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About This Guide

This guide describes Active WorkFlow Management™, and provides information on
using your system.

Available Documentation

Active WorkFLow Management includes the following documentation:

= Online Help — To open the HTML online help system, click theHelp button on
the Active WorkFlow Management tool bar.

= Active WorkFlow Management™ User Guide — Thisguide is provided as a
printable .pdf file (Active WorkFlow Management User Guide.pdf) and is
installed in the \doc directory where you installed Active WorkFlow
Management(™,

= Readme — This document (readme.html) contains last-minute changes to the
software and documentation and is installed in the root directory where you
installed Active WorkFlow Management(™),
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Getting Started

Active WorkFlow Managementaw

10

Concepts

Active WorkFlow Management™ uses a web interface that is accessible from
your web browser and is designed to help you Active WorkFlow Management
access project and tasActive WorkFlow Managementk iActive WorkFlow

M anagementA ctive WorkFlow Management information easily. Active
WorkFlow Management™ provides the tools and information a user needs to
perform work on a project. In addition, depending on system authorization,
valuable project and task Active WorkFlow Management information can be
shared with others who may not be assigned to the project.Active WorkFlow
Management ™) consists of three basic work folders:

»  Workspace — The Workspace provides a system-wide view that is filtered
for each particular user. The Workspace provides each user with instant
access to their work assignments. Work assignments are delivered to the user
in the form of atask folder. If you are assigned to atask, then you also have
access to the project folder the task folder was created in. The user can also
perform a system-wide search for documents, task folders, and project
folders. The Workspace is the first page you see when you log in to Active
WorkFlow Management(™),

m  Project — The project folder contains all information that is essential to the
completion of the project. The project folder is comprised of all tasks created
in the project, alist of all resources assigned to the project, alist of important
documents approved in the task folders of the project, and the status of all
issues created in the project.

m  Task—Thetask folder contains al information that is essential to the
completion of thetask. The task is comprised of criteria (work items), alist of
all resources assigned to the task, all documents that need to be created,
revised, or approved in thistask, all discussion threads that took placein the

Avtive WorkFlow Management



Getting Started

task folder, and all issues opened in thistask folder. If auser isassigned to a
task folder, they are able to work with the task folder. For example, a user can
add and revise documents in the task folder.

Workspace

Project AB Project XY Project KL

! !
Taskﬂ Task2

Logging In to Active WorkFlow Managementm

Active WorkFlow Management™ is a web-based application that you run with a
web browser. Whenever a user logs in to Active WorkFlow Management™, the
Workspace folder is displayed. From the Workspace, users can access project

information.

User Guide

Note:  Your system administrator will provide you with your own personal

User ID and password.

» To log in to Active WorkFlow M anagement ™)

1
2.

Open your web browser.
In your browser’s address field, type the following:
http://your_machi ne_nane/i Project/jsp/login.jsp.

In the above example, your_machine_name is the computer you installed
Active WorkFlow Management™on.

Press ENTER. The Welcome screen appears.
Inthe User ID field, type your user identification.

In the Password field, type your password.

11



Getting Started

The Admin user is in the
Design Production project
folder. Click the user’s
Workspace name to
return to the Workspace.

12

6. Click Login. Active WorkFlow Management™ is|launched and the
Workspace page appears.

» To log out of Active WorkFlow Management(™

In the toolbar, click L ogout. The Welcome screen appears.

Changing Your Password

Once you have logged in to Active WorkFlow Management(™) you may want to
change your password.

» To change your password
1. Inthetoolbar, click Password. The Change Password tab appears.
2. Inthe Old Password field, type your current password.
3. Inthe New Password field, type your new password.
4. Inthe Confirm New Password field, retype your new password.

5. Click Submit. Y our password has been changed.

Navigating Active WorkFlow Managementaw

The Active WorkFlow Management(™) user interface uses visual cuesto
represent the level of the system you may currently be in. For example, if you are
in a project folder, the Project folder is open and the name of the project folder is
displayed. The following example depicts the Admin user in the Design
Production project folder.

url iHE -mnr man
ook eru L m
H T A%
-t PR R LT
1=ldu
é £33 Bunin Testing Mov 1, 2000 Nov 8, 2000
] £311 CAD Lavout et 11, 2000 Oct 12, 2000
é £111 Compile customer list Sep 20, 2000 Sep 21, 2000
] A112 Contact custorners Sep 21, 2000 Sep 23, 2000
'] £e4 Desion and Development MNov 15, 2000 May 2, 2001

The following example depicts the Admin user in the Design and Devel opment
task folder, which is one of the task folders that makes up the Design Production
project folder.

