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Preface

This section includes the following topics:

= About ActionProgram Manager™

= Audience

= System Licensing

= |nstallation and Implementation

= ActionPortfolio Manager™ - Optional Add-On
= Third-party Software Integration

= Basic BMC Remedy AR System® Functionality
= Overview of This Guide

= Using This Guide

About ActionProgram Manager™

ActionProgram Manager (APM) is an enterprise-wide, turnkey application for
project management developed by Project Remedies Inc. (PRI). Taking
advantage of a multi-user network environment, APM allows you to create,
approve, work, and manage projects in real time from within the Action Request
(AR) System.

Using the AR System interface, terminology, and processes, APM provides a
centralized location for implementing the best practices of project management.
APM can be used for tracking all types of projects of all different sizes, including
individual, organization, or corporate-wide projects. It helps you balance
resources effectively across new projects as well as maintenance projects.

Use APM to:

= Easily create, work and review projects within the same application on
the network, regardless of where staff is located.

= Instantly assess a project's progress with real-time reports and charts,
pinpointing issues needing attention.
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= Improve on-schedule project performance through automated
notifications and alerts.

= Immediately access real-time information about a project and its tasks.

ActionProgram Manager includes a critical-path-method date calculator, Gantt
charts, resource management charts, and reports that are extremely useful in
managing your projects and resources. ActionProgram Manager’s time and
expense tracking functionality can be added to all of your AR System-based
applications so the same tool can be used for time and expense tracking across all
AR System applications.

ActionProgram Manager reduces implementation time and the risk associated
with developing customized applications. APM is delivered with its forms and
workflow so it is fully customizable. Your technical personnel can modify the
interface, back-end integration, and functionality to customize the application for
your organization.

ActionProgram Manager can be used as a stand-alone application, or used with
other PRI products, and/or other AR system-based applications. For example:

=  When combined with PRI’s ActionPortfolio Manager (PPM), it forms
our IT Governance Suite.

*  When combined with PPM and PRI’s Service Manager, it forms our
complete Service Request Application.

= APM can be integrated with your existing AR System-based
applications, including Change Management and Asset Management.
ActionProgram Manager is the only program management system that
integrates with AR System-based asset management application.

Better Communication Equals Better Program Management

Typically, in an AR System-based incident or problem tracking system, a request
comes in to the help desk. A task is created and someone is assigned to work the
task. The worker statuses the task, eventually closes the task, and goes on to the
next one. In designing ActionProgram Manager, we wanted to use this basic
structure, but make it applicable to projects and project tasks, and make it very
easy to use by everyone.

For example, we know that the largest number of projects in an IT organization
are managed by team leaders, not project managers, and as a result, we worked
diligently to make the application straightforward for team leaders to use.
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Rapid Implementation - Leverage Your Remedy Investment and
Reduce Risk

Created to work on AR System, APM leverages that user interface to provide a
familiar application environment and investment in training, operations, and
employee experience. Installing ActionProgram Manager on your existing AR
System environment can be done quickly and straightforwardly. Often,
integrating APM with your existing notification system and customizing it to fit
with your specific requirements can be accomplished in a week or two.

"i BMC Remedy User - Home Page {Search)

File Edit Wiew Tools Actions ‘Window Help

gl 2| #|7| slal Bl ¥l

B Home Page (Search}

BMC Remedy AR System
IT Home

Welcome Aber

Quick Links

AP:H avigation P
Unlvgsal Timeshest {‘ bmcsofmare
Service Management Portal

PRI-50 Demo Calls

Puortfolio Inventon

Change Password 14 B M C HBITI edy
AR System Sample Application Aﬂtl on Requ e St

AR S ample Application Console

System

VERSION 7.1

4] |

Figure 1 - BMC Remedy AR System - Home Page

Audience

This guide is written for users of the Project Remedies Incorporated (PRI)
ActionProgram Manager™ application, which runs on the BMC Remedy Action
Request (AR) System™ platform. This guide details how to use APM and
assumes that the reader knows how to use the AR System user tool.
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For detailed information about the AR System user tool, please refer to the
"Action Request System Getting Started Guide" and the "Action Request System
User's Guides" published by BMC Software Inc.

System Licensing

No Remedy application license is required. However, ActionProgram Manager
users must have an AR System license.

ActionPortfolio Manager (PPM) - Optional Add-on

A Project Remedies optional add-on, ActionPortfolio Manager (PPM), can be
purchased to work with APM. PPM is used for planning and managing proposed
projects of all sizes. Proposed projects can be defined and approved in PPM, then
executed as project plans that may be worked using APM.

PPM includes the ability to forecast resources at the skills level and helps
management answer questions such as “Do we have enough resources to do what
we want to do?” and “When will we have skills shortages and skills surpluses?”

Separate documentation is provided with PPM. This user guide documents how
to use APM as a stand-alone application; the places where APM and PPM meet
are clearly indicated.

Installation and Implementation

The steps below represent a high-level outline of a typical APM/PPM installation
and implementation, and are provided as a working example. Please keep in mind
that each environment and situation is different. However, whether you hire PRI
to install the software or if you decide to install it in-house, many of the following
steps will need to be completed:

I. Software Installation
A. Install the software on test/development server.
B. Complete the validation test plan.

C. Train the AR System administrator.
D. Train the trainer.

Il. Requirements Review
A. Brief requirements review.
1) Review and finalize proposed project/active project life cycle.
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2) Identify any application gaps.

3) Customize applications as necessary.
B. Work with IT Management.

1) Define menu item selections (PPM)
2) Define approval processes (APM).

3) Define skills, locations, organizations, resources (people), resource rates.
(Once these have been defined in APM they are available in PPM).

4) Define project templates (APM).

5) Define notification and escalation rules (APM).

6) Define security/permissions (APM).

7) Define default work schedule and holidays (APM).

8) Define cost accounts (APM).

9) Define notification interfaces (APM).

10) Define the number of people by skill, location and organization (PPM).
11) Define initial dashboards for key users (PPM).

lll. Configure ActionPortfolio Manager/ActionProgram Manager on
Remedy Test Environment

A. Load data into APM.

B. Test email and other notification interface(s).
C. System test.

D. User training.

IV. End User Testing/Move to Remedy Production Server.
A. User acceptance testing

. Modify as necessary.

. Client acceptance.

. Test on production server.

B

C

D. Move to production server.

E

F. Additional user training as necessary.
G

. Create additional reports as necessary.
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APM Third-Party Software Integration

APM may be integrated with third-party software such as Paging and Accounting
System, to leverage tools and processes already in use. APM may be integrated
with the BMC Remedy IT Service Management Suite, which includes Service
Request Management, Help Desk, Change Management and Assets Management
applications. It can also be integrated with home-grown AR System-based
applications. Remedy Service Level Manager can be used to track service level
agreements against projects and tasks managed and tracked in ActionProgram
Manager.

Basic BMC Remedy AR System® Functionality

Although this user guide does not document the BMC AR System®, we include
some of the following descriptions of basic AR System functionality for
convenience:

= All fields that have labels with a bold font require data entry in order
to save records/data.

= On the upper-left-hand side of the screen, the AR System title bar will
indicate whether the user is in Search or New mode, and the name of
the form the user is currently viewing.

= Forms (screen views) in Search mode and in New mode look the same,
with the exception of the title bar.

= Search mode is indicated by a Search button in the upper-right-hand
corner of the screen (in the AR System title bar).

= New mode, for saving time entries, will also be indicated by a button
that reads Save in the upper right hand corner of the screen (in the AR
System title bar).

= |In Search mode, data may be entered in any single field or group of
fields on which to search. For example, simply enter a name in the
Name field and click the Search button. This will return all data
entries with the selected name. This feature is called “Query By
Example.”
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Overview of This Guide

This user guide is divided into the following parts:
Preface Provides an introduction to APM.

ActionProgram Manager Features
Describes APM's main features.

Part I: Overview Provides an overview of project planning and
management standards used in APM, and also
describes basic APM functionality such as
forms, charts, and navigation.

Part I1: Adding Resources to APM
Describes how to add enterprise skills,
locations, and organizations, resources (people),
and rates.

Part I11: Planning a Project ~ Describes how to create a project plan.
Part IV: Approving a Project Details how a project plan is approved.

Part V: Working a Project Details how tasks are working, provides a place
for revisions, and notifies a project manager of
schedule changes.

Part VI: Completing a Project Describes how to close a project.

Part VII: Reviewing a Project Describes how to review a project with charts,
reports, and query lists.

Part VIII: Managing Resources
Describes how to effectively manage your skill
resources.

Appendix A: Charts & Reports
Provides examples of APM charts and reports.

Appendix B: APM Forms Reference
Provides detailed technical information about
the main APM forms.

Appendix C: Critical Path Method Scheduling — An Overview
Provides detailed examples to explain this
essential element of project scheduling.

Appendix D: Creating a Multi-Level Project Plan Without Using a Template
This detailed tutorial describes how to create a
project plan with multiple levels of tasks and
sub-tasks, without using a template.
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Appendix E: Assigning Resources to Tasks
This detailed tutorial describes how to assign
resources, i.e., people, to a task.

Appendix F: Service and Support
Contact information for Project Remedies
technical support.

Using This Guide

The following conventions are used in this guide:

Bold Identifies a new or important term.
Example: Schedule Orientation

Bold is also used to identify required fields in APM forms.
Example: Select Pending Approval in the Status field.

Italics Data values included with ActionProgram Manager.
Example: The Time Units field includes Days and Hours.

Italics are also used to emphasize a point.
Example: Only the Project Manager can modify this field.

> Identifies a series of menu or form selections.
Example: Open the APM:Tasks form > Work Time tab.
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ActionProgram Manager
Features

A high-level overview of APM's features and functionality includes the
following:

= Turnkey AR System Application: Created in AR System, APM
leverages the user interface to provide a familiar application
environment and investment in training, operations, and employee
experience.

= Uses Existing AR System Licenses: No additional AR System
licenses are required to install and begin using ActionProgram
Manager: increasing the return on your original BMC Remedy AR
System investment.

= AR System Integration: APM may be integrated with BMC Remedy
IT Service Management Suite, which includes Service Request
Management, Help Desk, Change Management and Assets
Management applications. It can also be integrated with home-grown
AR System-based applications. Remedy Service Level Manager can
be used to track service level agreements against projects and tasks
managed and tracked in ActionProgram Manager.

= Microsoft Project Imports: APM includes the ability to import
projects from Microsoft Project systems. (See
APM_MSProject_Features.doc for details.)

= Optional Link to ActionPortfolio Manager: An optional add-on is
available to connect APM with PRI’s ActionPortfolio Manager
application (PPM).

Proposed projects can be defined and approved in PPM, then executed
as a project plan that may be worked on using APM.

ActionPortfolio Manager includes the ability to forecast resources at
the skills level, answering the following questions:

e Do we have enough resources to do what we want to do?

e When will we have skills shortages and skills surpluses?

ActionProgram Manager Features 9
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ActionPortfolio Manager includes a robust and very easy-to-use
charting and dashboard capability.

= Third Party Integration (not included): APM may be integrated
with third-party software such as Paging and Accounting System to
leverage tools and processes already in use.

= Multi-User Network Environment: APM is server-based so anyone
on the network with the AR System user tool and permission can view
and work on a project, regardless of their physical location.

» Role-Based Features: Screen views will contain different fields of
information based on the role of the logged in user (engineers,
management, etc). Available reports will also be different based on the
role of the logged in user.

» Risk and Issue Management: APM provides risk management
functionality by allowing project owners to associate risks and issues
on both projects and/or tasks.

= Resource Management: APM supports resource management
through task assignments, and resources, skills, locations, and group
associations. Resource management charts are provided with multiple,
detailed summary views.

= Inter-Project Dependencies: Inter-project dependency relationships
can also be defined.

= Dependency Relationships: Dependency relationships can be
defined between tasks and milestones to ensure that a project is
implemented on the right schedule and in the right sequence.

= User-Defined Approval Processes: APM provides a mechanism to
secure alignment with your business goals and priorities by embedding
user-defined approval processes into each project.

= Formal Project Approval Process: APM separates the planning and
working phases of a project with a formalized project approval
process. Project approval is controlled through the Approval button
and can only be implemented by a user with approval permission.
Upon project approval, a log entry is recorded showing the date, time
stamp, and User Login Id. When the project is started (i.e., executed),
a Baseline plan is captured and the project formally begins the
working phase.
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=  Templates: One of the most important features of APM is the
introduction of templates to promote quick project starts and best
practices in project management.

Atemplate is a series of tasks and the relationships between them.
Several templates are included with each installation, as well as the
ability to define your own custom templates. Breaking down a project
into milestones, tasks, and sub-tasks can be a challenge. The APM
templates will let you focus your attention on your project, instead of
spending precious time and energy reinventing the project
management methodology wheel each time.

= Auto-Calculates the Project Schedule: APM automatically
calculates the project schedule, including the calendar duration and the
early and late start and finish dates of each task. A project can be
created based on a start or finish date by selecting the schedule
orientation. Specific dates and duration may be manually entered for a
task. If unknown, APM will automatically calculate the schedule using
default values that can later be modified if needed. Using APM, a
project plan could even be created without ever entering a date or
duration. Projects can be planned in time units of hours or days.

= Time & Expense Planning and Tracking: APM enables the planning
and tracking of the hours required for implementing each task in a
project, as well as the expenses. Planning entries are captured in the
Baseline plan upon project execution. One or more users can log
actual work time against specific tasks. Work time and expenses are
totaled for tasks and the entire project.

Time and expenses against help desk tasks or change tasks can be
entered using APM and the same universal timesheet that is used to
enter time and expenses against project tasks.

= Baseline Plan Tracking: A Baseline plan is captured when a project
is executed. It is comprised of the planned start and finish dates,
duration, and planned labor hours of the approved project plan. The
Baseline plan is used in the Gantt chart and reports for comparison and
calculating variances with the actual plan implemented.

=  Work Schedule and Holidays: APM accounts for a business' unique
work and holiday schedule when calculating a project's schedule. A
working business schedule (Monday through Sunday) and an annual
closed holiday schedule can be specified, increasing the accuracy of
the project schedule and calendar.
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= Automated Notifications and Schedule Alerts: APM uses
automated notifications and schedule alerts to help keep a project's
tasks on schedule. Utilizing the flexible notification options of the AR
System, management and staff are alerted to project approval, task
assignments, task deadlines, and changes to the project plan.

Communication through APM-controlled notification and automatic
escalation ensures that project managers, project approvers, and
assigned users always know what is expected of them and when it is
expected.

= Critical Path Method: Tasks on the critical path are automatically
flagged on the task record, in the Gantt charts, and in reports for
instant identification. APM also includes a pre-defined report for
tracking critical path tasks.

= Pools & Programs: APM provides a mechanism to pool projects
together for reporting purposes. While a project can only be in one
program, it can be in more than one pool.

= Re-Planning a Project In Progress: Changing project requirements
and schedules are accommodated through the re-planning capability in
APM. A project manager can easily modify, add, or delete the tasks
and milestones in a project to accurately reflect the changing nature of
the project.

= Roll-Up of Task and Project Details: A chronological log of events
and notes is maintained for individual tasks and the entire project
through APM's Details field for task and project records. Entries made
at the task level are accessible at the task, summary task, and project
records providing a convenient snapshot of a project and its tasks.

= Pre-Defined Reports and Charts: APM now includes expanded and
enhanced reports. You have access to more than 20 pre-defined
reports, and drill-down Gantt charts.

Reports provide critical project and task information in pre-defined
formats, which can later be sorted for specific business reporting
requirements. The Gantt charting function is incorporated onto the
application forms for a real-time view of the project. Both standard
and comparative Gantt charts are included.
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Part I:
Overview

This section introduces the project planning and management standards used in
PRI's ActionProgram Manager (APM). It provides terminology and definitions
necessary to successfully plan, manage, and implement projects using this
application. This section includes the following topics:

= Project Life Cycle

= Project Elements

= Project Roles

= Project Schedule

= Creating Project Plans with ActionPortfolio Manager (PPM)
= ActionProgram Manager Forms

= Charts & Reports

= Navigation

=  Buttons & Other Conventions

Project Life Cycle

ActionProgram Manager provides a flexible environment for planning and
managing planned and active projects. Like PPM, it does not impose project
management process or methodology. Instead, it provides a framework that can
be customized and modified to support the unique project management needs of
each organization.

Proposed and Active Projects

Projects in the PRI project management framework are divided into two basic
groups: Proposed and Active. A Proposed Project is one that has not yet started.
An Active Project is one that has started.

If your installation includes ActionProgram Manager (APM) only, then APM is
used to manage the entire project life cycle.

Part I: Overview 13
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If your installation includes both ActionProgram Manager (APM) and
ActionPortfolio Manager (PPM), then PPM is used to manage the proposed
project life cycle, and APM is used to manage the detailed planning and the active
project life cycles.

The following diagram illustrates the life cycle phases in ActionPortfolio
Manager and ActionProgram Manager, clearly indicating the split between
proposed (blue background) and active (green background) projects.

PROPOSED PROJECTS ACTIVE PROJECTS
ActionPortfolio Manager ActionProgram Manager
Define Proposed | | Approve Proposed | | Implement Project Plan | | Detailed Plan
Cwrrent Gate Level: Current Gate Level: Project Status:
Conception| | Gatel Approved | | | APM :Planning In-Process | | Completed
Goge2 Approved Pending Approval
Execute the
Gaze3 Approved Approved Project.
This is where
project
Proposed Project Project Plan  Starts. Now
Approval Approval Active .

Figure 2 - Project Life Cycle Phases & Project Status Gates

The following list discusses the Life Cycle Phases & Project Status Gates
diagram:

= The main life cycle phases (Define Proposed, Approve Proposed,
Implement Project Plan, Detailed Plan, and Work Plan) are shown
with the corresponding Current Gate Level field and Project Status
field values listed below them.

= The gate level values in PPM are system-generated and read-only.
These values can be included when selecting data for charts, so
management can sort all projects within the system by life cycle
phases.

= The thin, vertical, red lines indicate the approval process barriers.
Both the proposed project and the project plan must be approved
before the project can move past these barriers to the next phase.

= The thick, vertical red line between the ActionProgram Manager
Detailed Plan and Work Plan phases indicates the point where an
Approved project plan is executed into the active, working phase.

Part I: Overview 14
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Used together, PPM and APM give management the ability to plan, control, and
monitor projects from start to finish, throughout their entire life cycle. The
following illustration depicts the same project life cycle as above, divided
between PPM and APM. It also includes some of the detailed steps within each

project phase.

Define Proposed

1. Initial
Request

4. Type of
Money

5. Priority

90000

oject Remedies Inc.

Proposed / Active Project Life Cycles

Approve Proposed

Gate 1
Manager
Approval

Detailed Plan

Create
Project Plan

Gate 2
VPICIO
Approval

Review
Project Plan

Gate 3
Steering Committee
Approval

Approve
Project Plan

Define

Project Plan
Parameters

Proposed
Project

ActionProgram Manager (APM)

Work
Project Tasks

Review

Project

Active

Project

Figure 3 - Proposed and Active Project Life Cycles in PPM and APM

All projects created in ActionProgram Manager automatically generate a record
for that project in PPM (if installed), populated with the current project data.

All proposed projects created in PPM can also be implemented directly into
ActionProgram Manager, with a Project Status of Plan.

APM Project Phases

ActionProgram Manager provides support for projects from the detailed plan
through the work plan phases as illustrated in Figure 3 above. In APM, projects
are created, defined, approved, worked, and reviewed. To support this workflow,
APM is organized into 3 basic project phases: planning, working, and review.
Between the planning phase and the working phase of every project is a user-
defined approval process.

Part I: Overview
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Plan Work Review

f

Figure 4 - APM Project Phases

The Planning Phase

During the planning phase, the project plan is created. The project plan includes
basic project information, schedule dates, tasks, and approval process.

1.

Create a New Project Plan.

Start a new project—the status is Plan.

Enter general project information such as project name,
description, and project sponsor.

Categorize by fully customizable summarization choices. These
are available to users in menu item lists. The same options are also
available as options when creating charts, to sort projects by the
characteristics that are important to management.

Select a project account.
Assign the project manager and the responsible organization.

Define project elements: select the approval process, risk level, and
template, time unit, project schedule orientation, and task
notifications.

Enter schedule information including planned start and finish
dates.

Attach any associated project documents.
Specify risk level.
Add Project Tasks and Milestones.

Enter task information, create summary and sub-tasks, and define
milestones.

Create dependency relationships; create dependencies between
tasks and milestones, and between projects.

Part I: Overview
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Group projects together into pools or programs for reporting and
tracking.

Determine the Critical Path.

Prepare for Project Plan Approval.

Execute the approval process. The project status changes from
Plan to Pending Approval.

The Project Plan Approval Phase

Approving a project plan is a significant milestone in ActionProgram Manager.
In APM, a formal process is used to transition a project from the planning to the
working phase. Only a user with permission can approve a project.

When you execute the plan into the approval process, the approver(s) are notified.
(Approvers are notified the same way people are notified with your existing AR
System applications.) Your approval process can be as simple or complex as you
would like.

The approval phase includes the following basic steps:

1. Review the Project Plan.
2. Re-Plan if Needed.
3. Approve the Project Plan.

To approve the project plan, the approvers change the status on
their approval tasks to Approved. If they want to reject the plan,
they change the status to Rejected, and must add a rejection reason.
If approved, the person in the project manager role is notified.

4. Execute the Approved Project into the Working Phase.

After the project has been approved, the project manager executes
the project. This changes the status of the project from Approved
to In Process; this begins the working.

The status of the original project record changes from Approved to
In Process.

The Baseline plan is created. The Baseline plan plays an important
role in managing and measuring a project's success. TheBaseline
plan cannot be modified or deleted. Tasks and milestones may be
added to a project after it starts, but they will not appear in the
Baseline plan.

Part I: Overview
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The project Base Start Date, Base Finish Date, Base Duration,
Labor Hrs., and Cost are populated with the project plan
information and cannot be changed.

The moment is recorded in the Actual Start Date field as the
project start.

The people responsible for the first task(s) are notified. If they are
a manager who has to assign the task to someone, they do that, and
the person or people are notified. More than one person can be
assigned to work each task. If people had already been assigned to
the task, these people are automatically notified that they can begin
working on the task.

The Working Phase

The working phase begins when the project manager executes the project.

1. Begin Working Tasks.

Once a project starts, work can begin on the tasks of the project
based upon the schedule. As with the planning phase,
ActionProgram Manager capitalizes on the multi-user network
environment, allowing anyone working on a project to log time
against it.

Project Managers have real-time information regarding the
project's progress even if the assigned staff is in different offices,
states or countries.

In order to begin working a task, the worker minimally has to
change the task status from Assigned to In Process. That moment
is logged as the start time for the task, and the APM:Tasks form >
Work Time tab becomes available.

The Project Completion Milestone.

When the last project task is finished, the project status
automatically changes to Completed and the Review phase begins.

At this point, ActionProgram Manager automatically changes the
original project record status from In Process to Completed.

All work ends on the project and the important process of
reviewing the project’s Baseline plan with actual performance
begins.
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e Everyone involved can review the project and save their lessons
learned in the Project Details diary field, or as an attached
document.

The Review Phase

An important aspect of effective project management is to clearly understand the
differences between the project as planned and the project as implemented.
ActionProgram Manager has captured all the data necessary to conduct a
thorough analysis, including the following:

= Baseline project plan

= Actual project plan

= Comparative Gantt chart

= Project variance report

= Planned labor hours

= Actual Work Time logged

=  Work Time summary report

= Project Details field log

Project Elements

This section describes the major elements that are part of a project. These
elements are:

= Task Work Breakdown Structure (WBS)
= Tasks
= Milestones

= Dependency Relationships

Task Work Breakdown Structure (WBS)

ActionProgram Manager organizes tasks, summary tasks, and milestones within a
hierarchy called the Work Breakdown Structure. This is an outline field value (1,
1.1,1.2,2,2.1, 2.2, etc.), which describes the order in which the tasks are to be
listed on the screen, charted on Gantts, and processed. When adding tasks to an
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existing project you can specify where in the WBS you want to put the new task.

You can also change the WBS of any existing task.
The original project record is the highest record in the project with all the tasks,

summary tasks, and milestones organized beneath it. The top level of the WBS is

1, and identifies all tasks, summary tasks, and milestones, which are directly
under the original project record. The next level is 1.1, then 1.2, then 1.3, etc.

An APM project can have an unlimited number of WBS levels. The sample
project in Figure 5 shows how a project WBS might appear.

B APM:Tasks (Modify)

APM:Tasks - Matching

Tazk Mame

Sub tazk 2 ) Gather Reguirements and Dezign
Sub tazk 3 Task 1.3 Gather Requirements and Deszign
Sub task 11 Tazk 21 Develop and Test

Sub tazk 12 Tazk 22 Develop and Test

Subtazk 13 Tazk 23 Develop and Test

Sub task 21 Tazk a1 Imolement in Test Environment

Figure 5 - Work Breakdown Structure

Tasks
There are two types of tasks in ActionProgram Manager:

= Task — Asingle and complete unit of work. A task can be stand-alone
or grouped as a sub-task of a summary task. Sub-tasks are sometimes
referred to as child tasks. Tasks at the top level (Level 1) are directly
under the project record. Tasks at any other level are sub-tasks. APM
supports as many levels of sub-tasks as you need.

= Summary Task — Sometimes an activity in a project is comprised of
more than one task. The summary task is used to summarize, or group
these tasks together within the larger project. Sometimes also referred
to as a parent task, no actual work is performed or logged against a
summary task. Summary tasks can be at any level in a project. Tasks
can be moved to any Summary level by using the down arrow to the
right of the Summary Task field. Moving a task in this way
automatically regenerates the WBS of the task as well.

ActionProgram Manger allows an unlimited number of tasks, summary tasks, and

milestones to be added to a project using the APM:Tasks form (Figure 6). They
can be stand-alone in the project or layered to form multiple levels of sub-tasks
and sub-milestones, contained by a summary task. Four different types of

dependency relationships can be created — Finish:Start, Start:Start, Start:Finish,
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and Finish:Finish. Both positive and negative delays can be defined between the
dependencies.

"i BMC Remedy User - APM:Tasks {Modify)

File Edit WYiew Tools Actions Task Actions TaskReports PM Window Help

algl al®| /17| sla| Bl | L)

¢ APM:Tasks Task00000000304 (Madify)

Action Program Manager Tasks
Project Info
Selc Project | Proiect Id |Projoooonoonoz+ ProjectName  [AZ 6 = Riowork T ask Process |

il pigest]  Poject Status [Plan | Project Manager|Alen Crouder

Task Info

Tk £t ITaskDDDUDDDD3U4 Task Name ISub task 1 _ILI ;a[lqgelr v

. * Mo =3
List Tasks a5 -~
= IdenllhellTask j Task Description _I Ghift Task Worked
Create Milestone S ok

—_— hd

_ CieateTask | Status [Hold =l tandard ok
WBS I'I.T LI Summary TaskIGather Requirements and Design J LI Clearl

) B ible O P
Duration |5.00 —

Flan Start Date: ISMEDUB 8:00:00 AM _I Constraint IASAF‘ LI Priarity |1 H IFlnance LI
Units Daps ¥ Responsible Person

Flan Finigh Date:l 8/8/2008 5:00:00 P _I Skt W IMEW Fichards LI
Change Request Name
@ Critical Path Labor H'SI 20.00 IMary Richards
Details | Dependenc:yl Schedulel Required Hesourcesl Cost | Assigned W’orkersl Ext. App. |
Details/lssues Attachments
Created By IAIIen .
I @ File: Harme [ Max Size I Attach Label | & —I
Scope Changes Lragie Data Time ISHBH2DUS 11:25:26 _I
I @ Attt D T IBH2H2DDB 11:29.54 _I
Change Log
[y Last Mokt 5 [Bllen =

Figure 6 - APM:Tasks Form

Groups and individual users are assigned responsibility for accomplishing tasks in
the project. APM allows user assignments made in the planning phase to be re-
assigned by group managers during the working phase to accommodate schedule
and availability.

ActionProgram Manager automatically calculates project schedules. The project
schedule orientation, task dependencies, and duration enable APM to
automatically calculate the plan start and finish dates, as well as early and late
dates for each task. Slack time is calculated and APM flags the task if it is on the
critical path of the project. Start and finish dates or the duration for a task can be
specified. If no entry is made, APM will automatically enter defaults that can be
modified later in the planning process.

A work and holiday schedule can be set in APM outlining daily hours of business
and non-working holidays. ActionProgram Manager then utilizes this schedule to
accurately calculate the project schedule dates based on a working company
calendar.
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In some organizations, the project manager assigns resources to tasks by skill,
location, and quantity, and leaves it to the performing organization manager to
actually name the people who will work each task. In other organizations, the
project manager can name the people. With ActionProgram Manager, both
methods can be used. When a person is assigned to a task, those hours can be
seen on the Resource Chart.

The more information you give ActionProgram Manager about a task, the better
the cost information stored in the task. At the lowest task level, ActionProgram
Manager keeps track of the Baseline plan, the current plan, and the actual costs.
For each, it keeps track of planned labor costs, expenses, and if you integrate with
BMC Remedy’s Asset Management application, capital costs. ActionProgram
Manager is the only PM system that integrates with an asset management system.

In ActionProgram Manager, risks and issues can be tracked at the project level or
at any task level. Notifications can be set up so the person responsible can be
notified about the risk or issue at the right time. Documents can be attached to
projects and tasks, cutting down on email clutter and ensuring that important
project documents stay with the project.

During the planning phase, the project has a status of Plan and all tasks, summary
tasks, and milestones have a status of Hold (Figure 4). While the task records can
be viewed and modified, their status cannot be changed from Hold to a working
status (Assigned, In Progress, or Completed) until the project has been approved.

B APM:Tasks (Modify) | %]
Sumnmary Task Status
1
11 Gather Requirements and Design
Sub task 2 Task 12 Gather Requirements and Design Hald 8/11/2008 8:... 8A15/2008 5. ASAP A7 B
Sub task 3 Task 13 Gather Requirsments and Design Hold 8/18/2008 &... 8/19/2008 5., ASAP AZE
Develop and Test Summary 2 Hald 8/20/2008 8.... 8/28/2008 5. ASAP A7 B
Sub task 11 Task 21 Develop and Test Hold 0/20/2008 8. 8/22/20085 .. ASAP  AZE
Sub task 12 Task 2.2 Develop and Test Hald 0/26/2008 8. B/2B/2008 5. ASAR  AZE
Sub task 13 Task 2.3 Develop and Test Hald O/26/2008 8. B/28/2008 5. ASAP  AZE
Implement in Test Ervir...  Summary 3 Hold 8/29/2008 &... 9/3/2008 5:0.. ASAP AZE
Sub task 21 Tazk 31 Implement in Test Environment Hald 8/29/2008 8., 8/29/2008 5., ASAP AZE
Sub task 22 Task 32 Implement in Test Enwironment Hald 9/1/2008 8:0... 9/2/2008 5:0... ASAP A7 B
Sub task 23 Task 33 Implement in Test Environment Hald 9/3/2008 3:0... 9/3/2003 0. ASAP  AFE ﬂ

¢ APM:Tasks Task00D000000303 (Modify)

Action Program Manager Tasks =
Project Info
Select Praject Project Id IF’rinUDDDUUUU24 Project Mame IAZ B _I Fework Task Process I
Display Project I Project Status IPIan ~| Poject ManagerlAHen Crouder
Task Info
Pk A ITaskUUDUDUUU3U3 Task Mame IGather Requirements and Design _I LI ;algelr
|_Listvedis | IdenliliEIISummal 'I Task Description J ot es
; y e 21 Shift Task Worked
Create Milestone -
Status  |Haold 'I IStandald “wiarkwn 'I
Create Task
wes |1 |
. Diuration |12 oo 'n_ ible 0 izati
Plan Start Date; |8/4/2008 8:00:00 &k _I Pricrity IW IFman:e LI
Units Days j' Responsible Person
Plat Finizh D ate: | 8/13/2008 5:00:00 PM _I s — Many Fiichards = ;I

Figure 7 - Task Status
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Milestones

A milestone marks the completion of a major activity or segment of a project. A
milestone has no duration and has no work performed or logged against it. It
serves as an accomplishment marker within a project. Like tasks, milestones can
be directly under the project record or can be a sub-milestone as part of a
summary task. In Figure 5, ‘Technical Review & Sign Off” is a milestone.

Dependency Relationships

The sequence in which tasks occur in a project is an important element of creating
a successful project plan. Establishing this sequence is known as defining a
dependency relationship between tasks. A dependency relationship has two tasks:

Dependent — This task is dependent upon another task's (predecessor) start or
finish. A dependent task is sometimes referred to as a successor task.

Predecessor — This task has another task that is dependent upon its start or finish.

In ActionProgram Manager, a project can have an unlimited number of
dependency relationships between tasks and milestones. If conflicting
dependency relationships are created, APM will generate an error message so that
it can be corrected in the project plan.

There are four types of dependency relationships:

= Finish:Start —The dependent task cannot start until the predecessor
finishes. This is the most commonly used dependency relationship.

= Start:Start — The dependent task cannot start until the predecessor
starts.

= Start:Finish — The dependent task cannot finish until the predecessor
starts.

= Finish:Finish — The dependent task cannot finish until the predecessor
finishes.

A delay can also be defined as part of a dependency relationship, in effect placing
a time gap or overlap between the two tasks. Delays can be either positive or
negative. For example, Task A and Task B have a Finish:Start dependency with a
2-day delay. This means Task B is scheduled to begin working 2 days after Task
A finishes. If the delay was -2 days, then Task B is scheduled to begin working 2
days before Task A is scheduled to finish.

Inter-Project Dependencies

Sixteen types of Inter-Project dependency relationships can also be defined. The
same 4 types above can be used between the following:
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= Project 1 to Project 2

= Task in Project 1 to Project 2

= Project 1 to Task in Project 2

= Task in Project 1 to Task in Project 2

Templates

Templates promote quick project plan development and best practices in project
management. A template is a series of tasks and the relationships between them.
Templates are used during the planning phase.

There are two kinds of templates: Task and Approval. Task templates create the
task structure for the project, while Approval templates create the approval
process. For details on constructing Approval templates see the ‘APM Approval
Process userclass.ppt’ document.

Templates are defined by APM users who have permission to do so. Several task
and approval templates are included with each installation.

Task Templates break down a project into milestones, tasks, and sub-tasks and
their dependencies on each other and it can be a challenge. The APM task
templates will let you focus your attention on your project, instead of spending
precious time and energy reinventing the project management wheel on every
project. Each task in a template receives a responsible person designation.
Generally this is given to the manager or supervisor of the group who is
responsible for the task. Using this approach, there is a default responsible party
who will surely reassign the task to the appropriate user. For details in creating
templates see the ‘APM:AdminNotes’ document. In addition see Appendix C in
the file ‘CPM & Other Considerations’.

If ActionProgram Manager is integrated with other AR System-based
applications, workflow can be used to get the project form, populate the project
form, get the correct template, and create a project plan automatically. This
functionality supports good IT governance practices and is part of ITIL.

AR Swstem Implementation
Development And Testing
Maowe & ar more people

Requirements Analysis Design
SingleTask

Standard Template

Telecom Praject Template (Mad)
Telecom Project Template(Mod2)

Figure 8 - Use a Template Options
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Project Notes & Comments

During the working phase, important notes and comments can be chronicled in
the project. The Project Details and Task Details fields serve as a chronological
notepad for the project (Figure 9). Entries made in the Task Detail field are
automatically rolled up through higher task levels and into the original project
record. A Project Manager can make notations in the Project Details field about
issues and other changes to the project that will prove helpful during the review
phase. All status changes to the project are logged in the Project Details field. If
a new task or milestone is added during the working phase, it is logged in the
Task Detail field and rolled up, as appropriate, through the project.

ﬁ? APM:Projects (pri-dell-2) -- Project Details

File Edit Wiew

Diary Histony:
WWednesday, August 06, 2008 171:25:26 Ak Allen j

& Status Change to Plan was performed by Allen at 8/6/2008 17:25:26 Ak

Wwhednesday, August 06, 2008 17:25:28 Ak APMadmin
Project Finizh Date Set To: Thu Aug 28 17:00:00 2002

Saturday, August 02, 2008 17:25:50 Ak APMadmin
Project Finizh Date Set To: Tue Sep 02 17:00:00 2002 ;I

Diiary Editar;

[ I Cancel

Figure 9 - APM:Projects Form> Project Details field Diary

Although a project plan is approved, the project does not actually start until the
project manager clicks on the Execute Project button on the APM:Projects form.
Then, the first or earliest task(s) of the project changes status from Hold to
Assigned.

