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l. OVERVIEW

¢ Organize & Manage

Project Reporter ..o

Project Reporter Connects Project Teams

¢ Communicate ¢ Document & Store ¢ Report

Project Reporter is a multi-pronged tool that helps teams organize, communicate, document and
report on projects. This on-line tool provides instant access to key project information and status
updates, as well as providing a centralized repository to store project documents.

Project Reporter is organized into 5 functional tabs. Each header tab displays

key project information.

Project Details

The Details tab
contains a high
level Project
Description and
displays the
current project
status.

1. Documents issues and
opportunities.

2. Defines goals and
objectives and success
criteria.

3. ldentifies risks,
considerations and
assumptions.

The detailed Project
Description is typically
contained within the
Project Statement and/or
Charter documents.
These documents can be
stored within the project

using the Documents tab.

Details |Tasks Documents History MemberList DashBoard

PROJECT DESCRIPTION

Description: The Call Center operation should be enhanced to more effectively utilize the staff and equipment du|
completed and, if approved, the Project Statement will follow.

Background: In December of 2005, the Organization completed a study of the efficiency of the Client Services Ca
peak periods the wait time for a phone call to be answered exceeded what is considered to be reasonable.

Since one of the goals of the Organization is quick and efficient response to Client s needs, it was determined th
investigated.

The Organization named John Smith as the principal client for this effort and charged Mary Jones to be the Projeq

Statement: This project encompasses the determination of the proper course of action to enhance the Call Cen
action.

Opportunity: By improving customer satisfaction with the Client Service Call Center experience, the Organization
rivals.

Goal: Reduce call-wait times to a customer friendly level during all periods.

Last Modified on 1/17/2012 1:47:25 PM by AdminUserAdmin, AdminUserAdmin
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Current Project Status

Project Reporter s

Communicates

Project Status
information

Details Tasks Documents History Member List DashBoard

PROJECT STATUS

Mew Status  Edit Status  Delef
including schedule 15/2012 3:51:21 PM  Mary Jones
and cost updates,
ISsues, and rISkS, Accomplishments This Period :
and their effect on 1. Presentation to drafted and reviewed with Project Team.
the project. 2. First draft of programming completed.
Project updates This Period :
1. New committee member, Dr. Mary Jones.
Planned Accomplishments for next Period / Future:
1. Presentation scheduled for Thursday June 14th.
2 Present programming information to Executive Committee. NO CHANGE
Last Modified on 1/12/2012 4:32:08 PM by UserDptAdmin UserDptAdmin
Current Project Notes
PROJECT NOTES IfSth All Notes)
Communicates
Project Notes
Information including 1512012 3:40:09 FM Mary Jones
Upcoming Events. Project Reporter demo scheduled for Team Members 10/6/08.
Last Modified on 1/5/2012 3:40:09 PM by Mary Jones
4
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Tasks Tab

Document, assign Detailg| Tasks fDocuments History Member List DashBoard
and communicate
progress using the
Tasks tab New Task Filter Tasks By: | Al Task Assignments ~«| [Show Activ
1. Organize and
assign Tasks to Due Date Assigned To Title Stafus  Assigned By Last Note
project team
members with the
option of sending 02109/2012 Jones, blary achedule Team Meeting |[]% J UserDptAdmin, UserDptAdmin
notification of the . —_ . .

. . 02/09/2012 Jones, Mary 0bt [tob tiation ph I[]% +|  UserDptAdmin, UserDptAd
assignment via e- ones. lla ain approval to beqin initiation phase J serDptAdmin, UserDptAdmin
mail. 0210972012 McCracken, William Obtain approval to beqin initiation phase | 0% J UserDptAdmin, UserDptAdmin

2. Team members
update their tasks 02/09/2012 UserDpthlone, UserDpthlone  Obtain approval to beain initiation phase  |0% J UserDptAdmin, UserDptAdmin
and status and : ko | : :
0210972012 UserDptUser, UserDptUser — Obtain approval to beain initiation phase  [0% =] UserDptAdmin, UserDptAdmin
add notes to J P P
document 02/09/2012 Jones, Mary Prepare Project Statement 0% J UserDptAdmin, UserDptAdmin
progress.
Documents Tab
Attach, access & share : :
any project documents Details  Tasks § Documents | History. Member List DashBoard
using the Documents
Add Mew Documents
tab -
This tab serves as the FoLDER SochMEn ACTIONZ
library for Project
) View Edit Delete
Documents Yo Folder Specified k SRR Detsis  Delals - hosk
View Edit Delets
il L Details D_allanls s
Vigw dit Delele
e Detailz  Delails b
WiEw Edit Deleta
Proposal DUR C3ll Canler Detalls  Detaits ks
01 Cost Benefit Analysis and Feasibility Wiew Edit Deleta
€2 Project Statement Shudy - Final Details  Details Loos
5
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History Tab

Track overall project _ _ IM _
progress using the Details Tasks Documentd History | ember List DashBoard
. C———|
History tab.
Review the Project
H|Story V|a. status 152012 3:51:21 PM Mary Jones
updates.
Accomplishments This Period :
1. Presentation to drafted and reviewed with Project Team.
2. First draft of programming completed.
Project updates This Period :
1. New committee member, Dr. Mary Jones.
Planned Accomplishments for next Period | Future:
1. Presentation scheduled for Thursday June 14th.
2. Present programming information to Executive Committee. NO CHANGE
Member List Tab
Track project members Details Tasks Documents History | Member Listy DashBoard
and their access to project
information using the
Member List tab.
¥ Check Al
1. View a list of team )
member names and Name Project Role
their roles. v Jones, Mary Admin
. [ Jones, Mary Project Manager
2. Send emails to ! g
project members ¥ Jones, Mary Client Project Lead
from this tab. 2 McCracken, William Adrmin
¥ UserDpthone, UserDpthone Guest
¥ UserDptlser, UserDpillser User

Project Reporter Guide — .NET version 1.0
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Reports

Home Tasks Search Admin Re My Profile Logout Help

Welcome to the UMass Medical School Project Reporter

For your convenience, the UMass Medical School Project Reporter is organized by individual business units. Please select a department from the options below, or use the
search function to locate a specific project. Search Projects

The reporting function provides point and click standard reports with instant access to project information.
User’s access to information in reports replicates their access in the Project Reporter application.

Project Reporter Guide — .NET version 1.0 7
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Access to projects in the Project Reporter tool is managed using a tiered security model: Department Role,
Project View and Project Team Members. By combining these functions, with the Project View explained below,
the Project Manager (Admin Role) can limit or grant access to project team members.

a. Department Role Assignments

Each department has an assigned Department Coordinator. The Department Coordinator will process requests to
add new users and maintain all department user access. Only the Department Coordinator has access to add,
inactivate, or reactivate users for the department. Please contact your Department Coordinator if you would like to
add, inactivate, or reactivate a user. Users outside the department must contact the Department Coordinator for
access.

Department Roles are assigned in the Enter User Profile screen, accessed by clicking My Profile or Admin
button from the navigation bar (see screen shot below).

Roles assigned in this screen determine the user access to the department level projects:

- Team Administrators enter and edit project details & information, statuses, and adds clients. There must
be at least one Team Administrator assigned to the project.

- Project Users have the ability to add and maintain documents and see assigned projects. The Project User
cannot edit project details.

«  Project Guests only have access to view projects in a department. Users assigned this role are not able to
make any changes to the project.

f_'-i Project Reporter - Windows Internet Explorer

@F\ = [ @] hitn /2 qa v proimtumms. org/Project R eport erHomeryProfile. asps =] <2 || < | [*Q Gooale 2 |-
| File Edit “iew Favorites Tools Help

S Snaglt B 1= | -5 -
J x Go gle| vl-'] Search - | More 3> Sign In &, -

J ' Favarites J .3 #  BusinessObjscts Enterprise C

>

& Froject Fiepor... X | &8 Mew Tab | |J - - =y - Page - Safety~ Tools- @

T o =

2 A0L Mail (4]

& UMaszs Medical ...

Home Tasks Search Admin F eports My Profile Logout Help

—  STEF 1 of 2: Enter User Details

In this first of two steps, please set the basic details ofthis user. The second step will allow you to specify department -role combinations if you have permission to do so
The data ente n this step is saved BEFORE you navigate to the next step

* First Mame - IAdmanserGuest

Middle Mame |

* Last Mame : IAdminUserGuest
* Email IPrnJectRepnrterS@UMass
Phone I
Systermn Role: IAdmln;I
Send Email To User?: Admin
d - sarmmUserGudgs Chanae Password
Mext Step Inactivate

This is an efficial Page/Publication of the University of Massachusetts, Worcester Campus
£ 2011 University of Massachusetts Medical School, Worcester

For additional information, email: UMWwHelpDesk@umassmed.edu

B i [7a - [*io0% -

#istart| B 2 (7] 2 &= 2] E) ) @ () Inboy - Microso... | =7 Desktop | #1o1.05.12 MeT... |[ € Project Repo... | i~ 10:52 am

Project Reporter Guide — .NET version 1.0
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E hittp: A qa-wwes projrpt-umms. orgFrojectF eporter/HomebduFrofile. azps ,_

STEF 2 or 2: Enter User Depariment Roles I

T ent role combinations. If you do not have Role changes to make or you do not have permission to make such changes,
simply click the Exit Department Role Form button

epartments |ngram Development & Project Management Office

Department Role: i

Ent role combinations to create - Your previous changes in Step 1 were already saved! Click the Exit Department Role Form

Click a Department Role link to delete it.
Department Roles

Program Development & Project Management Office (GST)
Project Reporter Internal Training (GST

Project Reporter Guide — .NET version 1.0 9
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b. Project View

Located on the Enter Project screen, the Project View limits or allows access to the project. The Project View will
always default to Departmental, and can be changed by selecting the drop down arrow to the right. The Project View
selection is made by the Project Manager (Admin Role or Team Admin Role) and defines who will have access to the
project:

+ Departmental: all users assigned to the department are able to see and access this project.
» Global: all users that have a log on to Project Reporter are able to see and access this project.

« Internal: users specifically assigned to the project are able to see and access this project. This project will
appear ONLY on the project listing for team members. (Assignment of user to view your INTERNAL project is
defined in the Project Team Members Add New Projects section of this guide).

fj Project Reporter - Windows Internet Explorer

@t: L4 |g hittp: /fga-wv. projrpt-ummsz. org/ FrojectR eporter/Froject T abs. azpeproject_seq_id=1 DBBS&Department_seq_j L2 B¢ ﬁ Google 2=
J File Edit ‘iew Favortes Toolz  Help

JX S Snagt B 12 JX & -
J * Go 3|E | j "' Search = | More 2> Sign In " <

J < Favarites J S @ BusinessObjects Enterprise C..

- = »
88' v| @Eommonwealth... |@ADL Mail (4] | /& UMass Medical ... | /& Project Repor... X | & New Tab | |J - [ - 0 o= - Page- Safety~r Took~ @~

UserlD: AdminUserGuest,
AdminUserGuest

s Project Reporter . .