Avtive WorkFlow Management
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The Admin user is in the
Design and Development
task folder. Click the = i
name of the project link to -

return to the project Operations (LTSN

folder. Create Criteria

Task Details: Current Task Cri

Collaboration Y Documents

™ Task is Complete
Scheduled Start: Nov 15, 2000
Scheduled End: May 2, 2001
Projected End: May 2, 2001
escription:

i Research fuel
ihigction systerns

Mkeleoni  Dec 18,2001  Dec 13,2001 156 63

Update |

User Guide 13

LFR | IHE -Panr mEn
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Toolbar

Use the toolbar to perform the following tasks:

Click ToView
Workspace Y our Workspace page
Admin Add resources to Active WorkFlow

Management™ (available to Admin users only)

Change Password Change Password tab

Help Active WorkFlow Management(™ online help
system

Logout Logs you out and returns you to the Welcome screen

Sorting Lists

Project folders, task folders, and documents are presented in sortable lists. To sort
theseitemsin Active WorkFlow Management™ lists, click the column headers.
The lists can be sorted in ascending or descending order.

Italicized Field Labels

Italicized field labelsin Active WorkFlow Management™ represent required
information fields. For example, when you create a new project in Active
WorkFlow Management(™), the Project Name, Project Description, and
Customer/Sponsor fields require information. A project cannot be created
without this information being submitted.

Create a Project
Project Manager: Adrmin

L. . Initiation Date: 1/3j02
Italicized field labels are

required information fields.

ofect Name: [Fuel Tnjection Desian

This is =« fuel injection systems =]
research project.

Frofect Description:

-]
Project Catalog: lm
Project Type: lm
Customer/ Gponsor: IIns\ght Design Technologies Inc
Start Date: [feaz @
Finish Date: |4]25[U2— @
Submit | Reset | Cancel

14 Avtive WorkFlow Management
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Your Workspace Folder

Workspace Folder Overview

Users interact with Active WorkFlow Management™ via the Workspace. From
the Workspace page, you can manage your task work and access project
information. From the Workspace, users can navigate through Active WorkFlow
Management(™to access project and task information.

If you have navigated to atask folder or project folder, and want to return to your
Workspace, click Workspace in your toolbar or select the Workspace User
navigation link.

Workspace User link Workspace

t Scheduled Start scheduled Finish Einish Date

Burnin Testing Mov 1, 2000 Moy 8, 2000

CAD Layout Orct 11, 2000 Oct 12, 2000

Compile customer st Sep 20, 2000 Sep 21, 2000

Contact customers Sep 21, 2000 Sep 23, 2000

Design and Development MNov 15, 2000 May 2, 2001

Detaiing Oct 12, 2000 Qct 15, 2000

Fabricate Prototype Oct 18, 2000 Oct 26, 2000

First Draft Specification oct 4, 2000 oct 7, 2000

=

Gather Reguirements

= [ e e e e e | e

Sep 20, 2000 Oct 7, 2000

IProject Ackivity 1

I
(=

Dec 4, 2001 Dec 11, 2001

IProject Activity 2

I
&

Det 4, 2001 Det 6, 2001

IProject Activity 3

[

Dec 5, 2001 Dec 6, 2001

e | e |

IProject Activity 4

I
(=

Dec g, 2001 Dec 7, 2001

Page: 1 2 3 Mextoss

Workspace Tabs

The Workspace is divided into four tabs:

n  Tasks—When you first login to Active WorkFlow Management™, the
Workspace displays the Tasks tab by default. The Tasks tab lists all tasks that
are currently active, and assigned to you. An active task is atask that has
aready begun, but is not yet completed.

»  Gantt — The Gantt tab provides you with avisual representation of all tasks
that are assigned to you in Active WorkFlow Management™. This includes
al completed, active, and future tasks. The default view of tasksis four
weeks forward and one-week back.

16 Avtive WorkFlow Management
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Your Workspace Folder

Projects — The Project tab lists all projects that are assigned to you in Active
WorkFlow Management™, Once a project is closed, it will not appear in this
list. If you are the project manager of a project, that project will be listed here
aswell.