To maintain accurate tracking records, ActionProgram Manager records the
project’s actual start date when the project starts. It records the actual finish date
when the last task or milestone changes to a status of Completed.
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Project Roles

Whether the project is large or small, project management has different roles or
functions, which contribute to the effective planning and successful completion of
each project. The application defines them separately; however in reality, a single
person may have responsibility for multiple roles.

The project roles in ActionProgram Manager are:
= Project Sponsor/Stake Holder

= Project Manager

= Project Approver(s)

= Task Responsible Organization
= Task Responsible Party

= Assigned Worker(s)

Project Sponsor/Stake Holder

The Project Sponsor/Stake Holder originates the need for the project. Sponsor
information is documented in the original project record.

Project Manager

The Project Manager has responsibility for the project: planning, managing, and
measuring results. Accordingly, the Project Manager role has the highest level
and broadest scope of authority in the ActionProgram Manager application.

In this role, the Project Manager controls the original project record. He/she
creates and defines project elements such as the start or finish of the project, the
schedule orientation, the time unit for scheduling, plus task notifications and
status. The Project Manager can plan the entire project or manage a team in the
planning process.

Once a project enters the working phase, APM provides timely information about
a project’s progress through automated notifications and alerts, and detailed
reports and charts. Once a project is approved, only the Project Manager may
modify the project plan, including adding tasks and milestones, changing dates,
and duration. The assigned Project Manager information is documented in the
original project record. For more information regarding this role (including
changing project manager on an existing project) see Appendix F of the file ‘CPM
& Other Considerations’.
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Project Approver(s)

Project approval is an important milestone in APM workflow. In the application,
approval is the transition from the planning to working phase, but in a business
organization it is also a formal commitment of resources. ActionProgram
Manager manages this milestone through special permission assigned via the
approval button. The approval is logged in the Project Details Field on the
original project record

Task Responsible Organization

Each task is assigned to a group with overall responsibility for completing the
task. Each group has a designated manager or leader. In some organizations, the
Project Manager may participate on a planning team during the planning phase
and assign tasks to specific staff. In other organizations, the manager of the
Performing Organization, i.e., the Task Responsible Organization, assigned
people to work the tasks.

Notifications and alerts associated with the task record are issued to the Task
Responsible Organization manager or to the Task Responsible Party, i.e., the
person responsible for the task. A Task Responsible Organization must be
specified for each task.

Task Responsible Party

The Task Responsible Party is a member of the Task Responsible Organization
who has been given specific responsibility for the task. The Task Responsible
Party has primary responsibility for accomplishing the task work on schedule and
for maintaining accurate information in the task record.

Multiple members of the Task Responsible Organization may work on and log
time against a task, however only one can be assigned responsibility. The Task
Responsible Party receives all notifications and alerts associated with the task
record. The Task Responsible Organization manager specifies the Task
Responsible Party and can re-assign to another member of the group during the
project.

Each task must have a Task Responsible Party. If one is not specified, APM
automatically enters the Task Responsible Organization manager as the Task
Responsible Party for the task.

Assigned Worker

An Assigned Worker is someone that works on a task but is not specifically
assigned responsibility for its successful completion. To enter work time against
a task, a worker must be a member of the Responsible Organization for that task.
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Project Schedule

ActionProgram Manager provides the schedule information necessary to
successfully create and manage a project plan, including:

= Project Schedule

= Calculated Dates

= Schedule Orientation
= Slack

= Critical Path

For a detailed discussion of how APM manages project scheduling, please see
Appendix C: Critical Path Method Scheduling — An Overview.

Project Schedule

ActionProgram Manager uses three different versions of the project schedule over
the course of a project. Each represents a different perspective of the same
project plan and it is important to understand the differences. These schedules are:

= Plan Schedule — This schedule is created during the planning phase
and implemented during the working phase of a project. The Plan
Schedule is used to trigger task work, status changes, notifications and
alerts. Also, the schedule can be “re-planned” during both the
planning and working phases.

= Baseline Schedule — The Baseline Schedule is created at the time a
project is approved. It is a “snapshot” of the Plan Schedule and is the
target schedule the project is intended to achieve. The Baseline
schedule is the project plan used for comparison in variance reports
and charts. It is captured once and cannot be modified.

= Actual Schedule — This schedule reflects what has actually occurred
during the working phase of a project. The Actual Schedule, with the
Baseline Schedule, is used for comparison in variance reports and
charts. These dates are captured once, as they occur, and cannot be
modified.

Calculated Dates

ActionProgram Manager calculates three sets of dates for every task, summary
task, and milestone in a project. These calculations are based upon the project
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schedule orientation, task duration, level, and dependency relationships. The
three date sets are:

= Plan Start and Finish Dates — These are the desired, or target, start
and finish dates for a task, summary task, or milestone in a project.

= Early Start and Finish Dates — These are the earliest dates that a task,
summary task, or milestone can occur, beginning no earlier than the
start date of the project.

= Late Start and Finish Dates — These are the latest dates that a task,
summary task, or milestone can occur without delaying the finish date
of the project.

ActionProgram Manager also tracks the Baseline Start and Finish dates as well as
the Actual Start and Finish dates.

Schedule Orientation

ActionProgram Manager allows the Project Manager to determine how a project
will be scheduled by selecting the schedule orientation. There are three
selections:

= Project Start Date — The Project Start Date becomes the anchor date
for the project and all elements of a project are scheduled to start as
early as possible. If selected as the orientation, the Plan Start and
Finish Dates equal the Early Start and Finish Dates.

= Project Finish Date — The Project Finish Date becomes the anchor for
a project and all elements of a project are scheduled to finish as late as
possible. If selected as the orientation, the Plan Start and Finish Dates
equal the Late Start and Finish Dates.

» Task Target Date —When a task in the middle of the plan is the key
task of the project, it may be defined as a target task. When the
Schedule Orientation is set to Task Target Date, this task date becomes
the anchor for the project, and all other elements of the project are
oriented to this date. It is used for planning scheduled and unscheduled
asset outages.

The primary difference between these orientations is how the Plan Start, Plan
Finish, and Task Target Dates are defined. See the following figures.

NOTE: Once a project plan is approved, the schedule orientation cannot
be changed.
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Project Info | Costs I Task Info | Task Summar_l,JI Record Info/Docurnentation PDD|S.-"P[DQ[EII‘I‘ISI

Time Unit Schedule Drientation Task Motifications

IDa_l,ls j IProiect Start Date j IF'miect Approval & Assignment j
Project Plan Start D ate: Project Plan Finish D ate:

IBMQDDB 8:00:00 AM J IB#BQDDB 5:00:00 PM J
Actual Start Date: Actual Finizh D ate:

|1D£1 272008 1:04:33 PM J I J
Project Base Start Date: Project Base Finish Date:

IBM;’EDDB 8:00:00 aM J IS;’B;’EDDB B:00:00 PM J

Figure 10 - Schedule Orientation: Project Start Date

Slack

Most tasks and summary tasks in a project will have a different set of dates
calculated for the early and late date sets (i.e. the early and late start dates will be
different). The difference between these dates is called Slack. The slack
represents the amount of time that the task can move within the schedule without
adversely affecting other tasks dates or the finish date of the project.

A project's schedule orientation has an impact on how Slack may be utilized in
working a task. If a project's orientation is based on the start date, then a task is
already scheduled to start as early as possible. Its Slack is the amount of time that
the task can slip to start later than the plan date. Tasks, which are in a project
oriented to the finish date, are already scheduled to finish as late as possible. For
these tasks, Slack is the amount of time that it can start earlier than the plan date.

Tasks with zero Slack are on the critical path of the project and therefore cannot
slip without impacting the finish date of the project.

Critical Path

The critical path of a project is made up of those tasks which, if delayed, would
delay the planned finish date of the project. Tasks on the critical path have plan,
early and late date sets that are the same. Their slack time is zero.

ActionProgram Manager calculates a project’s critical path, and flags those tasks
in the project, charts, and reports.

Task Dependencies

The schedule and critical path of a project can only be determined after the inter
dependencies of tasks are known. See below under APM:Task Dependencies
Form for more details. Tasks are linked together in relationships that determine
their start and finish times.
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Task Durations

The schedule and critical path of a project are also dependent upon the duration
that each individual task is expected to take. See below under APM:Task Form
for more details.

Task Constraints

The schedule and critical path of a project are also dependent upon the constraints
that are associated with each task. See below under APM:Task Form for more
details.

Inter-Project Dependencies

The schedule and critical path of a project may also dependent upon the
relationship of a task in one project to a task in another project, or the relationship
of the entire project to another project or one of its tasks.

Interworkings of fields control the project schedule

There are several fields and configuration data items that are used in combination
with the above noted project information. For a more detailed discussion of these
relationships including several alternatives and warnings, please refer to the
document ‘CPM & Other Considerations’.

Project Plans Created With PPM

APM functionality has been enhanced with the optional ActionPortfolio Manager
(PPM) system. PPM lets you create and modify proposed projects, and supports
the processes and communication needed to move from proposed project to the
project planning phase.
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E PMA:ProposedProjects (Modify)

?, PMA:ProposedProjects 000000000000067 {Modify)

Portfolio Manager

Proposed Project Details

Project Name I MCE-1016-001

ImtlaIHequestl Generall Hesourcesl Type
Approval Process

I Technical Appraval

Template Process
Standard T emplate LI

Task Natifications

LI Risk: INone - Current Gate Level IAPM-PIanning 'I

ofMDneyl Fnont}l' Gate'l:Managerl GateZ:VPl Gate3:Steenng  APM:Planning |

Select Approval Process
ClearT emplate Process |

Time Unit - Schedule Orientation

Default Account:l 200

Default Performing Group IHesearch and Development

IF’roiect Appraval & Assignment j

IDaysj IF'rDiectStartDate j

Praj. Mar. |d:

Narne

[ aller:

= |

APM Project Created |

Show APM Project Plan !

Figure 11 - Proposed Project Created in PPM implemented as Project Plan in APM

B APM:Projects {Modify)}

€ APM:Projects Proj00000000040 (Modify)

Action Program Manager
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Project Name IMCE"I 016-001 LI _I Sponzor/Stake Holder

Categary IEapitaI LI Service Type Ilnfrastructur LI IATthUI Uterback

Projects

Refiesh |

Jiser

Project Status
Flan =

Reselect Approvall Execute Approval I

Phone |555-1212

PFriarity I Standard

j Project Type IDeveIopmer - |

Description

Project Detailz

Gap analysis.

Department I

=

Account: I 20010

Add Contact

-l

List Contact |

Approval Process
I Technical Approval

Risk: INone ‘l

Proj. Mar. Id: [&llen

LI Name IAIIen Crouder

Responsible Dlganizalionl Fiezearch and Developme ;I

Gantt Ehartl Create TaskI Create Milestonel LislTasks.-"MiIestonesI

Froject Info | Costs I Tasklnfol Task Summaryl Record Info/D ocumentation F'Dols.-"ProgramsI

Phone I

Eut. I

Uze a Template |

Time Unit Schedule Ori Task Motificati B Workday Tag Baze  Duration |0.00
IDayS j IF'ro|ect Start Date j IF'miec:t Approval & Assigrment j Icompany = Labor Hr. {0.00
Project Plan Start Date: Project Plan Finish D ate: Scope Changes B
| 1012002 2:00:00 &M | [Torz/2008 500:00PM [ Plamed Duration [2.00
Actual Start Date: Actual Finigh Date: Labar Hrs. | 72.00
J Cost 32400
Project Bage Start Date: Project Baze Finish Date: Actual  Labor Hrs. 0,00
| o 5 T

Figure 12 - PPM Proposed Project Implemented as APM Project Plan

If you have used PPM to create a proposed project, the final step is to implement
the proposed project into a project plan. That step is the connection, or tie-in,
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with APM. At that point you can open the APM:Projects form by clicking the
Show APM Project Plan button (Figure 12), and continue on to the approval
stage.

PPM is an optional add-on to ActionProgram Manager, and is not documented in
this APM User Guide. Documentation is available with purchase.

ActionProgram Manager Navigation
This section describes how to navigate through ActionProgram Manager.
= Using the APM:Navigation Form

= Using Remedy Menus

Using the APM Navigation Form

If you are new to Remedy, or just wish to work from within PPM, the
APM Navigation form provides a quick, convenient, color-coded method
for opening the APM and PPM forms, charts, and reports you need to do
your work. The APM Navigation form provides a series of menus,
submenus, and dialog boxes to give you access to forms you need and to
view project charts.NOTE: PRI's ActionPortfolio Manager (PPM) product
also uses the APM Navigation form.

Open the APM Navigation form
1. Onthe AR System Home Page, click the APM:Navigation link.
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le Edit WView Tools Actions ‘Window Help

ale| 2l# #|7| slal Bl ¥

B Home Page (Search)

BMC Remedy AR System
IT Home

Welcome Afer

Quick Links

APM:M avigation

Universal Timesheet
Service Management Portal
PRI-50 Demao Call:
Portfolio [mwvenbory

Change Pazsword

AR System 5Sample Application
AR Sample Application Console

o.
Figure 13 - AR System Home Page

The APM Navigation form opens, displaying the Main Menu.

B APM:Navigation {Search) H[=]

ACTIONPROGRAM MANAGER™

UPDATE PROJECT

APPROVE I

REPORTS i

@uaaua|

@ Project Remedies, Inc.

Figure 14 - APM Navigation form Main Menu
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Use this navigation menu to access the main APM forms, charts, and
reports. The buttons on the APM Navigation form menus are color-
coded:

Red = Functions
Blue = Charts and Reports
Gold = Administration

Using the AR System Menus

If you are familiar with the AR System environment, you will probably feel
comfortable navigating through APM using the native menu structure.

This is not always an appropriate method to use because there are cases where
required workflow is necessary to provide some APM functionality.

This method should only be used by those who have a thorough knowledge of the
product.

Open an APM form using the AR System Obiject List:
6. Click File > Open > Object List. Or click Ctrl O.

The AR System Obiject List opens.
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% Dbject List HE
ol | Find | Favortes Fecent |

Server

AP M awigation E ntry Pkt pri-dell-1
[5] APM:T asks Form pri-dell-1
E APM: Projects Farm pri-dell-1
E P Configuration Farm pri-dell-1

Open APk:MNavigation.

=T | Search | Open I Cancel |

Figure 15 - AR System Obiject List, Recent

7. Select the APM form you wish to open. The All tab includes all forms,
and the Recent tab includes forms you've opened recently for convenience.

8. Click the New or Search button.

The AR System Home Page window closes, and the APM form you
selected opens in either New or Search mode depending on which
button you clicked.

ActionProgram Manager Forms

This section provides a brief overview of the following main ActionProgram
Manager forms:

= APM:Projects Form

=  APM:Tasks Form

= APM:Task Dependency Form

=  APM:Approval Tasks Form

= APM:Time & Expense Tracking Form
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This section also describes the following important background forms:
=  APM:SKillSets Form

=  APM:ResourceLocations Form
=  APM:GroupAssociations Form
=  APM:Resources Form

For more detailed information about these and other forms, please see Appendix
B — APM Forms Reference. Forms are also described in the step-by-step
instruction in the following sections.
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APM:Projects Form

The APM:Projects form is the form in which the original project record is created,
modified, managed, and tracked by the Project Manager.

E apPM:Projects (New) M=l E3

@ APM:Projects (New)

Action Program Manager Projects
IJS% EEEI Refresh I
roj
. Project Status
Project Name I LI J Spongar/Stake Holder lﬁ
Eategary LI S TR LI I LI Select Approval Process I
Pricrity | Standard 'l Project Type I LI Phone I

_I Department I
Account:l LI

Add Contact List Contact I Riisk: I 'l

Description

Project Detalls

Proj. Mar. Id: IAIIen LI Mame I Phonel Ext. I
Reszponsible I]lganizatinnl - I
G antt Charll Create Taskl LCreate Mileslonal List Tasks!Mi\estonesl Use a Template
Project Infa I Costs I Tasklnlol Tazk Summaryl Fecord Info/Documentation Poolsx’F’rogramsI
Time Unit Schedule Ori i Task Motification Busi Workday Tag Base  Duration | 0.00
|Days j IProiect Start Date j IPrn\ect Approval & Azsignment j ICompany - Labar Hr. |0.00
Project Plan Start Date: Project Plan Finizh D ate: Scope Changes st
g Flanned Duration  |0.00
Actual Start D ate: Actual Finizh D ate: Labor Hrs. | 0.00
I J I J Cost
Project Baze Start Date: Project Baze Finish Date: Actual  Labor Hrs,[0.00
J Cost

Figure 16 - APM:Projects Form
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APM:Tasks Form

The APM:Tasks form is the form in which the task, summary task, milestone and
dependency relationships of a project are created, modified, managed and tracked

by the Project Manager, Responsible Organization manager, and Assigned
Worker during the working phase.

B APM:Tasks (New)

[_[O[x]

B APM:Tasks (New)

=
Action Program Manager

Tasks

Project Info

Select Praject I Project Id | Proj00000000024| Project Mame IAZ B _I Rework Task Process

Display Project I Froject Status |Plan 'I Froject ManagerIAIIem Crouder
Task Info

ok Task Name . Target
o e [ | L&l € Mo CYes
= | |dentifier| Task ¥ | Task Description _I Shift T ask worked
Create Milestone Iﬁ
Create Task latuspglHo

-
WBS I LI SummaryTaskl _I LI Clear
Responsible Drganization

Diuration
Plan Start Date: |10/10/2008 1:33:05 P _I Constraint LI PFriority lﬁ INetwork Operations LI
Days ~

Wts Responsible Person
Plan Finish D ate: _I ConstraintDate _I
Slack IAamm Baker LI

% Complete Name
© Critical Path I 3: Lahar Hrs| I—

Detailz ISCheduIeI Cast I
D etails/|ssues

Attachmerts Created B I—
I g File Name IMax Size Attach Label | @ redied By —I
Scope Changes g £t LatasTime I _I

Mottt Dot Time | =
Last Mokt 5 | =

Change Log

Figure 17 - APM:Tasks Form
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APM:Task Dependency Form

The APM:Task Dependency form is where task dependencies are stored.
Dependency relationships of a project are created, modified, managed and tracked
in the APM:Tasks form by the Project Manager, Responsible Organization
manager, and the Assigned Worker during the working phase.

B APM:TaskDependency {Modify) =] E3

Project Marne Predecessar Task Mame Dependent Task Mame

€. APM:TaskDependency Depn00000000229 (Modify)

Action Program Manager Task Dependency
Details
Project Mame Project Id
Tisplau I.s’-‘«Z & J IProiDDDDUDDDUEi Select Proiectl
Predeceszor Task Mame Predecessor Id
Displa_-,.ul ISub task 3 _l ITaskDDDEIEIDDEIE[ Select Predecessorl
Status Dependency Delay Delay Units
[valid ] [Finish - 5tat =] [0 [oaps =] _CancelDependency |
Dependent Task Mame Dependent Id
Displa_l,.ll ISub tazk 11 _l ITaskDDDUDDDUE[ Select Dependentl
Created By Lraaie Dot Tima
[een | [eerzstizmean |
£ o Anetiiac e Aineitias i Time

[en | [ermetimean |

Figure 18 - APM:Task Dependency Form
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APM:Approval Tasks Form

The APM:Approval Tasks form is the form in which the approval process is
reviewed and updated by the approval managers. Each manager reviews the
planned project in turn, and may Approve, Reject, or Cancel it. After they select
the Status to reflect their decision and click Save, their choice affects the next

approval task down in the process cascade.

B APM:ApprovalTasks (Modify)

=] B

Approval Ta.., | Approval Task Mame

APRO0OES
APRODOGE

Project Manager &pproval Azzigned
Technical Services Approval Tazk Hald

f. APM:ApprovalTasks APR0O0064 {(Modify)

Action Program Manager

Approyal Tasks

IPending Approval j I.t’-‘«Z [

J IAIIen Crouder

Project Info

Aanersa Fand o Project |d Project Dezcription
|2PROODEA | Projnonooooooz4 |Test [
Project Status Froject Mame Praject Manager

Get Project I Open Sub-T azks

Ad Hoc Approval Task/Sub-Tazk

Approval Tazk Info | Relationship Info I

Approval Hame Approval Description

ITechnicaI Approval w* | | Thiz approval requires review and approval by the

Project Manager and VP of Technical Services

Task Type Status

Fesponzible Organization  Fesponsibla Party

IDliginaI j

In Process vI

Azzigned
In Process

IHesearch and Devele  » | Iallen

L
i

Figure 19 - APM:Approval Tasks Form
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PRI:Time & Expense Tracking Form

The PRI: Time & Expense Tracking form provides an alternative method for
entering work time against a task in any project. It is the location where all work
time records are stored for tasks in a project in APM. Time is normally entered in
the APM:Task form > Work Time tab as it is being worked, or in the Universal

Timesheet.
B PRI:Time & Expense Tracking (pri-dell-2)
[N ]
o dIn
&/ 2\ Fime & Exponse Sheot for: Allen -] . 1]
1.9 N i '
N P
(700 {0.00 0.00 0.00 i0.00 i0.00 X
By Tarsk Morzes
T
&
Week OF
[10m2/2008 = |
Refresk
J Total Hours
4| | _;l for the Week
TotalHis PerDay [700 [oo0  [ooo  [ooo  [ooo  fooo  fooo {7.00

Figure 20 - APM:Time & Expense Tracking Form - Timesheet

The Expense Tracking form provides an alternative method for entering expenses
in any project. It is the location where all work expense records are stored for
tasks in a project in APM. Expenses are normally entered in the APM:Task form
> Work Time tab as it is being worked or in the Universal Timesheet.
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o 7 R
(&7
\Co1e2

B PRI:Time & Expense Tracking {pri-dell-2)

Fome & Fapense Sheat for Allen ﬂ

By Taask Nirvee

Week OF

[10r3/2008 ~ |

Refresk

L

ull

i0.00 10.00 i0.00 i0.00
i0.00 i0.00 000 ;000

4

Total Expenses
for the Week

e —
Tatal Exp Per Day |22.38 |325.50 ID.UU ID.EIEI IU.DD IU.DD IEI.DD

Figure 21 - APM: Time & Expense Tracking Form - Expense Sheet

|347.88
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APM:SkillSets Form

The APM:SkillSets form is the form in which skills can be added to the enterprise

that were not included in the out-of-hox APM installation.

B APM:SkillSets (New)

M= E3

B APM:SkillSets (New)

Action Program Manager Skill Set
Skt AR Skill Code Hate Status
| Skil [ {100 [ctive =]
Descnption

Effective From Date |$DAT LI Effective To Date I LI

Figure 22 - APM:SkillSets Form
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APM:Resourcelocations Form

The APM:ResourceLocations Form is the form in which enterprise locations are
added and maintained.

B APM:Resourcelocations {(New) _ (O]

2 APM:Resourcelocations (New)

Action Program Manager Resource Locations
Lo A7 Location Code Status
ILDCEI || I.-’-‘-.ctive "l

Description

| N

Figure 23 - APM:ResourceLocations Form
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APM:GroupAssociations Form

The APM:GroupAssociations form is the form in which the organizations (or

"departments") are added and maintained.

B APM:GroupAssociation {New)

2 APM:GroupAssociation (New)

Srgndsrziivyy?  Group Association HName

IAsso I LI

Location Security Group

=l =

Average Rate

Action Program Manager GroupAssociation

Loelancger:

Set Supervizor I

Status
IActive v I

[100.00 Effective From Date [$0AT | Effective TaDate | [

M anager | Supervizor | Rezources

Mame Title

Rate A T Fhone
EZ0LICE &
[100.00 - |

& Employee © Conzultant

Figure 24 - APM:GroupAssociations Form
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APM:Resources Form

The APM:Resources Form is the form in which the individual resources — people

— are added and maintained within APM.

B APM:Resources {New)

Action Program Manager Resources
[License Type]
FPeawseat?  Hame [Use 'Select User' below] Rate Resource Type Status Uszer ReqAppr
IFIsrc I I'IDD.DE‘ IEmponee j I j INU j
Title Phone Extenzion Consulting Organization / Dept  OT ReqAppr
| | | | [No =]
Aszzigned Skills Asgzigned Location Overtime Factor  Exp Hours

© APM:Resources (New)

[ ~| ] | [0 [.00
Select L Login Laszt Mame First Hame Effective From Date
elech Lzer | I I I |$DATE$ j

Ageg Org Mame Assignable Daily Hours  Effective To Date

Aszszgn Org. ID
Select Aszgn Org | I I IE.DDD I j
Aasignments Client Executable Fath I _l ‘wieb Charting IND vl

Task [D]Start [End [kl BequlHours Resource Management Displays
Organization Skill
[an | Jan ~|
Resource Location
[ | Jan Rl
Fram To
[simesTamPs < | |

Project ID
|A|| LI Show FiM Chart |

Figure 25 - APM:Resources Form
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APM Form Quick Lookup:

This section provides a quick lookup reference for the most common APM forms
and for the APM:Navigation form options that open them. They are listed below
in alphabetical order by form name. For more complete information about the
APM forms please see Appendix B - APM Forms Reference.

APM FORM

TO OPEN

APM:Approval Tasks

APM:Navigation > Approve

APM:Projects

To open a New APM:Projects form:
APM:Navigation > New Project > Active

To open an existing APM:Projects form:
APM:Navigation > Update Project >
Active Project

To search for an active project:
APM:Navigation: > Query Active. The
APM:Projects form opens in Search mode.

APM:Risk Management Inter-
Project Dependency

APM:Tasks form > Dependency Tab >
Create IPD (or Modify IPD to open
existing inter-project dependency)

APM:Tasks

There are two main ways to open a task
record:

A: APM:Projects form > Task Info tab >
Double click on a task to open it in the
APM:Tasks form.

B: APM:Projects form > List
Tasks/Milestones button > Select List
Entire Project.

APM:Task Dependency

APM:Tasks form > Dependency tab >List
Dependencies

Or click on List Dependencies on the
Toolbar: @

PRI:Approve Time & Expense

APM:Navigation > Time Entry > Approve
T&E Tracking
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APM FORM TO OPEN

Time & Expense Tracking APM:Navigation > Timesheet
(timesheet)

Charts APM:Navigation > Charts
Reports APM:Navigation > Reports

Charts and Reports

ActionProgram Manager includes Gantt charts and pre-defined reports for
planning, managing, and evaluating single and multiple projects. Pre-defined
reports provide hard-copy detail set forth in the various task and milestone
records.

Gantt Charts

ActionProgram Manager features integrated Gantt charting to provide a graphic
presentation of the project as it is being planned (Figure 26) and worked. This
charting can be accessed through the original project record or any task record in
the project. Gantt charts are available during the planning, working, and
reviewing phases of a project. However, the data used to build the chart will vary
in each phase.

A Gantt chart generated in the planning phase utilizes the Plan Dates of the
proposed project and its tasks. During the working phase, the chart truly reflects
the progress of the project at the time. It uses a combination of plan and actual
dates since some of the tasks will have already started, even possibly finished.
Based on the date the Gantt chart is created, it will use Actual dates for tasks with
a status of Completed. Those tasks with a status of Hold or Assigned will be
displayed based on the Plan Dates since no actual activity has occurred. The tasks
that have a status of In Process will use the Actual Start Date and the Plan Finish
Date. Gantt charts generated during the review phase will be generated using
only the Actual dates.
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[B PMA:Inventory (pri-dell-2)
Gantt Charts
Help
| Fe eapa s
&= Gar\ttl |
antt " Jrugust 2008 [ septemser 2008 |
@ Qa%: 3 |3 ‘4 ‘5 |a ‘7 ‘s |9 ||u ‘n ‘11 ||3 ||4 ‘15 ‘m ||7 ‘w ‘19 |zu |11 ‘12 ‘23 |24 |15 ‘25 ‘27 |1a |1g ‘su |3| || ‘1 ‘3 |4 H
E-—AaZ5
[ — Gather Requirements and Design %]
----- ® Subtask 1 N Ty Cris Cally
& Subtask 2 Tl Cally Fred Lewis
----- @ Subtask 3 [0% ] Fred Lewis
== Develop and Test ! [0%]
..... ® btk —
----- @ Subtask 12 [0%]
@ Subtask 13 10%]
=== Implement in Test Environment i—u [o#
@ Subtask 21
----- @ Subtask 22 [0%]
& Subtask 23 [0%
-~ Implement in Production Environn fp—
4 B
GanttProject,Org (1,11.1) | | Tasks : 17 Resources 2

Figure 26 - Gantt Chart of a Project in Planning

Resource Charts

APM includes charts
visibility as a project

for viewing the status of project resources for ongoing
IS being worked.

Pre-defined Reports

The following reports are included with ActionProgram Manager. They are
described in greater detail in Part VI: Reviewing a Project, and Appendix A:

Charts & Reports.
Details

Project Summary

Manager Cost
Details

Management
All Complete

All In Process

All Pending

Provides a one-page summary of a project's
progress and success.

Summarizes each project manager's progress.

Provides a detailed summary of all tasks and
milestones in a project.

Provides a list of all projects whose status is
Completed.

Provides a list of all projects whose status is In
Process.

Provides a list of all projects whose status is
Pending.
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Manager Cost See above.

Program Cost Provides a summary of program costs.

Hours/Time

New Project Provides a list of all newly created projects.

Critical Path Provides a list of all tasks on the critical path of the
project.

Variance Provides a summary comparison of the Base Start

and Base Finish and Actual Start and Actual Finish
dates for all tasks in a project.

Not Finished List of all projects that should have finished by now.
Not Started List of all projects that should have started by now.
Workload

Group Task Provides a detailed summary of all tasks assigned to

a particular group.

User Task Assignment
Provides a detailed summary of all tasks
assigned to a specific user.

Work Time Provides a detailed summary of the work time
budget.

Cost

Snapshot Detailed summary of projects with status In Process

or Completed. It includes warning and critical
variance threshold figures.

Money Spent Provides a detailed summary of the money spent on
projects.

Program Cost Provides a detailed summary of program costs.

Manager Cost See above.

Other reports

Worker Weekly Time Report
Detailed report of a worker's weekly work time
hours.

Project Time Report Provides a detailed summary of all work time
entered for a project.
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Sick/Vacation Time Used Report
Summary report of all the non-work hours entered
during the selected time period.

Close Out Time Report

Common APM Form Features

Most of the APM forms also include buttons that open related projects, tasks,
dependencies, or lists that you can choose from. The interface is very intuitive
and consistent, and you will get the hang of moving around the application very
quickly.

The following features are available on many of the APM forms:

Selection List Down Arrow Click the down arrow buttons to open a

j dropdown selection list, or open a
separate Selection List window,
presenting possible values for the field.

Display Field Contents Fields that have a button with 3 dots to
J the right side of the field indicate a text
entry field. You may enter as much

information as you wish in these fields.
Click to display the complete contents

of the field.
Diary Empty Blank diary indicates there are no diary
@ entries.
Diary Entries Lines of "text" on the icon button
indicate there are date/time-stamped
project diary entries. To view them,

click the diary button.

To close an open window, click on the X in the upper right hand corner of the
individual window, or click the Cancel button.
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APM:Projects Form Toolbar

”i Remedy User - APM:Projects {Modify)
File Edit WYiew Tools Actions -  APM  Project Reports  Window  Help

ale| 2% 27| sla| B w|| &3m0 |

Figure 27 - AR System and APM Project Record Toolbar

The first buttons on the toolbar belong to Remedy. The APM Projects Toolbar

buttons are described below:

Reports

What's This?

A2

About PRI

&

Gantt Chart
fidl

List Related Approval Records

EX

My Last Submitted Project
14

]

Cancel Project

|

AR System Button on toolbar

Opens the APM:Projects Report Styles
form.

AR System Button on toolbar

Click this to change the cursor to a
dynamic "?". When you click it on an
object on the screen, text about that
object (field, button, etc.) is displayed.
Re-click the What's This? button to
toggle out of dynamic help mode.

Button on toolbar

Displays an information box about
Project Remedies, Inc.

Button on toolbar

Initiates a Gantt chart for the active
project record.

Button on toolbar

Opens the Matching
APM:ApprovalTasks form, which
displays the approval process
information for the displayed project.

Button on toolbar

Opens the last submitted project record
based upon the User Login Id.

Button on toolbar

Opens a dialog asking whether you
really wish to cancel the project. Click
Yes or No.
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APM:Tasks Toolbar

#% Remedy User - APM:Tasks (Modify)
File Edit ‘iew Tools Actions Task Ackions Task Reports  Window  Help

A&t 2l 217 Sl B] x| oo e s

Figure 28 - AR System and APM Task Record Toolbar

The first buttons on the toolbar belong to Remedy. The APM Task Toolbar
buttons are described below:

Reports

What's This?

A2

My Last Task

Lt

Cancel Task

List

| Spd |
LIST

Dependencies

B+l
ME'Y

Create New Dependency

Open Summary Task

TEK
TRSE

List

Sub-Tasks/Milestones

I:I!él[l
LIST

Opens the APM:Projects Report Styles
form.

Click this to change the cursor to a
dynamic "?". When you click it on an
object on the screen, text about that
object (field, button, etc.) is displayed.
Re-click the What's This? button to
toggle out of dynamic help mode.

Opens the last submitted task record
based on the User Login Id.

Opens a dialog asking whether you
really wish to cancel the task. Click Yes
or No.

Available for existing task records.
Opens a query list of all predecessors
for the current task record displayed.
Available for existing task records.
Opens a submit window in the APM:
TaskDependency form.

Opens the task record for the summary
task of the active task record.

Available for existing task records.

Opens a query list for sub-tasks and
sub-milestones of the active task record.
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Change Level

ix]

Use to create or remove a summary task
relationship from the selected task.
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Part Il:
Adding Resources
to APM

Before you can begin creating new projects, you need to define your enterprise
within APM. This includes adding resources such as skills, locations, and
organizations, the people who will be working on projects, and the rates
associated with each.

This section describes how to add resources to APM. Normally the AR System
Administrator performs this task following APM installation, as part of the
implementation phase. We include it here to help you understand how APM
works within the enterprise. You may also need to know how to update resources
to reflect changes in your environment, such as adding a new branch office or
updating rates. This section includes the following topics:

= Adding Skills, Locations, and Organizations

= Adding a New Person to APM

Adding Skills, Locations, and Organizations

The enterprise resources of skills, locations, and organizations are available in the
Selection Lists and are used to complete numerous fields in APM.

NOTE: The steps in this section describe how to use several forms that
are not available directly from the APM:Navigation form. Instead, open
them from the AR System Object list: select File > Open > Object List (or
click Ctrl-O) to open the AR System Object list. Forms are listed in
alphabetical order, and will open in New or Modify mode depending on
which button you click after selecting the form

Add a Skill

A skill is basically a job title in APM. It includes the code that is used in the
selection lists, a description, and an associated rate.
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1. Select the APM:SkillSets form and click New. The APM:SkillSets form

opens in New mode.

2. Complete the form to add a new skill.

Ei apm:skillsets (New) M=l B3

B APM:SkillSets (New)

Action Program Manaqger Skill Set
S AT Skill Code Hate Status

| skil EED [175 |ctive =]

Description

I 51. Systems Analyst & Designer J
Effective From Date I$D.~'—\T LI Effective To Date I LI

Figure 29 - Adding a New Skill Set

3. When done, click Save. The form closes and the new skill is added to the

Skill ID is generated automatically when you save the skill.

Enter a SKill Code. This is a unique abbreviation that will be used
throughout APM.

Rate. Enter the hourly rate associated with this skill. Do not use
the dollar sign. Decimals are allowed. Rates may also be set for
organizations and individual users. The skill rate is used while
planning a project before individuals are assigned to specific tasks.

The default Status is Active.
In the Description field, enter the name of the skill.

The Effective From Date will default to the current date. Select a
different effective date from the calendar if needed.

Leave the Effective To Date blank if you wish to make the skill
available indefinitely. Enter a date if you wish to limit the
availability of the skill to a specific time period.

skills selection list.
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Selection List

IT-SA2
IT-5A3
IT-CH1
IT-CH2
IT-CH3
IT-AD1
IT-AD2
IT-AD3
FSI-PH
FSI-D
Program Manager

System Administrator 2

System Administrator 3

Change Management Consultant 1
Change Management Consultant 2
Change Management Consultant 3
Application Developer 1
Application Developer 2
Application Developer 3

. Project Hanager
3r.

Developer

Program HManager
Technical Writer

3r.

Technical Writer

Systems Analyst & Designer

Sr.

Systems Analyst & Designer

| i

(1]4 I Canicel |

Figure 30 - New Skill Added to the Selection List

Add a Location

A location is a place where people work, such as an office, or some other physical
place or facility within the enterprise.