Busmess u t TRNP

Home Tas Search Admin Reports 4 rnfle Logout Help

Project Listing Business Units Listing

ENTER PROJECT DATA

2009TrainingRevison —

Project Details

" Project#: |2009TrainingRevison Project View: Departmental v
*Title: Please Select

|Client Senices Call Cente

Business Unit: ITraining Projects =

Funding Type [usA University Set Aside =l ~rurang AT [ $50,000.00
Client. | Commonwealth Medicine = State Code: {ma =l
Status: active j * Project Health: Im
Start Date: Priority Code: High =l
End Date:
Revised End Date: ¥ Check here if you want to use a revised end date.
=]
l_l_l_’_’_’_|o Internet ’\ég_v|'-"§';100°/° 4
ﬁﬁStartl & 9 5] = = g Gy 8 ~ Inbax - Microsof... | 3 Desktop | 7010512 ET ... “ @ Project Repor... || 10:57 &M

Project Reporter Guide — .NET version 1.0
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c. Project Team Member

The Project Team Member Access is granted and maintained by the Project Manager (Admin Role) and the
Department Coordinator.

« Team Administrators enter and edit project details & information, statuses, and adds clients. There must
be at least one Team Administrator assigned to the project.

« Team Users have the ability to add and maintain documents and see assigned projects. The Project User
cannot edit project details.

- Team Guests only have access to view projects in a department. Users assigned this role are not able to
make any changes to the project.

Assignment of Project Team Members is made during the initial set up of the project, and can be changed at any time
by clicking the Edit Project button in the header of any tab.

This function is designed to:

1. Grant access to users from outside your department when the DEPARTMENTAL project View is selected.

2. Grant access to users when the Project View is INTERNAL. Internal Project views require the assignment of
Project Team Members. Only the users assigned in the Project Team Member section will have the ability to
view and access the project, including the Project Manager setting up the project.

3. Limit or demote access to users within the department. If a user has department ADMIN privileges, but need
only have guest access in this project, you can limit access in the Project Team Member section below.

Project:2009TrainingRevison: Client Services Call Center Expansion [Training Sample]

Client: Commonwealth Medicine Project Managers: Jones, Mary

Start Date: 06/09/2006 Executive Sponsors:

End Date: 070972006 Client Project Leads: Jones, Mary

Revised End Date: Client Sponsors: Jones, Mary

Status: active Team Admin(s): Jones. Mary, McCracken, William
Priarity. High

Project Health: YELLOW Chartsiring Wo8T7654321

Funding Type: USA University Set Aside Funding Type Mini-Grant

Funding Amount $50,000.00

Edit Project Edit UDF's

Details Tasks Documents History MemberList DashBoard

Project Reporter Guide — .NET version 1.0 11
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Project Team Members’ added can be edited at the bottom of the page (see below) —

* Project Description

B I U a8 X ¥ * EF] ﬁg o=

A7 030 0¥ 2R Mx‘@@@@v@ahﬂ%r}

| Font ¥ || Size s || Formatting w || Style w || Inzert v|

Ml
]
]
¥
i
&
i
i
s
111

III:III il
&
Y

Description: The Call Center operation should be enhanced to more effectively utilize the staff and equipment during peak periods. A Cost/Feasibility Study will b=
completed and, if approved, the Project Statement will follow.

Background: In December of 2005, the Organization completed a study of the efficiency of the Client Services Call Center. One of the findings was that during
peak periods the wait time for a phone call to be answered exceeded what is considered to be reasonable.

Since one of the goals of the Organizatig Project Team Members: b the Call Center should be
investigated. .
nvestiga *  Grant access to team members outside your department

The Organization named John Smith as (when using departmental project view).
Grant access to team members when using INTERNAL
Statement: This project encompasses { project View. ntation of said course of
action. Limit (or demote) access to the project. | |
Opportunity: By improving customer sa When using the |NTE-RNA|._ Project \_/ieW — All Mem b(?l’S petitive advantage over its
rivals. must be added here including the project manager setting
= up the project. | ;I;I
_ There must be at least 1 Team Admin selected.
& Design |[EIHTML
Save Form | it e e e

Current Project Roles and Assigned Users

Ty T T T trrEreroteethin this project. Click SAVE FORM AND RETURN TO PROJECT DETAIL when you are done
Click here to create 3 new User
Project Manager: Jones, Mary Add User Remove User
Executive Sponsor. Add User Remove User
ClientProjectLead: Jones, Mary ——TT Removi r
Client Sponsor: Jones, Mary Add User Remove User
Team Admin: Jones, Mary, McCracken, William Add User Remove User
Team User: UserDptUser, UserDptUser Add User Remove User
Team Guest: UserDptNone, UserDptNone Add User Remove User
Save Form and Return to Project Detail Retum to Project Detail

Project Reporter Guide — .NET version 1.0 12
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DEPARTMENT '

Department Role is assigned by the Department Director and
entered into Project Reporter by the Department Coordinator

ROLE

———

Project Reporter
ADMIN

The Admin Role has ability to:

< View all projects within Department
% Add & Edit:

-Projects

-Team Users

-Client

-Documents

-Status, tasks
<+ Run Reports

Projects across Business Units within
assigned Department
{except for projects marked internal)

Project Reporter
GUEST

Project Reporter
USER

Th r Role h ili The Guest Role has ability to:
% View assigned projects View
& Add Assigned Projects Only
-Documents
-Status, tasks No edit ability
% Run Reports
All Business Units and Projects
within Department

*Users may have NO “Department Role"” to limit access to project level -

—

. . ‘—ﬁ | Project View & Access assigned by the Project Manager
Project View & Access i

i

o] GLOBAL All users assigned to the
t\l\e Any user with a log on to home department will see MUST, B:Rgiff:ED 9
'0‘,30 Project Reporter will see Business Units and (THE PROJECT MANAGER
1 Project Projects within their
rojec Tonary : MUST BE ASSIGNED AS WELL)
epartmen

< Admin % Admin % Admin
In Department Yes In Department Yes In Department Yes
Out of Department Yes Out of Department No Out of Department Yes

0655 % User % User % User

A pe In Department Yes In Department Yes In Department Yes
‘,(o‘lec' Out of Department  Yes Outof Depariment  No Out of Department ~ Yes

+ Guest % Guest & Guest
In Department Yes In Department Yes In Department Yes
Out of Department Yes Out of Department No Out of Department Yes

DEPARTMENTAL

INTERNAL

Project Reporter Guide — .NET version 1.0

13



hviicne

AN

. Apphed Knowledon n Pubic Servce
cRoat

Project Reporter ..o

ADDING AND MAINTAINING A PROJECT

a. Login

Login to Project Reporter at http:www.projrpt-umms.org

. nwealth
/A vedicine
UMASS.

FLEIT Y Applied Knowledge in Public Service
ScHOoOL

Project Reporter ..o

(el [Welcome to UMass Medical School Project Reporter

User I
Name:

Passwaord: I

Submit Login

Login information far new
and existing users

Get reports on your
projects

Contact us with

guestions and
suggestions

Visit the Commonwealth
Medicine web site

Organize Communicate Document and Store Report

Froject Reporter is a multi-pronged tool that helps teams organize, communicate, document and report on projects. This on-line tool
provides instant access to key project information and status updates, as well as providing a centralized repository to store project
documents.

Project Reporter allows users to

« Maintain and document project progress.
s Browse and search projects, documents and tasks.
+ Generate reports on real-time project information.

This is an official Page/Publication of the University of Massachusetts, Worcester Campus

Initial password/change

The user is asked to change their password when logging into Project Reporter for the first time. In order to avoid
unauthorized logon, security ‘Best Practices’ dictates that the initial password (‘password’) be changed.

A confirmation text box prevents mistakenly entering an incorrect password that might not be remembered.

The initial login password is:

password (lower case)

Project Reporter Guide — .NET version 1.0

14



i Project Reporter .o

MEYYTYY Avpled Knowledon in Rbi Service
scxooL

b. Changing Project Reporter Password

Home Tasks Search Admin Reporis

My Profile Logout Help

Welcome to the UMass Medical School Project Reporter

For your convenience, the UMass Medical School Project Reporter is organized by individual business units. Please select a departmgg g the options below, or use the
search function to locate a specific project.  Search Projects

_ Department List
Program Development & Project Management Office To Change .
Project Reporter Internal Training password click on

My Profile.

Click Here to wiew all of vour open projects

Home Tasks Search Admin Reports

My Profile Logout Help

— STEFP 1 of 2: Enter User Details

In this first of two steps, please setthe basic details of this user. The second step will allow you to specify department -rale combinations if you have permission to do so.
The data entered in this step is saved BEFORE you navigate to the next step.
*First Name : |UseertAdmin

Middle Name - | Click on (change

password)

*Last Name : IUseertAdmin
* Email IPrDjectRepDrteH @UMass

Phone |

Systermn Role: IUser j

Send Email To User?: [l
* UserMame: UserDptAdmin Change Password

Next Step Inactivate

Project Reporter Guide — .NET version 1.0 15
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STEP 1 of 2: Enter User Details
In this first of two steps, please set the basic details of this user. The second step will allow you to specify department -role combinations if you have permission
to do so. The data entered in this step is saved BEFORE you navigate to the next step
STEP 1 of 2
* First Name : UserDptAdmin e — .
I : Enter User Details
Middle Name : | Enter new password,
* Last Name ; [UserDptAdmin confirm nevy password,
R _ and then click Next
Email |ijectRepnrt9l1@LlMass Step.
Phone |
System Role: Jor j
Send Email To User?: -
* Usertame: UserDptAdmin Channe Password
* Password: I

STEP 2 of 2: Enter User Department Roles

ou may recurmngly create ¢

'( art nt role combinat

Y sTtEP 2082

Enter User Department Roles

epartments:

IUser =

epartment Role:

| Program Development & Project Management Office ;l

o Click Departments drop down list and
choose or change the appropriate
department

Save a new Department Role Combination

¢ Click on the Department Role drop
down list and choose or change

ou are already done if yo
Role Form t

appropriate Role

¢ Click Save a new Department Role
Combination button

e Click Exit Department Role Form if
there is no department role
combination.

Department Roles
Program Development & Pr
Pr R ter Internal Training (ADM

Management Office (ADM)

Exit Department Role Form

¢ Click on Department Roles

Project Reporter Guide — .NET version 1.0

link to delete.

¢ Click Exit Department Role
Form.
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After logging in to Project Reporter:

Home Tasks Search Admin Reports My Profile Logout Help

Welcome to the UMass Medical School Project Reporter NOTE: He|p button —
brings you to the online
For your convenience, the UMass Medical School Project Reporter is organized by individual business uni Project Reporter Manual. [p"s below, or use the

search function to locate a specific project. Search Projects

Department List

r

Home Tasks Search Admin Reports My Profile Logout Help

Welcome to the UMass Medical School Project Rep)

STEP 1 0of 3
Click the Department you

have been given access to in
order to find the project.

For your convenience, the UMass Medical School Project R e select a department from the options below, or use the

search function to locate a specific project. Search Project

Department List

To view all active
projects assigned to
you, click here.

Program Development & Project Management Office
Project Reparter Internal Training

Printable version of
the Project Reporter
Guide

I:Iicl: Here to view all of vour open Drcisct§|

Click here for a printable version of the Project Reporter Guide

This is an official Page/Publication of the University of Massachusetts, Worcester Campus
£ 2011 University of Massachusetts Medical School, Worcester
For additional information, email: UMWHelpDesk@umassmed.edu

Home Tasks Search Admin Reports My Profile Logout Help

Welcome to the UMass Medical School Project Reporter

For your canvenience, the UMass Medical School Project Reporter is organized by individual below, or use the

search function to locate a specific project. Search Projects STEP 2 Of 3
Click the Business Unit where the

- Department List project will reside (when adding a
project) or currently resides (if you
Proaram Development & Project Management Office are maintaining an existing project).
Project Reparter Internal Training NOTE: Project Reporter

Business Units show at bottom
of screen

| Project Reporter Internal Training Business Units

Training Projects

Project Reporter Guide — .NET version 1.0 17
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Home Tasks Search Admin Reports My Profile Logout Hel

New Project Project Listing Business Units Listing

PROJECT LISTING

Training Projects Show Active Projects j

Project # Project Name
2009TrainingRevison Client Services Call Center Expansion [Training Sample]

Drpjact Manager

STEP 30f 3

If updating an existing
project click on the

project listed under the
Proiect Name

Project Reporter Guide — .NET version 1.0 18
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c. Adding a New Project

Homa Tasks Search Admin Reports My Profile Logout Hel

New Project Project Listing Business Units Listina

STEP 1 -

Click New Project on
top navigation bar.

