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All about the project

The 4th module enables the same information to be entered and managed on every level within a project. Thus,
projects can be nested. The "Level" allows each project node type to be specified (subproject, phase, work package,
etc.)

The benefit: Projects of any size, depth or width can be structured. The diagram below illustrates how individual
project nodes can be arranged in relation to each other.

Project Node

Project

Project Node

Project Node

Subproject

Project Node |4 8 Project Node Project Node Project Node Project Node

Work Package Work Package Subproject Milestone Subproject

Project Node Project Node

Work Package Work Package

Individual levels within a project are labeled consecutively as project nodes. A lot of information within the project
structure is automatically passed from the top (main node) to the project nodes beneath (e.g. ‘assigned account’).
Other information, such as man-days entered or costs accrued, is automatically passed on by lower project nodes to
nodes above, and tallied in the process where appropriate.

1 Project information
Below is an overview of project information which is stored in the system. They depend on the roles selected. A
project manager can see more information than an employee who simply reports back time.

Information in a project’s data fields and selected project nodes are subdivided into the following areas:

= General: General information on the project.

= Duration: Time-related information in the project.

=  Work: All information pertaining to man-days in the project.

= Costs: All information pertaining to monetary costs in the project

= Budget: The calculated budget for the project.

= Sales: Information pertaining to man-days described to the customer.

= Revenue: Automatically calculated information regarding the project revenue.

= Description & Notes: Information on project content, task, goal and more detailed notes.
=  Settings: Settings and values pertaining to the project.

Note: Some fields cannot be filled in as they are automatically filled in by the system. These fields are filled gray
and the user cannot edit them.

Note: Please be aware, that — when using the template functionality - creating project nodes with field level security
fields is only possible if the user has write permissions.
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1.1  Project history

Project
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The charts in the upper area of the project form show the project's historical development of the “Budget”, “Cost”,
“Revenue” and “Work” values. The standard values are set to “"Budget” and “Costs”. However, you can easily switch
to other values (“"Revenue” or “Work”) by clicking on the drop down arrow, beside the header. The values can be
also modified or added with Dynamics CRM customizable standard chart technology.

The values used for these charts are saved in the “Project Journal” entity and are recorded through the “Create
Journal Entry” workflow. Find more on “Project Journal” configurations in section “Additional configurations and
customizations”.
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1.2 General

1.2.1 External information

External Information

Title (Customer) |

Customer ™ j Progress {auto) I

Title (Customer): The title of the project node, also used for external parties and customer.
Customer: The company or customer representing the sponsor of the project. The customer is
also used to determine whether it is an internal or external project. Please refer to section
“Additional configurations and customizations” for more details.

Progress (auto): The progress or degree of project completion in %. The field can be filled in
manually or automatically. The choice between automatic calculation and manual entry is made
under the project’s settings. For automatic calculation, the value is calculated by dividing the
project node’s entered man-days by the projected ones.

1.2.2 Internal information

Internal Information

Title {Internal) *

Owner * g Paul Morrison

Parent Project
Part

Divisicn

Ident Mumber I Status Reason |F'Ianning
G Level |F'roject Billing |
0g Priority | Risk |
@ Casification | Code

Title (Internal): The title of the project node used mainly for internal communication within the
project or subproject. This can correspond with the Title (Customer), but can also contain only the
project’s cost center number, for example. Note: This title is used for all lookup fields and views
within the project’s structure. Make this title as unique as possible (e.g. containing customer +
project).

Ident Number: Unique consecutive numbering of all project nodes.

Status Reason: The status reason "Planning", "Processing" and "Template in Progress" are
available for an active project status. The status reasons "Completed"”, "Cancelled", "Interrupted”,
"Template Draft", and "Template Approved" are available for an inactive project status. Information
on creating and completing projects can be found in Sections “Project creation” and “Project
completion”.

Owner: User within the organization who is responsible for this project node. This person is usually
the project manager.

Level: The type of project node is defined with the level. Please refer to Section “Project creation
for more information on using levels.

Billing: Define here if the project node can be billed and whether billing is then by fixed price, time
& material or both (when there are other project nodes below this one that are billed partly by
fixed price and partly by time and material, for e.g.)

Parent Project Part: Specifies if there is another project part above the project node selected,
and if so, how it is called.

Priority: Here, you can select if the project node should have prioritized handling and if yes,
whether the priority is low, medium or high.

Risk: Select if it is a risk project and whether the risk must be assessed as high, medium or low.
Division: This lookup enables you to assign the project part to a company division or department.

”

The company division and departments correspond with the structure of your organization, as
stored in Microsoft CRM.

Classification: The classification is used for additional, individual project classifications within your
organization. In the provided configuration, this pick list is only filled in with a default value. You
are able to fill in this pick list with any additional values, or change the default value, by customizing
Microsoft CRM. You can use your individual classifications in many places within the project
organization.

Code: Assign an optional, self-defined, flag for every project node. For example, this can e.g.
contain parts of project numbers, customer numbers, priority (etc.)
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Tip: For the internal title of a project, use a title which your project members can also clearly identify. This simplifies
time entry for your project team.

1.3 Duration
Duration

Real Start

Start projected

1.4 Work

li ([ Last Activity I v Fixed Date C Yes @ No
I & v End projected I iR

Real Start: This date field is automatically filled in by CRM-Project, as soon as the first activity
(chronologically) of the project is completed. The due date of the completed activity is used as the
value.

Last Activity: This date field is always updated automatically by CRM-Project, as soon as a project
activity is completed. The due date of the completed activity is used as a value. So you always
know when was the last time worked on the project.

Fixed Date: This setting enables planned date values to be fixed; meaning they can no longer be
changed. For example, fixed date events (such as exhibitions) can be marked, simplifying planning
in functions where drag-and-drop is used.

Start projected: This field is used to specify the projected duration of a project. It defines the
start time of the project or the selected project node.

