor $0 $3,878 45,817 45,817 $3,047
Non-Labor $0 $0 $0 $0 40
Budget $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
Labar $1,290,322 2,256,064 $2,256,064 $2,258,064 $2,335483 $2,600,000 $2,600,000 $2,600,000 $2,&00,000
Hon-Labor $0 $0 $0 $0 $0 $0 0 $0 0
Budget Actuals

Labor

Nan-Labor $0 $0 $0 0 $0 $0 $0 40 40

| Fiteray | sl
~project name:  [Lovernance rroject ko i5| srart vate: 2|
*period: [ - Finish Date: [June 30, z003 2]

Include in graph:
[ M planned value (PY)
~ Earned Yalue {(EV¥)}
@ M Actual Costs [AC)
 © Budget
¥ ® Budget Actuals

Apply

Figure 6-8 Analyze Cumulative Cost Metrics page

The Analyze Cumulative Cost Metrics page can be filtered according to the

criteria described in Table 6-2.

Table 6-2. Analyze Cumulative Cost Metrics Page Parameters

Field Description

Project Name The name of the Project being analyzed.

values: Week, Month, Year.

Period The period to be used in the graph’s time axis. Possible
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Table 6-2. Analyze Cumulative Cost Metrics Page Parameters

Field Description
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 Metrics page to get a look at a Project’s
performance in terms of different Cost variables over time. The Project’s
projected Actual Cost is also calculated by Project Management and displayed
at the top of the chart.

Project Current Cost Metrics

The Analyze Current Cost Metrics page can be reached by selecting Analyze >
Projects > Current Cost Metrics from the Cost menu group in the menu bar.
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< Analyze Current Cost Metrics for Projects

Current Cost Metrics

Currently your Current Cost Metrics Graph is filtered by: Master Project Blackberry Rollout,CRM Upgrade,Development Laptop
Upgrade EVA Standards,Governance Project Rollout,Kintana PilotKintana Release 6.0,Knowledgs Management,Sales Server
Upgrade, Size of bubble indicates Projected Actual Cost at Completion

SPL
Target: CPI and SPI > 1.0

10
of
0.4

CPL 0.4 1.6 1.8 2.2 2.5

0.7 1.0 o]

The following Projscts ars not displayed dus to security restrictions or not enough data available: EVA Standards, CRM

Upgrade
Project CostHealth: [l Red Yellow Oareen 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 Pilat B Admin User $317,000 §22,880 $90,240 0,63 025
B cRM Uparade O admin User $590,000,000 $0
[ Governance Project O  George Heath $69,000,000 $91,280 $59,870 1.84 152
Rollout
O pevelopment Laptap John Smith $10,999,000  $10,000,000 $7,936 $0 035 100
Uparade
O Eva standards Adrin User 18,181

Kintana Release 6.0 John Smith $110,000 $90,880 $92,081 062 099

Appl
Filter By w

@ Project Name

Master Project: Blackberry Rollout; CR 55| Master Project and Subproject: =l

——

I I

Size of bubble indicates:

€ Budget

€ Budget Actuals

€ Baseline Costs

@ Projscted Actual Cost at Completion

Apply

Figure 6-9 Analyze Current Cost Metrics page

The Analyze Current Cost Metrics page can be filtered according to the criteria
described in Table 6-3.

Managing a Project 157



Managing Your Projects (Project Management)

Table 6-3. 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.

SHoOw 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
CoOsST 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.

Viewing the Earned Value Analysis for a Project

Use the EV Analysis tab in the Project window to view EV Analysis data for the
of the Project. Table 6-4 defines the fields on this tab.

All fields within the EV Analysis tab are read-only and cannot be edited.
< Note Values within these fields are not propagated dynamically.

Table 6-4. EV Anadlysis tab fields

Field Description
Seq Number of a Subproject or Task in the hierarchy.
Name Name of a Task or Project.
Cost Health Indicates cost health based on Cost Summary Condition settings.
Actual Cost Total dollar cost incurred in completing a Task or Project during a
(AC) given time period.

Planned Value | Portion of the Baseline Cost, in the latest Baseline of the Project
(PV) Plan, that is planned to be spent on the Project or Task between
the start and status dates.

Earned Value Portion of the Baseline Cost planned for the entire Project or Task
(EV) that should have been spent on the status date for the current
percentage of work completed. This value is calculated by
multiplying Baseline Cost by % Complete (EV = BC * %

Complete).

Cost Variance | Difference between the estimated cost and the actual cost for the

(CV) Project or Task during a given time period. This value is
calculated by subtracting Actual Cost from Earned Value (CV =
EV - AC).

Schedule Difference between the scheduled completion and the actual

Variance (SV) | completion of the Project or Task. This value is calculated by
subtracting Planned Value from Earned Value (SV = EV - PV).

CPI Cost Performance Index. Cost efficiency ratio of Earned Value to
Actual Cost. Used to predict the magnitude of possible cost
overrun. The value is calculated by dividing Earned Value by
Actual Cost (CPI = EV / AC).
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Table 6-4. EV Analysis tab fields [continued]

Field Description

SPI Schedule Performance Index. Schedule efficiency ratio of Earned
Value accomplished against Planned Value. Describes what
portion of the planned schedule was actually accomplished. This
value is calculated by dividing Earned Value by Planned Value
(SPI=EV/PV).

Tracking Project History

Project Management maintains a State Change History for both Projects and
Tasks. The transaction history includes the Date, User Name, Project or Task
Name, and Project or Task State.

To view the State Change History for a particular Task:

1. In the Project Plan Panel, select the Task whose State Change History you
want to view.

2. Select Project > View > State Change History from the View drop down list.

The State Change History window opens.

X
Date | Usermame | orignaistate | Resutingstats |
January 27, 2004 09:31:20 AM .. [John Smith | = |
January 27, 2004 09:31:20 AM ._|John Smith e [Active |
Refresh Close
‘Reanv

3. Click Refresh to update the history list.

4. Click Close to close the window.

To view the State Change History for a particular Subproject:

1. In the Project Plan Panel, select the Subproject whose State Change
History you want to view.
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2. Select Project > View > State Change History from the View drop down list.

The State Change History window opens.

{& Task:set up E-Mail Accounts- State Change History x|

Date Ussrname Original State Resutting State I
January 27, 2004 08:31:20 AM .. [John Smith MNew
January 27, 2004 08:31:20 AM .. [John Smith MNew Pending Predece |
January 27, 2004 10:18:32 AM .. [John Smith Pending Predece... |Ready

Refresh Close

‘Reanv

3. Click Refresh to update the history list.

4. Click Close to close the window.

Completing, Cancelling, and Deleting Projects

All Projects must reach an endpoint. The Project can either be brought to
completion, or reach a point where no more work can be done. Project states
provide distinct ways of differentiating between Projects that have been
Completed or Cancelled. For more detailed information on Project states, see
“Project States” on page 137.

This section contains information on:
e Completing Projects
e Canceling Projects

® Deleting Projects

When a user creates or edits a Project or Subproject, that user is the only one
able to save changes.

In the case of two users wanting to edit two different Subprojects under one
Master 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 142 for more detailed information.
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Completing Projects

Project Managers can set the Project state to Completed. For more information,
see “Modifying States” on page 138.

If a Project is manually set to Completed:
e Any incomplete Tasks under that Project are set to Bypassed.

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 Hold.

e Upon moving the Project from Completed to On Hold:

o Bypassed tasks will move to a Task state of New.

e [f the Project is moved to Active:
o Task states will be recalculated.

o Tasks previously In Progress will not regain the Task state of In
Progress.

To change a Completed Project’s state:
1. Open the Project to edit.

For more details on searching for and opening Projects, see “Searching for
Projects in the Workbench” on page 144.

2. In the Project Plan Panel, select the Project at the top of the hierarchy.
This will be the Master Project.

3. Select a new State for the Master Project from the drop down list in the
State column.

4. Click Save.

Canceling Projects

Occasionally, all work on a particular business initiative can be stopped. The
endeavor might have been found to be unprofitable, it might not be feasible
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given current resource limitations or there might be another business reason.
Projects can have their states changed to Cancelled to reflect this circumstance.

If a Project is manually set to Cancelled, any incomplete Tasks or Projects
under it are set to Cancelled.

From Cancelled, a Project can be moved back to On Hold using the same
procedure as “Reopening a Completed Project” on page 162. Upon
moving the Project from Cancelled to On Hold, bypassed Tasks will move
to a Task state of New.

Once the project is moved into an Active Project state:
o Task states will be recalculated.

o Tasks previously In Progress will not regain the Task state of In
Progress.

Deleting Projects

Once a Project has been completed, it continues to reside in the Mercury ITG
database. It might not be necessary to archive completed Projects in the
Mercury ITG system. Projects can be deleted from the Results tab of the
Project Workbench.

( Subprojects cannot be deleted from the Results tab of the Project Workbench.
Note

To delete a Project:

1.

Locate the Project that you want to delete using the Query tab of the Project
Workbench.

In the Results tab of the Project Workbench, select the Project you want to
delete.

Click Delete.
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Creating a URL to Open the Project Window

Printing a

Project Managers and can construct a Web address (URL) that opens their
Project in the 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/mercury/servlet/SmartURL?screen=PRJ&pkid=PROJE
CT_ID
http://host:port/mercury/servliet/SmartURL?screen=PRJI&pkname=PRO
JECT_NAME

You can also configure your Task Notifications to automatically create and
send these URLs in an email message. Include the following Token in the
Message area in the Notification window. When the email is sent, the full URL
will be displayed.

[PRJ .WORKBENCH_PROJECT_URL]

See “Using Smart URLs in Notifications” on page 96 for more information on
setting up Task Notifications and using Smart URLs.

Project Gantt Chart

A Project Gantt chart can be printed or exported to an image file for use in
presentations. The following sections discuss printing and exporting in more
detail:

e Printing a Gantt Chart

e FExporting 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
Workbench. The Print Gantt Chart wizard opens, allowing you to select options
for the Gantt chart’s Project display, time range, Project Plan columns, and
generic printer settings.
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§2 Print Gantt Chart

Fitter Options

Time Range Seftinas
Calumn Yisibility
Frint Settings
Previgw

x|
Please choose criteria to filter the tasks included in the printed Gantt chart,
Resource: |
Resaurce Group: |
Task State: [¥ Ready ¥ Mew
[ In Progress ¥ Cancelled
¥ Pending ¥ Bypassed
¥ Completed
Task Category: |

Include in Gantt: ¥ Projects
v Tasks

[¥ Milestones

Lirnit hierarchy depth to

Show only Critical Path? € Yes & Mo

Cancel | = Back | Iext = I Print

Figure 6-10 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 QGIF

e BMP

To export a Project Gantt chart to an image, select File > Export to Image from
the menu at the top of the Workbench. The Export Gantt Chart Wizard opens,
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

Please choose criteria to filter the tasks included in the exported Gantt chart:

X

Filter Options
Resource: [ El
Time Range Seftinas
Resource Gmup:| El
Calumn Yisibility
Task State: [¥ Ready ¥ Mew
Image Settings
Preview ¥ In Progress ¥ Cancelled
¥ Pending ¥ Bypassed
¥ Completed
Task Categor‘y:| El

Include in Gantt: ¥ Projects
v Tasks
[¥ Milestones

Lirnit hierarchy depth to

Show only Critical Path? € Yes & Mo

Cancel = Back Save Image

Figure 6-11 Export Gantt Chart Wizard
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Chapter

Updating Tasks:
Project Participant Activities

This chapter explains how Project Participants locate, update, modify, and
report on Tasks to which they are assigned.

The following topics are covered:

Locating Tasks

Viewing Project Information
Updating Tasks

Viewing and Adding Notes
Viewing and Modifying References

Viewing Reports

Locating Tasks

Project Management 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. Project Participants view and update their Tasks using the

standard Project Management interface.

Project Participants update their Task status in Project Management. Project
Management provides several different ways for Participants to locate their
Tasks:

Searching for Tasks and Projects

Project Participants can search for Tasks directly, or they can search for
Projects in order to get to the Tasks they want through the Projects that
contain them.
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® Finding Tasks Using the My Tasks Portlet
The My Tasks Portlet allows users to update multiple Tasks at once, as well
as providing links to individual Task details.

e Finding Tasks Using Notifications
Tasks can be reached from a Notification simply by clicking on the link
provided in the body of the email, or by copying and pasting it into any
Web browser.

e Finding Tasks in the Workbench
Project Participants can also search for and update Tasks in the
Workbench.

Searching for Tasks and Projects

Participants can search for Tasks and Projects that match certain criteria using
the Task Search and Project Search pages. The following sections provide
instructions for locating tasks and projects:

e [Locating Tasks Using the Task Search Page

® [Locating Projects Using the Project Search Page

Locating Tasks Using the Task Search Page
Participants can search for Tasks using the Task Search page.

To locate Tasks in Project Management:
1. From the Search menu group in the menu bar at left, select Tasks.

The Task Search page opens.
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< Task Search

Search Information Search Cancel

Task Name: Task #:
Resource: &l Dpepartment: El
Task Category: =

Include Finished Tasks: ves @ no Task State: [ ]
Scheduled Start Date From: To: =
Scheduled Finish Date From: o To: =

Show only tasks with exceptions?  ves @ o

Show only milestones? Cyes @ o

Project Name: |  Pproject Manager: &l

Clear Fields
Result Display Options
Sort By: |Task Mame - #  Ascending

" Descending

*Maximum Results Per Page: |50

Search Cancel

2. Enter the search criteria for the desired Task.

You can search for an existing Task based on any of the fields located on
the Task Search page. Limiting the maximum number of results in the
Maximum Tasks Displayed field can yield quicker results.

3. Click Search.

The Task Search Results page opens, displaying the results matching your
search criteria.

Task Search Results

Showing 1to 3 of 3

Task Name 4 Project Path Task Task Scheduled Start | Scheduled Resource Department
Category | State Finish
alpha Test Evaluation Fellowship Roll Out = Alpha Test In Progress  February 28, 2004 March 1, 2004 Rosie Cotton
Evaluation
Biets Test Execution Fellowship Roll Out = Beta Test Execution Ready March 2, 2004 March 19, 2004 Rosie Cotton...
Biets Test Results Fellowship Roll Out = Beta Test Results Ready March 20, 2004 March 26, 2004 Rosie Cotton

Showing 1 to 3 of 3

[®lg Export Data to Excel

4. Click on the name of any Task in the list to view its Details page.

See “Viewing and Updating Task Details” on page 184 for more
information. To clear all fields in the Task Search Query page and reset to
default values, click Clear Fields.

Updating Tasks: Project Participant Activities 169



Managing Your Projects (Project Management)

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 Workbench
interface. Participants can locate Projects using the Project Search page.

To search for Projects in Project Management:
1. From the Search menu group in the menu bar at left, select Projects.

The Project Search page opens.

¢ Project Search

Project Name: Project #:
Project Manager: &l Department: | | iE|
Include Finished Projects: ' ves @ No Project State: | | iF|
Summary Condition: rm

o

ro

[~ No Summary Condition

Scheduled Start Date From: = To: =
Scheduled Finish Date From: To: =

Show only master projects? @ ves o

Program: =
Clear Fields
SortBy: [Project Hame =] & Ascending

" Descending

*Maximum Results Per Page: |50

Search Cancel

2. Enter the search criteria for the desired Project.

You can search for an existing Project based on any of the fields located on
the Project Search page. Limiting the maximum number of results in the
Maximum Projects Displayed field can yield quicker results.

3. Click Search.

The Project Search Results page opens, displaying the results matching your
search criteria.
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Project Search Results

Showing 1 to 2 of 2

Project Name Project Scheduled Start | Scheduled Finish | Project Department
State Manager

O Fellowship Roll out Active February 2, 2004 March 26, 2004 John Smith
O oraspps Releaselli Upgrade  Active January 27,2004 September 6, 2004  John Smith
Froject
Showing 1 to 2 of 2

[ Export Data to Excel

4. Click on the name of a Project to view its Project Overview page.

See “Viewing Project Overview” on page 176 for more information. To
clear all fields in the Project Search page and reset to default values, click
Clear Fields.

Finding Tasks Using the My Tasks Portlet

The My Tasks Portlet is available to all Project Management users. This Portlet
is included on your Mercury ITG Home page by default. It shows a
configurable list of the Tasks currently assigned to the user.

Participants can update Task States and fill in information that the Project
Manager would like to collect for all Tasks displayed. In this way, the My Tasks
Portlet can save valuable time by providing a single point for multiple Tasks to
be updated at once.

The Participant can also click on the name of a Task in the Task List to view its
Details page. See “Viewing and Updating Task Details” on page 184 for more
information.

R wyresks T

Filtered by: Tasks starting within 14 days; Tasks ready for my action

Alpha Test Evaluation Fellowship Roll Qut > Alpha Test Evaluation
Task State: In Progress = Sched Start: 2/28/04 Sched Finish: 3/1/04

“9% Complete: 85

Beta Test Execution Fellowship Roll Out > Beta Test Execution
Task State: Ready - Sched Start: 3/2/04 Sched Finish: 3/13/04

"8 Complete: [

Save Reset

Showing 110 2 of 2 : Maximize

Figure 7-1 My Tasks Portlet

Finding Tasks Using Notifications

Email Notifications can be configured by Project Managers to include
hyperlinks to Tasks in Project Management. If you have received an email
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containing a link to a Task, click on it, and it will open to that Task’s Details
page in your Web browser. If your email client doesn’t handle HTML links
directly, copy and paste it into your Web browser.

Finding Tasks in the Workbench

The 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 Mercury ITG 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 standard 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 Workbench:

e Searching for Tasks in the Workbench
® Searching for Projects in the Workbench
e Updating Tasks in the Project Plan Panel

e Updating Tasks in the Task Information Window

Searching for Tasks in the Workbench
You can locate Tasks using the Query tab in the Task Workbench window.

To search for Tasks from within the Workbench:
1. Click the Project Management screen group.
2. Click the Projects icon.

The Project Workbench opens.

3. Select the Task Workbench, behind the Project Workbench, by either
clicking on its title bar or clicking Task Workbench at the bottom of the
Workbench window.
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Qi Task Workbench

Query

=18|

Query:

MNone i
[&f] Resource Group:

Has Exception Of Type:
Departmert:

Resource;

Task Mame: Task #:

Task Category:

inesuus

Include Finished Tasks: ( Yes

Showy only milestornes? ( Yes

= No
& Ho

Descrition:

Task State:

Project Information
’VPn:uecl Manager: |

Project Neme; |

Searching for Proj

Dt Actusl Dat
To: |
To: |

Start Date From; | Start Date From: | To: |

] o |

El &

Finish Dt From, | Finish Dt From, |

Enter search criteria into the associated fields.

To save your query, click Save Query. You 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 a Task by double-clicking on the desired Task or selecting it and
clicking Open. The Task Information window opens.

Open multiple Tasks by selecting a group (using Shift-Select or Ctrl-
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 175.

ects in the Workbench

The Query tab in the Project Workbench window is used to locate and open
Projects.

To search for Projects from within the Workbench:

1.

2.

Click the Project Management screen group.
Click the Projects icon.

The Project Workbench opens, with the Query tab defaulted to appear on
top.
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@i Project Workbench =&
g Query: |Mane hd
=) Project Manager B8] Project#: Summery Congition:
2 i
5 Project Name: Departmert:
E Project Template: Descrigtion:

Include Finished Projects: © Yas * o Project State: Prograr:

Showy only master projects? 1% Yes Mo
Dat Actual Dat
Start Date From: | Ta | Start Date From: | Ta |
Finish Dt From; | Ta | Finish Date From: | Ta |

3. Enter search criteria into the associated fields.
4. To save your query, click Save Query.

You can then perform a quick search using these specified criteria anytime
later.

5. Click List to return the matching results in the Results tab.
6. From within the Results tab:

e View a Project by double-clicking on the desired Project or selecting it
and clicking Open. The Project window opens.

e Open multiple Projects by selecting a group (using Shift-Select or Ctrl-
Select) and clicking Open. Multiple Project windows open, one for each
selected Project.

7. From within the Project window, you can edit Tasks directly, or edit them
in the Task Information window.

See “Updating Tasks in the Project Plan Panel” on page 174 and
“Updating Tasks in the Task Information Window” on page 175 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 to update.

2. Click on the desired field to update its contents directly.

174 Updating Tasks: Project Participant Activities



Managing Your Projects (Project Management)

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.
Additionally, Participants can only update those Tasks that have been
assigned to them. All other Tasks will be view-only. This is also true for
Project Managers viewing Tasks and Projects that they are not in charge of.

Updating Tasks in the Task Information Window

Project Participants can also update Tasks inside each Task’s Information
window.

To edit Task information in the Task Information window:
1. Open the Task Information window by one of the following ways:

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

¢ (Query and open an existing Project. Double-click the Task to edit, or
select it and click Edit. The Task Information window opens.

2. Make all necessary changes in the Task Information window.

3. Click OK.

Project Participants can only update the fields that have been enabled for
them to edit by the Project Manager. This set of fields can vary.
Additionally, Participants can only update those Tasks that have been
assigned to them. All other Tasks will be view-only. This is also true for
Project Managers viewing Tasks and Projects that they are not in charge of.