Sear ch — The Search tab enables you to search Active WorkFlow
Management™ for documents, task folders, and project folders. Y ou will
only be ableto retrieve and view items you are authorized to see.

Accessing Your Work Assignments

All of your project and task assignments can be instantly accessed via your
Workspace.

Your Active Task Assignments— In the Tasks tab of your Workspace, you
can view and access active tasks that you are assigned to. An activetask isa
task that has already begun but is not yet completed. To access atask, click
the task links to open the task folder. Once you have completed your work on
atask, itisremoved from the activelist.

All Task Assignments — In the Gantt tab of your workspace, you can view
and access all of your future, active and completed tasks. These tasks
represent all of your task assignments in Active WorkFlow Management(™)
across all projects. The default view of tasksin the Gantt is four weeks
forward and one-week back. Task folders can be opened from the Gantt.

All Project Assignments— In the Project tab of you Workspace, you can
view alist of all your project assignmentsin Active WorkFlow
Management(™, |n order to receive atask assignment you must first be
assigned to the project. A project must have a status of open to appear on this
list. Click the project link to open the project folder. Y ou may be assigned to a
project without being assigned to any of its tasks.

Searching in Active WorkFlow Managementa

Use the Search tab to search the Active WorkFlow Management system. Y ou can
search for Active WorkFlow Management™ documents, task folders, and
project folders. For example, you may want to find atask that has been
completed, and isno longer accessible from your Workspace. Y ou can narrow the
number of matches your search finds by providing search criteria.

17
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Workspace

=
[}

Name: [Injection Mould

Description: jniection design

“search For:  Projects

. € Tasks
Select the Date option @ bocuments  cortent: el rpection
to specify date criteria Search Options E pate:
for your search. Modied =] in the kst Dars =
€ between [10/29/01 and [11f29/01
Search | Reset

» To search the system

1. From your Workspace, click the Search tab. The search criteriafields
appear.

2. Typeyour search criteria:
= Name-the name of the item you are searching for
» Description— adescription of the item you are searching for

3. Select the type of item you are searching for:
= Projects
= Tasks

= Documents

4. If you want to find an item by date, select the Date option. When selected,
you can specify the following search options:

= Created — Click to specify the date the item was created.
= Modified — Click to specify the date the item was modified.

= inthelast — Select and type the number of days, weeks, or months that the
item was either created or modified within.

= between — Select and type the date range that the item was either created
or modified between. The date format used isMM/DD/YY. Y ou can aso
use the date calendar to specify the date range. To use the date calendar,
click the calendar icons.

5. Click Search. Your search results are displayed.

18 Avtive WorkFlow Management



Click the project number
or name to open the

Your Workspace Folder

Project Search Results

If you performed a project search, the following information is displayed to help
you identify the project you are looking for.

= Number —The number that the system assigns the project when it is created.
This number is unique in Active WorkFlow Management™, Click this link
to access the project folder. This number is used to identify a project when
creating a sub-project link. For more information, see “Working With a Task
Folder” on page 33.

»  Project — Thename of the project provided by the project manager. Click this
link to access the project folder.

m  Start — The date the project starts, provided by the project manager.

»  Finish — The date the project is scheduled to end. This date does not effect
the actual end date of the project. A project does not officialy end until the
project manger chooses to closeit.

= Sponsor — Thisisthe name of the customer or sponsor of the project and is
provided by the project manager.

»  Project Manager — Thisisthe user that created the project and isresponsible
for its successful completion. The project manager is the only user that can
modify the project plan.

= Status — A project either has a status of open or closed. Once a project is
closed, it does not appear in the users Workspace.

Catalogs Number  Project Finish Sponsor  Project Manager  Status

[=] Default (2) = 1 Fugl Injection Design Jan28, 2002 Feb 13,2002 BPS Admin

project folder.

User Guide

= 1 Exhavst Systems Jan29, 2002 Feb 15,2002 BPS Admin

Task Search Results

If you performed atask search, the following information is displayed to help you
identify the task you are looking for.

n  Task Number — The number assigned to the task by the system. The number
isuniqueto the project it iscreated in. Click thislink to access the task folder.

»  Task —The name provided by the project manager for the task. The name can
be used to search for the task in Active WorkFlow Management™. Click this
link to access the task folder.