1. Select the APM:ResourceLocations form and click New. The
APM:ResourceLocations form opens in New mode.

2. Complete the form to add a new location.

E APM:ResourceLocations {(Mew) !E

@ APM:ResourcelLocations (New) | ,/" |
Action Program Manager Resource Locations
Loty 47 Location Code Status

Description

ILDca IPgh

Active ™

| Pittsburgh, P

]

Figure 31 - Adding a New Location

e Location ID is generated automatically when you save the location.
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e Enter a Location Code. This is a unique code that will be used
throughout APM.

e The default Status is Active.
e Enter the full name of the location in the Description field.

3. When done, click Save. The new location is added to the locations selection
list.

Selection List

e anderen e AN e o TrrornTa .
San Francisco San Francisco, CA

Phoenix Phoenix, AZ

Orem Orem, UT

Pgh Pittsburgh, PR

4 | |

Ok I Caticel |

Figure 32 - New Location Added to the Selection List

Add an Organization
An organization in APM is essentially a department within the enterprise.

1. Inthe AR System window, select File > Open > Obiject List (or click Ctrl-O)
to open the AR System Object list.

2. Select APM:GroupAssociations and click New. The APM:GroupAssociations
form opens in New mode.

3. Complete the form to add a new organization.
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B APM:GroupAssociation {Modify) M =] E3

f. APM:GroupAssociation Asso00000000008 (Modify)

Average Rate

Action Program Manager GroupAssociation
Srgndsrziivyy?  Group Association HName MI
|422000000000002 | Documentation ~| Set Supervisor |
Location Security Group Status
IF'gh ﬂ IAPM-Wnrkers LI IActive 'I

{100,

00 Effective From Date [11/6/2 .|  Effective ToDate | [

MHamea

Manager | Supervizor | Bezources

Title

Fiate

Phone

Fesource Type
© Employee © Conzultant I

Figure 33 - Adding a New Organization

Group Association 1D is generated automatically when you save
the new organization.

Enter a Group Association Name. This is a unique name that will
be used throughout APM.

Select a Location by clicking on the field's down arrow and
selecting a value from the location selection list.

Select a Security Group.
The default Status is Active.

Enter an Average Rate for the organization. Do not use the dollar
sign. Decimals are allowed.

The Effective From Date will default to the current date. Select a
different effective date from the calendar if needed.

Leave the Effective To Date blank if you wish to make the
organization available indefinitely. Enter a date if you wish to
limit the availability of the organization to a specific time period.

4. Add a manager and a supervisor.
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NOTE: Before you can complete this step you must create the resources
who are assigned to this new organization (i.e., group).

e Click the Set Manager and Set Supervisor buttons, and choose the
people you need from the selection list. Their user information is
added to the Manager and Supervisor tabs.

5. When done, click Save. The new organization is now ready for you to add
people.

Updating Skills, Locations, and Organizations

If you need to make changes to the enterprise resources, open the forms described
above, and locate the record you need to update.

= To edit the record, open the form, make the necessary changes, and
click Save.

= To exclude the record from the selection lists, change the Status field
to Inactive, and click Save to save your changes.

Adding a New Person to APM

In APM, resources are individual people. Once you have added skills, locations,
and organizations you can add the resources - people - to APM. Each person is
associated with a skill, location, and organization.

Adding people to APM is a two-step process:

= First, the person must be set up in the Remedy User form. This is an
AR System Administrator function.

= Second, the person must be added to APM using the APM:Resources
form.

Add the New Resource to the Remedy User Form

Complete this step if you can't locate the person in APM. The quickest way to
find out is to open the APM:Resources form in Search mode, click Search, and
review the results. If you don't see them, then complete the steps below:

1. Inthe AR System window, select File > Open > Object List (or click Ctrl-O)
to open the AR System Object list.
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2. Select the User form and click New. The Remedy AR System User form
opens in New mode.

Complete the required fields on this form to add a new user.

e Enter the user's Login Name.

e Enter their Full Name.

e Select the License Type.

e Select the Full Text License Type.

e The Status default is Current.

e Select the Group List for this user.
3. Complete the remaining fields on the User form as needed.
4. Click Save when done.

B user {Modify) [_[3O[x]
User - Matching 4

Lagin Mame | Full Mame | License Type | Email Address | Default Matif... | Statuz | :l
Dema Demo user for startup 2 Fixed Alert Current J
AP adrin AP adrmin Fived Alert Current

Mary Richards Mary Richards Floating MNone Current

Mike Millar Mike Millar Floating MNone Cuirent

Bill Phelps Eill Fhelps Floating LCLirent

Crig Cally Crig Cally Floating MNone Current

Fred Lewis Fred Lewis Floating None Current LI

% User 000000000000053 (Modify)

BMC - Remedy AR System < bmesoftware
»

User Form

User Information

Login Name IBiI\ Phelps License Type " Read O Fixed #® Floating ' Resticted Read

Full Mame IEI” Phelps Full Text License Type @ Mone © Fived © Floating

Password | xxxxxxxxxxxxxxxxxxxxxxxxxxxx O | _I

Group List APM-Projtd gr 58PM workers LI _I Diefault Matify Mechanism @ Mone © Alert T Emall

Emall &ddress I

Computed Group List I J Status @ Cument © Disabled
Password Management

Dizable Pagzword Management For This User ™ Yes Farce Pazsword Change On Login ™ ‘es

Dynamic Group Access I'B\II Phelps" LI _I Mumber of D ays Before Expiration I ﬁ

Last Password Change For Policy IZHZEKZDDB ;I Mumber of Waming D ays I ::I

Account Disabled Date I ;I Days Alter Expiration Until Disablement I ﬁ
System Information

Creator ImikES Lot Mecfiad By IDEWU

st Dae |2f’21 42003 1:54:51 PM J A [t |8.f21 /2007 10:48:55 & _I

Fegact i IDDDDUDDDDUDDDS3 Urigue |dentifier IND ID GENERATED

Figure 34 - Adding a New Resource to the Remedy User Form
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NOTE: A complete description of how to complete this form and
administer the AR System users is beyond the scope of this user guide.

See the AR System Administrator for more information.

The new resource can now be added to APM, as described in the next section.

Add a New Resource to APM

Once a person has been added to Remedy, they can be added to ActionProgram

Manager.
1. Open the APM:Resources form in New mode.

2. Complete the form to add a new resource to ActionProgram Manager.

B APM:Resources (Modify)

@ APM:Resources Rsrc00000000025 (Modify)

Action Program Manager Resources

[License Tupe]

Last Mame First Mame

Foaves? Mame [Usze 'Select User' below] Rate Resource Type Skatus User ReqAppr
IHS[CDDDDDDDl ITom Wwiesson |13D.DEI IEmpIo_l,lee j ILicensed j INU j
Title Phone Extenzion Consulting Organization / Dept 0T Req Appr

[ Systems Analyst [mzaz21em | | o 7|
Aszzigned Skills Aszzigned Location Overtime Factor  Exp Hours
[ v | | [Fah | [0 000

Effective From D ate

Select User | Lol

ITom Weszon I\N'esson ITom

Aszzgn Org. ID Azzg Org Mame

Asszignable Daily Hours  Effective To Date

[112008 =]

Select Assgn Org | [5s00000000000E  [Research and Develop  [2.000
Client Executable Path I C:project-remediesy J

Wweb Charting IND 'l

-

I v
Project 1D
| =l

Assignments
Task [D]Start [End [Skil RequlHours Resource Management Displaps
Organization Skill
= ~
Fezource Location
[ x| Ad
Fram To
[ [

Show BM Chart |

Figure 35 - Adding a New Resource

e Resource ID is generated automatically when you save the

resource.

e Select the License Type Status.
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e Click the Select User button, and select the resource from the
selection list that opens. The Name, Login, Last Name, and First
Name fields are completed automatically with the name of the
resource you selected.

o Click the Select Assgn Org button, and select the organization to
which the resource is assigned from the selection list that opens.
The Assgn Org ID and Assg Org Name fields are completed
automatically.

e The default hourly Rate is 100.00 dollars per hour. Change this if
necessary.

e The defaults for User Req Appr (User Requires Approval) and OT
Reqg Appr (Overtime Requires Approval) are No.

o Select the Assigned Skills code from the field's selection list.
e Select the Assigned Location code from the field's selection lists.
e Complete the Title, Phone, and other contact fields as needed.

¢ Inthe Client Executable Path enter the absolute path to the
directory where the APM charting software was installed. If the
charting software is installed on the Web and this resource will be
using it, then this field is left blank.

e If this resource is going to be using Web Charting, select Yes.
Otherwise leave it set to the default No.

3. Click Save when done. The new resource is added to APM, and is now
available for task assignments.
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Part Ill:
Planning a Project

This section describes how to create and plan a project in ActionProgram
Manager. Creating projects is basically a three-step process that involves creating
a new project record, adding tasks and specifying dependencies, and then
submitting the project for approval.

" Creating a New Project

" Creating Tasks

=  Assigning Resources to a Task

" Creating Summary Tasks and Sub-Tasks
. Defining Milestones

= Creating Dependency Relationships

" Grouping Projects into Pools & Programs
" Determining Tasks on the Critical Path

" Creating a Project Plan Using PPM

. Preparing a Project for Approval

Creating a New Project

The first step in creating a project using APM is for the project manager to create
the initial project record.

The project manager creates a project in the APM:Projects Form.

Creating a project record can be grouped into the following steps, which are
described in-depth in the corresponding subsections:

NOTE: the field names that appear in these sections in bold typeface are required
fields for submitting a record in APM. Data values that appear in italics typeface
are values included with APM. For example, the selection dropdown list for the

Schedule Orientation field includes Project Start Date and Project Finish Date.
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Open a New APM:Projects Form

1. From the APM:Navigation window Main Menu, select: New Project > Active.
The APM: Projects form opens in New mode as shown below:

E apPM:Projects (New)

=]

@ APM:Projects (New)

Cost

Action Program Manager Projects
LRyt /s
Fi] EEEI Refresh I
. Project Status
Project Name I LI J Sponsor/Stake Holder Flan =
Category LI Service Type I LI & I
Select Approval Process I
Pricrity | Standard 'l Project Type I LI Phone I
Drepartment
Description _I g I
Account:l — I
Project Detalls L
g Add Cortact List Contact I Risk: I jv
Proj. Mar. Id: IAIIen LI Mame I Phonel Ext. I
Reszponsible I]lganizatinnl - I
G antt Charll Create Taskl LCreate Mileslonal List Tasks!Mi\estonesl Use a Template
Project Infa I Costs I Tasklnlol Tazk Summaryl Fecord Info/Documentation Poolsx’F’rogramsI
Time Unit Schedule Ori i Task Motification Busi Workday Tag Baze  Duration |0.00
|Days j IProiect Start Date j IPrn\ect Approval & Azsignment j ICompany - Labar Hr. |0.00
Project Plan Start Date: Project Plan Finizh D ate: Scope Changes st
| J | g Flanned Duration  |0.00
Actual Start D ate: Actual Finizh D ate: Labor Hrs. | 0.00
J Cost
Project Baze Start Date: Project Baze Finish Date: Actual  Labor Hrs,[0.00

Figure 36 - The APM:Projects Form

Enter Project Information

1. Inthe Project Name field, enter a unique name for the project. A different
name must be used for each project in APM. To see a list of existing project
names, click the down arrow button located to the right of the field.

2. Inthe Category field, select one from the selection dropdown list. The default
Category list is Capital, Client — Billable, Client — Non-Billable, Core Project,
Network, and Non-Capital. This list can be customized or removed. See your

AR System administrator for assistance.

3. Inthe Priority, Service Type, and Project Type fields, select values from the

selection dropdown lists.

4. In the Project Description field, enter a brief description of the project. For a
bigger editing screen, click the display field contents button located to the

right of the field.
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Enter Contact Information

1.

In the Sponsor/Stake Holder field, enter the name of the person requesting the
project, or click the down arrow and pick a name from the selection list.

In the Phone and Organization fields, enter the information for the person you
selected.

Because APM is created in the AR System environment, it can easily
be customized to integrate with data in other AR System applications.
User information such as organizations and phone number can easily
be linked so that data can automatically be back-filled into the
appropriate fields. Your AR System administrator can help.

In the Account field, click the menu list button to the right of the field to open
the Selection List window of available accounts. Select the code or account
number associated with this project from the list, and click OK.

The Selection List window closes and your selection appears in the
field. This could be a cost center number, organization code, project
number or any other code or account number used to track project
costs.

In the Proj. Mgr. 1d field, choose a project manager from the selection
dropdown list. This is the person assigned responsibility for the entire project.

The Name field is filled.

In the Project Manager Phone and Ext fields, enter the main phone number
and extension of the project manager.

In the Responsible Organization field, select the group with overall
responsibility for completing the project.

Define the Project Elements

1.

The Project Status field is automatically set to the default value of Plan. A
project cannot be created with any other status value.

Select an Approval Process (required). Click the Select an Approval Process
button, and select the approval process for this project plan — Technical
Approval or Corporate Approval —from the selection list. Click OK and the
selection list closes.

e The Select an Approval Process button is replaced with an
Approval Process label and Reselect Approval and Execute
Approval buttons. The approval process you selected is displayed
below them.
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To select a different approval process, click the Reselect Approval

button, which reopens the Selection List for you to make another

selection.

Select the appropriate Risk field level: None, Low, Medium, or High.

4. Template. If you wish to apply a project template, click the Use a Template
button, which opens the selection list of existing task templates. Select a

template, and the following changes occur to the project:

NOTE: If you click the Use a Template button a second time, the interface

The Use a Template button is replaced with the Clear Template
button until you save the project plan, at which time it changes
back to the Use a Template button.

The template tasks are added to the project, and are now listed in
the Task Info tab. (If you do not select a template, the Task Info
tab will remain empty until you create tasks later in the planning
phase.)

The Project Plan Start Date and Project Plan Finish Date are
calculated according to the Schedule Orientation, the Start or
Finish date you entered, and the duration of the template tasks.

The project also now includes values for planned labor hours and
budget, again calculated based on the data in the template you
selected.

Tasks added by the template may be modified. You can add more
tasks, and edit, or remove the tasks added by the template.

will be different. Instead of the template selection dropdown list, the

APM:Template Execution form opens. Use this form to specify where in

the existing project you want the new template tasks to be placed.

5. Inthe Time Unit field, select Days (default) or Hours as the unit of time to be

used for calculating and scheduling the project. The selection made in this
field will automatically set the Time Unit field on the APM:Tasks and
APM:TaskDependency forms for all records associated with this project

record.

6. In the Schedule Orientation field, click on the selection dropdown list button

to select the orientation for scheduling the tasks in the project.

Select Project Start Date (default) to schedule tasks to begin as
early as possible.
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o Select Project Finish Date to schedule tasks to begin as late as
possible.

o Select Task Target Date to schedule both the start and finish dates
based on an anchor to a specific task ((identified as the target
task)).

7. Inthe Task Notifications field, select the type of notifications to be used for
this project. The options are Assignment Only, Project Approval Only, and
Project Approval and Assignment (default).

8. In the Business Workday Tag field, click the menu list button, and select the
business workday orientation from the list.

9. The Project Plan Start Date field may be entered manually if the selection
made in the Schedule Orientation field is Project Start Date. If no entry is
made, APM will automatically set the current date and time in this field.

The Project Plan Start Date field is grayed out and no entry can be
made if the Schedule Orientation field is set to Project Finish Date.
APM will automatically set the current date and time in this field.

10. The Project Plan Finish Date field may be entered manually if Project Finish
Date is the selection made in the Schedule Orientation field. If no date is
entered, APM will automatically calculate and set a date and time in this field.

No Date may be entered in the Project Plan Finish Date field if the
Schedule Orientation field is set to Project Start Date. APM will
automatically calculate and set the date and time for this field.

Save theNew Project Record
Before saving a project, review the field entries for accuracy.

1. To save the project, click the Save button in the upper-right corner of the
form. The following changes occur to the project record:

e The Project Id field now contains a project record number.

e The Project Manager Id, Project Manage, Project Manager Phone
and Extension fields have been set and cannot be modified.

e The Project Plan Start Date and Project Plan Finish Date fields
contain the same date and time stamp because there are no tasks in
the project plan yet. Once a task record is created, APM will
automatically recalculate the schedule and adjust these entries
accordingly. Also, depending upon the selection in the Schedule
Orientation field, only one of these fields may be modified
manually.
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Expanded Functionality After Saving

Once the project is saved, several buttons on the form become active for the
project record. These buttons are:

Refreshes the display of the current project record.

/Approve Project Used for approving the project plan. This button is
only visible for User’s with approval permission.
For more information about the approval process,
see the section: Part 111: Approving a Project.

Gantt Char Displays a Gantt chart for the active project plan.

Create Task Opens a submit window in the Tasks form to create
a task. (For more information, see Creating Tasks
on page 71.)

Create Milestone Opens a submit window in the Tasks form to create
a milestone. (For more information, see Defining
Milestones on page 81.)

List Tasks/Milestones Displays a selection of seven query lists for the
project plan.

Opening a Project Record

There are several ways to open an existing project record in ActionProgram
Manager. These include the APM:Projects toolbar, the APM:Navigation form,
and the AR System menu, all of which are discussed below.

Open a project from the APM:Projects t\Toolbar

ActionProgram Manager has a convenient toolbar, which will retrieve the last
project record saved, based on the User Login Id. Click on the My Last
Submitted Project button and the project record will be displayed.

Figure 37 - Toolbar button: My Last Submitted Project

Open a project from the APM:Navigation Form
To open a project from APM:Navigation form:

1. Inthe AR System Home Page, click the APM:Navigation link to open the
APM Main Menu. The APM:Navigation form provides access to both APM
and PPM forms.

2. Inthe APM:Navigation form Main Menu, click Update Project > Query
Active or Active Project.
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e If you click Query Active, the APM:Projects form opens in Search
mode. Continue with AR System step 3 below.

e If you click Active Project, the APM Dialog Box opens. Select the
project from the selection dropdown list and click the Execute
button. The APM:Projects form opens with the selected project.

Open a project from Remedy's AR System Menu
To open a project record from the AR System menu:

1. Inthe AR System User window, select File > Open > Object List. Or click
Ctrl+O.

The AR System Obiject List opens.

2. Select the APM:Projects form and click OK. The APM:Projects form opens in
Search mode.

3. Inthe Project Name field, select a project from the selection dropdown list
and click OK. The project name will be set in the field.

4. Click the Search button. The project populates the form.

Adding Tasks

After the project record has been created and saved, you can addtasks and
milestones. Even if you used a template, the tasks that were added may still
require some modifications for each project.

This section describes the following basic steps involved in creating a task in
ActionProgram Manager:

= Open the APM:Tasks form
= Enter task information

= Save the task record

This section also describes the various ways you can retrieve task records after
they've been created.

NOTE: Tasks for a project can be created in any order and from anywhere
within the project plan. The order that task records are created will not
affect the automatic calculations and scheduling done by APM.
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TIP: 1t helps if you outline the tasks, subtasks, milestones and

dependency relationships in list or workflow diagram, before creating
them in APM.

Open the APM:Tasks Form
1. On the APM:Projects form, click on the Create Tasks button.

The APM:Tasks form opens in New mode. Certain fields are
automatically set by APM:

e The Identifier field is set to Task.
e The project information fields at the top of the Tasks form.

e The Time Units fields are set with data specified in the associated
project record.

e The Status field is set to Hold which is the only status a task can
have prior to approval of the project plan.

B APMiTasks (New)

=
@ APM:Tasks (New) | o \
Action Program Manager Tasks
Project Info
Select Project I Project Id | Froj00000000024] Project M ame IAZ B _I Rework Task Process
Dizplay Project I Froject Status | Plan 'I Froject ManagerIAIIem Crouder
Task Info
ok Task Name . Target
5 Tiack tt I JLI © Mo © Yes
List Tasks .
———————— 1 |dentifier| Task ¥ | Task Description | St Task watkad
Cieate Milestone Iﬁ
Create Task Status  |Hod
WBS I LI Summary Taskl _I LI Clear

Responsible Drganization

Diuration
Plan Start Date: |10/10/2008 1:33:05 P _I Constraint LI PFriority lﬁ INetwork Operations LI
Days ~

Wts Responsible Person
Plan Finish D ate: _I ConstraintDate _I
Slack IAamm Baker LI

% Complete Mame
© Critical Path I 3: Labor Hrs|

Details | Schedule| Cost |
Details/| ssues

Attachments I
Created By
@ File: MNamme Max Size Attach Label | @ —I
Scope Changes £t LatasTime I _I
Jayj Mt Dot Time | =
Change Log
@ Lot Mockiid B | _|

Figure 38 - APM:Tasks Form
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Enter Task Information

1.

In the Task Name field, enter a unique name for the task. The same task
name cannot be used for more than one task in the same project. Use the
dropdown arrow next to this field to view a list of existing tasks.

In the Task Description field, type a brief description of the task. For a larger
edit screen, click on the display field contents button to the right of the field.

Use the Target Task radio button to indicate whether this is a Target Task.
Target Tasks are only used for Schedule Orientations of “Task Target Date”.

The Status field default is Hold. Do no change it.

After the project has been approved and executed into the Working
Phase, then the project manager may change the status to Assigned, or
an Assigned Worker may change the status to In Process while
working, and Completed to indicate the task is done.

The Plan Start Date and Plan Finish Date of the task are calculated
automatically, based on the plan start and finish dates defined for the project,
and the Labor Hrs and Duration fields on the task.

If a task start or finish date is not to be determined by dependencies upon
other task start / finish dates then in the Constraint field, select a constraint
from the following selection dropdown list:

e ASAP: As Soon As Possible

o ALAP: As Late As Possible

e FNET: Finish No Earlier Than
e SNET: Start No Earlier Tan

e FNLT: Finish No Later Than

e MSO: Must Start On

e MFO: Must Finish On

APM will automatically set the WBS of this task unless you wish to specify it
yourself. To specify a WBS simply click on the down arrow next to the field
named ‘“WBS’. If you choose to specify the WBS you will be allowed to
select another task then asked to choose if the new task is to be before or after
than task. If only one choice is possible, the system will automatically select
that task for you.

Use the Priority field to indicate relative priority of the task.
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9. The Duration of the task may be entered manually or automatically calculated.
If the calendar duration for the task is known, enter it in the field. Entries can
be made as whole numbers or decimals (0.00). For example, if a task is one
day long, enter a 1 in the field. If the task is one and a quarter day long, enter
1.25 in the field.

TIP: If the Duration field is left blank, APM will automatically calculate
task duration (one time unit) based upon the entries made in the Plan Start
Date and Plan Finish Date fields. If one or both of these fields are blank,
then APM will use the default task duration for calculation.

10. In the Labor Hrs field, enter the estimated number of work hours it will take
to actually complete the task. They can be entered as a whole or decimal
number (0.00).

11. In the Responsible Organization field, click on the menu list button and
select a group from the list. This group is assigned responsibility for the task.
The manager of this group will receive all notifications and alerts associated
with this task in the project.

12. Select the Organization ID and Name fields from the selection dropdown
list.

After completing the task fields, you should have something that looks
similar to the task record in the following figure.

B APM:Tasks {Modify) M= E3

€ APM:Tasks Task0DDD00003D4 (Modify)

Action Program Manager Tasks
Project Info
Select Project Project Id IF’rinUDDDUUUU24 Project Name IAZ B _I Rework Task Process I
ilinlap Proiect|  Project Status Im Project ManagerlAHen Crouder

Task Info

Fack i ITaskUUDUDUUU3D4 Task Name ISuh task 1 _I;I tT‘a;Jget(‘ y
* No es

& IdentilielITask 'I Task Description J Shift Task Worked

Create Milestone LLE1ICH 2N B3
Status  |Haold 'l IStandald Watkin 'I

Create Task

‘whS |1.1 LI Summary Tasleathel Requirements and Diezign _I ll CIEarl

. R ible 0 i
Duration |5.00 =
Plan Start Date: |8/4/2008 8:00.00 Ak . | Canstraint ASAP - | Pricrity IT H IFinance -
Units Days ¥ Responsible Person

Flan Finish D ate:| 8/8/2008 5:00:00 Pk _I S i Mary Richards LI
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Figure 39 - Completed Task Record
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Save the Task Record

1. Before saving the task, review all fields on the form to make sure they are

entered correctly.

2. To save the task record, click the Save button in the upper-right corner of the

form.
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Figure 40 - Saved Task Record

3. The following changes occur to the task record when you save it:

° The Task Id field now contains a task record number.

. The Plan Start Date and Plan Finish Date fields contain date and
times.

. The Slack field has been calculated and set. If the Slack field is
0.00 then APM automatically set the radio button Critical Path.
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e  Clicking on the Details tab on the form will show that the fields
Created By, Create Time/Date, Last Modified By, and Last
Modified Time/Date have been set with the User Login Id and the
date/time stamp when the record was saved. The Created By and
Create Time/Date fields can never be changed. The Last Modified
By and Last Modified Time/Date fields will automatically be set
each time the project record is modified.

e Clicking on the Schedule button on the form will show that the
fields Early Start Date, Early Finish Date, Late Start Date, and Late
Finish Date are set with dates and times. These have been
automatically calculated and scheduled by APM.

Assigning Resources to a Task

There are two ways of assigning people (i.e., "resources") to tasks using the
APM:Tasks form: 1) using the Required Resources tab, and 2) using the Assigned
Workers tab. Both methods are described in this section.

Although assigning resources to a task is fairly straightforward, it can also be
complex, depending on your project plan. For a detailed tutorial on assigning
resources to tasks, see Appendix E: Assigning Resources to Tasks.

Generate the Resource Management Chart

To view a summary of how busy people are, you might want to generate the
Resource Management chart before assigning them to tasks.

1. From the APM:Navigation form, select Charts > Resources. The
APM:Resources dialog box opens. This is where you define the data you
want to see in the chart.

2. Enter a range of dates in the From and To fields, complete the other fields as
needed, and click Show RM Chart.

3. The Resource Management chart opens. This chart shows how busy all your
resources are. The boxes are color coded:

¢ If no time has been assigned, the box is white.
o If the person is 1-80% busy, the box is green.
o If the person is 81-99% busy, the box is yellow.

e If the person is 100% or more busy, the box is red. Additional
tasks can still be assigned to this person.
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4. These calculations are based on the number of hours assigned to that person
for that day, divided by the Assignable Daily Hours entered for that person in
the APM:Resources form. The Assignable Daily Hours is the average amount
of time that person has each day for project tasks.

5. Click the red X in the upper right corner to close the chart. Close the dialog
box.

Assign Resources Using the Required Resources Tab

Follow these steps to assign resources to a task using the Required Resources tab
on the APM:Tasks form.

1. Open the APM:Tasks form for the task you need to assign, and click on the
Required Resourced tab.

2. Click the Add button. The list of skill codes opens. Select the skill code
needed for this task, and click OK. The list of locations opens. Select the
location where this task will be worked, and click OK. Enter the number of
people who will be working this task.

3. Click on the Costs tab. Note how the cost has changed.

4. On the Required Resources tab, highlight the resource code entered, and click
the Assign button. The APM:Assignment form opens.

e Click in the middle of the window to refresh its contents. All of
the people with the selected skill code and location are listed in the
window. You can review their free hours, rate, and their skill
codes. Note that you can see people from different organizations.
If people in one organization are swamped, you can look for others
who might have more availability.

¢ Highlight the name of the person you want. In the Hours to Assign
field, enter the hours they are to work. Click on the Assign It
button. This closes the form and returns you to the APM:Tasks
form.

5. Click on the Required Resources tab. Note that the status for this skill is
Assigned.

6. Click on the Assigned Workers tab. Note that the people you assigned to this
task are listed in this tab, along with the hours assigned to each, their rate, and
their skill and location codes.

7. Click on the Costs tab. Note how the planned labor cost has changed again.
Now the planned labor cost is the total of the hours assigned to each person,
times their specific rate.
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8. Review the Resource Management chart again and see how the resource
availability has changed.

Assign Resources Using the Assigned Workers Tab

Follow these steps to assign resources to a task using the Assigned Workers tab
on the APM:Tasks form.

1. Open the APM:Tasks form for the task you need to assign, and click on the
Costs tab and note the Planned Labor Cost. This is the planned labor hours
for the task, times the Responsible Person's rate. As you provide APM with
more detailed information, it will recalculate this cost.

2. Click on the Assigned Workers tab and click the Select button. The selection
list of skill codes opens.

Select a skill and click OK. The location selection list opens.

Select a location and click OK. A selection list opens displaying
all of the people with that skill code in that location. Additional
information for each person is also displayed, but their "free hours"
are not known.

Select a person and click OK. A dialog box opens.

Enter the number of hours that you want to assign to this person
for completing this task. Enter a number less than the planned
labor hours for the task, and click on the Execute button. If you
enter more hours than needed (i.e., more than the total planned
labor hours for the task), you will get an error message and will
need to adjust the assigned hours. The dialog box closes, and you
see a summary of your selections displayed in the Assigned
Workers tab.

Repeat as many times as you need until you've selected all the
people you need for this task.

3. Click the Cost tab. Note that the planned labor cost for this task is now the
total of the labor hours assigned to each person times each person's rate.

4. Review the Resource Management chart again and see how the resource
availability has changed.

Opening a Task Record

Once a task has been created there are several ways to open an APM:Tasks form:

Open a task from the APM:Projects Form
To Open an Existing Task:
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From the APM:Projects form, open the Task Info tab, and double-click on a task
in the list to open it in an APM:Tasks form.

Open a task from the APM:Tasks Toolbar

ActionProgram Manager has a convenient toolbar, which will retrieve the last task
record saved, based on the User Login Id. Click on the Last Task button and the
task record will be displayed. Figure 41.

L)
Figure 41 - Toolbar button: My Last Task
Open a task from the AR System menu

1. Inthe AR System User window, select File > Open > Object List. Or click
Ctrl+O.

The AR System Obiject List form opens.

2. Select the APM:Tasks form and click OK. The APM:Tasks form opens in
Search mode.

3. Click the Select Project button, and select a project from the selection list.
4. Click the Search button.

If tasks exist for this project, they are listed at the top of the form, and
the APM:Tasks form is populated with the first task record in the list.

Creating Summary Tasks and Sub-Tasks

ActionProgram Manager automatically designates a task as a summary task when
an associated task record is created as a sub-task.

This section describes how to create the summary task and the sub-task
relationship between task records.

For more information see Appendix D — Creating a Multi-Level Project Plan
Without Using a Template.

Create Summary Tasks and Sub-tasks
1. Create a new task or open an existing task record.

TIP: When creating a new summary task record, it’s not necessary to
enter a Plan Start Date, Plan Finish Date or duration as these fields will
be automatically set by APM, based upon the sub-tasks created. Also,
it is not necessary to enter the Planned Labor Hours or Assigned User
as no actual work is performed against a summary task.
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2. in the APM:Tasks form, click the Create Task button. The Selection List
window opens.

Selection List

Create a 3ub-Task for the current Task.
Create s Task.

L N
0. I Cancel |

Figure 42 - Selection List Window

The 2 selections are:

e Create a Sub-task for the Current Task: This creates a new task
record as a sub-task of the active task record. The sub-task record
is a lower WBS task. For example, if the active task were 1.3, then
the new task record would be WBS 1.3.1.

e Create a Task: This creates a new task record at the same level as
the active task record.

3. Select ‘Create a Sub Task for the Current Task’ from the list and click OK. A
new task record will be opened in an APM:Tasks .

The Summary Task Name field is automatically set with the name of
task designated as the summary task. The Identifier field is set to
Task. The Status field is set to Hold.

4. Complete the remaining fields as outlined in Adding Tasks, above.
Save the sub-task by clicking the Save button on the form.

The Identifier field value of the original task has been changed from
Task to Summary Task. The Plan Start Date, Plan Finish Date,
Duration, and Planned Labor Hour fields can no longer be modified
manually. As a summary task, these fields are automatically calculated
and set by APM based upon the values of related sub-tasks, sub-
milestones, and their dependency relationships.

From this Summary Task record, additional sub-tasks and milestones can be
created. To do this, click on the Create Task button and repeat the steps outlined
above. An unlimited number of sub-tasks can be created.

To retrieve the sub-task record just created, follow the steps outlined in, page 70.
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Defining Milestones

A Milestone marks a significant point in time in a project plan. A Milestone has
no duration or work associated with it. In ActionProgram Manager, a Milestone
record is created in a very similar manner as a Task record.

This section describes the following steps used when creating Milestone records:
= Create a Milestone

= Create a Sub-Milestone

Create a Milestone
1. Open the project record.

2. Click the Create Milestone button on the APM:Projects form. A New
APM:Tasks form opens. The Identifier is Milestone.

B APM:Tasks (New) =
@ APM:Tasks (New) | o |
Action Program Manager Tasks
Project Info
Select Praject I Project Id I Proj00000000024 Project Mame IAZ B _I Fework Task Process I
Display F'miactl Project Status IF’Ian | Project ManagerlAIIem Crouder
Task Info
L I Task Name I _ILI '(I'qalgetr
_Litiesle | |dEnlifiEl|M”ES[UﬂE 'I Task Description Ho @ res
- & | Shift Task Warked
Create Milestone l—_l
Create Task e |l j‘
WES I LI Summary Taskl _I LI Clear

R ible O
Duration
Plan Start Date: IBMfZDDB B:00:00 &M _I Corstraint LI Piority I I

Urits IDE-\"S j' Responsible Person
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© Critical Pathl LahnrHlsI li
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o Meting Bais i | ]
Change Log
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Figure 43 - Creating a Milestone Record in the APM:Tasks Form

NOTE: This is the same form used to create Task and Sub-Task records. The
fields are the same as those used to define a task with the following few,
notable exceptions:
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e The Duration field is grayed out and is set to 0, as a Milestone has
no duration.

e The Planned Labor Hrs field is grayed out and set to 0, as
Milestone has no work associated with it in the project plan.

3. Complete the available fields for the Milestone in the same manner as when
creating a task.

4. To save the Milestone, click the Save button on the form.

Retrieve the Milestone record the same way as a Task record.

NOTE: The Plan Start Date and Plan Finish Date fields have the same
date/time value because a Milestone has no duration.

Milestones do not use constraints like other tasks. Milestones only use
dependencies connected directly to other tasks. When all predecessor tasks have
been completed, the milestone task status automatically updates to Complete, and
automatically causes its unique successors to go to an Assigned state.

Create a Sub-Milestone

Creating a Sub-Milestone is an almost identical process to that of creating a Sub-
Task. Please note, a Sub-Milestone can only be created from a Task record or
Summary Task record. Effective project planning standards does not allow for a
Milestone to have a summary function.

1. Retrieve a Task or Summary Task record.

2. Click on the Create Milestone button. A selection list window will be
displayed with the following options:

e Create a Sub-Milestone for the current task: This creates a new
Milestone as a Sub-Milestone of the active task record. The Sub-
Milestone is at a lower level. Example: The active record is a level
0; the new milestone would be a level 1.

e Create a Milestone: This creates a new Milestone at the same level
as the active task record. Example: The active record is a level 0;
new task record would be a level 0.

3. Select Create A Sub-Milestone and click OK. A submit window in the
APM:Tasks form opens. The Identifier field is automatically set to
Milestone.
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4. Complete the available fields for the Sub-Milestone in the same manner as
when creating a regular Milestone. (See Create a Milestone on page 81.)

5. To save the sub-milestone, click the Save button on the form.

If this new Sub-Milestone was created using a Task record then the
Identifier field will be changed to Summary Task from Task.

Creating Dependency Relationships

An effective project plan includes the sequence in which the tasks and milestones
must be performed; you must define the dependency relationships between tasks
and milestones.

In a dependency relationship there is a predecessor task, which occurs first in the
sequence, and a dependent task, which occurs second in the sequence.

There are four types of dependency relationships:
= Finish:Start—Predecessor must finish before the dependent can start.

= Start:Start—Predecessor must finish before the dependent can start.
= Start:Finish—Predecessor must start before the dependent can finish.

= Finish:Finish—Predecessor must finish before the dependent can
finish.

Create a Dependency
In APM, dependency relationships are created in the APM:Tasks form. This
section outlines how to create a dependency relationship.

NOTE: The active record is always the dependent task or milestone in the
dependency relationship.

1. Open the Task record of the dependent task or second task in the sequence.
(Use the steps outlined in Retrieve the task record on page 76.)
2. Open the Dependency tab, which contains the following fields and buttons:

e Predecessor Id: The record number of the predecessor task or
milestone.

e Predecessor Name: The name of the predecessor task or milestone.

e Dependency: The type of dependency relationship. (See previous
text.)
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o Delay: Specifies a delay between the predecessor and dependent
tasks.

e Delay Time Units: The planning time unit. This is set by the
selection made in the project record.

e Select Predecessor button: Displays a list of task, summary task
and milestone records available for creating this dependency.

e Submit Dependency button: Saves the dependency relationship.

e List Dependencies button: Displays a query list of all predecessors
defined for this task record.