Viewing Project Information

Project Participants might want to view the Projects they are part of in the
standard interface, as a way of setting context for their own Tasks, checking on
other dependent Tasks, or keeping track of deadlines. Participants can view the
following Project information at any time:

e Viewing Project Overview
e Viewing Project Details

e Viewing Project Hierarchy
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Viewing Exceptions

Viewing Project References
Viewing the Project Gantt Chart
Viewing the Critical Path

Viewing Project Milestones

Viewing Project Overview

The Project Overview page displays a wide range of information about a
particular Project: its Subprojects and Tasks, its State and Project Manager,
and any Exceptions it might have triggered. All of this data and more is
presented and arranged through the following Portlets:

Project Summary

Displays the Project’s name, state, % complete, manager, description,
scheduled start, and scheduled finish. It also contains a link to the Project
Details page. See “Viewing Project Details” on page 177.

Project Overview Gantt
Displays the Gantt chart for a Project. See “Viewing the Project Gantt
Chart” on page 181.

Project Milestones
Lists the Milestones in a Project. See “Viewing Project Milestones” on
page 182.

Subprojects and Tasks Summary

Provides a list of all Subprojects and Tasks included in that Project, and a
link to the Project Plan, located on the Project Hierarchy page. See “Viewing
Project Hierarchy” on page 179.

Exception Summary
Shows the number and kinds of Exceptions triggered and links to the
Exception Details Portlet. See “Viewing Exceptions” on page 180.

Project References

Provides a list of all References linked to the Project (Requests, Packages,
Tasks, Projects, Releases, Attachments, URLs) and where in the Project
they are Referenced from. See “Viewing Project References” on page 181.

Project Related Actions

Displays links to a Project’s Assignment visualizations and Staffing
Profiles. See Managing Your Resources (Resource Management) for more
details.
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& Project Overview Perscnalize This Page

Fellowship Roll Qut

Project Summary ) % Project Exception Summary ) %

Project Name: O Fellowship Roll Out
Project State: Active No results found.

% Complete: e —|

Project Manager:  John Smith

Description: Project Related Actions -

Sched Start: 2/2/04
Sched Finish: 3/26/04 Miew Assignments for this Project,

Program Name: view Staffing Profiles for this Project.
Program Manager:

Project Details | _Edit Project Plan_|
Project Milestones 7] 4
Name State Finish Resource
Date
#Tests Ready  Completed 2/16/04
#Bets Test Ready 3/26/04
Complete
#alphs Test  Ready 3/1/04
Complete

Showing 1to 3 of 3 + Masimize
Project Overview Gantt 2] Ea %
Filtered by: Time Rangs: All; Include in Gantt: Projects, Tasks, Milestones; Task Stats: Ready, Mew, In Progress, Can...

[Feb 2004
|CH 14 [21 28
~

Task Name [
27

[ Rosie Conon

[ Rocis Conton

# 2/16/04

E " Rosie Cotton:Samwize Gamgee

[ Resie Comtonzlehn Smith
& zit/04

Rosis Comton:Samwi
—John 5
| & =260
Tasks: Ready: [ In Progress: B Pending: = Completed: B Cancelled/Bypassed: [0 Exception: mml  Milestone: #
Projects: W™eg?  Predecessors: ¥ External Predecessor: ¥

Showing 1o 10 of 10 : Maximize

Subprojects and Tasks Summary (i

Fellowship Roll Qut

Name % Complete State Sched Start Sched Finish  Project
Manager
Analyze Test Flan 100.0 Corpleted z/2/04 2/6/04 Rosie Cotton
Build Test Fixtures 100.0 Corpleted 2/7/04 2/13/04 Rosie Cotton
Tests Ready 100.0 Corpleted 2/14/04 2/16/04
alphs Test Execution 100.0 Corpleted 2/14/04 2/27/04 Rosie Cott...
Alphs Test Evalus... 0.0 In Progress 2/28/04 3/1/04 Rosie Cott...
alphs Test Complete 0.0 Ready 3/1/04 3/1/04
Bets Test Execution 0.0 Ready 3/2/04 3/19/04 Rosie Cott...
Bets Test Results 0.0 Ready 3/20/04 3/26/04 John Smith
Bets Test Complste 0.0 Ready 3/26/04 3/26/04
Project Hierarchy

Copyright @ 2004 Mercury

J —
Figure 7-2 Project Overview Page

Users can access the Project Overview page through the Project Search Results
page, as well as the Project List Portlet, which is available for display on the
Participant’s Mercury ITG Home page as part of the Mercury ITG Dashboard.

Viewing Project Details

The Project Details page contains detailed information on a particular Project,
grouped into the following categories:
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Progress

% complete, confidence, start date (scheduled and actual), finish date
(scheduled, estimated, and actual), duration (scheduled, estimated
remaining, and actual), and effort (scheduled, estimated remaining, and

actual).

Details

Project number, Project Template, department, description, priority,

complete and incomplete predecessors.

Action Items

Action item names, states, and priorities.

Notes
Any notes.

References

Requests, Packages, other Projects, URLs, and attachments.

< Project Details

Project Mame: [ Fellowship Roll Out

Budget:

Expand All Cella, Al
Progress

*o Complete: 51

Scheduled:  Februsry 2, 2004

Project
Template:

=

[+

Scheduled:  March 26, 2004

Figure 7-3 Project Details Page

The Project Details page can be accessed through the Project Summary Portlet in
the Project Overview page, which contains a link to the Project Details page.

Project Manager: John Smith

Project State:  Active

Scheduled: 40,0 days

Click Project Details to go to the Project Details page.

Project Summary 2] el 4

Project Name:
Project State: Active
% Complete:

Project Manager:  John Smith
Description:

Sched Start: 2/2/04
Sched Finish: 3/26/04
Program Name:

Program Manager:

Project Details

O Fellowship Rall out

S1%

| _Edit Project Plan_|

Figure 7-4 Project Summary Portlet
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Viewing Project Hierarchy

The Project Hierarchy page displays the Project’s hierarchical organization of
Tasks and Subprojects (its Project Plan) as well as information such as:

e Task or Subproject name

e Task or Subproject state

e Task or Subproject scheduled duration, start, and finish
e Task or Subproject predecessors

e Task or Subproject Resource or Manager

e Task Exceptions or Subproject Summary Condition

The Project Hierarchy page is useful for providing context for Participants in
terms of the location of their Tasks in the overall Project framework, as well as
indicating Summary Conditions and Exceptions at a glance.

Clicking on any Task within the Project Hierarchy page takes the user to that
Task’s Details page. See “Viewing and Updating Task Details” on page 184
for more detailed information.

& Project Hierarchy

Project Name: [ Fellowship Roll Out Project Manager:  John Smith Project State:  Active
|

Seq#  Project Name State Scheduled  Scheduled Scheduled Preds Project Manager /
Duration Start Finish Resource
(days)

1 O Fellowship Roll Out Active 40.0 2/2/04 3/26/04 John Smith

2 Analyze Test Plan Completed 5.0 2/2/04 2/6/04 Rosie Cotton

3 Build Test Fixtures Completed 5.0 2/7/04 2/13/04 Rosie Cottan

4 #Tests Ready Completed 10 2/14/04 2/16/04

5 Alpha Test Exscution Completed 10.0 2/14/04 2/27/04 Rosie Cottan...

6 Alpha Test Evaluation In Progress 10 2/28/04 3/1/04 Rosie Cotten. ..

7 # Alpha Test Camplets Ready 0.0 3/1/04 3/1/04

[ Beta Test Execution Ready 14.0 3/2/04 3/19/04 Rosie Cotten. ..

E] Bieta Test Results Ready 5.0 3/20/04 3/26/04 John Smith

10 #Beta Test Complete Ready 00 3/26/04 3/26/04

Figure 7-5 Project Hierarchy Page

The Project Hierarchy page can be accessed through the Subprojects and Tasks
Summary Portlet in the Project Overview page, which contains a link to the
Project Hierarchy page. Click Project Hierarchy to go to the Project Hierarchy

page.
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B oo oz sumary

Fellowship Roll Qut

Name % Complete State Sched Start Sched Finish Project
Manager

Analyze Test Plan 100.0 Completed 2/2/n4 2/6/04 Rosie Cotton

Build Test Fixtures 100.0 Completed 2/7/04 2/13/04 Rosie Cotton

Tests Ready 100.0 Completed 2/14/04 2/16/04

Alpha Test Execution 100.0 Completed 2/14/04 2/27/04 Rosie Cott...

Alpha Test Evalua... 0.0 In Progress 2/28/04 3/1/04 Rosie Cott...

Alpha Test Complete 0.0 Ready 3/1/04 3/1/04

Beta Test Execution 0.0 Ready 3/z/04 3419/04 Rosie Cott...

Bets Test Results 0.0 Ready 3/z0/04 3/26/04 John Srith

Bets Test Complete 0.0 Ready 3/26/04 3/26/04

Figure 7-6 Subprojects and Tasks Summary Portlet

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

This is useful for Participants in that it provides specific context for every
Exception in a Project, telling them what Task has gone wrong (or what might
go wrong, depending on the Exception Rules enabled), when it went wrong,
and where the problem Task is located.

Project Exception Detail

i
Showing Lt 1 of 1

Yiolation Task State Scheduled Scheduled Resource
Start Finish
Fellowship Roll Out
! alpha Test Evaluation In Progress z/28/04 3/1/04

showing Lto 1 0f 1

[ Export Data to Excel

Figure 7-7 Project Exception Detail Portlet

Getting to the Exception Details Portlet

The Project Exception Summary Portlet in the Project Overview page contains a
link to the Project Exception Detail Portlet. Click Details to go to the Project
Exception Detail Portlet.
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Project Exception Summary ]
Unassigned Tasks 1 Task
Exception Details

Figure 7-8 Project Exception Summary Portlet

Viewing Project References

The Project References Portlet in the Project Overview page displays all entities
linked to the Project as References. References (Requests, Packages, Tasks,
Projects, Releases, Attachments, and URLSs) are listed with details including:

e Reference Type
e Description
e Referenced By

The Project References Portlet provides a convenient single point of access for
all entities referenced by a Project.

Project References 2| Edit]H- %I

Reference Detail Status % Assigned Description  Referenced
Complete  User By

Reguest 30057 PMO - Scope ... New 0% Jane Smith Technic... BetaTe...

Reguest 30054 PMO - Scope ... New 0% Jake Smith Upgrade... BetaTe...

Showing 1to2 of 2 | Masimize

Figure 7-9 Project References Portlet

Viewing the Project Gantt Chart

The Project Overview Gantt Portlet, displayed on the Project Overview page,
shows the Project’s Gantt chart including Milestones.

Project Overview Gantt )i %
Filtered by: Time Range: All; Include in Gantt: Projects, Tasks, Milestones; Task State: Ready, Mew, In Progress, Can...
Task Name | [Feb 2004 [war 2004
27 Joi 08 29 [o7 [i1a | ER 28
Fellowship Roll Out =

Analyze Test Pl
Build Test Fixtur

g Rosie Catton
& 2116004

Rosie Cotton:Sanwise Gamgee

& 3iL/04
Rosie Cotton;Samwi:
i
L] & zi26/0
Tasks: Ready: [ In Progress: B Pending: = Completed: B Cancelled/Bypassed: [0 Exception: mmml  Milestone: #

Projects: B™g?  Predecessors: ¥ External Predecessor v

Showing 1 to 10 of 10 : Maximize

Figure 7-10 Project Overview Gantt Portlet
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Display criteria for the Gantt chart can be configured by clicking Edit, which
opens the Portlet’s filter page.

|
v Indicate Progress [C Highlight Critical Path
[v Indicate Exceptions ¥ Indicate Summary Condition
[v Show Predecessar Arrows [ Show External Predecessor Arrows
[v Indicate Current Day ¥ Show Name Column
v Show Legend

Text to display as Task labels in Gantt: Label display example:

Display to the left: l— ] Left Label Right Label
Display to the right: Resource Names [=
Display in task tooltip:  [Task Name; Scheduled 5]

Figure 7-11 Project Overview Gantt Portlet filter page - Display Options section

Viewing the Critical Path

The critical path of a Project is made up of the Tasks that define its duration. A
Project’s critical path can be displayed in the Project Overview Gantt Portlet by
clicking Edit and selecting the Highlight Critical Path checkbox.

Viewing Project Milestones

Milestones are used to mark significant events in a Project, often the
completion of a deliverable or arrival of a deadline. In the Project Overview
Gantt Portlet, milestones appear as black diamonds.

Milestones are also listed in the Project Milestones Portlet, displayed on the
Project Overview page.

- Edit] -

Name State Finish Resource
Date

#Tests Ready  Completed 2/16/04

#Ecta Test Ready 3/26/04
Complete

# Alpha Test Ready a/1/04
Complete

Showing 1to 3 of 3 ; Masimize

Figure 7-12 Project Milestones Portlet

Viewing Resource Information

Resources can view information on their current assignments using the View
Resource page. The View Resource page includes a chart of their capacity and a
customized Gantt chart illustrating their assignments for the next two weeks.

Project Managers with the proper level of access can also view information on
Resources including their Cost rate and workload capacity. Figure 7-13
illustrates a View Resource as shown to a Manager with access to Cost data.
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< ¢ View Resource: Rosie Cotton

View Resource | Modify Resource

Resource Information Done
Full Name Rosie Cottan Start Date: 1/7/04 End Date:
First Name: Rosie

CostRate:$ 75 /hour
Last Name: Cotton
Title: Capacity: 100 % for workload assignments (40 hours/week)
Email: r_cotton@shire com Department:
Phone Number: [408)543-1113 Location:
Direct Manager: Admin User Category:  Full Time Employee
Org Unit Name Type Manager skill Proficiency Level
This Resource doss not to belong to any Organization There are eemy no SHi speeiid
currently,

Wiew Organization Model

Hours

T I

Day: 02/26  02/27 02f28 02f29 03/01 0302 0303 03/04 0305 0306 0307 0308 0309 0310

Bl utilization BB overaliocation =—— Capacity Lewel
Name [March 2004
23 [o1 Toz To3 o4 o5 o6 o7 o8 o5 1
Alpha Test Bxecution
Beta Test Bxecution
Tasks: Ready mmm o Progress: [mml  Pending: ] Completed: [N Exception: mmml  Milestone: #
Done

Figure 7-13 View Resource page for a Manager with Cost Access

To open the View Resource page, select Search > Resources from the menu bar.
Enter any search criteria into the Search Resources page and click Search.

Updating Tasks

Project Management makes it easy for Project Participants to report on
different aspects of Tasks in multiple levels of detail:

e Viewing and Updating Task Details
Participants can view their Tasks in 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.
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Updating a Task can trigger events in the Project that move it along its path to
completion.

marked Complete until its predecessors have been completed, unless a Project

A Task in a Project that has predecessor Tasks associated with it cannot be
Manager attempts it.

Viewing and Updating Task Details

The Task Details page contains detailed information on multiple aspects of a
single Task. Many fields in the Task Details page are updateable by Project
Participants.

To update fields in the Task Details page:
1. Make the update in the desired field.

2. Click Save.

In order for updates to take effect, the Participant must click Save. Only then
@e— will Project Management take into account the updates that have been made.

To clear all changes and reset all fields to their previous values, click
Reset.
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7 & Task Details

Task Name: Beta Test Execution Task State: m
Project Path:  Fellowship Roll Out > Beta Test Execution

Expand All_| _Collapse All

¥ Exceptions Save Reset

*o Complete: [0

Scheduled:  March 2, 2004 Scheduled:  March 19, z004 Scheduled:  14.0 days

E  Details

Resource: Rosie Cotton; Samwise ...

]
=

Name State Resource

There are no predecessors found,

[ Action Items

F  Notes

Notes to be added on save:

New Reference: [attachment - Add

References to be added on Save:

Open Remove
Save Reset

Copyright @ 2004 Mercury

<I—

Getting fo the Task Details Page

A relevant Task must first be located in order to get to its Details page and
update its information. There are several ways for Participants to locate and
view details for any Tasks that might require their attention:

e “Searching for Tasks and Projects” on page 168
e “Finding Tasks Using the My Tasks Portlet” on page 171
e “Finding Tasks Using Notifications” on page 171

Any Task’s Details page can also be reached from the Project Hierarchy page.
See “Viewing Project Hierarchy” on page 179 for more detailed information.
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Viewing and Updating Multiple Tasks

Sometimes it might be necessary for a Project Participant to only update a
specific Task detail, such as the Task State or % Complete. The My Tasks Portlet
is perfectly suited to this need, and has the added advantage of being able to
show multiple Tasks at once.

The fields collected by the Portlet can be configured by Project Managers. See
“Selecting Information to Track and Display” on page 30 for details.

The My Tasks Portlet displays information for multiple Tasks. The maximum
number of Tasks displayed can be specified by the user, as well as the Portlet
title. Most fields in the My Tasks Portlet are updateable by Project Participants.

To update fields in the My Tasks Portlet:
1. Make the update in the desired field.

2. Click Save.

In order for updates to take effect, the Participant must click Save. Only then
will Project Management take into account the updates that have been made.

To clear all changes and reset all fields to their previous values, click
Reset.

_731-&-11-&—

Filtered by: Tasks starting within 14 days; Tasks ready for my action

Alpha Test Evaluation Fellowship Roll Qut > Alpha Test Evaluation
Task State: In Progress = Sched Start: 2/28/04 Sched Finish: 3/1/04

*0% Complete: 85

Beta Test Execution Fellowship Roll Out > Beta Test Execution
Task State: Ready - Sched Start: 3/2/04 Sched Finish: 3/19/04

*8b Complete: o
Save Reset

Showing 110 2 of 2 : Maximize

Figure 7-14 My Tasks Portlet

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 menu bar at left.
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Viewing and Adding Notes

Notes are available for viewing and editing in the Task Details page. See
“Viewing and Updating Task Details” on page 184 for information on the Task
Details page.

To create a new Note:
1. Get to the Details page of the Task to update.
2. Type the new note into the New Note text field.

3. Click Save.

Viewing and Modifying References

Project Management features a number of methods for capturing additional
information, or References, related to your 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 Task:

e Requests
e Packages
e URLs

e Attachments (anything that can be placed on a server: PDF files, JPEG
images, Java .class files, etc.)

e Tasks
e Projects
e Releases (referenced from the Workbench only)

References are attached from the Task Details page. References can be added
and modified using both the standard interface and the Workbench. The
following sections provide instructions for adding, modifying and deleting
references using the standard Project Management interface:

® Adding References to Tasks

e Viewing and Editing References
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® Deleting References

Adding References to Tasks

You can reference a Web accessible file or attach a file from your local
machine to the current Task. You can also reference an existing Mercury ITG
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.

¢ (Query and open an existing Project using the Search > Projects menu
option. Locate the Task within the Project and open the Task Details

page.
2. Scroll down to the References section of the page.
3. Select a Reference type from the New Reference drop down list.

4. Click Add.

A page corresponding to the selected Reference type opens. Enter the
Reference on this page. For certain Reference types, you have the option of
searching for a Reference.

5. Attach the Reference.
6. Click Save on the Task Details page.

You can attach different types of References to your Task. See the
following sections for instructions on referencing different entities.

® Arttaching Existing Mercury ITG Entities
® Attaching New Requests
® Attaching Files

e Artaching URLs
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Attaching Existing Mercury ITG Entities

You can attach an existing Mercury ITG entity (Request, Package, Project, or
Task) to a Task.

To attach an existing Mercury ITG entity to a Task:
1. Navigate to the Task Details page and scroll down to the References section.

New Reference: |attachment hd Add

References to be added on Save:

Save Reset

2. Select Entity (Existing) (“Entity”” can be Task, Project, Request (Existing),
Request (New), Package (New), or Package) to be added from the New
Reference drop down list.

New Reference: [Request (Existing) = Add

References to be|Attachment
Package (Existing)
Package (New)
Project

o
Req

Task
URL

Save Reset

3. Click Add.

A page opens presenting search criteria for the Request, Package, Release,
Project, or Task to be referenced.

4. Enter the appropriate information and click Search.

A page opens presenting search results.
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¢ Add Reference: Request

*Select which relationship the selected Requests will have to Task #33630:
@ Related to this Task - (Informational) - Sslscted Request is related to Task 33630
© Successor - (Blocked) - Action not allawed on selectsd Request until Task 33630 closes
€ Predscessor - (Blocking) - Action not allowsd on Task 33630 until selscted Requast clases
© FF Predscessor - (Finish Finish Predscessor) - Task 33630 doss not complste until selectsd Request clases
€ Task Updated by Request - (Auta-Updating) - Task 33630 is sutomatically updated by selected Request

|
showing L to 2 of 2
Req # ¥  Request Type Description Status | Assigned To | Priority | Created By
[T 30106 Orahpps Cloning Need new instance to verify Assigned  Merry Mormal  John Smith
Request updates to C5M Brandybuck
[T 30088  OraApps Application  Cannot process orders for Assigned  Merry Mormal  John Smith
Issue Built-to-order itsms Brandybuck
showing L to 2 of 2
Check All

[® Export Dats to Excel
Add | Modify Search| Cancel

5. Select the check box next to the entity or entities to be referenced.
To check all boxes, click Check All. To un-check all boxes, click Clear All.

6. Select a relationship for the referenced entities from the drop down list at
the top of the page.

For a complete list of all Reference relationships, see “Dependency
Relationships” on page 113.

7. Click Add.

8. The referenced entities appear in the References to be added on Save list on
the Task Details page. The References have not been added yet.

9. Click Save to add the References to the Task.

Attaching New Requests

A new Request can be created from the References section of the Task Details
page.

To create a new Request from the References section of the Task Details
Page:

1. Select Request (New) from the New Reference drop down list.
2. Click Add.

The Create New Request page opens.
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*Request Type: =

*Relationship:
@ Related to this Task - (Informational) - Selscted Request is related to Task 33630
€ Successor - (Blocked) - Action not allowed on sslected Reguest until Task 33630 closes
© Predscessor - (Blocking) - Action not allowsd on Task 33630 until selectsd Request clases
€ FF Predecessor - (Finish Finish Predecessor) - Task 33630 does not complete until selected Request closes
" Task Updated by Request - [Auto-Updating) - Task 33630 is autonatically updated by selected Request

Create Cancel

3. Choose the Request Type that you want to generate from the Request Type
drop down list in the Create New Request section.

