Haus Weilgut’

COMPUTER CONCEPTION ~“GMBH

MindPlan

Developing a Project Structure using Work Packages,
Activities, and Resources

User Manual Part Il = Status as of December 2008

Contact: info@weilgut.com = www.weilgut.com = www.mindplan.com



Developing a Project Structure using Work Packages,

Activities, and Resources

A multitude of tasks arise in a project, which is why the project deliverables, work packages and
individual tasks of each project must have a clear structure. In this part of the User Manual, you
will learn step-by-step how to develop a project structure plan, create activities, allocate
resources, and estimate effort and costs for your project. As you work through the manual you
will become familiar with the basic and easy-to-use MindPlan project management functions. This
chapter describes the basic principles of project planning in the map editor, based on the

principles developed in "Brainstorming with MindMaps" in Part 1.
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OPEN SIDEBAR:
Ctrl+Shift+S

Insert key:
Branches below

APPLY NODE STYLE:

5B

H You can easily copy node
styles using the brush func-
tions in the toolbar at the
top.

B Select a formatted branch (of
any MindPlan) and click on
the brush on the left.

B Select an unformatted branch
and click on the brush on the
right.

Create project structure levels

Create project structure levels

Open the MindPlan you created in Part I of the MindPlan User Manual.

Make sure that the right sidebar is open. If the sidebar is not visible, select
»Sidebar« in the »View« menu at the top. Click on the »Create new branch«

link in the sidebar.

Create basic project structure level

ck Launch

Location &5

Catering

D

—+ FProgram 4.
Communication Program oram €

% New Preduct Launch

b

Major program parts
- Customer Event

- Press participation
- %I dinner party

- Advertising campaign
Project manager: Hamry hiine
Project stats: Plan

Invitations [ <)
-

Advertising 0?

00 Brainstorming

Jues | dely

= ‘Your next steps x

A collection of important
operations for the current
node selection:

=3 Create new branch
Create another branch,

=4 Create nodes of other types
Shows you an extended selection of
bypes for the creation of a node,

o Convert node bo milestone
Convert this node o a milestone, to
define a termination date for this
part of the project.

<t Convert node bo activity
Convert this node to an activity, in
order ko assign actual planning
dates ko the node.

) Convert node to work package
Ta form a group of associated task,
convert this node to a wark
package,

& Find

.7 Image library

=5 Map-fragments

Styles templates

< B B B B B

¥ Mode style

s Rnnkmarks W

1 Select the central node and select the »Your next steps« menu in the

right sidebar.

Type »00 Brainstorming« and confirm with »Enter«.

Select all the branches above while holding down the left mouse button.

Pull the selected branches to the right to the »00 Brainstorming« branch.

Location #3
T
Catering
s Communication Program
New Product Launch Program &

Ivijor program parts
- Customer Evert

- Press participation

- W/IP dinner party

- fuhertising campaign
Project ranager: Hamy baine|
Project status: Plan

Invitations )

s dvertising @?

Press j

‘> Node style

w4

5 Select the »00 Brainstorming« branch and assign a new visual effect to it
in the »Node style« menu in the right sidebar. In this example, the border
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Open branches level by lev-
el: + key

Open all branches at the
same time: Shift and + keys

and font are dark blue and the background color is light gray. Advantage:
As the number of branches increases, the different visual effect gives the
structure greater clarity.

While the branch is selected, press Enter and create a new branch on the
same level with the same effect. Call this branch »01 Project Structure«
and confirm by pressing Enter.

Press Enter again and create two more branches in the same way: »02
Project dates« and »03 Project coordination«.

8

o= Your next steps
% Find

.7 Image library

e P |

-] Application Basics
+- ] Business and data

eS| defy

o] Cases
H _}Flags

00 E ramstormlng

b
2 Communication Program

New Product Launch 01 Project Structure L‘LJ @ la
M t
it vt ) > Wy
- Pre=s participation z -
- %IR dinner party = o
- Adwertising campaign 02 Project Schedule (v of
Fraject stans: Plan

03 Project Coordination :);:;J

V4
\9 “

U X
<
e

To differentiate between the branches from a visual perspective, assign
icons to them. To do this, select the relevant branch and select suitable
icons in the right sidebar.

Open and close the tree

The more branches you create, the more confusing your MindPlan becomes.
Therefore open and close parts of your MindPlan as required:

1

N

Click on the minus symbol at the bottom right of the central node. This
closes the entire structure. This symbol appears on each node as a plus
symbol if all levels below are closed and as a minus symbol if a level
below is open.

Now press the + (plus) key on your keyboard to open the first level of
your project structure.

Select the »00 Brainstorming« branch, then press the Shift and + (plus)
keys. Using this command MindPlan opens all branches below the
selected branch. If you only want to open the next level, then just press
the + (plus) key.

Conversely, once you have edited the branches, you close the branches of
all levels by pressing Shift and - (minus) or close the branch of one level
by pressing the - (minus) key. Try it out.
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Create project phases

By Brainstorming you now have a basic idea of what needs to be considered
in the project. You now create the project structure plan step-by-step based
on this. You need to take into account now that a project has several phases.
In our example, these are the Concept & Planning, Realization and Project
closure phases.