Details Dependency | Schedu\el Required Hesoulcesl Cost I ALzsigned WOIkEISI Ext. App.l
Predecessar |d Predecessor Mame Inter-project Dependencies

Pred Project  [Pred Task [Dep Praject [Dep Task
Create \FDI
Dependency Type I j

Modify IPD
Dielay DebyTimeUris | <] R
SRR Piedéfessii| Submit Dependency | List Dependencies

Figure 44 - APM:Tasks Form, Dependency Tab

3. Click the Select Predecessor button. A selection list of tasks, summary task
and milestones for the project opens.

NOTE: Dependency relationships cannot be created with summary
tasks.

4. Select a task or milestone from the list and click OK. This will automatically
fill the Predecessor Id and Predecessor Name fields.

5. In the Dependency Type field, select a dependency type from the selection
dropdown list. There are four dependency types. The default is Finish:Start.

6. Inthe Delay field, you may specify a delay in the dependency relationship.
This is entered as a whole or decimal number (0.00), and can be either
positive or negative. If no delay is specified, APM will use a default delay of
zero.

7. To save, click on the Submit Dependency button on the form. All the fields
will be cleared.

NOTE: The Submit Dependency button is the only way to save a
dependency relationship. Using the toolbar button or menu selection for
Apply will not save the dependency.

8. Repeat steps-2 — 7 above to create additional dependency relationships for this
task record.
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View the Dependency List
To view a list of dependency relationships in a project:

1. Click on the List Dependencies button on the form. The APM:Task
Dependency form opens, displaying a list of all the dependency relationships
in the project.

2. Select a dependency from the list at the top, and view its details in the main
body of the form.

The main purpose of this form is to provide dependency relationship
information. The Display buttons open the forms for the Project,
Predecessor Task, and Dependent Task.

However, this form also provides the interface to make changes to the
dependency, including canceling it.

B APM:TaskDependency (Modify) =] B3

APM:TaskDependency - Matching

ﬁ- APM:TaskDependency Depn00000000229 (Modify)

Action Program Manager Task Dependency
Details
Project Mame Project Id
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Status Dependency Delay Delay Units
[vaid -] [Firish: stat > o [Days =]  _CancelDependency
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Figure 45 - APM:Task Dependency Form
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3. The Status field is set to the default, Valid, indicating that the dependency is
in effect. When you cancel a dependency, this field automatically changes to
Invalid.

You can also set this field to Invalid while you are creating tasks and
dependency relationships, to hide them from the plan as you work.

You can also change the dependency Status field to Invalid to help
you troubleshoot your project. Turn off the dependency and click the
Recalc button on the APM:Projects form record, and repeat as
necessary to track down a problem by eliminating the possible effects
of dependencies.

4. Click Save to save your changes. Close the form to return to the task record.

Create Inter-project Dependencies

In ActionProgram Manager, dependency relationships can also be created
between projects by performing the following steps. ((When inter-project
dependencies exist, the Gantt char of any project within that dependency will
show all of the projects associated together and can become quite a large group.))

1. Open the Task record of the dependent task or second task in the sequence.
2. Open the Dependency tab.
3. Inthe Inter-project Dependencies section, click the Create IPD button.

The APM:Risk Management form opens, where you can create Inter-
project Dependencies. See Figure 46, as follows.
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Figure 46 - APM:Risk Management (Inter-Project Dependencies) Form

4. The IPD Status field displays Active, the default.

The other values are: Pending, Acknowledged, Resolved, and
Complete. Change the Status field to reflect the changes to the life of
the dependency. For example, change the status to Pending if you
need to save the dependency and finish it later with it affecting the rest
of the project plan.

5. In the Dependency field, select the type of dependency relationship you need.
The values are: Project to Project, Project to Task, Task to Project, and Task
to Task.

The fields in the Inter-project Selection area of the form will change
according to which Dependency you select.

6. Inthe Dependency Type field, select one of the four dependency types from
the list. The default value for this field is Finish:Start.

In the Delay Units field, select Hours or Days.

In the Delay field, you may specify a delay in the dependency relationship.
This is entered as a whole or decimal number (0.00) in the units selected, and
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can be either positive or negative. If no delay is specified, APM will use a
default delay of zero.

9. Complete the fields in the Inter-project Selection area.
10. When you are done, click Save, and close the form.

Grouping Projects into Pools & Programs

ActionProgram Manager provides a way to group projects together into Pools or
Programs, for the purposes of comparison reporting and tracking. (When Pools or
Programs are defined, the Gantt chart of all projects within that group can be
show by using the ‘Pool / Program Gantt Chart’ buttons associated with Program
or Pool records.)

Create Pools & Programs

1. Open the Project record of the first project you want to include, and go to the
Pools/Programs tab.

2. Click the Create Program button.
The NEW APM:Project Pools & Programs form opens.
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Figure 47 - APM:Project Pools & Programs Form

3. Enter a unique Pool/Program Name.
4. Complete the other fields as appropriate, and click Save.

The field values are cleared, and the Pool/Program Gantt Chart, Add
Project, and Remove Project buttons become enabled. Close the form.

5. Again in the Pools/Programs tab, click the Select Program button, select your
new Pool or Program from the list, and click OK.

The Program and Program Mgr fields are populated with values from
the pool or program you just created, and the Show Program button
appears on the tab.

6. Click the Show Program button.

The APM:Project Pools & Programs form opens, displaying the pool
or program you created.

Part Ill: Planning a Project 89



PFOJeCt Remedies Inc. ActionProgram Manager™

7. Click the Add Project button, select a project to add from the Selection List
window, and click OK.

8. To remove a project from the pool or program, highlight the project in the list,
and click the Remove Project button.

9. Click the Save button to save your changes, and close the form to return to the
Pools/Programs tab.

Determining Tasks on the Critical Path

ActionProgram Manager provides the following several ways to identify those
tasks on the critical path of the project plan:

= Critical Path Field: The task record includes a field labeled Critical
Path. When APM calculates the project schedule and finds that a task
has no slack, it automatically sets this field to show that it is on the
critical path.

= List Tasks/Milestones button: The List Tasks/Milestones button on the
APM:Projects and AMP:Tasks forms open a selection list that includes
the option: List All Critical Tasks. Select this option to view a list of
all critical tasks in the project.

= Gantt Chart: All tasks on the critical path are displayed in red on the
APM Gantt chart.

= Critical Path Report: APM includes a pre-defined report that generates
a detailed list of all tasks on the critical path.

Creating a Project Plan Using ActionPorifolio Manager
(PPM)

If you have used PPM to create a proposed project, the final step in that process is
to create a detailed project plan. This step is the connection between PPM and
APM.

Create a Project Plan

1. Onthe PPM PMA:Proposed Projects form, APM:Planning tab, click the
Show APM Project Plan button

The APM:Projects form opens, populated with the information from
your proposed project. See Figure 48.
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Figure 48 - Proposed Projects in PPM Enter APM Here

2. Use the APM:Projects form as described in this section to refine and finalize
the project plan for your proposed project.

3. Continue with the next topic: Preparing a Project for Approval.

Preparing a Project for Approval
Once the planning process is completed, the project plan is ready for approval.
At this point, it is still possible to make changes to the project plan.

However, to maintain the integrity of the plan, ActionProgram Manager has a
special project status called Pending Approval. This status "freezes" the records
associated with the project plan so they cannot be modified. Only the project
manager can execute the project into the approval process.

Execute the Project Approval Process

Only the project manager can execute the project plan into the approval phase.

1. Open the Project record. The Project Status is Plan. The Reselect Approval
and Execute Approval buttons are available. (Figure 49).
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Figure

49 - Project Plan Before Executing the Approval Process

2. Below the Project Status field, click the Execute Approval button.

The project status changes to Pending Approval.

Recal: | Fefresh |

Project Status
I Pending Approval j

Show Approval Taszk[z] I

Rizk: INu:une 'I

Figure

50 - Project Status Pending Approval

The Reselect Approval and Execute Approval buttons are replaced
with the Show Approval Tasks button.

The event is recorded with a date/time stamp in the project details
diary.

Notifications are sent for the approval tasks.

All fields are grayed-out except the Gantt Chart button. No
changes may be made to the project, tasks, schedule, or budget.
The Create Task and Create Milestones buttons also become
disabled.

The planning phase is now suspended. The project plan is frozen;
no further changes can be made to the project records until the
project is approved or the project status is changed back to Plan.
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The project is now ready for the next phase: approving a project.

TIP: ActionProgram Manager logs all status changes to the project record
in the Project Details field. In addition, this field serves as an excellent
tool for recording important notes about the project review during the
planning and approval phases.
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Part IV:
Approving a Project

When all the tasks, summary tasks, milestones and dependencies have been
defined, the project is ready for approval. Approving a project plan is an
important milestone in ActionProgram Manager workflow: it signals the end of
the Planning Phase and the beginning of the Approval Phase. This section
describes the following tasks involved in approving a project:

= Re-planning a project prior to approval
= Approving a project plan
= Executing a project

= Understanding the Baseline plan

Re-Planning a Project Prior To Approval

Project plans frequently change throughout the lifespan of a project. It is often
necessary to modify a project plan while preparing it for approval, during the
approval process, and during the working phase itself.

While the status is still Plan, the project plan can be changed.

When a project plan has been created and the project manager has executed the
approval process, the status changes to Pending Approval. The project is now
“frozen” so that no changes can be made while it's being reviewed and approved.

The only user with the ability to change the project plan at this stage is the project
manager. However, ActionProgram Manager provides a way for all project
workers to request changes during all project phases. Users can submit change
requests, or they can complete the fields on the APM:Tasks form Details tab, even
when the project status is Pending Approval.

Note Scope Changes

If the project scope changes, make a note in the Scope Changes field on the
APM:Projects form, Project Info tab. This is a Project Details diary field, and the
note will be tracked with other diary entries.
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Make a Change Request
Anyone on the project can make a change request.
1. Open the task record.

2. Click the Change Request link to open the selection list window of possible
changes.

3. Select the type of change you need to request, and click OK.

The window closes and the APM:Change Requests form opens with
the appropriate fields for the type of change request you selected.

4. Complete the change request fields, and click the Submit button. A change
request notification is sent to the project manager. The project manager will
either approve or reject the change request.

Modify Tasks and Milestones

Re-planning a project may involve making changes to Tasks, Sub-Tasks,
Milestones or Sub-Milestones. To modify an existing task record:

1. Open the task record to be modified.

2. Make changes to the fields as needed. When all changes are made, click the
Save button. The task record has been modified.

For more information about working with Tasks and Milestones, see Part II:
Planning a Project.

Modify Dependency Relationships

Re-planning a project may also include modifying an existing dependency
relationship.

To quickly find the dependent task records in a project plan, use the List
Tasks/Milestones button on the APM:Projects form. Select the List Entire Project
for a query list of all task records. Using the horizontal scroll bar, scroll to the far
right to view the Predecessor column. Records which have Y in the column are
dependent task records.

To modify a dependency relationship, complete the following steps:
1. Open the record of the dependent task.
2. Click on the Dependency tab to view the dependency fields.

3. Click on the List Dependencies button to display a query list of all
predecessor task records.

4. Make changes to the dependency as needed.
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5. To change the status of the dependency relationship, click on the Status field
list button. Select the status from the menu.

o Valid: The dependency relationship is active.
¢ Invalid: The dependency relationship is not active.

6. When all changes are made, click the Save button. The dependency has been
modified.

Approving a Project Plan

Your roject approval process can be as simple or as complex as you require.
Approval is frequently a multi-step process where various managers and
stakeholders review and approve the project plan. You must have the Project
Approver role to be able to approve a project plan.

Recal: | Fefresh |

Project Status
I Pending Approval j

Show Approval Tazk[z] I

Rizk: INu:une 'I

Figure 51 - Project Status Pending Approval

Complete the Approval Tasks

1. After receiving notification that a project plan is waiting for your review and
approval, open the project record, and click the Show Approval Tasks button.

The APM:Approval Tasks form opens, displaying the approval process
tasks.

NOTE: If you do not have approval permission, the Show Approval
Tasks button will not be visible on the form.

2. Review the project and enter a log entry. If you need to come back to it later,
select In Process from the Status selection dropdown list and click the Save
button.

The approval task status in the list at the top changes to In Process.
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3. To approve the plan, select Approved from the Status field selection
dropdown list (Figure 52), and click the Save button.

B APM:ApprovalTasks (Modify) =] E3

M 1L
APROOOES
APRODOBE Technical Services Approval Taszk

f. APM:ApprovalTasks APR00064 {(Modify)

Action Program Manager Approval Tasks
Project Info
Aanana Faak A Froject Id Project Description
|PRODOES | PrejnooDO0D024 Test [
Froject Status Project Name Project Manager
IF'ending Approval j IAZ £ _I I.t‘-\llen Crouder

Get Project I Open Sub-Tasks | AdHoc Approval Task/Sub-Task

Approval Task Info | Relationship [nfo |

Appraval Hame Approval Dezcription

ITe-:hni-:aI Approval w* | | Thiz approval requires review and approval by the |
Project Manager and ¥P of Technical Services

Tazk Type Status Responzible Organization  Responsible Party

IDliginaI j In Process j IHesearch and Devele, w | Iallen u |

Azzigned

In Procesz
Hald

|

Figure 52 - APM:Approval Tasks Form
The approval task becomes italicized in the list at the top of the form.
When you refresh, it will display the updated status as Approved.

Also, the Status of the next Approval Task in the list changes
automatically from Hold to Assigned.

4. To approve the plan, select Approved from the Status field selection
dropdown list (Figure 52), click the Save button, and close the form.
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The process begins all over again with the next project approver, who
receives a notification of the task assignment.

5. Once all of the approval tasks have been approved, the Project Status is
updated automatically to Approved. (Figure 53).

Recals | Refrezh |
Project Status
I.&ppruved j

Heselect.&ppmvall Execute Project |

Rigk: INune 'I

Figure 53 - Project Plan Approved

Once approved, projects can remain in the Approved state indefinitely.

Re-Planning an Approved Project

The wait between a project plan being approved and the project actually starting
may be long enough that conditions change, and the project will need to be re-
planned.

Re-plan an Approved Project

1. Open the project record. The Project Status is Approved.

2. Click the Reselect Approval button, select an approval process from the list,
and click OK.

The Project Status changes back to Plan.
The Execute Project button changes back to Execute Approval.
3. Repeat the process described to approve the project plan.

Executing a Project

Executing the project plan is one of the most important steps in ActionProgram
Manager. This action creates the Baseline plan, and launches the project into the
Working Phase.
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Execute a Project
When you're ready to begin working on the project, complete the following:
1. Open the project record.
The Project Status is Approved. (Figure 53).
2. Click the Execute Project button.

3. The Project Status changes from Approved to In Process, and all approval
process buttons are removed from the form. (Figure 54).

E APM:Projects (Modify)}

¢ APM:Projects Proj00000000024 (Modify)

Action Program Manager

Projects

Fryiact i
Recal Refresh
I Proi00000000024 ﬂl il
Project Status

Froject Name IAZ 6 d J Sponsor/Stake Holder Iln Process 'l

Categary I LI Service Type I LI IDaVid Rich LI

Pricity IStandard j Project Type I LI Phare |555-1 12
Cepartment |Fi
Description | Test. _I S I Menes
Account: I 20020 —
Project Details BE .
! Add Contact List Contact I Risk. INone jv
Proj. Mgr. Id: IA\Ien LI Mame IAIIen Crouder Phone I Ext. I
RAesponsible DlganizalionlNetwork Operations - |
Gantt Chartl Create TaskI Create Mi\estonel List Tasksx’M\Iestonesl Lse a Templatel
Project Info | Costs I Task \nfol Task Summar_l,ll Record Info/Documentation F‘ools/F‘roglamsI
Time Unit Schedule Ori i Task Notifications Business Workday Tag Base  Duwration  |26.00
IDayS j IProiect Start Date j IPro|ect Approval & Assighment j IEompan_u - | Labor Hr. |144.00
Project Plan Start Date: Project Plan Finizh Date: Scope Changes ot 2elkl
IBM;QDDB 2:00:00 Ak J |9x’8x’2008 5:00:00 Pk g Planned Duration | 26.00
Actual Start Date: Actual Finish Date: Labar Hrs. [144.00
[1onzrzme T0s33 R0 ] || Cost  [B2iB0
Project Baze Start Date: Project Baze Finish D ate: Actual Labor Hes [0.00
8/4/2008 2:00:00 &M .| |946/2008 5:00:00 PM
I J I J Cost ID

Figure 54 - Project In Process

A number of important changes occur to the project record at this
moment:

e Project Status: Changes from the approval phase to the working
phase by changing the project record status from Approved to In
Process.
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e Baseline Plan: Save the active project plan as the Baseline plan.
Comparative Gantt charts and reports can now be utilized. A
Baseline plan is captured and the Baseline button on the Projects
and Tasks form becomes active. The fields are automatically set
with the Baseline plan information; these fields cannot be
modified. The Comparative Gantt chart can now be viewed.

e Task Status: Based on the start date, the first tasks of the project
are changed from a status of Hold to Assigned. The Assigned
Worker can accept the task and work can begin.

e Work Time: Tasks may begin to become active and work time can
be logged against active tasks.

e Schedule: Notifications and Schedule Alerts are activated.

e Diary Entry: The event is recorded with a date/time stamp in the
project details diary.

Understanding the Baseline Plan
When the project plan is executed, the Baseline plan is created.

The Baseline plan is the desired schedule for how the project should proceed.
Unlike plan dates, which can be changed during the project if necessary, the
Baseline plan is fixed—it does not change and cannot be modified.

Gantt Ehartl Create TaskI Create Milestonel List Tasks.-"MiIestonesI Usea Templatel

Project Info | Costs I Taszk Info I Task Summary I Fecord Info/Documentation | Pools/Programs I
Time Unit Schedule On I Task Motificati Busi Workday Tag Base  Duration |26.00
II:)E'-"'S j IP'UiECt Start Date j IF"UiECt Approval & Assignment j IEompany ;I Labor Hr. |144.00
Project Plan Start D ate: Froject Plan Finish Date: Scope Changes Cast 52150
ISH4£2DDS £:00:00 Ak J |9£8£2DDS 5:00:00 Pt J g Planned Duration | 26.00
Actual Start D ate: Actual Finish D ate: Labar Hrs. | 144.00
I‘IDJ‘I 272008 1:04:33 PM J I J Cost 52150
Project Baze Start Date: Froject Baze Finizh D ate: Actual  Labor Hre. [0.00
8/4/2008 8:00:00 A ... | |9/8/2008 5:00:00 Pt
I J I J Cost ID

Figure 55 - Project Baseline

The Baseline plan provides a valuable tool for comparing actual progress against
the desired plan. During the working phase, a Baseline plan can be used with the
planned and actual date to help keep the project implementation on track. Once a
project is completed, comparing the Baseline plan with the Actual plan highlights
project planning and management successes and opportunities for improvement.
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NOTE: If a project plan is modified after approval, these changes will
NOT be reflected in the Baseline plan. Changes made during the Working
phase will only be reflected in the plan and actual dates of the project plan.

ActionProgram Manager includes comparative Gantt chart and variance reports to
review the Baseline and Actual plans.

Part IV: Approving a Project 101



Prect Remedies Inc.

ActionProgram Manager™

Part V:
Working a Project

When the project manager executes the approved project, the Working phase
begins. Tasks are assigned and worked. Work time may be logged against the
tasks. The project plan is monitored through automated notifications and
schedule alerts allowing the project manager the ability to re-plan the project if
necessary. When all of the tasks are complete, the project is complete.

This section of the manual describes the following tasks involved in the Working
phase:

= Viewing The Task Schedule

= Accepting Task Assignments

= Reassigning A Task

= Using Task & Project Notes

=  Completing Tasks & Milestones
= Revising The Project Plan

= Tracking Work Time & Expenses
= Approving Time & Expenses

Viewing the Task Schedule

ActionProgram Manager provides detailed information about a task’s schedule on
the APM:Tasks form.

To view a task’s schedule information, go to the APM:Tasks form > Schedule
tab.
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Figure 56 - Task Schedule

The following fields are shown on the APM:Tasks form Schedule tab:

= Early Start Date — The earliest date that a task can begin work. This is
based upon the plan dates and dependency relationships.

= Early Finish Date — The earliest date that a task can finish work. This
is based upon the early start date and duration.

= Late Start Date — The latest date that a task can begin work without
delaying the project finish date. This is based upon the plan dates and
dependency relationships.

= Late Finish Date — The latest date that a task can finish work. This is
based upon the late start date and duration.

= Base Start Date — The plan start date captured in the Baseline plan
when the project was executed. This date is used in the comparative
Gantt chart and variance reports.

= Base Finish Date — The plan finish date captured in the Baseline plan
when the project was executed. This is used in the comparative Gantt
chart and variance reports.

= Base Duration — The plan duration captured in the Baseline plan when
the project was executed.

= Actual Start Date — The start of the task. It is the date/time stamp
when the task status changed to In Process from Assigned.

= Actual Finish Date - The finish of the task. It is the date/time stamp
when the task status changed to Complete from In Process.

Accepting Task Assignments

A task is ready to for someone to work on it when its status is changed from Hold

to Assigned and the responsible person receives a notification that the task has
been assigned to them.
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When the responsible person changes the task’s status to In Process, he/she has
accepted responsibility for accomplishing the task. This status change signifies
the actual start date of the task in the project plan.

Open the Task Record
1. Open the project record in the APM:Projects form.

2. Click the List Tasks/Milestones button to open the selection list of tasks,
summary tasks, and milestones associated with the project plan.

3. Select List Entire Project and click OK.

6. Aquery list is displayed at the top of the form of all the tasks, summary
tasks, and milestone records associated with the project.

B APM:Tasks (Modify) H=] B3

APM:Tasks - Matching

| Task Mame Idertifier Surmary Task

Subtask 1 Task Gather Requirements and Design Assighed 8/4/2008 8:0... 8/8/2008 &:0... ASAP

1.1
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Subtask 3 Task 1.3 Gather Requirements and Design Hold 8M18/2008 8., 8/19/20085:... ASAP AZE
Develop and Test Summary 2 Hold 8/20/2008 &... 8/28/20085:... ASAP BZE
Sub task 11 Task 21 Develop and Test Hold 8/20/2008 8. 8/22/20085:... ASAP AZB
Sub task 12 Task 22 Develon and Test Huold 0/25/2008 8. 8/25/2008 5. ASAP AZE j
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Figure 57 - Task Query List

4. Select the task record you need from the list.
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TIP: There are other methods to open an Assigned Task record.
Another way is to open the task record using the Task Id number. This
is included in the notification sent when the task is assigned. Using
this method, open a query window for the APM:Tasks form and in the
Task Id field, enter the Task Id number. Click the Search button to
open the task record in Modify mode.

Change the Task Status to In Process

1. Select In Process from the Status dropdown list.

The options in the Status field dropdown list are as follows:

Hold — The task is in a pending state and no work can be
performed against it. A task has this status until it is assigned
based upon the project schedule and dependency relationships. A
milestone has this status until all its predecessor tasks are
completed. All task records have a status of Hold during the
planning phase.

Assigned — The task has been assigned for work and is ready to be
worked. This status is set automatically by ActionProgram
Manager, based upon the project schedule and dependency
relationships. Milestones do not have this status.

In Process — The task is active and being worked. This status is
manually set by the Assigned Worker or the Task Responsible
Party to indicate that responsibility for the task has been accepted.
Milestones do not have this status.

Complete — The task is complete and all related work finished. For
milestones, this status is automatically set by APM when all its
predecessor tasks are completed.

Cancelled — The task is cancelled

(clear) — Clears the field.

2. Click the Save button on the form to submit the status change.
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Figure 58 - APM:Tasks Form, Status is In Process

Actual Start Date

When you change the task’s status to In Process, the date and time stamp is
recorded as the actual start date for the task. ActionProgram Manager
automatically enters it in the Actual Start Date field on the APM:Tasks form.
This entry cannot be modified.

The Actual Start Date is then used for all reports and Gantt charts. In comparative
charts and variance reports, it is compared against the Baseline value recorded in
the Base Start Date field. Tasks with a status of In Process are defined with the
Actual Start Date and Plan Finish Date

Work the Task
Now that the status has been successfully changed, work can begin on the task.
Notes can be entered in the APM:Tasks form Details tab fields.

Work time can be entered against a task in the Work Time tab (which will not be
visible until the Task Status is In Process).
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If needed, the task labor hours can be assigned to other assigned worker(s), and
potential problem issues can be flagged for the project manager.

Assigning the actual working of a Task

At any time during a project, the labor hours associated with a task may be
assigned to any assigned worker(s). Tasks may need to be assigned for a variety
of reasons. For example, the responsible person may no longer be available, or is
unable to complete the task, or was never intended to be the actual worker of the
task. During the planning phase, the assigned worker(s) may not have been
specified, and now, during the working phase the group manager can choose to
assign the task labor hours to specific worker(s).

A tasks labor hours can be assigned by the Task Responsible Organization, the
project manager, or the responsible person.

Assign Task Labor Hours
1. Open the task record in the APM:Tasks form > Assigned Worker tab.

2. Toremove an assigned worker, select their name and click the Remove button.
They are removed from the task.

3. Click the Select button to display a selection list of members of the Task
Responsible Organization.

4. Select a worker name from the list and click OK.
5. Click the Save button to submit the change.

APM will automatically send a notification about the task labor hour
assignment to the new assigned worker, as well as the Task
Responsible Organization and the project manager.

Using Task & Project Notes

During the course of a project, information beyond the start and finish dates,
durations, and work time are needed to understand the real status and progress of
a specific task or the entire project. ActionProgram Manager provides several
ways to log this information and more, at both the task and project levels.

Use the Project Details Field

The Project Details field on the APM:Projects form provides a view of the project
beyond the schedule dates and work hours. In addition to a convenient notepad
for the project manager, this field captures a chronological log of important
project events and task-related notes.
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The following three types of entries are made to the Project Details field:

= Project Record Events: Automatic entry of when the record is created,
status changes, and project approval.

= Project Record Notes: Manual entry of project notes in the field.

= Task Details Field Roll-Up: Automatic roll-up and entry from the task
records.

ﬁ? APM:Projects (pri-dell-2) -- Project Details

File Edit Miew

Diiary Histony:
Wwiednesday, August 06, 2008 171:25:26 Ak Allen j

& Status Change to Plan was perfformed by Allen at 8/6/2008 17:25:26 Ak

WwWednesday, August 06, 2008 17:25:28 Ak AP admin
Project Finish Date Set To: Thu Aug 28 17:00:00 2003

Saturday, dugust 02, 2008 17:25:50 Ak AP admin
Project Finish Date Set To: Tue Sep 02 17:00:00 2008 LI

Diary Editor:

[ I Cancel

Figure 59 - Project Diary

Each entry includes the date and time stamp and Login Id. Task roll-up entries
include the task name path so the origin can easily be identified.

Make an Entry in the Project Details Field

1. Open the project record in the APM:Projects form.

2. Inthe Project Details field, type the information to be logged. For a larger
typing area, click on the button to the right of the field. Click OK to save your
note and close the entry screen, or click Cancel to exit this screen.

3. Click the APM:Projects form Save button to submit the entry.
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View the Project Details Field
1. Open the project record in the APM:Projects form.

2. Inthe Project Details field, click the button to the right of the field to open
the Diary Editor box. (Click Cancel to close the box.)

Note Scope Changes

If the project scope changes, you can make a note of the fact in the Scope
Changes field on the APM:Projects form > Project Info tab. This note will be
tracked with a diary entry.

Use the Task Details Tab

The Details tab on the APM:Tasks form provides a convenient place for workers
to document a task and its progress. Entries in the Details/Issues, Scope Changes,
and Change Log fields allow a worker to quickly and easily comment on issues
that may be helpful to other workers on the task, the members of the Task
Responsible Organization, or the project manager.

You can also add task documents as attachments. The Task Details fields provide
another dimension to viewing a task’s status and evaluating its success.

Detailz | Dependenc:yl Schedulel ok, Timel Fequired Hesourcesl Cost I Aszsigned Workersl Ext. App. I

Details/|ssues Attachments
Created By IAIIen
I File: Marne [ Max Size I Aftach Label | & —I
Seope Changss i D Tine |8£B£2DDS 11:25:26 _I
I g Moulind Dt Tame I‘IDJ‘I 2/2008 2:17:12 _I
Change Log
o Las Mockiie B [BPMadmin =

Figure 60 - Details Tab on the APM:Tasks form

Make an Entry in the Details Tab
1. Open the Task record in the APM:Tasks form.

2. Inthe fields provided on the Details tab, enter the information to be logged.
For a larger typing area, click on the button to the right of the field. Click OK.
(Click Cancel to exit this entry screen.) Click the paperclip button to add an
attachment.

3. Click the Save button to submit the task entry.

Entries made in the Details tab are stored chronologically with a date and time
stamp and Login Id. In addition, they are rolled up through the project to the
same field in related summary task records and ultimately into the Project Details
field of the project record.

View the Task Details Field Entries
1. Open the task record in a modify window of the APM:Tasks form.

Part V: Working a Project 109



PFOJeCt Remedies Inc. ActionProgram Manager™

2. Inthe Task Details field, click on the button to the right of the field. The
Diary Editor box opens and you can view all entries.

:'F APM:Tasks (pri-dell-2) -- Details/Tssues

File Edit Miew

Diary Histony:

Saturday, October 17, 2008 7:54:47 Pk AP admin
Azzigned user notified of project approval

Sunday, October 12, 2008 1:04:33 P Allen
Azzigned uzer notfied of tazk status change to Azzigned

Diary Editar:

[ I Cancel

Figure 61 - Task Details Field

3. Click the Cancel button to exit.

Adding Project Documentation

One of the most challenging aspects of any project is keeping track of all the
various files that go with it. Use the APM:Projects form > Record
Info/Documentation tab to attach these files directly to the project record. Click
on the paperclip icon to attach a file.

Completing Tasks & Milestones

Tasks, summary tasks and milestones are accomplished differently in
ActionProgram Manager. Tasks in APM are completed only when the work is
finished and the status of the task record is changed to Complete.
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Summary Tasks are automatically completed when all related sub-tasks and
milestones have been completed. When the last Summary Task sub-task is
changed to a status of Complete, then APM automatically sets the Summary Task
status to Complete.

Milestones are automatically completed when the last predecessor task record is
completed. APM automatically sets the status to Complete.

Complete a Task

1. Open the task record in a modify window of the APM:Tasks form.
2. Inthe Status field, select Complete from the menu list.

3. Click the Apply button on the toolbar to submit the status change.

Actual Finish Date

When a task’s status is changed to Complete, a date and time stamp is recorded as
the actual finish date for the task. ActionProgram Manager automatically enters it
in the Actual Finish Date field on the APM:Tasks form. This entry cannot be
modified.

The Actual Finish Date is then used for all reports and Gantt charts. In
comparative charts and variance reports, it is compared against the Baseline value
recorded in the Base Finish Date field. Tasks with a status of Complete are
defined with the Actual Start Date and Actual Finish Date.

Revising the Project Plan

Although every effort may be made when starting a project during the planning
and approval phases, once work begins revisions may still need to be made to
accommodate changes. This may involve revising tasks and adding
tasks/milestones.

Anyone on the project can propose revisions to a task, or notify the project
manager of possible impacts to the task and schedule during the working phase.
Only the project manager can actually modify the project schedule and plan.

Revise the Project Plan

1. Open the project record in the modify window of the APM:Projects form.

2. Change the project plan as needed. You can edit the Product Details or Scope
Changes field on the APM:Projects form. You can add, modify, or remove
tasks and milestones.

3. Save your changes.
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ActionProgram Manager will automatically log any revisions to the Task Details
tab that will be rolled up to the Details of any Summary Tasks and to the Project
Details tab of the project record. (For more information about the Details field,
see Using Task & Project Notes on page 107.)

If changes are made to any other tasks in the project plan, ActionProgram
Manager will automatically notify the Responsible Organization manager and
assigned worker of the changes.

Tasks and milestones added during the working phase will not have any Baseline
data for use in comparative charts and variance reports. Baseline data is captured
for the entire project when it is executed. Tasks and milestones added after
approval were not part of the original plan and are not reflected in the Baseline
plan.

Tracking Work Time & Expenses

ActionProgram Manager logs and tracks work time and expenses against a task
record. This work time is then rolled up to Summary Tasks, and ultimately for
the entire project.

Each task is assigned to a specific person; however multiple people may actually
work on the task. ActionProgram Manager enables each worker’s time to be
logged and tracked for a task, regardless of who is the assigned worker.

During the planning phase, ActionProgram Manager has the option to estimate the
work time required for each task. If used, APM will automatically compare the
hours being logged against the planned hours for a task. If the logged work hours
exceed the planned hours, a notification is automatically sent to the project
manager.

Entering work, and non-work time and expenses in APM is very convenient. You
can reach the time and expense sheets from several options on the
APM:Navigation form, and also from buttons on the Work Time tab in a Task
record.

Open Time and Expense Sheets From the APM:Navigation Form

The quickest ways to reach the time and expense forms is through the buttons on
the APM:Navigation form:

= To open the Time & Expense Tracking form: select Time Entry >
Timesheet. The Time & Expense Tracking form opens. Continue with
the instructions in the Record Your Work Time and Record Your
Expenses sections below.
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= To open a task record directly from the APM:Navigation form: select
Time Entry > Task Work. The APM:Dialog Boxes dialog opens.
Enter the project name and task name, or select them from the
dropdown lists. Click the Execute button. The APM:Tasks form
opens. Open the Work Time tab, where buttons are provided that will
open the time and expense entry forms. Again, continue with the
instructions in the Record Your Work Time and Record Your Expenses
sections below.

NOTE: The task Status must be In Process for the Work Time tab to be
available.

= To enter non-project related hours and expenses, such as vacation time,
sick time, or travel expenses: select Time Entry > NonProject > Enter
Time. The New PRI:Time Tracking form opens, where you can enter
non-project hours and expenses. Continue with the instructions in the
Enter Non-Task Work Time & Expenses section below.

Record Your Work Time

The PRI:Time & Expense Tracking form (“timesheet™) provides a convenient way
to enter work time and expenses for multiple projects, or to record time and
expenses for the same task over multiple days.

1. From the APM:Navigation form select Time Entry > Timesheet.

The PRI:Time & Expense Tracking form opens, displaying your total
time for the current week.) (Figure 62).
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. PRL:Time & Expense Tracking {pri-dell-2)
1
R din
i
o 2\\ Fime & Esperse Sheet for: IAIIen LI 3 [—r
| i 0 ) '
D218 ‘ J-‘P
Froject 1D Task D / |SUM b0 TLE WED THU FRI 54
Pro i4.00 i0.00 10,00 i0.00 i0.00 i0.00 Hil
By Tazsk Noree
Ter
+ Task
Week OF
[10mz/2008  ~ |
Refresh
J Total Hours
4| | || forthe Week
Total HisPerDay [400 [o00  [ooo  Jooo  fooo  [ooo  fooo 4.00

Figure 62 - Time & Expense Tracking Timesheet

NOTE: Click on the clock and dollar sign icons to switch the form
back and forth between Time and Expense records.

2. To view time or expenses from a different week, click the down arrow next to
the “Week Of” date to open the calendar tool. Pick a date and click OK. The
calendar closes. Click Refresh on the Time & Expenses Tracking form to
update the form view. The timesheet displays all the task records worked for
that week.

3. To add a time entry record for another task or project: click the New Task
button. The Time by the Week by User window opens.

. PRI:Time By Week By User {pri-dell-2)

Request T_vpelAF‘M Tasks LI

Task ID |
Task Namel

Figure 63 - PRI:Time by Week by User

Use this form to add project tasks or other types of work time to your
timesheet to make time entry easier and more convenient.
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4. Select the type of task or work time from the Request Type field selection
dropdown list. Click the Task ID dropdown arrow. The dialog box opens
displaying the list of available project records.

! APM:DialogBoxes {pri-dell-2) [ x|
I ze ask Iame Task Id
len Test 103 TSub task 1 Tasknunnuuun354
Gtan test 34 {5ub tazk 1 iTask00000000396
Allen's Test 3 iSubtazk 2 T gk 00000000031
Allen Test 101 iSubtask 2 i Task00000000321
Stan Test B iSubtazk 25 T a2k 00000000058
Allen Test 101 iSubtask 2.5 iTask00000000335

Figure 64 - Available Project Records

5. Highlight the project task you want, and click Select. The dialog box closes,
and the Task ID and Task Name fields in the PRI:Time by Week by User form
are filled in automatically.

B PRI:Time By Week By User (pri-dell-2) E

Request T_vpelAF'M Tasks LI

Task ID I Task00000000304

Tazk Name ISub task 1

6. Click Save. The form closes. The project task is added to the Timesheet and
you can record your hours for it.

7. To record your work time: double-click on a project record in the Timesheet.
The time tracking form opens, displaying the hours for the current week.