Training Projects Show Active Projects j

Project # Project Health Project Manager
2009TrainingRevison Client Services Call Center Expansion [Training Sample] YELLOW Jones, Mary

Special Note: Access to the Enter a Project screen is limited to users assigned the Admin role within a
department. If the New Project selection does not appear on the navigation bar the user cannot enter a
project. Check with the Department Coordinator to add users or update user access.

Adding a New Project the Enter Project Data screen will appear.

STEP 2 -

Populate the fields
2009TrainingRevison (See below for definitions)

Project Details

* Project # [2009TrainingRevison Project View: [Departmental 5]

ENTER PROJECT DATA

* Title: ICIient Semices Call Cente
Business Unit: m
Funding Type: | USA University Set Aside || Funding Amount | $50,000.00
Client: ICDmmunweaIth Medicine j State Code: IMA j
Stats. — 3 * Project Health: [YELow [
Start Date: 6/9/2006 w Priority Code: High j
End Date: 7192006 b
Revised End Date: 7182016 I [v/ Check here if you want to use a revised end date.

a. The Project Number will be auto assigned (you may edit the Project # by clicking in the box). Project #’s
cannot be duplicated.

b. Project View — Departmental, Global or Internal (see Roles & Security Defined in the Overview).
c. Enter Title: Project titles can be duplicated across departments but not in same Business Unit.

d. Select Business Unit (BU) from drop down (common to see more than one BU).

Project Reporter Guide — .NET version 1.0 19
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e. Select Funding type from drop down (USA funding, SSA funding, immigrant, grants, ISA, Fee for Service)

f. Enter Funding Amount

g. Select Client from drop down (if the client you require does not appear check with your Department

Coordinator to add).

h. Select State

i. Select Status

i.
.
iii.
iv.
V.

Vi.

Vii.

Active — Current project

Archive

Cancelled — Project cancelled prior to completion

Completed — Completed/success and including project closure
Deleted — Project entered in error i.e. duplicate

On Hold

Pending — Project awaiting approval of feasibility cost benefit analysis

j- Select Project Health - Overall Project status field allows for reporting/sorting by current project status.

Red = Serious Risk
Yellow = Manageable Risk
= On Target

k. Select Priority Code:

High — Critical needs, mandated (cost, legal, etc.);
Medium — Important but not mandated

Low — Requested but not mandated

I.  Enter Start Date & End Date (Revised End Date used if the end date of project needs to be changed later).

Start date — Date project officially began
End date — Projected date of completion

Revised End Date — Change projected date of completion

m. Enter Project Description
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* Project Description STEP 3 - Project Description

B 7 U & % £ 4 290 E iE = := || Add or Modify the Project Description
: 5 -J| by clicking in the text box and typing the

A. # 2. 3. =] A 5 b+ [5 T ) U

& e 2B doa A A4 Q0N s description, or copying and pasting from

another document.

| Font W || Size W || Formatting w || Style v| Inzcg

Description: The Call Center operation should be enhanced to more £
completed and, if approved, the Project Statement will follow.

Study will b
Background: In December of 2005, the Organization cdfpleted a study of the efficiency of the Client Senices Call Center. One of the findings was that during
peak periods the wait time for a phone call to be answered exceeded what is considered to be reasonable.

Since one of the goals of the Organization is quick and efficient response to Client s needs, it was determined that enhancements to the Call Center should be
investigated.

The Organization named John Smith as the principal client for this effort and charged Mary Jones to be the Project Manager/Lead.

Statement: This project encompasses the determination of the proper course of action to enhance the Call Center and the implementation of said course of
action.

Opportunity: By improving customer satisfaction with the Client Senice Call Center experience, the Organization will maintain a competitive advantage over its
rivals.

1] ILI

Save Form | e s e e P e ot A1 2 A L 2 S S e

The project description details the project issues and opportunities, goals and objectives, success criteria,
identifies risks, considerations and assumptions.

d. Project Description Example

1. Problem/Opportunity:

Our client has requested our assistance in developing and implementing the sample systems to coordinate
the benefits of their members eligible for coverage.

2. Project Goal:
To establish and coordinate required business functions with client on sample project.
3. Objectives:

a. participate with client in the development of contract agreement for sample project.

b. Communicate with client to establish mutually agreeable policies and business processes including,
but not limited to:
= Data sharing format and frequency

= Billing and payment process

= Enrollment/dis-enrollment procedures

= Reporting and reconciliation of enrollment & eligibility, member utilization and claims and member
appeals process

= Interface with project teams for claims processing planning and implementation
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e. Assign Lead Roles

Adding Project Role and Assigned User section the Enter Project Data screen can be used to grant or limit access
to the project.

See Roles & Security - Project Team Members, describes the security function of this section.

Current Project Roles and Assigned Users
: Ad 0 vanous roles within this project. Click SAVE FORM AND RETURN TO PROJECT DETAIL when you are

lick here to cr new

Project Manager: Jones, Mary Add User Remove User
Executive Sponsor: Add User Remove User
Client Project Lead: Jones, Mary Add User Remove User
Client Sponsor: Jones, Mary Add User Remove User
Team Admin: UserDptUser, UserDptUser, Jones, Mary, McCracken, William Add User Remove User
Team User. Add User Remove User
Team Guest UserDptNone, UserDptN

STEP 4- Assign or change the project

Select Users for Project Manager Role

roles by:
Search Type: ¢ FirstName ¢ LastName ¢~ E
P | 2. Clicking the Add User link will cause the
Add New User box to appear.
Department: Please Select 3. Type in the user’s last name and click
Click e 1o Saarch “Click here to Search” button.
Save Form and Return to Project Detail Return to Project Detail |

Project Manager: Internal Project Leader

Executive Sponsor: Internal High Level Decision Maker
Client Project Lead: External Client Project Lead

Client Sponsor: External High Level Decision Maker

e Some projects may not have each role and more than one person can be assigned to a role, however, each
person should only be assigned one role.

e Please note that within Project Reporter, an assigned project role will override a person’s department role. For
example, a person who is a department administrator will not have editing capabilities for a project if they have
been added to the project as a Guest.
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Current Project Roles and Assigned Users

ers 1o vanous roies within tr

I Click here to create 3 new User

Project Manager: Jones, Mary Add User Remove User
Executive Sponsor: Add User Remove User
Client Project Lead:  Jones, Mary Add User Remove User
Client Sponsor: Jones, Mary Add User Remove User
Team Admin: UserDptUser, UserDptUser, Jones, Mary, McCra ) Add User Remove User
Team User: Add User Remove User
Team Guest UserDptNone, UserDpth:

“Click here to create
a new User”

Select Users for Project Manager Role

Search Type: ¢ FirstName @ LastName ¢ Email Address
Search Text: [
Department: |Please Select =~

Click here to Search |

Save Form and Retumn to Project Detail | Retum to Project Detail |

A STEF 1 of 2: Enter User Details

In this first of two steps, please setthe basic details of this user. The second step will allow you to specify department -role combinations if you have permission to do so.
The data entered in this step is saved BEFORE you navigate to the next step.

" FirstName- STEP 1 of 2 _Enter User Details:
Middle Name : b. First Name
*Last Mame : c. Middle Name
_ d. Last Name
" Emal e. Emalil
Fhane f. Phone
System Role: g. System que
Send Email To User?: h. Send Email To User
i. User Name
" Useriame: j. Password
" Password: [seeseese k. Confirm Password

[sesscces . Click Next Step

* Confirm Password:

Next Step | Cancell
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STEP 2 of 2: Enter User Department Roles

In this final step you may recurringly create department rale combinations. If you do not hav|

simply click the Exit Department Role Form button.

Departments:

IUser =

Department Role:

|Prngram Development & Project Managg

Save a new Department Role Combination

fou are already done if you have no department role combinations to create - Your previoud

button to go back to the first step in this form.

Click a Department Role link to delete it.

Department Roles

Exit Department Role Form

STEP 2 of 2 Enter User Department Roles

Departmental Project View: Use this section to

grant access to users outside the
department where this project resides.

Internal Project View: If the Project View is
INTERNAL, users MUST BE granted access
in the Project Team Member list to be able to
view or have access to this project.

Promote or Demote User access

Click “Save a new Department Role
Combination” button

Click a Department Role link to delete it.

Click Exit Department Role Form button

_  Select Users for Project Manager Role

Click here to Search

Search Type: ¢ FirstName & LastName ¢~ Email Address
Search Text: Ijon 25
Department: |Please Select =

Users: Jones, Keith
Jones, Mary
Jones, Michael
Jones, Dan
Click here to Add Selected User Il Cancel |
Save Form and Return to Project Detail | Return to Project Detail

Search Users for Project Roles By:
e First Name
e Last Name
e Email Address
e Search Text
o Department
Click Click here to Search button

Choose member(s) from Users drop
down list.

Click Click here to Add Selected
User
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Current Project Roles and Assigned Users

You i SAVE FORM AMD RETURN TOQ PROJECT DETAIL when you are done
Froiff To Remove a User: | Remove User |
Exe . [ i i

Clie Click the Remove User link. This will Rem [

Clie cause the Remove Selected user list to Add User Remove User

Tea appear. en, William Add User Remove User

Tea Add User Remove User

Tea Add User Rem r

Save Form and Retumn to Project Detail Return to Project Detail

Current Project Roles and Assigned Users
You may recurringly Add users to various roles within this project. Click SAVE FORM AND RETURN TO PROJECT DETAIL when you are done
Click here to create a new User

Project Manager: Jones, Mary To Remove a User:

Executive Sponsor:

Client Project Lead: .Jones. Mary 1. Type in the user’s last name and
Client Sponsor: Jones, Many click “Click here to Search”
Team Admin: UserDptUser, UserDptlUser, Jones, Mary, McCracken, William button

Team User. . Click on the name(s) to remove.
Team Guest: UserDpthone, UserDptHone *Click here to Remove Selected
User” button

_  Remove Users for Project Manager Role

Users: Jones, Mary

Click here to Remove Selected User |I Cancel |
| |
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Client:

Stant Date:

End Date:

Revised End Date:
Status:

Priarity
Project Health:

Funding Type:
Funding Amaunt

Project:2009 TrainingRevison: Client Services Call Center Expansion [Training Sample]

Commonwealth Medicine Project Managers:
06/09/2006 Executive Sponsors:
0710972006 Client Project Leads:

Client Sponsors:
active Team Admin(s):

Maintaining an Existing Project —

After opening the project, click Edit
Project to access the Enter Project
Screen from which all updates can be

entered.

Details Tasks Documents History Member List DashBoard

tliser, tliser,
Jones, Mary. McCracken, William

WHBTE54321
Mini-Grant

Edit Project Edit UDF's

The information on the Header Section, as well as the Project Description and user information, can be edited by
clicking the Edit Project button and making any necessary changes.

f. Entering User Defined Fields

tab.