You create project phases in MindPlan as follows:

TEAMWORK TIP: 7 | it i
- 00 Brainstorming ) g |ASF P Arial v v
m Several pr.O].e.Ct members <.:an =} = B | EEEE
collect activities in a map in
parallel, as each activity in Preview
the map is stored directly in a Concept & Planning
database.

4{01 Project Structure :'—_-,_J 4

Project closure

\{ 2,02 Project Schedule \\D‘

1 Click on the »01 Project Structure« branch and create three new branches
below this: »Concept & Planning«, »Realization« and »Project closure«.

i —1

2 Select all three branches and assign properties to these using the »Node
style« menu in the right sidebar:

m Node border »Process arrow east 2«
m Dark blue border and font color
m Gray fill color

3 Confirm by clicking on »Apply«.
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Structure contents and assign phases

You have now created all the project phases and assigned the topics

collected in Brainstorming to the respective phases. Using this as a basis,

you can now easily and flexibly develop the first basic structure plan:
Lozation ‘-/B‘

i atering

Frogram \'f

Communication Program ..\
New Product Launch -gu -

Conc ept & Planning LCevelop Program Q‘
01 Project Structure | =
. J ; Realization 3] Prss j

1 Open the »00 Brainstorming« branch by clicking on the small plus symbol
to the right.

a%

2 Copy the individual topics to the planned project phases one by one. To
do this, hold down the mouse button and pull the »Program« branch to
the right corner while also holding down the Ctrl key. You can see from
the plus symbol on the cursor that the branch is being copied.

3 In MindPlan, it is easy to arrange branches in a logical order simply by
moving them around while holding down the mouse button. Example: The
Program must be defined before the agenda can be incorporated in the
invitation text.

Basic structure for project management
You now have a basic structure from which to develop a project plan using

the convenient project management functions of MindPlan. Read how to do
this on the next page.
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Introduction to the MindPlan project
management functions
MindPlan offers special project management functions that allow you to list

activities, structure the entire scope of work for the project and benefit from
easy-to-use analyses for project monitoring. In this chapter, you will create

m a project structure plan containing statements about the required order
of the individual work steps,

m activity lists, which you can assign to a specific work package.

In a project structure plan it is important that you group project elements
into clearly-defined deliverables and thus organize the total workload for the
project step-by-step.

Project structure plan Activity list

Sample Map

Used
MindPlan
node type

O3 J‘Acnvn:y 1.11

.’:'i Deliverable 1 '_| f‘ Wark package 1.1 -Q‘g _)Activity 112
=

=
k\/Work package result 1.1

[,.% Project result g & Major Milestoneé

O3 JActivity 211

= Deliverable 2 ,:I: %) Work package 2.1 Gy )Activity 212

= :
:kvgwm package result 2.1

&= Deliverable # Work i & Activity
: package :

& Milestone . ¢ Milestone

MindPlan helps you do this by providing the node types Work package,
Activity, Deliverable and Milestone. The figure shows, for example, how you
can use the individual node types in the project structure plan and in activity
lists. The node types are described in detail in the following:
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Work package node type

The »Work package« node type denotes a branch that represents a self-
contained task.

“& Properties of 'Design invitations'

General | Mode visualisation | Work package | Predecessor || File attachments | versions | Doc.Info Export nodes

Work package

Type .Regular work package ~ |  Phase .Open w
Estirmated duration | day(s)  Costunit
Responsible :Milly Smith v|

Members |

(o ) oo ) ooy )

In work packages you specify work content, objectives and deliverables,
persons responsible, dates and durations, resources, preparatory work and
costs. Standard fields are available for this in MindPlan that enable you to
perform analyses on the project status according to different criteria.

You no longer enter requirements in a separate text document, but instead
use the designated short description field on the »General« tab.

“ 1 Design invitations

'T_l o
InpL: ~Ep_)Develop text

- Program iz completed and released
- Exigting layout can be usad
Output:

- Invitation as pdf file

- Print on paper

Mot contained:

-licensed images

Type: Regular work package

P haze: Open

Responsible: Milly Smith

> 7y
>

& Design layout

..\\',5*} )Pravide print data to print company

These are visible to you and other map participants in the information field
below the node.
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Activity node type

Below the work package, you create branches of the »Activity« node type ,
which you use to specify who carries out a particular part of a work package,
in what time frame, and at what cost. You should always describe activities
using a verb. Example: »Visit event location« or »Draw invitation«.

+# Properties of ‘Create mailings & send out'

General | Mode visualisation | Activity | Predecessor || File attachments | Yersions | Doc.Info | Export nodes

Activity

Activity planned

Resource TMilly Srrith b Priatity e v
Start date bi1308 '. Type v
Due date 2i13j08 (&) status |
Target duration ] 1 | Days Target costs

[ Fixed appaintrment

Activity actual

Percentage completed | 0% w | Actual costs
Actual duration Days
Show node document [ QK ][ Cancel ][ Apply ]

In the Activities properties window, you specify the start date and due date,
a resource, the target duration and target costs, a priority, and the target
result.

During the further course of the project, you maintain the actual duration
and actual costs, percentage completed and status in order to track the
progress of the project in detail.

