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Vision. Independence. Results.

GrandView User Guide

Dear GrandView User:

We appreciate your business and look forward to a successful working relationship! To
ensure the best possible outcome, we welcome you to our project management and team
collaboration system, GrandView.™

By logging into the GrandView website devoted to your project, we encourage you to
participate in the process of project collaboration. The key to any successful project is
communication, and GrandView facilitates that communication. For example, when a
status changes within your project, you can enable GrandView to notify you via email.

This brief manual is a reference for your use of the GrandView system. Please use it to
learn how to:

Log in to your site

View and update project statuses

View and update project schedules

Exchange files and documents

Set up your email notification and change your password

Get help using GrandView support

Thank you for choosing RoviSys. We look forward to success!

Best Regards,

Tom Dormo
Director



Project Collaboration at its Best!

Getting Started

Before logging in, make sure that your Internet Explorer web browser is configured correctly to
access GrandView by reviewing the GrandView Web Client Software Requirements document.
This document will also help you through any other known issues when trying to login to
GrandView for the first time.

Logging In
Go to the RoviSys GrandView link, www.rovisys.com, and go to the log-in section, found in the
bottom left corner. Enter the following information:

= PROFILE: (If necessary, provided to you by administrator)

= USERNAME: Your Username (provided to you by administrator)

= PASSWORD: You Password (provided to you by administrator)

Addressing Actions/Notifications

When you log in, you will be at the Dashboard page — your personal “landing page”. The
dashboard displays information concerning any alarms or tasks that need attention as well as
quick links to other information.

®Grandwew o GrandView Demo

Actions
Dashbhoard

Edit Laveut Shew Zenes

Alerts (1) Edit

Project Status Logs (11)
Type Item Task Cue Date Actions
Training-Course Elsctrical Hazard 1/25/2008 e

The Actions module
shows items that need

Click on project links to quickly
view project information.

Edit

There are no links to display. Name Company
GCCOsA  \GrandView Hozting Services Gold Coazt Contrelz, Inc.
GCCOosB Major Account Sales Training Gold Ceast Contrelz, Inc.

Simply click on the links in the Actions module to address items that need attention. For example,
if you click on the Project Status Logs link, you will be taken to the Status Logs page where you
can view, acknowledge, and respond to status logs entered by your project team member. To
acknowledge status logs, simply check off the item, and press the “Save” button to acknowledge,
then close the window.
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Cancel |

Category Select Date Type Link Status Log
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Actions
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=
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Purpose: Project Kickoff

Dormo, Tem
>

' 422007

Acknowledge
Request - OAIL
Date:
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Attendees:
Topic: GrandView
Transmitials_

Meeting scheduled at Alphaport

April 3, 2007
Alphaport - DAI
David Kuhner,
Andrew Sexton, Tom Dormo

Dormo, Tom ..-)

ansmittal: 001
0: Debbie Abermann
From: Tem Dorme
Date: 01-06-2006

= [#Y 1102006 Transmital

N

Dormo, Tam ..-)

e

Be sure to fiew Software
check the Click on this icon to view  pick Start User
Acknowledge file attachments for a
box, then status log. i
press Save to g = on icon to get See Wh.O has
Apply ! Click the Reply read this status
Cummdent5= Plitase reviey  Arrow to reply to log entry by
"Grand¥iew Software . . Al
Reguirements" guide and this particular .CIICkIng the Ack
you local PC's status log entry. icon.
[#" 111062006 Acknowledged We have reviewed the guide and Abermann, 9 ek
with Comments configured all PC's with the listed Debhie = w
Clicking on a project link from the dashboard page will display the Project Summary page where
you can view more information about your project. You can view/create status logs and schedule
items as well as upload/download files from this page.
Project: |GCCUEA - GrandView Hosting Serices (Gold Coast Cantrols. Inc ) |V| O selected © Team Only Active
| status |
Team | Status Logs | Schedule My Tasks Files Project Info
.
B3 | oo | | newsmsion. Croren | e (3)
Status Logs Grouped By Status Log for Project GCC05A (01
Apr 2007 -- 30 Apr 2007)
Filters: Entry Type=All;Rezponse Type=All;Config=All;Contact=All;Employee=All;View Criteriz=All Status Log Entries;
Page 1 of1
Date Note/Link Description Log Name Action
|_ 9 04/02/2007 Meeting scheduled at Alphaport - OAI Dorme, Tom g
Date: April 3, 2007
Location:  Alphzport - DAL Can’t see expected status logs
Attendees: David Kuhner, Andrew Sexton, Tom here? Press the Filter >>
0 riiter >=>
T:;'::" e button and change the way
tasks are displayed. Click
< = -1 of 1 > =] Refresh to apply filter settings n
to the current view.
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Entering a Status Log

Select a project by clicking on a link or going to the Projects Tab, then to the Status Tab, and
from the pull down list, choose the Project you are updating.