Project:2009TrainingRevison: Client Services Call Center Expansion [Training Sample]

Client: Commonwealth Medicine Project Managers:
Start Date: 06/09/2006 Executive Sponsors:
End Date: 07/09/2006 Client Project Leads:
Revised E Client Sponsors:
Status: STEP 5: Team Admin(s):

Priority: OPTIONAL -

Hide Summary

Jones, Mary

Jones, Mary
Jones, Mary

UserDptUser, UserDptUser
Jones, Mary, McCracken, William

ProjectHed[ The user defined Fields (UDF’s) Charistring

Funding Tvj| creates free form additional reference Funding Type

Funding Arfll  fields. It is a descriptive field that
appears in the header section of each

W987654321
Mini-Grant

Edit Project Edit UDF's

Details_Ta.sks Documents Histary Member List Da.shEIoa.rd_

NDMN ICST NE S DINTIn

To edit any of the Project or UDF information click the Edit Project or Edit UDF’s buttons located on the header

section of each tab.

Fields and values are searchable (see search function for details).

UDF’s appear on the Project Detail by Business Unit Report & Project Status Detail Report.

NOTE: You are not required to enter any UDF’s for a Project
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You can add this project to your “Favorites” by clicking the Bookmark This Page Hyperlink at the bottom of the

Project Detail Screen.

PROJECT STATUS

15/2012 3:51:21 PM Mary Jones

Accomplishments This Period :
1. Presentation to drafted and reviewed with Project Team.
2. First draft of programming completed.

Project updates This Period :
1. New committee member, Dr. Mary Jones.

Planned Accomplishments for next Period |/ Future:
1. Presentation scheduled for Thursday June 14th.
2. Present programming information to Executive Committee. NO CHANGE

Last Modified on 1/5/2012 3.51:21 PM by Mary Jones

Mew Status

Edit Status

Delete Status

—
Bookrmark this page

You can leave the default name or replace the Name, which will be pre-filled with “UMASSMED Project Reporter —

Project Link”; with a name that describes the actual project and click Add.

Add a Favorite

Favarites Center,

M Add this webpage az a favonte. To access vour favonites, wisit the

Mame: IUMSSHED Praoject Reporter - Project Link

Create in: I w0 Favoiites

| NewFolder

Add

Cancel

x|

Upon first accessing the web and selecting the new favorite, if you are already logged into Project Reporter you will not
have to login. If you are not logged into Project Reporter you will be asked for your Project Reporter login information.

A successful login will bring you directly to this project.
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IV. STATUS UPDATES

a. Entering and Maintaining Project Status & Project Notes

Project Status is designed to communicate an overall project update to the project team.

PROJECT STATUS

Mew Status Edit Status Delete Status

1/5/2012 3:51:21 PM Mary Jones

The most recent status will appear on the bottom of the Project
Description tab.

= To create a new status, click New Status.
= To edit an existing status, click Edit Status.
= To delete an existing status, click Delete Status.

Only Admins can delete a status
Remember to identify:

= Accomplishments

= Schedule/Costs

= |ssues/Risks
= To be completed

PROJECT NOTES (Show All Notes)

NewNote
1/5/2012 3:40:09 P Mary Jones
Project Reporter demo scheduled for Team Members 10/6/08.
Last Modifiedon §[ Notes will appear below the Project Status
To create a new note, click New Note. EditNote  Delete Note

To edit an existing note, click Edit Note.
1/5/2012 3:39:30 R To delete an existing note, click Delete
Project Statuses a Note.

Last Modified on

Edit Note Delete MNote
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b. Latest Project Status Update

The Latest Project Status, appearing on the Details Tab, under Project Description is designed to
communicate an overall project update to the project team. The Project Manager will work with the
Executive Sponsor, Client Project Lead and Client Sponsor to determine the schedule of project status
updates (weekly, monthly).

Each Status Update will begin with the color indicated below that allows for team members a quick
reference

BEE8H: Project is on track, hitting all major and minor milestones. Interdependencies being well
managed.

Yellow: There is some risk in the project. Minor milestones have been missed. Some issues with
interdependencies. Major milestones will still be met.

BBH: The project is at risk. Minor and major milestones will be missed. Interdependencies not

cooperating or not aligned.
Be sure and include pertinent info:

1. What has been accomplished?
2. Is the project on schedule and meeting cost projections?

3. Are there potential issues that affect the project schedule or cost, and what are the risks if the issues
are not resolved?

SAMPLE Project Status Update:

@88 Draft of the Communication plan submitted to Senior Leadership for review and approval on
12/15/05. Schedule for distribution to the management staff for presentation is 1/5/06, upon approval from
Senior Leadership. If revisions are needed, the schedule to present to the department staff may be
extended and the projected cost will increase due to additional resource time.

1. Accomplishments: Draft of the Communication plan submitted to Senior Leadership for review and
approval on 12/15/05.

2. Schedule/Costs: Schedule for distribution to the management staff for presentation is 1/5/06, upon
approval from Senior Leadership.

3. Issues/Risks: If revisions are needed, the schedule to present to the department staff may be
extended and the projected cost will increase due to additional resource time.

4. To be completed: Identify work the team will work on between now and the next status update.

NOTE: The history of the Project Status updates can be found by clicking the History tab.
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V. TASK TAB

Project Reporter ..o

The Tasks tab is designed to document, assign and communicate progress.

1. Organize and assign tasks to project team members, with an option of sending notification of the assignment

via email.

2. Track progress by having team members update task status and add notes to document progress.

a. Adding and Maintaining a Task

Edit Project Edit UDF's
Detaild Tasks Pocuments History Member List DashBoard
New Task Filter Tasks By: | All Task Assignments j | Show Active Tasks j
Due Date Assigned To Status Assigned By Last Hote
02/09/2012 Jones, Mary Schedule Team Meeting serDptAdmin, UserDptAdmin
02/09/2012 Jones, Mary Obtain approval to begin initi
02/09/2012 McCracken, William Obtain approval to begin initid] To Add a New Task begin by Clicking
02/09/2012 UserDpthone, UserDpitlone  Obtain approval to begin initi the Tasks tab. Then click New Task
02/09/2012 UserDptUser, UserDptUser  Obtain approval to begin initifl ik
02/08/2012 Jones, Mary Prepare Project Statement
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Detaild Tasks fDocuments History Member List DashBoard
TASKDETALY When Adding a New Task or modifying an
* Title: | existing task, the Task Details screen will
appear.
Due Date: .
2/9/2012 v 1. Enter the Title
Task Visibility: IAssignee Only - 2. Due date
Status: 75% 3. Task Visibility (all members of assignees
Assign To: Mary Jones only)
William McCracken 4. Status
Hsergptﬁonegseglpﬁﬂoﬂe 5. Select the User to be assigned.
sefDptUser UserDptUser 6. Determine if an Email should be sent to the
o 0 assignee (yes or no)
 Emall Assignee: 7. Enter the Task Description
Task Descnpnon: Select Submlt
=l
Subrmit Delete Task |  Edit|  GoBackto List
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Task assignee will receive an e-mail in the following format:

NOTE: The body of the E-mail includes a link that brings the recipient directly to the task.

Hello
Your Task List has been updated with the following task for project "Client Services Call Center Expansion [Training Sample]"
Project Statement Revisions

To access this application click here

Note: You can assign atask to multiple team members

b. Updating Task Status

Edit Project Edit UDF's

Details Tasks Documents History Member List DashBoard

Mew Task Filter Tasks By: | All Task Assignments j | Show Active Tasks j

Title Status Assigned By Update Task Status by
: selecting percent that
To Modify a Task or Scheduls Team Mesting 0% | usernpamin}l oot closely represents
Add a Note to a Task : N e
: - ’ Obtain approval to begin ifitiation phas 0% the completion of your
click on the underlined Obtain approval to begin iiitiation phasj 0% > task
Title of the Project Task Obtain approval to beqin ifitiation phase] 0% | UserDptAdmin) ’
you wish to modify. Obtain approval to begin irlitiation phasel 0% UserDptAdmin, OserDpiadmin

Prepare Project Staternen 0% | UserDptAdmin, UserDptadmin

The assignor will receive an e-mail containing a link to the task when the task has been completed or
reopened.

Hello

This Task {"Project Statement Revisions" in project "Client Services Call Center Expansion [Training Sample]™) has been completed.

To access this application click here
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Details | Tasks §Documents History Member List DashBoard

You can
* Title: Obtain approval to beagin initiation phase Remove this Assignee(s)
Due Date: 21912012 Delete Task
Task Visibility: Project Edit
Status: 0% .
Assign To: Jones, Mary Go Back to List
* Task Description: Qbtain approvals as soon as possible so we€an move forward.
Remove This Assignee(s) |  DeleteTask | Edit|  GoBackto List

Task Notes
NewMote
c. Adding Notes to a Task
ek liot You can
askilotes e Add aNote
e Edit any Note for this task or Newhole
* Enter Note: e Delete any Note for this task
from this screen
Click Submit
Submit I
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d. Organize Assignments

Select Tasks from the top navigation
bar.

UserlD: UserDptAdmin,
UserDptAdmin

This function provides the user with a
list of all tasks assigned to them for all
projects.

My Profile Logout

Mew Task - | Show Active Tasks =

Tasks can be sorted by clicking the
column heading on the task bar.

Due Date pProject
For example:

09/15/2011fno project amy To sort by Due Date: click on the
09/23/2011fho project test2 column heading titled Due Date. This

1200212011krest 4 Test Seripts will sort your tasks in date order.

| 12/08/2011J11.08.11 Test project Alan Cohen Task 1 0%

This is an official Page/Publication of the University of Massachusetts, Worcester Campus
2011 University of Massachusetts Medical School, Worcester

For additional infarmation, email: UMWHelpDesk@umassmed.edu
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VI. DOCUMENTS TAB

Any project document can be uploaded into a project. You can attach, access, and share any type of project
documents using the Documents tab which serves as the library for project related documents.

a. Add a Document

ff Project Reporter - Windows Internet Explorer

@@ = |g, hittp:/ ga-wee. projrpt-umms. org/FrojectB eporter/Froject T abs. aspe ?Poject_seq id=1 UBSS&Department_Seqj +5 X% ﬁ Google 2|
File Edit “iew Favaortes Tool:  Help
J S Sragt B 12 JX & -
J x Go 8|E‘ j"! Search |- More 2> Signln & -
J w Favarites J ‘1’:5 & | BusinessObjects Enterprise C...
88| -| [P Cammmanwealth . |@ADLManm] |@UMassMedical_._ |@Proiectﬁepor...x | € New Tab | H Mo+ Bl - 0 e v Pagew Saletys Toos+ @+
T T | =
Details Tasks Documents History Member List DashBoard
To Add a Project Document click
Add Mew Documents R
- Add New Documents Link
FOLDER DOCUMENT LOCKED BY
llo Folder Specified 06 Risk & Issues Log - 20090428 View Details Edit Details Delete |
09- Change Request 01 View Details Edit Details Delete Lock
Bavment Methodolo View Details Edit Details Delete Lock
Proposal DUR Call Center View Details Edit Details Delete Lock
02 Project Statement E:nglostEleneﬂtAnalysm and Feasibility Study - View Details Edit Details Delete Lock
02 Proiact Statemant View Details Edit Details Delete Lock
Client Services Project Statement View Detalls Edit Detalls Delete Lock
04 Meeting Agenda, Minutes, and Action 04 Meeting - 20090710 - Project Kick-off - View Details Edit Details Delete Lock
Logs Agenda Lock
04 Meeting - 20090710 - Project Kick-off - View Details Edit Details Delete Lock
Minutes _
04 lleeting - 20090721 - Agenda View Details Edit Details Delete Lock
04 Meeting - 20090721 - Minutes View Details Edit Details Delete | .\
[0 T 1 [8 6 ntemet |va - | ®1002 -
@smrt| elm B e ®EeE T ( Inbox-.. | g @\proi. | #0105, |[ & projec... ®ToTAL. | & Snagit ... | [« (3 149 P
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fj Project Reporter - Windows Internet Explorer

@\—: i Ig, http: fga-www, projrpt-umms. org/ Project R eporter/Project T abs. aspx ?Project_seq_id=10893%D epartment_ Seq_J . ‘? A I_ Google L~
File Edit “iew Favoitez Toolz Help

| @t B i [x & -
J x Go 3|E | LI "" Search = - Maore 3> Sign Ik “ -
J 7 Favaorites J S @ BusinessObjects Enterprise C...