End projected: This date field is used to specify the projected duration of a project. It defines the
end time of the project or the selected project node.

1.4.1 Actual vs. Projected

4 Work
Actual vs. Projected

Actual MD (Z)

MD Projected ()

Actual MD Actual MD
(Level) (inherited)
MD Prajected MD Projected
(Level) (inherited)

Actual MD (Z): The value in this field is calculated by the system. This field shows all work (in
man-days) for the relevant project part, including the project parts underneath. Looking at the
topmost part of a project: this field displays the total work performed, so far, in the project. As
soon as a team member completes an activity within this project node, or an underneath one, the
work time specified in the activity is added to the value existing there by CRM-Project.

Actual MD (Level): The value in this field is calculated by the system. Summed up in this field is
work which is directly entered for the project node currently being displayed. As soon as a team
member completes an activity within this project node, the work time specified in the activity is
added to the value existing there by CRM-Project. The sum of this field (Actual MD (Level)) and
field Actual MD (inherited) gives the value for field Actual MD (%).

Actual MD (inherited): The value in this field is calculated by the system. This field displays all
work (in man-days) for all project parts underneath the current project part. The difference of the
values in Actual MD (%) and Actual MD (inherited) is the work entered for the project element
being viewed; this is shown in the Actual MD (Level) field. Actual MD (inherited) is also
automatically updated by CRM-Project, as soon as activities are entered for project nodes below
the project node currently selected.

MD Projected (X): The value in this field is calculated by the system. This field is the sum of fields
MD Projected (Level) and MD Projected (inherited). The value (therefore) represents the sum
of projected number of man-days for this and all project nodes underneath.
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= MD Projected (Level): This field is used to plan the man-days expected as work for the project
node currently selected. Values MD Projected (X) and MD Projected (inherited) are only
controlled by this field.

= MD Projected (inherited): The value in this field is calculated by the system. This field sums up
the projected work, in man-days, from the lower-level project elements.

1.4.2 Pending
Pending

Pending MD (Z) Pending MD Pending MD
(Level) {inherited)

Note: Values in the "Pending” fields are only calculated if the “"Forecast Calculation” field option under “"Settings” is
"By Activities”.

. Pending MD (X): The value in this field is calculated by the system. This field shows all projected
work (in man-days) for the relevant project part, including the project parts underneath. Looking
at the topmost area of a project, this field shows the total work projected in the project. As soon
as any personnel-related activity has been planned, for this project node or one underneath, the
work time specified in the “"Duration” field of the activity is added to the value available there by
CRM-Project.

= Pending MD (Level): The value in this field is calculated by the system. Summed up in this field
is work directly projected for the project node currently being displayed. As soon as any personnel-
related activity has been planned for this project node, the work time specified in the “Duration”
field of the activity is added to the value available there by CRM-Project. The sum of this field
(Pending MD (Level)) and field Pending MD (Inherited) provides the value for field Pending
MD ().

= Pending MD (Inherited): The value in this field is calculated by the system. This field displays
all projected work (in man-days) for all project parts underneath the project part being viewed.
The difference between Pending MD (%) and Pending MD (Inherited) is the projected work for
the project element being viewed, and is in field Pending MD (Level). Pending MD (Inherited)
is also automatically updated by CRM-Project, as soon as activities are scheduled for project nodes
below the project node currently selected.

Note: Recalculating a field’s value from hours to man days is based on the setting ,Hours per Man Day'; See section
“"Licenses and authorization” for more details.

1.4.3 Original Values
Original Values

MD Projected (Z) MD Projected Approved by :ﬂ
(Level)

= MD Projected (Z): This field stores the total number of originally scheduled man-days. The value
is automatically set, as soon as the project status reason is changed from "Planning" to
"Processing".

= MD Projected (Level): This field stores the number of man-days originally scheduled in the
project node currently selected. The value is automatically set, as soon as the project state reason
is changed from "Planning" to "Processing".

= Approved by: A digital signature can be used for approving projected work (MD projected). Only
the current user can perform this function. This prevents unauthorized approvals and can also be
applied to project planning and controlling processes.

Tip: The MD Projected and MD Projected-Inherited original values are there to provide a comparison of projected
and actual values, over the course of the project, in standard CRM list views. Additionally, it's possible to track the
original values of project values by using the Microsoft CRM auditing function.

Tip: You can also use the digital signature in the "Approved by” field for different purposes and approvals through
simple customizations. Please refer to the Microsoft CRM User Manual for more information.
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1.5 Costs
4 Costs
Details

Personnel costs  §

(2]

Material costs 5
3]

Travel costs ) §

Total

LA

Costs (I)

1.5.1 Details

L
LA

Personnel costs Personnel costs
(Level) {inherited)

[
L

Material costs Material costs

(Level) {inherited)
Travel costs ] Travel costs 5
(Level) {inherited)
Costs (Level) 5 Costs (inherited) $

Personnel Costs (): The value in this field is calculated by the system. This field is the sum of
the Personnel Costs (Level) and Personnel Costs (Inherited) fields. The value (therefore)
represents the sum of all accrued personnel-related costs in the project and all project nodes
underneath.

Personnel Costs (Level): The value in this field is calculated by the system. Displayed in this
field are the personnel-related costs accrued in the project node being viewed (with no nodes
underneath).

Personnel Costs (Inherited): The value in this field is calculated by the system. This field
displays the personnel-related costs accrued in all project parts beneath the node selected.

Note: Personnel Costs contain personnel-related costs occurring from time entries in the project. For more details
see section "Time and work entry”.

Material Costs (X): The value in this field is calculated by the system. This field is the sum of the
Material Costs (Level) and Material Costs (Inherited) fields. The value (therefore) represents
the sum of all material costs currently accrued for this and all project nodes underneath.
Material Costs (Level): The value in this field is calculated by the system. Displayed in this field
are the material costs accrued for the project node being viewed (with no nodes underneath).
Material Costs (Inherited): The value in this field is calculated by the system. This field displays
the material costs of all the project parts beneath the node selected.