Project: | GCCO5SA - GrandView Hosting Services (Gold Coast Controls, Inc.) ~ | O selected @ Team Only Active
Status
Team Status Logs Schedule My Tasks Files Project Info

~
m | Expand All | New Status Log... | m:fresh| mer»| @

Status Logs Grouped By Status Log for Project GCCO05A (01
Apr 2007 -- 30 Apr 2007)

Filters: Entry Type=All;Response Type=All;Config=All;Contact=All;Employee=All;View Criteria=All Status Log Entries;

Page 1 of 1
Date Note/Link Description Log Name Action
Meetings
m| 0440272007 Meeting scheduled at Alphaport - QAL Dormo, Tom
9 Date: April 3, 2007 -g il

Location: Alphaport - DAL
Attendees: David Kuhner, Andrew Sexton, Tem
Dormo
Topic: Grandview

1] of 1

Once you've selected the Project, go to the Status Log Tab. Click New Status Log. Enter the
Status Log as shown below, then click OK.
Choose the subject

3 New Status Log -- Web Page Dialog matter Categqry for - ﬂ
your New Project Status |Accomplishments
{Open ltems
Category: IOpen ltems j £ Viewable by project contacts. \ f

Changes In Scope

Date: |8f24f2008 G e . Custamer Summary
Cknowledge Reques
Tvpe: |I\Jew File File Revisian Company Summ_ary
. Resources Required
Files: Remove Froblems Found

Goals For Mext Period

Choose the type
of Status Log.

{!Nnrmal jl'\f’erdana j Sizeleolor jlWhite j
-
a

If you choose New 7 " ;
. . T g Symbals || Emaot MIL lat h
File, File Revision, or w3V % EE I ul DSJI — JI = J

Transmittal, you can =@mo EaoR @V &
add existing or
upload new files hese attached files doggment the actions to be taken by our client in a timely manner |

associated with this
project by clicking
the Add button.

Type your status log here - this uses Rich Text,
so html can be added. Links to other web sites
can be added here too!

HTML [

Ok | Cancel |
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Category: The area of subject matter you are posting the Status Log about (these areas
have been pre-defined by the Administrator).

Date: Defaults to today

Type: Acknowledge Request will require others on project to view and check off that

they’ve seen the Project Status Post. Note simply adds information to the Status
Log without requiring team members to acknowledge it. New File will let everyone
know that a file has been uploaded and attached as an icon to the left of the
Status Log. File Revision is an update of an existing file. Transmittal is an
official release of an electronic document.

Description: Enter your Status Log information here.

Uploading/Downloading Files

To alert your team that a new file is in GrandView, you can create a new status log of type ‘New
File’ as shown above and attach multiple files to it. If the file has not yet been uploaded to
GrandView, you can click the Add button and upload a file.

To upload a new file before any status log entry is made, go to Projects-> Status Logs—>Files
tabs. At the bottom of the screen, click on the Upload icon (folder with arrow facing up), and
browse to the file location on your local hard drive. Click OK to begin upload. GrandView will ask
you if the file is shared. Click OK. DO NOT click on the ADD/DELETE buttons to upload files
(these are used to Add or Delete directories).

Note: Customer users can only upload files into the Shared\Customer Upload folder.

sz RV [SY'S

Files for _ROVISYSGY

Add Folder

@

GrandView
@ Projects
_/-) Status
| Project: _RoviSysGY - RoviSys GrandView Information (Mone - 1)
v

Files
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download all marked files.
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) Updates

Heater, David S.
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Modified Upload Upload

Comments Size Date Date By Actions

Christopher

Click here to add

u Mone 5160 Bi22004  GM4/2004
Bytes

comments to afile.

GY_EndUserManusl,

Click here to share afile 4 CETELE) SEED

-
. User D

SO customers can see it.
9/29/2004  9/29/2004

G101 Attendence.doc

orderfrin.doc

QuoteGy_APSolxls

L)

/2512004 5/2502004 System

b
User D

Click here to move the

41512004 473002004 Engelms

file to a different folder. Christad

u Rane 159 50302004 5/5i2004 Engs

Click here to mark a
file for download.