- = >
88' v| @ Commonwealth ... | @ADL kail [11] | @ Ukdass Medical ... | @ Froject Repar... X | @ Mew Tab | | J & * [ - | m= ~ Page~ Safety~ Toals~ u@.v

3 1 1 ;I

Details Tasks Documents History MemberList DashBoard

STEP 1

Add a New Document

Advanced Search

Click Add a New
Document button

Select Criteria:

Enter Search Text:

Search | Cancel |

Search Results

[T T & memet ¥al- Z
zﬁ'Startl @ 5 E = 5 G e E i Inbox -... | L3 GPrag... | #)01.05.... |[@projec... #]T0TAL.. | & Snaglt ... | [« (3 1soPM
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Simple Search
Search for Documents to Associate to a Project
Select Criteria: [ Title [ Author [7| Abstract fs Source [ Filename Search for Documents to
Enter Search Text: | Associate to a Project.
Categories: _  Please choose your categories
Department Categories Chosen Categories

Administrative worksheet =]

articles —

Cost Benefit and Feasibility Study Add =

eligibility status Remove =

Fin Svcs P&L 2 =

Plazse choase 3n Bem 1) Pl
Keywords: _ Please choose your Keywords
Department Keywords Chosen Keywords

Bats =]

Breakfast J

Cost Benefit Analysis and Feasibility St Add =

food Remove <

Gant =l
From Date: 120212011 | [ Click here to use a "From” Date in your search
To Date: 1/20/2012 « | [ Click here to use a "To" date in your search

Search | Cancel Add a New Document

Searching WiNOU 3y parameters w = all Jocumenis.
Search Results
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Details Tasks Documents History Member List DashBoard

STEP 2 -

The Enter Project Documents Screen will be displayed.
(Categories and Keywords provide additional information to
search for documents later but are not required).

1. Title*

* Folder: |F’Iease Select Folder*

Author*

Publish Date*

Category

* Title: I

* Author: |

* Published Date: 1/10/2012 v

OSSP

Categories: _  Please choose your categori Keyword
Source*
E Add New I Abstract*
Department Catego Click Browse and locate your document. The document
Administrative worksh name will appear in the document text box.
articles ; i
Cost Benefit and Feasibi 10. Click Submit
Slgibity sratus Multiple selections can be made by depressing the Ctrl key
when left-clicking the desired selections.
Edit Selection [Fissz choos . .
— *required fields
Keywords: _ Please choose your Keywor
E Add New I
Source: I
Abstract: =

Document:
Browse... I s Sic TASWEE" Sutton s Upioes 1 MEW e
Submit | Cancel |

FOLDER BLURB
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Favoites [ 5o & | BusinessObjects Enterprize C...

Choose File to Upload =
| - | @ Cormmotiwealth Medici & | - =) = ~ Page~ Safety- Toc
Rer . - i Y -
Lerels Ib Froject Reparter J G '? - Belection (piesse cnoose 2n pem arsy
Erhancements @ Feazibility Cozt Benefit_Call
Keywords: List _aof_ Trainees @ Feazibility revized. cfm.doc
Mizcellaneous ] feasihilitycosthenefit. cim. do
PR Signs B File. cfm.doc
PR_S grvey2DQ? @ Fv'09 Project Reporter Hest bywords
PRGuide_wverzsion2.5 @How to Dept_BU_ Adrmin.di
PRGuide_wversion2.B @HTML CODE FOR FROJEC
PRGuide_version3.0 @ Instructions for PM.doc
Project_Plan_Statement @ PHMO-PRMewsletter. doc
Remaote Assistant B PR Users Book1.4s
RISS W) PRE-mailList. doc
Security @ Project Reporter Updates.d Bejaction (Plemse chonse 20 e fred
.ﬂ CHPR_Froject_Reparter_Minutes - 2008_02_12.doc @ ProjectPreporter-Projectbd ar
. J Departments.doc @ FrojectReporter_State.xlz
Source: ) ePortfalio[1].itf & Projects as of 2009-04-08.
* Abstract: N | 5| I
File name: IFeasibiIit_l,l Cogt Benefit_Call Center. doc j I Dpen ‘
Files of type: |A|| Files [ - Cancel |
o

* Doc nt:
e G:\Project Reporter\Feasil  Browse... |

Submit | [ancel | Choose document to upload and

click Open. See path and file
name of selected document.
Click Submit

b. View Details

Details Tasks Documents History Member List DashBoard

Add New Documents K
To view
FOLDER document ACTIONS LOCKED BY
details click on
No Folder Specified i View Details. View Detailé Edit Details Delete Lock
04 Meeting ooy ! lew Uelalls Edit Details Delete Lock
05 Project Flan /' WBS - 20100705 View Details Edit Details Delete Lock
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Project Reporter ..o

Details Tasks Documents History MemberList DashBoard

* Title:
* Folder:
* Author:

Categories:
Keywords:
* Source:

* Abstract:

* Document:

* Published Date:

04 Meeting - 20090721 - Agenda
04 Meeting Agenda, Minutes, And Action Logs You may also click on
William Mecracken the document name to

8/15/2007 12:00:00 AM open for viewing
Test Document

Word_Document

William Mccracken

This I_sﬁ.TestDocument.

04 Meeting - 20050721 -Agenda!

Cancel |

KSAMPLE FEASIBILITY STUDY/COST BENEFIT ANALY SIS
A ="
Medicine
Project Hame Date: Froject CTient: TehnEmER
Uhient Servees L,aIILerIEr bxpansion 01706 Project Sponsor: Jane Johnson
FrojectLead:  Mary.Jones

Problem: During pesk peiods thewai tme for 3 phone c3ll fo be answered excesded whatis considersd to be ressonable.

Since one of the gosls of the Organizationis quick and efficient res ponse to Clienf's nesds, it was determined that enhancements o
the Call Center shoul be investgated.

Iha UrganEabion named John Smith 25 the principa clhient for this 2Hort and chaged Mary Jones tobe the Frject ManagaLoad
Solution: The Call Center operation should be enhanced to more effectively ufilize the st and equipment during peak periods.
Eoundaries:

The Organization willnot subsantially change therole of the CallCenter

Oirganizational changes will haveno impact onthis project

The Call Center operationwill not be outsoweed

The enhancemants will notrequir 3 changeof lecation for the Call Center

The enhancements will not reguire any construcionwork

Alternatives:
= Upgrade Call Center Equipment
»  Add Call Center Personnel
= Provide Additonal Training To Call Center Pesonnsl
= Adjust Wark Schedule To Conform To Werk Loads
= Maks No Changes

Cost Estimates:

= Upgrade Call Center Equipment
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C. Edit Details

Project Reporter ..o

Details Tasks Documents History MemberList DashB{

Add New Documents

FOLDER

STEP 1
To view

document details

click on Edit
Details.

No Folder Specified

04 1M

04 Meeting - 20090721 - Minutes

05 Project Plan fWEBS - 20100705

ACTIONS

LOCKED BY

View Details | Edit Details | Delete  Lock

View Details Edit Details Delete Lock
View Detfails Edit Details Delete Lock

* Title:

* Folder:

* Author:

* Published Date:

Categories:

Keywords:

|D0cument Review

[17 Other and Working Files

E STEP 2
Make modifications to

|I‘u'1ar3.r Jones

11212012 v

_ Please choose your categories

appropriate fields.

Click Submit

Add New
Department Categories

eligibility status
Fin Svcs P&L 2
Finance

Fin'l Services P&L
Gant documents

Edit Selection ==

Chosen Categories

Add =
Remove =<

Edit Selection ===

— Please choose your Keywords

Add Mew
Department Keywords

Bats
Breakfast

Cost Benefit Analysis and Feasibility St

food

Gant

=]

Chosen Keywords

Add =
Remove =

* Source:

* Abstract:

* Document:

Mary Jones

Cost benefit Anely

01 Cost Benefit Anahlvzsiz and Feasibility Study - Final

Browse... |

Submit | Cancel |

Faze cick BACVWER Dutton b3 Lo @ HEW

Project Reporter Guide — .NET version 1.0

41




d. Delete a Document

Details Tasks Documents History Member List DashBoard

3t Reporter oo

To delete
Add New Documents document details
click on Delete
FOLDER link. ACTIONS LOCKED BY
No Folder Specified 04 Meeting - 20090721 - Agenda View Details Edit Details Delete Lock
04 Meeting - 20090721 - Minutes View Details EditDetails Delete Lock
05 Project Plan / WBS - 20100705 View Details Edit Details Delete Lock
05 Project Plaaitine_ananazac View Details Edit Details Delete Loct
Message from webpage [ X]
Edit Details Delete
07 Commun Py o Lock
\ o ) Do you really want to delete this record? _ _
: : Edit Details Delete
DocumentR Lock
. OK 1 Cancel | Edit Details Delete
TestProject Lock

UnLock UserD

m ¢ View Details Edit Details Delete
est 2

View Details Edit Details Delete

16 Lessons Learned

UserD

r"
=]
&

e. Lock a Document

07 Communication Plan 07 Communications Plan ge%ils %ﬁils Delets Lock
Vi ; . .

17 Other and Working Files ﬂ Document Review _g:gils %&lls Delelq UnLock :dg:ﬂse::::ﬁ.
Uetalls Leialls AdminUserAdmin
View Edit Deletq UnLock

18 Lessons Learned B test2 Details Details UserDptUser, UsegptUser
View Edit Delet

16 Lessons Learned Details Details Lock

Locking the document prevents anyone from making changes to your document.
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IMPORTANT FILE ACCESS NOTE:

Access to any file can be limited by using the Microsoft File PASSWORD PROTECTION:
€ \When saving a WORD document go to File > Save as then click on tools. Click on SECURITY

OPTIONS.
i |__:|Pro‘_|.u: t Reporber "':;E:' 3@ X [y & - |Tods= AMNALYSIS
JErhancements ®pepartr| A Delete Del
be CList _of_ Tranees W Feasibili E =
MyRecert | yMiscellaneous B Feasbili .
A : C3PR_Survey2007 ] File.cfm Map Network Drive...
q @ CyPRGUIde_verson2.S B How to T
| petep | (CIPRGuide_version2.6 BHTML € ooper
P Y PRGUIde_version3.0 BPM0-PR) Save Cptions... sonabie
: CProject_Plan_Statement BYPRE-mal™ Seririty Options.. '
5 ._,) CProjectManagerReports #Project § b Otions Fancements to
ti | My Documents ||(SRemote Assistant B webbas
CIRISS Compress Pictures...