PRI:Time & Expense Tracking {pri-dell-2)

T ask Mame ] TUE WED THU FRI SAT
ISub tazk 1 Re Re Reg Reg Reg Reg Feg
TasID mﬂm m&’w foso [oon |[o0 oo | ooo Joo |[ace [po | oo Jos
I Task 00000000204

“ F.eep in by List
i

Figure 65 - PRI:Time & Expense Tracking Timesheet - Record Detail
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8. Enter your hours (Regular and Overtime), and click Save. The form closes
and the work time is added to the task record. Refresh the Timesheet display
if needed to see your entry.

Record Your Expenses

1. Inthe Timesheet, click the large dollar sign to switch from time entry to
expense entry. Entering expenses works the same way as entering work time
described above.

B PRI:Time & Expense Tracking (pri-dell-2)

. .g}‘:\f' 2\ Fime & Espense Sheet for: Ellen ~| (rr I
leb_s' / .

By Toask Nirvee

Waek OF

[10n3/2008 = |

Refresk

&

Total Expenses
4| | || forthe Week

Total Exp Per Day [2236 [32550 [000  [oo0  [oo0  [o00  [ooo |347.38

Figure 66 - PRI:Time & Expense Tracking Expense Sheet

2. To add an expense record for each project for which you have expenses, click
the New Task button. The APM:Expenses by Week by User form opens.

B PRI:Expenses By Week By User (pri-dell-2)

Request Type IAPM Tasks LI
Task ID |

Task Mame I

Figure 67 - PRI:Expenses by Week by User
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Use this form to add project or other types of expenses to your
timesheet to make expense entry easier and more convenient.

3. Select the type of task or work time from the Request Type field selection
dropdown list. Click the Task ID dropdown arrow. The dialog box opens
displaying the list of available project records. (Figure 64)

4. Highlight the project task you want, and click Select. The dialog box closes,
and the Task ID and Task Name fields in the PRI:Time by Week by User form
are filled in automatically.

5. Click Save. The form closes. The project task is added to the expense sheet
and you can record your expenses for it.

6. To record your expenses: double-click on an expense record in the Timesheet
expense list. The detailed expense tracking form opens. (Figure 68).

PRI:Time & Expense Tracking (pri-dell-2)

3z |d [late of Expense [Expenze Categor Expenze Amount
T 52k 0000000020 “0412/08 iMeals 1000

Uszer Request Type

[en v | [5PM Tasks ~|

Tazk ID Tazk Name

| T askoooonoonans v | |5ub task 1 -]
Date of Expensze Expense Dezcription

[1012/2008 = | Junch ]
Expense Category bileage

IMeaIs j I

Charge Code: Expenze Amount Payment Category

| 20020 | 799 |MasterCad 7|
Charge Back Client  Employes Reimbursement  Receipt F.eep in hiy List

* eg C es & gz O No ®

Figure 68 - PRI:Time & Expense Tracking Expense Sheet - Record Detail
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7. Enter your expense information in this form and click Save.

The expense is added to the task. Refresh the Time & Expense
Tracking Timesheet if needed to see your changes.

Edit Your Time and Expense Entries

To edit your time or expense entries, simply open the record in the Timesheet,
make your changes, and Save.

Enter Your Work Time and Expenses In the Work Time Tab

Sometimes it's more convenient to track time directly while you're working on a
task. The Time & Expense Tracking Timesheet forms may be opened from the
APM:Tasks form > Work Time tab. (Figure 69).

Enter Your Work Time and Expenses From the Work Time Tab

Instead of using the PRI:Time & Expenses Tracking form, you can enter work
time and expenses directly into the Work Time tab on the APM:Tasks form.

1. Open the APM:Tasks form> Work Time tab. Select your User name, date
worked, and the account from the selection dropdown lists and calendar on the
tab.

| Fequired Hesourcesl Cost I Azzigned Workersl Ext. App.

Uszer D ate Wwiorked [mm./dd/yy) Account: Expense 'r}, |
=

| anen | [10712/2008 12:00:00 a0 .| [z0020

Time \1"",
Hours Finished Est. Time Remaining Group Azzociation

ID.DD |2D.DD INetwolk Operations LI

TeE (e

Figure 69 - Work Time Tab

2. Click the Time button to record your hours. The PRI:Time Tracking form
opens with the User, Date Worked, and Account Code filled with the values
you selected. (Figure 70).

E PRLTime Tracking {pri-dell-2)
Uszer Date Worked [mm/dd/yy] Reg Hours Overtime Hours
[len | [10#12/2008 | [
Work Description
Fieviewed requirements started working out workflow _I
Account Code: Keep in My List
e

Figure 70 - PRI:Time Tracking Form
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3. Enter your work hours into the Reg Hours field (or Overtime Hours if
overtime).

e Hours are always entered as whole hours and/or increments of
hours in a decimal format.

e For example: two hours is entered as 2 or 2.00; two and half is
entered as 2.5 or 2.50, etc.

4. Inthe Work Description field, enter a description of the work performed, and
click Save. The form closes.

Your work time is recorded in the project. You may need to refresh the
Timesheet to see your time reflected in the Work Time tab Hours
Finished and Est. time Remaining fields.

5. Click the Expense button to record your expenses.
The PRI:Expense Tracking form opens. (Figure 71).

! PRI:Expense Tracking (pri-dell-2} [ x]

Uszer Date of Expenze Expenze Amount

[t .| [1onzsz00 ME |
Expenze Categor Fayment Categary Account Code:
[ 'i [ =] J20020 |

Charge Back Clignt Employee Reimbursement Receipt Feepin by List
C Yes © Yes ez © Na C

Expensze Descrption

o

Figure 71 - PRI:Expense Tracking Form

6. Complete your expense information, and click Save.
Your expense information is registered in the project.

View Task Time and Expenses

To view all time worked on this task and all expenses as well, click the Work
Time tab T&E button to open the Timesheet.

Although a single person is assigned responsibility for a task, multiple people
may actually work on it and have time to log against the task. The User field on
the APM:Tasks form allows time to be entered on behalf of any worker,
regardless of the assigned worker for the task or the active Login Id when the time
entry is made.
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When a work time entry is made, ActionProgram Manager automatically updates
the following fields on the task record:

=  Hours Finished: The sum of all work hours entered for this task.

= Est. Time Remaining: The difference between the value in the Hours
Finished field and the Planned Labor Hrs. field. If the planned labor
hours were not estimated (field value = 0.00) during the planning
phase of the project, then the Est. Work Time Remaining field remains
at zero.

= If work time was estimated during the planning phase, APM will
automatically send a notification to the project manager the total Hours
Finished on a task exceeds the Planned Labor Hrs. for the task. If the
Planned Labor Hrs. field has a value of zero, then APM will not send a
notification.

In addition, ActionProgram Manager rolls up the work time entered for all tasks
and tracks the sum in the project record. The next time the project record is
refreshed, the actual schedule and cost fields will reflect the new work time
entries and costs.

TIP: Work Time entries can be made while the task record has a status of In
Process or Complete. However, when the project is finished, the status is
Complete, and no further Work Time entries can be made.

To keep time-tracking accurate, we recommend that all work time be logged
against the task as it is being accomplished.
Enter Non-Task Work Time & Expenses

APR also provides a way to enter non-task work time and expenses, which is
described in this section.

1. From the APM:Navigation form select Time Entry > NonProject.
The PRI:Time Tracking form opens in New mode.
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Figure 72 - PRI:Time Tracking form

Time and expenses entered here may or may not be entered against a
project. Bold fields are required fields. Non-project time and expenses
may be entered on this form. This form works the same way as the
other time and expense forms described in the previous sections.

2. When you're done entering your time and expenses, click Save.

Viewing Work Time and Expense Entries

You may view work time and expense records in the same forms listed in the
sections above that are used for entering.

Approving Time & Expenses
This task is completed in the PRI:Approve T&E form as described below:

Approve Work Time and Expenses
1. Select APM:Navigation > Time Entry > Approve T&E.
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The PRI:Approve T&E form opens, displaying the Time Approval
sheet for the current week.

B PRI:Approve TEE (pri-dell-2)
_ 'n“l-."ﬁ’—-;,\.] " Time Approval C[T1
| VB [E) Praject et
'\\?? 7 ch' IProiManager 'l I.&Zlﬁ LI :. _L!/

Uszer [Task Id [Task Mame [FeqHows [OT Howrs |
Approm
Approve All
Week Of Reject

[10nz/2008  + | Reject All
Refresh

Figure 73 - PRI:Approve T&E Time Approval form
Use the Week Of calendar to select a different week and click Refresh.
Double-click on a time entry to view the details.

4. Select one record, or select multiple records by holding down the Shift/Ctrl
keys, and apply the required operation: Approve, Approve All, Reject or Reject
All.

5. To approve expenses, click the dollar sign to view expenses.

The Expense Approval sheet displays the expense entries for the
current week. Again, select one record, or select multiple records by
holding down the Shift/Ctrl keys, and apply the required operation:
Approve, Approve All, Reject, or Reject All.

B PrI:Approve TEE (pri-dell-2)
| '_ "._ B Wigw Project “Fr
'\\?f_ﬁ 1 52 IProiManager 'l I"ﬁ‘zIS Ll ':"D

Uszer [TaskId [Task Name [Expense Amaunt | Appiveiie
Approve All
Week Of Reject
[10nz2008 | ~ | Refect Al
Refresh
Figure 74 - PRI:Approve T&E Expense Approval
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Part VI:
Completing a Project

Completing a project involves the completion of all tasks in the project plan and
evaluating the plan implementation. This section includes the following topics:

= Closing a Project

= Reviewing a Project

Closing a Project

ActionProgram Manager automatically manages the closing of a project plan after
all tasks are completed and milestones achieved. This is accomplished when the
last task record of the project goes from a status of In Process to Complete.
ActionProgram Manager then automatically implements the following actions to
close the project:

= The Actual Finish Date field on the project record is set with a date
and time stamp for the status change.

= The Completed status change is logged to the Project Details field.

= No modifications, additions, or deletions can be made to the project
record or any related task record.

= No additional work time entries can be made against tasks in the
project plan.

Reviewing a Project

A critical component to determining a project’s success and ensuring the success
of future projects involves the review and analysis of the Baseline versus the
actual plan implementation. ActionProgram Manager captured the planning
information through the Baseline plan, which was taken when the project plan
was approved. It also captured detailed information during the implementation of
the plan.
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It is important to do a timely and accurate assessment of a project. Using APM’s
tools, it’s easy to highlight the project successes and opportunities for future
improvement. For more information about these reporting and charting tools, see
the next section, Part VII: Viewing a Project.
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Part VII:
Viewing a Project

ActionProgram Manager has a number of different tools for managing and
monitoring a project, including charts, reports, query lists, and the details log.
This section covers how to work with the following tools:

= Gantt Charts
= Pre-defined Reports
= Pre-defined Query Lists

Gantt Charts

ActionProgram Manager has an integrated charting program that will
automatically generate Gantt and Comparative Gantt charts for a project plan. The
Gantt chart provides a graphic representation of the project and displays task
details. The chart information includes:

= Task Name, type (task, summary task or milestone), and status
= Start and Finish Dates

= During the Planning Phase: Charts Plan Start and Finish Dates
= During the Working Phase varies based on the task status:

= Status of Hold or Assigned charts Plan Start and Finish Dates
= Status of In Process charts Actual Start and Plan Finish Dates
= Status of Completed charts Actual Start and Finish Dates

= Review Phase charts Actual Start and Finish Dates

= Duration

= Dependency Relationships

= Responsible Organization

= Tasks on the Critical Path (displayed in red)
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Open a Gantt Chart

To open a gantt chart from the APM:Projects form, click the Gant Chart button.
Before using the Gantt Chart it is important to make sure that the user’s
APM:Resource record has been configured properly. Gantt chart software can be
installed either locally or on the web and each user may select how this software
IS to be accessed.

The APM:Resource record has a field named ‘Web Charting’ which must be
selected as “Yes” or “No”. If “No” is selected then the user can install the
software locally and then place the path to this software into the field ‘Client
Executable Path’. (Make sure the path ends with a slash.) See Figure 78 for
sample APM:Resource form.

NOTE: The Gantt Chart button is not available until a task or milestone
record has been created for the project.

To open a gantt chart from the APM Navigation form, follow these steps:

1. From the APM:Navigation form select Charts > Gantt. The APM:Dialog
Boxes form opens.

7. Select a Project Name from the selection dropdown list, and click
Execute.

8. The Gantt chart for that project opens. (Figure 75)

9. Click on the "+" icons to expand sections of the project, or "-" to collapse
them.
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Figure 75 - Gantt Chart of a Project In Process

Comparative Gantt Chart

The Gantt chart graphically compares the plan and/or actual project data with the
Baseline plan. The chart has stacked rows of bars and symbols with the lower set
charting the Baseline plan and the upper set charting the planned and/or actual
data. If a task or milestone is added after a project is approved, then it will not
have a Baseline bar or symbol.

The comparative Gantt chart is available during the working and review phases of
a project. It cannot be viewed during the planning phase since the Baseline plan
is not saved until the project is approved. The chart includes:

= Task Name, type (task, summary task or milestone), and status
= Start and Finish Dates, and Duration

= During the Working Phase, varies based on the task status:

= Status of Hold or Assigned charts Plan Start and Finish Dates
= Status of In Process charts Actual Start and Plan Finish Dates

= Status of Completed charts Actual Start and Finish Dates
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= Review Phase charts Actual Start and Finish Dates
= Baseline Start and Finish Dates, and Duration

= Slack

= Dependency Relationships

= Responsible Organization

= Tasks on the Critical Path (displayed in red)

Pre-defined Reports

ActionProgram Manager includes twenty pre-defined reports, which are compiled
and then generated in Crystal Reports. Once the report is in spreadsheet format, it
can easily be saved, distributed, and sorted

This section describes how to run a report and provides detailed information about
the individual reports included with ActionProgram Manager.
Run a Report

Reports may be run from the APM Navigation form. The reports are listed below
organized the same way they are organized on this form:

E aPM:Navigation (Search)

ACTIONPROGRAM MANAGER™

WORKLOAD

Uil

Ta)
@ Project Remedies. Inc.

Figure 76 - APM:Navigation > Reports
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Project Summary Report

This report provides a one-page summary of a project’s progress and success. It
is run for a specific project and provides the following information:

Dates — This portion of the report outlines the start and finish dates for
plan, Baseline and actual start and finish dates. It provides the
variance between the Baseline and actual start and finish dates.

Duration — This section compares the planned and Baseline duration.
It provides the actual duration finished and the remaining duration and
calculates the percent complete on the project.

Work Time (Hours) — If a Project Manager is tracking labor hours for a
project, this section provides the totals and variance between the
planned and Baseline labor hours. It provides the total hours finished
and remaining, and calculates the percent complete.

Task Status — This section provides a count and percentage of the total
tasks with each status value (Hold, Assigned, In Process, and
Completed).

Manager Cost Report

This report summarizes each project manager's progress. It lists all the projects
assigned to each manager, and compares the project budgets with their actual
costs. The Manager Cost Report is organized by Project Name, and includes:

Project Name

Project Status

Planned budget

% of Total Budget

Actual amount spent to-date
% of Total Actual

Planned to Actual Variance
% Planned to Actual Variance

Total Budget and Actual values for all the manager's projects
combined
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= This report is sorted by Project Name (alphabetical), Project Status
(ascending), and Budget (descending).
Details Report

This report provides a detailed summary of all tasks and milestones in a project.
The Project Details Report is organized by Responsible Organization and
includes:

= Responsible Organization and User

= Task Name and status

= [|fitis on the critical path and slack

= Dependency Relationships

= Plan Start, Plan Finish Dates and Duration
= Actual Start and Finish Dates

= This report has a two-tier sort by Responsible Organization
(ascending) and Assigned Worker (ascending).

All Complete Report

This report provides a one-line summary of each completed projects including a
comparison of Baseline and actual project plan data. The following information
is included:

= Project Manager and Project Name
= Baseline Start Date, Actual Start Date and their variance
= Baseline Finish Date, Actual Finish Date and their variance

= Planned Labor Hours, Total Work Hours and their variance. A sub-
total is calculated for each Project Manager and then totaled for all
projects.

All In Process Report

This report provides a one-line summary for each APM project with a project
status of In Process. It includes the following information:

= Project Manager Name and Project Name
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Plan Start Date, Actual Start Date, and Plan Finish Date
Percent of Calendar Duration Completed
Percent of Work Time Completed

The count and percentage of tasks with a status of Hold, Assigned, In
Process and Completed

The report has a three-tier sort structure of Project Manager, Plan Start
Date and Plan Finish Date all in ascending order.

All Pending Report

This report provides a one-line summary of each project in APM with a status of
Pending Approval. These are projects that have suspended planning are waiting
for approval. The report includes:

Project Manager Name and Project Name
Plan Start and Finish Dates
The estimated project duration and the time units used for planning

The total planned labor hours (if estimated), a sub-total for each
Project Manager and a total of all projects.

The data has a three-tier sort structure of Project Manager, Plan Start
Date and Plan Finish Date in ascending order.

Manager Cost Report

See Above.

HOURS|TIME

New Project Report

The New Project Report provides a list of all new projects.

Critical Path Report

The Critical Path Report provides a list of all tasks on the critical path of the
project. The report includes:

Task Id, Task Name and Status
Plan Start, Finish and Revised Finish Dates
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= Dependency Relationships
= Responsible Organization and User

= This report has a two-tier sort by Plan Start Date (ascending) and Plan
Finish Date (ascending).

Variance Report

The Project Variance Report provides a comparison of the Baseline project plan
to actual project results. It includes:

=  Task Id, Task Name and Level

= |fitis on the critical path and Slack

= Base and Actual Start Dates, and Variance

= Base and Actual Finish Dates, and Variance
= Responsible Organization and User

= This report has a two-tier sort by Base Start Date (ascending) and Base
Finish Date (ascending).

Not Finished Report

This report compliments the Should Have Started Report by identifying those
tasks that should have been finished by the report date. When used together, these
reports can provide valuable insight to the real source of project delays. The
report includes:

= Task Id and Task Name

= Task status

= Calculates the amount of time the task is late in starting

= |If the task is on the Critical Path and Slack

= Task Duration, Plan Start, Plan Finish and Revised Plan Finish Dates
= Dependency Relationships

= This report is sorted based on the lateness (descending), if the task is
critical (descending) and the planned finish of the task (ascending).
Not Started Report

During the Working Phase, this report is an excellent tool to identify exceptions to
the project schedule. Based on the report date, it reviews the project schedule to
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identify all tasks and milestones that should have started but have not. The
following information is included:

= Task Id and Task Name

= Task status

= Calculates the amount of time the task is late in starting
= |f the task is on the Critical Path and Slack

= Task Duration, Plan Start, and Plan Finish Dates

= Dependency Relationships

= This report is sorted based on the lateness (descending), if the task is
critical (descending) and the planned start of the task (ascending).

WORKLOAD 4

Group Task Report

This report provides a Responsible Organization manager with a detailed
summary of all tasks assigned to the group and staff across all APM projects. It is
grouped by User and calculates the total hours assigned to them, as well as a total
of hours for the Group.

Because the report includes both planned and actual information, a group manager
can quickly see how assignments are balanced across the team and how successful
they are in accomplishing their work on schedule. The report includes:

= Assigned Worker

= Project Name and Status

= Task Name and Status

= If the task is on the Critical Path and Slack

= Planned Labor Hours, sub-totals by User, and a total for the Group
= Plan Start and Finish Dates, and Duration

= Actual Start and Finish Dates
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This report has a three-tier sort by Assigned Worker (ascending), the
Project (ascending) and the Plan Start Date (ascending).

User Task Report

Similar to the Group Task Report, this provides individual Users with a detailed
summary of the tasks assigned to them across all APM projects. The report
includes:

Responsible Organization (User may be a member of more than one
Group)

Project Name and Status

Task Name and Status

If the task is on the Critical Path and Slack

Planned Labor Hours, sub-totals by Group, and a total for the User
Plan Start and Finish Dates, and Duration

Actual Start and Finish Dates

This report has a sort structure of Responsible Organization
(ascending), Project Name (ascending), and Plan Start Date
(ascending).

Work Time Report

For project planning and tracking labor hours, this report provides a detailed
summary of the work time budget. It includes:

Task Id, Task Name and Status
Plan Start and Finish Dates
Planned Labor Hours

Work Time Logged to date, Estimated Work Time Remaining, and
their total

Responsible Organization and User

This report has a two-tier sort of Plan Start Date (ascending) and Plan
Finish Date (ascending).
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Snapshot Report

The Snapshot Report provides a detailed summary of all projects with status In
Process and Completed, by project manager. It includes:

= Information as-of date, name of project manager.

= Warning Variance Threshold and Critical Variance Threshold
indicators

= Project Name
= Project Status
=  Completed Tasks
= Remaining Tasks

= Total Cost at Completion

Export Report Data

Report data can be exported in a number of standard file formats for use in other
data analysis and reporting tools, including PDF, Excel, CSV, Crystal Reports,
HTML, etc.

1. Run the report to display the data you need.

2. Click the Report Export icon in the upper left corner of the report window.

3 T

Previem

Export Report

Figure 77 - Report Export Icon
3. Click the Report Export icon in the upper left of the report window. The
Export dialog opens.

4. Make your selections from the available dropdown options and click OK. The
Select Export File dialog opens.

5. Complete the Select Export File dialog as needed and click OK. Your report
data is saved as requested.
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Print Report Data
To print a report, click the Print Report icon in the upper left corner.

Pre-defined Query Lists

ActionProgram Manager includes a selection of pre-defined query lists, which can
quickly provide a helpful on-screen view of the project plan. Depending upon the
query list selected, it outlines the level of the task record, whether it is a task or
milestone, it’s current status of the task, the plan start and finish dates, the
summary task name (if there is one), and the predecessor task (if there is one).
From the query list, any of the task records can be opened and viewed on the
screen.

There are seven pre-defined query lists in ActionProgram Manager, which can be
initiated from the project record or any task record in a project plan. They are:

= List Entire Project —All task, summary task and milestone records in
the project plan.

List Tasks — All task records in the project plan.

List Summary Tasks — All summary task records in the project plan.

List Milestones — All milestone records in the project plan.

List Critical Path — All critical path task records in the project plan.

List All Completed — All task and milestone records with a status of
Complete.

List All Not Completed — All task and milestone records with a status
of Hold, Assigned or In Process.

To View a Query List
1. Open the project record or any related task record.

2. Click on the List Tasks/Milestones button on the form. A selection list (Figure
78) will be displayed:
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Selection List E

21 List Task=.

31 List Swmary Tasks.

4) List Milestones.

5] List Critiecal Path.

6] List All Completed.

71 List A1l Not Completed.

|
OK M Cancel |

Figure 78 - List All Tasks/Milestones Selection List

3. Select an option from the list and click OK. The APM:Tasks form opens,
displaying all of the project's tasks and milestones in a list at the top of the

form.
B aPM:Tasks (Modify) [_ [ <]
1

Sub task 1 Task 11 Gather Requirements and Design Complete 8/4/2008 8.0 8/8/2008 5.0

Sub task 2 Task 1.2 Gather Requirements and Design Assigned 8A11/2002 8:.. 8M5/2008 5. ASAP AZE
Sub task 3 Task 1.3 Gather Requirements and Design Haold 8/18/2008 8., 8/19/2008 5., ASAP AZE
Develop and Test Summary 2 Hold 8/20/2008 8., 8/28/2008 0., ASAP AZE
Sub task 11 Task 21 Develop and Test Haold 8/20/2008 ;... 8/22/2008 5. ASAP AZE
Sub task 12 Taszk 22 Develop and Test Hold B/25/2008 8. 8/25/20085.. ASAP A7 R
Sub task 13 Task 23 Develop and Test Hold BA26/2008 8:.. 8/20/2008 5. ASAP AZ R
Implement in Test Envir..  Summary 3 Haold 8/29/2008 8., 9/3/2008 50... ASAP AZE
Sub task 21 Task 31 Implement in Test Environment Hold B8/29/2008 8. 8/29/2008 5. ASAP AZE
Sub task 22 Task 32 Implement in Test Environment Haold 941/2008 20, 9/2/2008 &0... ASAP AZE
Sub task 23 Task 33 Implement in Test Environment Haold 9/3/2008 80, 9/3/2008 50... ASAP AZE
Implement in Production...  Summary 4 Hold 9/4/2008 8:0.. 9/8/2008 5:0... ASAP AZ R
Sub task 31 Task 41 Implement in Production Ernvironment Haold 9/4/2008 8:0... 9/4/2008 50... ASAP AZE
Sub task 32 Task 42 Implement in Production Enviranment Hold 9/4/2008 8.0 9/5/2008 5:0... ASAP AZE
Sub task 33 Task 43 Implement in Production Ernviranment Hold 9/8/2008 2.0 9/8/2008 5:0... ASAP AZE

==

Figure 79 - List Entire Project

TIP: Any individual record can be opened by selecting it and double-
clicking with the mouse. Or select Query > Modify Individual, or Ctrl+M.
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Part VIII:
Managing Resources

Keeping track of project resources is a major task for management. APM makes
it easier by putting this information at your fingertips with a set of easy-to-use
resource charts.

View Resources

1. From the APM:Navigation form select Charts > Resources > Active Project.
The APM:Resources dialog box opens.

E APM:Resources {pri-dell-2} Ed |

Rezource kanagement Dizplays
Organization Skill

[ x| ~
Rezource Location

| S —
From To

| 1 —1
Project [0

| | _ShowRM Chat |

Figure 80 - Active Project Report Dialog

2. Select the resource parameters from the report dialog and click Show RM
Chart.

The APM:Inventory form opens displaying all resources in the system
in the Resource Management chart.
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i PMA:Inventory {pri-dell-2)

Gantt Charts

00lrene Jacohs o|o|ao g|ojofofo ofofofo|a@o o|oflo|o|o ‘
02Mike Millar ofo o|ofo|o|oD ofofofofan ‘
OdAllen Crouder ofofo ofofofo|ao o|ofo|o|ao ofofofofo ‘
0GEill Phelps - - ofo [i] ‘ oo ‘ oo oo | ofo|o ‘
O8Maney Qlsen ‘ o|ofo ojo|o|ojo ‘ ] ‘ o|o ‘ o|o ‘ 0olo | ojofo ‘
10Mary Richards o|ofo o|ofojofo g|lofojoj|o glojojofo
12Fred Lewis go|ofo g|ofojofo0 g|lofojoj|o glojojofao
14Cris Cally oo ! ! oo g|lofojoj|o glojojofo
165tella Thamas g|ofao o|ofoj|ofan0 g|lofojo|ao g|lojojofan
180ehra Eccles g|ofano o|ofo|ofa0 g|lofojo|o g|ojojofa0
20A4PMadmin ‘ g|ofano ‘ |I] o|ojoj|o ‘ ‘ g|lofojo|o ‘ | g|ojojofan ‘ ‘
220emo user forstartup ‘D‘D I:I‘ |I:I I:I|I:I I:I‘I:I I:I‘I:I I:I‘I:I I:I‘ |I:I I:I|I:I I:I‘I:I
24zTOTALS:

28-Sep 30-Sep 2-0ct  40ct 6-0ct  8-Oct ﬁOct 12-0ct 14-0ct 16-Oct 18-0Oct 20-Oct 22-0ct 24-0ct 26-Oct
4]

Figure 81 - Resource Management Chart

3. Place your cursor over a date, and a dropdown box shows the tasks that make
up the hours on that date.

oo o|o|o|o

o — o — — —
0| 0| 0/06Eill Phelps

Date: 8-October-2008 I
o | 0| o] Assioned 2.5

o | o|ol TasklD:Tasklooooooo3z1
Project: Allen Test 101

- Task: Sub task 2
[ "] [“1° 17

Figure 82 - Mouse Over a Resource to View Details

4. To change the data displayed, click the Alter Chart Data button.
The PMA:Inventory chart variables dialog box opens.
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Gantt Charts

E PMA:Inventory {pri-dell-2)

O0rene Jacobs

02Mike Millar

04wl Leaf 4

OGAllen Crouder 4

0EBill Phelps

10Mancy Olsen -

1200iver Perkins

14Gary Harris -

1E8Helen lvers

18Mary Richards

20Fred Lewis

22Kyle Levinson

24Lynette Mason -

I N | I I I [ I
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All Organizations £ All Skills £ All Locations

o|lo|ofofo oflo|ofo|o olofo|o]o olo|o
o|lo|ofofo oflo|ofo|o |n|n|n|n|n| ojlo|o|o
PMA:Inventory {pri-dell-2)
Cloze Window |
o|lo|o|ofo o|lo|ofo|o .
| | Diil Dowrs | ofe]e]o]
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el ool [ETATe—— | [ [°[°
ololololo ololololo Wiew Assighed/Available alololo -
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ofojofo|o o|lo|lofo]|o “iew Hours Or Costs oflo|o n-
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Figure 83 - Alter Chart Data Dialog

5. Use this dialog to change the type of data you wish to view. Make your
changes and click the Show This Subset button. The chart refreshes and
displays the new data set.
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Appendix A:

Charts & Reports

This section contains examples of all of the charts and reports available in APM:

Gantt Chart

Resource Management Chart
Project Summary Report
Manager Cost Report

Project Details Report

All Complete Report

All In Process Report

Group Task Assignment Report
User Task Report

Worktime Report

Snapshot Report

Should Have Started Report
Should Have Finished Report
Project Variance Report
Worker Weekly Time Report
Project Time Report
Sick/Vacation Time Used Report
Close Out Time Report
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Gantt Chart

B rvncinventory (pri-del-2)

Gartl J Aezouics Chats

i e |
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Figure 84 - Gantt Chart

I | Tasks1lT

If you click on the magnifying glass with the minus sign several times, it
condenses the chart onto one page, making it easy for you to view the entire

project at a glance:

Gantt Charts

Help

a sl
Zoom Qut

(=
i Ganttl |
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ek 30
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[o%]
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I 7 T ary Richars Cris Caly, il Phelps
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tis Caly Bill Phelps
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[0°% ] Bill Phelps Cris Cally
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[

@ Subtask13
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=== Implement in Test Environment

— UL
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Figure 85 - Gantt Chart Condensed
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Resource Management Chart

A:Inventory (pri-dell-2)

Gantt Charts
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Project Summary Report

Report Preview -- APM:Navigation {pri-dell-2)

Project Schedule Orientation:

Project Start Date

-

@aﬁj‘ 1t ‘ﬂ < i oo = ‘ BusinossObjects
Preview |
AZ 6
Project Summary

Information as of: 10/15/2008

Project Id: Proj0o0000000024

Project Manager: Allen Crouder

Project Status: In Process

Project Time Unit: Days

|Dates |
Plan Start: 8/412008 Plan Finish: Q212008
Baseline 5 tart : Er4i2008 Easeline Finish: QFEra00s
detnal §tart: 10/12i2008 Aetial Finish:

Start ¥ ariamce: 69.00 Finish ¥ ariance:

|Duration (Days) |
Planned: 2600 Femaining: o0.o0
Baseline: 2600 Finished: 26.00

¥ ariance: o0.oo Parcent Complete: 10000 %
|Work Time (Hours) |
Planned: 14400 FRemaining: 13300

B aseline: 14400 Finished: 1100

¥ ariance: o0.oo Percent Complete: TE4 %
|Cost |
Planned Cost: $52.15000

Baseline Cost: $52,15000

Aetnal Cost: $2.547 26

Plan to dotral VWarience: F49 80214

Task Status

CnHold 14 2E %

Assizned u] 0%

In Process 2 13 %

Complete 1] 0%

Cancelled 0 0%

TOTAL TASES 16 100 %
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Manager Cost Report

Budget vs. Actual by Manager

Information as of: 10/15/2008
Project Status: In Process & Completed
Project Manager: Allen Crouder
Total Budget: 341027500
Total Actual: $25,147 36
Planned to %
Project Hame Project Status Planned % of Total Actual * of Total Actual Planned to Actual
Budget Actual N -
Varance Varance
Aller Test 102 InProcess $53,100.00 12944 $2,400.00 9.5d4% $50,700.00 05.48%,
Allen Test 103 In Process $53,100.00 1294% $1.400.00 5.57% $51,700.00 97.36%
Allen Test 201 In Process $53,100.00 1294% $2,400.00 9.54% $50,700.00 95.48%
ARG InProcess $52,150.00 127910 $2,547.26 10.13% $49,602.14 Q5.11%
AR InProcess $51,450.00 1254%, $3,600.00 1432% $47,250.00 03.00%,
Stan test 33 In Process $49,700.00 1211% $7,400 00 20.43%, $42,300 .00 B511%
Stan test 34 In Process $48.950.00 1193% $1,600.00 4.36% $47.350 00 96.73%
Allen Test 101 In Process $48,725.00 11.88% $3,800.00 1511% $44,925 00 92.20%
Total In Process $410,275.00 100.00 % $25,147.86 10000 % $385,127.14 9387 %
Project Details Report
Project Details Report
Information as of: 10/13/2008
Project Id: Proj00000000024
Project Hame: AZ G
Project Manager: Allen Crouder
Project Status: In Process
Project Time Unit: Days
Project Schedule Orientation: Project Start Date
— Flanned | Actual
St Responsible Paty | Task Name | siack | Predecessor | Labor | Laper | Fian Start Dt Duration | Aotuel sttt Date e |aenarces
Az3zEElEm s b S || P Hours | Hours | Flan FinishDste  [TiMe URS | g o o) Finich Date Gost
WHS
Firance Mary Rirkards Gather InProcess ¥ 000 54/008 S0000AM 1200 D 1071372008 2:17:11D
Requiem exts and /1972008 5:00.00PD
Design
Fiance Mary Rickards Sub tash 1 B Process ¥ 0.00 20.00 1100 84/2008 9:00:00 A 500 D 10412/2008 2:17:11F 437500 2,547 86
24812008 5:00:00PM
Firamce Mary Rirkards Sub task 2 Hold T 0o 20,00 000 21152008 H:00:0041 500 D 437500 0.00
21572008 5:00:00FD
Fiance Mary Rickards Sub tash 3 Hold ¥ 0.00 16.00 000 8/18/2008 8:00:004T 200 o 3.800.00 0.00
811942008 5:00-00FD
Finance Mary Richards Develop md Test Hold Y00 2420/2008 3000041 7.00 D
202672008 5:00 00FD
Firamce Mary Rirkards Sub task 11 Hold Y oo 10.00 000 82002008 2000041 300 D 4,500.00 000
8/22/2008  5:00:00Ph
Firance Mary Richards Sub task 12 Hold Y 0o 10.00 000 8450008 3000041 100 D 4.500.00 0.00
202502008 5:00 00FD
Firamce Mary Rirkards Sub task 13 Hold Y oo 10.00 000 82672008 2000041 300 D 4,500.00 000
20872008 5:00:00FD
Firance Mary Rickards mplmentmTest  Hold Y 0o 8/29/2008  8:00-00A1 400 D
Exrironm ert 9512008 5:00:00PH
Firamce Mary Rirkards Sub tack 21 Hold T 0o 10.00 000 8290008 H:00:0041 100 D 4,500.00 0.00
202942008 5:00:00FD
Fiance Mary Rickards Sub task 32 Hold ¥ 0.00 10.00 000 9/1/2008 8:00:00 AM 200 o 4.500.00 0.00
9£2/2008  5:00-00PM
Firamce Mary Rirkards Sub tack 23 Hold T 0o .00 000 SGM008 8:00:00 AM 100 D 3,600.00 0.00
OE/2008 5:00:00PM
Firamce Mary Rirkards I plm ent it Hold Y oo 0472008 2:00:00 AN 300 D
Fro duction. 9812008 S:00:D0PM
Erprironm ert
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All Complete Report

Summary Report

All Projects Completed

101154200
Completed

Information as of:

Project Status:

Flznnad Work
. Start ) o - Finish ) wWaork
Project Manager | Project Name Bamzeline Start Date Actuzl Start Date N Baseline Finish Date Actuzl Finish Date . Labor Time
Warianoe Variance Warianoe
Hours | Logged
Detao user for st 5 tan Test§ 4/1/2008 S00:00AM 3902008 220:11FM <1278 SLU2008 §0000PM 42502008 4:52:47PM 605 12100 17200 510G
Detao user for st Remedy 4/28/200% 50000AM 4282008 123:03FM 0.1% 5222008 6:0000FM S/282008 2:00:17PM 583 11600 0o0 116400
Tmplementation
sub-totsl 23700 172.00 £3.00
Totsl 23700 172.00 £3.0
Summary Report
All Projects In Process
Information as of: 10/14r200
Project Status: In Process
%4 Calendar| % Work
Fraject _Manager Praject_Name Flan Start Date Actual Start Date Flan Finish Date | Complete Time Hold Assigned In Praocess Complate
Femplate | o oy w oy %t "EnT
Allen Crouder Stan test 33 Ti28/2008 900:00AM W222008 13733PM ®272008 900:00AM  100% 33 % 825 1 625 1 A25 531325
Allen Crouder AZ & 242008 8.00004M 10/12/2008 1.0433F% 982008 5.00.00FM 100% g% 14 8150 0 000 21250 0 000
Allen Crouder AZ 3 2402008 9.0000AM 7220008 6:.55:27FM  S282008 £00:00PM  100% 150 13 8125 1 825 1 635 1 825
Allen Crouder Stan test 34 9172008 S:0000AM  B2S5E008 4:13:14PM  W29/2008 SO000PM  100% 74 14 8350 0 000 21250 0 000
Allen Crouder Allen Test 101 102008 8.00:004M &S52008 12:00:17FM  10/29/2008 5:00:00Ph  48% 14w, 13 7647 0 000 31765 1 S8R
Allen Crouder Allen Test 102 102008 800:004M SE2008 508:13PM 10292008 SO000FD  48% e 13 7647 2 1176 1 338 1 88
Allen Crouder Allen Test 103 10/1/2008 5.00:004M 862008 53719PM 1072972008 S:00:00Fh  48% &% 15 8824 0 000 2117 0 000
Allen Crouder Allen Tast201 102008 3.00:004M 8142008 629:14PM  10/29/2008 5:00:00Ph  48% 1 13 7847 2 1176 1 5838 1 5EB
Demo user for Allen's Test 1 3302008 9.00004M 332008 12:34:11PM  14/2008 7 00004M  100% 0% 250000 1 2500 0 000 1 2500
startup
Demo user for Allen's Test 3 HLTA00E 5 00-004M 31202008 12:5623FM  H10/2008 5 0000PM  100% 0% 13 7647 1 588 21178 1 538
startup
Dema user for Stan Test 5 HLW2008 9 00.004M 102008 5173PM 4172008 600.00PM  100% 29% 13 7847 0 000 2117 21176
startup
Dema user for Stan test? 3312008 9 00.00AM 32702008 935284M 41172008 §00.00PM  100% 4g% 1 3333 1 3333 0 000 13333
startup
Dermn user for Stan test 4 4152008 9:00004M 31/2008 1:2625PM 5172008 &:00.00FM 100% 13% 13 7647 2 1176 1 588 1 588
startup
Demmo user for Remedy 472902008 9 O0-004M 42902008 & 2248FM 5232008 &00:00PM  100% 0% 8 3000 1 625 1 625 63730
startup Implementation 2
Demo user for Remedy 43002008 9.00:004M 4302008 10290248  5/26/02008 &.00:00PM  100% 0% 53125 1 625 1 625 9 3625
startup Implamentation 3
Demo user for Stantestd 63072008 9.00:004M 3252008 342:07PM 7312008 §.00:00PM  100% 13 13 7647 2 1178 1 538 1 588
starup
AllProjects In Process 10/158i2008 Page 1 of 1
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Group Task Assignment Report

Information as of:
Group Association:

10f141200
Metwark O perations

Group Task Assignment Report

Planned
Responsible . Project " . Flan Time Actual Start Actual Finish
Party Project Name Status | TaSK Mame Tash $tabus | Critioal | Slack | Labar | Flan Start Date | Flan FinshDate | puration | T Date
Hours

Aarom Babrer Allen's Tect § Plan. Tash 1 Hold " 2.00 000 227008 9:00:000 327008 6:00:00F 100 Days
Aaron Baker Alen's Test 5 Phn Tashk 2 Hold H Lo 000 3/27/2008 9:00:00; 328/2008 6:00:00I 200 Duys
Aaron Baker Alen's Test 5 Phn Task 3 Hold v 0.00 000 3/27/2008 9:00:00; 33172008 6:00:00I 300 Duys
Aaron Baker Alen's Test 6 Phn Task 1 Hold H Lo 000 3/27/2008 9:00:00; 327/2008 6:00:00I 100 Days
Aaron Baker Alen's Test 6 jucy Task 2 Hold v 0.00 000 3/27/2008 9:00:00; 3/28/20028 6:00:00I 200  Days
Aaron Baker OCTO 1 Phn Summarytask 1 Hold v 0.00 000 10/13/2008 2:00:00 10/15/2008 5:00:0C 300 Duys
Aaron Baker OCTO 1 jucy 2 Hold v 0.00 000 10/13/200% 2:00:00 104137008 5:00:0C 100 Days
Aaron Bakier OcTO L Plan ES Hold T 0.00 000 10/147008 2:00:00 10/15/2008 5:00:0C 200 Days
Larom Bakier ocTo L Plan 4. Hold H 0.00 000 1041572008 5:00.00 10/15/2008 5:00:0C 000 Dape
Larom Babier QcTo 1 Dlan Sum mary tack 5 Hold T 0.00 000 104162008 £:00:0C 10/28/2008 5:00:00 900  Daye
Larom Bakier ocTo L Plan &, Hold T 0.00 000 104162008 2:00.00 107202008 5:00:0C 300 Daye
farom Baker 0cTO L P T Hold T 0.00 000 104212008 $:00:00 104232008 50000 300 Days
Larom Eabier acTo 1 Plar. & Hold T 0.00 000 102452008 #0000 1002802008 50000 300 Days
Aarom Babrer acTo 1 Plan. a Hold " 0.00 000 1042852008 50000 10282008 50000 000 Days
Aaron Baker OCTO 1 Phn Sum mary task 10 Hold v 0.00 000 10/2002008 #0000 10/31/2008 5:00.0C 300 Duys
Aarom Babrer acTo 1 Plan. 11 Hold k' 0.00 000 1042952008 %0000 10/31/2008 50000 300 Daye
Aaron Baker OCTO 1 Phn 12 Hold H 0.00 000 10/31/2008 50000 10/31/2008 5:00.0C 000 Duys
Aazom Balier OCTO dgencyi Phn  1Remove Usizs Hold Ho 2000 000 8202008 8:00:00s 1042008 500001 500 Days

Chaster Departmert.

and People Clem up
Aaron Balrer OCTO Agency Phn 21 OCTO chaster Hold H 28,00 000 820/2008 2:00:00; 1042008 5:00:00I 500 Duys

Chaster Department cleanup

and People Clean up
Larom Baker OCTO Agency Plar. 2 Check if theusers  Hold " 2000 000 82002008 8:00:000 &26/2008 5:00:00F 00 Days

Chaster Department. are active

and People Clean up
Larom Eabier OCTO Agercy Plar. 3 Cleanvup duplicate  Hold " 2000 000 82002008 8:00:000 &26/2008 5:00:00F 00 Days

Chicter Department OSeTS

and People Clean up
Larom Bakier OCTO Agency Plan 22 Bunareportfor  Hold H iz.00 000 272002008 2:00:000 272002008 5:00:00F 100 Dape

Chicter Department allugers in the

and People Clean up OCTO chister
Aaron Baker OCTO Agency jucy 23 Verify i the Hold " 32.00 000 2/20/2008 2:00:00; £21/20028 5:00:00I 200 Days

Chaster Departmert emaile for the nom

and People Clean up suppoTt s ere in the

OCTO chaster are
actime
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User Task Report

User Task Assignment Report

Information as of: 10i14a/200
Responsible Pary Allen
Tarmed]
Group X Project Task " Labor | Flzrned Planned Planned [ Time | Actusl Actusl
Assaciation Froject Hame Status |Task Name Status Critical | Slack [ (5 | Start Date Finish Date Duration| oo | Start Date Finish Date
Engineering Remedy BnBrocess  Sub tash 13 Assigned T 000 1000 5122008 §:00:00: 5472008 6:00:00F 300 Duys
In plim antation 2
o
Worktime Report
Summary Repor
Wilork Time by Task
Wl T s [LRLT I
Fropeinnt Py U R
Frojaot § wra: aF i
Frogmod ba ra gue: Aliem TrmicEn
Frogerd B lwiow Ini Pexwmn
Profer T Usl Dy
Fuopedd Nobwvhiie Oibnddalims  Poojan? 5al Dul
Lind | vypii Bk bra . A Aweesn | Swa Tima Trighed & g Bl D P
LIl g Bnam Labar Evn | T eraa E. Timg e i
1 TasHARTHENIATS Juia Ksmmvrmnd onl Fwnps lnPmos  SUOEE 5D ILM wm i i MW Frsars My Bl
R O
2 TaadDOEENNTT Dby asd Tk Halal Ry § § ili] an o WX Fesam Moy Fubads
A 30
] Tas HALENENEN] | brwp lomawd om Tari Eorvees srsed Hulal e e o R & L ang E- 1t A Feanrs Moy Farhands
il 5 O DO
4 TasHIEENEET ) gl i Fewiai ian Hadl WLCINE I (W mm ang nm WE Frsars My Bl
e mrmrd P & O
Bub Tl s Caiher Ergubrrmen b and Dreries
3 ToHEROEETE ok fk | InPwmen:  DELOO0E R ONEITLAM m ilid i AW Firsaos M ary Ficharls
b IR
% T HNOMEENL fob ik 2 Hold Lol L Rt Eu] Ll ) 000 AN Fosaos By Richirds
Lokl Rt )
¥ T DEOmm: §ok mik 3 Haldl Silter R Bl ) [E3e1] g Wi 13D Fidas My Richisls
RT0EN 30000
Sk Tk Bore  Dovabew amd Tam
B TeeD RN S b w11 Huld S D0 [§i1e] am i IHE  Faiin M wy Fidhiaeds
cralor RERCECES
# T §ah bk 11 Ham pasde g fif e [Filii] 0 Bl I Fesam M wrp Eaaliards
for=ter SRRl ool
10 Tk DODmme D Sek ik 13 Haldl o tet R Bl ) filer] am Wi 3 Fisdas My Richisls
BR300 00
Sk Tl v CREE ui
R} T HINTNEET 3 Tk sk 0 Haldl FOMUNEE BT 1nm oo ne 1 Frsers M ey Fachands
ORI G L AR
13 TaHWmOORTY Fxb bk 3 Had WD E AN [1:1.) o L) N Fresaos M Pk
WAKEE %
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Snapshot Report

Information as of:
Project Status:
Project Manager:

Warning Variance Threshold:

Critical Variance Threshold:

Snapshot

1011572008

In Process & Completed
Allen Crouder

-10.00%

Project Hame

Project
Status

Completed
Tasks

Remaining
Tasks

Total Cost at
Completion

Allen Test 101

dctaal + Plan

Baseline

W arlance

% T ariance
Allen Test 102

Aotial + Plan

Baseline

W ariance

% W arlance
Allen Test 103

Actial + Plan

Easeline

W ariance

Y% T arlance
Allen Test 201

Aotial + Plan

Baseline

W ariance

% W arlance
AZ3

dotaal + Plan

Baseline

W arlance

%% VW arlance
AZd

dotaal + Plan

Baseline

W arlance

% VW arlance
Stan test 33

dctaal + Plan

Baseline

W ariance

% Varlance

In Process

In Process

In Process

In Process

In Process

In Process

In Process
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Should Have Started Report

Repoit Preview -- APM:Tasks [fsihgmkt2)

| 4 | 10f1 )y >||- | &%|@§||1uuz -

Infermation as of:

Project Id:

Project Name:

Project Manager:

Preject Time Unit:

Project Schedule Orientation:

12/13/01
Projo0000000006
Aegon 1

Allen Crouder

Days

Totald

Project Start Date

1007

Should Have Started Report

Duration/|
Line| ] Plan Start Revised Grouy| Responsible
Task ID TaskHame Statug | Late By [CriticalSlack| Time s - Predecessor N p_ ED
Ite Units Plan Finigh Plan Finish Association Party
1 Tack0OOOOOOOOZT Mo to Opemrions Hold i W 000 000 D 12A0L S00:00FH P Firance Mory Richards
Agpromal 12701 S:00:00PH 12/10/01 2:00:00AH plementarior
Chechlist
2 Task00D0D00002E  Execte Operations Hold 67 000 500 D 1210401 S:00:00AK Home to Finance My Richards
Checklist 12/14/01 3:00:000M 121401 5:00:00PM Opemtions
pproval
3 Task0ODODODO0ZY  Thser Test wnd Hold 433 ¥ 000 500 D 11701 S:00:00AK Bucute Opertions Firnce Moy Richards
Accepliice. 1242101 5:00:00PH 12/2101 5:00:00PM Chcklist
-
5] | 3
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Should Have Finished Report

Report Preview -- APM:Tasks [fsihqmkt2)

K] 10t >|>I| -| G| oo =] Teata 100z 4ofd

Should Have Finished Report

Information as of: 121301
Project Id: Proj00000000006
Project Name: Aegon 1
Project Manager: Allen Crouder
Project Status: In Process
Project Time Unit: Days
Project Schedule Orientation:  Project Start Date
D uration/|
Line - Plan Start Revised Plan Grouy Responsible
Task ID TaskHame Status  |Late By [Critical Slack | Time . Predecessor N p_ &
Item N nits Plan Finish Finish Association Party
1 Tah0O000D00OZ6  Eecute B Process s ¥ 000 300 D 12501 S:00:004M Execute Finmce fary Rickards
Inplemértatice 12701 5:00:00PH 12701 500005~ Eneleeing
Chechlist Chechlist
3 Twh0ODDODO00XT  Mowe to Operations Hold 52 W 000 000 D 12701 5:00:00PH Eeoite Fimce Iifary ickards
Approml 12701 5:00:0083 1001 g0000a  mPlmenttio
Chechlist
3 Twh00000000023  Eeeome Opertions Hold 171 ¥ 000 500 D 12101 8:00:00AM ometo Fiwmce Mfary Rickards
Chedklist 12/14/01 5:00:00PM 1271401 5:00:00ph  Cpemtins
Appromal
4 Twh000000D0029  User Test amd Hold 71 ¥ 000 500 D 121701 S:00:00AM Erecure Finamce Iifary Rickards
Acteptance 122101 5:00:00PM 1221401 500:00py ~ Opertims
Chechlist
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Project Variance Report

Repont Preview - APM:Projects [fsihgmkt2)

]« 101 > >||- %@ [ =] Tott 1005% 1of1

Project Variance Report

Project Manager:

Information as of: 1213101

Project Id: Proj00000000006
Project Mame: Aegon 1

Project Status: In Process
Project Time Unit: Days

Allen Crouder

Project Schedule Orientation: Froject Start Date
Line " Base Start Start Base Finish Finish Group Responsible
erm Task Id Task Hame };euelFrnlcalFlack Actual Start Wariance | Actual Finish Variance Association ‘ Party ‘
1 Taskl000OO00ZS  Execute Ergiveerivg o T 0 12300 200:004M -600 12401 5:00:00FRT -1.37 Finance Mary Rickards
Checidist L2700 7:56:024M L2600 &0E31AM
2 TasllOM0OOOZE  Execute o T 0 12500 2000048 -200 12701 5:00:00FRT Finance Mary Rickards
Lrglerentation 127301 B044R4
Checldist
3 TaskO0OOOZT  Move to Operations o N 0 127300 500:00PM 12701 5:00:00FRL Finance Mary Richards
Aprroval
4 TaskOWODOORE  Execute Operaticos o T 000 1271001 S:00.004M 121400 5:00:00PM Finance Mary Richards
Checldist
5 TaskDDOODOOOZY  User Test and 0¥ 000 120700 SO0I0AM 122001 S00:00PM Finarce Mary Richards
Acceptance
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Worker Weekly Time Report

Report Preview - F51:Time Tracking [fsthgmkt2)

N o 1af 1+ M| m| S|&| 0z = Tatal12 100% 126012

Worker Weekly Time Report

Worker: allen Date from: 12z
Department: Research and Development Date to: 121302

Project Description Date Worked Reg Hours | Overtime Totd Hours

MaveEC; 125002
MoveFhore; 125002
Enecute [plementation Checklist 125002
MoveEC; 121002
MoveFhore; 1211002
Enecute [nplementation Checklist 12002
Move My Office:MomPC; 121102
Enecute Engineering Checklist 12110
Enecute Engireering Checklist 1201202

Enecute [mplementation Checklist 3 1201202
Vacation Time 121302
Enecute [nplementation Checklist 121302

Total
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Project Time Report

Report Previe

Tof1

Projoooo0oo0111

_Bear1

cking [fsihqmkt2)

y v =] &l o= =]

Total3

1003

Jof 9

Project Time Report

Date from: 123102
Date to; 121802

Task Hame

Group Hame

Department

Person

Date

Reg Hours

OT Hours [Total Hours

Totd
Charged

Execute Engineering Checklist

Enecute [mplementation Checklist

Execute Operations Checldist

Research and Development
Fesearch ard Developrment

Fesearch and Development
Fassarch and Development
Research and Development
Fesearch and Development

Fassarch and Development
Fesearch and Development
Research ard Development

Research amd Developmernt
Research and Developmert

Fesearch and Development
Rasearch and Developvent
Research and Development
Fesearch and Development

Rasearch and Developvent
Researchand Developvent
Research and Development

120302
1242

Sub Total
120002

12002
121302
12202

Sub Total,
12602

120702
121202

Sub Total

2.00
3.00

11.00
4.00

4.00

[aXu]
[aXu]

000
0o

[aXu]

a0 3,600.00
300 1,350,000

11.00
4.00

400

Total:
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Sick / Vacation Time Used Report

Sick I Vacation Time Used Report
Worker: allen Date from: 12731001
Department:  Enginsering Datedo: 1711102
Task Charge Code Work Deseription Date Worked | Reg Hours | OT Hours Total Hours
Vsoation Time 50010 Fersonal Vacation Time 1302 200 000 200
Persanal Vacation Time 1542 200 oo 200
Persanal Vacation Time 17z 200 oo 200
Personal Vacation Time 182 200 0.00 2.00
Personal Vacation Time 18z 200 0.00 2.00
Personal Vacation Time 11102 200 0.00 200
Persanal Vacation Time 1oz 200 oo 200
Sub Total: s6.00 0.00 s6.00
Floating Holiday 50011 Personal Holiday 123101 200 0.00 2.00
Personal Holiday 1m0z 200 000 2.00
Sub Total: 16.00 0.00 16.00
Holiday 50020 Company Holiday 11z 200 0.00 2.00
Sub Total: 500 0.00 800
Total 50.00 0.00 50,00
Project Remedies, Inc. Confidential Sick /VVacation Time Used Report - pags ’
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Close Out Time Report

Report Preview - FS1:Time Tr.

ing [fsihgmkt2)

LIS 1of1

_

bobom &[0z =[] Tow3 00

13013

Close Out Time

Time ID Date Worked Task Name ‘Work Descri ption EReg Hours Owertime Total Hours
User: Allen

TIKMEOOOODDOO402 ozmnz2n4 Sub-task 12 Development. 200 g0
TINMEOOOODDOO403 20304 Sub-task 12 Development. 200 g0
TIMEQOOOODOO412 n2mn3n4 Move My Office IovePhone 100 000 100
TIMEDODDOOOD404 0zin4n4 Cannot connect remotely Testing. oo ooo ooo
TIKMEOOOODDOO407 n2mans Wove My Office Venfy Office Confi  Got VP Approval. 100 100
TIMEQOOOOOOO41S namand Move My Office IovePhone 100 000 100
TIMEOOOOO00040 5 020504 Cannot cormect remotely Testing 200 0.00 200
TIMEOOOOODOO403 020504 Wove My Office Venify Office Confi 100 000 100
TIMEOOOOOO0041 4 02/05m4 MWove iy Office MovePhone 100 0.00 100
TIMEOOODOOO0406 020604 Cannot connect remately 100 o.o0 1.00
TIMEONOOD000409 02/ném4 Wove My Office Venify Office Confi 100 0.00 100
TIMEOOOOO000410 020604 Wove My Office Venify Office Confi  Verified configuration 200 0.00 200
TIMEOOOOOOOO041 1 020604 Mowve My Office MovePhone Dewvelopment 100 1.00
Total: 28.00 0.00 28.00
Grand Total: 28.00 0.00 28.00
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Appendix B:
APM Forms Reference

Tasks are performed in ActionProgram Manager using a number of different
forms, which are available depending on the project's status and the user's
permission levels.

The AR System administrator determines which forms and fields available to
users by Role. For example, an Assigned Worker may be able to view project
tasks, log time against a task, or even submit a change request, but only the
Project Manager may create a new task.

This section describes the main forms and fields specific to ActionProgram
Manager that are available to most users. Some fields in are common to any AR
System form and are not covered by this manual. For more information about
standard items or common definitions of AR system, see the AR System User’s
Guide and/or Administrator’s Guide for the Action Request System. For more
information about permission and access for Users, contact the AR System
administrator.

=  APM:Projects Form
Used to create and modify a project record.

=  APM:Tasks Form
Used to create and modify task, summary task, and milestone records.

= APM:TaskDependency Form
Used to define task dependency relationships between task, summary
task and milestone records.

= APM:Resources Form
Used to view project resources.

=  APM:Approval Tasks Form
Used to review the project plan approval process.

* PRI Time & Expense Tracking Form
Used to enter work time and expenses against a task record.

= APM_Time Approval Form

Used to review and approve or reject work time and expenses.
=  APM:Risk Management Form

Used to define inter-project dependency relationships.

= Three Important Background Forms
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Common APM Form Features
The following features are available on many of the APM forms:

Label APM: Projects Form Details

Form Icon Buttons

Selection List Down Button on the form
Arrow Click the down arrow buttons to open a dropdown selection list,
LI or open a separate Selection List window, presenting possible

values for the field.

Display Field Contents Button on the form

J Displays the complete contents of the field.

Diary Empty Button on the form

@ Blank diary indicates there are no diary entries.

Diary Entries Button on the form

Lines of "text" on the icon button indicate there are diary

entries. To view them, click the diary button.
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APM:Projects Form

Use the Projects form to create and modify project records.

B APM:Projects (New) [_ O]
@ New APM:Projects | ./" |
Action Program Manager Projects
f;hm‘f/d Recals I Refresh
raj
Project Status
[T AL B TR okopeli Country Club W Flan —

= LI —I Sponsar/Stake Holder
Category | LI Service Type j |

[ |

Select Approval Process

Friarity [ Standard | Proiect Tupe | LI Phone |

o Department |
Description

Account:l

Project Details I g
Add EDHIHE[I

=

List Contact

Proi. Mar. 1d:  [Bllen | Hame |
Responsible Drganization -
Gantt Ehaltl Create Task| Create Mllestonel List Tasks/Milestones

PiisctInfo | Costs | Task Info | Task Summaty | Record Info/Documentation | Pook/Frograms |

Time Unit Schedule Orientation Task Notifications
Days 'I Project Start Date B Project &ppraval & Assignment B

Project Plan Start Date: Prajgct Plan Finish Date:

Business Workday Tag
Company hd

Scope Changes

Phone I Ext
ClearTemplate > | | Requirements Analysis & Desic LI

Base  Duration |0.00
Lshar Hr. |0.00
Cost

Actual Start Date: Actual Finish Date:

Project Base Start Date: Froject Base Finish Date:

=
[~
2

g Planned Duration | 0.00
Labor Hrs. | 0.00

Cost

Actusl  Labor Hrs. [0.00

il

Cost

Figure 86 - New APM:Projects Form

APM:Projects Form Toolbar

’fl Remedy User - APM:Projects {Modify)

File Edit WYiew Tools Actions -

APM  Project Reports

Window  Help

i a# 27| sl B &

55| 280 £ o

Figure 87 - AR System and APM Project Record Toolbar

The first buttons on the toolbar belong to Remedy. The APM Projects Toolbar

buttons are described below:
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Label

APM: Projects Form Toolbar Details

APM:Projects
Form - Toolbar
Buttons

Reports AR System Button on toolbar
Opens the APM:Projects Report Styles form.
What's This? AR System Button on toolbar

A2

Click this to change the cursor to a dynamic "?". When you
click it on an object on the screen, text about that object (field,
button, etc.) is displayed. Re-click the What's This? button to
toggle out of dynamic help mode.

About PRI Button on toolbar

H Displays an information box about Project Remedies, Inc.
Gantt Chart Button on toolbar

fidl Initiates a Gantt chart for the active project record.

List Related Approval
Records

B

Button on toolbar

Opens the Matching APM:ApprovalTasks form, which displays
the approval process information for the displayed project.

My Last Submitted
Project

Button on toolbar

Opens the last submitted project record based upon the User
Login Id.

Cancel Project

L]

Button on toolbar

Opens a dialog asking whether you really wish to cancel the
project. Click Yes or No.
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APM:Projects Form Features

The buttons and fields on this form are described in detail below. They are listed
in approximately the same order as they appear on the form.

Label

APM:Projects Form Details

APM:Projects
Form Buttons

Search

Button on the form.

Visible when form is in Search state. Use to execute search for
active projects.

Button on the form.

Visible when form is in Search state. Use to reveal Boolean
operators for executing complex searches.

(o] e o= =] =]=] <] s ]e=|>=]uke| anp|or|noT|

Search Criteria; I Fieldsw|

Button on the form.

Visible when form is in Modify state. Use to save changes to
project record.

Recalc|

Button on the form

Enabled only for approved Plans. Recalculates the Plan when
changes have been made that affect project duration.

Button on the form
Refreshes the active project record.

Select Approval Process

Button on the form

New APM:Projects. Opens the New Process Selection List.
Approving the plan is usually a multi-step process, where
various managers and stake holders approve (or reject) the
project plan before it starts.

The approval processes are defined by the APM Administrator.

Two approval processes, Technical and Corporate, are provided
with each APM installation, but you may define as many as you
wish.

IShow Approval Tasks|

Button on the form

Available when the project status is Pending Approval. Opens
the Modify APM:Approval Tasks form, which allows mangers
to approve or reject project plans.
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APM:Projects Form Details

IReselect Approvall

Button on the form

Hidden unless the User Id has Approver permission, the project
status is Plan, and an approval process has been selected.
Opens the Selection List of approval processes so a new
selection may be made.

Button on the form

Opens the New APM:Contact Info form, for adding a new
contact. Available to all users.

List Contac

Button on the form

Opens the Modify APM:Contact Info form for viewing of
modifying contact information. Available to all users.

[Execute Approvall

Button on the form
Hidden unless the User Id has Approver permission.

When the project plan is ready for approval, the project
manager clicks this button to launch the approval process.

When all of the approval process tasks have been reviewed and
approved, the project status changes from Plan or Pending
Approval to Approved and the Show Approval Tasks button is
replaced with the Reselect Approval and Execute Project
buttons.

Execute Project

Button on the form
Hidden unless the User Id has Approver permission.
This is one of the most critical steps in the life of the project.

After the plan is executed, it sits in a dormant state, where no
changes are allowed, until the project manager decides to
execute the plan and launch the project into the working phase.

When the Project Manager clicks on the Execute Project button,
the Plan is saved as the Baseline Plan. The Baseline Plan is a
snapshot of the project plan at that moment, and does not
change. The project status changes to In -Process, and task
notifications are sent.

Button on the form
Available after a task has been created in the project
Displays the Gantt Chart for the active project.

Button on the form

Available only for existing project records.

Opens a New APM:Tasks form for creating a new task.
Automatically sets the Project 1D, Project Name, Project Status,
Project Manager, Identifier, Status, Plan Start Date, and
Responsible Organization fields.
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Label APM:Projects Form Details

Create Milestone| Button on the form
Available only for existing project records.

Opens a New APM:Tasks form for creating a new milestone.
Automatically sets the Project 1D, Project Name, Project Status,
Project Manager, Identifier, Status, Plan Start Date, and
Responsible Organization fields.

IList Tasks/Milestones| Button on the form
Available only for existing project records.

Opens a Selection List of queries for the project tasks and
milestones. Select from: List Entire Project; List Tasks; List
Summary Tasks; List Milestones; List Critical Path; List All
Completed; and List All Not Completed.

Use a Template Button on the form

Available only for new projects.
Opens the list of project templates from which to select.

Clear Template Button on the form

Available only for existing project records that use a template.
Clears the template from the project.

APM:Projects
Form Fields

Project Id System generated, read only
Date Type: Character
Unique identifier assigned to the project record

Project Name Required
Data Type: Character with menu list

The name of the project. When creating a new project, the name
must be unique from all other projects to avoid confusion.

Category Optional
Data Type: Character with menu list

A selection list used to categorize the project. ldentifies the
category or type of project based upon internal business rules.
This field can be used to group projects based on business
practices within the company. A generic list is included with
the application. The AR System administrator manages menu
list for this field.

Priority Optional
Data Type: Selection dropdown list

Displays the priority of the project: Emergency, Standard, and
Low.

Appendix B: APM Forms Reference 164



ActionProgram Manager User Guide

Label APM:Projects Form Details

Service Type Optional
Data Type: Character with menu list
Use to categorize the project according to your own criteria, for
your own reporting purposes.

Project Type Optional
Data Type: Character with menu list
Use to categorize the project according to your own criteria, for
your own reporting purposes.

Description Required

Data Type: Character
A brief description of the project.

Project Details

Optional
Data Type: Diary field

A diary log for the project during all phases, which is used to
enter text comments about the project. Notes entered are stored
chronologically with a date/time stamp and User Login Id.
Each status change of the project record is logged in this field
automatically. In addition, all entries made to the Task Details
field on the Tasks form, are rolled up into this field.

Sponsor/Stake Holder

Optional
Data Type: Character with menu list

Name of the person requesting the project. May be linked to
User data in other applications. Available to all users.

Phone

Optional
Data Type: Character

Phone number of the Sponsor/Stake Holder. May be linked to
User data in other applications.

Organization

Optional
Data Type: Character

Organization in which the Sponsor/Stake Holder works, or the
organization requesting the project. May be linked to User data
in other applications.

Account

Required
Data Type: Character with menu list

Any charge code or account number to which the cost of the
project may be assigned. This may be a cost center, accounting
code, order number, or any other number used to manage and
track projects based on business practices. The options may be
customized with menu list or linked to related data in other
applications. Managed by the AR System Administrator.
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Project Status

Required

Data Type: Selection dropdown list

The status of the entire project, which is maintained by the
application as the project moved from through its life cycle,
from planning to completion.

The four project statuses are:

Plan — This is the default status when a new project is
created. It is also used to re-plan a project prior to
approval.

Pending Approval — This is the status when the planning
is complete and waiting for approval process to be
completed. A project with a Pending Approval status is
temporarily frozen. The project cannot be modified
except to be approved, rejected, or re-planned.

Approved — When the approval process is completed and
all project approvers have changed the status in the
APM:Approval Tasks form to Approved, the project
status is Approved. The project will remain in this state
until the project manager clicks the Execute Project
button, and launches the project into the working phase.

In Process — When the project manager clicks the
Execute Project button, the status changes to In Process.
It signifies that the project is now in the working phase.

Completed — This status is automatically initiated when
the last task(s) of a project is completed. No more work
time can be logged against tasks.

Approval Process

Required
Data Type: Character

Available only for existing project records. Displays the
approval process that has been selected for the current project.

Risk

Optional
Data Type: Character with menu list

Use to indicate the relative risk of the project to your
organization: None, Low, Medium, High.
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APM:Projects Form Details

Project Manager Id

Required
Data Type: Character with menu list

User Id of the project manager assigned to the project. Menu
list contains full names of Users with project manager
permission. Selection from this menu list automatically
populates the Project Manager Id, Project Manager, Project
Manager Phone and Extension fields.

Name

System generated
Data Type: Character, read only

Name of the project manager assigned to the project. Field is
populated based on the selection made in the Project Manager
Id field.

Phone

Optional
Data Type: Character
Phone number of the project manager.

Ext.

Optional
Data Type: Character
Phone extension of the project manager.

Responsible
Organization

Required
Data Type: Character with menu list

Each task is assigned to a group with overall responsibility for
completing the task. All members of the Responsible
Organization may log work time against the task.

APM:Projects
Form - Project
Info Tab

Time Unit

Required
Data Type: Selection dropdown list

Specifies the unit of time to be used for the project and its tasks.
Selection is from Hours and Days (default). Days is the
equivalent to the standard workday set by the AR System
administrator (APM default is 8 hours). Selection in this field
sets the Time Unit fields on the APM:Tasks and
APM:TaskDependency forms.
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Schedule Orientation Required
Data Type: Selection dropdown list

The method used to calculate the project schedule. Selections
are Project Start Date and Project Finish Date. The selection
made in this field automatically sets similar fields throughout
the project. Once a project is executed and the project record
has a status of In-Process or Completed, this field cannot be
changed.

Task Notifications Required

Data Type: Selection dropdown list

This field defines how task notifications will be issued once the

project is executed and in the working phase (i.e., In Process).

ActionProgram Manager offers three notification options:
Assignment Only — When the status of a task changes
from Hold to Assigned, the Assigned User with
responsibility for the task will be notified that the task is
ready to be worked.

Project Approval Only — Upon project approval, a
notification is sent to each Assigned Group leader and
Assigned User for the tasks in the project.

Project Approval & Assignment — Notifications are sent
both when the project is approved and when a task status
changes from Hold to Assigned. This is the default
setting for this field.

Business Workday Required
Tag Data Type: Character with menu list
Indicates the workday schedule.

Project Plan Start Date Dependent on the Schedule Orientation field
Data Type: Date/Time

The date that the first task(s) of the project is planned to start
working. The contents of this field are based upon the selection
in the Schedule Orientation field (above). If Schedule
Orientation is set to Project Start Date, then a date can be
entered in this field, or default to current date or earliest date
based on the work schedule; if set to Project Finish Date then
this field is read only and calculated by the application. If no
date is entered, the current date and time will be set as the
default. This date may only be modified by the Project
Manager or by the application's automatic calculations.
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Actual Start Date System generated, read only
Data Type: Date/Time

During the working phase of a project, this field is populated
with the date that the first task(s) of the project actually starts.
It is set when the status of the first task in the project changes
from Assigned to In Process. This field is used for evaluating
project schedule and performance.

Project Base Start Date System generated, read only
Data Type: Date/Time

When a project is executed and a Baseline project plan saved,
the Baseline project start date is stored here as a read only field
that cannot be changed.

Project Plan Finish Dependent on the Schedule Orientation field
Date Data Type: Date/Time

The planned date of completion for the last task(s) of the
project. The contents of this field are based upon the selection
in the Schedule Orientation field (above). If Schedule
Orientation is set to Project Finish Date, then a date can be
entered into this field, or default to current date or earliest date
based on the work schedule; if set to Project Start Date then this
field is read only and calculated by the application. If no date is
entered, the date will default to the result calculated by the
application. This date may only be modified by the Project
Manager or by the application's automatic calculations.

Actual Finish Date System generated, read only
Data Type: Date/Time

The date that the last task of a project actually finishes. It is set
when the status of the project changes from In Process to
Completed. This field is used for evaluating project schedule
and performance.

Project Base Finish System generated, read only
Date Data Type: Date/Time
When a project is executed and a Baseline project plan saved,

the Baseline project finish date is stored here as a read only
field that cannot be changed.

Scope Changes Optional

Data Type: Diary field

Diary text entry field for noting changes to the project scope.
Diary entries are part of the project's permanent record. Each
entry includes a Time/Data stamp, and the 1D of the person who
made the entry. Available to all users.
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Base Duration

System generated, read only
Data Type: Integer

The total duration of the project between the Project Base Start
Date and the Project Base Finish Date. This field is set as part
of the Baseline when a project is executed, and cannot be
modified.

Base Labor Hrs.

System generated, read only
Data Type: Integer

Number of Baseline labor hours set for the project. This field is
set as part of the Baseline when a project is executed, and
cannot be modified.

Base Cost

System generated, read only
Data Type: Integer

Cost of the project set in the Baseline. This field is set as part
of the Baseline when a project is executed, and cannot be
modified.

Planned Duration

System generated, read only
Data Type: Integer

Sum of the planned project duration set in the in the Duration
field on the APM:Tasks form.

IMPORTANT: If you make changes that affect the planned
duration, you need to refresh your screen in order to see your
changes.

Planned Labor Hours

System generated, read only
Data Type: Integer

Sum of all planned labor hours for the project's tasks in the
Planned Labor Hours field on the APM:Tasks form. This
represents total number of planned labor hours needed to
complete the project. It is always calculated in hour time units.

Planned cost

System generated, read only
Data Type: Integer

Sum of planned cost for the project's tasks. It is derived from
the Planned Labor Hours field on the APM:Tasks form, and the
defined hourly rates which are determined by the Group cost.

Actual - Labor Hrs.

System generated, read only
Data type: Integer

Sum of all work time logged for the project’s tasks in the Hours
Worked field on the APM:Tasks and APM:TechTime forms.