Note: Material Costs contain material-related costs occurring from “Material Usage” and "Resource Usage” (see
section "Time and work entry”) activity type project entries.

Travel Costs (): The value in this field is calculated by the system. This field is the sum of the
Travel Costs (Level) and Travel Costs (Inherited) fields. The value (therefore) represents the
sum of all travel costs currently accrued for this and all project nodes underneath.

Travel Costs (Level): The value in this field is calculated by the system. Displayed in this field
are travel costs accrued for the project node being viewed (with no nodes underneath).

Actual Costs (Inherited): The value in this field is calculated by the system. This field displays
the travel costs of all project parts beneath the node selected.

Note: Travel Costs contain travel-related costs, occurring from time entries in travel activities and receipts. For more

details see section “Travel management”.

1.5.2 Total

Costs (X): The value in this field is calculated by the system. This field is the sum of the Costs
(Level) and Costs (Inherited) fields. The value (therefore) represents the sum of all costs
currently accrued for this and all project nodes underneath.

Costs (Level): The value in this field is calculated by the system. Displayed in this field are the
total costs accrued for the project node viewed (with no nodes underneath).

Costs (Inherited): The value in this field is calculated by the system. This field displays the total
costs of all project parts beneath the node selected.
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1.6 Budget

1.6.1 Planning

¥ |

Budget
Planning
Budget (I} s Budget (Level) 5 Budget (inherited) 3
Budget $ Budget % Budget Personnel $
Personnel Cost Personnel Cost Cost {inherited)
@ [Level)
Total Budget (I) § Total Budget 5 Total Budget 3

{Level) {inherited)

. Budget (X): The value in this field is calculated by the system. This field shows the projected
budget for the relevant project node (from field "Budget (Level)"), including the budget of project
nodes underneath.

= Budget (Level): Entered in this field is the projected budget for the project node currently being
displayed. The value can only be entered/changed while the project state is "Planning". Together,
fields Budget (Level) and Budget (Inherited) provide the value for the Budget () field.

. Budget (Inherited): The value in this field is calculated by the system. This field displays the
entire budget for all project nodes that are beneath the project part currently being displayed.

= Budget Personnel Cost (2): The value in this field is calculated by the system if the use of
personnel costs in the budget is selected under settings. This field shows the entire budget for
personnel costs, for the respective project node, including the project nodes underneath.

= Budget Personnel Cost (Level): The value in this field is calculated by the system if the use of
personnel costs in the budget is selected under settings. This field shows the budget of the project
node currently being shown. The value is calculated automatically from the resources entered in
the resource planner. Please see section “Structuring projects” for more details.

. Budget Personnel Cost (Inherited): The value in this field is calculated by the system if, under
Settings, the use of personnel costs in the budget is selected. This field displays the entire personnel
cost budget for those project nodes that are beneath the project node currently being shown.

= Total Budget (X): The value in this field is calculated by the system. This field is the sum of values
Budget (2) and Budget Personnel Cost (X). The value hence corresponds to the entire budget
that is available for the project, including all project nodes underneath.

= Total Budget (Level): The value in this field is calculated by the system. This field is the sum of
values Budget (Level) and Budget Personnel Cost (Level). The value hence corresponds to
the total budget that is available for the project node currently selected.

= Total Budget (Inherited): The value in this field is calculated by the system. This field is the sum
of values Budget (Inherited) and Budget Personnel Cost (Inherited). The value thus
corresponds to the sum of the budgets that are provided from the project nodes, below the project
node currently selected.

Tip: Within the budget, i.e. the projected costs of the project, you have the choice whether or not to work with the
separate disclosure of personnel costs. The "Budget Personnel Cost ..." fields are then either required or not. If
you work without the separate disclosure of personnel costs, the same values are displayed in fields "Budget ..."
(line 1) and "Total Budget..." (line 3). Please refer to section "Structuring projects” for more details on budgeting.

1.6.2 Original Values

Original Values

Budget Sum (&) § Budget Sum %
{Level)
= Budget Sum (X): This field stores the total of the budget originally scheduled. The value is
automatically calculated as soon as the project status reason is changed from "Planning" to
"Processing".
= Budget Sum (Level): Stored in this field is the budget originally projected in the project node
currently selected. The value is automatically set as soon as the project status reason is changed
from "Planning"” to "Processing".
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Tip: These two original values are there to provide a comparison of projected and actual values over the course of
the project in standard CRM list views. In addition, the storing of any project values is possible with the Auditing
function of Microsoft CRM. Please refer to the Microsoft CRM User Manual for more information.

1.7 Sales
MD sold

MD Sold (Z)

1.8 Revenue

4 Revenu

1]

Projected
Revenue
projected ()
Achieved
Revenue
achieved (3}
Invoiced

Revenue
invoiced (¥}

I MD sold (Level) I MD Sold (Inherited) I

MD sold (X): The value in this field is calculated by the system. This field shows the total man-
days sold for the current project node and the project nodes underneath.

MD Sold (Level): The sold man-days for the current project node can be kept in this field. Values
MD Sold (%) and MD Sold (Inherited) are only controlled by this field.

MD Sold (Inherited): The value in this field is calculated by the system. This field totals the sold
man-days of all project nodes lying below the selected node.

Revenue 5 Revenue projected §
projected (Level) (inherited)
Revenue 5 Revenue achieved 5
achieved (Level} (inherited)
Revenue g Revenue invoiced 5
invoiced (Level) (inherited)

1.8.1 Projected

Revenue projected (X): The value in this field is calculated by the system. This field shows the
total amount of projected revenue, calculated through scheduled activities/work and prices of the
order products, for the current project node and the project nodes underneath.

Revenue projected (Level): The value in this field is calculated by the system. This field shows
the total amount of projected revenue, calculated through scheduled activities/work and prices of
the order products, for current project node (not including nodes underneath)

Revenue projected (Inherited): The value in this field is calculated by the system. This field
contains the amount of projected revenue, calculated through scheduled activities/work and prices
of the order products, for all project nodes lying below the selected node.