T ; Security Save Version... anagerLead.

g’ | ~asibility Cost Benefit_Call Center.doc =
${ | My Computer | M) CHPR_Project_Reporter_Minutes - 2008_02_12.doc ment during peak periods.

M £ >
B QQ - — . -
" i File name: ?Feasd:lt',l Cost Berefit_Call Center.doc 4|
™| s 98 g bosmn -0 9 Cow )
&  The enhancements will not reqguire a chanoe of location for the Call Center
s The enhancements will not require amy construction work
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Password to gpen:

File sharing options For this document
Password to modify:

[ read-only recommended
v Protect Document. ..

23

Privacy options
[[] Reemove personal information from file properties on save

changes or comments
[¥] Store random rumber to improve merge acouracy
[¥] Make hidden markup visbie when opening or saving

Macro securty

M:sths«utybvdforwﬁesth&nm
CONLaIN MACro viruses and specify the names of
trusted macro developers,

[[] warn before printing, saving or sending a file that contains tracked

Macro Security...

hs bilitycostbenefit.cfm.c
p.cfm.doc

to Dept_BU_ Admin.d
ML CGE FOR PROXECT

]

Places Save 85 bype: | word Document (*.doc)

Then enter your password and click OK.

When saving an EXCEL document go to File > Save as then click on tools. Click on GENERAL

OPTIONS.
?
L! Save in .f_']HyDo:errts v:@ ﬂ:ﬂ){umvrﬂvl
: B L |CaCyberlink HDrector Human Re 2| Delets
‘.\5 (CDydownlaads EMarketing Anatyticd | poroe
MyRecent | |C3)HR Director Hspace & Time & E -
Documents || =My Adobs Presentations Erin
@ Ij"ﬂr Captivate Projects add to "My Flaces
My Music
Desttop | My Pictures Hop Betuork e
éw Receed Files Properties
4 My Shapes wieh Optione..
,.) EM.- Videos
My Documents Idtutb:k General Opticns.
I;JS:a‘EcrI‘EF‘DF Corverter 2.0 || Compress Pichures.
9’ Iq_‘]Ehad:.'a T
(C)Snaglt Catalog
My Comguter | \Updaters
@ -
My Network e e e .
Flaces | Save asiype: | mMicrosoft Office Excel Workbook (*.xds) v f

Project Reporter Guide — .NET version 1.0




V_|@ nlﬁxf:“"fwbv

HDirector Human Resources Interview
&Marketing Analytics Assessment.xls
Hspace & Time & Effort Certification.

Fl:l:mn: |Bodc1.:|-.f-

Save as bypE! | picrosoft Office Excel Workbook (*_xs) b

Then enter your password and click OK.
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When the file is loaded into Project Reporter the password protection remains, and this function works

the same as if the file was in the share drive; upon opening the user will be prompted to enter a
password to allow the file to open.

f. Edit Documents

STEP 1

Details Il To edit the document — rd

Click on the Project Document
listed to open document for
editing.

ACTIONS LOCKED BY

No Folder Specified

04 Meeting - 20090721 - Agenda View Details EditDetails Delete Lock
04 Meeting - 20090721 - Minutes View Details Edit Details Delete Lock
05 Project Plan { WBS - 20100705 View Details Edit Details Delete Lock

File Download

Do you want to open or zave this file? M
Click on the Open button
@ j Mame: Project Statement Test Document. doc
Type: Mizrosoft Office Word 37 - 2003 Du:u:ume

Framm: = -LUMME._0rg

Open Save | Cancel I

W Always ask before opening this twpe of file

l--' i while files fram the Internet can be useful, some files can potentially
@ harm your computer. IF pou do nat trust the zource, do not open or
zave this file. ‘What's the nsk?
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Hew
Open... Ctri+0
Save Cui+S

Save As...

File ‘_E_d§t_7¥|_e>w_ Insert Format Tools Table POF Create! GgTo Favorites Help

»

) O search 5'7 Favorites €2 R »3; o L)

ns.org/AccessDocument.cfm?docums

Page Setup...
print... Ctrl+P

: Final Showing Marku STEP 3

Send
Import and Export...
Properties

corner.

Modify the document and
close the browser window by
File > Close or clicking on
the X in the upper right hand

2

FEASIBILITY STUD - s EHQRIY 79 Froedin i e Saric
Date: Project Client. John Smith
| Center Expansion 3/01/06 Project Sponsor: Jane Johnson
ProjectLead:  Mary Jones
Work Offline - e 2 .
peak periods the wait time for a phone call to be answered exceeded what is considered to be reasonable.
|

Yes: 5
Mo ]

Cancel: Keeps this document open

http://www.projrpt-umms.org/AccessDocument.cfm?document-=.. ..

This document has been modified. Do you want to save changes?

aves your changes
iscards your changes

| ¥es | Mo

X

STEP 4 -

Click the Yes button
to save the modified
document.

Save As

Savein: |3 Pre-Initiaton

Y @-2 @ X i B - Teols -

,}E [#] FeasibilityCostBenefitsample_CallCenter

STEP 5 -

e Select the location where you want
to save the revised document.

e Be sure you either select the existing

file name from the dialogue box or
enter a File Name.

Click on Save.

File pame: |FEasﬁlity‘ﬂostﬂeneﬁkﬂawﬁe_ﬂallﬂenter Save
My Metwork -
Places Save as type: |War|:l Document _\f_|| Cancel
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NOTE: The document must then be re-uploaded into the project.

01 Cost Benefit Analysis and Feasibility Study View Edit Delete Lock
Details Details

02 Project Statement

STEP 6

e To re-upload document
Click on Edit Details

* T .
Title: Document

* Folder: [17 Other and Working Files -

* Author: |Mary Jones

* published Date: 112/2012 v

Categories:

_ Please choose your categories

Add New
Department Categories Chosen Categories

eligibility status
Fin Svcs P&L 2
Finance Add =
Fin'l Services P&L Remaove <
Gant documents =

I [

Edit Selection (esse cooosz 2 mem i Edit Selection messe cwoze 21 memamy

Keywords: _ Please choose your Keywords

Add New

Department Keywords Chosen Keywords

Bats El

Breakfast

Cost Benefit Analysis and Feasibility St Add =
food Remave <
GGant =

* Source: Mary Jones

* .
Abstract: Cost benefit Rnaly STEP 7

Click “Browse” to locate the
replacement document.

Click Submit

* Document: 01 Cost Benefit Anahlvsiz and Feazibility Study - Final

Browse... |

Submit | Cancel
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21x
Look in: I (=) Project Repaorter j G _? 3 *
1 Enhancements EIL'LI Feasibility Cost Eenefit_Call ) .
CList _aof_ Trainees @Feasibilit}; revized.cfm.doc Edit Selection s s = sem s
) Miscellaneous EIJ feasibilitpcostbenefit. cfm.do
Keywords i PR Signs B File. cfm.doc
o PR_Surven2007 E_L,j F'03 Project Reporter Res
I PRGuide_version2.5 Eﬁ How ta Dept_BU_ Admin.d
) PR Guide_wversion2.§ @HTML CODE FOR PROJEL Chosen Keywords
) PHGwde_velsmnS.D ,;I Ingtructions for Ph. doc Cost Benefit Analysis and Feasibility Study
[ Praject_Plan_Statement Eﬁ PtO-FPRMewsletter doc 1
) Remote Assistant @*.j PR Users Book1.xls
B PRE -mailList doc
L Security EI;'“I Praject Reporter Updates. d
.ﬁ CHPR_Project_Reporter_Minutes - 2008_02_12 doc @*.j ProjectPreporter-Projecttd ar
@Jlj ProjectReporter_State «lz
STEP 8 _ E_L,j Projects az of 2008-04-03.»
* |
Select Document and then _
* Al g ‘ -
Click “Open”. Dip=n -
A j Cancel
E

* Document: 01 Cost Benefit Analysis and Feasibilty Study - Final

Browse. .. | Fne chok SRS Bston = et 8 R e

See path and file name

of selected document. STEP 9 -

01 Cost Benefit Analysis and Feasibility Study - Final Click Submit to replace the
\Project Reporteri\Feasil  Browse.. | document.

Submit | Cancel |

Team Members will receive an email alerting them a revision occurred

Dear William McCracken
A document has been modified, added or deleted for project: Client Services Call Center Expansion [Training Sample]
Project Description:

Description: The Call Center operation should be enhanced to more effectively utilize the staff and equipment during peak periods. A Cost/Feasibility
Study will be completed and, if approved, the Project Statement will follow.

Background: In December of 2005, the Organization completed a study of the efficiency of the Client Services Call Center. One of the findings was
that during peak periods the wait time for a phone call to be answered exceeded what is considered to be reasonable.

Since one of the goals of the Organization is quick and efficient response to Client s needs, it was determined that enhancements to the Call Center
should be investigated.

The Organization named John Smith as the principal client for this effort and charged Mary Jones to be the Project Manager/Lead.
Statement: This project encompasses the determination of the proper course of action to enhance the C

To access this application: click here

‘ Thank you.
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VIl. HISTORY TAB

.Details Tasks Documents _Histor}r.l\emberList DashEloard..

152012 35121 PM Mary Jones

Accomplishments This Period :

2. First draft of programming completed.

Project updates This Period :

1. New committee member, Dr. Mary Jones.

Planned Accomplishments for next Period / Future:

Mew Status

History Tab

1. Presentation to drafted and reviewed with Project Team. Displays the entire history of

status updates to help you track
overall project progress.

Additionally, you can
o Edit Status
Delete Status

Last Modified on 1/12/2012 4:32:08 PM by

1. Presentation scheduled for Thursday June 14th. e Adda New Status
2. Present programming information to Executive Committee. NO CHANGE

from this screen by clicking on

the appropriate button.

UserDptAdmin UserDptAdmin

Edit Status Delete Status

Vill. MEMBER LIST TAB

Group Email

Details Tasks Documents History

[ CheckAll
Name
v Jones, Mary
v Jones, Mary
v Jones, Mary
¥ McCracken, William

bt Sl dld D

Member Li

DashBoard

Track project members and their access to
project information using the Member List
tab.

A list of team members and their access
level as assigned in the Project Team
Members section of the Enter Project

screen.

Send emails to project members by Group Email

selecting the GROUP EMAIL button or to
individual team members by clicking on
their name.
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Details Tasks Documents History MemberList DashBoard

* To: |TestMary-Jones@umassmed.edu. TestMary.Jones@umassme
cc |
* Subject |
* Message:
Enter the Send Email to ALL Users with
Access to Project screen
To modify click on Modify Recipients
1. Review member list. If there is a team
member or members you do not need to send
the e-mail to uncheck the boxes.
2. Enter cc: if any
Send Cancel Modify Recipients 3. Enter subject
4. Enter the message in the text box below
5. Select SEND.

¢ Although a team member’s name may appear multiple times, they will receive only one e-
mail.

WARNING: If you wish to exclude some individuals be sure you uncheck all occurrences.

Project Reporter Guide — .NET version 1.0
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IX. PROJECT REPORTER / BUSINESS OBJECTS REPORTS

Standard Report Set

1. Business Unit

2. Client Lead

3. Client Report

4. End Date

5. Internal Projects

6. Project Detail by Business Unit
7. Project Detail

8. Project Manager

9. Project Status by Business Unit
10. Sponsor

11. Task Report By Person

12. Task Report By Project

Note: All reports are exportable by clicking the file button at the top left hand corner.
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a. Producing Reports

Home Tasks Search Admin Reports

Welcome to the UMass Medical School Proje

search function to locate a specific project. Search Projecis

Far your convenience, the UMass Medical School Project Reporter is argant™

Click on Reports from
the TOP Project Reporter
navigation bar.