Actual - Cost

System generated, read only
Data type: Integer

Sum of the objects’ tasks in the Hours Worked field on the
APM:Tasks and APM:TechTime forms.
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APM:Projects
Form - Costs Tab

Baseline Costs - Labor System generated, read only
Data Type: Integer

Sum of the project's baseline labor costs. This field is set as
part of the Baseline when a project is executed, and cannot be

modified.
Baseline Costs - System generated, read only
Expense Data Type: Integer

Sum of the project's baseline expense costs. This field is set as
part of the Baseline when a project is executed, and cannot be

modified.
Baseline Costs - System generated, read only
Capital Data Type: Integer

Sum of the project's baseline capital costs. This field is set as
part of the Baseline when a project is executed, and cannot be
modified.

Baseline Costs - Total System generated, read only
Data Type: Integer

Sum total of all project's baseline costs. This field is set as part
of the Baseline when a project is executed, and cannot be
modified.

Planned Costs - Labor System generated, read only
Data Type: Integer
Sum of the project's planned costs.

Planned Costs - System generated, read only
Expense Data Type: Integer
Sum of the project's planned expense costs.

Planned Costs - Capital System generated, read only
Data Type: Integer
Sum of the project's planned capital costs.

Planned Costs - Total System generated, read only
Data Type: Integer
Sum of the project's total planned costs.

Actual Costs - Labor System generated, read only
Data Type: Integer
Sum of the project's actual labor costs.
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Actual Costs - Expense System generated, read only
Data Type: Integer
Sum of the project's actual expense costs.

Actual Costs - Capital System generated, read only
Data Type: Integer
Sum of the project's actual capital costs.

Actual Costs - Total System generated, read only
Data Type: Integer
Sum of the project's actual total costs.

Project Form
Costs Tab - Menu
Item Selections

The fields on this tab may be customized by the APM
Administrator. They are used to store project cost information,
and are used by PPM:

One - Type of Money

Two - Type of Project

Three - Customer

Four - Performing Organization
Five - Portfolio

Six -(empty)
APM:Projects
Form - Task Info
Tab
System generated table, read only.
Fields include: Task ID, Status, Identifier, WBS, Task Name,
Summary Task, Assn. User, Assn Group.
Double-click on a task to open the APM:Tasks form for that
task.
APM:Projects
Form - Task

Summary Tab

Fields on this tab are system generated, and read only. They
provide an overview of the tasks for the active project. Fields
include: Target Date, Key Assignmentl, Key Assignment2, Key
Assignment3, Task Priority fields, Target Date

Require Appr Optional
Data Type: Radio button Yes/No
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APM:Projects Form Details

APM:Projects
Form -
Record Info/

Documentation
Tab

Paper Clip icon

Use to attach project documents.

Created By

System generated, read only
Data Type: Character
ID of the person who created the project record.

Create Date/Time

System generated, read only
Data Type: Date/Time
Project creation Date/Time stamp.

Last Modified By

System generated, read only
Data Type: Date/Time

ID of the person who last modified the project record.

Modified Date/Time

System generated, read only
Data Type: Date/Time
Project modification Date/Time stamp.

Attachments System generated
Data Type: Table, Character
List of attached project documents

APM:Projects

Form -

Pools/Programs

Tab

Create Program Button on the form
Available only for existing project records.
Opens the APM:ProjectsPools&Programs form, where you can
group projects together into programs for the sake of
comparison reporting purposes.

Select Program Button on the form

Available only for existing project records that have not been
added yet to a program. Opens the Selection List of existing
programs available to the active project.
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Show Program Button on the form
Available only when a Pool or Program exists. Opens the
APM:ProjectPools&Programs form, which provides
information about the Pool/Program, including a list of the
projects that are included. This form provides

Clear Program Button on the form
Available only for existing project records.

Program System generated

Data Type: Character
Name of the Pool or Program.

Program Mgr

System generated
Data Type: Character
ID of the Pool or Program Manager.
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APM:Tasks Form

Use the APM:Tasks form to create, modify, and review task records, including

summary tasks and milestones.

B apM:Tasks (Modify)
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Figure 88 - APM:Tasks Form

APM:Tasks Toolbar

% Remedy User - APM:Tasks (Modify)
File Edit

Wiews Tools Actions Task Actions Task Reports

Window  Help

ale| 2% 27| ala| 8] ®l

L | e %

Figure 89 - AR System and APM Task Record Toolbar

The first buttons on the toolbar belong to Remedy. The APM Task Toolbar

buttons are described below:
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Label

APM:Tasks Form Toolbar Details

APM:Tasks Form -
Toolbar Buttons

Reports AR System Button on toolbar
Opens the APM:Projects Report Styles form.
What's This? AR System Button on toolbar

A2

Click this to change the cursor to a dynamic "?". When you
click it on an object on the screen, text about that object (field,
button, etc.) is displayed. Re-click the What's This? button to
toggle out of dynamic help mode.

My Last Task

Button on toolbar

Lt Opens the last submitted task record based on the User Login
bl Id.
Cancel Task Button on toolbar

Opens a dialog asking whether you really wish to cancel the
task. Click Yes or No.

List Dependencies

Button on toolbar

B Available for existing task records.
Opens a query list of all predecessors for the current task record
displayed.

Create New Button on toolbar

Dependency Available for existing task records.

B0
ME'Y

Opens a submit window in the APM:TaskDependency form.

Open Summary Task

Button on toolbar

TEH Opens the task record for the summary task of the active task
= record.
List Sub- Button on toolbar

Tasks/Milestones

El%l[l
LIST

Available for existing task records.

Opens a query list for sub-tasks and —milestones of the active
task record.

Change Level

C
Is

Button on toolbar

Use to create or remove a summary task relationship from the
selected task.
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APM:Tasks Form Features
The following describe the buttons and fields on this form.

Label APM:Tasks Form Details

APM:Task Form -
Buttons

Select Project Button on the form

Available when creating a new task.

Opens the project selection list. Select a project, and its values
are used in the following fields in the new task: Project Id,
Project Name, Project Status, and Project Manager.

Display Projec Button on the form

Displays the record of the project to which the current task
belongs.

Rework Task Process| Button on the form
Almost never used.

List Tasks Button on the form

Opens the Selection List of all tasks, sub-tasks, and milestones
for the current project.

Create Milestong Button on the form

Opens the Selection List menu with options to create a sub-task
milestone, or a milestone.

Button on the form
Opens the Selection List menu with options to create a sub-task,
or a task.

Critical Path See Form Fields below.

Change Request Button on the form

Opens a selection list of changes to make to the current task,
including changing the charge account, the group association,
dependencies, dates, hours, resources, scope, and adding a new
task.

Clear Button on the form
Clears the Summary Task from the current task record.
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Tasks Form Fields

Project Id

System generated, read only
Date Type: Character
Unique identifier assigned to the project record

Project Status

System generated, read only
Data type: Character
The status of the active task's project record.

Project Name

System generated, read only
Data Type: Character
Name assigned to the project.

Project Manager

System generated, read only
Date Type: Character

Name of the project manager assigned to the project. Field is
populated based on the selection made in the Project Manager
Id field on the Projects form.

Task Id

System generated, read only
Date Type: Character
Unique identifier assigned to the task record

Identifier

Required
Data type: Selection dropdown list

Identifies the type of task record. Select from Task, Summary
Task, or Milestone. The application will automatically set the
identifier if the task record is a Summary Task.

Status

Required

Data type: Selection dropdown list

Displays the active status of the task. Assigned, In-Process,
Hold, Complete, Rejected, Cancelled. During the planning

phase, all task records have a status of Hold prior to project
approval.

WBS

Both system generated or user designated, read only (but altered
via the down arrow)

Date Type: Character

Work Breakdown Structure. Indicates the relative location of
the current task, summary task, or milestone within the project's
task list.

Task Name

Required
Data Type: Character
The name of the task, summary task, or milestone.
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Task Description Optional
Data type: Character
A brief description of the task, summary task, or milestone.

Summary Task System generated, read only
Data type: Character

Name of the summary task if the current task is a sub-task. If
the current task is not a sub-task, this field is blank.

Target Required

Data Type: Radio Buttons

Click Yes or No to indicate whether this task, summary task, or
milestone is a Target.

Shift Task Worked Optional

Data Type: Selection dropdown list

Indicate what shift will work this task. Default is Standard
Workweek. Other options include: 2nd Shift, 3rd Shift, and
Task Target Time.

Plan Start Date Optional

Data type: Date/Time

The planned start date of the task, summary task, or milestone.
This may be entered manually or calculated by the application.

Plan Finish Date Optional
Data type: Date/Time

The planned finish date of the task, summary task, or milestone.
This may be entered manually or calculated by the application.

& Critical Path System generated, read only
Data type: Radio button
Indicates if the active task is on the critical path of the project.

Constraint Optional
Data Type: Selection dropdown list

Indicates constraints on the performance duration of the current
task, summary task, or milestone. Values include ASAP, ALAF,
FNET, SNET, FNLT, SNLT, MFO, MSO. Selecting any option
except the first two causes the Constraint Data to appear.

Constraint Date Optional

Data Type: Date/Time with selection calendar.

Appears when the Constraint selected is FNET, SNET, FNLT,
SNLT, MFO, or MSO.

Priority Optional

Data Type: Character

Use to indicate the relative priority of the current task, summary
task, or milestone
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Duration Optional
Data type: Real number

The estimated calendar duration between the Plan Start Date
and Plan Finish Date of the task based upon the time unit and
business hours.

Units System generated, read only
Data type: Character

The units of time the project and its tasks are based upon. This
is defined in the project record in the APM:Projects form and
automatically set in task and milestone records. The time unit
may be hours or days. The time unit is used to calculate slack
and duration.

Slack System generated, read only
Data type: Real number

The amount of time a task can be delayed or begin early without
affecting another task or the project finish. It is the difference
between the early and late start dates of a task, based on the
time unit and business hours.

Labor Hrs. Optional
Data type: Integer

The estimated time required to actually work the task. This is
defined during the planning phase. Once a project is executed,
this field is read only.

Responsible Required
Organization Data Type: Character with menu list
Name of the Group primarily responsible for the current project.

Organization Id System generated, read only
Data Type: Character with menu list
Id of the selected Responsible Organization.

Name System generated, read only
Data Type: Character

Name of the individual who is the contact for the Responsible
Organization.
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Tasks Form -
Details Tab

Details/Issues Optional
Data Type: Diary field

Diary text entry field for noting details or other important issues
for the current task, summary task, or milestone. Diary entries
are part of the project's permanent record. Each entry includes a
Time/Data stamp, and the ID of the person who made the entry.
Available to all users.

Scope Changes Optional
Data Type: Diary field

Diary text entry field for noting changes to the task scope.
Diary entries are part of the project's permanent record. Each
entry includes a Time/Data stamp, and the 1D of the person who
made the entry. Available to all users.

Change Log Optional
Data Type: Diary field

Diary text entry field for noting changes made to the task.
Diary entries are part of the project's permanent record. Each
entry includes a Time/Data stamp, and the ID of the person who
made the entry. Available to all users.

Attachments System generated
Data Type: Table, Character
List of attached task, summary task, or milestone documents.

Created By System generated, read only
Data Type: Character

ID of the person who created the task, summary task, or
milestone record.

Create Date/Time System generated, read only
Data Type: Date/Time
Task, summary task, or milestone creation Date/Time stamp.

Modified Date/Time System generated, read only
Data Type: Date/Time

Task, summary task, or milestone modification Date/Time
stamp.

Last Modified By System generated, read only
Data Type: Date/Time
ID of the person who last modified the task record.

APM:Tasks Form -
Dependency Tab
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Predecessor Id Required for dependency relationship

Data type: Character

Task Id of the predecessor task record in the dependency
relationship. May be entered manually or automatically filled
when task record is selected using the Select Predecessor
button.

Predecessor Name Required for dependency relationship
Data type: Character

Task name of the predecessor task record in the dependency
relationship. May be entered manually or automatically filled
in when task record is selected using the Select Predecessor
button.

Dependency Type Required for dependency relationship
Data type: Selection dropdown list

Defines the type of dependency relationship. Selection is from
Finish:Start (default), Start:Start, Start:Finish, or Finish:Finish.

Delay Optional for dependency relationship

Data type: Real number

Indicates if a delay should be added to the dependency. Inserts
a time delay in the dependency relationship between the
predecessor task and the dependent task. This number may be a
positive or negative number.

Delay Time Units System generated, read only
Data type: Character

Identifies the time units used for calculating the delay in a
dependency relationship. This is set based on the Time Units
specified in the project record.

Select Predecessor Button on the tab.

Opens a selection list of available tasks, summary tasks, and
milestones to create a dependency relationship with the active
task record. When selected, automatically populates the
Predecessor Id and Predecessor Name fields.

Submit Dependency Button on the tab.

Submits the dependency relationship to the
APM:TaskDependency form for the active task record.

List Dependencies Button on the tab.

Opens a query list of all predecessor tasks or milestones for the
current task record.

Inter-project System generated table, read only

Dependencies List of any inter-project dependencies. Double-click on a
record in the list to open the APM Risk Management form for
that dependency.
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Create IPD Button on the form

Opens the New APM:Risk Management form for creating a new
inter-project dependency.

Modify IPD Button on the form

Opens the Modify APM:Risk Management form for making
changes to an inter-project dependency.

APM:Tasks Form -
Schedule Tab

Early Start Date System generated, read only
Data type: Date/Time

The earliest date the task may start, without affecting the
project's start date, based upon the task level and dependencies.

Early Finish Date System generated, read only
Data type: Date/Time

The earliest date the task may finish based upon the early start
date and duration.

Late Start Date System generated, read only
Data type: Date/Time

The latest date the task may start based upon the late finish date
and duration.

Late Finish Date System generated, read only
Data type: Date/Time

The latest date the task may finish, without affecting the project
finish date, based upon the task level and dependency
relationships.

Base Start Date System generated, read only
Data type: Date/Time

The Baseline start date for the task taken when the project is
executed.

Base Finish Date System generated, read only
Data type: Date/Time

The Baseline finish date for the task taken when the project is
executed.

Base Duration System generated, read only
Data type: Date/Time

The Baseline duration for the task taken when the project is
executed.
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Actual Start Date

System generated, read only
Data type: Date/Time

Automatically recorded when the task record status changes
from Assigned to In Process.

Actual Finish Date

System generated, read only
Data type: Date/Time

Automatically recorded when the task record status changes
from In Process to Completed.

APM:Tasks Form -

Work Time Tab

User System generated, may be changed by user.
Data type: Selection dropdown list
Name of the worker who has entered time worked against the
active task.

Date Worked Displays the most recent date and time that a worker recorded
time against the active task.

Account Account number or charge code to which the cost of the task

work time is charged.

Hours Finished

System generated, read only
Hours of work time that have been completed.

IMPORTANT: You must refresh the window (close/reopen) to
see the effects of entering work time.

Est. Time Remaining

System generated, read only

Amount of work time remaining before the active task is
completed.

Group Association

The Responsible Organization assigned to the active task.

Expenze r;},

Button on the form

Opens the Expense Tracking form, where users can record
various types of project expenses.

Button on the form

Time ,'F"',
Opens the Time Tracking form, where uses can record their
time worked against the active task.
Tif (& _,_*éil Button on the form

Opens the Time & Expense Tracking Timesheet, where users
can review and record their time and expenses against the active
and other tasks.
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APM:Tasks Form -
Required
Resources Tab

Add

Button on the form

Opens the Selection List of personnel resources to choose for
this task. The selected resource(s) are displayed in the tab.

Remove Button on the form
Removes the selected resource from the task.
Assign Button on the form

Opens the Assignment Form, which provides information about
the cost and schedule availability of the selected resource.

Required Resources
List

System generated table, read only

List of required resources. Double-click on a resource in
Required Resources tab to open the Required Resources Reqr
Form

APM:Tasks Form —
Cost Tab

Baseline Costs - Labor

System generated, read only
Data Type: Integer

Sum of the project's baseline labor costs. This field is set as
part of the Baseline when a project is executed, and cannot be
modified.

Baseline Costs -
Expense

System generated, read only
Data Type: Integer

Sum of the project’s baseline expense costs. This field is set as
part of the Baseline when a project is executed, and cannot be
modified.

Baseline Costs -
Capital

System generated, read only
Data Type: Integer

Sum of the project's baseline capital costs. This field is set as
part of the Baseline when a project is executed, and cannot be
modified.

Baseline Costs - Total

System generated, read only
Data Type: Integer

Sum total of the project's entire baseline costs. This field is set
as part of the Baseline when a project is executed, and cannot
be modified.

Planned Costs - Labor

System generated, read only
Data Type: Integer
Sum of the project's planned costs.
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Planned Costs -
Expense

System generated, read only
Data Type: Integer

Sum of the project's planned expense costs.

Planned Costs - Capital

System generated, read only
Data Type: Integer

Sum of the project's planned capital costs.

Planned Costs - Total

System generated, read only
Data Type: Integer
Sum of the project's total planned costs.

Actual Costs - Labor

System generated, read only
Data Type: Integer
Sum of the project's actual labor costs.

Actual Costs - Expense

System generated, read only
Data Type: Integer
Sum of the project's actual expense costs.

Actual Costs - Capital

System generated, read only
Data Type: Integer
Sum of the project's actual capital costs.

Actual Costs - Total

System generated, read only
Data Type: Integer
Sum of the project's actual total costs.
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APM:Tasks Form -

Assigned Workers

Tab

Select Button on the form
Opens the Selection List of available resources. The selected
resource will be displayed in the table.

Remove Button on the form

Removes the highlighted resource from the task.

Assigned Workers

System generated table, read only

List of Workers assigned to this task. Double-click on a record
in the list to open the Modify APM:Worker Assignments form,
which contains information about the Assigned Worker, the
project, and the active task.

APM:Tasks Form -
Ex. App. Tab

This tab is used infrequently and only under very special
circumstances, and is not documented here.
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APM:TaskDependency Form

Use the APM:Task Dependency form to view and modify dependency
relationship information for task records. You may also use this form to cancel a
task dependency.

€, Modify APM:TaskDependency Depn00000000615

Action Program Manager Task Dependency
Details
Froject Mame Project Id
IKokopelli Country Club ‘website _I I Praj0000000003E Select Project |
Fredecessor Task Mame Predeceszor Id
Dizplap I IHequirements Analyziz meetings: _I ITaskDDDDDDDD?E Select Predecessar |
Status Dependency Delay Delay Units
Jvaid x| [Firish : Start =] |u IDays ~| _Cancel Dependency
Dependent Task Mame Dependent 1d
Displayl IPrepare ARF _I ITaskDDDDDDDD?E Select Dependentl
Created By Lhasta Pt Time
alen [enszooriiossoam .|
£t Arotiiae By Mo Data/Tine
|allen [nazooritoasoam .|

Figure 90 - APM:TaskDependency Form
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APM:Task Dependency Form Features

The following describe the buttons and fields on this form.

Label

APM:Task Dependency Form Details

APM:Task
Dependency
Form Buttons

Select Projec

Button on the form
Opens a selection list of all projects.

Select Predecessor

Button on the form

Opens a selection list of all the predecessor tasks available for
the project selected.

Cancel Dependency

Button on the form
Cancels the highlighted dependency

Select Dependent

Button on the form

Opens a selection list of all the dependent tasks available for the
project selected.

Buttons on the form
There are 3 Display buttons on the form, which open the project
to which the active task belongs, the predecessor

APM:Task

Dependency

Form Fields

Status Dropdown field. Values are Invalid and Valid. Invalid
dependencies are "turned off", and do not affect the project.
Valid dependencies are "turned on", and in effect. Use the
status to hide a dependency from the rest of the project while
you are working on creating it, or to troubleshoot scheduling or
other types of problems.

Dependency Dropdown field. Lists the four possible types of dependencies:

Finish:Start — Predecessor must finish before the dependent
can start

Start:Start — Predecessor must start before the dependent can
start

Start:Finish — Predecessor must start before the dependent
can finish

Finish:Finish — Predecessor must finish before the dependent
can finish
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APM:Resources Form

Use the APM:Resources form to review the resources (personnel and skills) that are

available for project planning.

B APM:Resources (Modify) [_[alx]

Matching APM:Resources

On

Bil Pheips Cicnsed  F5I-PM F5ID Employes
Cris Cally Licensed  F5I-DFSI-PM Orem 27500 Employes
Fred Lewis Licensed  FSI-PM Los Angeles 27500 Employes
will Leat Licensed  Progiam Manager San Francisca 000 Employes
Mary Richards Licensed  FSI-D F5I-PM Orem 45000 Employee
Demo user for statun Licensed  FSIPM Orem 20000 Emolvee

rammer
5. Developer

5. Developer

5. Program Manager
St Analyst

Assigned Skils Assigned Location [ Rate [ Resouce. TTie  JFicthame JlastName o J 4]

Phelps
Caly

Lewis

Loaf

Richards

Lse for staituo ]

@‘ Modify APM:Resources Rsrc00000000003

Action Program Manager Resources

Fecowrca?  Name [Use ‘Select User' below] Rate Resource Type

(Liserse Type]
Status User Req Appr

Rsrc00000001 | Mike Millar 35000 [T - | [Licensed v [Ne

Tiles Phons Evtension  Consulting Organization / Dept DT Req Appt

S ricr spplcations Developsr [ent.eaa3371 [o5 Distibuion No v
Assigned Skills Assigned Location Overtime Factr  Exp Hous
FSI-D FSIPM = | [Orem | [ ]

Effective From Date

Login Last Name First Mame
Select User
Millar Mike

Mike Millar
Assgn Org. 1D Assg Org Name Assignable Daily Hours

H 5
Select Avsgn Oig | |Asso0000000000Z | Distribution a.000

[1728/2001
Etiective To Date

P — Cliert Executable Path [CAAPMAEINY .| webChating Na =

[=T

Resource Management Displays

; ORI | Dsevizaton kil
Task00 £/25/207 .00 £428/2007 600 F5ID 1 1000] || =l
Tack0D H/2/2007 000 47472007 S000IFSID 1 10.00
Tack0D 6/25/2007 B0 6/26/2007 500, FSID  10.00| | Resouce Localian
Tack0D [6/28/2007 808 £/1/2007 5000/FS1D | 10.00 |

From To

Project ID

v _srowrMohar |

=]
=
=

Figure 91 - APM:Resources Form

Appendix B: APM Forms Reference

190



ActionProgram Manager User Guide

APM:Approval Tasks Form

Use the APM:Approval Tasks form to manage the approval process. This is the

form that is used to review and approve or reject a project plan.

Approval Ta.. | Approval Task Name Statuz

AF‘HE Project Manager Approval

APRODOBE Technical Services Approval Taszk Hold

f. APM:ApprovalTasks APR00064 {(Modify)

Action Program Manager

Approval Tasks

Project Info

Aanana Faak A Froject Id Project Description
|PRODOES | PrejnooDO0D024 Test

Froject Status Project Name Praject Manager
IPending Approval j IAZ [ I.t‘-‘«llen Crouder

L

Get Project I Open Sub-T asks

Ad Hoc Approval Task/Sub-Task

Approval Task Info | Relationship [nfo |

Appraval Hame Approval Dezcription

ITe-:hni-:aI Approwal -

Tazk Type Status Responzible Organization  Responsible Party

Thiz approval requires review and approval by the
Project Manager and ¥P of Technical Services

IDliginaI j In Process j IHesearch and Devele LI Iallen

Azzigned
In Procesz
Hald

|Figjected

L
2l

Figure 92 - APM Approval Tasks Form

191

Appendix B: APM Forms Reference



ActionProgram Manager User Guide

APM:Time & Expense Tracking Forms

Use the following forms to record, review, and approve task work time and
expenses. These Time & Expense Tracking forms may be opened from the
APM:Tasks Form > Work Time tab, or APM:Navigation > Timesheet > T&E
Tracking.

PRI:Expense Tracking Form

Use this form to track various types of expenses.

E=penze ; aj,:

B PRL:Expense Tracking {pri-dell-2)

User Date of Expensze Expense Amount

[aten .| [ronzzzoms ME |
Expenze Categor Fayment Categary Account Code:

[ -i [ =] [z0020 ~|
Charge Back Client Employes Reimbursement Receipt Keep in by List

e © VYes ez O Na C

Expensze Description

e

Figure 93 - PRI:Expense Tracking Form

PRI:-Time Tracking Form
Use this form to record the time worked against the active task.

E PRLTime Tracking {pri-dell-2)
Uszer Date Worked [mm/dd/yy] Reg Hours Overtime Hours
[len | [10#12/2008 | [
Work Description
Fieviewed requirements started working out workflow _I
Account Code: . .
Feepin My List o
- [ 20020 ~| & 7 Savs

Figure 94 - PRI:Time Tracking Form
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PRI:Time & Expense Tracking Forms

Use these forms to review and record time and expenses against the active task
and other projects. To access time tracking, click on the clock. To access
expenses, click on the dollar sign.

i
N 1
{L/’ 2\ Fime & Espense Sheet for- [afen -] & Il
IR | : B
Q 1% : H/
. Pro'ectID TaskID / |SLIN hOH TLIE WED THL FR| 54
H i4.00 i0.00 i0.00 i0.00 i0.00 i0.00 i
By Task Nazes N
oy
Wk OF
[10712/2000 | ~ |
Refresh
J Total Hours
«| | 2|} forthe Week
Total Hrs Per Day |4.DD ID.DD ID.DD ID.DD ID.DD ID.DD ID.DD |4.DEI

Figure 95 - PRI:Time Tracking

PRI:Time & Expense Tracking {pri-dell-2}

T ask Mame TUE WwED THU FRI SaT
ISub tazk 1 Reg Reg Req Reg Reg
TaslD miw m&’w [os0 000 |[oco [o55 | [ose [o00 |[ocs [ooo |[oss oo
I TazkO0000000304

Keep in My List
i

Figure 96 - Time Tracking Detail
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(&)
Q _‘Il'b_;“'

B PRI:Time & Expense Tracking {pri-dell-2)

Fome & Fapense Sheat for Allen ﬂ

By Torsk Nrvee

Week OF

[10m32008 + |

Refresk

L

o0 (000

Total Expenses

| | || forthe Week
Total Exp Per Day [2235 [32560 [000  [000  [000  [oo0 |00 |347.88
Figure 97 - PRI:Time & Expense Tracking
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PRI:Time & Expense Tracking {pri-dell-2}

Uszer Hequest Type
[ten v | [aPn Tasks ~|
Tazk ID Tazk Mame
| Task00000000304 | [Subtask 1
Date of Expenze Expense Description
[1012/2008 | Juneh
Expensze Category Mileage
tdeals = I
Charge Code: Expense Amount Fayment Categary
[ 20020 | 798 |MasterCad ¥
Charge Back Client  Emploves Reimbursement  Receipt K.eep in by List
® es C es ® gz O Mo &

Figure 98 - Expense Tracking Detail
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APM:Time Approval Form

Use the Time & Expense Tracking form to review, approve, or reject work time

and expenses.

pri-dell-2)

_ 'n“l-.‘ﬁ’—q,\.] _ Time Approval C[T1
1 g N By Wiew Project el
\Ej ch IProiManager 'l I,&ZE LI ;"'[[;I /
Uszer [Task Id [Task Mame [FeqHows [OT Howrs |
Approve
Approve All
Week Of e
[10nz/2008  + | R
Refresh

Figure 99 - PRI:Approve T&E Time Approval

pri-dell-2)

g
W L
| ﬂ‘fz\} Wigw

9 Project T
\5 1 t_,cJ IF'loi tanager 'l IAZ g Ll B [;I
User [TaskId [Task Mame [Expense Amount |
Approve
Approve All
Week Of Reject
[10nz2008 | ~ | Refect Al
Refresh
Figure 100 - PRI:Approve T&E Expense Approval
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APM:ProjectPools&Programs Form

Use the Ampoule & Programs form to view information about a Pool/Program,

including which projects are included, their cumulative costs totals, etc.

B APM:ProjectPools&Programs (New)

% APM:ProjectPools&Programs (New)

Action Program Manager Project Pools & Programs
oA Fragam i Pool / Program Hame Category Fricrity
I Iﬁ-\ller‘ LI IPDD| LI I j
Pool / Program Description [etailz Service Type Froject Type

Contact Mame FPhate Pool/Program Manager Id: Phone

I ;I I Add Contact ”

]

; o8 . I amne: E xtension
Responsible Organization  Account: -
I Ll I ﬂ Ligt Contact | I I
Foal / Program Gantt Chart | Add Project | Remaowve Project |
Project 1d [Froject Name [Status[Start Date:  [Finish Date:  [Planned § [Baseline $[Actual
Lk i Badeash

Figure 101 - APM:ProjectPools&Programs
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APM:Risk Management Form

Use this form to create, modify inter-project dependency relationships. You may
also use this form to cancel an inter-project task dependency.

B APM:Risk Management {New) =]

¥ APM:Risk Management (New) | 7

| B

Action Program Manager Inter-project Dependencies

Pepondoncy Polion

IPD Status Dependency Tupe Dependency Delay Unitz Delay
IM VI I j IFinish: Start ﬂ IDays j ID

lter-praject Selection
Predeceszar Project Mame

Predecessaor Project Id Dependent Project Marme Dependent Project [d
b - -

Predecessar Task Mame Predecessar Task |d Dependent Task Mame Dependent T ask [d
- - w -
Submitter £aasie Date
| llen Ll _“ _I
£ ot Mot By Mendfing D

Figure 102 - APM:Risk Management Inter-Project Dependencies Form
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Three Important Background Forms

These are the forms used in conjunction with APM resources.

APM:SkillSets Form

The APM:SkillSets form is the form in which skills can be added to the enterprise

that were not included in the out-of-box APM installation.

E Apm:skillsets (New)

I [=] B3

B APM:SkillSets (New)

Description

Action Program Manaqger Skill Set
Sk Skill Code Hate Status
| Skil [ {100 [tctive =]

Ll

Effective From Date I$D.-’-\T j Effective To Date I LI

Figure 103 - APM:SKillSets Form

APM:Resourcelocations Form

The APM:ResourceLocations Form is the form in which enterprise locations are

added and maintained.

B APM:Resourcelocations (New)

P[] B3

%© APM:Resourcelocations (New)

Action Program Manager Resource Locations
Loz i Location Code Status
ILu:uc:a || Active ™
Description

L

Figure 104 - APM:ResourcelLocations Form
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APM:GroupAssociations Form

The APM:GroupAssociations form is the form in which the organizations (or

"groups"”) are added and maintained.

B APM:GroupAssociation {New)

=l E3

© APM:GroupAssociation (New)

Action Program Manager

Grrgpderaeiaiiry??  Group Association Hame

IASSU

Location

Security Group

GroupAssociation

Coel i anager

LI Set Supervisor |

Status

~ ||

Average Hate
|100.00

Effective From Date [04T .|

LI I.f-‘n.ctive 'I
Effective Ta Date I J

kM anager | Supervizor | Bezources

MHame Title

Rate

Phone
Fesource Type

I‘IEIEI.EIIJ & Employee © Conzultant I

Figure 105 - APM:GroupAssociations Form
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APM:Resources Form

The APM:Resources Form is the form in which the individual resources — people

— are added and maintained within APM.

B APM:Resources {New)

Action Program Manager

¥ APM:Resources (New)

Resources
[License Type]

Farowea?  Name [Uze 'Select User' below] Rate Resource Type Status User ReqAppr
IHsrc I I‘IEID.DE‘ IEmponee j I j INU ﬂ
Title Fhone Exstension  Consulting Organization / Dept  OT RegAppr

Assigned Skills

Assigned Location

| No =]

Overtime Factor  Exp Hours

| R |

v | [T [0.00

First Hame Effective From Date

Select User | Il-ogi“ i—astName

Assgn Org. 1D Azzg Org Mame

| [sDaTES -~

Assignable Daily Hours Effective To Date

Select Azsgn Org | |

Azzignments

Client Executable Path I _I

[2.000 [ -~

Wwieh Charting IND 'I

Tasck ID]Start [End [Skil BeaulHours

Reszource Management Dizplayz

Organization Skl

[ w| fa |
Resource Location

[ | Ja ~|
Fram To

[smesTemps v | | -]

Froject ID
|A|| LI Shaw M Chart |

Figure 106 - APM:Resources Form
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Appendix C:

Critical Path Method
Scheduling - An Overview

ActionProgram Manager keeps track of 10 dates for each task. This section of the
User Manual describes how Critical Path Method date calculators work, including

ActionProgram Manager’s, and how each of these dates is calculated.

This section discusses the following terms:

Critical Path
Critical Path Method date calculations

Project Start Date schedule orientation.

Project Finish Date schedule orientation.

Early start date.
Early finish date.
Late start date.
Late finish date.
Planned start date.
Planned finish date.
Dependencies.
Dependency types.
Finish to start.
Finish to finish.
Start to start.

Start to finish.
Slack or lag.

Constraints and constraint dates.
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Project Plan Schedule Example
Let’s say that our project plan has 4 tasks:
= Task 1 will last 2 days.

= Task 2 will last 4 days.
= Task 3 will last 2 days.
= Task 4 will last 2 days.

In our plan, task 1 will start the project, and when it is finished, both tasks 2 and 3
can start immediately. When tasks 2 and 3 are finished, task 4 can start
immediately.

If we diagrammed this project, it would look like the following:

Task 1 T

N Task 2 -

L’ Task 3

—»  Task 4

Let’s look at the data. There is no lag between the end of task 1 and the start of
tasks 2 and 3. Similarly, there is no lag between the completion of task 2 and the
start of task 4. Task 3 is different however. Since task 2 will last 4 days and task
3 will last 2 days, obviously there is some leeway, specifically 2 days leeway, as
to when task 3 actually starts without it impacting the end of the project, i.e. the
completion of task 4. This leeway is called “slack” or “lag time.”

The other tasks, tasks 1, 2 and 4, have no slack, in that if any of the time it takes
to complete any of these tasks changes, the end-date of the project will change.
These tasks are on the “critical path” while task 3 is not on the critical path, as
long as task 3 gets finished before or at the same time as task 2. If task 2 takes
less than 2 days to finish and task 3 takes more than 2 days to finish, then task 3
will be on the critical path and task 2 will not be on the critical path. Make sense?
This is where the term “critical path method scheduling” comes from. A
“critical” task in this context means that if the time it takes to complete the task
changes, the end-date of the project will change.
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Project Schedule Orientation

If we start with the planned start date of the project and calculate when each task
will start and finish, this is called using a Project Start Date Schedule
Orientation.

If we start with the planned finish date of the project and calculate when each task
will start and finish, this is called using a Project Finish Date Schedule
Orientation.

Let’s first look at the Project Start Date Schedule Orientation. Let’s say that the
Project Plan Start Date is day 1 at 8AM, and that task 1 starts immediately when
the day begins. Day 1 at BAM is the earliest that task 1 can start, so day 1 at 8AM
is called the “early start date” for task 1.

We know that if task 1 starts on day 1 at 8AM and takes as long as we think it will
to finish, the earliest task 1 can finish is day 2 at 5PM (assuming that we are
working an 8AM — 5PM work day). Because of this, day 2 at 5 PM is called the
“early finish date” for task 1.

If task 2 starts immediately after task 1is finished, the earliest task 2 can start is
8AM on day 3. The “early start date” for task 2 is day 3 at SAM.

Similarly, if task 3 starts immediately after task 1 is finished, the earliest task 3
can start is 8AM on day 3. The “early start date” for task 3 is day 3 at SAM.

If task 2 starts at 8AM on day 3 and really takes 4 days to complete, the earliest
task 2 can finish is day 6 at 5PM. Because of this, day 6 at 5 PM is called the
“early finish date” for task 2.

If task 3 starts at 8AM on day 3 and really takes 2 days to complete, the earliest
task 3 can finish is day 4 at 5SPM. Because of this, day 4 at 5 PM is called the
“early finish date” for task 3.

When is the earliest date task 4 can start?

Since both tasks 2 and 3 have to finish before task 4 can start, and task 2 will take
longer than task 3, the earliest task 4 can start is just after task 2 finishes, which is
day 7 at 8AM. That means that the “early start date” for task 4 is day 7 at SAM.
If task 4 starts at 8AM on day 7 and takes 2 days to complete, the earliest date it
can finish is at 5 PM on day 8. The early finish date for task 4 is 5PM on day 8.

Now our plan looks like the following:
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Day 1 at 8AM Day 2 at 5PM

Task 1l [

Day 3 at 8BAM Day 6 at 5SPM
N Task 2

Day|3 at 8AM  Day 4 at 5PM
» Task 3

Day |/ at 8AM Day 8 at 5PM
» Task 4

So far, we have determined / calculated the “early start date” and “early finish
date” for each task of the project. This assumes that the “project plan start date”
is day 1 at 8AM and our “company workday” schedule is 8AM — 5PM.

Now, the system goes back from the completion date of the last task and
calculates the latest time each task can start and finish, i.e. the “late start date”
and “late finish date” for each task.

If task 4 finishes at 5PM on day 8, and it lasts 2 days, it has to start on day 7 at
8AM. Day 8 at 5PM is called the “late finish date” and day 7 at 8AM is called
the “late start date.” These are the latest dates when the task can start and finish
and not impact the end-date of the project.