Deliverable node type

You use the MindPlan-specific node type »Deliverable« to group project
elements into

m project deliverables or project products of different levels of detail
(work products, deliverables)

m project phases, business processes (major deliverables, project lifecy-
cle phases, project objectives, business processes)

A project deliverable is a self-contained result that results from one or
several work packages. Deliverables are divided into several work packages,
each assigned to a person responsible. Work packages should be grouped
according to the criterion of belonging to a deliverable.

The central node of MindPlan describes not just the project, but also
represents the primary project deliverable or product (primary deliverable,
project product)
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Milestone node type

Milestones are key events in the project and are important for the ongoing
project planning and monitoring. A milestone is a predefined result that
provides important information for decisions regarding the further course of
the project.

Using the »Milestone« node type, you define these types of events as a date
in the project, and thus show that

m a work package is complete,
m important review and approvals are pending,
m important decisions in the project are pending,
m a transfer of responsibility for a deliverable is taking place,
m external key events affect the project plan,
or that

m key decision-makers must be included at a certain point in time.
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Create project structure plan and estimate costs

Create project structure plan and estimate costs

This is where things really get started. Step-by-step you are going to
develop a project structure plan by assigning the »Deliverable« and »Work
package« functions.

Assign deliverable and work package node types

_aunch =

eviation |mare..,

o= Your next steps 3
a termination date For this part of the .
projeck,
25 § £ Conwert node bo ackiviey
P Conwvert this node to an activity, in order ko
& assign actual planning dates ta the node.
Catering E=

“3 Convert node bo wark package
To Form a group of associated task, convert

4 Concept & Planning

this node to & wark package.

4 401 Project Structure

L

————
—

=l

Denelop Progam \dﬂ &2 Convert node to deliverable
To Further structure your project into
smaller parts, conwert this node to a

¢ deliverable.

& More tvpes ta change ko

Shoue wanan avkandad calactinn oF Funac

Select the »01 Project Structure« and »Concept & Planning« branches
and click on »Convert node to deliverable« in the right sidebar. Note how
the node display changes: The deliverables are now assigned the
corresponding icon.

Drag your mouse to select the »Catering«, »Location«, »Develop
Program« and »Invitations« branches, and then click on the »Convert
node to work package« menu in the right sidebar. Note how the node
display changes: The work packages are now identified by a package
icon.

Initial cost estimates

Even in the early stages of the project you can estimate costs and effort for
your project and discuss these directly with your superiors using your
MindPlan. You prepare your map as follows:

1

Double-click on the »Catering« node. The properties window opens and
the »Work package« tab is displayed. The »Type« indicates that it is a
regular work package. For certain types of projects, special work package
types are offered, for example, »Change Request« or »Free correction« in
IT projects.

Let us assume that you estimate the duration of this work package to be
five days. Enter a 5 in the »Estimated duration« field.

Enter a person responsible (Harry Mayer).

Select »Conception (Planning)« in the »Phase« field. In an advanced
project, the person responsible can set the »Release« or »Approved«
status.

List all the members of this work package in the »Members« field. These
can include task managers of related activities or key decision makers, for
example.
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Work package

Type |Regular work package v| Phase |Open L |
Estimated duration | | dayis)  Costunik | 2410 |
Responsible harry Iaine - |
Members Daisy Hill

Ea=E

6 Confirm with OK.
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Show/hide information fields in the map

Communication Program
& )% New ProductLaunch

Project manager: Hamy haver
Mermbers :
Daisy Hill
Heiner Grummer
flly 5 mith
Project stats: Plan
Start date: 12/707
Due date: 24308
Tanget duration: 31 days
Target elapsad duration: 0 daye

‘f) '.\)J Catering
[ | Estimated duration: § daws
Type: Regularwork package
Phase: Conception (Planning]
PR sponsible: Harmy hdayer
M mbers: Daisy Hil

““ Lacation GZE

}E"> % CDnCEpt &P Ianning 5 >[':| Type: Regularwork package

Eti d duration: 10 day|

Start date: 12707

[ue date: 2308

Target duration: 31 dayes
Fetual duration: 20 days
Estimated duration: 10 dawe|
Target costs: 1.5
Percertage completed: 0%

LT -
Estimated duration: 3 dawes

Phase: Conception (Planning]
Responsible: Daisy Hll

"J Devalop Frogram @ =
L,

Estimated duration: 2 daw
Type: Regularwork package
Phase: Conception (Planning]

Target remaining duration: 21 days|
Fetual duration: 20 daye

Estimated duration: 10 days
Tanget costs: 15

Percentage completed: 0%

Respansible: Daisy Hll

) Inwitations *. <

The information fields below the individual work packages and deliverables
now display the entries you made in the properties windows. Enable or
disable the display using the blue i field or make the following default
settings:

Show/hide additional information of the open map

To ensure that the information fields are displayed in the open MindPlan,
proceed as follows:

i Options for MindPlan ‘Communication Program New Product Launch *

Map display | Project | Access rights
Map display

Details ~
Additional infos below the nodes
() Standard (%) For this MindPlan
(®) Display additional infos
() Hide additional infas

Display activity dependency arrows
() Far this MindPlan

Standard

[ oK ][ Cancel ][ Apply ]

1 Right-click on the background of the open map and select »MindPlan
options«.

Select »Details« in the drop-down menu on the »Map display« tab.
Enable »for this MindPlan« and click on »Display additional infos«.