My Profile Logout Help

partrnent fram the options below, or use the

Log On to InfoView

Ervbéor yromar weer information and dick Log O,

{17 you are ueure of your acoount. information, contact your system adminstator.)

l.bu'hl:l'rll::l

J.ugunl

1.

2.

Enter User name
and Password

Click Log On
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Sponsored by Commonwealth Medicine

Mn:,'m Welcome: MaryJone
[ M- | O vew - G (35 sens - [ uymioview | sesrcnme - | 5] Bae
| Folders 1t || Project Reporter Training FOEX
Eeedmi X || & ognze - | X | Frer arTypes -

B $Home 0.0+ |mite - | Last Run | Type ~

@ [ My Falders [0 & + BUSINESS UNIT REPEY Mever un Crystal Report
@ (= Public Folders SHECle [FTEREries
@ 3 A BO Instructions O & + CUENTLEAD 3 Cli .
. ick directly on the report
® (5 Project Reporter Schedule | Properties title tom\tl are Ort_L
@ [ Project Reporter Train tue port.
O] & #+ CLIENTREFORT
Schedule | Froperies
[0 & + EMDDATE Mever fun Crystal Report :
Schedulg | Properies il
O &1 #+ INTERNAL PROJECTS REPORT Mever aun Crystal Report
Schedule | Properties
0] & # PROJECT DETAL by BUSINESS UNIT Mever mun Crystal Report
Schadule | Properias
[0 & + PROJECT DETAIL STATUS by BUSIMESS UNIT Mever fun Crystal Report
Schedule | Properiies
[ @] + PROJECT MAMAGER Mever men Crystal Report
Schedule | Properties

¢ 5| O &) + PROJECT REPORT DETAL hever run Crystal Repart z
=L =5 Caksdiila | Flasaadilss s
There will be a slight delay while the selection criteria screen is built.
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Erdes prcavpt walues,

Wy Par amseter - business_seq_K(SUE BUSIIESS T
REPORT.pt Wy Pan arvvoted - Dopartmam_seq_ld(SU8 Wy Pirameter - business_peq_ ki SUB BUSESS UNT REPORT rpt )My Parn

BUSHIESS UIT REPORT.p1) . S_elect from list of values and
Enter Deperirmesrt Morme click the arrow to move your
Avidatls Vo o Vot selection(s) to the Selected
T IR ]| e it o

Values list.
(There will be a slight delay while
the other available values criteria
are built.)

Enter Business Lt Multiple selections may be made by
Avadabie Veses: depressing the Ctrl key (for range
selections) or the Shift key (for
individual selections) while clicking on
your selection(s) with the mouse.

5. Click the OK button. The report
generation restarts whenever
the OK button is hit so only
click once. (you may have to

Avadable Vimg scroll).

el
Fed >

Erter Preject Healthe

Based on your access level, different
values will appear.

Eriled atatirs: stadus(SLIB BUSMESS LINT REPORT rpt)

Aoedable Yk etecind Viabars

Erited whow: v SUB BUSIMESS LBIT REPORT mpt)

Axadable Vakes:
DERARTMENT AL

INTERNAL

Renmowe Rarmesve All
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b. Sample Reports

Business Unit - View a snapshot of all projects within one or multiple business units.

m UMass Medical School
{1 Project Reporter: BUSINESS UNIT REPORT
MEDICAL . ..
school Department: Project Reparter Internal Training
Project Project Project Project Revised
Project Name View Client Number  Priority  Team Manager Sponsor Start Date End Date EndDate  Status
Client Services Call  Departrmental Commanwealt 2006PR. High  Crane Mary Jones Dennis Crane  05/09/06 070906 070806  Active
Center Expansion h Medicine 10655 Johnson Jane Johnson
[Training Sample] Jones Mary Jones
fcCracken Brady Wayne
Mliller
Smith
YWWayne
Willlams

Project Health:  YELLOW
0871372007 Mary Jones

On Target

Client Lead — View projects for an individual or group of project Client Leads.

UMass Medical School
Project Reporter: CLIENT LEAD

Client Lead: Mary Jones

Project \iew Revised
Project Name Briority Status Project Manager Client Start Date End Date End Date
raining Projects
Client Services Call Center Expansion [Training Departmental High Active  Mary Jones Commonwealt 050905 070906  7/872000
Sample] h Medicine

Project Health:  YELLOW

08132007 Mary Jones

On Target

Client Report - View projects for an individual or group of Clients.

UMass Medical School
Project Reporter: CLIENT REPORT
UMASS R ..
MEDICAL Client: Commonwealth Medicine
Project Project View Revised
Project Name Humber Priority Status Project Manager Start Date End Date End Date
raining Projects
Client Services Call Center 2006PRJM10655 Departmental High Active Mary Jones 050906  07/09/06 070806

Expansion [Training Sample]
Froject Health:  YELLCWY

811372007 Mary Jones

On Target
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End Date — View projects by project End Date.

?mnss!! UMass Medical School

ScHooL Project Reporter: End Date
Project Reporter Internal Training: Project End Date From: 07/08/2006 To: 07/09/2006
Project Project Project Project Revised
Project Name: View Client Number Priority  Team Manager Sponsor Start Date  End Date End Date Status
Training Projects
Client Services DepartmentalCommorwealt 2006PRIM1 High ~ Crane Mlary Jones Dennis Crane 060972006 07032006 070820056  Active
Call Center h Medicine 088 Johnson Jane Johnson
Expansion Jones hary Jones
g'ramm]q McCracken Brady Wayne
ample Miller
Smith
YWayne
Willlams

Project Health:  YELLOWY
08132007 Mary Jones

On Target

Internal Projects — View internal projects in which you are a member with appropriate security access.

? UMass Medical School
Project Reporter: INTERNAL PROJECTS REPORT
UMASS
MEDICAL
SCHoON
Project Project Project Revised
Project Name Chent ty Team Manager Sponsor Start Date End Date End Date Status
Client Services Call Center AHRQ 2006PRIM106 High Bailey Mary Jones Johnson 060906 0720006 Active
Expansion [Training Sampie] 98 Bames Jones
Block
Brown
Crane
Grey
Johnson
Jones
Smith
Wayne
0771872006 Mary Jones
GREEN - Project Statement Approved
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S7



iz~ Project Reporter e

YT Acpled Knowledon in b Service
( ooL

Project Detail by Business Unit - View a snapshot of an individual project, including project description,
current status update and list of outstanding tasks by Business Unit.

m UMass Medical School
ol Project Reporter: PROJECT DETAIL by BUSINESS UNIT

Department: PRIT
Business Unit: Training Projects
Project: Client Services Call Center Expansion [Training Sample]

Smith, Brady Wayne
Priority: High Team Guests:

Chartstring: W337654321

Project Description:

Description: The Call Center operation should be enhanced to mare effectively utilize the staff and equipment during peak periods. A Cost/Feasibility Study will be
completed and, if approved, the Project Staternent will follow.

Background: In December of 2005, the Organization completed a study of the efficiency of the Client Services Call Center. One of the findings was that during
peak periods the wait time far a phone call to be answered exceeded what is considered to be reasonable.

Since onedofthe goals of the Organization is quick and efficient response to Client s needs, it was determined that enhancerments to the Call Center should be
investigated.

The Organization named John Smith as the principal client for this effort and charged Mary Jones to be the Project Manager/Lead.

Opportunity: By improving custorner satisfaction with the Client Service Call Center experience, the Organization will maintain a competitive advantage over its
rivals.

Statement: This project encompasses the determination of the proper course of action to enhance the Call Center and the implernentation of said course of action.

Project Number: 2006PRJM10595 Project Managen: Mary Jones

Project View: Departmental Client Sponsor: Mary Jones, Brady Wayne

Project Start Date:  05,/09/2006 Executive Sponsor:  Dennis Crane, Jane Johnson

Project End Date:  07,09/2008 Team Admins: Mary Jones, Betty Miller, John Williams

Revised End Date:  07,08/2006

Project Health: YELLOWY

Status: Active Team Users: Dennis Crane, Jane Johnson, William McCracken, Julie
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Project Report Detail — View a snapshot of an individual project, including project description, current

status update and list of outstanding tasks.

m UMass Medical School
et Project Reporter: PROJECT REPORT DETAIL

Chartstring: W987654321
Project Description:

completed and, if approved, the Project Staternent will follow.
peak periods the wait time for a phone call to be answered exceeded what is considered to be reasonable.

investigated.

The Organization named John Smith as the principal client for this effort and charged Mary Jones to be the Project Manager/Lead.

riwals.

Project Number: Z006PR.IM10695 Project Manager: Mary Jones

Project View: Departmental Client Sponsor: Mary Jones, Brady Wayne

Project Start Date:  05,/09/2006 Executive Sponsor: Dennis Crane, Jane Johnson

Project End Date: 07 03/2005 Team Admins: Mary Jones, Betty Miller, John Williams

Revised End Date:  (07,08/2006

Project Health: YELLOWY

Status: Active Team Users: Dennis Crane, Jane Johnson, William McCracken,
Julie Smith, Brady Wayne

Priority: High Team Guests:

Description: The Call Center operation should be enhanced to mare effectively utilize the staff and equipment during peak periods. A Cost/Feasibility Study will be
Background: In December of 2005, the Organization cormpleted a study of the efficiency of the Client Serices Call Center. One of the findings was that during

Since one of the goals of the Organization is quick and efficient response to Client s needs, it was determined that enhancements to the Call Center should be

Statement: This project encompasses the determination of the proper course of action to enhance the Call Center and the implermentation of said course of action,

Opportunity: By improving customer satisfaction with the Client Service Call Center experience, the Organization will maintain a competitive advantage over its

Project Status by Business Unit — View a snapshot of an individual project with current status update

m UMass Medical School
r£ 7 Project Reporter: PROJECT STATUS by BUSINESS UNIT
FERSSt Department:Project Reporter Internal Training

Business Unit:Training Projects

Project: Duplicate Project Names
Project Manager: Mary Jones
Stant Date: 06252007 End Date: 07252007
Project Health:  YELLOW
Project Description:

testing duplicate project names and numbers
Current Project Status:

Nol Entered

Project view: Deparmmental
Revised End Date:
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Project Manager — View projects for an individual or group of Project Managers.