A description of each Request Type displays below the list. To save time,
the most recently created Request Types will be first on the list.

4. Select the relationship for the new Request from the Relationship drop down
list.

5. Click Create.

6. Enter the information related to your new Request in the Create New
Request page.

Required fields are displayed in red. If you would like to make additional
comments on the Request, enter them in the Notes field.

7. Save and submit the new Request.

The referenced Request appears in the References to be added on Save list
on the Task Details page. The Reference has not been added yet.

8. Click Save to add the Reference to the Task
Attaching Files
To add a file as a Reference:

1. Navigate to the Task’s Details page and scroll down to the References
section.

2. Select Attachment from the New Reference drop down list.

3. Click Add.

The Reference Attachment page opens.
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Reference attachment

4. Select the desired file from your local machine and enter a description if
desired.

5. Click Add to add the selected Attachment as a Reference.

The referenced Attachment appears in the References to be added on Save
list on the Task Details page. The Reference has not been added yet.

6. Click Save to add the Attachment to the Task.
Attaching URLs
To add a URL as a Reference:
1. Navigate to the Task Details page and scroll down to the References section.
2. Select URL from the New Reference drop down list.
3. Click Add.

The Reference URL page opens.

Reference URL
“URL: [ View URL

Description: |

4. Type the URL into the URL field and enter a description if desired.
5. Click Add to add the specified URL as a Reference.

The referenced URL appears in the References to be added on Save list on
the Task Details page. The Reference has not been added yet.

6. Click Save to add the Reference to the Task.
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Viewing and Editing References

You can view the References that have been linked to a Task. The References
are listed in the References section of the Task Details page.

To view the References currently linked to the Task:

1. Open the Task Details page.

2. Scroll down to the References section.

Expand and collapse sections by clicking the + and - icons to view
additional details.

3. Click on the name of the Reference you want to view.

If the Reference is a URL, it opens inside your Web browser.

If the Reference is a file of any other kind, it is handled by your Web
browser in the usual fashion, either opening directly or asking to be
saved to your local machine.

If the Reference is a Project, its Project Overview page opens, displaying
summary information related to that particular Project.

If the Reference is another Mercury ITG entity (Request, Package, or
Task) it will open the entity’s Details page.

If you have licenses for Demand Management and Change Management, you
can click the Request or Package to access their detail pages. You can then
update those entities according to normal Mercury ITG operation.

If you have permission to edit the Task, you can modify the Task’s References.
In addition to adding new References, you can delete and change the
Relationships of existing references. The following figure illustrates the
functionality related to References.
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Lists current

References.
I—»
E
Req # Assigned Description  Request Status %o
User Type Complete
X 30108 Merry Need new QOrafpps Assigned 0%
Brandybuck  instance to Claning
V.. Reguest
New Reference: [attachment - Add
References to be added on Save:
Add new
References.

Click Save to save

Relationship Relationship Details
Related to this Task =] Informational: Request 30106 is related to

Task 33630

ghlighted Items are actively
contralling this Task

Save Reset

Select a new
e Relationship from
the drop down list.

your changes.

Figure 7-15 References section

You can also view References related to your Tasks and Projects using the
Project References Portlet on your Mercury ITG 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

Reference Detail Status

Reguest 30057 PMO - Scope ... Hew
Reguest 30054 PMO - Scope ... Hew

%
Complete  User

Assigned

0% Jane Smith
0% Jake Smith

21-EdilH-x
Description  Referenced
By
Technic... BetaTe...
Upgrade... BetaTe...

Showing 1to2 of 2 | Masimize

Figure 7-16 Project References Portlet

Deleting References

If you have permission to edit the Task, you can delete the Task’s References.

To delete a Task Reference:

1. Navigate to the Task Details page and scroll down to the References section.

2. Click the X to the left of the Reference.

A message will appear asking you to confirm the deletion.
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3. Click Yes.

The Reference is removed from the Task.

=
=i
Req # Assigned Description  Request Status % Relationship Relationship Details

User Type Complete
® 30106 Merry Need new OraApps assigned 0% Related to this Task =] Informational: Request 30106 is related to
Brandybuck  instance to Claning Task 33630
' Request
New Reference: [Atachment = ] Highlightsd Itsms are actively

controlling this Task
References to be added on Save:

Click X to remove
the Reference.

Save Reset

Figure 7-17 References section

Visibility Between Projects and Programs

Mercury Program Management provides a way for managers to link multiple
Projects together as Programs, and to submit and track Requests against them.

Organizations implement a Program Management Office in order to:
e Ensure alignment of IT projects with business objectives

¢ FEliminate duplicate and non-priority efforts

e Improve operational efficiency

e [everage resources

e Ensure on-time and on-budget delivery

Programs can be tracked and analyzed with the same kind of familiar Cost
metrics as Projects.

Viewing Reports

You can run reports on your Project Management information from the
Reports menu group in the menu bar.
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To run a Project Management report:
1. From the Reports menu group in the menu bar, select Project Reports.

The Available Reports page opens.

¢ Available Reports

Compare Custom Database Setup Compare custom aspects of two databases (either SQL Server or Oracle). With this report it is
possible to compare actual data as well as object definitions.

Compare Oracle Environments Compare the data model (tables, indexes...) and database objects (packages, views, trigers...) of
two Oracle schemas, Reports either all objects or differences only.

Notification History Report View Notifications that have been sent or are psnding

OraApps Ready Task List Tasks in the Ready State in Oracle Applications-focussd project

OraApps Unassigned Ready Tasks Unassigned Tasks in the Ready State in Oracle Applications-focussd project
PeopleSoft ¥Yersion Control - Break Lock Break Lock set by PeopleSoft Version Control

PeopleSoft Yersion Control - Check In Check a fils into PeopleSoft Version Control

PeopleSoft ¥Yersion Control - Check Out Check a fils out of PeoplsSoft Yersion Control

Project Critical Path View the tasks on a project’s critical path.

Project Custom Detail Repart View selected details of one or more projscts with project template. Displays a table with 5 column for
each selected project field and custom field.

Project Detail Report Wiew 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, ete.

Project Detail Repart (Filter by Custom Fields) Audit the details of one or mare projects, which can be filtersd by 5 project type's
custorn field values. Includes header and detail information, notes, and status for each selscted 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 Repart Audit all resources working on a project, and the tasks that each resource is working on. Provides a project
manager with 8 high-level view of resource load and availsbility.

Project Schedule Change Compare current schedule to a Baseline or compare Baselines

Project Status Detail Report Audit the status of all parameters and parameter details for iterns in one or more projects. Allows a
project manager to drill into the detailed status of projects requiring their attention,

Project Summary Report Visw a brisf summary of all projects meeting the reporting criteria. Presents a table format for quick
browsing.

2. Choose the Report to be submitted from the list of Report Types by
clicking on its name.

The Report’s creation page opens.

Project Custom Detail Report

Project - Project -
“Template: | =l Fields: [ [}
Project - Custom
Name: | = Fields: [
Project
Project #: | Manager: | 2l
Sched
start Date Sched Start
From: [ = Date To: [ &
sched
Finish sched
Date Finish Date
From: [ = To: &
Project - =
States: | E Department: | E
created
By: [ & order By: |
Show
Master
Projects
only: ®ves o

Show Report
Parameters: @ ves O No

Restore Default
Submit Cancel
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This example of a Report creation page shows the required and optional
fields for the Project Custom Detail Report. Each Report Type has its own
set of required and optional fields. The Report creation page always
displays a different set of fields depending on which Report Type is
selected. See “Submitting a Report from the HTML Interface” on page 253
for more information.

. Enter information in the Report creation page’s required fields.

. Enter any information in the Report creation page’s optional fields.

. Click Submit.

The Report Submitted page opens and displays the Report contents in a new
window.
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Chapter

Using Project Templates

This chapter explains how to create and use Project Templates in Project
Management.

The following topics are covered:

e Setting up a Project Template

e (reating a Project Template from an Existing Project
e (reating a Master Project from a Project Template

e C(Creating a Subproject from a Template

Setting up a Project Template

Project Templates are used in Project Management to create repeatable
processes to be used in Projects. They can be used as a model and serve as a
basis for numerous Master Projects. Templates can also be created and then
imported as a Subproject into a Master Project.

Project Templates speed up the process of setting up your Projects. A repeated
set of Tasks are bundled into a Template and dropped into any Project while
preserving its Notifications, project plan, and any custom fields the template
can have.

A company with several different software products might use the same
process for all development efforts. A Project Template could be used to
create the Master Project for each one, as opposed to creating them all
individually every time a project is planned. Information for each individual
Project can then be modified by a particular Project Manager as needed.
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Project Templates consist of three parts:

® Project Plan
An ordered list of Tasks. The sequence of Tasks is identical in form and
function to the Project Plan Panel.

® Any custom fields created by the user
Configurable custom fields define and collect any necessary information
that is not already covered by standard Task or Project detail fields.

® Project Template settings

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

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

® Adding Tasks to a Project Template

® Creating Custom Fields for Project Templates

e C(Configuring Tasks in a Project Template

e (Configuring Settings for a Project Template

e Setting Ownership for a Project Template

e (reating a Master Project from a Project Template

e (reating a Subproject from a Template

loix
Template Name:| Enabled: & Yes Mo
Template 0wner:| (& Department: LI

Cescription |

Settings Edit Master Project Settings
Custom Fields Edit Custam Fields for Projects created from this Template
Owinership Edit Ownership settings for this Project Template
Wsed By Wiew Projects that use this Project Template.

Hatne Task Category | Sched Durstion |  Sched Effort | Predecessor
(days) (hours)

Seq

1

4 | »
4| ¥|el=]| Eait elete | ] =i
lﬁﬂl QK Save Cancel

\Ready

Figure 8-1 Project Template Window
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Adding Tasks to a Project Template

The process of adding Tasks to a Project Template is identical to adding Tasks
in the Project Plan Panel. See “Adding Tasks to the Project Plan Panel” on
page 53 for details.

Project Templates do not contain References, Action Items, or Notes, and
@j some fields are not updateable.

Creating Custom Fields for Project Templates

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

® Defining Custom Fields for Project Templates
® Modifying the Layout of Custom Fields

Defining Custom Fields for Project Templates

To add a custom field to a Project Template:
1. Click the Project Management screen group.
2. Click the Project Templates icon.

The Project Template Workbench opens.

3. Open an existing template by searching for and double-clicking the
template, or create a new template by clicking New.

The Project Template window opens.
4. Click Custom Fields.

The Custom Fields for Project Template window opens.
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& Custom Fields for Project Template: x|

Fields | Layout|
Prompt | Tok...| Enasled | component Type | validation | Display oniy Transaction Hist. | Hote
H| | i
o] =ai|  Mew | Edlit | Rermove |
Anply Cancel
Ready

5. Click New.

The Field: New window opens.

Field Prompt. Token,

Deseription; |

Enabled: (* Ves Mo

Comporert Type: [Mone =l
Walidktion )

Mew |2z
Muti-Select Enabled: € 7o & o

aittrioutes | Defaut | Dependencies | Securty |

Saction hame | [Section # 1 = | Parameter Col IFARAMETER1

Lo L L]

Transaction History: ¢ Yes * o Display Only INever
Mates History: { Yes & o Reguired; [Mever
workbench Only:  Yes * o

Copy From... Add Cancel

|Ready

6. Enter the general field information which includes the following:

e Field Prompt
e Token

e Validation

7. In the Attributes tab, enter information as described in the following table.

202 Using Project Templates



Managing Your Projects (Project Management)

Field

Description

Parameter Col.

Used to determine the place in the internal database
column where the field value is stored. Fields in a Project
Template cannot use the same column number.

Transaction History | Controls the transaction auditing facility for this field. If set to

Yes, whenever this field changes in a Project, the change is
logged in a transaction history table.

Display Only

Determines if the field is only displayed and cannot be
updated. To use the logic defined in the Dependencies tab,
select Use Dependency Rules.

Notes History

Turns notes auditing on or off for this field. If set to Yes,
whenever this field changes in a Project, the change will be
logged in the Notes.

Required Determines if the user is required to specify a value for this
field. To use the logic defined in the Dependencies tab,
select Use Dependency Rules.

Workbench Only Determines if the field is visible in the Workbench only and

not in the HTML interface.

8. Click the Default tab.

9. Enter information as described in the following table.

Field Description

Default Type | Defines if the field will have a default value. Either defaults the field
with a constant value by selecting Constant, or with a value from
another field by selecting Parameter.

Visible Value | If Default Type is set to Constant, enter the constant value in this
field. This value should be what the user would normally enter in
the field.

Depends On If the Default Type is set to Parameter, select the token name of

that field. At runtime, any value that is entered or updated in the
source field will automatically be entered or updated in this
destination field.

10. Click the Dependencies tab.

11. Enter information as described in the following table.
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Field Description

Clear When Changes | Indicates that the current field should be cleared when the
specified field changes (the field needs to be on the
Project Template).

Display Only When Indicates that the current field should only be editable
when certain logical criteria are satisfied. This field
functions with two adjacent fields: a drop down list
containing logical qualifiers and a text field. To use this
functionality, select Use Dependency Rules in the
Attributes tab.

Required When Indicates that the current field should be required when
certain logical criteria are satisfied. This field functions with
two adjacent fields: a drop down list containing logical
qualifiers and a text field. To use this functionality, select
Use Dependency Rules in the Attributes tab.

12. Click the Security tab to define the field security.
See “Setting Visibility at the Field Level” on page 204 for details.

13. Click Add to save the configuration for this custom field and create
additional custom fields, or click OK to save the configuration for this
custom field and close the Field: New window.

Setting Visibility at the Field Level

By default, all fields are set to be visible to all users and editable by all users.
Field visibility and editability can be controlled from the Field window’s
Security tab using the Edit Field Security window. To configure field visibility
from the Field window:

1. Open the desired Project Template.
2. Click Custom Fields to open the Custom Fields for Project Template window.
3. Select the desired field and click Edit.

The Field window opens.

4. Click the Security tab.
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Field Prompt. Token,

Deseription; |

Enabled: (* Ves Mo

Comporert Type: [Mone =l
Walidktion )

Mewy | DpEn

Muti-Select Enabled: € 7o & o

attrioutes | Defaut | Dependencies  Securty |
Visible To: || users

Editable By: 2] users

Copy From... Add Cancel

|Ready

5. Click Edit.
The Edit Field Security window opens.

£ Edit Field Security: New

Set default security for this fisld

Mote: Security may stil be affected by Status Dependencies, Field Level Dependencies, etc.
This field iz ¥ visible to all users

[V Editable by all ussrs

Select UsersiSecurity Groups that can This field is visible to these [Isers/Security Groups:

siew this field: Security Type | Security visible

Security Group -

Editable

Security Group El

¥ Provide Exiting Fights

Tokens |

Remove

Cancel

Ready

6. Un-check the Visible to all users box to begin fine-tuning field properties.

7. Make a choice from the Select Users/Security Groups that can view this field
drop down list.

You can select a User, Security Group, Standard Token, or User Defined
Token.
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& Edit Field Security: New
Set defaut security for this fisld

Hate: Security may still be affected by Stetus Dependencies, Field Level Dependencies, et
This fieldis: [ Wisikle to all users

I™ Editable by all ussrs

Select Users/Security Groups that can This figld is visible to these UsersiSecurtty Groups:
wviewy this field

Security Type
Security Group hd

Security Wisile Editable

User
Standard Token

User Defined Taken
T FOWIE ECg gt

Tokens Bad: il

&

Remove
Cancel
Ready

8. Once you have made your choice from the drop down list, select the User,
Security Group, or Token from the auto-complete list.

If you want to assign the selected User, Security Group, or Token editing

rights as well as viewing rights to the field, check the Provide Editing Rights
box.

9. Click the Add arrow button to add the selected User, Security Group, or
Token to the This field is visible to these Users/Security Groups area.

& Edit Field Security: New
Set defaut security for this fisld

x|

Hate: Security may still be affected by Stetus Dependencies, Field Level Dependencies, et
This fieldis: [ Wisikle to all users

I™ Editable by all ussrs

Select Users/Security Groups that can This figld is visible to these UsersiSecurtty Groups:
wviewy this field

Security Type
Security Group hd

Securty |

Vishle | Edtable |
Security Group Name  [ITG Project Man... |

& [ & |

Security Group: El

¥ Provids Editing Rights

Tokens Bad: il

Remove
Cancel
Ready

If you change your mind about granting the selected User, Security Group,
or Token editing rights, you can un-check the box in the Editable column of
the This field is visible to these Users/Security Groups area. The field will then
be visible but not editable to the selected User, Security Group, or Token.

206 Using Project Templates



Managing Your Projects (Project Management)

To remove viewing rights entirely, select the User, Security Group, or
Token and click Remove.

10. When you are finished adding Users, Security Groups, or Tokens to the
This field is visible to these Users/Security Groups area, click OK to save
changes and return to the Security tab.

The Security tab is updated with the list of Users, Security Groups, or
Tokens with viewing or editing rights to the field.

Field Prompt Token
Deseription; |
Enabled: (* Ves o
Companert Type: [Mone e
Validation =
Multi-Select Enabled: € Ves & o
Aftrbutes | Detaut | Dependencies Securty |
Visible To: |TG Project Manager
Editable By: ||TG Project Manager
Edit
Copy From.. Add Cancel
|Ready

Modifying the Layout of Custom Fields

You can modify the graphical representation and placement of the custom
fields in the Project Template. These changes are made in the Layout tab in the
Custom Fields for Project Template window.

& Custom Fields for Project Template: x|
Figlds Lavuul|
Sections Selected Section Layout:
ﬂhab #1 Colurnn 1 | Colunn 2 | Colurmn 3 |
+ \ \ |

New| Rename| Remove| 4| | €= [widtn [ <] Height wove To--=| [Tan#1 =
Apply Cancel

\Ready

Figure 8-2 Custom Fields for Project Template Layout Tab

Field layout can be modified in the following ways:
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Modifying Custom Field Widths
Moving Fields
Adding Sections

Previewing Layouts

Modifying Custom Field Widths

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

1.

2.

Click the Project Management screen group.

Click the Project Templates icon.

The Project Template Workbench opens.

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

Click Custom Fields to open the Custom Fields for Project Template window.
Click the Layout tab.

Select the custom field.

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

The Layout editor will not allow changes to be made if the change conflicts
with another field in the layout. For example, a field’s width cannot be
changed from one to two if another field exists in column two on the same
row

For custom fields of component type Text Area, the number of lines the text
area displays can be specified. Select the field in the Layout tab and change
the value in the Component Lines attribute. If the selected custom field is not
of the type Text Area, this attribute will be blank and non-updateable.
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Moving Fields

To move a custom field or set of custom fields:

1.

2.

Click the Project Management screen group.

Click the Project Templates icon.

The Project Template Workbench opens.

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

Click Custom Fields to open the Custom Fields for Project Template window.
Click the Layout 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 already exist.
The other fields must be moved out of the way first.

Adding Sections

To add a section to a Project Template:

1.

2.

Click the Project Management screen group.

Click the Project Templates icon.

The Project Template Workbench opens.

Query for and open the Project Template that you would like to modify.

The Project Template window opens.
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4. Click Custom Fields to open the Custom Fields for Project Template window.
5. Click the Layout tab.
6. Click New in the Sections frame.
The Input dialog opens.
7. Enter a Section Name.
8. Click OK.

The name of the new section appears in the Layout tab. When Project
Templates are used to create a Master Project, the sections with the
appropriate custom fields are displayed. To change a section name, click
on a field that resides in that section and click Rename to enter a new value
in the Input dialog. The change is reflected immediately.

Previewing Layouts

Click Preview to view the layout. This opens a small window that shows the
fields as they will appear.

Remember that:

e 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.

e Any rows with no custom fields are ignored. They do not show up as a
blank line.

¢ Any non-displayed custom fields do not affect the layout. The layout
engine considers them the same as blank fields.

Adding Fields to Existing Projects

Custom fields can be imported into an existing Project at any time without
simultaneously importing the Project Template they come from. This allows
you to capture whatever information is needed without having to deal with a
superfluous set of Projects or Tasks. Custom fields appear in the Project or Task
Information window on their own tab.

For information on adding custom fields to existing Projects, see “Importing
Custom Fields from a Project Template” on page 51.

210 Using Project Templates



Managing Your Projects (Project Management)

Configuring Tasks in a Project Template

Tasks and Notifications in a Project Template can be configured the same way
as they are in the Project Plan Panel. See “Editing Task Information” on
page 89 for details.

Project Templates do not contain References, Action Items, or Notes, and
@j some fields are not updateable.