4 By clicking on the »Standard« button at the bottom right, you can restore
the default settings.

5 Confirm with OK.
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Default settings for displaying additional information

You make your personal default settings by choosing File - Settings — Node
settings in the menu. These affect every MindPlan you open afterwards.

E------General Work package
#|-Mode creation
=-Node settings Yisihility of additional inFarmation at the nodes:
~Link Element Below node | Tooltip
-----Brahc_h shaort description [v] [Z] |~
-----.|'-\u:t|_wty Version ] [v] T
-----Pro.]ect Type E E
-----Delwrable Phace ] [7]
faht Cosk unit [v] []
MI|ESFOI‘IE Biooking account [v] [v]
""'M?Etlng . Responsible [v] [v]
- Minukes item Members [ [] )
~Agenda . Start dake [] ]
-----.ﬁ.genda ikem DU date ] 7]
-----MlndPIén ) Percentage completed [] [+]
EE-Analysis visws Estimated duration [v] (]
E@---La',-'.o_ur.: Targek duration [V] [7]
[rfictivities Taraet slancad duration O] fel 1™
[#-Clipboard operations
- MindPlan Startup
--Synchronization
e SECUFEY
[#-Tooltips
.. SideBar

Click on the node type that you wish to configure and enable/disable each
information field as required.

Note: Changes to these settings affect all MindPlans that you open in the
) future.
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Define work package information

In MindPlan you can easily define information that belongs to a work
package. Two options are available for this:

Option A: Entry in short description field
1 Double-click to open the node.

2 You may need to change to the »General« tab and enter a detailed
description of the work package in the »Short description« field. You can
use the following standard structure as a guide for your description:

m Input, prerequisites
m Output

m Services not included
m Comments

Then confirm with OK.

4 MindPlan displays the short description below the work package by
default. You can hide this individually at any time by clicking on the cross
symbol, or you can hide the entire information display using the blue i
button below.

Note: Information in the short description field is applied to analyses.

Option B: Open the Lotus Notes document using the F11 key
1 Select the work package and press the F11 key.

2 The related document opens in a window of your open Lotus Notes
application.

3 Edit the text field in the document and create attachments as required.

Save and close the document. The branch cannot be edited by other
project members while the document is open.

Notes:

Nodes with information in Lotus Notes documents have an RTF icon with a
blue i button. By double-clicking on this icon, the Lotus Notes document
opens.

Information within Lotus Notes documents is not applied to analyses.
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Attach and use calculation tables

Example: To prepare for a meeting with your superior, for example, you want
to attach a calculation table.

1 Select the »Catering« node.

& Attach
Look i ||,-J:1 My Jacurnents v | 3 PEE
e F
= — (7 %, Catering
0 My Albums o -
| é "y Music Estimated duration: § days
o ) Type: Regular work package
Wy Recent ﬂ Wy Pictures Phaze: Conception (Planning
Docurnents I Re sponsible: Harmy hayer
Wy Vid = my a3
Bty tideos b mbiers: Daizy HI
— ) Dther Dacuments
“ F } ) 2alr ©5 Des<top (%) Location ‘;‘-"E‘I
5 “atering-Calzulatio =
Diesktcp -&‘ - ] Estimated duration: 3 day=
s H:_] Type: Regularwaork package
. Phase: Conception (Planning
,.) Fe sponsible: Oaisy Hill
My Decuments “ [evelop Pragram ?_—,
N
s Estimated duration: 2 daws
s Type: Regular waork package
- Phase: Conception (Planning
Re ible: Oaisy Hil
My Compuker Sk e b
e %) Inwitations [*.- <)
i L [
B File: name: |Catering-CaIcuIatiu:un.xls | [ fitkach ]
My Mebwiork

Places Files of kvpe: ||:|.|| Fles vl Cancel

2 Click on the paperclip icon in the top menu bar and select a file from your
local directory. Confirm with »Attach«.

‘
L
I_a." Do M anvine J

X %® add file attachment
1 [Estim| % Delete file attachment
Type: 5 Extract file attachments

Phiz s =
Y Execute file attachment

Members Dagmar Hiller | I

|f" Location gﬁ\

/> Iiﬁ'!i Ccmcept & Planning >|:_ Estim sted durstion: 3 days

Type: Fegular work package
Phase: Conception (Flanning)
Responsible: Dagmar Hiller

| |E gimated duration; 10 da\,r3|

3 In the meeting with your superior, you can now demonstrate your
project's key contents and costs using your MindPlan. To do this, open the
attached calculation table in MindPlan itself:

m Double-click on the paperclip,

m or right-click on the paperclip in »Catering« and select »Edit file attach-
mentx.
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A | B |
1 |Catering
2
3 |Soft drinks 15000
4 |Buffet 25000
5 [Coat rack 300
& |Farking 500
7 (Total 40800

4 The program in which you created the calculation opens immediately. You
can make and save changes, if required.

Update attachment

\"?/ File "Catering-Calculation.xls' has been madified, Should the attachment ‘Catering-Calculation. xls' in database be updated?