( &

Click here to upload a
file to the project.

|£_'] Done

Patent Pending

[ [Bevms

To download a file to your local hard drive, go to Projects—> Status Logs—>Files tabs. Click on the
Download icon (folder with arrow facing down) under the Actions heading in the list of files. Click
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Update to initiate a Save to your local system. GrandView will tell you if the file is shared.
Click OK.

Updating/Creating Schedule Items

To view the Schedule, go to the Projects—> Status—> Schedule tabs. If the schedule item has sub-
tasks, it will have a “+” next to it. Click the “+” sign to expand the parent item into the sub-tasks.

3 International Childrens Games - GrandYiew Home Page - Microsoft Internet Explorer

. File Edit WView Favorites Tools Help

ﬁ WCLEVEU\ND
Y oo !

Grandwew Logout | Tools | Support | Help Inter ( Children's
Projects
U8y Status
Project: |W’TI'C-WurId Trade Technology Conference (ICG) "| O selected ) Team [ Only Active
SETCIETE Scheduie
oo | (" resacnsoron ) o | e | (3)
Active Schedule for Project WTTC

: Criteria=Entire Schedule; Type=All:

Filters: AssignedTo=All; O

: Owner=All;

Page 1 0f1
9% Compl Compl Description Start End Assigned To Actions

12/08/2005 12/06/2005 “en, David

100% v

E Address Media

Patent Pending

é @ Trusted sites

Swesdler, Shelly Copyright® 1994-2005 The RoviSys Company

@ Done

You may add a New (Parent) Schedule Item, or a Sub-Task to an existing Parent Schedule Item.
To add a New (Parent) Schedule Item, click on the New Schedule Item... button. To add a New
Sub-Task to an existing Parent item, select the Parent item and click the Arrow icon to the right

of the task row.
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ew Schedule Item -- Web Page Dialog

Parent

7
Item: [Mone]

Milestane

Type: [Task -] Check List
Description: | Anormwal
Start Date: |1/27/2004 ]
End Date: [1/27/2004 o
Units: I
?;ﬂgned _ Ermployees -

TR0

. |[Ayers, Randy

Complete: Bouria, Hadi

Birowen, David |
Compl Burke, Jim
Date: Charlton, Treg

. |Clark, Terry -

Comments: Cleary, Mike j I Slzej|Culur j

Fauwver, Ben IS EE Y BRRE v o @ =

Fisher, Jim

Grech, Tony -

Type your Schedule ltem
details or comments here.

To edit an item, simply click the pencil icon for Edit. In the Edit screen, you can update the Start
Date, End Date, number of units (days), who the task is assigned to, and Percent Complete.

/4§ schedule Item -- Web Page Dialog

Parent
Ttem:

Type: Task

Case (CWEIT)
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Start Date: [2/3/2004 o
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Assigned
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Coranl T Complete
omplete:
IBU % Complete

Compl I—

Date: —I
Approved: [['% Approved
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B J U EEE (ZIZEE § BR « o
Location:TBD|
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Enabling Email Notification

Want GrandView to tell you when something needs your attention? Just click on the Tools link
(next to the company logo), then select Email Notification and enter your email address. As new
project status logs are entered, you will be notified only once per project through the next time
you log in. The Tools links also enables you to change your password.

A Project Status Log Email Notification Setup - Web Page Dialog

Please enter an email addres=. Leaving this field blank effectively turns off project status log email notification.

Email Address: |

QK H Cancel

Getting help with GrandView

Getting support is as simple as clicking on the Support link at the top of every page. Also use this
link to suggest enhancements to GrandView. You should see an email reply from a GrandView
support person shortly after entering your request.

GrandView Demo

®Grandwew News Features! | Logout(' Tools

Actions [

TN Classic Dashboard J Alams J Task

Edit Lavout Show Fones

Support | Help

Click the Support link to
submit a support request
or the Help link to view
online Help.

Click the Tools link to
enable email notification
or change your password.

: Actions =1

Alerts (1) Edit

Project Status Legs (11
Type Item Task Due Date Actions
Training-Courze Electrical Hazard 1/25/2008 e

Edit Edit

There are no links to display. Project Name Company
GCCOSA  GrandView Hosting Services Gold Coast Controls, Inc.
GCCOSB Major Account Sales Training Gold Coast Controlz, Inc.
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