Configuring Settings for a Project Template

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

e Project Fields

e Exception Rules
e Indicators

e Scheduling

e Security

e Project Teams

¢ Financial Management
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& Settings for Project Template x|
Project Team | Financial Management | Resource Management Time Management
Project Fields | Exception Rules | Indicators | Scheduling | Security
This tabs configures the Project fislds that can be displaysd in the "Plan' tah of the Projsct window, and also the Projsct and Task detsll pages and
My Task portiet in the standard Mercury IT Governance interface. Changing the field configuration here does nat change the display in the other
tabss of th Project Window
Planning Fielc rActivity Fie
Workbench Workbench
Enahled orly Fields Erablet! Oy Fislds

r - Department ~ | % Complete

r N e r [ Actual Duration

r r Lt Upiete D | = Actusl Effort

r I Actugl Finish Date
r I Priority
r [ Actusl Start Date
r - ProjectTask #
r r r I Confidence
Resorce Grou
" r =l Estimated Finish Date:

= r Seheduled Effort | - Estimated Remaining Duration

r r s GiETERy r I Estimated Remaining Effort

[ I Plarined Letor s s Retudl Labor

I I Flanned hor-Labor I I Actual Non-Labor

= = Planned Tatal = = Aoty Totsl

sy _|_cancel
Ready

See “Setting Up a Master Project” on page 28 for detailed instructions on
configuring the Project Template settings.

If a Master Project is created from a Project Template, that Master Project
6: will have all of the Template’s settings.

However, if a Project Template is used to create a Subproject inside a Master
Project, then that Template’s settings will be overridden by the current
Master Project’s settings.

Setting Ownership for a Project Template

Different groups of users can have exclusive control over the Project
Templates used by their group. These groups are referred to as Ownership
Groups. Members of the ownership group are the only users who can edit,
delete or copy the Project Template. Each Project Template can be assigned
multiple ownership groups.

Ownership groups are defined in the Security Group window in the Workbench.

To set the Ownership for a Project Template:

1. Click the Project Management screen group.
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2. Click the Project Templates icon.

The Project Template Workbench opens.

Qi Project Template : Untitledz =lolx|

Template Name: | Enahled: & Yes Mo

Template Owner: | & Department j
Description: |

Settings Edit Master Project Settings
Custam Fields Edit Custom Fields for Projects created from this Template
Ownership Edit Ownership settings for this Project Template
Wsed By ‘iew Projects that use this Project Template

Nae Task Category | Sched Duration |  Sched Effort | Predecessor
(days) thours)

Seq

1

k| | ol
[ ¥[e[=P| Ecit Delete | dpan] =
lﬁﬂl 0Ok Save Cancel

|Ready

3. Click the Ownership button.

The Ownership window opens.

e ability to edit this Project Templats to
& Al users with the Edit Project Templales Access Grant

" Only groups listed below that have the Edt Project Templates Access Grant

Security Group Descrigtion

Add Remoye
Appl Cancel

Reacdy

4. Select the Only groups listed below that have the Edit Project Templates Access
Grant option.

5. Click Add.

The Add Security Groups window opens.
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v abilty to edit this Project Tempiats to
" Allusers with the Edit Project Templates Access Grant

(% Only groups listed below that have the Edt Project Templates Access Grant

Security Group Descrigtion

& Add Security Group

Security Group

Reacdy |Ready

6. Select a Security Group from the Security Group auto-complete list.

The name of the Security Group you selected is displayed in the Security
Group field.

7. Click OK to close the Add Security Group window.

x

ive shilty to edit this Project Template to:

© all users with the Edit Project Templetes Access Grant
15 Oy groups listed bslow that ave the Edt Project Templates Access Grant

Security Group | Description |
ITG Administratar |medes ITG Administrator access grants
ITG Project Manager |medes access to Projects, Project Templ..

Aad Remuove:
Apply Cancel

Ready

8. Click OK. The Security Groups are added to the Ownership Group and the
Ownership window closes.

Now only members of the Security Group(s) specified in the Ownership
window can edit, delete or copy this Project Template.
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If no Ownership groups are associated with the entity, the entity is
@e— considered global and any user with the Edit Access Grant for the entity can
edit, copy or delete it.

Application administrators have the Ownership Override Access Grant and
can access configuration entities even if the application administrator is not a
member of one of the Ownership Groups and does not have the Edit Access
Grant.

If a Security Group is disabled or loses the Edit Access Grant, that group will
no longer be included in the ownership group.

Creating a Project Template from an Existing Project

Project Managers can create a new Project Template from an existing Project.
Project Managers who want to convert their Microsoft Projects into Project
Management Templates can first import their Microsoft Project into a Mercury
ITG Project and then convert it into a template. See “Integrating Project
Management with Microsoft Project” on page 257 for detailed instructions on
converting a Microsoft Project into a Mercury ITG Project.

To create a Project Template from an existing Project:
1. Click the Project Management screen group.
2. Click the Project icon.

The Project Workbench opens.

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

4. Select Project > Convert Project to Template from the menu.

The Convert Project to Template window opens.
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In order to successfully convert a Project to a Template, you must be the only
user editing the Project. If other users are editing the Project, a message will
appear stating that the “Project is being edited by another user” and the
conversion stops.

x

Project Matne: Fellowstip v8 Rollout

Template Mame: | IESENCR =00 vd Rollouf

Template Oumer: [sanmise (21

Descrigtion: |

[ Project Setup
¥ Custom Fislds
[V hatifications

[¥ Resource Groups

Reacdy

5. Enter a new Template Name, Template Owner and Description for the new
Project Template.

6. Select whether to include Project Setup, Custom Fields, Notifications and
Resource Groups by checking the associated box.

See “Project to Template Conversion Details” on page 217 for a list of
items copied from the Project to the Template.

7. Click Convert.

When the conversion is complete, a message window opens.

X
Wyould you like to edit Project Template
@ Template of Fellowship v4 Rollout?
Ves Mo

8. Click Yes to edit the new Project Template.

In the Project to Template conversion, not all Project details are copied to the
new Template. The Project actuals information is discarded during the

conversion, such as the actual duration, efforts, start date and end date of the
Project and Tasks. The resource, Task notes and all References in the Project
are also discarded because the Project Template cannot represent these data.
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Project to Template Conversion Details

Table 8-1 describes the items that are copied or created in the 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 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 [continued]

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

® Effort/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 [continued]

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

cannot represent this data.

(‘ Task Notes and all References are dropped, since the Project Template
Note
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Creating a Master Project from a Project Template

If a company has a business process that is used repeatedly, it will be easier to
create and manage if it has its own Template containing preconfigured settings.

To create a new Master Project from a Project Template:
1. Click the Project Management screen group.
2. Click the Project icon.

The Project Workbench opens.

3. Click New Project.

ﬂ
Master Project Mame:
Project Manager: .John Smith [&f)
Project Template:
Cancel

|Ready

4. Enter a Master Project name in the Master Project Name field.

5. Select the desired template from the Project Template auto-complete list.
6. Click OK.

A new Master Project is created, including the Project Plan, all of the fields
to be collected, Indicators, Exception Rules, Custom Fields, Notifications,
Financial Management and scheduling parameters defined in the Project
Template.

Creating a Subproject from a Template

Project Templates can be used to add Subprojects to a Master Project, adding
Tasks in a predefined order and hierarchy. The new Subprojects added will
include Notifications, custom fields, and default values for Scheduled Effort
and Duration.

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

1. Open the Project window for the Project that you would like to change.
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2.

@i Project : OraApps Releasel 1i Upgrade Project =2 x|

Select Project Created from Template from the drop down list.

Plan | | | | : Gantt Chart ﬂ S g Disglay Optians,
soq | 1 Mame: State February 2004 [arch 2004
25 25 o7 25 J23 Jo1 Joz
O |5 Oraspps Releasel i Uporade Project | Active - -+ |
[m] =-Oracle Apps : Releass 1i Active
[ ] £ Phese | Project Startup Active =]
[ ] +1Project Tearm Managemer Sctive

#Phase | Projsct Taam hial Completed

+-Project Plan Completed -
# Phase || Project Plan Com|Campleted m‘uﬁm

2z [0 #-1T Infrastructure Track | Active

27 #Phase | 1T Infrastructure [Pending Predec... |
28 E-Phase | Business Operations| Active

29 Functioral Track Active

4 i {Pending Predec...
42 ok ve

Detnand Planning Col Active

48 Ordder Mot Convers| Active

53 MFG Conversion AngActive

58 #Phase | C ions TraPending Predec...|

59 #- ntertaces Track Active

91 #Fhase |l Interfaces TrackPending Predec... |

g2 [ O #-Reparts Track Active

99 #Phase It Reports Track C|Pending Predec... |

100 | I #-IT Infrastructure Track | Active

118 -#Phase I 1T Infrastructure|Pending Predec

120 | OO #-Phaze II. Prototype, GAP Anal Active

257 | O £-Phage . Dr and SlActive

a2z | O #-Phaze V. Integration and PerfqActive

s74 | O #-Phase vI. Simulations Active ] ||

634 | O £-Phage Vil Cut Over Active

645 A Phase VI Cit Over Comolete [Pending Predec.,. | T | hd
» 4 *

4 &|4|=| Eat Delete | goai| =ai Refresh Schedule Project
F'rw:wie-:t[reate-:lFrm‘u‘uTEl‘u‘mlateﬂ Add oK Save Cancel

|Ready

3.

Click Add.

The Add Project Template window opens.

|

Project Template: | E!

Add Cancel

\Ready

4.

6.

Select a Project Template from the auto-complete list and click OK.

The selected Template is added to the Project Plan as a collapsed
Subproject. If the Subproject is not in the place you want it to be, you can
move it with the arrows in the Project Plan Panel (See “Setting Up Project
Hierarchy” on page 55 for more details).

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

The Task Information window for that Task opens.

Edit the information.
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7. Click OK to save the information and close the Task Information window, or
click Save to save the changes without closing the window.

222 Using Project Templates



Managing Your Projects (Project Management)

Chapter

Creating and Using Project Budgets

This chapter explains how to create, modify, and compare Budgets for use with
Projects in Project Management.

The following topics are covered:
® Defining a Budget
® Modifying Project Budgets

e Comparing Budgets

Defining a Budget

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

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

Budgets have many key aspects that can be configured:

e A Budget can be associated with a Project or Organization Unit.
e A Budget has lines that can be modified individually.

e Users who can access the Budget can be specified.

e Budgets have states associated with them (New, Proposed, Under Review,
etc.).
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( Budget amounts are always entered in terms of whole thousands.
Note

The following sections discuss creating and configuring Budgets:
® C(Creating a Budget
® Associating a Budget with a Project

e (Configuring Access to a Budget

Creating a Budget

To create a new Budget:
1. Log onto Project Management.
2. From the menu bar, select Create > Budget.

The Create a New Budget page opens.

¢ Create New Budget

Budget Information
*Budget Name:
“Start Period:  [March 2004 El
“Finish Period: [May 2004 =)
Continue Cancel

3. Enter the Budget Name, Start Period, and Finish Period.
4. Click Continue.

The Create a New Budget: Enter Details page opens.
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- & Create New Budget: Enter Details
Configure Access

Budget Information | oo W et |

Status: New - Active: Cves @ no

*Name: arwen Project Budget

Created On: February 24, 2004 Created By: John Smith

Description: |

This Budget is for: This Budget rolls up to:

[ =l | [view]| [ = | | iew]

Start Period: March 2004 Finish Period: May 2004 Change Periods

Planned Budget Actual Budget
CapEx Total: $0 CapEx Total: $0
OpEx Total: $0 OpEx Total: $0
Total Planned Budget:  $0 Total Actual Budget:  $0
Budget Status: New Show: @ Plan Only " Plan and Actuals
Enter Lines In: & Months  ( Quarters Apply
Add Budget Lines: | Add Q1 2004 Q2 2004

Tome  Commmy | (EReise Tome Jan | Feb | Mar | Apr | May | Jun

Please use the Add button to add lines to this

Budgst.
Remove Lines
CapEx Month Total i i i
OpEx Monith Total i i i
Month Total (] ] ]
CapEx Quarter Total i i
OpEx Quarter Total i i
Quarter Total (] ]

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

Notes to be added on save:

Copyright @ 2004 Mercury

<Iﬂ

5. (optional) Enter any desired information in the Budget Information section.
6. To add lines to the Budget, scroll down to the Budget Breakdown section.
a. Click Add.

The Add Lines to Budget page opens.
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¢ Add Lines to Budget: Arwen Project Budget

Enter Line Information
Name: Arwen Project Budget Status: New
“Type: |Lahor - *Category: |[Employes =) Expense Type: (ol
Add Another
Add Cancel

b. Specify a Type and Category for the Budget line.

c. Click Add.
d. Repeat as necessary.

You can add more than one line to the Budget at a time without
returning to the Create a New Budget: Enter Details page by clicking Add
Another once you have filled in the values for one line.

7. The Create a New Budget: Enter Details page reloads with the Budget lines
added.

8. Enter amounts for each Budget line and period and click Save.

9. (optional) If you want to track actual amounts for your Budget alongside
the planned amounts, click the Planned and Actuals option in the Show line
and click Refresh. The Create a New Budget: Enter Details page will reload
with Act fields allowing you to fill in actual values next to the planned
amounts in the Budget’s columns.

Budget Status: New Show: @ Plan Only ¢ Flan and Actuals

Enter Lines In: (% Months (" Quarters

Add Budget Lines: | Add Q1 2004 Q2 2004
Type Category  Expense Type Jan | Feb | Mar | Apr | May | Jun
[ Labor Employee Operating H [ zo|[ zo|[ a0
" Mon-Labor  Hardware  Capital £ 7\ 4 1
™ Mon-Labor  Software Capital £ [ | 4 1
CapEx Month Total 19 z H
OpEx Month Total 20 20 20
Month Total 39 22 22
CapEx Quartsr Total 13 4
OpEx Quarter Total 20 40
Quarter Total 39 44
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Associating a Budget with a Project
A Budget can be associated with a Project from two places:
® Linking a Budget from the Modify Budget Page

® Linking a Budget from the Project Information Window

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

1. Navigate to the Budget you want to link.
2. Click Modify Budget.

The Modify Budget page opens.

< Create New Budget: Enter Details

Configure Access
| | Create cancel
Status: New - Active: Cves ® Mo
*Name: Arwen Project Budget
Created On:  February 24, 2004 Created By: John Smith
Description: |
This Budget is for: This Budget rolls up to:
Project =1 [ ] [Froject Flan Budget =] [Data Projects E] Wiew

Organization Unit
Program

z004 Finish Period: May 2004 Change Periods

Actual Budget

CapEx Tatal: $23,000 CapEx Tatal: $0
OpEx Total: $60,000 OpEx Total: $0
Total Planned Budget:  $83,000 Total Actual Budget:  $0

3. In the Budget Information section, specify Project.

4. Click Save.

Linking a Budget from the Project Information Window

To link a Budget from the Project Information window:
1. In the Workbench, open the Project to link.
2. Double-click the Master Project line.

The Project Information window opens.

3. Click the Cost tab.
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x
ijectName:|Oneng
Project Manager: |Frodo Bagains [ Project State. IAmlve LI

Details CDST' Pradecessors | |5 Action ltems | () Notes | Eacelines | (5 Refarences | User Data |

"Prcuecl Budget

Buduet: [[ Yigw,

Apply Cancel

Ready

4. Choose the desired Budget from the Budget auto-complete list.

Configuring Access to a Budget

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

e (Configuring Existing User Access

Granting Access to a User

To grant a user access to a Budget:
1. Create a new Budget or open an existing one.
2. Click Configure Access at the top of the page.

The Configure Access for Budget page opens.

¢ Configure Access for Budget: Arwen Project Budget

Configure Access

The following users have access to view the Budget for Mercury IT Governance Center, 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

[ samwise  Iohn Smith I =4 ~ ~
Check All

Give Access to User: A
[ save || cancel |
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3. Select a user from the Give Access to Username auto-complete list.
4. Click Add.

The user is added to the View Access list.
5. 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 229.
Configuring Existing User Access
User access to a Budget can be further configured once the user has been added

to the View Access list. The available options are listed in Table 9-1.

Table 9-1. 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 a new Budget or open an existing one.
2. Click Configure Access at the top of the page.

The Configure Access for Budget page opens.
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¢ Configure Access for Budget: Arwen Project Budget

Configure Access

The following users have access to view the Budget for Mercury IT Gowernance Center. 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
[T samwise John Srnith 2 2 ¥ ¥

Check All

Give Access to User: &)
[ save || cancel |

3. Check or un-check the desired boxes in the Additional Editing Access section.

See Table 9-1 for descriptions of each category.

4. Click Save.

Modifying Project Budgets

Budgets can be accessed from the standard interface from at least two

locations:

e Selecting Search > Budgets from the menu bar, you can search for and

open existing Budgets to which you have access.

¢ Modify Budget

Search for Budget

Please use the search criteria below to find the Budget you wish to modify.

Budget Name: | | Budget Status: =

Created By: l— Bl Creation Date From: | @ Te: [ @
Active: [an =]

Start Period From: =) To: =)

End Period From: =l To: =l

Budget For: [5slect Type =

Budget Rolls Up To: [Select Type =l

Budget Total greaterthan [ | andlessthan [

Budget Actuals greaterthan | andlessthan [ |

Budget Quarter: =]

Budget Quarter Total greaterthan | | andlessthan |

Budget Actuals Quarter Total greaterthan [ andlessthan [

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

" Descending

Search
Figure 9-1 Modify Budget
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e Selecting Financial Management > Budgets > Modify Budgets opens a
search page that can be used to locate and open existing Budgets to which
you have access. You can also delete Budgets and create new Budgets
directly from this page.

¢ Modify Budget
Please use the search criteria below ta find the Budget you wish to medify.
Budget Name: | Budget Status: =
Created By: 2l Creation Date From: | | & 7Te: [ | &
Active: [a =]
Start Period From: = To: =
End Period From: [ ] To: [ ]
Budget For: [select Type =T
Budget Rolls Up To: [Select Type =T
Budget Total greaterthan | | andlessthan [
Budget Actuals greaterthan | | andlessthan [
Budget Quarter: [ ]
Budget Quarter Total greaterthan | | andlessthan [
Budget Actuals Quarter Total greaterthan | andlessthan [ |
“Sort By: [Budget Name =] & Ascending *Maximum Results Per Page: [50 |

¢ Descending

Search

Figure 9-2 Modify Budget

To modify an existing Budget:

1.

Open the Budget and click Modify Budget to open the Modify Budget page.
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- < Modify Budget: Gandalf_March_04

Yiew Budget | Modify Budget | Configure Access |
Status: Mew hd Active: Cves @ No
*Name: W
Created On: February 18, 2004 Created By: John Smith

Description: [Incorporate Gandalf software.
This Budget was initisted by Request #30194

This Budget is for: This Budget rolls up to:

[Propasal =] [candalf v1.2 Upgrade iE] view [ = ] | View

Start Period: March 2004 Finish Period: May 2004 Change Periods

Planned Budget Actual Budget
CapEx Total: $0 CapEx Total: $0
OpEx Total: $300,000 OpEx Total: $0
Total Planned Budget:  $300,000 Total Actual Budget:  $0
Budget Status: New Show: @ Plan Only " Plan and Actuals
Enter Lines In: & Months  ( Quarters Apply
Add Budget Lines: | Add Q1 2004 Q2 2004
Type  Category  Expense Type Jan | Feb | Mar | Apr | May | Jun
7 Labor  Employee  Operating = 100 100 100
Remove Lines
CapEx Month Tatal o 0 o
OpEx Month Total 100 100 100
Month Total 00| 100 100
CapEx Quarter Total o o
OpEx Quarter Total 100 z00
Quarter Total 100 200

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

Notes to be added on save:

Save Copy Cancel

Copyright @ 2004 Mercury

<I—

2. Make any necessary changes.

3. (optional) Click Configure Access to open the Configure Access for Budget
page and configure security options for the Budget.

4. C(Click Save.
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Comparing Budgets

The Budget to Budget Comparison Portlet allows you to make a number of
comparisons between Budgets, as well as compare a Budget’s planned values

to its actuals.

As with all Portlets, the Budget to Budget Comparison Portlet’s Edit page allows
you to choose parameters for the Portlet’s filtering and display of information.
These parameters are listed in Table 9-2.

Table 9-2. Budget to Budget Comparison Portlet parameters

Field

Description

Compare One or
More Budgets

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

To Actuals

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

To Active Child

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.

Covered by 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

by the selected Budget(s).

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
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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 224.

You can compare a single Budget’s planned and actual values, as shown in
Figure 9-3. This is accomplished by selecting a Budget from the Compare One
or More Budgets field and the To Actuals radio button on the Budget to Budget
Comparison Portlet’s Edit page.

Budget To Budget Comparison e 3%

Comparison of Allocation Budgsts: Gandalf_March_04 using Budgst Actuals.

T
Month of: 03/04 05/04

Allocation Budgets: [ Gandalf_March_04

Figure 9-3 Budget to Budget Comparison Portlet - Single Budget planned vs.
actual values

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

You might also find it useful to compare a set of Budgets’ planned and actual
values, as shown in Figure 9-4. This is accomplished by selecting multiple
Budgets from the Compare One or More Budgets field and the To Actuals radio
button on the Budget to Budget Comparison Portlet’s Edit page.
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Budget To Budget Comparison (7] (X

Comparison of Allocation Budgets: Jake Smith Misc Budget,Jans Smith Misc Budget,John Smith Misc Budgst usi...

$in
Thousands

Month of: 03/04 04/04 05704

Allocation Budgets: [ 1ake Smith Misc Budget [ Jane Smith Misc Budget John Smith Misc Budget

Figure 9-4 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 9-5. This is accomplished by selecting a
Budget or Budgets from the Compare One or More Budgets field and the To
Another Set of Budgets radio button and multi-select auto-complete list on the
Budget to Budget Comparison Portlet’s Edit page.