5 Close the file and confirm with Yes in the »Update attachment« window.
The changed file is now available in MindPlan.

Note: You can use this function for all software programs installed on your
computer. You can use it to open, edit and save file attachments of all types
in the respective format.
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Display project structure plan as an organigram

If you do not wish to present your project plan as a map, you can use an
organigram view:

Select organigram view

Communication Program %

& New Product Launch 9 ﬁ

]
| |
00 Brainstorming . 201 Project Structure _':—:"-_,J
= == =l
M
| 1 |
> 2 Concept & Planning ¢/ > > 4 Realization i* > > 2 Project closure u.j >
] S|

7 " Catering Press conference

Froduct Launch Evernt

) Locatian */E

Final rehearsal & preparation

‘J Develop Program '\iﬂ -
= WIF- Gala

“, Invitations (|

Proceed as follows:

1 Right-click in a blank area of the map background and select »MindPlan
options«.

2 In the window that opens, select »Layout« in the drop-down menu on the
»Map display« tab. Select »for this MindPlan«.

3 A further drop-down menu appears. Select »Organigram«.
Confirm with OK.
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= Options for MindPlan '‘Communication Program MNew Product Launch *

| Map display | Praject | Access rights
Map display
;Layout b |
) Standard
(& For this MindPlan
' Qrganigram b ]'
[ Harizantal arientatian

Level alignment

Line style Parameters
(#) Campack | 1 :! Line width in points
O straight ines 15 % : Distance bebween nodes of different levels in pairks

15 % | Distance between nodes of the same level in points

| 25$I Distance of grid lines in paints (O=na grid)

Standard

[ [o]4 H Cancel H Apply ]

Configure organigram

In the MindPlan options mentioned earlier you can change the line style and
individual parameters of your organigram:

Organigram using »Straight lines« line style

-

e
I L.

& 01 Project Structure ;“_J

> & Concept & Planning 44 > > & Realization 'Fﬂ‘ > > 4 Project closure \-ﬁj'>

P ress conference

“9 Sy Catering

P roduct Launch Evernt
“JLocation

Final rehearsal & preparation

."Develop P rogram @ =

YIP- Gala

[T nvitations [

Select the »Straight lines« line style to display your organigram as shown in
the figure.
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Organigram with large distances between the elements
|

1,01 Project Structure :'_:’_J
) =

!

> & Concept & Planning o4 > > 2 Realization 'E'E' > > & Project closure < § >

c o

"0 Sy Catering

P rezs conference

Product Launch Evert

o .
JLocation v’m

Final rehearsal & preparation

") Develop P rogratm r\'ia =

WIP- Gala

0 Invitations (= ]

This figure shows how the organigram changes when you enter the following
parameters, for example:

Parameters

Line width in poinks

4r

2

B0 Distance between nodes of different levels in points

B0 Distance between nodes of the same level in points

AR RN

&80 Distance of grid lines in points {0=no grid)
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Activities, and Resources

n Program Mews Product Launch (Entire Plan) =<

Targek Duration |Cosk Deviakion more... =

Create activity list

You use an activity list to specify who is to carry out a certain part of a work
package, in what time frame, and at what cost. You should always describe
activities using a verb. Example: »Visit event location« or »Draw invitation«.

You can assign activities directly to the work packages in MindPlan. In this
chapter, you will learn how to create a detailed activity list and allocate
resources. You will also specify the final results/dates using the »Milestone«
node type.

Create and formulate activities

The work package example below is related to designing and printing
invitations. The work package is complete when the invitations have been
delivered as a paper print-out. Until this point, a number of activities need to
be carried out by different people, which you now list:

#*= YYour next steps 3

2 Create new deliverable
To Further skruckure your project into

~ = smaller parts, you can nest additional
; deliverables below this one.
e : ") £
J g, Catering =  Create new mileskone

Milestone below deliverables or work

Concept & Planning o5

N&

>

a packages assign an expected
4

"J Location

termination date ko this part of the

Estimated duration: 10 days|

T rojeck.
"_J Dewelop Program @__ pro)

Create new activity

Activities, as subnodes below
deliverables or work packages, are
used bo assign planning dates to
ackual kasks,

#4 Design Invitations & print [“—
- d P J

“J Create new work package
[T PPN PRSP [PPSR PSP [ [ EAPSPY N |

b

1 Select the »Invitations« work package defined earlier and now describe it
more specifically: »Design and print invitations«.

2 Click on »Create new activity« in the right sidebar. In order to do this, the
branch must be selected. Enter a clearly formulated task. Make sure you
use an action verb for this — such as develop, prepare, install - and that
you name an object to be used to describe the target result. Example:
»Draft invitation text«. Confirm by pressing Enter.

3 When you press on Enter again, MindPlan opens a further activity on the
same level and applies the structure of the previous one. Enter a clearly
formulated task here too and confirm again by pressing Enter.

4 Continue this process until your activity list is complete.

You change the order of the activities by selecting an activity and moving
it above or below another activity using your mouse.

Make sure that you arrange the activities in a meaningful order when you
formulate and sort them and that a work package is the sum of several
activities. They must be self-contained in order to achieve a result that can
be checked.