Note: There are different ways to calculate the values in the “"Revenue Projected” fields. Use the “Forecast
Calculation” setting to activate or define the required mode. For more details see section "All about the project”.

1.8.2 Achieved

Revenue achieved (Z): The value in this field is calculated by the system. This field shows the
total amount of the achieved revenue, calculated through completed activities/work and prices of
the order products, for the current project node and the project nodes underneath.

Revenue achieved (Level): The value in this field is calculated by the system. This field shows
the total amount of achieved revenue, calculated through completed activities/work and prices of
the order products, for the current project node (not including nodes underneath).

Revenue achieved (Inherited): The value in this field is calculated by the system. This field
contains the amount of achieved revenue, calculated through completed activities/work and prices
of the order products, for all project nodes lying below the selected node.
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1.8.3 Invoiced

Revenue invoiced (Z): The value in this field is calculated by the system. This field shows the
total amount of invoiced revenue, calculated through billed activities/work and prices of the order
products, for current project node and the project nodes underneath.

Revenue invoiced (Level): The value in this field is calculated by the system. This field shows
the total amount of invoiced revenue, calculated through billed activities/work and prices of the
order products, for the current project node (not including nodes underneath).

Revenue invoiced (Inherited): The value in this field is calculated by the system. This field
contains the amount of invoiced revenue, calculated through billed activities/work and prices of the
order products, for all project nodes lying below the selected node.

Note: The value in this field is not updated automatically. This field is only updated when the project is recalculated.
The "Calculate" function is available for this on the ribbon bar, for every project.

1.9 Description & Notes

1.9.1 Description
This text field can be used for descriptions of project content, task and goal pursued.

1.9.2 Notes
This area can be used for standard Microsoft CRM notes. Notes can also be used for keeping documents and

attachments.

Tip: For keeping documents within the project, we recommend using document management integration of Microsoft
CRM with Microsoft Sharepoint.

1.10 Settings

4 Settings

Automation & Controlling

Inherit
responsibility

@ Yes O Mo Calculate @ Yes O MNo Consider HR Budget O Yes @ Mo

Progress
automaticalty

Forecast
Calculation

Monetarily
Currency
Further Entities

Opportunity

Off Last manually 0w | Last journal entry v
by Activities k calculated on ' ) created on ) )
by Planning Table
&3 Us Dollar jjl

e

1.10.1 Automation & Controlling

~Inherit responsibility”: You are able to choose whether the responsibility is inherited or not
after changes for a project node. The default standard is ‘Yes'.

~Calculate Progress automatically”: Use this setting to specify whether the project progress is
automatically filled as a percentage (see field "Progress") by the system or whether the information
is entered manually by the person in charge of the project.

~Consider HR Budget”: This setting is only available on the topmost level of every project. You
can use this button to control whether the budgets entered manually are used to calculate
budgeting or whether the scheduled resources are included in budgeting via the cost rates kept
there. Please refer to section “Structuring projects” for more on the topic of budgeting.
"Forecast Calculation”: Revenue can be calculated depending on the option in this field (see
section “All about the project”). Use the "By Activities” option to calculate revenue based on
activities scheduled for project nodes. In this case, projected, but still open activities are
represented as "Pending MDs"” (see section “All about the project”). When using the "By Planning
Table” option, work assigned to the project members via Planning Table is considered. If you don't
want to calculate revenue at all, set the option to “Off”.
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=  "“Last manually calculated on”. The date and time of the last manual calculation (by button
“Calculate” on the ribbon bar) is set in this field. This field can also be used as a trigger for individual
calculation.

= "Last journal entry created on”. The date and time of the last project journal entry’s creation
is saved in this field (see section “All about the project” to learn more about it).

1.10.2 Monetarily
Specify here the currency valid for the project.

1.10.3 Further entities
A sales opportunity can be assigned to a project here to support, early on, (with the project structure) projects that
are still in pre-sales.

2 Activities pane

Related

4 Activities
B} Activities
[& Closed Activities
%1 Documents
= Travels
@ Project Goals
@ Receipts
ﬂ Cases

4 Planning
) Work Breakdown Stru...
(&) Gantt
' Planning Table
B Resource Usage
8 Team Members
Connections

4 Settlement
Orders
% Billing
% Timesheets

I> Controlling

[ Processes
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2.1 Activities

The window below depicts all available activities which are assigned to the project node.
<] Task
\ﬁ Fax
:y Phone Call
b4 E-mail
[2 Letter
_:3 Appointment
i Service Activity
r_}% Campaign Response
LE Recurring Appointment
a Material Usage
[_i Rendered Service

1
=] Resource Usage

Additional views and filters are available in the Gantt chart and Work Breakdown Structure (WBS) to provide an
overview of all activities within the whole project structure (not only those of the project node currently selected).

2.2 Closed activities

In this area are all closed activities assigned to the currently selected project node are to be found. Views and filters
are available in the Gantt chart and the WBS to provide an overview of all activities within the whole project structure.

2.3 Documents (if Share Point has been integrated beforehand)
Information about Share Point added documents can be found in this area.

2.4 Travel

Here, all travels related to the currently selected project node can be found. Views and filters are available in the
Gantt chart and WBS to provide an overview of all travels within the whole project structure.

2.5 Receipts
The Receipts area provides you with direct access to the receipts created for travels pertaining to this project node.
Views and filters are available in the Gantt chart and WBS to provide an overview of all receipts within the whole
project structure.

2.6 Cases

The Cases area enables you to see whether (and if yes) which cases are assigned to this project node. This enables
the user to collect service cases pertaining to a particular work areain a project or subproject.
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3 Planning pane

3.1 Work Breakdown Structure (WBS)
The Gantt chart and the WBS are the two ways to structure a new project and to edit and monitor an existing one.