Budget To Budget Comparison (7] [ X

Comparison of Allocation Budgets: Scoping Budget,Marksting Integration Budgst,Frodo Smith Misc Budget usin...

in
Thousands

a3

Month of: 03/04 04704 05/04

Allacation Budgets: [ Scoping Budger [ Marketing Inteqration Budget Frodo Smith Misc Budget
Allocated Budgets: [ IT Special Ops Budger

Figure 9-5 Budget to Budget Comparison Portlet - Comparing related Budgets
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What we have here is a Portlet comparing the Budget for an entire IT
Organization Unit with three Project Budgets owned by its members. We can

see that during almost every month, the combined Budgets for these Projects
exceeds the Organization Unit’s, in some cases by a wide margin.
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Chapter

1

Project Costs

This chapter explains how to use Project Management’s Financial
Management capabilities to track Project costs. Additional Project- and cost-
related visualizations are accessible from the standard interface.

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

e (Configuring Cost in the Project Settings Window
e FEntering Actual Cost Data

® Analyzing Costs in Project Management

Configuring Cost in the Project Settings Window

Selecting Settings from the Project menu at the top of the Workbench opens
the Project Settings window.
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Figure 10-1 Project Fields Tab of the Project Settings window

The Project Settings window contains tabs controlling various aspects of a
Master Project. Two tabs in particular focus on Financial Management:

needed.

Project.

For more detailed information on configuring Financial Management from the

Project Settings window, see:

Security Tab

Financial Management Tab

The Financial Management tab in the Project Settings window determines

Financial Management Tab

whether or not cost data is tracked for a Project.

& Settings for Fellowship ¥9 Rollout x|
MSP Synchronization | Financial Managerment | Resource Management | Time Management | Baselines
Project Fields Exception Rules | Indicators | Scheduling | Security | Project Team
This tabs conigures the Project fislds that can b displayed In ths "Flan® tab of the Project window, and also the Project and Task detall pages and
My Task portiet in the standard Mercury IT Governance interface. Changing the field configuration here does not change the display inthe other
tabss of th Project Window
Planning Fielc rActivity Field
Workbench Wiorkbench
Enahled orly Figlds Eriablecl Only Fislds

r - Departmert = r % Complete

r N s r d Actual Durstian

r r Lot Uprdete Dete r o Actual Effort

r I Actual Finish Date:
r I Priotity
r [ Actusl Start Date
r - Project/Task #
r r r I Confidence
Resource Grou
? r I Estirated Finish Date

r r S EETER r Il Estimated Remairing Duration

r r s @y r [ Estimated Remaining Effort

[ [ Flarired Labir | | Lctusl Labor

- - Planred Mar-Lakar [N [N i el s

[ =l Flarmied Totsl [ [ Actus Total

Apply Cancel
\Ready

The Financial Management tab lets you configure how cost data is
calculated on the Project/Task level, and what level of manual entry is

The Security tab lets you control which users can see cost data for the
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Security Tab

{& settings for Fellowship v Rollout x|
Froject Fields | Exception Rules | Indicatars | Scheduling | Security | Project Team

MSP Synchronization Financial Management Resource Management Time Management | Baselines

Enazhling Financial Management will allow you ta view financial information and Earned Yalue Analysis for this Project.
Dizahling Financial Management will block configuration of other Project Financial Settings. Budget will still he available

v Enable Financial Management for this Project

All Planned Labor Costs and Actual Labaor Costs will be
& putomatically calculated for tasks and rolled up to projects.

" Manually entered for Tasks but autamatically rolled up to Projects

" Manually entered for Tasks and Projects. These values will not autoratically roll up.

Apply Cancel

|Ready

Figure 10-2 Financial Management Tab of the Project Settings window

Selecting the Enable Financial Management for this Project check box turns on
Financial Management. You must then choose from the following options for
the tracking of cost data:

e Automatically calculated for tasks and rolled up to projects
Planned and Actual Labor Costs for Tasks will be automatically calculated
and rolled up to Projects. These values are not calculated until a Resource
is assigned to a Task. For definitions of Planned and Actual Labor Costs
and how Project Management calculates them, see “Financial
Management” on page 17.

¢ 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.

The Security tab in the Project Settings window determines the users allowed to
view cost data for a Project.
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€& Settings for Fellowship ¥9 Rollout x|
MSF Synchronization | Financial Managerment | Resource Management | Time Management | Baselines
Project Fields | Exception Rules | Indicators | Scheduling Security | Project Team

This Project and its Tasks can he viewed by:
& Allusers

¢ Participant Restricted - Only users assigned as Project Managers, Resources, or in an assigned Resource Group

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

" Project Manager for this Master Project anly
" Praject Manager for Master Project Fellowship v Rollout and all of its subproject
¢ Participants for only the Tasks and Projects far which they are Paricipants

" Praject Team only.

Apply Cancel

|Ready

Figure 10-3 Security Tab of the Project Settings window

You can choose from the following options:

All users (default)
® Project Managers for this Master Project only

® Project Managers for this Master Project <Project Name> and all of its
Subprojects

® Participants for the Tasks and Projects for which they are Participants

® Project Team only

Entering Actual Cost Data

Actual Labor Cost data can be automatically calculated by Project
Management 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 a bug-
@ fixing Project.

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

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

Actual Non-Labor Costs, which represent miscellaneous costs incurred 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. This is 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

e FEntering Actual Labor Costs

Actual Labor Cost Settings

Depending on the Financial Management tab setting in the Project Settings
window, Actual Labor Costs can be entered manually for Projects or Tasks.

e Automatically calculated for tasks and rolled up to projects
Actual Labor Costs for Tasks are calculated by Project Management and
rolled up to parent Projects. Actual Labor Cost values for Tasks and
Projects cannot be updated.

¢ Manually entered for Tasks but automatically rolled up to Projects
Actual Labor Costs are entered manually by the user, and the values are
rolled up to parent Projects. Project Actual Labor Costs cannot be updated,
since they are rolled up from subordinate Tasks.
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¢ 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.

Project Settings window’s Financial Management tab to verify the Financial

Before attempting to enter Actual Labor Cost values for a Project, check the
Management settings.

Entering Actual Labor Costs

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

e FEntering Cost Data in the Project or Task Information Window

Entering Cost Data in the Project Window - Cost Tab

Actual Labor Cost data can be entered in the Cost tab of the Project window.

Financial Management must be turned on from the Project Settings window’s
@: Financial 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 Workbench.
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ETE]
Plan | | | | N Gantt Chart ﬂ S g Display Optians
cen | 1 Mame State S| |[February 2004
B Jos [ 10 11 [1z J13 [14
1_| O [BOraspps Release1i Upgrade Projsct | Active
2 |0 =-Oracle Apps : Releass 1i Active
3 |l [=1-Phase || Project Startup Active
2 |H +]- Project Team Managemer] Active ~
13 #Phase || Project Team MalCampleted [§ 2oi0s
14 #-Froject Plan Completed
2 #Phase | Projsct Plan Com|Completed
23 | #-1T Infrastructure Track | Active ~
27 # Phase | 1T Infrastructurs [Pending Predec_.. LT‘M 0/04
28 BB hace ve =
29 #- Functional Track Active
41 #Phase Il Functional TracHPending Predec...|
42 f- G ions Track | Active
58 #Phase | C ions TraPending Predec...|
59 #- ntertaces Track Active
91 #Fhase |l Interfaces TrackPending Predec...|
o2 | O #-Reparts Track Active
99 #Phase I Reports Track C|Pending Predec...|
o0 | I #-1T Infrastructure Track | Active &
119 #Phase Il T Infrastructure|Pending Predec...|
1z0 [ O #-Phass Il Prototyps, GAP AnalActive
257 | O 1 Phase v: D and 5{Active
E #-Phase V. Intearation and Pert]Active
s7a | O #-Phase Vi Simulations Active
634 | O #-Phase Vil Cut Over Active
6545 #Phase VI Cut Over Complete [Pending Predec...|
sa6 | OO +- Phase VIl Post nplemertatio] Active
4| | | BT | »

2. Verify in the Project Settings window’s Financial Management tab that you
can enter Actual Labor Cost values for Tasks or Projects.

The All Planned Labor Costs and Actual Labor Costs will be radio button should
be set to one of the last two options, depending on what level of control is
desired.

Upon verifying, click OK. The Project Settings window closes, returning
you to the Project window.

3. Click the Cost tab.

4. Enter the Actual Labor Cost values in the appropriate Task or Project lines
as described in the Table 10-1 on page 243.

5. Save the changes.

Click Save to save changes to the Project and continue editing it. Click OK
to save changes to the Project and close the Project window. Click Cancel to
close the Project without saving any changes.

Table 10-1. Project Information window - Cost tab fields and controls

Field Description

Project Cost Health | Indicates cost health based on Cost Summary Condition
settings.
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Table 10-1. Project Information window - Cost tab fields and controls

Field

Description

Baseline Labor

Labor cost for the Task or Project in the latest Baseline of
the Project.

Baseline Non-Labor

Non-Labor cost for the Task or Project in the latest Baseline
of the Project.

Baseline Total

Total cost planned for the Task or Project in the latest
Baseline of the Project.

Planned Labor

Dollar cost planned to be spent on the amount of scheduled
effort involved to complete the Task or Project.

Planned Non-Labor

Dollar cost planned to be spent on miscellaneous costs
required to complete the Task or Project.

Planned Total

Total dollar cost planned to be spent on the Task or Project.

Actual Labor

Dollar cost of the effort performed on a Task or Project
during a given time period.

Actual Non-Labor

Dollar cost of the miscellaneous costs acquired in
completing a Task or Project.

Actual Total Total dollar cost incurred in completing a Task or Project
during a given time period.
Budget Name of the Project Budget.

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 Workbench.
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M. Project : OraApps Releasel1i Upgrade Project —| =] x|
| | | | 4 carttchart 4| S| &4 pisplay options
f Hame Stete Sc | |[February 2004
Seq | 1
[oa [os 10 1 (B [13 [1a
1_| O |2 craspps Releaset1i Upgrads Project | Sctive
2 | 0O [ Cracle Apps : Release 110 Active
s |l =) Phase & Project Startup Active
¢ |W Project Team cive =
13 ~#Phass | Project Team hMa{Completed L% 2foins
14 Project Plan Completed
L2 | ~# Phase | Project Plan Cor| Completed
2z [0 IT Infrastructurs Track | Active ~
27 ~# Phace | IT Infrastructurs [Pencing Predec.. ¢ 2110004
25 2 =
29 Functional Track Active
i} - # Phase It Functional TrackPending Predec..
42 Conversions Track | Active
58 - #Phase It Conversions TraPending Predec..
59 Intertaces Track Active
9 - #Phase It Interfaces TrackPending Predec..
g2 [ O Reports Track Active
99 ~#Phass Il Reports Track ¢Pending Predec..
100 | I IT Infrastructurs Track | Active &
119 “# Phase I IT Infrastructurs|Peneling Predec..
120 | O [#]Phass ll: Prototype, GAP AnalActive
25z | O Phase Iv: Development and 5| Active
422 | O hase V: Intecration and Perf| Active
574 L] haze Wi Simulation: Active
g3 | O hase Vit Cut Over Active
845 - # Phase VI Cut Over Complete [Pending Predec..
g45 | OT Phass Vil Post clive
i | |k | ’
s for Fellowship ¥9 Rollout x|
MSF Synchronization | Financial Managerment | Resource Management | Time Management | Baselines
Project Fields Exception Rules | Indicators | Scheduling | Security | Project Team
This tab configures the Project fislds that can b displayed In ths "Flan® tab of the Project window, and also the Project and Task detall pages and
My Task portlet inthe standard Mercury IT Governance interface. Changing the field configuration here does not change the display inthe other
tabs of the Project Window.
Planning Field: rActivity Field
Wiorkbench Wiorkbench
Enabled Only Filds Enabled only Figlds
r N Departmert I r % Complete
r i Bz r [ Actual Duration
r r e r [ Actual Effort
r [ Actual Finish Date:
r [ Priartty
r [ Actual Start Date
| I ProjectTask #
r r r I Confidence
Resource Grauy
? r [ Estimated Finish Date
Scheduled Effort
L Ju/ cheduled EHol r il Estimated Remaining Duration
r I s @y r [ Estimated Remaining Effort
[ [ Flarired Labir | | Lctusl Labor
[ [ Planmed Kon-Lakor [ | Actual Mon-Lebar
[ I Flarmied Totsl [ I Actus Total
Apply Cancel
Reacdy

3. In the Project Fields tab, enable the desired fields (Actual Labor, Actual Non-
Labor, Planned Labor, Planned Non-Labor).

4. Verify in the Financial Management tab that you can enter Actual Labor
Cost values for Tasks or Projects.
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The All Planned Labor Costs and Actual Labor Costs will be radio button should
be set to one of the last two options, depending on what level of control is
desired.

Upon verifying, click OK. The Project Settings window closes, returning
you to the Project window.

Click the Plan tab.
Enter the Actual Labor Cost values in the appropriate Task or Project lines.
Save the changes.

Click Save to save changes to the Project and continue editing it. Click OK
to save changes to the Project and close the Project window. Click Cancel to
close the Project without saving any changes.

Entering Cost Data in the Project or Task Information Window

To

enter Actual Labor Cost data in the Cost tab of the Project or Task

Information window:

1.

Open the desired Project in the Workbench.

_isix
Flan | | | | : Gantt chart. X | 4| S| pisplay optians

Mame State S

February 2004
Jos [ 10 11 [1z J13 [14

El-Oradpps Release1i Uparade Project |Active

E-Oracle Apps : Release 110 Active

El-Phase || Project Startup Active

HEOO -~

+-Project Team Managemer] Active ~

#Phase || Project Team MalCampleted L% Joioa

+-Project Plan Completed

#Phase | Projsct Plan Com|Completed

T Infrastructure Track | Active ~
LT‘M 0/04

#Phase || 1T Infrastructurs [Pending Predec...

e

#Phase I Functional TrackPending Predec...

+- O i Track Active

#Phase | C t5Pending Predec. ..

i

+- Interfaces Track Active

#Phase I Intertaces TrackiPending Predec. .

#-Reports Track Active

#Phase |I_Reports Track C|Pending Predec...

100

19

| (O

T Infrastructure Track | Active (=
#Phase I IT Infrastructure|Pending Predec...

120

+-Phase [ Prototype, GAP Anal Active

257

+-Phase |v: D and S)Active

422

+-Phase V' Irtegration and Perf]Active

574

+-Phase VI Simulations Active

B34

+-Phase Vi Cut Over Active

B45

#Phase Vil Cut Over Complets |Pending Predec. .

B46

O |ojojoiolc
|

+-Phase Vil Post Implementatiod Active

K| | | BT | ¥

Verify in the Project Settings window’s Financial Management tab that you
can enter Actual Labor Cost values for Tasks or Projects.
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The All Planned Labor Costs and Actual Labor Costs will be radio button should
be set to one of the last two options, depending on what level of control is
desired.

Upon verifying, click OK. The Project Settings window closes, returning
you to the Project window.

3. Double-click the Project or Task you want to update.
The Project or Task Information window opens.

4. Click the Cost tab.

£ Task Information: Assemble Final Project Team x|
Task Narme: | SEEEI T ERFTENEEN ST
Task State: |[Completed hd

Task Category. I LI
151 Action tems | 151 Motes: | 151 Notifications | Baselines | |=! References | User Data
Details |

Resources Cost Exceptions Predecessors

Task CostHealth:

| Detail Cost Information

Enter in detailed cost information for Task: Assemble Final Project Team

Baseline

Planned

Actual

Labar

$0.00

$0.00

Man-Lahor

§0.00

§0.00

ARy Cancel

Ready

5. Enter the Actual Labor Cost values in the appropriate Task or Project lines.
6. Save changes to the Project or Task.

Click Apply to save changes to the Project or Task and continue editing it.
Click OK to save changes to the Project or Task and close the Project or
Task Information window.

7. Save changes to the Project.

Click Save to save changes to the Project and continue editing it. Click OK
to save changes to the Project and close the Project window. Click Cancel to
close the Project without saving any changes.
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Analyzing Costs in Project Management

Project Management provides convenient and powerful tools for visualizing
your Project Cost data. Using specialized Project Management pages and
Portlets, you can:

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

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

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

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

o Planned Value
o Earned Value
o Actual Costs
o Budget

o Budget Actuals

For more information on analyzing Project Costs in Project Management, see
“Analyzing Project Costs” on page 154.
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Chapter

11

Project Management Reports

Mercury Project Management features a pre-defined set of HTML-based
Reports that are accessed through a Web browser. The Reports provided with
Project Management allow users to view the current detailed status of their
deployment data at any point in time.

This chapter describes the procedures used to submit and view Reports using
both the standard interface and the Workbench.

This chapter covers the following topics:
®  “Reports Overview” on page 249

® “Processing Reports” on page 252

Reports Overview

The standard Reports that ship with Mercury Project Management and a brief
description are listed in the following table. These Reports can be accessed
through both the Workbench and the HTML interface.

The following table lists all standard Report Types that have a product scope
@: of Project Management or All Products.
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Table 11-1. Standard Project Management Reports

Report

Description

Portlet Detail Report

Returns the definitions of selected Portlets, including
columns, filter fields, access security, ‘used by,” and the
Portlets’ full SQL query.

Project Schedule
Change Report

Compares the current Project schedule to that of a
baseline, or baselines to each other.

Project Critical Path
Report

Lists the Tasks that make up a Project’s critical path.

Notification History
Report

Lists Notifications that have been sent or are pending.

Portlet Detail Report

Returns the definitions of selected Portlets, including
columns, filter fields, access security, ‘used by,” and the
Portlets’ full SQL query.

Project Custom Detail
Report

Lists only the specified columns from the header fields and
custom field parameters in HTML table format.

Project Detail Report

Provides the details of each Project.

Project Detail (Filter
by Custom Fields)
Report

This report is similar to the Project Detail Report. The only
difference is the report can filter by custom fields.

Project Exception
Detail Report

Lists all the task details for the tasks that have triggered
Exceptions and need attention by a Project Manager.

Project Resource
Report

Lists all the resources working on a project and the tasks
that the resources are working on.

Project Status Detail
Report

A summary of Project statuses of selected Projects and
Tasks.

Project Task
Assignment Report

Shows which users or groups have been assigned to the
Tasks for a given Project.

Project Summary
Report

Provides a summary of all the Projects that meet criteria
entered in the header fields.

Project Template
Detail Report

Lists the parameters and parameter details for every
Project Template.

Report Type Detail
Report

Lists the parameters and parameter details for each
Report Type as well as the commands used to run the
Report.

Resource Availability
Report

Provides a high level view of the availability of Resources
in Project Management.
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Table 11-1. Standard Project Management Reports [continued]

Report

Description

Report Type Detail
Report

The parameters and parameter details for each Report
Type, as well as the exact commands used to run the
report.

Run Field Security
Denormalization

Runs Field Level Security related denormalization tasks
for particular entities.

Run ITG Organization
Unit Interface

Imports data from the organization unit interface tables or
an LDAP server.

Run ITG Package
Interface Report

Validates and loads Package data from the Package open
interface tables into the standard Mercury Change
Management data model.

Run ITG User
Interface Report

Imports data from the user interface tables or an LDAP
server.

Run License Usage
report

View current License usages.

Run Workflow
Transaction Interface
Report

Validates and runs Workflow transactions based on data
in the Workflow open interface tables. Used to kick-off
process steps from outside the end-user screens

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.

Special Command
Detail Report

This report lists details for a special command or a range
of special commands.

Synchronize Meta
Layer Report

Assesses or synchronizes the Meta Layer.

User Data Detail
Report

Reports on the definition of each custom field.

User Detail Report

Lists the users defined in your Mercury ITG system as well
as the Security Groups attached to each user.

Validation Report

A System Administration report on the various custom
Validations that your application administrator has entered
into the system or which come standard with the Mercury
ITG Center.

Workflow Detail
Report

Use this report to view the complete definition of a specific
Workflow or a set of Workflows.

Workflow Statistics
Report

Uses a given date range and a Workflow (or a range of
Workflows) to provide statistical information regarding the
usage of the Workflow.
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about specific entities. Report Types that end with ‘Program’ perform some

All Report Types that end with ‘Report’ are textual reports that list details
activity and then report on their results.

Processing Reports

Mercury Project Management reports can be run either from the Workbench or
the standard (HTML) interface. Similarly, previously run reports can be
viewed from either interface. The following sections provide instructions for
processing and viewing reports:

®  Submitting a Report from the Workbench
®  Submitting a Report from the HTML Interface

e Viewing Previously Submitted Reports

Submitting a Report from the Workbench
To submit a report from the Workbench:
1. Click Project Mgmt.
2. Click the Reports icon.
3. The Report Submission Workbench opens.
4. Click New Report.
The New Report Submission window opens.
5. Select the type of report to submit from the Report Type auto-complete list.

After selecting the Report Type, report-specific parameters appear in the
Parameters tab of the New Report Submission window.

You might not have access to all Report Types. If you need access to a
@e— Report Type, but do not see it listed, contact your application administrator

for permission.
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10.

11.

Fill in all the required parameters (as indicated by the red field label) and
any optional parameters for the report.

Set up the schedule for running the report:

a. Click the Scheduling tab and specify when the report is to be run. If no
scheduling information is entered, the report runs immediately.

b. Enter the frequency with which the report should be re-run.

Set up the Notification:

a. Click the Notifications tab.

b. Click New.

c. Select any users who should be informed of the report results.

d. Click OK to close the Add Notification for Report Submission window.
Click Submit to run the report.

Click View Report to view the results in your Web browser.

If the report fails, click View Log to view the technical details of the report
execution.

Submitting a Report from the HTML Interface

Mercury Project Management reports can be run from the standard (HTML)
interface.

To run a report from the standard interface:

1.

2.

Logon to Mercury Project Management.
From the menu bar, select Reports > Project Reports.