A UMass Medical School
Project Reporter. PROJECT MANAGER REPORT

Project Manager: Mary Jones

Revisedl
Project Name Project View Priority Status  Sponsor Client
raining Projects

Start Date End Date Eni Date

Client Services Call Center Expansion Departrental High Active  Dennis Crane Commaonwealth 06Ma06 070906 0708106
[Training Sample] Jane Johnson Medicine
Proiect Health hary Jones

roeet nes YELLOW Brady Wayne

08132007 Mary Janes

On Target

Client Sponsor - View projects for Client Sponsors.

m UMass Medical School

Project Reporter: SPONSOR

UMASS
MEDICAL
ECHOODL

Sponsor: Mary Jones

Project Hae Project Prioiity Status  Project Manager  Client Start Date  End Date
Clignt Services Call Center Expansion [Training Sample]  Departmental High Actve  Mary Jones Commonwaall 060906 070908

h Medicine
Sponsors: Dennis Crane, Jane Johnson, Mary Jones, Brady Wayne

Projact Health: YELLOW

040452008 Man Cohen

i it Paglod 2
1. Presentation draflad and reviewed with Praject Team
2. First draft of programming completed
bt 1 ! i

1 NEW commitiee member, Dr. Mary Jones
e
1 F'reaen"amnn scheduled for Thursday June 14th
2. Presant programrming information to Execulive Commithes
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Executive Sponsor - View projects for Executive Sponsors.

m UMass Medical School
Project Reporter: SPONSOR

MEDICAL
SCHDODOL

Sponsor: Jane Johnson

Rundsa
Project Hamea Project Pririty Status  Project Manages  Chent Stant Dite  End Date Emil Da
Training Praojecis
IFC Project Dapastmental High At Mary Jones EOQHHS 08407 0704007 DEf2a

Spensors: Jana Johnson
Progect Health: GREEN

Status good - moving Torwand

Cliemt Services Call Center Expansion [Training Sample]  Depatmental High Aot Bary Jones El:ﬂn;mm?alt peeDs  OFAE0S 07080
1

Spensors: Dennis Crane, Jane Johwson, Mary Jones, Brady Wayne

Project Health: YELLOW

04Dar2008 Alan Cohen
1. Presentalion drafled and reviewed with Project Team.
2. Firsl deafl of programming comgleted.

Task Report by Person — View project tasks by person.

m UMass Medical School
LG Project Reporter: TASK REPORT BY PERSON

Project Reporter Internal Training

08192007 Mary Jones Obtain Appraval to Begin Client Services Call Center Departmental  2006PRJM106595 25%  Mary Jones
Initiation Phase Expansion [Training Sample]

Ma Motes Entered

08/1952007 Mary Jones Create Preamble for Department  Client Services Call Center Departmental  2006PRJM106938 78%  Mary Jones
and Business Unit home pages Expansion [Training Sample]

Mo Motes Entered

Task Report by Project — View project tasks by project.

m UMass Medical School
UMASS. Project Reporter: TASK REPORT BY PROJECT

Project Reporter Internal Training

03/23/2007 Brady Wayne Prepare Cost Benefit Analysis Client Services Call Center Departmental  2006PRJK10695 0%  Mary Jones
and Feasibilty Study Expansion [Training Sample]

Prepare the cost benefit analysis using the new CWht methodalogy.

081972007 Mary Jones Obtain Approval to Begin Client Services Call Center Departmental  2006PRJM10B93 28%  Mary Jones
Initiation Phase Expansion [Training Sample]

Mo Motes Entered
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c. Downloading Report Data

In order to save a report to disk, or to edit the contents of a report, create the report within Project Reporter
as described in the section above.

WP e Mt 724 Men Report ] G || % [ 100% v

UMass Medical School
Lroject Reporter: PROJECT DETAIL by BUSINESS UNIT

Department: PRIT
nit: Training Projects

Project: Client Se ater Expansion [Training Sample]

Project Number: 200ERFRUMI0ESS

Project View: Depanmantal Click on the Export This

Project Start Date:  0B/09/2006 Document icon.

Project End Dare:  OFA/2006

Revised End Date:

Project Health: RED

Status: Actrog Team Users: Barbara Badley, Haerry Bames, Adnan Bleck, Wil
Brown, Dennes Crane. Stu Grey. Jane Johnson, John

Priority: High Smith, Brady Wayne

Team Guasts:
Chartstring: WISTE5431
Project Description:

hﬁﬁilni ?E The Call Center aion should be enhanced to mone effectively wilize the stall and equipment during peak penods. A CostiFeasibility Study will be
eled and. if approved, lh:ﬁ'qrc: Statement will follow

Background: In December of 2005, the Organization complated a study of the eficiency of the Chent Senices Call Center. One of the findings was that dunng
peak panods the wast ime for a phone call to be answered excesded what 15 consadered (o be reasonable

Sinca;;;tr:duhhe geals of the Organization is quick and efcient response to Client 5 needs, i was determined that enhancements Lo the Call Center should be
Irrge St

Tha Onganizaticn named John Smath as the principal clhent for this eflont and charged Mary Jones 1o be the Project ManagerLead
Statement: This project encompasses the determination ol the proper course of acbon to enhance the Call Center and the implementation of said course of action

Opportunity: By improving customer satistaction with the Chent Senrace Call Center expenence, the Organization wll maimain a compeltive advaniage over its
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Downloading Report Data (continued):

Select Microsoft Word (97-
2003) — Editable from the Export >4
File Format dropdown.

File Format:
[ Crystal Reports (RPT) ||
Pag[v  Crystal Reports (RPT)
*
PDF
[ .
Microzoft Excel (97-2003)
J— Microsoft Excel (97-2003) Data-Onbhy |
Micro=oft Word (97-2003) :|

gHe Kicrosoft VWord (972003} - Fditable
Rich Text Format (RTF}

Separated Values (CSV)

XML

File Download

] ] o you want to open or zave thiz hle?
Click on Open to view,

edit, and/or print the

. . Mame: CrpstalR B ik
document immediately. i At e

Twpe: Rich Test Format

Click on Save to store From: entreportz.umaszsmed_edu
the document for future

retrieval in order to edit Do | S ave | Cancel
and/or print later.

harm your computer. If pou do nat trust the zource, do not opet or

@ YWhile filez from the Interet can be useful. zome fles can potentially
zave thig file, What's the risk?

CAUTION:
If you have opened the document for immediate viewing/editing/printing and you wish to save it from within Word, You
must use File > Save As to store the document where you wish.

Project Reporter Guide — .NET version 1.0
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Type a question for help

Open... Ctr+0

Save Clrl+s
= |
Save as Web Page...
File 5_=a.r¢h--~ UMass Medical School

Permission roject Reporter: PROJECT DETAIL by BUSINESS UNIT

-

Yersions. .

‘Web Page Preview
Page Setup...
Print... Curk+P Project Manager:  Mary Jones

Send To b Client Sponsor: Mary Jones, Brady Wayne

Properties Executive Sponsor:  Dennis Crane, Jane Johnson

1G!\...\TOTAL Guide Version2.5_WIthTOC... Team Admins: Mary Jones, Betty Miller, John Williams
A

WARNING! Using File > Save will store it to a location in the Temporary Internet Files folder and
you may not find it again!
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X. SEARCH FEATURE

Locate projects by title, description, history, task association, documents association or UDFs. You may
select multiple criteria for searches. The Search Feature provides the ability to navigate to different areas
within Project Reporter.

Home Tasks Search Admin Reporis My Profile Logout Help

PROJECT and MEMBER SEARCH

The following is a list of Search Utilities for this toal. Please Select an option from the list below.

¢ Search for Projects SEARCH BY PROJECT: Locate projects by title, description, histary, task association, document
association, or UDFs. You may select multiple criteria for searches.

¢~ Search by Administrative Member SEARCH BY ADMINISTRATIVE MEMBER: Locate projects by Project Manager, Executive Sponsor, Client
Sponsor, Client Project Lead, Team Admin, Team User, Team Guest.

¢~ Search for Documents SEARCH FOR DOCUMENTS: Locate documents by document Title or Abstract

¢ Search for Lessons Learned SEARCH FOR LESSOMNS LEARNED: Search within the Lessons Learned folder

Advanced Search

Search for Projects by Title, Description, History, Task Association or UDFs. You may select
multiple criteria for searches.

PROJECT and MEMBER SEARCH

The following is a list of Search Utilities for this tool. Please Select an option from the list below.

@ Search for Projects SEARCH BY PROJECT: Locate projects by title, description, history, task association, document association, or UDFs.
You may select multiple criteria for searches.
¢~ Search by Administrative Member SEARCH BY ADMINISTRATIVE MEMBER: Locate projects by Project Manager, Executive Sponsor, Client Sponsor, Client
Project Lead, Team Admin, Teamn User, Team Guest.
¢~ Search for Documents SEARCH FOR DOCUMENTS: Locate documents by document Title or Abstract
¢~ Search for Lessons Learned SEARCH FOR LESSONS LEARNED: Search within the Lessons Learned folder
Advanced Search
Text |
Search within these fields: v ProjectTitle [T ProjectDescription [ ProjectHistory [T UDF || Documents |7 Tasks

Search I Clearl
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Search by Administrative Member:

Project

Project Reporter ..o

Project Manager, Executive Sponsor, Client Sponsor, Client
Lead, Team Admin, Team User, Team Guest.

@ Search by Administrative Member

SEARCH BY ADMINISTRATIVE MEMBER: Locate projects by Project Manager, Executive Sponsor, Client Sponsor, Client
Project Lead, Team Admin, Team User, Team Guest.

¢ Search for Documents

¢ Search for Lessons Learned

SEARCH FOR DOCUMENTS: Locate documents by docurment Title or Abstract

SEARCH FOR LESSONS LEARNED: Search within the Lessons Learned folder

Project Role: Project Manager

Executive Sponsor
Client Project Lead
Client Sponsor
Team Admin

Team User

Team Guest

Project Status:
archive

cancelled

completed

on hold

pending

First Name: I

Last Name: I

Search | Clear|

Search for Documents by Document Title or Abstract

PROJECT and MEMBER SEARCH

The following is a list of Search Utilities for this tool. Please Select an option from the list below.

¢ Search for Projects SEARCH BY PROJECT: Locate projects by title, description, history, task association, document association, or UDFs.

You may select multiple criteria for searches.
¢~ Search by Administrative Member SEARCH BY ADMINISTRATIVE MEMBER: Locate projects by Project Manager, Executive Sponsor, Client Sponsaor, Client
Project Lead, Team Admin, Team User, Team Guest.

& Search for Documents SEARCH FOR DOCUMENTS: Locate documents by document Title or Abstract

¢~ Search for Lessons Learned SEARCH FOR LESSONS LEARNED: Search within the Lessons Learned folder

Text

Search | Clearl
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Search for Lessons Learned within the Lessons Learned Folder

PROJECT and MEMBER SEARCH

i~ Search for Projects

¢ Search by Administrative Member

¢ Search for Documents

The following is a list of Search Utilities for this tool.

Please Select an option from the list below.

SEARCH BY PROJECT: Locate projects by title, description, history, task association, document association, or UDFs.
You may select multiple criteria for searches.

SEARCH BY ADMINISTRATIVE MEMBER: Locate projects by Project Manager, Executive Sponsor, Client Sponsor, Client
Project Lead, Team Admin, Team User, Team Guest.

SEARCH FOR DOCUMENTS: Locate documents by document Title or Abstract

¢=  Search for Lessons Learmned

SEARCH FOR LESSONS LEARNED: Search within the Lessons Learned folder

Text
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Xl. Department Coordinator Role

To ensure security and access control, each department will identify and assign a Department
Coordinator. The Coordinator is responsible for granting and maintaining user access at the proper
security level:

Department Coordinators must participate and understand the following:

v Responsibilities:

o Creating and maintaining access for department users, including prompt inactivation
of terminated employees.

o Perform a period check of users.
o Support resource for the department users to go to with questions, concerns, etc.

v’ Security:

o Work with the Department Director to determine the proper level access needed by
users. Admin access should be granted only after approval from Director and
completion of the Project Reporter Admin Training.

The Program Development office will provide the Security and ADMIN training, and will
ensure support to answer any questions regarding security access issues.
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Xlll. PROJECT DASHBOARDS

Project Reporter Guide — .NET version 1.0

69