= Project — The project number thistask is assigned to. Click thislink to access
the project folder.

19



Your Workspace Folder

» Scheduled Start — This date represents the date the task begins. The project
manager provides this date via the Gantt chart.

»  Scheduled Finish — This date represents the date the task is scheduled to
finish. The project manager provides this date viathe Gantt chart.

= Finish Date — This date represents the actual date the task was completed. It
is entered by the system. If this column is blank, the task is still active.

Task Number  Task Project  Stheduled Start Scheduled Finish Finish Date

Click the task number or
task name to open the task
folder. Click the project
number to open the project
folder.

[E Default (13) 1 Project Scope 1 Jan 28, 2002 Feb 7, 2002

Specification Design 1 Jan 28, 2002 Jan 29, 2002

ra

0

Diesign Scheduling 1 Jan 28, 2002 Jan 29, 2002

olo|fo|o

[ES

Resource Allocation 1 Jan 29, 2002 Jan 30, 2002

Document Search Results

If you performed a document search, the following information is displayed. Y ou
can view the document or save the document to alocation on your computer.
Documents are associated with tasks.

m  Project #— The project number of the project this document is associated to.
Click this link to open the project folder.

s Task # — The task number of the task this document is associated to. Click
thislink to open the task folder.

= Name - The name of the document that was entered by the user (creator)
who originally added it to Active WorkFlow Management™). Click this link
to view the document or save it to your computer.

m  Description — The description of the document entered by the creator. The
description can be used to search for the document.

= Version # — Each document is automatically given a version number by the
system. When a document is revised inside a task folder, the version number
isincremented as minor versions, for example Task A version 2.0 isrevised
twicein thistask. The version number of thefirst revisionis 2.1, and the
second revision is 2.3. When a document is added from another task folder,
the version number isincremented as a major version. For example, Task A,
version 2.0 is added to Task B. The version number in Task B isincremented
to 3.0.

s Last Modified — Thisis the date the document was last modified on.

= Modified By — Thisis the name of the resource that last modified the
document. Documents can only be modified viathe task folder.

20 Avtive WorkFlow Management



Click the project number to
open the project folder.

Your Workspace Folder

Created — This represents the date the document was originally added to

Active WorkFlow Management(™),

WorkFlow Management™,

Catalogs Project # Task # Name

= Default (2) Security

dacument

@
[h:]
.
-

Click the task number to
open the task folder.

Click the name of the
document to save the

Delegation
Docurment

@
[nc]
1
-

Creator — Theresource that originally added the document to the Active

Description Version # Last Modified Modified By Created Creator

This document:

describes design 10 Jan 28, 2002 Admin %‘E”Dg& Admin
secLrity practises,

Lists delegation " lan 28,

prartizs. 1.0 Jan 28, 2002 Admin 000 Adrmin

document on your
computer.

User Guide
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Project Folder Overview on page24
Accessing Project Tasks on page25
Viewing Project Issues on page 25

Viewing Project Resources on page 26
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Project Folder

Project Folder Overview

The project folder contains all information that is essential to the completion of
the project. The project folder is comprised of all tasks created in the project, a
list of all resources assigned to the project, alist of important documents
approved in the task folders of the project, and the status of all issues created in
the project.

Workspace
-

P Project: Design Production
(]

Tasks Remur:es Documents 3

Task Number Scheduled Start Scheduled Finish Finish Date

']
]
'] A1
]
]

A33 Burnin Testing Mov 1, 2000 Mov 8, 2000
A3l CAD Layout Oct 11, 2000 Oct 12, 2000

Complle customer list Sep 20, 2000 Sep 21, 2000

£112 Contact customers Sep 21, 2000 Sep 23, 2000

A4 Design and Development How 15, 2000 May 2, 2001

Project Folder Tabs

The project folder is divided into five tabs:

m  Tasks— When you open a project folder, the Tasks tab is displayed by
default. The Tasks tab lists all tasksin this project that are currently active
and assigned to you. An active task is one that has already begun, but is not
yet completed.