The Available Reports page opens.
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& Available Reports

Compare Custom Database Setup Compare custom aspects of two datsbases [sither SQL Server or Oracle). With this
report it is possible to compare actual dats as well a5 object definitions.

Compare Oracle Environments Compare the data model (tables, indexes...) and database objects (packages, views,
trigers...) of two Qracle schemas. Reports either all objects or differences only.

Notification History Report View Notifications that have been sent or are psnding

OraApps Ready Task List Tasks in the Ready State in Oracle Applications-focussd project

OraApps Unassigned Ready Tasks Unassigned Tasks in the Resady State in Oracle Applications-focussd project
PeopleSoft Yersion Control - Break Lock Break Lock set by PeopleSoft Version Control

PeopleSoft Yersion Control - Check In Check a fils into PeopleSoft Version Control

PeopleSoft Yersion Control - Check Out Check a fils out of PeopleSoft Yersion Control

Project Critical Path View the tasks on a project’s critical path.

Project Custom Detail Repart View selected details of one or more projscts with project template. Displays a table with 5
colurnn for each selected project field and custam field.

Project Detail Report Wiew 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 mare projects, which can be filtered by 3
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 Repart 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 resaurce load and availability.

Project Schedule Change Compare current schedule to a Baseline or compare Baselines

Project Status Detail Report Audit the status of all parameters and parameter details for items in ane or more projects.
Allows a project manager to drill into the detailed status of projects requiring their attention.

Project Summary Report Visw a brisf summary of all projects meeting the reporting criteria. Presents a tabls format for
quick browsing.

3. Choose the report to be submitted from the list of Report Types by clicking
on its name.

The report’s creation page opens.

Project Custom Detail Report

Project - Project -
“Template: | =l Fields: [ E
Project - Custom -
Name: [ =l Fields: [ [}
Project
Project #: | Manager: | 2l
Sched
Start Date Sched Start
From: [ = Date To: [
Sched
Finish Sched
Date Finish Date
From: [ = Ta: [
Project - -
States: | E Department: | E
created -
By: [ 2 order By: | [}
Show
Master
Projects
Only: @ ves Mo

show Report
Parameters: @ vss O No

Restore Default
Submit Cancel

This example of a Report page shows the required and optional fields for
the Project Custom Details Report. Each Report Type has its own set of
required and optional fields. The Report creation page always displays a
different set of fields depending on which Report Type is selected.

4. Enter information in the Report creation page’s required fields.
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5. (Optional) Enter information in the Report creation page’s optional fields.
6. Click Submit.

The Report Submitted page opens. The report’s output is displayed in a
separate page.

Viewing Previously Submitted Reports

You can view previously submitted reports. This section discusses the
following topics:

e Viewing Reports from the Workbench
e Viewing Reports from the HTML Interface

your application administrator to get permission for reports that are restricted
by Security Groups. You might also not have access to any reports that are
restricted to Creator only.

(— You might not have permission to view all reports. If that is the case, contact
Note

Viewing Reports from the Workbench

To view previously submitted reports:
1. Enter search criteria in the Query tab of the Reports Workbench.
2. Click Search.

All matching report submissions are listed in the Results tab.
3. Click Open to view the criteria used for the report.

4. Click View Report to view the report output.

However, it is possible to select a particular report submission on the Results
tab of the Report Submissions Workbench and click Copy. This makes an
exact duplicate of the report submission. The duplicate report submission can
be modified and submitted.

(‘ It is not possible to modify the values used for a previous report submission.
Note
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Viewing Reports from the HTML Interface

To view a previously submitted report from the standard (HTML)
interface:

1. Logon to Mercury Project Management.
2. Select Search > Reports.
The Report Search page opens.

< Report Search

Search Information Search cancel
Report #: I

Requested By: [ A

Report Type: [ =l

Submission Date From: To: =
Clear Fields
Result Display Options

*Maximum Results Per Page: |50

Search Cancel

3. In the Search Information section, enter search criteria in the appropriate

fields.

4. Under Result Display Options, enter the maximum number of results to be
displayed.

5. Click Search.

The Report Search Results page opens. The page displays summary
information about any reports that match your search criteria.

6. Click the Report Number under the Report # column to see the output
details of any report.
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]fhajter

Integrating Project Management
with Microsoft Project

This chapter explains how to integrate Project Management with Microsoft
Project. The Project Management - Microsoft Project interface allows Project
Managers to import project information from Microsoft Project to a new
Mercury ITG project. Project information can also be exported from Project
Management to Microsoft Project, creating a new project in Microsoft Project.
Projects that have been imported or exported can be synchronized. Any
information that is shared between projects in both applications is updated
during synchronization.

The Project Management - 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.

The following topics are covered:

e Synchronization Modes

® Project Management Strategies

® Requirements for the Project Management - Microsoft Project Interface
e Exporting to Microsoft Project from Project Management

e [mporting from Microsoft Project

e Synchronizing Microsoft Project and Project Management

e Synchronization of Resources

e [mpact of Microsoft Project Rules on Fields

e Conditional Editing Allowed In Project Management
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e  Summary of Synchronization Behavior
e [ntegration with Other Mercury ITG Products
® Available Reports

e Troubleshooting

Synchronization Modes

By importing, exporting and synchronizing information between Project
Management and Microsoft Project, you have the advantage of using the “best
of both possible worlds.” Depending on your project management strategy,
you can use one application to perform all planning and tracking activities, and
then use the other for publishing project information to managers, participants
and stakeholders. See “Project Management Strategies” on page 259 for more
information about different project management strategies.

The Project Manager can select from three synchronization modes for
importing/exporting information between Project Management and Microsoft
Project. Each mode offers a different strategy for communication between the
two applications and has its own set of advantages. The three modes are:

® Project Management controlled
® Microsoft Project controlled

® Project Management controls actuals

Project Management controlled

The Project Manager initially creates a project in Project Management to
perform planning and tracking activities. These activities include defining the
project, scheduling tasks and tracking actuals. The first time the project is
synchronized, Project Management creates a new project file on the Project
Manager's desktop computer. For each subsequent synchronization, all of the
information in the Microsoft Project project that is also contained in the
Mercury ITG project is replaced with the current information in Project
Management. Other information in the Microsoft Project project (custom
fields, resource cost rates, etc.) is not altered.

After exporting, the Project Manager can distribute the Microsoft Project file
or use it to run reports for managers and other people in the organization.
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Microsoft Project controlled

The Project Manager creates a project in Microsoft Project to perform project
planning and tracking activities and then synchronizes it in the Workbench.
The synchronized Mercury ITG Project automatically rolls up into the
Mercury ITG Dashboard. Also, participants can create references from tasks in
the synchronized project to other Mercury ITG information (Requests and
Packages). These references can provide information back to the Project
Manager, or can automatically inform external participants of project events
they are monitoring.

For all subsequent synchronizations, information in Project Management is
updated with current information from Microsoft Project.

Project Management controls actuals

The Project Manager plans and schedules the project in Microsoft Project
while using Project Management to track actuals. Participants in the project
directly report actuals data using the Task Update Portlet in the standard
interface. Each subsequent synchronization updates the Microsoft Project file
with actuals data from Project Management. The Mercury ITG Project is
updated with changes to the project structure or schedule in Microsoft Project.

See “Synchronizing Microsoft Project and Project Management” on page 275
for more information about synchronization.

Project Management Strategies

The following scenarios demonstrate how Project Managers can use different
project management strategies offered by the Project Management - Microsoft
Project interface.

e Converting a Microsoft Project File to a Mercury ITG Project - Overview
® Publishing a Mercury ITG Project through Microsoft Project
® Publishing a Microsoft Project File through Project Management

e Using Project Management to Track Actuals in Microsoft Project
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Converting a Microsoft Project File to a Mercury ITG Project -

Overview

Publishing a

A Project Manager who has previously used Microsoft Project but is adopting
Project Management can use the interface to convert a Microsoft Project
project to a Mercury ITG Project. Conversion is a one-time action, but the
Project Manager might want to keep the Microsoft Project project and the
Mercury ITG Project synchronized after conversion.

To convert a Microsoft Project file to a Mercury I'TG Project:
1. Save the Microsoft Project project to a local file on your computer.
2. Open the Workbench and start an import from the Project window.

3. Follow the instructions from the Import Wizard. (See “Importing from
Microsoft Project” on page 269 for detailed instructions.)

a. Browse for the Microsoft Project project file.

b. Enter additional information about the new Project in the Wizard as
you go through the steps of the Import.

When the Import Wizard completes the procedure, the Project Manager can
see the new project in Project Management and can decide whether or not to
save the project. The Microsoft Project project has been updated with
hyperlinks to the related pages in the standard interface. The Project Manager
can decide whether to save these changes also. Both projects will have unsaved
changes.

Initially, the Project Manager might want to keep the project under the control
of Microsoft Project, and periodically synchronize the Mercury ITG Project
with Microsoft Project information. (See “Publishing a Microsoft Project File
through Project Management” on page 261 for more information about
synchronizing projects.) This allows the Project Manager to see how the
project is presented in Project Management. Later, when the Project Manager
is more comfortable with Project Management, the Project Manager can
change to the Project Management controlled mode, and can decide to stop
synchronizing the project with Microsoft Project entirely.

Mercury ITG Project through Microsoft Project

A Project Manager who uses Project Management to manage projects can use
the Project Management - Microsoft Project interface to publish the projects.
Publishing can simply mean distributing the Microsoft Project project file to
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Publishing a

external audiences (such as a PMO group). Publishing could also mean
synchronizing the Microsoft Project project file with Project Management, and
then running Microsoft Project reports for distribution. The projects can be
published on a regular basis (weekly or quarterly) or at defined milestones
(such as design completion).

To publish a Mercury ITG project through Microsoft Project:
1. Open the project to be exported in Workbench.

2. Export the project into a new Microsoft Project project file. (See
“Exporting to Microsoft Project from Project Management” on page 265
for detailed instructions.)

Since a project created in Project Management defaults to the
synchronization settings for Project Management controlled mode, the
Project Manager will probably not need to change any project settings.

3. A new Microsoft Project project is created and opens.

You can then save the project and run reports as usual.

After the first export, you will synchronize the Mercury ITG project with the
Microsoft Project project. This will effectively overwrite shared information,
but will not affect additional information in the Microsoft Project project that
is added manually after the export has occurred (such as a baseline).

If you want to export a new project each time, the Project Manager can
simply rename the Microsoft Project file on the computer before clicking the
Synch button, which causes Project Management to export into a new file.

Microsoft Project File through Project Management

A Project Manager who uses Microsoft Project to manage projects can publish
those Projects using Project Management. Publishing means loading the
project data into the Project Management repository, which has the following
benefits:

e The Project Status appears in the Mercury ITG Dashboard. Project
Management calculates exceptions and stoplight status (red/yellow/green)
based on the project settings on the Mercury ITG project.
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e Project participants and external audiences can see the project in various
interfaces such as the My Tasks Portlet and the search screens. Although
these participants cannot use Project Management to update Project Status,
this is an effective way to increase visibility of project information through
the standard interface.

e Project Management users can create references from other Mercury ITG
entities (such as Requests and Packages) to tasks in the synchronized
project. These references could be used to monitor the state of a particular
task, and block progress on a Request or Package until the predecessor task
is complete.

The Project Manager is likely to publish the project to Project Management on
a regular basis. The Project Manager's actions are identical to the scenario
described in Publishing a Mercury ITG Project through Microsoft Project,
except that synchronization is left in Microsoft Project controlled mode for all
shared project data.

Using Project Management to Track Actuals in Microsoft Project

A Project Manager who uses Microsoft Project to plan and manage projects
can use Project Management to collect actuals from participants. In addition to
the benefits described in Publishing a Microsoft Project File through Project
Management, this integration shifts some of the effort of collecting and
entering actuals information from the Project Manager to the participants. The
Project Manager will need to periodically synchronize the projects, either to
publish a re-planned project to Project Management or to collect new actuals
updates into Microsoft Project.

To use Project Management to track actuals from Microsoft Project:
1. Import the Microsoft Project project into Project Management.

2. During the import, select the ‘Project Management controls actuals’
synchronization mode.

Initially, the Mercury ITG project is identical to the Microsoft Project
project. After the import, participants or the Project Manager can enter
actuals information into Project Management.

3. The Project Manager synchronizes the two projects, and the Microsoft
Project file is updated with the new actuals in Project Management.
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This causes some changes to schedule dates in the Microsoft Project
project. For example, an actual start date entered into Project Management
will overwrite a scheduled start date in Microsoft Project.

The Mercury ITG 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
can mean shifting assignments, changing schedule dates (using the Microsoft
Project resource leveling feature), or other changes. The Project Manager
saves the changed Microsoft Project project and synchronizes it with Project
Management a second time to publish these schedule changes to participants.

Requirements for the Project Management - Microsoft
Project Interface

The Project Manager configures the interface behavior and performs
synchronizations from the Workbench. The Project Management - Microsoft
Project interface is transparent from the Microsoft Project side, with the
exception of task hyperlinks added to Project Management Web pages. To
perform import, export and synchronization procedures, the following
requirements must be met:

® Microsoft Project Requirements
® Access Grants

® Required Software

Microsoft Project Requirements

The Microsoft Project requirements for the interface are:
e Microsoft Project must be installed on the desktop PC.

e The saved project file must either be on the local PC, or on a mapped
network drive.
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Access Grants

The Project Manager needs a Mercury ITG Power license and the appropriate
Access Grants. The Project Management - Microsoft Project interface relies on
two Project Management Access Grants: Edit Projects and Project Manager.

The Edit Projects Access Grant allows a user to edit planning data for a
Mercury ITG project, but only if that user is identified as one of the Project
Managers. (Each Mercury ITG project has a distinct list of one or more Project
Managers.)

The Project Manager Access Grant is a skeleton-key grant that allows the user
to edit planning data for all Mercury ITG projects. Both grants allow the user
to create new projects.

In order to use the Project Management - Microsoft Project interface, a user
needs to have either:

e The Edit Projects Access Grant and be a Project Manager for the specific
project.

Or

e The Project Manager Access Grant.

The Security model for the Project Management - Microsoft Project interface
is as follows:

® |f the user is allowed to edit the planning data for the Project Management
master project, then that user can export or synchronize the project. Any user
who can create a Mercury ITG project in the Project Management application
can also create a Mercury ITG project by importing an Microsoft Project
project.

® The Project Manager Access Grant is an easy way to give global permissions
to the Program Management Office (PMO) staff.

Required Software

In order for the Workbench to communicate with the Microsoft Project
installation on the Project Manager’s desktop computer, an additional file must
be installed.
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Exporting

A Windows Dynamic Link Library (.DLL) file must be installed on the Project
Manager’s desktop computer. This .DLL file needs to reside somewhere in the
PATH of the Windows operating system.

e [If your browser is Internet Explorer, the process of installing the .DLL file
is automatic.

e If your browser is Netscape, you will be prompted to manually download
and install the .DLL file. The first time you try to use the Microsoft Project
Integration feature, a dialog box opens that contains a link to the file. Click
the link and follow the download/install procedure. You can download the
file from the Mercury ITG Web server to an appropriate location such as
CAWINDOWS, CAWINNT, or the SYSTEM or SYSTEM32 directories.
Then restart your Netscape browser.

to Microsoft Project from Project

Management

The following procedure describes how to export a Mercury ITG project to
Microsoft Project. This creates a new project in Microsoft Project using the
exported project’s information.

Before exporting or synchronization, the Project Manager can select a
synchronization mode from the MSP Synchronization tab in the Settings
window or accept the default, Project Management controlled. See “Setting
Up Microsoft Project Integration” on page 48 for more information about
selecting a synchronization mode in the Settings window.

1. Click the Project Mgmt screen group.
2. Click the Projects icon.

The Project Workbench opens.

Integrating Project Management with Microsoft Project 265



Managing Your Projects (Project Management)

@i Project Workbench =}
g Query: |Mane hd
=) Praject Manager 28 Project # Summery Congition: El
a2
= Project Name: Department, El
E Project Template: Description

Include Finished Projects: © ¥es (% Mo Project State: Program:

Show only master projects? @ ves Mo
Dat Actusl Dt

Start Date From: To: Start Date From To
Finish Date From: To: Finish Date From To

Mewy Project | Import from MSP | Max Rows | 200 Save GIUErY | Clear | List I

Ready

3. Query for and open the project to be exported.

When the Project window opens, a menu option File > Export to Microsoft
Project is available if the project was not originally imported from
Microsoft Project or if it has never been exported to Microsoft Project. If
the project does not meet these criteria, then the option displays as Synch
with MSP.

4. Select the menu option File > Export to Microsoft Project.

The Export to Microsoft Project Wizard opens.

t& Export to Microsoft® Project

The exportwill create a new Microsoft Project file. Please select a file name and

Progress Indicator
lacation for this file:

Select Options

Select Destination File DiServer Maintenance.mpp QI
Confirm Options
Perfarm Export
Export
Verify Process
Finish

= Back | Mext = I Export Maow: Cancel

The various steps of the Export process are shown in the Progress Indicator
column on the left side of the Wizard. The current step of the Export
process always displays in bold. Each step has its own interface that
displays within the Export to Microsoft Project wizard. After each step is
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completed, a check mark appears by the name of the step. At this point, you
should be at the Select Destination File step of the process.

You can click Next after completing each step of the Wizard or click Export
Now.

e C(Click Next to go to the next interface for selecting options for the
Export.

e C(lick Export Now at any step to bypass the remaining steps and begin
exporting the Mercury ITG project file. The Wizard uses the system
default settings the first time you export a project. For each subsequent
Export, the Wizard uses the settings from the last time you exported a
Mercury ITG project.

Select a drive/directory as a destination for the new Microsoft Project file.

Either enter a new file name or select an existing file name for the
Microsoft Project file to be created during the export.

The path and name of the new Microsoft Project file appears in the File
Chooser field.

Click Next.

The Confirm Options interface displays in the Export to Microsoft Project
Wizard. It displays the following information:

e The path and name of the Microsoft Project file to be created during the
Export.

e The properties selected by the user on the MSP Synchronization tab of
the Project Settings window.

If the options presented on this interface are not correct, click the Back
button, go to the appropriate step in the Export process and change the
options. (Or close the Wizard to access the Microsoft Synchronization
Project Settings. These are located on the MSP Synchronization tab of the
Project Settings window.)

If the options presented on this interface are correct, click Export Now.

The Microsoft Project file is created from the Mercury ITG project and
displays as an icon on the Windows taskbar. The Finish interface displays in
the Export from Microsoft Project Wizard. This interface informs you whether
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or not the export was successful and if there are warnings in the
Synchronization Report.

8. To see the Synchronization Report, click Show Synchronization Report.

The report displays in a separate browser window, as shown in the example
below.

Mercury Project Managemente
Microsoft® Project Synchronization Report

Synchronization Settings

Run Date: Thu Mar 04 16:54:43 PST 2004

Project Name: Software Release

Last Update Date: 2004-03-04 16:49:13.0

Project Manager: John Smith

Microsoft Project File Location: D4

Microsoft Project File Name: Software Release mpp

Synchronization contral mode: Mercury Project Management controlled
Resource |dentification: Mercury username

Synchronization Summary

Result: Success

Links: Messages | Unsuccessful Resource Matches | Successful Resource Matches | Trace Log

Messages

Message Source Message Type Description

Unsuccessful Resource Matches

Successful Resource Matches

See “Available Reports” on page 290 for more information about the
Synchronization Report.

9. (Optional) Go to the Messages section of the report to see any warnings
created during the Export process.

10. Click Finish to close the Export from Microsoft Project window.

Project window has been closed, select View > Latest Synchronization Report

To see the most recent Synchronization Report after the Export from Microsoft
from the Project menu.
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11. Verify the project data in both Project Management and Microsoft Project
and either save or abandon the projects.

An example of a Microsoft Project file created by exporting a Mercury ITG
project is shown below.

1 & Microsoft Project
| Bl Edit View Insert Formak Tools Project Window Help
DS2H SRy i d @
@ B & = 5huw.|Ana|

“j Software Release.mpp
0 |TaskName

Mo Group

EECA
-V:‘-.&_|

All Tasks

» 8 -

@
i
T}
il | <72
il | Y

£
~
=
L

1= E3
March 2004

Duration | April 2004 | May 2004 -
1417 [10[1al16[19]22[25]28[a1] 3 [6 [9 [12]15[18]21[24 [27[30[3 [6 [ \12\15|13|2:|
jemith

Gather requirements
Functional Desians
Techical Desiuns
Code

First Round of testing
Customer Valication
Second round of testing
Early adopters

Enter Production

4 days
S days
7 days
33 days
4 days
B days
Fdays
O days

ool =

u\‘b|w

@

~

1550515 B (515 5 5 5

g

i ‘

5 days
S days
2days

1 day

=

cammunications

Release

Announce

Importing from Microsoft Project

The following procedure describes how to import a Microsoft Project file into
Project Management. This creates a new project in Project Management using
the imported project’s information.

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

1. Click the Project Mgmt screen group.
2. Click the Projects icon.

The Project Workbench opens.

@i Project Workbench =}
g Query: |Mone hd
=) Project Manager 28 Project # Summery Congition: El
% Project Mame: Department, El
_i Project Template: El Description
Include Finished Projects: © ¥es (% ho  Project State Progran:
Show only master projects? @ ves Mo
Dat Actusl Dt
Start Date From To: Start Date From To
Fiish Date From To: Finish Date From To
New Projsct | Import from MSP | MoxRows [200 | Sove cuery | Clezr | List I
Ready

3. Click Import From MSP.

The Import from Microsoft Project Wizard opens.