== Project
I—; iOne CRM Implementation New York

Fiter| v | Actvities| v | Completed| | Connections|/| Automatic| | View 2] @ o0] 385 a2
Title E‘ﬁg’i‘:ﬁc}t“ MD Projected (£)  Actual MD (Z)  MD Sold (Level)  Classification  Code  Priority  Risk

| 1|k= F__ iOne CRM Implementation New York 68.00 76.00 13.06 Default Value High Low Q
[t 2 =] [=_| iOne CRM Phase Analysis 8.00 3.00 5.75 Q
1] | 3 | =] iOne CRM Analysis Processes 5.00 4.50 Q
[ 4 | = ione CRM Analysis Infrastructure 2.00 1.25 O
|| 3 [+ [:] idne CRM Phase Concept 20.00 6.81 O
[ 6 [ [#]i0ne CRM Milestone
9] 7 #| [—| iOne CRM Phase Realisation 20.00 20.00
=) 8 [#[—|iGne CRM Phase Rollout 20.00

3.11  ,,Complete” button

With the "Complete" button (in the project tree), several work packages can be simultaneously marked as complete.
If an open activity is still present in a project node, the node cannot be marked as complete. You will be prompted
with an error message. To complete a project node, make sure to mark all activities and task within the node as
complete.

3.1.2 Filter

The filter is available in the Work Breakdown Structure, the project-related Gantt chart and the company-wide Gantt
chart, and filters the elements shown using the Classification attribute (see section “All about the project” for details
on the attribute). The filter "Mainnodes only" option is only available in the company-wide Gantt chart because
there is only ever one main node in the project-related Gantt chart.

Any number of classification values can be included/excluded. Filtering pertains by default to all nodes in the project
structure displayed.

Alternatively, all elements of the project structure can be shown. A gray background denotes elements not meeting
the criteria. Electively, the option "Display only filtered elements" can be selected; then all elements not matching
the classification are hidden from view. For this, the structure of the project in this view is converted to a list.

ﬁlter:[i v | Activities: v | V] Hide completed

ie Classification: >
2\,3;”6( Che - bld |
E . ‘
i Filter ‘
[/] Default value Mainnodes only |

. (+) All nodes

[/] Internal IT Project

|| Internal Organisation View

+) Display all elements

_) Display only filtered elements
(list view)

3.1.3 Activities
The Activities drop-down menu enables you to display activities, travels and vouchers within the project structure.
The following filters are available:

= None (default): No activities are shown and only project nodes are displayed.

= Al activities: All activities; travel and receipts for the respective project elements are displayed
(completed and open).

= All open: All open activities, i.e. all incomplete elements, are displayed.

. My activities: All activities; travel and receipts for the user currently logged into the project are
displayed (completed and open).

= My open: All pending resource activities (status is "active") of the current user are displayed in
the project structure.
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3.1.4 Hide completed

"Hide completed" pertains to project nodes within the Work Breakdown Structure or Gantt chart. The tick is set by
default and all project nodes already complete are hidden from view for the sake of clarity. Unchecking the option
shows the project nodes completed.

3.1.5 Automatic Mode

Automatic mode makes available various automations that simplify and accelerate scheduling with the Gantt chart.
Please refer to Section “All about the project” for more details.

Tip: You can also show the Gantt function in the WBS by using the mouse to drag the vertical divider from the right-
hand border to the left.

3.1.6 View
View is used to increase or decrease the scale of the time line in the Gantt chart. Please refer to Section Ofor more
details.

3.1.7 Columns of the Work Breakdown Structure

Start

End i MD Projected  MD projected
(projected) (projected)

e (Level) (inhesited)

Duration  Predecessors  Level  Owner Status Code MD Projected ()  Actual MD (2) MD Sold (Level)  Classification

. Line number: Automatic numbering of lines shown. Clicking a line number opens the selected
element in a new window.

= Title: Represents the "internal title" of the relevant project node or the title of the relevant activity,
travel or receipt.

= Start (projected) and End (projected): The projected start and end dates of the relevant
element. For activity types relating only to a day (such as tasks), the due date is displayed in both
the start and end date.

=  Duration: The duration (in calendar days) is calculated as end date less start date.

= Predecessors: The Predecessors column enables you to define one or more project nodes as
predecessors for the project node selected. Different types of relationships are possible.

= Level: Represents the level defined in the project and allows a change of level via a drop down
menu.

= Owner: Represents the owner of the relevant project node. This selection can also be changed via
the field. Only users who are enabled for project management are shown in this list.

= Status Code: The state reason of the project node.

. MD Projected (Level): Represents the man-days projected for the respective project node. You
can enter changes directly

= MD Projected (Inherited), MD Projected (%), Actual MD (%): Project form information
calculated by the system (shown read-only).

= MD Sold (Level): Information from the same-named field in the project form with the possibility
of changing it directly.

= Classification: Shows the project classification with the ability to change it.

=  Priority: Shows the selected value from the project form with the ability to change it.

= Risk: Shows the selected value from the project form with the ability to change it.

3.1.8 Functions of the Work Breakdown Structure
The following functions are available within the tabular view of the Work Breakdown Structure.

3.1.8.1 Shortcuts located in the keyboard

The following key shortcuts are available inside the table to help you work faster:
= "F2": Edits the cell selected
=  "Esc": Exits editing mode without saving changes
= "Tab" or "Enter" Saves the field content

3.1.8.2 Creating project nodes
New project nodes and activities can be created from a context menu or by keyboard shortcut. Pressing the right-
hand mouse button in the table view enables access to the context menu.
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Filter * | Activities = | Completed 51 = Program

Project
Title .
Subproject

L] 1 [#/ [=] iOne CRM Implementation New '

[ ] [

Phase

L

Add node 3 Work Package

Add sub node »
7% Remove row

"

Milestone

Task

Fax

Phone Call
Email

Letter
Appointment

GO0 E [

i

Service Activity

Rendered Service

2 ¥

Resourceusage
Ej Materialusage
€7 Voucher

The following items can be added using the context menu:

= Activity: task, fax, phone call, email, letter, appointment, service activity, rendered service,
resource usage, material usage
. Project node: program, project, subproject, phase, activity package, milestone.