= Gantt — The Gantt tab provides you with avisual representation of all tasks
that are assigned to all resources, in the entire project. Thisincludes all
completed, active, and future tasks. The default view of tasksis four weeks
forward and one-week back. Tasks that you are authorized to see can be
opened from here.

m  Issues—Thelssuetablists all issues related to this project. During the life of
aproject, severa challenges may arise that throw the project off schedule.
For example, a part that was integral to the completion of atask is scheduled
to arrive two weeks late. To keep the task on schedule, other options may
need to be reviewed. A resource assigned to the task folder responsible for
the receipt of this part, can post an issue in the Collaboration tab of the task.
All issues posted in the tasks of a project display on the I ssues tab.

»  Resources — The Resources tab of the project folder contains alist of all
resources that are assigned to this project. Additional information such as
telephone numbers and email addresses are listed for each resource. This
ensures that each project resource has the required information to contact
other resources. The project manager is able to manage resources from here.

24 Avtive WorkFlow Management
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Project Folder

Documents — The Documents tab of the project folder contains a cumulative
list of all approved documents that are available on the Documents tab of all
itstasks.

Accessing Project Tasks

Your Active Task Assignmentsin this Project —In the Taskstab of the
project folder, you can view and access your active task assignmentsin this
project. Once you have completed your work on atask, it isremoved from
the active list.

All Tasksin thisProject — In the Gantt tab of the project folder, you can
view all tasks assigned in this project. The project Gantt is a visual
representation of the entire project. Y ou can access the task folders for all
tasks you have been assigned from the Gantt. Provided you have the
appropriate authorization, you will be able to access task folders for tasks that
were not assigned to you.

Viewing Project Issues

From the Issues tab of the project folder you can view all issues related to this
project. Thislist isfor viewing only, so issues cannot be opened or closed from
here. Issues must be closed in the task folder they were originally opened in. Y ou
can click the task number to quickly navigate to the task folder that contains the
issue:

I ssue# — Active WorkFlow Management™ automatically assigns each issue
anumber when it is created. The number assigned is unique to the project.

Task # — Thisis the task number of the task the issue was opened in. To
navigate to the task folder, click thislink.

Opened — This is the date the issue was opened.
Author — Thisisthe name of the resource that opened the issue.

Description — Thisis a description of the issue and the potential resolution.
The author enters this when the issue is opened.

Status —Anissueis either opened or closed. When an issueisfirst posted, its
statusis open To close an issue the resource must select the close function in
the Collaboration tab of the task folder.

Note:  On the Issues tab, a green squareicon helpsidentify issues that are

open.

25
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Viewing Project Resources

From the Resources tab of the project folder you can view alist of all resources
that are assigned to this project. The following additional information is provided
for each resource:

= Name— The name of the resource.

= Organization — The organization this resource is associated with.

= Location—The location of the organization this resource is associated with.
= Phone — The phone number this resource can be reached at.

»  Fax — The fax number this resource can be reached at.

s Email — The email address for this resource.

Viewing Project Documents

From the Documents tab of the project folder you can view a cumulative list of
all documentsthat are contained in the Documents tab of all itstasksfolders. The
following information for each document is listed:

= Name — The name of the document. Click thislink to view the document.
Y ou can also click the [1tem Menuicon in the left column and select View
from the menu.

» Description — The description of the document to help resources identify it.

»  Template — The template type if the document originated from atemplate.
Templates can be grouped by type.

s Task # — Thetask number associated with this document. Click thislink to
open the task folder.

s Last Modified — The date this document was last modified.
= Modified By — The name of the resource that last modified this document.
m  Version #— The version number associated with this document.

Avtive WorkFlow Management
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Task Folder

In This Chapter ...

Task Folder Overview on page30
Viewing a Task Folder on page31
Viewing Task Documents on page31

Adding a Task Discussion or Issue Item on page 37
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Task Folder

Task Folder Overview

The task folder contains all information that is essential to the completion of the
task. The task is comprised of criteria (work items), alist of al resources
assigned to the task, all documents that need to be created, revised, or approved
inthistask, all discussion threadsthat took place in the task folder, and all issues
opened in this task folder. If auser is assigned to atask folder, they are able to
work with the task folder. For example, auser can add adocument template to the
task and revise it. Other users may only have access to open the folder or no
access at al.