Example: An invitation is drafted and then printed. When the printed
invitations are delivered, the result to be checked has been achieved and the
process (= work package) is closed.
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Convert existing branches to activities

You can easily convert existing branches in a MindMap to activities using the
sidebar:

1 Drag your mouse over the branches you want to select from top to
bottom or select the relevant branches while holding down the Ctrl key.

nication Program Mew Product Launch (Entire Plan) 4" ‘four next steps #

weding Target Duration |Cost Deviation |mare... * . -
g1k A collection of important

operations for the current

Develop WIP- Galg node selection:

1uEs | deyy

 Convert node to milestone
Convert this node to a milestone, to

defing a termination date for this part
Develop Launch Evert of the praject.

DeS|gn Inwitations [=]. Develop Layout Event Conwert node to activiey
Convert this node ko an activity, in

order to assign actual planning dates

Develop Layout VP - Gala

Design invitations
NN T to the node.
k. Creste mailings & send out ) Convert node to work package

To form a group of associated task,
N convert this node ta a work package.

D ocument responses in participants list

v Convert node to defiverable
To further structure your project into
smaller parts, convert this node to a
deliverable,

FAMnire bvnes b rhanne bo A

2 Click the »Convert node to activity« link in the »Your next steps « menu
in the right sidebar. If the sidebar is not visible, you can display it by
clicking on the small middle triangle in the right margin or by choosing
View - Sidebar from the top menu.

{Design Invitations ] &1 )Develop Layout Event

i) Design invitations

3 The branches now have activity characteristics. You can see this from the
small yellow cog wheel and the progress indicator, the empty circle.
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Create activity list
Activities, and Resources

Assign milestones

You use the »Milestone« node type to set deadlines such as the end point of
a series of activities. In our example, the milestone is the invitation, which is
available as a print-out. You change a branch into a milestone as follows:

0y ion inwvitati creation of a node,

i) Design invitations
— g Create mulkiple nodes

_'-__o:; ) Create mailings & send out Quickly create mare than one node at the same
— ki,

e ancument responses in participants list @ More types to change to

Shows you anexh———————"* U can
change the node _'E Branch B
B irk L
A collection of | ] ] or
the current nod =) Mindrlan link K
[ @ Send links to node @ Deliverable 5
Sends links b thel () Work package W |mail

4 More exporks & Vilestone

Lets you seleck of Meatin T the
selecked nodes vi ‘ﬁ d

) Agenda G

1 Select the activity »Document responses in participants list«.

2 Click on the »More types to change to« menu in the sidebar and select
»Milestonex.

1 Properties of ‘Document responses in participants list!

zeneral Nodevisualisation| Mi|35t0ﬂB|Predecessor Filz attachments | Wersions | DocInfo | Export nodes

Milestone

Resource ’VIilly Smith

Date | |

Fixed appoinkmient

Status |

3 Then double-click on this milestone and assign a resource to it in the
properties window.

4 Indicate this milestone as a Fixed appointment if this date must not be
delayed in any way. MindPlan prevents this milestone from being pushed

back due to other project delays. You receive a warning message in any
case.
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Activities, and Resources

Allocate resources to
multiple activities:

B Select several activities while
holding down the Ctrl key.

B Right-click on a selected ac-

tivity and select »Properties«.

Allocate resources, duration, and costs for
activities

Task managers and duration

Now assign task managers to the individual Activities and estimate the
amount of work involved.

Proceed as follows:

"= Properties of 'Create distribution list'

General | Made visualisation | Activity | Predecessar | File attachments | versions | Doc.Info | Expart nades

Activity

Activity planned

Resource ;Daisy Hill v Pricrity: e v
Start: date : Type v
Due date Status vl
Target duration [ 2.: Days Target cosks ]

[] Fixed appointment

Activity actual

Percentage completed :D% v: actual costs |
Actual duration :. il Days
Show node document [ (o] 4 H Cancel ][ Apply ]

1 Double-click on an individual activity. The properties window opens and
the »Activity« tab is displayed. Enter the name of the task manager in the
»Resource« field.

2 Define the estimated amount of work in the »Target duration« field. In
MindPlan, this can either be a from/to period (calculated from the
difference between the start date and the due date) or the actual amount
of work involved.

Example: The activity can be completed in a time frame between
December 7 and 20. However, the effort only involves one to two work
days. In this case, you would avoid using the calculation (calculator icon)
or you would overwrite the value calculated with the required value.

3 If the activity has already started, select »In implementation« in the
Status field.

4 You can already assign the priority for this activity within the work
package here.

5 It is not always possible to name task managers in the planning phase.
Example: The host for this event still has to be found. In such a case,
assign a »Type« to the activity in the properties window, for example,
»For review«. Confirm with OK.
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Target costs, actual costs, and actual duration

You can now enter an initial estimate for additional costs, for example, for
commissioning external service providers, catering, hiring the hall,
registrations, etc.

Proceed as follows:

Create activity with target costs

& Properties of 'Print invitations’

| Activity planned

| Resource Frint Zomparry Priarity | o b |
| Start date Type | w |
Status | L |

| Due date |
| Target duration |

6| Days Target cosks | 1,DDD|

[] Fixed appairkrment

| Activity actual

| Percentage completed | 0% v| Actual costs

| Actual duration |

(o) (o ) o ]

1 Double-click on an activity.

2 Enter the planned amount in the »Target costs« field.
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Maintain actual costs and actual duration for an activity

& Properties of 'Print invitations’

| General | Mode \‘;i-sualis.éti"oni Activity |.F;rec.lecessor File: attachments | Versions | Doc.Info | Export nodes

Ackivity

Activity planned

| Resource Frint Comparry b | Priarity |o w i
Skart date | Type | v!
| Due date | | Status | vI
| |

6| Days Target cosks | 1,000

[] Fixed appointment

| Target duration

| Activity actual

Percentage completed |D°.-"o ~ | Actual casts 1 ,t295 |

Actual duration | | IPRiys

(o ) oo ) ooy )

Double-click on an activity.