The following items can be added with a shortcut:

= Add row (shortcut: "Ins"): Inserts another project node of the same level underneath the row selected.
=  Add sub row (shortcut: "Shift" + "Ins"):
Inserts another project node of the level below the row selected.

3.1.8.3 Removing project nodes
Existing project nodes can also be removed from the context menu (Remove row) or with a shortcut ("Del").

Note: Please remember that removing a project node also irreversibly deletes all project nodes below and all related
activities and information. If you only want to delete a single project node and preserve the structure underneath,
we recommend "relocating" the lower-level nodes beforehand. Please refer to section “Structuring projects” for more
information.

3.2 Gantt

In addition to the functions of the Work Breakdown Structure, the Gantt link provides a Gantt chart with other
functions for project creation and organization.

Tip: General information on viewing projects within a Gantt chart is available in the relevant project management
literature.
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——| Project Projects ME AR

= iOne CRM Implementation New York

o

| Filter| ~ | Activities| v | Completed[ | Connections[v| Automatic| | View [7] [31] 90 &

2011
Title

May June July
L] 1|E iOne CRM Implementation New York I ————S——y
AL 2 [ [ ione CRM Phase Analysis
(AL 3 E iOne CRM Analysis Processes S
& | 4 E iOne CRM Analysis Infrastructure
(] 5 EI iOne CRM Phase Concept
[} 6 E iOne CRM Milestone
&l 7 [ [ ione CRM Phase Realisation I
)| 3 [=] ione CRM Infrastructure Adapt
I} 9 E iOne CRM Integration & Interfaces
=] 10 [=] ione CRM Customizing &... 1
] 11 [~ ione CRM Phase Rollout
3.3 View

3.3.1 Symbols
The following symbols are available for project nodes with the following settings for the level:

Project / Program / Phase / Undefined (bracket)
JE—

Subproject / Work package (bar)
D

Milestone (diamond)

4

For activities, travel and receipts, points are displayed on the relevant date in the Gantt chart.

Red arrows denote predecessor and successor relationships in the Gantt chart.

For project nodes with level setting Project, Program, Subproject, Phase and Work Package, project progress,
the degree of completion is shown additionally in the Gantt chart with a line inside the relevant Gantt bar.

Information from the "Progress" field of the relevant project node is used as value.

A red exclamation mark after the relevant bar in the diagram signals when a project has been completed by more
than 100%.

Note: Completion by more than 100% can occur when the project progress is calculated automatically by the system,
and already more man-days have been entered for the project than originally projected.

3.3.2 Colors
The objects on the Gantt chart (project parts, milestones, activities) are displayed in different colors depending on
their status:

. Blue = active, in processing

= Qrange = active, in planning

= Green = inactive, complete

=  Grey = inactive, cancelled or interrupted
= Violet = template
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3.4

3.41

Functions

Filter

See “All about the project”

3.4.2

Activities

See “All about the project”

3.4.3 Hide completed
See “All about the project”

3.4.4 Automatic Mode

Automatic Mode makes available various automations that simplify and accelerate scheduling with the Gantt chart.
Behavior with Automatic Mode enabled and disabled is explained below for improved understanding.

Note: The effects described below only pertain to project nodes whose start and end dates are not marked as "Fixed
Dates". Fixed elements are not moved or aligned with Automatic Mode.

3441

3.4.4.2

Changes of higher-level and lower-level elements with Automatic Mode disabled
Inner limitations for higher-level nodes:

If a node to be moved or changed has lower-level elements, the higher-level nodes can only be moved
within the time range of the lower-level elements. It is not possible to set a Start date later or an End
date earlier than defined by the lower-level nodes.

QOuter limitation for lower-level elements

Start and End dates of a bar or bracket can only be moved within the time period of the enclosing
brackets (higher-level project node). This also applies to changes in the table on the left-hand side of
the Gantt view.

Changes of higher-level and lower-level elements with Automatic Mode enabled
Automatic alignment of higher-level project nodes:

The consequence of moving or changing a date value of a lower-level node is that the higher-level nodes
are automatically given the Start date of the earliest, or the End date of the latest lower-level node.

Automatic alignment of lower-level project nodes
Moving a higher-level node has the following effect on lower-level elements:

o Moving the higher-level element also moves all lower-level nodes, or instantly connected
nodes (successor nodes) within the same time period.

o Aligning the start or end date of the higher-level element moves the start or end date
values of elements underneath or connected (successor elements), if they would
otherwise lie outside the new range. The duration of the lower-level element is not
changed however.

o Increasing the time span of the higher-level element has no effect on the nodes
underneath.

Tip: For activities, whose due date (after a change), is no longer within the time period of the project node, the due
date in Automatic Mode is set to date value "End (Projected)" of the project node belonging to the task.

Activities without a due date are ignored in this automation. Also, this alignment is only run for active tasks. Tasks

already closed or completed remain unchanged.

345 View
View is used to increase or decrease the scale of the time line in the Gantt chart. The following selection options are

available:

=  Weekly View ]
= Monthly View &1
= Quarterly View 90
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= Yearly View e

346 Drag &drop
Drag & drop can be used to move the individual brackets and bars of the Gantt chart along the time axis. Also, the
start and end can be changed in the chart by moving the start and end of the bar.

Note: The possible movement range is based on the relevant settings of the Automatic Mode.

In addition, all elements in the Gantt or structure plan, from small tasks to all parts of the project, are arranged
using drag and drop; this enables a new arrangement within the structure. More information on this topic can be
reviewed in Section “Structuring projects”.

3.5 Planning table

The planning table is used to assign resources to the scheduled nodes within the project. This means assignment is
possible up to the "Work Package" detailing level. The CRM activities are available within the project nodes for more
detailed planning.