Workspace

[AEEG I Resources | Collaboration ™, Documents

Task Details: Current Task Criteria:

™ Task is Complete Criteria Description Responsible Projected Start Projected End Sub-Project I Sub-Task Id Status
Scheduled Start: Nov 15, 2000 Research fuel
Scheduled End: May 2, 2001 injection systems
Projected End: May 2, 2001

escription:

Mikeleoni  Dec 18, 2001 Dec 13,2001 156 563

Task Folder Tabs

Thetask folder is divided into four tabs:

m  Operations — When a task folder is opened, the Operations tab is displayed
by default. Thistab contains task detail such as a description, scheduled start
and end dates, and task criteria. If the task has been assigned to resources, it
also displaysthe status of their work. Work status can either be Done or To be
done.

»  Resources — On the Resources tab you will find alist of all resources
assigned to thistask. The project manager has the option to manage task
resources from here.

= Collaboration—The Collaboration tab is where resources communicate
using discussion threads. All resources assigned to the task as well as other
users with the appropriate authorization can post these discussions. The
Collaboration tab is also where resources assigned to the task can open and
closeissuesthat effect the completion of the task. Documents can be added to
these discussions but are only included as viewabl e attachments. They can be
viewed but not edited and are not included on the project document list.
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= Documents — The Documents tab is where resources view, add, revise and
approve documents crucial to thistask. Documents can only be added to
Active WorkFlow Management(™through the Documents tab.

Viewing a Task Folder

A Task Folder can be viewed from many different areas of the system. If you are
assigned to the task, the quickest way to open the task folder is clicking the task
link from your Workspace or the project folder. If you are not assigned to the
task, but have authorization to see the task folder, you could execute a search to
find it.

Viewing Task Details

From the Operations tab you can view atask’s details and criteria. Criteria
identifies work and who is responsible for the work. From the Operations tab,
task team members can indicate the need for additional time to complete the
criteriaor link their task’s start date to the end date of another project’s task.

» To view a task’s details

On the Tasks tab, click the task number or task name of the task folder whose
details you want to view. The task folder appears, displaying the task details and
task criteria on the Operations tab.

Viewing Task Documents

Task documents can be viewed from the Documents tab of the Task Folder. The
document is downloaded to your local computer for viewing.

» To view task documents

1. Onthe Taskstab, click the task number or task name of thetask that contains
the document you want to view.

2. Click the Documents tab. The task’s documents are listed.

3. Click the name of the document you want to view. The File Download dialog
appears.

4. Click one of the following:
= Open — The document is opened.

= Save-— Navigate to the location you want to save the document to and then
click Save. To view the document, navigate to the location you saved the
document to, and open the document.
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Viewing Task Resources

From the Resources tab of the task folder you can view alist of al resources that
are assigned to this task. The following additional information is provided for
each resource.

s Name— The name of the resource.

» Organization — The organization this resource is associated with.

m Location—The location of the organization this resource is associated with.
= Phone — The phone number this resource can be reached at.

m Fax — The fax number this resource can be reached at.

= Email — The email address for this resource.

Viewing Task Discussions or Issues

Use the Collaboration tab to view discussion items and issues that are related to
this task.

v

To view task discussions or issues

1. OntheTasks tab, click the task number or task name of the task whose
discussion items you want to view. The task folder opens.

2. Click the Collaboration tab. The task’ s discussion and issue items appear.

Note: A green square icon helpsidentify issues and discussions that are
open.

3. Click the Subject column of discussion item you wish to view. All replies
posted to this discussion display.

4. Toreturn to the main page of the Collaboration tab, click All Topics.

Viewing Documents Attached to a Message

Y ou can access documents attached to a message. Y ou can choose to view the
documents or save them on your computer. Y ou cannot revise a document that is
attached to a message.

» To view a document attached to a message

1. OntheTask tab, click the task number or task name of the task that contains
the document you want to access.

2. Click the Collaboration tab. The task’ s collaboration messages appear.
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3. Inthelist, click the subject of the post that contains the document you want to
access. The contents of the message are displayed.

4. Click the name of the document. The File Download dialog appears.

5. Click one of the following:
= Open — The document is opened.

= Save-— Navigate to the location you want to save the document to and then
click Save. To view the document, navigate to the location you saved the
document to, and open the document.

Working With a Task Folder

If you are the project manager of the project or aresource assigned to the task,
you will be able to work with the task folder by adding new criteria, documents,
and collaborations. Each resource assigned to atask folder must also indicate
when their work on the task is complete. Thisis done in the Operations tab of the
task folder. Depending on a user’s authorization, they may be able to add
collaborations to a task folder even if they are not assigned as a resource on the
task.