2 Maintain the actual costs/effort involved in the project in progress in the
»Actual costs« and »Actual duration« fields. Example: Costs of EUR 1,500
are planned in the Target costs field. However, the actual invoice amount
is only EUR 1,295.

3 Confirm with OK.

o ﬂ[ﬁlemgn inwitations

Start date; 12707

Due date; 121407
Target durstion: & days
Actual duration: 4 days
Resaunce: P rint

|_I‘_|

{1‘!‘; _Design Invitations ][

4 MindPlan now displays all the information entered in the information field
below the »Print invitation« activity, provided you have not disabled the
display.
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Activities, and Resources

Display costs and duration in the map

Once you have assigned all target costs and target durations to activities,
you have an initial overview of the anticipated costs and effort involved,
which you can track in stages in the information fields of activity tasks, work
package tasks and deliverables. For you as a project manager, you have an
overview of the costs and effort in a matter of seconds. We will demonstrate
this using a map from our sample project:

1. Project structure: 2. Target duration in deliverable 3. Target duration in work
66 days “Conception & Planning”: package “Invitations”:
50,700 Euro 47 days 22 days

50,700 Euro 1,500 Euro

%3+ Develop program L 3
2

% (PLocation &g

—
/> “a(8Concept & Plannin| (-~ >[-]

% (MAdvertising 5
Start date: 2/3/08 [ &
Due date: 513108
Target duration: 47 deays| se—
—— Actual duration: 19 days
~| 4 %01 Project Strucire = [[] |Teroetcosts: 50,700 % Dinvitations
'E:- Actual costs: 50 927 E
e Estimated duration: 5 days
Start date: 2/3/03 Responsible: Milly Smith
Due date: 61208 Start date: 212106
Target duralion: 66 days| e Due date: 513086
Actual duration: 19 days Target duration: 22 days
Target costs: 50,700 Actual duration: 3 days
Actual costs 50,927 Target costs 1,500
Actual costs 1 673

1 Using the map in the planning phase, you can quickly see where the
greatest portion of estimated costs lie on every single level. Let us
assume that the budget allowance for your project is EUR 50,700. You
can then see that this has already been exceeded by EUR 227 in the
planning phase.

2 Analyze further: EUR 50,700 from below the »01 Project Structure«
deliverable has been allotted to the »Concept & Planning« project phase.

3 Now check to see which costs are incurred for which work packages. The
»Invitations« work package makes a difference of EUR 173 to the target
costs. When you enter the actual costs later on in the project, you
immediately have a comparison of target costs and actual costs using this
display. This also applies to the target and actual duration.

This function is very useful in the planning phase of projects for
providing initial estimates of cost and effort. Depending on the MindPlan
version you use, you can also use analyses to obtain more detailed cost
overviews.
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Activities, and Resources

Save, copy, and delete project plan

Save, copy, and delete project plan

You never need to save your project plan to cache as MindPlan writes all
information to a database. You can, however, make a copy of each MindPlan
or store certain variants in other databases. Make sure that all the MindPlan

attachments are also copied.

Copy project plan

To create a copy of your project plan, choose File - Save MindPlan as from
the top menu.

& Save MindPlan as

Destination database:

| ‘Weilgut “s Mindplan {sDomiax01 Haus Weigut) |@]

e label:

ommunicabion Pragram a . %
Few Praduct Launch 2 |' Open MindPlan @

) =
Copy archived node versions S _ IRERIET ¥ —? L4 ||E|
b [ demozn & MindPlan CA Installation 03,1 @ T
I help @ MindPlan C4 Installation E3.1 G w
I3 helprz & MindPlan Installation D3.0 W
A A latusph Mindplan Installation E3.0 W
Communication Program I st s SRt L ®
}. & New Product Launch [ @ MindPlan Key Generatar ¥2.1 W
v, ) & Archiv - Mindplan (Bugs & Weiterentwicklung) € Mindplan Marketing W
@ Development Mindplan @ MindPlan Sample MAB
@ eOffice 6.0 Bugs @ MindPlan Update Site
@ eOffice SDK 6.0 @ Mindplan Wirtschaftsrat
& Latusphere MindPlans & MP Bugs
€ Management Meeting @ MP Demo
@ Mindplan (WL Sod) @ MP Test
@ MindPlan Bugs @ Tesk & Spiel Dakenbark
< whPSpielUndTest. nsf l >
MindFlan: | | [ Open MindPlan ]
|MindPIans v | Abbrechen

Select a database and enter a name or an addition to the name in the »New
label« field. Confirm with »Copy«. The copied MindPlan opens straightaway.
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Save and use project plan as a template

You can save each MindPlan as a template for other projects and make them
available to your colleagues too. Proceed as follows:

Save template

+& Save MindPlan as @

Destination database:

| Weilgut “s Mindplan {sDomkax01 [Haus eilgut) |
Mew label:
Zommunication Pragram v

Mews Product Launch
Lo

Copy archived node versions

[ Copy ][ Cancel ]

1 Click on File in the top menu and select »Save MindPlan as template«.
Enter a label for the template in the window that opens.