£ Import from Microsoft® Project

Progress Indicator Flease select the Microsoft Project file you would like to import:

Select Options

X

[C\Documents 2

Select Source File
Enter Project Details
Select Control Mode
Werify Resources
Confirm Options
Perform [mport
Import
Verify Process
Finish

= Back | eyt = I

Irnpart Now

ol

Cancel

The various steps of the Import process are shown in the Progress Indicator
column on the left side of the Wizard. The current step of the Import
process always displays in bold. Each step has its own interface that
displays within the Import from Microsoft Project Wizard. After each step is
completed, a check mark appears by the name of the step. At this point, you
should be at the Select Source File step of the process.

You can click Next after completing each step of the Wizard or click Import

Now.
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10.

e C(Click Next to go to the next interface for selecting options for the
Import.

e C(Click Import Now at any step to bypass the remaining steps and begin
importing the Microsoft Project file. The Wizard uses the default
settings the first time you import a project. For each subsequent Import,
the Wizard uses the settings from the last time you imported a
Microsoft Project file.

Select the appropriate drive/directory and choose the Microsoft Project file
to be imported.

The path and name of the Microsoft Project file to be imported appears in
the File Chooser field.

Click Next.

The Enter Project Details interface displays in the Import from Microsoft Project
Wizard.

Enter a unique Project Name for the new Mercury ITG project in the Project
Name field.

Select a Project Manager (or Managers) for the new Mercury ITG project
from the Project Manager auto-complete list.

Click Next.

The Select Control Mode interface displays in the Import from Microsoft Project
Wizard.

Select the synchronization control mode for the new project by clicking the
appropriate radio button.

Clicking a control mode’s radio button displays a description of the control
mode in the Description information box. See “Synchronization Modes” on
page 258 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 Project Management users. The
unmatched resources shown in the Wizard and their assignments will not
be imported. To display the unmatched resources in a browser window,
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click Show Printable Version. An example of the Unsuccessful Resources
Match Report is shown below.

Mercury Project Management.
Unsuccessful Resource Matches Report

Synchronization Settings

Run Date: Thu Mar 04 17:05:18 PST 2004

Froject Manager: John Smith

MWicrosoft Project File Location: DA

MWicrosoft Project File Name: Software Release 5.mpp

Synchronization control mode: Mercury Project Management controls actuals
Resource ldentification: Mercury username

Unsuccessful Resource Matches

dpeterka
hfard
bcopernheim
gulrich
edlogic
hillywilliams
Jjames

11. Click Next.
The Confirm Options interface displays the following information:
e The path and name of the Microsoft Project file to be imported.

e The Project Name and Project Manager of the new Mercury ITG
project.

e The synchronization control mode selected by the user.
e  Whether or not unmatched resources were found.

12. If the options presented on this interface are not correct, click the Back
button, go to the appropriate step in the Import process and change the
options.

If the options presented on this interface are correct, click Import Now.

The Microsoft Project file opens and is imported into Project Management.
A new Mercury ITG project is created.
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The newly created Mercury I'TG project opens. An example of the Mercury
ITG project created by importing the Microsoft Project file
Software_Release.mpp is shown below. Notice that it has the unique name
Software_Release_1.

ETE]
Plan | | | | : Gantt Chart ﬂ S g Disglay Optians,
o | 1 | Name | Stale 5c| |[wer 2008
05 o7 14
1| OO0 [ Oraspps Released i Uparade Projsct | Sctive [
2 | O] B oracle Apps : Releass 111 [active [
z |0 Phass || Project Startup Active
28 Phase I Busin 3
29 - Functional Track Active
41 #Phase Il Functional TracHPending Predec...| 3(8/04
42 f- G ions Track | Active
58 #Fhase | i TrgPending Predec..| T_aln 5104
59 1 Interfaces Track Active
a1 #Phase Il Interfaces TracHPending Predec...| T_aln 504
o2 | O #-Reparts Track Active =
99 #Phase I Reports Track C|Pending Predec...|
100 | I #-IT Infrastructure Track | Active =_TI
119 #Fhase |l T Infrastructure Pending Predec... | 3/8/04
120 [ O £l Phase Il Prototype, GAP Anal Active
257 | O 1 Phase v: D and 5{Active
422 | O £l Phase V. Integration and PertlActive
sra | O £l Phase Vi Simulations Active
634 | O 1 Phase VI Cut Over Active
6545 #Phase VI Cut Over Complete [Pending Predec...|
sa6 | OO +- Phase VIl Post nplemertatio] Active
T — 3§l | »
4| |4|=|  Eat Delete | goai| =ai Refresh Schedule Project
Task 2 ﬂl QK Save Cancel
r'Refresh"Successful

13. To view the Synchronization Report, click Show Synchronization Report.

The report displays in a separate browser window. See “Available
Reports” on page 290 for more information about the Synchronization
Report.
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Mercury Project Management.
Microsoft® Project Synchronization Report

Synchronization Settings

Run Date: Thu Mar 04 17:07:01 PST 2004

Froject Name: Software Release 5

Last Update Date: Thu Mar 04 17:07:01 PST 2004

Froject Manager: John Smith

MWicrosoft Project File Location: DA

MWicrosoft Project File Name: Software Release 5.mpp

Synchronization control mode: Mercury Project Management controls actuals
Resource ldentification: Mercury username

Synchronization Summary

Result Success

Links: Messages | Unsuccessful Resource Matches | Successful Resource Matches | Trace Log

Messages

lWessage Source Iessage Type Description

Unsuccessful Resource Matches

dpeterka
hfard
bcopernheim
gulrich

14. Click Finish to close the Import from Microsoft Project window.

Project window has been closed, select View > Latest Synchronization Report

To see the most recent Synchronization Report after the Import from Microsoft
from the Project menu.

15. Verify the project data in both Project Management and Microsoft Project
and save the projects.
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During the import process, Project Management adds a hyperlink from each
Microsoft Project task to the related page in the standard interface (such as a
Task Detail, Subproject Summary or Project Summary page). This hyperlink is
placed in the standard fields for task hyperlinks, and can overwrite existing
hyperlinks.

Existing hyperlinks can be moved to a Microsoft Project custom field of the
type “Text.”

Synchronizing Microsoft Project and Project
Management

The following procedure describes how to synchronize projects in Project
Management and Microsoft. Any information that is shared between them is
updated during the synchronization.

Before exporting or synchronization, the Project Manager can select a
synchronization mode from the MSP Synchronization tab in the Settings
window or accept the default, Project Management controlled. See “Setting
Up Microsoft Project Integration” on page 48 for more information about
selecting a synchronization mode in the Settings window.

To synchronize projects in Project Management and Microsoft Project:

Click the Project Mgmt screen group.

2. Click the Projects icon.

The Project Workbench opens.

Integrating Project Management with Microsoft Project 275



Managing Your Projects (Project Management)

@i Project Workbench =}
g Query: |Mane hd
=) Praject Manager 28 Project # Summery Congition: El
a2
= Project Name: Department, El
E Project Template: Description

Include Finished Projects: © ¥es (% Mo Project State: Program:

Show only master projects? @ ves Mo
Dat Actusl Dt

Start Date From: To: Start Date From To
Finish Date From: To: Finish Date From To

Mewy Project | Import from MSP | Max Rows | 200 Save GIUErY | Clear | List I

Ready

3. Query for and open the project to be exported.

When the Project window opens, a menu option File > Export to Microsoft
Project is available if the project was not originally imported from
Microsoft Project or if it has never been exported to Microsoft Project. If
the project does not meet these criteria, then the option displays as Synch
with MSP.

4. Select Synch with MSP.

The Synchronize with Microsoft Project Wizard opens.

t& Synchronize with Microsoft® Project

- Flease confirm the options you have selected:
Progress Indicator P g
Select Options Synchronize with Microsoft Project file:
DaSoftware Release 5.mpp

Confirm Options

Perform Synchronization The following properties are selected on the MSP Synchronization tah of the
Froject Settings dialog:

Synchronize Synchronization contral mode: Mercury Project Management contrals

. actuals
Verify Process

Finish

= Eack [ et 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 has its own
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interface that displays within the Synchronize with Microsoft Project Wizard.
After each step is completed, a check mark appears by the name of the step.

5. The Confirm Options interface displays the following information:

e The path and name of the Microsoft Project file that the current
Mercury ITG project will be synchronized with. This will be either a
file that was originally imported from Microsoft Project or a file that
was exported to Microsoft Project from the current Mercury ITG
project.

e The properties selected by the user on the MSP Synchronization tab of
the Project Settings window.

6. If the options presented on this interface are not correct, click the Cancel
button and change the properties in the Settings window.

If the options presented on this interface are correct, click Synch Now.
The Mercury ITG project is synchronized with the Microsoft Project file.
7. To see the Synchronization Report, click Show Synchronization Report.

See “Available Reports” on page 290 for more information about the
Synchronization Report.

8. Click Finish to close the Synchronize with Microsoft Project window.

Microsoft Project window has been closed, select View > Latest

To see the most recent Synchronization Report after the Synchronize with
Synchronization Report from the Project menu.

9. Verify the project data in both Project Management and Microsoft Project
and either save the projects or close them without saving.

Synchronization of Resources

In Project planning, the concept of “resources” can have multiple definitions.
A resource can be a team member, time on a mainframe computer, or
construction materials. A resource in Project Management is a Project
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Management user or group 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.
Project Management supports only human resources.

A project can also contain resources that have not been assigned. In Microsoft
Project, unassigned resources appear in some resource-centric project views
but have little functional significance. In Project Management, unassigned
resources are Project Management users listed in the Project Team who have
no task assignments. During synchronization, all assigned human resources are
synchronized. Unassigned human resources and unassigned material resources
are not synchronized.

Resource synchronization is based on either of two factors:

¢ A match between the Microsoft Project resource name and Project
Management username.

Or

¢ A match between the Microsoft Project resource name and the
concatenation of Project Management user’s first name and last name.

This match is not case-sensitive. In Microsoft Project, it is possible to have
two resources with the same name that vary only by which letters are
uppercase or lower case. The synchronization mapping logic first checks for a
match with the same upper/lower case. If no match with exact case is found,
the first case-insensitive match is used.

In Project Management, the synchronization does not guarantee that all
assigned resources are part of the Project Team. If the Project Team needs to
be maintained, then this must be done manually.

After synchronization, there will be a Microsoft Project resource matching
every Project Management resource. If a Project Management resource is
missing from the Microsoft Project file, a matching resource will be created.
Each Mercury ITG project has a configuration setting (in the MSP
Synchronization tab of the Settings window) specifying whether Microsoft
Project resources created during synchronization are labeled with the Project
Management username or the Project Management first/last name. The default
value is by Project Management username.

Because the two applications define resources differently, not every Microsoft
Resource will be defined in Project Management. After synchronization, there
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can be some Microsoft Project resources with no matching Project
Management resource, because new Project Management resources (which are
always users) are not automatically created. These unmatched Microsoft
Project resources are listed in the Microsoft Project Synchronization Report.
See “Available Reports” on page 290 for more information on reports.

When the Import Wizard detects unmatched resources, the Wizard displays a
list of these resources (in the Verify Resources step of the process) and offers
the option of opening a printable version of this list in a browser window. This
is in addition to listing the unmatched resources in the Microsoft Project
Synchronization Report. The Project Manager can cancel the import at this
point, create the missing users (or have the application 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 Project Management
because calculations that work in one application do not necessarily carry over
to the other application.

For example, reporting actuals in Microsoft Project is complicated due to its
task reconciliation rules. Entering values into several actuals fields triggers
automatic revisions of other planning and actuals fields. If you enter more than
two or three actuals values, later entries start revising earlier entries in the
Project.

Another difference is the method of defaulting logic between Project
Management and Microsoft Project. An example is the calculation of actual
start date. Microsoft Project assumes that the task starts on the scheduled start
date, unless the Project Manager specifically enters other data. This is because
actuals are usually entered after-the-fact by the Project Manager. Project
Management assumes that work starts when the participant changes the task
state from Ready to In Progress. Project Management assumes that actuals are
reported near real-time.

The most common Microsoft Project rules for planning and actuals fields are
listed below.

Planning Fields

e Start + Duration = Finish
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Effort = Duration * (sum of resources * units)

Actuals Fields

Start = Actual Start (if known)
Finish = Actual Finish (if known)
Duration = Actual Duration + Remaining Duration

% Complete = Actual Duration / Duration

Remaining Duration is zero when task is 100% Complete

Effort = Actual Effort + Remaining Effort

Solutions for Project Managers

In order to give consistent behavior during synchronization, Mercury ITG
Project Managers must:

Synchronize only those actuals fields (such as % Complete, Actual Start and
Actual Finish) that are enabled. See Enabling/Disabling Fields for more
information about enabling fields.

Synchronize these fields according to their defined priority order. See
Priority Order for more information about the field priority order.

The Project Management - Microsoft Project interface ignores Project
Management default values that are not enabled.

Enabling/Disabling Fields

To enable or disable actuals fields:

1.

In the Project Workbench, search for and open the project to be exported,
imported or synchronized.

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

The Settings window opens.
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& Settings for DraApps Rel x|

MSF Synchronization | Financial Managerment | Resource Management | Tirme Management | Baselines
Project Fields | Exception Rules | Indicators | Scheduling | Security | Project Team
This tab configures the Project fields that can b displayed In ths "Flan® tab of the Project window, and also the Project and Task detall pages and
My Task portlet inthe standard Mercury IT Governance interface. Changing the field configuration here does not change the display inthe other
tabss o the Project Window
pPlanning Field: rActivity Field
Wiorkbench Wiorkbench
Enabled only Figlds Eraablecl Only Filds
r [u Departmert = r % Complete
r | ossiEn r ] Actual Durstian
r r Lot Uprdele Dete r o Actual Etfort
r I Actual Finish Date:
r I Priotity
r [ Actusl Start Date
r [u Project/Task #
r r r I Confidence
Resource Group
r I Estirated Finish Date
Scheduled Effort
r Iz cheduled EHo) r I Estimated Remairing Duration
r Jui e & iy I [ Estimated Remaining Effort
[ [ Flariried L | | Lctusl Labor
[u [u Planred Mari-Lekar [N [N i il s
[ I Flarmied Tots! [ [ Actus Totl

Apply Cancel

Ready

3. Click the Project Fields tab.
4. In the Activity Fields pane:

e Enable a field by selecting the appropriate check box in the Enabled
column.

e Disable a field by deselecting the appropriate check box in the Enabled
column.

5. Click OK.

Priority Order

The following list of actual fields is ordered from the highest priority to the
lowest priority for the purpose of synchronization.

e 9% Complete

e Actual Start

e Actual Finish

e Actual Duration
e Actual Effort

e Estimated Finish Date
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e Remaining Duration
e Remaining Effort

The priority order is the same for all projects. ‘% Complete’ is ranked highest
because it is used prominently in the Dashboards and reports of both
applications. Thereafter, fields that display actual measures take precedence
over estimates, and dates take precedence over durations. Fields with the
highest priorities should be enabled in a project more often than those fields
with lower priorities.

Setting Up Projects

When setting up Mercury ITG projects for synchronization, Project Managers
should:

e Enable as few 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 Mercury ITG Project
The following guidelines describe strategies for avoiding potential conflicts.

e Enable only two of the three Calendar actuals (Start, Finish and Duration) for
a Mercury ITG project.

e Enable only two of the three Calendar estimates (% Complete, Estimated
Finish and Remaining Duration) for a Mercury ITG project.

e [f Actual Duration is enabled, then enable either % Complete or Remaining
Duration.

e Do not enable all three duration actuals (% Complete, Duration and
Remaining Duration) for a Mercury ITG project.

See “Troubleshooting” on page 294 for more information about unsupported
fields and features in the Project Management - Microsoft Project interface.

Conditional Editing Allowed In Project Management

Depending on the synchronization mode that has been selected for a project,
the project structure and task information will be controlled by either Project
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Management or Microsoft Project. Depending on the synchronization control
mode selected for the project, some editing features in Project Management
will be disabled. Information controlled by Microsoft Project cannot be edited
in Project Management. The following sections describe allowed/restricted
types of conditional editing in Project Management for each of the three
synchronization modes.

e FEditing Project Management Controlled Projects
e FEditing Microsoft Project Controlled Projects
® Project Management Controls Actuals

Summaries of the conditional editing restrictions for each synchronization
mode are listed in “Conditional Editing Summary Table” on page 285.

Editing Project Management Controlled Projects

When Project Management controls the project, the user is allowed to edit all

information in Project Management. This includes changing the task structure,
adding or deleting new Subprojects and tasks, and editing task scheduling and
actual fields.

Editing Microsoft Project Controlled Projects

When Microsoft Project controls all the project planning and tracking
activities, the comparable editing functions in Project Management are
disabled. The data that is distinct to Project Management and not shared with
Microsoft Project can still be edited. This includes User Data, custom project
fields and task references.

Workbench Interface

In the Workbench, Subprojects and tasks can be edited in the Project Plan
panel in the Project Detail window, the Subproject Detail window, and the Task
Detail window (when it is opened in the Project window or the Task
Workbench). All the shared fields are disabled in these windows.

Any function that could change the project and task structure is disabled. This
includes the following components:

e Add Task button
e Delete button

e Indent/Outdent buttons
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® Move up/Move down buttons

Since scheduling can change dates and durations, the Schedule Project button
is disabled. The state of the Mercury ITG Project cannot be changed in this
synchronization mode; therefore the Change State is also disabled. The key
shortcuts for these buttons are disabled as well.

Standard Interface

In the standard Project Management interface, the My Tasks Portlet and the
Task Detail page will not allow users to enter task actuals. The My Tasks Portlets
and the Task Search page still return the current incomplete tasks assigned to 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 Project Management, whether
triggered by actions in the Workbench, the standard interface or any other
method.

Project Management Controls Actuals

The ‘Project Management controls actuals’ mode is more complex than the
other two modes when disabling fields. This mode allows users to change the
actual fields while keeping the planning fields unchanged.

In the Project Plan panel, Project Detail window, and Task Detail window, only
actual fields are editable. The planning fields are disabled. In the Project Detail
Window, planning fields in the Subproject/Task table are also not editable.

Similar to the Microsoft Project control mode, any function that could change
the project and task structure is disabled. This includes the following
components:

® Add Task button

e Delete button

® Indent/Outdent buttons

® Move up/Move down buttons

Some roll-up operations are disabled. Roll-up of actuals fields still occurs, but
schedule fields will not roll-up. The imported values from Microsoft Project
are retained.
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The functionality allowed in the Shared control mode is very similar to the
functionality allowed to a user who has been given only the Update Tasks
Access Grant.

Conditional Editing Summary Table

Table 12-1 summarizes the allowed or restricted conditional editing in Project
Management for each of the three synchronization modes.

Table 12-1. Conditional Editing Allowed in Project Management

Fields in Project Management Project MSP controlled | Project Management
Management controls actuals
controlled
Project Plan
Structure fields Yes No No
Planning fields Yes No No
Actual fields Yes No Yes

Subproject Detail Window

Structure fields Yes No No
Planning fields Yes No No
Actual fields Yes No Yes
Other non-shared fields Yes Yes Yes

Task Detail Window

Structure fields Yes No No
Planning fields Yes No No
Actual fields Yes No Yes
Other non-shared fields Yes Yes Yes

Project Window

Add/Delete Task button Yes No No
Indent/Outdent Task button Yes No No
Move up/Move down Task Yes No No
button

Schedule Project button Yes No No
Change State button Yes No No
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Table 12-1. Conditional Editing Allowed in Project Management [continued]

Fields in Project Management Project MSP controlled | Project Management
Management controls actuals
controlled

Roll-up
Schedule fields Yes No No
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 Mercury ITG project after a
successful export to Microsoft Project.

The task structure and task names for the project in Project Management and
the project in Microsoft Project will be identical. There will be a 1-to-1
relationship between tasks, and tasks will appear in the same sequence in both
projects. The exception to this rule is that the Microsoft Project project might
not have a Master Project row. The synchronization will not create a Master
Project row.

The resources assigned to each task will be identical. The predecessors and
constraints will be identical, for the types of predecessors and constraints
supported by Project Management.

If Project Management is collecting actual start and finish dates, then these
dates will be exported to Microsoft Project. Actual dates take precedence over
Project Management scheduled dates. Time information will also be
synchronized.

If Project Management is collecting “estimated actuals” then this information
will be exported to Microsoft Project. Estimated actuals fields deal with
estimated time to completion and estimated time of completion. Examples are
the % Complete, Estimated Finish Date and Remaining Effort fields. These
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estimates can cause Microsoft Project to revise the Task duration or schedule
dates.

Scheduled start and finish dates for tasks without actuals will be identical in
Project Management and Microsoft Project. Roll-up dates are automatically
calculated in Microsoft Project, and can not be identical to those in Project
Management. Time information will also be synchronized.

If Project Management is tracking task effort, then this will be exported to
Microsoft Project. Microsoft Project will infer resource assignment units based
on the task duration, effort and number of resources. Roll-up effort is
calculated by Microsoft Project, but will be identical.

Duration is calculated by Microsoft Project based both on the start and finish
dates and the resource calendars in Microsoft Project. Task durations and roll-
up durations will sometimes differ slightly between the two applications.

Integration with Other Mercury ITG Products

Tasks in Mercury ITG projects can include additional references to other
Mercury ITG entities (such as Requests and Packages) or points of
information, allowing easy access and visibility to data related to the current
Task. Summary information for references is viewed as part of the Task. (See
“Attaching References to Tasks” on page 100 for more information about
attaching references to Tasks.) The following sections describe using reference
types in Mercury ITG projects.