If task 4 starts on day 7 at 8AM, that means tasks 2 and 3 have to finish by 5PM
on day 6. Day 6 at SPM is the “late finish date” for both tasks 2 and 3.

If task 3 finishes at 5PM on day 6, since it will only last 2 days, it has to start on
day 5 at 8BAM. Day 5 at 8AM is the “late start date” for task 3 because if it
starts after day 5 at 8AM, it will impact the end date of the project.

If task 2 finishes at 5PM on day 6, since it will last 4 days, it has to start on day 3
at 8AM. Since both task 2 and task 3 can start when task 1 finishes, task 1 can
end on day 2 at 5PM, and if it does, it will start on day 1 at 8AM.

Project Finish Date Schedule Orientation

Often, we know when the project is supposed to finish and we want to calculate
when the project has to start. If we use a Project Finish Date Schedule
Orientation, a planned finish date is entered. Using it, the system calculates the
late start and finish dates for each task starting with the last task in the project
plan. It works backwards until it gets to the first task, and determines the planned
start date of the project. Then, it works forwards and calculates the early start and
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finish dates of each task. It compares the early start date and the late start date for
each task. If they are the same, the task is on the critical path. If there is a
difference, the task is not on the critical path.

Now, our diagram looks like this. The early start and finish dates are above each
task, and the late start and finish dates are below each task.

Day 1 at 8AM Day 2 at 5PM

Task 1 [
Day 1 at 8AM Day 2 st 5PM

Day 3 at 8BAM Day 6 at 5PM

N Task 2
Day|3 at 8AM Day 6 at 5HM

Day|3 at 8AM  Day 4 at 5PM

________ "

S Task3 ' Task3 —
—

Day 5 at 8AM  Day 6 pt 5SPM

Day 7 4t 8AM Day 8 at 5PM
» Task 4
Day 7 at 8BAM Day 8 at 5PM

Planned Start Date and Planned Finish Date

MS Project added two new terms to this niche: Planned Start Date and Planned

Finish Date. When using the Project Start Date Schedule Orientation, the early
start date and early finish date are the planned start date and planned finish date.
When using the Project Finish Date Schedule Orientation, the late start date and
late finish date are the planned start date and planned finish date for the project.

Constraint Dates

Most project management systems have another capability that can be used to
determine a plan's date schedule. The system gives you the ability to enter
specific dates for a task and specify how the date should be used. For example,
you can specify that a task can start in one of the following ways:

= Must Start On.
= Must Finish On.
= Start No Earlier Than.
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= Finish No Earlier Than
= Start No Later Than.
= Finish No Later Than.
= Assoon as planned.

= As late as planned.

Critical Path Method Scheduling Summary

Critical path method scheduling uses 1) the project plan start date or the project
plan finish date, 2) the planned duration of each task, 3) the dependency type
relationship between each task, and 4) constraint dates to calculate when the
planned tasks that make up the project should start and finish. This is called a
“project plan.”

Critical path method scheduling systems calculate the dates both ways. If you
specify that the project should use an Project Start Date Schedule orientation, the
system starts with the planned project start date entered, and uses the planned
duration and dependency type relationships to calculate the early start and finish
dates for each task until it comes to the last date. That becomes the planned finish
date for the project. Then, the system goes back from the planned finish date and
calculates the late start and finish dates for each task.

The system compares the early start dates for each task and the late start dates for
each task. If there is no difference, the task is on the critical path. If there is a
difference, the task is not on the critical path, and the difference is the slack, i.e.
the amount of time the start of task can slip without impacting the planned end
date of the project. This answers the question, if the project starts on a specific
date, when will it end?

Using the Project Finish Date Schedule orientation, the planned finish date is
entered rather than the planned start date. The system starts with the planned
finish date and calculates the late start and late finish dates for each task, until it
comes to the late start date for the first task. That becomes the planned start date.
Then it calculates the early start and finish dates for each task, and compares
them.

This answers our initial question: "If we need the project to finish by a specific
date, when does it have to start?"

If you need more information, please contact your Project Remedies consultant
with your question(s).
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Appendix D:

Creating a Multi-Level Project
Plan Without Using a Template

This tutorial explains how to create a multi-level project plan in ActionProgram
Manager one task and one dependency at a time. For our example, we will create
a project plan that has 3 summary tasks, and sub-tasks under each summary task.

Briefly, first create the summary tasks from the APM:Project form. Once they are
created, create sub-tasks under each summary task using the APM:Tasks form.
Dependencies are defined on the APM:Tasks form.

Create a New Project Record

1. From the Navigation form, click on the New Project button. Then click on the
Active button. The APM:Projects from will open.

2. Enter at least the required parameters:

Project Name.

Description.

Account.

Select an Approval Process.
Project Manager ID.
Responsible Organization.

Please enter next Monday as a planned start date. If you do not
enter a project plan start date, APM defaults to the current date and
time.

3. Click Save. The project record is created.

Define the First Summary Task

1. Click on the Create Task button on the APM:Projects form. The APM:Tasks
form opens.

2. Enter at least the required parameters:
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e Task Name. Please name this task “Summary task 1.”
e Responsible Person.

e If you do not enter a Planned Duration, APM defaults to 1 day.

3. Change the Identifier from Task, which is the default, to Summary.

4. Click on the down arrow next to the WBS field. The number 1 will appear in

the field.

Click Save. This saves the record, closes the APM:Tasks form, and takes you
back to the APM:Projects record for this project.

Define the Second Summary Task

1.

Click on the Create Task button on the APM:Projects form. The APM:Tasks
form opens.

Enter at least the required parameters:

e Task Name. Please name this task “Summary task 2.”
e Responsible Person.

¢ If you do not enter a Planned Duration, APM defaults to 1 day.

3. Change the Identifier from Task, which is the default, to Summary.

4. Click on the down arrow next to the WBS field. A window will open. Select

“Place Task after the Selected Task” and click on OK. “x1” will appear in the
WABS field.

Click Save. This saves the record, closes the APM:Tasks form, and takes you

back to the APM:Projects record for this project. This changes the “x1” in the
WBS field to “2.”

Define the Third Summary Task

1.

Click on the Create Task button on the APM:Projects form. The APM:Tasks
form opens.

Enter at least the required parameters:

e Task Name. Please name this task “Summary task 3.”
e Responsible Person.
e If you do not enter a Planned Duration, APM defaults to 1 day.

Change the Identifier from Task, which is the default, to Summary.
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4. Click on the down arrow next to the WBS field. A window will open with 2
choices.

5. Select Summary task 2 and click on OK. Another window opens with 2
choices.

6. Select “Place Task after the Selected Task” and click on OK.

7. Click Save. This saves the record, gives the 3rd summary task a WBS of 3,
closes the APM:Tasks form, and takes you back to the APM:Projects record
for this project.

Additional summary tasks are created the same way that this Third Summary
Task was created.

Add the First Sub-Task Under Summary Task 1

1. From the APM:Projects form, click on the List Tasks / Milestones button. A
window opens.

2. Please select no. 1, List Entire Project, and click OK. The APM:Tasks form
opens in Matching mode. Please note that Summary tasks 1, 2 and 3 were
created. Each task has a WBS code of 1, 2, and 3 respectively.

Summary task 1 is highlighted.

3. Click on the Create Task button on the left-middle part of the form. A window
opens.

4. Select “Create a Sub-Task for the Current Task” and click on OK. A “new”
record opens.

5. Enter at least the Required fields.
e Task Name. Please call this task “Sub-task 1.”

e Responsible person.

o Please enter a planned duration of 2 days. If you do not enter a
planned duration, APM will default this to 1 day.

e Please leave the Identifier as “Task.”
e Do not click on the down arrow next to the WBS field.

6. Click Save and then press F5 to refresh the query. Please note that Sub-task 1
is under Summary task 1, and has a WBS code of 1.1. APM generated this
WBS code automatically.

Add the Second Sub-Task Under Summary Task 1
Summary task 1 is still highlighted.
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1. Click on the Create Task button a second time. A window opens. Select
“Create a Sub-Task for the Current Task™ and click on OK. A “new” record
opens.

2. Enter at least the Required fields.
e Task Name. Please call this task “Sub-task 2.”

e Responsible person.

e Please enter a planned duration of 2 days. If you do not enter a
planned duration, APM will default this to 1 day.

e Please leave the Identifier as “Task.”

e Click on the down arrow next to the WBS field. A window opens.
Select “Place Task After the Selected Task™ and click on OK. “x1”
appears in the WBS field.

3. Click Save and then F5 to refresh the query. Please note that Sub-task 2 is
also beneath Summary task 1, sits after sub-task 1, and has a WBS code of
1.2.

Add the Third Sub-Task Under Summary Task 1

Summary task 1 is still highlighted.

1. Click on the Create Task button a third time. A window opens. Select “Create
a Sub-Task for the Current Task™ and click on OK. A “new” record opens.

2. Enter at least the Required fields.
e Task Name. Please call this task “Sub-task 3.”

e Responsible person.

o Please enter a planned duration of 3 days. If you do not enter a
planned duration, APM will default this to 1 day.

e Please leave the Identifier as “Task.”

e Click on the down arrow next to the WBS field. A window opens.
Select Sub-task 2 and click on OK. Select “Place Task After the
Selected Task” and click on OK.

3. Click Save and then press F5 to refresh the query. Please note that Sub-task 3
is also beneath Summary task 1, sits after sub-task 2, and has a WBS code of
1.3.

All additional sub-tasks to Summary Task 1 are entered the same way as Sub-task
3.
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Sub-tasks under the other Summary tasks are entered the same way that these first
3 sub-tasks have been entered.

Add a Finish / Start Dependency Between Sub-Task 1
And Sub-Task 2

1.
2.
3.

On the APM:Tasks form, select Sub-task 2.
Click on the Dependency tab in the lower left hand corner of the form.

Click on the Select Predecessor button. A window opens show all “tasks” and
“milestones,” i.e. those tasks that have an Identifier of “task” or “milestone.”
Dependencies are defined between tasks and milestones, but not between
summary tasks, i.e. those tasks that have an Identifier of “summary.”

Select “Sub-task 1”” and click on OK. Note that Finish:Start is the default
Relationship type and zero is the default Delay.

Click on the Submit Dependency button.

Add a Finish / Start Dependency Between Sub-Task 2
and Sub-Task 3

1.
2.
3.

On the APM:Tasks form, select Sub-task 3.
Click on the Dependency tab in the lower left hand corner of the form.

Click on the Select Predecessor button. A window opens show all “tasks” and
“milestones,” i.e. those tasks that have an Identifier of “task’ or “milestone.”
Dependencies are defined between tasks and milestones, but not between
summary tasks, i.e. those tasks that have an Identifier of “summary.”

Select “Sub-task 2” and click on OK. Note that Finish:Start is the default
Relationship type and zero is the default Delay.

Click on the Submit Dependency button.

View the Gantt Chart for This Project

1.
2.

Close the APM:Tasks form, which brings you back to the APM:Projects form.
Click on the Refresh button in the upper right hand corner of the form.

In the lower right hand corner of the APM:Projects form, note that the
planned duration for this project is 7 days.

Click on the Gantt chart button on the middle / left hand portion of the form.
This generates the Gantt chart.

Only one line for the project is shown.
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4. Click on the + sign next to the project name. Now you see the 3 summary
tasks.

5. Click on the plus sign next to Summary task 1. Now you see the sub-tasks
under Summary task 1.

This concludes our tutorial example. If you have additional questions, please
contact your PRI support consultant or the PRI help desk at 801-794-0614.
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Appendix E:
Assigning Resources to Tasks

This tutorial describes how to use the Resource Management Chart to review
resource availability, assigning Resources (People) to tasks, and understanding
resource costs.

Within ActionProgram Manager, there are two ways to assign people to tasks.
You can use the Required Resources tab or the Assigned Workers tab, and both
ways are described in this section. When tasks are assigned, the assignments are
displayed on the Resource Management chart. Let’s see how busy specific people
are at this time. For that, we want to look at APM’s Resource Management chart.

Review Resource Availability Using the Resource
Management Chart

1. Open the APM:Navigation form. Click on the Charts button, then the
Resources button, and then the Active Project button. A dialog box opens.
This dialog box allows you to define the data you want to see in the Resource
Management chart. Later, when there is more data in the system, play with
this so you can see the different types of charts you can generate. There are
actually 36 different views of the data that can be displayed for each chart.

2. Enter a range of dates in the “From” and “To” fields, starting with next
Monday and going out for 3 weeks to the Friday of that week. Click on the
Show RM Chart button. Write down these dates, because we will use them
again later in this exercise.

3. The Resource Management chart will be generated, showing how busy each
person is. Most likely, no tasks have been assigned to anyone, so all of the
boxes on the chart are probably white and there is a zero in each box. White
indicates that no time has been assigned. Later, we will discuss what green,
yellow and red mean.

4. Click on the Red X in the upper right hand corner to close the chart. Click on
the Cancel button on the dialog box, which closes the dialog box.

Assign People to Tasks Using the Required Resources
Tab

1. Onthe APM:Navigation form, click on the Main Menu button. If you have
previously created a project plan, you might want to use that project plan for
the rest of this exercise. Please make sure that the start date of the project is
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10.

11.

next Monday. If not, create a project plan using the “AR System
Implementation” template, use the Planned Start Date orientation, and use
next Monday as the planned project start date.

When the project plan has been created, click on the List Tasks / Milestones
button, select “1) List Entire Project,” and click on OK. This opens the
APM:Tasks form. If you scroll down, you will see all of the tasks (Summary
tasks, Tasks, and if you have any, Milestones) that make up this project plan.

Highlight the first task, i.e. the first task that has the Identifier of “Task.”
Resources are not assigned to Summary tasks or Milestones.

Click on the Cost tab. The only cost shown is the Planned Labor Hours cost.
When the project starts, the last plan will be frozen as the baseline plan. If
you are doing time tracking, the actual cost fields will be populated as time is
posted against each task. But for now, we are only dealing with the Plan.
This amount is calculated as follows: the planned labor hours times the rate
for the Responsible Person (which is stored in the APM:Resources form.)
Please write down this cost. As we give APM more information, the planned
labor cost will be recalculated.

Click on the Required Resources tab, and then the Add button.

The list of skill codes (from the APM:Skillsets form) opens. Select the skill
code you think is needed for this task. If using the data that comes with APM
out-of-the-box, select FSI-D, Sr. Developer, and click on OK.

A list of locations (from the APM:ResourcelLocations form) opens. Select the
location where this task will be worked, and click on OK. If using the data
that comes with APM out-of-the-box, select Orem, UT and click on OK.

Enter the number of people that will be working this task. For our
demonstration, please enter the number “2,” and click on the Execute button.

Please note that the entry in the window on the Required Resources tab now
shows the rate for the people with that skill code, as well as the “status” which
is Unassigned. When we actually assign people to the task, the status in this
window will be Assigned.

Click on the Cost tab. Note that the cost has changed. The calculation now is:
the planned labor hours times the rate for the people with that skill code.
Please write down this new cost and compare it with the original cost. As you
give APM more resource information, it recalculates the resource cost.

Click on the Required Resources tab. Highlight the first resource code
entered, if it is not already highlighted, and click on the Assign button. A
dialog box will open. Important data elements regarding this task are at the
top of this window, including:

e The Planned Start and Finish Dates.

e The Planned Required Labor Hours.
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e The Number of People Needed.

12. Click on the “Click to Refresh” words in the middle of the window. A list of
people with that skill code specified at the location specified opens. For each
person, you see their organization (from the APM:GroupAssociations form),
their “free hours,” each person’s rate (typically an “average rate” stored in the
APM:Resources form), and each person’s skill codes (stored in the
APM:Resources form). Note that you see people from different organizations.
If the people in your organization are swamped, this gives you an opportunity
to assign people from other organizations that might be available to work this
task. This facilitates the “efficient use of resources.”

13. Free hours. If no work has been assigned to these people from other tasks, the
free hours shown is the average Assignable Daily Hours, which is on the
APM:Resources form, times the duration of the task. If a person has said that
they have 8 hours on average available for project tasks in the APM:Resources
form, and this task’s duration is 4 days, the person will have 32 free hours. If
they only have 4 hours available for project tasks, the person will have 16 free
hours. If work has previously been assigned to people from other APM:Tasks,
the number of free hours is the total number of free hours for the length of the
task, less the number of hours previously assigned to the person during this
range of dates. The out-of-the-box business rule is that a person can be over-
assigned.

14. Highlight a person’s name, go to the Hours to Assign field in the lower left
hand corner of the window, enter a number which is less than the total planned
labor hours, and click on the Assign It button to the right of the field.

15. Now highlight a second person’s name, go to the Hours to Assign field, enter
the remaining hours in the Hours to Assign field. Click on the Assign It
button to the right of the field.

16. Click on the Apply Changes button, to the right of the Assign It button on the
same line. This closes this dialog box and takes you back to the APM:Tasks
form.

17. Click on the Required Resources tab. Note that the status for this skill is
Assigned.

18. Click on the Assigned Workers tab. Note that the people you assigned to this
task are listed there, along with the hours assigned to each person, their rate,
and their skill and location codes.

19. Click on the Cost tab. Now the planned labor cost has changed again. Now,
the planned labor cost is the total of the hours assigned to each person times
their specific rate.
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How does the Resource Management chart look now?

1. Leave the APM:Tasks form open, because we will come back to it shortly. Go
to the “Windows” command and go the APM:Navigation form. Click on the
Main Menu button, then the Charts button, the Resources button and the
Active Project button. The dialog box opens.

2. Enter the same range of dates you entered before, which should include the
range of dates for the task you just assigned people to, and click on the Show
RM Chart button. The Resource Management chart is generated, and the
hours assigned to each person are displayed. The hours are spread over the
range of dates. For example, if you assigned 10 hours to a person and the
planned duration of the task is 4 days, 2.5 hours will be in each box for each
of the 4 days.

Also, the boxes are color-coded:

¢ If no time has been assigned, the box is white.

e If the person is 1 — 80% busy, the box is green.

e If the person is 81-99% busy, the box is yellow.

e If the person is 100% or over-assigned the box is red.

This calculation is based on the number of hours assigned to that
person for that day divided by the Assignable Daily Hours entered for
that person in the APM:Resources form. The Assignable Daily Hours
is the average amount of time that person has each day for project
tasks.

e The Resource Chart is robust. For example, if the planned start-
date of the project changes, all of the dates for the tasks are
recalculated. The task assignments are moved accordingly. Any
time, the planned start date of a task changes, the resources
assignments are moved automatically.

3. Close the Resource Management chart.

Assign People to Tasks Using the Assigned Workers Tab

1. Go back to the APM:Tasks form and highlight the 2™ task, i.e. the 2™ task that
has the Identifier “task.”

2. Click on the Cost tab and note the Planned Labor Cost. As you will recall,
this is the planned labor hours for the task times the Responsible Person’s rate.
As we give APM more information, it will recalculate this cost.
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3. Click on the Assigned Workers tab, then the Select button. A list of skill codes
opens. Select a skill code and click on OK; you might want to choose the
same skill code used earlier in this exercise.

4. Alist of locations opens. Select a location and click on OK; you might want
to choose the same location selected earlier in this exercise.

5. Now, a list of people with that skill code located at that location opens.
Relevant information for each person, including their rate, is also shown, but
their “free hours” is not shown.

6. Select a person and click on the OK button. A dialog box opens. Please enter
the number of hours that you want to assign to this person. Enter a number
less than the planned labor hours for the task, and click on the Execute button.
The dialog box closes, and you will see a summary of what you just entered in
the window on the Assigned Workers tab.

7. Do the same thing again, only this time select a different person. You might
want to select a different skill code and or a different location. The sample
data is for FSI-D and FSI-PM. Give this 2" person the remaining planned
labor hours for this task. If you enter too many hours, i.e. more that the total
planned labor hours for the task, you will get an error message, and will have
to make the entry again. When you click on the Execute button, the dialog
box closes and you will see the 2™ entry summarized on a 2" line in the
window on the Assigned Workers tab.

8. Click on the Cost tab. Note that the planned labor cost for this task is now the
total of the labor hours assigned to each person times each person’s rate.

9. Click on the Required Resources tab. Note that the tab is empty. This
indicates that people were assigned using the Assigned Workers tab.

How does the Resource Management chart look now?

1. Go to the APM:Navigation form. If you are not at the Main Menu, click on
the Main Menu button. Click on the Charts button, then the Resources button,
then the Active Project button.

2. Enter the same range of dates that you have been using, and click on the Show
RM Chart button.

3. Note the differences. Move your cursor over one of the cells in which time
has been assigned. A summary of the hours assigned for that day appears,
including the name(s) of the project(s) and task(s) that make up that time.
This is very helpful information, because if a person is over-assigned and they
ask what they should do first, you can see the tasks that make up the work for
the day and prioritize accordingly.
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We have seen the two ways task assignments get on the Resource Management
chart. When the task is worked and the status of the task is changed to Complete,
the assignment automatically comes off the Resource Management chart.

If you have any questions about this functionality, please contact your PRI
consultant or your internal ActionProgram Manager trainer.
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Appendix F:
Service & Support

Service and support for ActionProgram Manager and other products from Project
Remedies Incorporated can be obtained from:

Main Office

Project Remedies Inc.

2034 Palisades Dr.

Pacific Palisades, CA 90272
United States

Phone 310.230.1722

Email info@pri-us.com
Web  www.pri-us.com
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TERM

approval process

approve a plan

baseline

CPM

constraints

critical path

Glossary

DEFINITION

The approval process is the orderly sequence of project plan
reviews and approvals by project managers and stakeholders.
The approval process may include whomever you want. The
default approval processes that are included with APM are
Technical and Corporate. You may select either one or both; a
project may have multiple approval processes.

Approving the project plan is usually a multi-step process where
various managers and stakeholders approve the project plan
before it starts. The process is called the approval process.
When all the approval tasks are approved, the plan the status is
automatically changed to Approved.

Snapshot of the project plan taken at the moment the plan is
executed.

The plan is in a constant state of flux through the lifespan of the
project, but once set, the baseline never changes.

Critical Path Method. See: critical path.

Task constraining acronyms:

ASAP - As Soon As Possible

ALAP - As Late As Possible

FNET - Finish No Earlier Than

SNET - Start no Earlier Than

FNLT - Finish No Later Than

SNLT - Start No Later Than

MSO - Must Start On

MFO - Must Finish On

APM calculates the project work schedule, analyzes the

dependencies among tasks, and determines which task path is
the longest. This is called the "critical path method", or "CPM".

See also: slack

Glossary
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TERM

cut date

dependency
relationships

duration

execute a project plan

group

organization

plan

DEFINITION

Task target date. When a task must be performed on a certain
date, the task is defined as a target, and the date is called the cut
date. The target task may be in the middle of the project.

A cut date functions as a "gate keeper" date, by forcing the
project manager to reevaluate dates, tasks, and resources if
slippage occurs around a critical task.

See also: target.

Finish:Start — Predecessor must finish before the dependent can
start

Start:Start — Predecessor must start before the dependent can
start

Start:Finish — Predecessor must start before the dependent can
finish

Finish:Finish — Predecessor must finish before the dependent
can finish

The planned or actual duration of the project or task. For
example, a task may only require 3 hours of work time to
complete, but can be performed over a 3-day period. The
duration is 3 days.

See also: recalc
Execute a project plan. Starting the project. After the project
has been planned and approved, it may sit in that dormant state,

where no changes are allowed, until the project manager
decides that it is time to begin execution of the plan.

The Project Manager clicks the Execute Project button on the
APM:Projects form to start the project.

The Baseline is created, and the project status changes from
Approved to In-Process. Task notifications are sent.

See also: approve a plan

In each Remedy-based application, there are two forms where

people are defined: User and Group. People are users and they
are part of Groups. Permissions are defined at the Group level.
Also called an organization.

See group.

There are two types of plan: Baseline Plan and the Current Plan.

Glossary
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TERM

rate

recalc

resources

responsible
organization

slack

target task

DEFINITION

The Current Plan is the current sum total of all defined tasks,
milestones, resources, etc. It is a fluid description of the
project, which changes as the project changes, from start to
finish.

When the Current Plan is executed into the Working Phase, a
snapshot is created of the Plan at that moment in time. This
snapshot is the Baseline Plan. The Current Plan is in a constant
state of flux through the lifespan of the project, but once set, the
Baseline Plan never changes.

The dollar amount cost of an hour of labor. Rates are assigned
to skills, locations, organizations, and people. This makes it
possible to estimate the costs of a project plan without having to
consider individual people, so you can focus on the more
abstract requirements such as the skills that will be needed.

APM:Projects form button. Enabled only for approved Plans.
Recalculates the Plan when changes have been made that affect
project duration, to ensure that the project stays in-synch.

Recalc will calculate the Critical Path Method for duration
dates. (Number of labor hours are recalculated automatically,
and Recalc does not include Rollups.)

In APM, resources are people. When people are added to APM,
they are associated with skills, locations, organizations, and
rates. Note that in PPM, resources are skills, locations, and
organizations; no people resources are added until the proposed
project becomes a project plan.

The Group that is responsible for a project.

The amount of time a task may be delayed or begin early,
without affecting another task or the project finish. It is the
difference between the early and late start dates of a task. See
also: critical path.

The target task is one from which critical path is calculated.
Normally in project management systems, critical path
calculations are based on the Planned Start Date or the Planned
Finish Date. In APM, another task, in the middle of the project,
can also be used as both the planned finish for the tasks before
it, and the planned start date for the tasks after it. Tasks before
and after the target may shift in the Plan, but the target task acts
as an anchor. The critical path is recalculated, but the target
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TERM DEFINITION
remains in place.

See also: cut date. The cut date can be used for recalculating
the plan. For example, let’s say that a project starts of the 1%
day of the month and ends on the 30" day of the month. If you
decide that the last task must end on the 20" of the month, the
20" is defined as the cut date for that task. APM recalculates
th(ihdurations proportionately so that the project will end on the
20",

template A template is a series of tasks and the relationships between
them. It is management's definition of how they want a type of
project to be performed.

There are two kinds of templates: Task and Approval.
Templates are defined in APM and can be used when creating a
new project. Several templates are included with each APM
installation.

WBS "Work Breakdown Structure”. aka "levels". Can either be
system-generated or user designated. Orders the display of
project tasks, sub-tasks, and milestones.
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Account, 67
active projects, 13
Actual Finish Date, 124
project, 25
recording, 111
Actual Schedule, 28
actual start date, 106
Actual Start Date, 18, 1067
project, 25
adding
locations, 58
organizations, 59
people, 61
resources, 56
resources to APM, 63
skills, 56
adding a dependency
between sub-tasks, 212
adding sub-tasks, 210
adding tasks, 71
ALAP, 73
Alerts, 100
APM
Template Execution form, 68
APM connection with PPM, 90
APM Navigation form
opening, 34
APM Project Plan, 90
APM:Approval Tasks, 191
APM:Approval Tasks form, 41
APM:GroupAssociations Form, 46, 59,
200
APM:Planning tab, 90
APM:Pool & Programs Form, 197
APM:Project Pools & Programs Form,
89
APM:Projects form
proposed project, 90
APM:Projects Form, 38, 66
APM:ResourceLocations Form, 45, 58,
199
APM:Resources, 190

Index

APM:Resources Form, 47, 201
APM:SkillSets Form, 57
APM:SkillSetsForm, 44, 199
APM:Task Dependency, 188
APM:Task Dependency form, 40
APM:Task Dependency Form, 85
APM:Tasks, 175
APM:Tasks form, 39, 73
APM:Tasks Form, 21

opening, 78
Approval phase, 91
approval process, 41, 96, 162

defined, 221

executing, 91

selecting, 67
Approval Process, 17
approval tasks

completing, 96
approve a plan

defined, 221
Approve a Project, 70
approved projects

replanning, 98
approving a project, 93
approving a project plan, 96, 97
approving time and expenses, 121
AR System functionality, 6
ASAP, 73
assigned task

opening, 105
assigned worker

assigning, 107
Assigned Worker, 27, 107, 112
Assigned Workers tab, 78
assigning people to a task, 76
assigning resources, 77, 78
assigning resources to a task, 76
assigning resources to tasks, 214
assigning tasks, 107
Assignment Form

opening, 185
attachments
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task, 109
baseline
defined, 221
Baseline, 128
Baseline plan, 124
adding tasks to, 112
analyzing, 124
creating, 100
Baseline Plan, 163
creating, 98
Baseline Schedule, 28
Business Workday Tag, 69
Calculated Dates, 28
cancel a dependency, 188
canceling a dependency, 85
change log, 109
change requests, 95
changing a dependency, 85
charts, 142
actual start date, 106
Client Executable Path, 64
Completed
project, 18
completing tasks and milestones, 111
Constraint Dates, 206
constraints
defined, 221
Constraints, 73
contact information, 67
Create Milestone, 70
Create Task, 70
creating
interproject depencencies, 86
sub-milestones, 82
creating a new project, 65
creating a project plan, 208
creating dependency relationships, 83
creating milestones, 81
creating sub-milestones, 82
critical path
defined, 221
determining, 90
tasks, 90
Critical Path, 21, 30, 31, 137
Critical Path Method overview, 202
Critical Path Method Scheduling, 207

critical path tasks, 203, 206
CSV files, 136
customizing
project categories, 66
cut date
defined, 222
Delay, 23, 87
dependencies
Finish:Finish, 83
Start:Finish, 83
Start:Start, 83
dependencies, 83
canceling, 85
creating, 83
Finish:Start, 83
inter-project, 31
modifying, 85, 95
status, 96
task, 30
viewing, 85
dependency
cancel, 188
dependency relationships
creating, 83
defined, 222
modifying pending approval, 95
Dependency Relationships, 20, 23
Types, 87
dependent task, 83
Dependent Task, 23
Details
task, 76
determining the critical path, 90
Diary, 25
diary entry, 100
duration
defined, 222
task, 74
Duration, 74
milestone, 82
Early Dates, 29
early finish date, 204
early start date, 204
entering
project information, 66
entering work time, 112
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execute a project plan
defined, 222
Execute Approval, 92
Execute Project, 163
executing
approval process, 91
executing a project plan, 98
executing XE "executing:approval
process” the project plan, 91
Expense Tracking Form
opening, 184
expenses
entering non-task entries, 120
recording, 113
exporting report data, 136
Finish:Finish, 23
Finish:Start, 23
FNET, 73
FNLT, 73
Forms
APM:Task Dependency, 188
APM:Tasks, 20, 21, 75
Approval Tasks, 191
Projects, 66
Tasks, 118
Gantt Chart, 49, 50, 70
Gantt charts
viewing, 212
Gantt Charts, 49
group
defined, 222
hours
recording, 113
hours
entering non-task time, 120
entering work time, 118
inter-project dependencies, 31, 198
creating, 86
Inter-Project Dependencies, 23
ITIL, 24
Labor Hrs, 74
Late Dates, 29
late finish date, 205
late start date, 205
Location Code, 59
locations

adding, 56, 58
updating, 61
Main Menu, 34
managing resources, 139
MFO, 73
milestone
completing, 111
Milestone, 23
create, 81
milestones
defining, 81
modifying, 95
modifying
dependencies, 95
milestones, 95
tasks, 95
MSO, 73
My Last Submitted Project, 70
My Last Task, 79
new project
creating, 65, 208
notifications, 112
Notifications, 100, 112
opening a task record, 78
organization
defined, 222
Organization ID, 74
organizations
adding, 56, 59
manager and supervisor, 61
updating, 61
paperclip, 110
pending approval, 91
Pending Approval, 92, 96
people
adding, 56, 61
plan
defined, 222
Plan Dates, 29
Plan Finish Date
milestone, 82
task, 73
Plan Schedule, 28
Plan Start Date
milestone, 82
task, 73
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Planned Finish Date, 206
Planned Labor Hrs
milestone, 82
Planned Start Date, 206
planning a project, 65
PMA:Proposed Projects, 90
pools, 88
PPM connection with APM, 90
PPM project plans, 90
predecessor task, 83
Predecessor Task, 23
preparing a project for approval, 91
PRI
Time & Expense Tracking Form, 42
printing reports, 137
programs, 88
project
completing, 124
saving, 69
Project Approver, 27, 96
project comments, 25
project completion, 18
project details, 107
Project Details, 25, 124
project details diary
make an entry, 108
viewing, 109
project documentation
attaching, 110
project elements
defining, 67
Project Elements, 19
Project Finish Date, 29
Project Finish Date Schedule
Orientation, 205
project information
entering, 66
project life cycle, 13
Project Manager, 26
project manager 1D, 67
project notes, 25, 106, 107
Project Phases, 16
project plan, 207
approving, 96, 97
executing, 98
revising, 111

Project Plan
creating without a template, 208
multi-level, 208
Project Plan Finish Date, 68, 69
Project Plan Start Date, 68, 69
project record, 120
Project Record
original, 20
Project Roles, 26
project schedule, 31
Project Schedule, 21, 28
Project Schedule Orientation, 204
Project Schedules, 202
project start, 18
Project Start Date, 29
Project Start Date Schedule Orientation,
204
project status, 99
Project Status, 67, 124
Pending Approval, 91
Plan, 91
project toolbar, 70
projects
opening, 70
Projects Form, 66
proposed project, 90
proposed projects, 13
Query By Example, 6
rate
defined, 223
Rate
skill, 57
reassigning a task, 107
recalc
defined, 223
Recalc, 222
Refresh, 70
Remedy User Form, 62
re-planning a project, 94
replanning an approved project, 98
re-planning an approved project, 98
report
exporting data, 136
reports, 142
printing, 137
Reports, 49, 50
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Critical Path, 133
Group Task, 135
Manager Cost, 131
Not Finished, 133
Not Started, 134
Project Details, 131
Project Summary, 130
Project Variance, 133
running, 129
Summary, 131
User Task, 135
Work Time, 135
requesting task changes, 111
Required Resources Reqr. Form
opening, 185
Required Resources tab, 77
Reselect Approval, 92
resource availability, 139
resource charts, 139
Resource Management Chart, 140
resources
adding, 56
adding to APM, 63
assigning people to a task, 76
assigning to tasks, 214
defined, 223
viewing, 139
responsible organization, 67
defined, 223
Responsible Organization, 74
Responsible Organization, Task, 27
Review phase, 18
Risk, 68
role, 10
Roles, 26
Assigned Worker, 27
Project Approver, 27
Project Manager, 26
Sponsor, 26
Task Responsible Organization, 27
Task Responsible Party, 27
saving a new project, 69

Baseline, 28

Critical Path, 30, 31

Plan, 28
Project, 100
Task, 102-3

Work & Holiday, 21
Schedule Orientation, 29, 68, 69

schedules
task, 102

scope changes, 94, 109

Search
Advanced, 162
Security Group, 60

select an approval process, 67

selection lists, 138
Show RM Chart, 76
skill

adding, 56
Skill Code, 57
skills

adding, 56

updating, 61
slack, 75

defined, 203, 223
Slack, 21, 30
SNET, 73
Sponsor, 26
Start:Finish, 23
Start:Start, 23
status

dependency, 96
Status

Project, 22

Task, 25, 100
sub-milestones

creating, 82
Sub-Task, 20
sub-tasks

adding, 210
Sub-Tasks

creating, 79
summary task, 79

schedule defining the first, 208
re-planning, 28 defining the second, 209

Schedule defining the third, 209
Actual, 28 Summary Task, 20
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Summary Tasks
creating, 79
Target Date, 29
target task, 29, 69
defined, 223
Target Task, 73
target tasks, 73
task
attachments, 109
completing, 111
opening, 78
saving, 75
schedule, 76
task assignment
accepting, 103
task assignment notification, 103
task constraints, 31
task dependencies, 30
task details, 109
Task Details, 25
Task Details Field, 110
task duration, 31, 74
task name, 73
task notes, 107
Task Notifications, 69
Task Record, 21, 22, 75, 120
Task Responsible Organization
Reassigning, 107
Task Responsible Party, 27
default, 27
task schedules
viewing, 102
task status, 105
Task Status, 22
task status Complete, 111
Task Type, 20
tasks

adding, 71
assigning resources, 214
assigning resources to, 76
critical path, 90
modifying, 95
template, 71, 224
templates, 68
Templates, 24
time and expense tracking, 112
time and expenses
approving, 121
viewing, 121
Time Tracking Form
opening, 184
Time Unit, 68
timesheet, 113
toolbar, 79
tutorial
creating a project plan, 208
Use a Template, 68
User Form, 62
viewing Gantt charts, 212
viewing resources, 139
WBS, 19, 20, 73
defined, 224
Web Charting, 64
Work Breakdown Structure, 19
work time
entering, 112
Work Time, 100, 106, 112
Entry, 118
project closed, 124
Worker Assignments Form
opening, 187
working phase
starting, 102
Working Phase, 98, 100, 112
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