2 Confirm with »Copy«.

Use template

i# Create MindPlan (%]
MindPlan database w
| ‘ieilguk Marketing (Local) u

ance

Label af new MindPlan

Template for project management ~
"
Categories
[l
v

| Type of new M|n.jp|a|-| Stark with template

Description

1 Select File - New MindPlan and then click on the »Start with template«
tab. Access the template that you wish to use for a new project plan
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there.

2 MindPlan copies the template title to the »Label of hew MindPlan« field.
You can overwrite this with a new project title.

3 Enter a category and confirm with »Create«.

Delete project plan

You delete a project plan from the database by selecting the central node
and pressing the Delete key on your keyboard.

i Delete [z|

Delete nodes. . .
Design Invitakions

[llllll ” Cancel ]

Communic

& ' New ProductLaunchd 9, e-rgslj

Make sure that all attachments and Lotus Notes documents are also deleted
from the database.

MindPlan User Manual Part Il © Haus Weilgut = December 2008 = www.mindplan.com Page 30



Developing a Project Structure using Work Packages, Project structure view in the map and Gantt editor
Activities, and Resources

Project structure view in the map and Gantt
editor

Before you begin with scheduling, let us take a brief look at what your
project plan could look like now.

Project structure view in the map editor

& Weilgut MindPlan
Fle Edit Wiew © Attachment  Analysis Extras  windows Help
B | & Bl | X | kdoge | =gl

ww | A TR | | vhe vE®E

Laabew vEHE | X | & B T ok
B 58 000 vvX RE|2ad | TUEY |

& Communication Program Nev Product Launch 3 A our next steps X
| Standard Resources Capacity |more... | < Find
= .. Image library
00 Brains torming " ?‘ | Flags ~
% « ] MindPlan selection
2 1 Metwork and security
S| Cbjects and people
= -] Office 2.
% Cetering & ) Software Development
~
= 2
o0 g B @ §
"
-t o
W T | w
] 3
E‘}.{OD&& on invitations: T ) =9 &
s - -
. 4 &4 & B
L4 ")Concept & Planning & ) £ AQpPrint invitations
A — _"_
& ® -~ @
9 Oinitations <) Cr A reste distrituion list @ & ]'] I i
)01 Project Structure L;' | o P i
&0 ~ PJ P] I‘L‘ o
=+ Communication Program. & A Creste mailings & send out l
~New Product Launch ——— @ a g "
o —~gmDOCUMEN responses 2 s
e —’oln participarts list n @
3 N @
- Lo \g
L I o
4 & & 4
P ~ -
* 9% »~» 8
& _)Projert closure \.j i
. - - %
&[> P
- | dB
402 Project Schedule v
Styles templates X
% Node style o
03 Project Coordination °:=
2 roject Coordination } B i
=] outline x
4 MindPlan training %

The scope of tasks in the project are clearly structured, according to
deliverables, work packages and activities. Despite the increasing complexity
of the plan, you still maintain an overview of your project structure.
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Project structure view in the Gantt editor

Now click on the »Gantt« tab at the top right. A table view of your project
plan opens with a Gantt chart on the right. Open your project structure in
the window on the left by clicking on the plus and minus symbols. All
branches, deliverables, work packages, activities and milestones are
displayed below each other in the »Subject« column:

& Weilgut MindPlan

File Edit ‘iew Create Attachment Analysis Extras Windows Help

B | % B | 2% | Xdobe | ek & (6| @3 F | @k
we | @ 000  wv¥d | DR | S| 29 CYSY | & | &
o Communication Program New Product Launch 3
| Standard |Resources Capacity |mare... ~
- T J1=
Subjeckt Frio Start; Due date ;S:g;';n Resource Done Yo LTI rll,l'Z,l'DS <>:_.:%
B 2 1 G A A Y
= .ﬁ JCommunicétion Program New Product Launch . . 1.? . l]% " 7
= 52, 00 Brainstorming :
|| = £ ) Concept & Planning 15 0% |
| (%) Catering o
|| (%3 Location
= | ) Imvitations 17 0%
' | v ) Design invitations o 1| Milly Smith 0%
“r ) Printinvitations o 1/ Print Compaty 0%
&) Create distribution list e 2| Daisy Hill 0%
i) Create mailings & send out o 3 Daisy Hill 0%
s JDocument responses in participants list e 10/ Daisy Hill 0%
= | 5 Realization
. | %3 Final rehearsal & preparations
%3 Product Launch Event
%9 Press conference
= | 5% Project closure
. | (%) Project management 4
% 02 Project Schedule
£ 03 Project Coordination 1

This table view provides you with the same information as the map editor:
Priorities, start and capacity, target duration, resource, status and progress
as a percentage. MindPlan cumulates the values across all levels upwards.

Project planning in the Gantt editor.

You use the Gantt editor just like the map editor to plan your project tasks
and dates. You can find out more about working with the Gantt editor in Part
I1I of the MindPlan User Manual.
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