—— Project Projects -

= iOne CRM Implementation New York

¢ Header/ Legend 2
Title (S;f;m) F::ljected) - (AL‘::U"::)MD ML[;‘VI::;:jected Work Assigned James Collins  Paul Morrison Steven Clark EJ

1 [= iOne CRM Implementation New York 5/8/2011 819/2011 1.25 10.00 10.00 +* 8.00

2 [2 iOne CRM Phase Analysis 5/8/2011 5/27/2011 0.00 2.00 2.00

3 iOne CRM Analysis Processes 5/9/2011 5/13/2011 4.50 6.00 6.00 |« 5,00

4 iOne CRM Analysis Infrastructure 5172011 5/27/2011 1.25 2.00 2.00 |

5 iOne CRM Phase Concept 50302011  6/10/2011 8.25 22.00 22,00 |+ 6.00 8.00 .00

6 iOne CRM Milestone 6/11/2011 6/11/2011 ||| 0.00 0.00 0.00

7 [ iOne CRM Phase Realisation 6/13/2011  7/8/2011 0.00 2.00 2.00

3 iOne CRM Infrastructure Adapt 6/20/2011 712011 0.00 .00 6.00 |+

3 iOne CRM Integration & Interfaces 7/4/2011 7/8/2011 0.00 4.00 4.00 |+
10 iOne CRM Customizing & Development | 7/4/2011 7i12§2011 0.00 7.00 7.00 |+
11 iOne CRM Phase Rollout 7112011 B/18/2011 0.00 20.00 20,00 |+

12 = = t 15.25 81.00 81.00 6.00 16.00 14.00

41 J | 4l | Lo
(») i . . June 2011
1) :::2 :: :::Tf o name o istonad B densy 1023456789 10(11]12|13]14]1516|17|1819|20 |21 |22|23 24 |25|26|27 |28
(_) Services ) ﬁ' %% %% %% -
() Business Units James Collins 6.00 | %% | | | %% %% %:
0 o 7 () s

Honag US Consulting 3 — —

] James Collins I paut torrison 16.00 h

|| Patrisha Anderson 0

|| Paul Morrison g9

|| Peter Moore : Sean Davis 7.00 h

b 4 4| ] SRR

The planning table is made up of various areas that are based on each another.
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% Project Projects v| L | ¥ \
iOne CRM Implementation New York

O Header / Legend e ?

Area 1: WBS Area 3: Work Allocation

Area 2:
Resource Area 4-Utrirzatron
Selection

Area 1: Work Breakdown Structure
Area 2: Resource Selection

Area 3: Work Allocation

Area 4: Utilization

Area 1 provides access to all the nodes of a project. Resource assignment is on a per-node basis (i.e. per row). The
required project node must be selected first.

Resources are then, for this node, assigned in area 2. You can decide whether you wish to assign defined users
and/or service types. When assigning work, employees can be selected through options related "Services" or
"Business Unit", when planning criteria.

After selection of the required resources by checking the checkboxes, Area 3 is used to allocate the work. The "MD
Projected (Level)" column provides information on the amount of work scheduled for the project node. By
activating the setting “Actual MD"” (in the legend) for each team member the “actual time entries” will be shown
beside the planned time. The "Work Assigned" column automatically shows the total of man-days already distributed.
To the right are all the selected resources in columns. The assigned and actual work for every resource can be viewed
under each team member. Please refer to section “All about the project” for more information.

Linking man-days to the pre-selected resources displays these resources and their respective project utilization in
Area 4 below the work allocation.

Note: The resource preview in Area 4 can be deactivated by the user. This allows faster planning, especially when
you are working on big projects with many lines. Use the option "Display Resource Utilization” in the header for
activating or deactivating.

The legend shows the meaning of the individual colors of the bars shown:

O Header / Legend [+/] Display Resource Utilization [ | Load cached user data & ?
stam|4f9,rzc|11 |EE"¢|9"19"2011 |E Layer transparency| | Completed Subnodes [ | Actual MD [ | View [7] e
Project:  [1] Current [ Planning [ Processing | [ ] Service Activities | Red border = Availability is critical | Capadity: [ | Available |

E Absence leave [ Business dosure
The legend is minimized by default; you can re-open the legend by clicking the side arrow.

The work use, from the project node currently selected, is shown in cyan. Other projects, still active for the
resource, are shown in orange while they are still in planning and blue as soon as projects are in processing. Fixed
appointments are shown in yellow on the relevant day. If an employee is planned for a project while absent, a red
error frame will appear. There may be overload or underutilization depending on work utilization. These scenarios
can be solved with the following actions for example:
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=  Distribution of the project node work in other ratios or to other resources in Area 3.

=  Changing the runtime of the project node via Start date / End date in Area 1.

= In Area 3, moving back the Gantt view of the project and moving the bar of the project node to
another area in which utilization results in fewer conflicts.

Tip: Layer transparency enables you to see the Gantt view at all times, even if you only want to use work allocation.

After scheduling the resources, you can inform the project members and service managers about upcoming project
assignments by e-mail; to do this select the project node, right-click and send the e-mail. The system looks up the
participants in the project, and the project sub-nodes, and sends the e-mail to the notification.

Project

~=' jOne CRM Implementation New York

% Header / Legend

- Start End
Title {projected)  (projected)
1 iOne CRM Implementation New York 5/9/2011 B8f19/2011

1z

[ send Assignment Information |

3.6 Resource Usage

MD Booked Level
(Level)

0.50

Projects - | |4
-~
(=
MD Projected Work Assigned James Collins  Paul Marrison
(Lewvel)
8.00 8.00 «* 8
0.00 0.00 6 16

Resource usage is a filtered variant of resource utilization. Unlike resource utilization, in which all resources in all
projects are shown, resource usage only shows the distribution of all project work over the resources scheduled for
the project. Other projects within the organization are ignored.