® Limitations on References
e Allowed Types of References During a Synchronization

® References Summary Table

Limitations on References

The Project Management - Microsoft Project interface supports most of the
task-related reference types. Any limitations to supporting those references are
described below.

® C(Creating New Tasks while Adding a Reference
e Task Updated by Request/Request Updates Task

® Task-Successor References
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Creating New Tasks while Adding a Reference

Normally, when a user adds a reference to a Mercury I'TG project, that user can
either attach the reference to an existing task, or the user might create a new
task. (The user must also have the right security permissions to do so.)
However, in the two synchronization modes where Microsoft Project controls
the task structure, this is not allowed. References to existing tasks can still be
created.

Task Updated by Request/Request Updates Task

A reference can be configured so that the % Complete of the Request updates
the % Complete of the referenced task. In the synchronization mode where
Microsoft Project controls the entire project, a reference of this type cannot be
created.

Task-Successor References

References can also be created where a Request is the predecessor of a task.
This can be either a finish-to-start predecessor or a finish-to-finish predecessor.
In the first case, the task could not start (or could not progress if already
started) until the request predecessor is completed. In the second case, this
means that the task could be 100% complete but cannot reach the “Completed”
state until the request predecessor is completed. Both types of references are
allowed, but are not visible in the synchronized Microsoft Project project.

Allowed Types of References During a Synchronization

The reference types that are allowed during a synchronization are described
below, along with their limitations:

® Microsoft Project control mode

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 a task that has a reference is marked as 100% complete but the request
predecessor is not complete, the potential problem will be flagged as a warning
in the Microsoft Project Synchronization Report.

Dependent references will not stop Project Management actuals from being
updated by synchronization.
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References cannot be created during synchronization.

Shared control mode
All types of references are allowed in this mode.

When a task is 100% complete in Project Management but is pending a finish-
finish predecessor, it will be synchronized out to Microsoft Project as only
99% complete. This ensures that any milestone successors of the task will not
incorrectly be shown as complete. This correction will be noted as an
informational message in the Microsoft Project Synchronization Report.

References cannot be created during synchronization.

References Summary Table

Table 12-2 lists the allowed references during synchronization for each control
mode.

Table 12-2. Allowed References During Synchronization

Type of Reference Project Project MSP controlled
Management Management
controlled controls actuals

Informational Yes Yes Yes
Task is the predecessor of a Yes Yes Yes
Request or Package
Task is the finish-to-start Yes Yes Yes, but not enforced in
successor of a Request or Microsoft Project.
Package Detected during

. - . ) synchronization.
Task is the finish-to-finish Yes Yes, but is
successor of a Request or sometimes
Package synchronized as

99% complete

Task Updated by Yes Yes No
Request/Request Updates Task
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Available Reports

Project Management features three reports that contain information about the
Project Management - Microsoft Project interface:

® Microsoft Project Synchronization Report
e Unsuccessful Resource Matches Report
® Project Detail Report

Only the Project Detail Report is available from the Project Management
Report Submission Workbench interface. The other two reports are created
automatically during an import, export or synchronization.

Microsoft Project Synchronization Report

The Microsoft Project Synchronization Report is created during an import,
export or synchronization. The report displays in a separate browser window
when requested by the user.

Mercury Project Managemente

Microsoft. Project Synclwomzation Report
Syncluonization Settings

Run Date: Wed Feb 25 12:31:26 PST 2004

Project Wame: Oralpps Release11i Upgrade Project

Last Update Date: 2004-01-27 10:23:23.0

Project Manager: John Stith

Wlicrosoft Project File Location: C\Documents and Settings\dellsweorth!
Microsoft Project File Name: Oralpps Beleasel1i Upgrade Project. mpp
Synchronization control mode: Mercury Project Management controlled

Resource Identification: Mercury username

Synclowonization Sunmary

Result: Falwre

Links: Messages | Unsuccessfil Besource Matches | Successful Resource IMatches | Trace Log

Figure 12-1 Microsoft Project Synchronization Report
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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.

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.
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Unsuccessful Resource Matches Report

The Unsuccessful Resource Matches Report is created during an import,
export or synchronization. It lists any resources that were not successfully
matched between the Project Management and Microsoft Project projects. The
report displays in a separate browser window when requested by the user.

Mercury Project Management.
Unsuccessful Resource Matches Report

Synchronization Settings

Run Date: Thu Mar 04 17:05:18 PST 2004

Froject Manager: John Smith

MWicrosoft Project File Location: DA

MWicrosoft Project File Name: Software Release 5.mpp

Synchronization control mode: Mercury Project Management controls actuals
Resource ldentification: Mercury username

Unsuccessful Resource Matches

dpeterka
hfard
bcopernheim
gulrich
edlogic
hillywilliams
Jjames

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.
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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.

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. You can specify
whether to include the following aspects of the Project:

e (Custom fields

e Status

e Notes

e Activities

e Packages

e Requests

e References

e Transaction History

The Show Project Settings radio button must be set to ‘Yes’ to display
synchronization-related information.

The Project Detail Report parameters are shown in Figure 12-3.
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Qi New Report Submission =lolx|
Parameters | scheduling | Notifications |
Status ESIReport Number.| Resuested By:[John Smith £y}
REERRPTER|F roject Detail Repor
Project Name: | Project Manager: | 3]
Project State: Summary Condtion
Project Template: Department
Project #
Sched Start Date From Sched Start Dats To
Sched Finish Date From Sched Firish Date To
Show Action tems: & Yes © Ho Show References: & ves © Ho
Show User Data: = Yes o Show Custom Fislds: & Yes o
Show Motes: 5 Ves Mo Show Project History: £ Ves & Mo
Shows Project Settings:  © Ves * o
Show Qrily Master Projects: (% Yes Mo
Wiz Report Wiz Log oK Subrit Cancel

Report type loaded.

Figure 12-3 Project Detail Report - Parameter Fields

Troubleshooting

Microsoft Project supports many features that are not duplicated in Project
Management. Some of these unsupported features relate to information that
Project Management does not track or support, such as cost calculation,
baseline tracking and earned-value calculations. When a Microsoft Project
project is imported into Project Management, this information is not
represented.

Information of these types is not affected by the interface. Importing the
Microsoft Project project into Project Management does not remove this data
from Microsoft Project. Exporting from Project Management does not create
or default this data.

Other Microsoft Project features deal with the scheduling and tracking
information that is synchronized between the two applications. In these cases,
the interface converts the Microsoft Project data into information that Project
Management 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 might encounter while
using the Project Management - Microsoft Project interface.

o Resource Calendars
e Units

o Advanced Predecessors
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® Advanced Constraints
® Calculation of Roll-up Values
® Microsoft Project’s Manual Scheduling Mode

® Scheduling Your Project in Microsoft Project

Resource Calendars

Resource calendars are not synchronized between the two applications. Since
both duration and effort are a function of both start/finish dates and Resource
calendars, the duration and effort values in Project Management and Microsoft
Project might not match.

Units

Units are also referred to as resource load percentages. In Microsoft Project,
each resource can be assigned to a task with a different load percentage (from
zero percent to one hundred percent.) For example, the same resource could be
assigned to two different tasks and have a resource load percentage of fifty
percent for each one.

Since Project Management does not track assignment units, the load
percentage of any resource imported into Project Management will not be
recognized.

Advanced Predecessors

Microsoft Project has several advanced predecessor types not available in
Project Management: start-to-start (SS), start-to-finish (SF) and finish-to-finish
(FF).

Project Management cannot represent these advanced predecessors, but it will
represent the scheduled start and finish dates resulting from them. During
synchronization, these types of predecessors will be omitted from the Mercury
ITG Project Plan. This can cause successor tasks in Project Management to
incorrectly appear in a “Ready” state.

To convert a project from Microsoft Project to Project Management, a Project
Manager needs to replace unsupported predecessor types with a supported
alternative - a constraint, for instance.
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Advanced Constraints

Microsoft Project supports several advanced constraint types not available in
Project Management: as late as possible (ALAP), must finish on (MFO), finish
no earlier than (FNE), and task deadlines.

Project Management cannot represent these advanced constraints, but it will
represent the scheduled start and finish dates resulting from them. During
synchronization, these types of constraints are omitted from the Mercury ITG
Project Plan.

Calculation of Roll-up Values

Microsoft Project allows you to choose between ‘automatic’ and ‘manual’
scheduling modes. The default mode is ‘automatic,” and many users can not be
aware another mode is available. When Microsoft Project is in manual
scheduling mode, the F9 button must be pressed to recalculate Task grouping
roll-up values and reschedule tasks.

Microsoft Project's Manual Scheduling Mode

If your Microsoft Project file is in manual scheduling mode and you did not
select this option, it could be because:

® You created this project by exporting a Mercury ITG project from Project
Management. The Export Wizard turns off automatic scheduling mode in
order to have the task dates in Microsoft Project match those in Project
Management.

® 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.

Scheduling Your Project in Microsoft Project

The synchronization process can sometimes stop in mid-operation because
Microsoft Project displays a warning dialog. Microsoft Project is not
completely consistent about when it will respond to a COM call with a warning
dialog, so this cannot always be avoided.

When the synchronization process stops and the warning dialog appears, the
Microsoft Project button in the Windows task bar flashes as a signal that the
application needs attention. To continue the synchronization process, go to the
Microsoft Project file and dismiss the warning dialog.
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The best way to prevent the warning dialog from appearing during
synchronization is to resolve all planning problems in Microsoft Project (such
as violated constraints) prior to synchronization. You might need to manually
recalculate the project’s schedule by pressing the F9 key before you attempt
synchronization.
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Appendix

Integrating Requests and Projects

Mercury IT Governance Center integrates issue tracking with project
management using Mercury Demand Management and Mercury Project
Management. Mercury Demand Management Requests and Mercury Project
Management Projects and Tasks can be linked to each other through a variety
of dependent and informational relationships. Utilizing these relationships,
Requests can be folded seamlessly into a scalable framework of interlocking
initiatives. Linking Tasks to Requests from Mercury Demand Management
also gives instant visibility to detailed activities supporting an overall project.

This appendix covers the following topics:

Referencing Requests from Projects
Creating Tasks from Requests
Dependencies Between Tasks and Requests

Visibility into Tasks and Requests

Integrating Requests and Projects Overview

This section lists the components required to integrate Requests and Projects.
These components are:

Mercury Project Management, A Project Management System

Mercury Project Management enables collaborative project management
for both repetitive projects, such as installing a new release of your HRMS
applications, and one-time projects, such as developing a new e-commerce
capability. With Mercury ITG, you accelerate project delivery while
reducing your project costs.
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® Mercury Demand Management - A Request Resolution System
Mercury Demand Management 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 Mercury Demand Management and Mercury Project
Management can create processes that take advantage of each product’s
functionality.

Referencing Requests from Projects

Requests can be linked to Projects through an informational Reference
relationship. This is done from the References tab in the Project Information
window in the Workbench, or from the References section of the Project Detail

x
Task Mame: | (€l n O
Task Category: I LI Task State IPendmg Predecessor LI
Details | Resources | | Exceptions | Fredecessors
Action ltems | Notes | Motifications | 151 References User Data
Type | Meme | Detals | Stelus | % Compiele |  Descripton |  Rellionship | Relation:
Request [30095  [OraApps St [Assigned  [0% [Status Rollup fro... [Related to this Task|Infarmational
4 | |
Iterm= in Bold are aclively controlling this Task
Mew Reference |Reguest (Bxisting) * Add Rermove Oper Reference
Apply Cancel
\Ready

Figure A-1 References tab

Creating Tasks from Requests

Occasionally, a Request can be filed by a user that would be desirable to make
into its own Task in a Mercury Project Management Project, creating for it
deliverable dates and track-able actuals. Tasks can be created from Requests in
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the Project Management Workbench. A Task created from a Request behaves
like any other Task in the Project, save for that the Tasks’s % Complete and
State are automatically updated by the originating Request as it moves through
its Workflow. The new Task has the dependency relationship Task Updated by
Request.

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 Workbench,
the manager can search for bug Requests related to the product, and turn them
into Tasks in the Project Plan. From there, the manager can perform any
typical Project action, such as tracking the completion dates for each Task or
monitoring triggered Exceptions.

You must be in the Project Management Workbench in order to create a Task
from a Request.

To create a Task from a Request:
1. Open the Project.

2. From the Project window, select Task Created From Request from the drop
down list at the bottom left corner of the window.
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Qi Project : OraApps Releasel 1i Upgrade Project =2 x|
Plan | Cost | EvAnazis| Baselies | N Gantt Chart ﬂ S & Display Options
seq | 1 Mame State S| |[Feb 2004 [Mar 2004
24 [23 Jor
1 10 0 1i
2 | 0O [ Cracle Apps : Releass Mi Active
3 |l [ Phase |: Project Startup Active =
4 | W Project Tearm Managemer] Active
13 Phass || Project Team MalCompleted
14 Froject Plan Completed y
22 Phase || Project Plan Com|Campleted m‘mm
2z [0 IT Infrastructure Track | Active
27 “#Phase | T Infrastructure [Pending Predec...|
28 [+ Phase Il Business OperationslActive
120 | O Phass Il Prototyps, GAP AnalActive
25z | O Phass Iv: Dy and S{Active
422 | O Phass V: Integration and Pert]Active
s | O Phass Vi Simulations Active
g3 | O =) Phase Vil Cut Over Active
835 Executs Functionsl Cuten]Pending Predec... |
835 Execits Project ManagerPending Predec... |
837 Executs IT Infrastructurs |Pending Predec... |
638 Execits Reporting CutowdPending Predec... |
639 Execits Intertacs CutovelPending Predec... |
840 Execits Custamization C|Pending Predec...|
641 Execits Conversion CutqPending Predec... |
842 Ga Live Pending Predec...|
843 # Phase VIl Go Live ComplPending Predec...|
844 GarLive Sign Off Pending Predec...|
845 # Phase VIl Cut Over Complets |Pending Predec... |
s45 | O [+ Phase Vi Post Implemertatio] Active
4| | | BT | ¥
=4 Refresh Schedule Praoject
[ITaSk Created From Reguest LI Add Ok Save Cancel
&

3. Click Add.

The New Task From Request window opens.

& New Task From Request x|

Request Moz | El

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

(% Task Updated by Request - (Auto-Updating) - Task (New) is automatically updated by sslected Reduest

Search - 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 C(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.

302



Managing Your Projects (Project Management)

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.

FF Predecessor

(Finish Finish Predecessor: Blocking) - The Task and
Request complete together.

Task Updated by
Request

(Auto-Updating) The Task is automatically updated by
the selected Request.

For more detailed information on using these dependencies, see “Making
Tasks Dependent on Requests” on page 303 and “Making Requests Dependent

on Tasks” on page 307.

Making Tasks Dependent on Requests

When selecting dependencies between Tasks and Requests, there are many
relationships to choose from. These relationships are set by attaching a Request
to a Task as a Reference. This is done from the References tab in the Task
Information window in the Workbench, or from the References section of the
Task Detail page in the standard interface.
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£ Task Information: Adjust Performance Parameters. x|
QEEETGERIA djust Performance Parameters|
Task Category. I LI Task State IPendmg Predecessor LI
Details | Resources | Cost | Exceptions
Predecessors |= Action Items 1= Motes: |=| Notifications | Bagselines \E| References | User Data
Details % Complete | Description | Relationstin
Reguest [30201  [PFM- Project  [Assign Project Manager  [0% [ [Related to this Task
4 | |
Iterns in Bold are actively contralling this Task
MNew Reference [Attachment = Add Remayve Open Reference.
sy _|_cancel
Ready
=
Name Project Master State % Relationship Relationship Delbils
Manager/Resource  project Complete
®  adjust Orafipps Pending 0% Related to this Request =] Informationali Task 32795 is related
Performanc... Releasell] Predecessar to Request 30201
Uparade
Project

Figure A-2 References Tab and References Section for Tasks

The following sections contain more detailed information on dependencies for
Tasks created from Requests.

This section covers the following topics:
e  “Task Waits on Request Closure (Successor Relationship)” on page 304

o “Task Can’t Complete Until Request Closes (FF Predecessor)” on
page 305

e “Task Auto-Updated by Request” on page 306

Task Waits on Request Closure (Successor Relationship)

This Relationship dictates that the Task state cannot change until the
associated Request is closed. The Task will immediately move into a "Pending
Request" state. When the Request is closed, the Task can be acted upon once
more. This does not stop other fields from being edited.

304



Managing Your Projects (Project Management)

A software company’s Support Division makes the decision that no patches
@ will be released without accompanying documentation. The company has an

unfortunate history, however, of changing its mind about patches that are to
be released, and numerous times there have been documentation changes
made to accommodate patches that were cancelled after being initially
approved. Patch A’s approval Request is moving through its resolution
process in Mercury Demand Management. The Documentation team is ready
to begin making changes to all documents to account for Patch A, and has
created a Project in Project Management. The Project includes the Task Begin
Doc Changes for Patch A.

The Documentation Team’s manager creates a Reference to Patch A’s
Request from the Begin Doc Changes for Patch A Task, with the relationship
Successor. This way, the Task cannot be moved from its status of Ready to In
Progress until Patch A’s approval Request is closed, ensuring that the
documentation changes are valid and needed.

Task Can’t Complete Until Request Closes (FF Predecessor)

This Relationship dictates that the Task state cannot change to Complete until
the associated Request is closed. When the Resource working on the Task is
finished with it, and the State is set to Completed (% Complete will be set to
100%), this Task will move into a Completed (Pending Request) state. When the
Request is closed, the Task is then set to ‘Completed.” This does not stop other
fields from being edited.
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A software company’s Support Division makes the decision that no patches
will be released without accompanying documentation, including bug fixes.
The Documentation Team wants to make sure that its documentation is
accurate and complete for every bug fix that takes place. The last step in the
company’s bug fix resolution process is a review by the person who
originally filed the bug. A Request to fix Bug 62547 has been filed and nearly
completed, necessitating changes to the documentation.

The Documentation Team has a Project in Project Management, one of
whose Tasks is Doc Changes Complete. The Documentation Team manager
creates a Reference to Bug 62547’s Request, with the relationship FF
Predecessor. This way, the Task cannot be fully completed until Bug 62547’s
fix has been approved by the Requestor, closing the Request

Request Resolution Process

Bug Fix Bug Final
Request Fixed Approval I

Documentation Team Project v
Task Stat{EDmpleted [Fending Request] = Task StatGEnmpleted ;|)
| (51 References | 1oer Data | , (Task Completed)

(Task Completed - Pending Request)

Task Auto-Updated by Request

This Relationship is for Tasks created from Requests. As the Request moves
through its process, it will update the Task with its status information. When
the Request is submitted, the Tasks moves to In Progress. When the Request is
completed, the Task is Complete. When the Request is cancelled or deleted, the
Task is cancelled. A single Request can drive multiple tasks. If the Request’s
Workflow has % Complete values defined, the Request will also update the
Task with % Complete information.
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Since % Complete and Task State are automatically updated by the driving
Request(s), users cannot update these two fields. The text “(Updated by
Request)” will be appended to the Ready and In Progress states to indicate
this.

Making Requests Dependent on Tasks

Requests can be made dependent on Tasks. This is done from the References
section of the Request page in the HTML interface.

=l
=l
Name

Master State

project
Orafpps
Releasell
Upgrade
Project

Project
Manager/Resource

Relationship

Related to this Request =

% Relationship Details
Complete

Fending 0%
Predecessor

Informational: Task 32795 is related
to Regquest 30201

£ Adjust
Performanc...

Figure A-3 References Tab and References Section for Requests

The section, “Request Waits on Task Closure (Predecessor)” on page 307,
contains more detailed information on dependencies for Requests set by Tasks:

Request Waits on Task Closure (Predecessor)

This Relationship dictates that the Request’s user cannot perform any
Workflow Actions until the associated Task is closed (completed, bypassed, or
cancelled). The Request will immediately move into a ‘Pending Task’ status.
When the Task is closed, the Request can be acted upon once more. This does
not stop other fields from being edited.

A software company’s Support Division makes the decision that no patches
will be released without accompanying documentation. The Documentation
Team wants to make sure that any patch Request won’t close until the patch
documentation is finished. A Mercury Demand Management user is assigned
a Request going through the company’s patch approval/release process. At
the same time, the Documentation Team has a Project in Project
Management, one of whose Tasks is ‘Patch Docs Completed.” The user creates
a Reference to that Task, with the dependency ‘FF Predecessor.” This way,
the patch Request will not close until the ‘Patch Docs Completed’ Task is
complete.
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Visibility into Tasks and Requests

Mercury ITG Center provides the following for enabling visibility into
Request and Task integration.

® “Requests Holding Up Progress” on page 308

® “Project References Portlet” on page 308

Requests Holding Up Progress

You can search for Requests that are holding up progress on your projects.
Each Portlet in the Dashboard that deals with Requests includes the field
Preventing Action on Requests/Tasks. This field can be set to display Requests
that are preventing action on other Requests or Tasks.

Preventing Action
n ™ Requests

I Tasks

™ packages

Figure A-4 Request Portlet Filter Page Showing ‘Preventing Action On’ Field

Project References Portlet

You can also view References related to your Tasks and Projects using the
Project References Portlet on your 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) H ¥

Reference Detail Status Yo Assigned Description Referenced
Complete  User ¥
Regquest 7266 Product Bug MNew 0% Previou... Impleme...

Regquest 87233 Product Bug MNew 0% Install... Design/...

Showing 1ta 2 of 19 ¢+ Magimize

Figure A-5 Project References Portlet
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