3.7 Team Members

/2 Project: iOne CRM Implementation New York - Microsoft Dynamics CRM - Windows Internet Explorer []

List Tools
Project Add Customize Project Team
[

Project Team = Project

I~ General
[~ Duration
I~ Work

48 Microsoft Dynamics CRM

* iOne CRM Implementation New York

=10l x]

Paul Morrison ¢/

Honag @

Projects AAE AR 2

ERESLuS e ‘- Team Members: Project Team Associated View ~ [ search for rec
Related I~ | Project - | Team Member | MD Assigned | Actual MD | Role &
P r Q iOne CRM Implementation New York Paul Morrison 8.00000 1.93750
L ivities
r s iOne CRM Implementation New York Steven Clark 1.00000
4 Planning
E] Work Breakdown Struc...
&) Gantt
@ Planning Table
&3 Rresource Usage
2 Team Members
(8} connections % :
© Settlement 1-20f 2 (0 selected) Page 1
» Controlling Al # A B CDEF G H 11T J KLMNOZPAGQRSTUVWIXY Z
> Processes Status Reason Proces... Level Project

H100% v 4

Employees and/or services scheduled for the relevant project node are stored for team members; how many man-

days of work have been scheduled and how many man-days of work have already been entered by the respective

resources.
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3.8 Connections

Connections are a standard function in Microsoft CRM 2011. The 4th module uses connections to store all relevant
information about other objects (contacts, accounts, etc.) within Microsoft CRM. Thus, e.g. individually defined roles
can be used to classify and store all the contacts of customers and/or project partners. Additional connections to
classify your customers and/or partner contacts can be created in the Connection Roles area under Business
Management in Microsoft CRM Settings.

/2 Connection Roles: All Active Connection Roles - Microsoft Dynamics CRM - Windows Explc -|D|_>_(]
441 Microsoft Dynamics CRM Paul Morrison @
Settings T R i . .
9 ol Connection Roles: All Active Connection Roles v | Search forrecords | 0
4 Btfsiness %New = EI X Gp Run Workflow... Eﬂ]start Dialog | More Actions ~
U534 Business Management | | | " ~
e {T” | Name | Connection Role Category] Status (7
g Templates !
LJ Product Catalog §r-§8 Supplier Active
. System I_'§8 Managing Director Business Active
 Castondalice .l_'§8 Project Manager Business Active
‘I_% Former Employee Business Active
> Process Center |
l-% Employer Business Active
[ Extensions | > -
5\["'@8 Partner Business Active
(4] Workplace -:l_% Former Employer Business Active
e 7l_'§g Stakeholder Business Active
:-j Sales {
= ™ 8g colleague Business Active
b = |
L' Marketing 89 Referral Business Active
@ Service 'l_gs Employee Business Active
£ roj [~ 8g Referred by Business Active
= Projects |
' I~ $g cnild Family Adtive -
% settings 1 -22 of 22 (0 selected) [ 4 Pagel b
%Y Resource Center |Al # ABCDEFGHTIJKLMNOPQRSTUVWXYZ
#100% ~ 4

More information on connection roles and their management is available in the Microsoft CRM 2011 User Guide.

4 Settlement pane

4.1 Orders

Under Orders are all the orders assigned to the project. Multiple orders can be assigned to a project (e.g. the initial
order plus subsequent follow-up orders).

Projects can be generated from orders. All relevant information for the project is transferred automatically.

The orders are necessary to access information relevant to billing. Please refer to section “Billing” for more
information.

4.2  Billing

The billing function allows detailed analysis for all services within the project for a selected time period, and then
based on this, allows a decision on the services invoiced to the customer. For this, all of the services selected for
billing are kept in a timesheet.

Based upon the underlying order for the project and the timesheet, the billing function calculates the amounts
invoiced to the customer and generates an invoice within Microsoft CRM, if required.

Please refer to section “Project controlling” for more information on the billing function.

4.3 Timesheets

In this area, are all timesheets created for the relevant project so far. Active timesheets are still being processed by
the Project Manager. Inactive timesheets have already been billed completely. Timesheets can also be used to
generate the relevant printouts for the customer as reports (e.g. PDF), see section “Project controlling”.
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5 Controlling pane

5.1 Goals

Sales | GR~ Goal Metrics: All Metrics v Search for records
?v Leads - | Y Y s - ; = -
& 00 ortunities | Name Status Metric Type Amount Data Type | Modified On (]
:j} Nocoraes O No. of Cases Active Count 5/2/2011 10:11 AM
85 Contacts [ No. of Product Units Active Amount Decimal 5/2/2011 10:11 AM
] Marketing Lists r Revenue Active Amount Money 5/2/2011 10:11 AM
a Competitors

‘J Products

@ Sales Literature

|55 Quotes

|53 Orders

[:| Invoices

/,_,43 Quick Campaigns

@ Goals
Goal Metrics

E Rollup Queries
E Projects

We recommend the use of goals for active control of your projects. Goals are a standard function of Microsoft CRM.
A goal metric for revenue already exists in the goal metrics. Add another metric for "Number of man-days" to the
goal metrics.

By specifying goals in your projects or in dedicated project nodes, you are able to define particular focus areas for
your Project Managers and specify goals (as money or work). Reports and/or dashboard charts can be used to
monitor these.

Tip: General information on using Microsoft CRM 2011 goals and the settings for the goal metrics is available in the
Microsoft CRM 2011 User Documentation for Module (Sales).

5.2  Audit History

If you have Auditing for entity "Project", all changes to the data in the form are stored in the Auditing History,
including when the change was made and by whom.

Note: As all project entries are extrapolated to the project in real-time, all fields of type "Actual MD" work and type
"Costs" are changed very often. We therefore recommend the explicit exclusion of these fields from the monitoring
process. Only include these fields in the monitoring process when they are urgently required for the analyses and
when you can guarantee that your system is powerful enough and adequate resources are in place to store the
additional data volume.
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