Adding New Criteria

Thecriteriaof atask isfound on the Operations tab, and can identify work items,
task requirements, or any other information that is important to the task. The
project manager and all resources that are assigned to the task can enter criteria.

In addition to adding a description, you can identify a person responsible for the
criteria by typing their initials into the Responsible field. Y ou can also enter a
start and end date for thiswork. If this criteriais dependent on the completion of
atask contained in another project, you can link this criteriato the finish date of
that task by entering the other project’s number and task number. The system will
then automatically use the finish date of the sub-project task and add it to the
criteriafinish date. It isthe finish dates that are linked.

» To add a new criteria

1. Onthe Tasks tab, click the task number or task name of the task folder you
want to add new criteriato. The task folder appears displaying the Operations
tab, which contains the task detail and criteria.

2. Inthe Add New Criteria section, provide the following information:

n Criteria Description — Type a brief description of the instruction,
requirement or work item.
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m Person(s) Responsible— Type theinitials of the resources who are
responsible for thiswork. Thisfield can be left blank.

» Projected Start/Finish Date— Type the project start and finish date for
thisitem. The date format used is MM/DD/YY. Y ou can also use the date
calendar to specify the dates. To use the data calendar, click the calendar
icons.

Note:  If the projected finish date you type extends beyond the project
manager’ s scheduled dates, the finish date will appear at “+ x days”.
This acts as an indicator to the project manager that moretimeis
needed to compl ete thisitem. The project manager can then choose
to adjust the scheduled dates of the task.

m Sub-Project/Task 1D — If thistask criteriais dependent on atask from a
different project, you can connect them together. Doing so, connects the
finish date of your task criteriato the finish date of the task from the other
project (sub-project). The task criteria finish date automatically changesto
the sub-project’ s task finish date. To use this feature, you need to type the

sub-project identification number and the tasks identification number.

Note: If you enter an incorrect project number or task number the system
will advise the project or task cannot be found. No link is created.

3. Click Submit. The new task criteriaislisted in the task folder’s Current Task
Criterialist.

Revising Task Criteria

The project manager and any resource assigned to atask are able to perform
revisions on task criteria.

» To revise task criteria

1. Onthe Tasks tab, click the task number or task name of the task whose
criteriainformation you want to revise. Thetask folder appears displaying the
Operations tab, which contains task detail and criteria.

2. Inthe Current Task Criterialist, click the criteriawhose information you
want to revise.

3. Revisethe criteriainformation. For example, you can modify the Proj ected
start/end dates and link them to a sub-project.

4. Click Save ThisCriteria. Thetask criteriais updated to reflect your
revisions.
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Adding Task Documents

Y ou can add two types of documentsto atask: internal or external documents. An
internal document is one that already existsinside Active WorkFlow
Management(™). For example, a resource may want to use a document that is part
of another task, or a document template. An external document is any document
on your network that you want to add to this task.

» To add an internal document to a task

1. Onthe Tasks tab, click the task number or task name of the task you want to
add the document to.

2. Click the Documents tab. The task’s documents are listed.
Click Add Existing.

4. Inthe search fields, specify your search criteriaand then click Search. The
results of the search are displayed.

Noter You have the option to search for the document in Current Proj ect
or Template Type.

5. Click the Item Menu icon next to the document you want to add to the task,
and click Add. The document list is updated to reflect your additions.

» To add an external document to a task

1. Onthe Tasks tab, click the task number or task name of the task you want to
add a document to.

2. Click the Documents tab. The task’s documents are listed.
3. Click Add New. The Add New Document page appears.

4. Inthe Namefield, type an identifying name for the document you are adding
to the task folder.

5. Click Browse and navigate to the location of the document you want to add,
select the file, and then click Open. The File field displays the directory
location of thefile.

6. Click Submit. The document list is updated to reflect your additions.
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Revising Task Documents

If you want to modify a document, you must use the Checkout option. When a
document is checked out, alock is placed on the document, which prevents other
individuals from modifying that document. They are still able to view the
document but cannot check it out of Active WorkFlow Management(™),

Once you have revised the document, you can then check the document back into
Active WorkFlow Management™). The system will automatically provide a new
version number for the revised document and record the date, time, and name of
the resource that modified it. In order to check a document back in to the system,
you must be the resource that checked it out.

» To check out a document

1. Onthe Tasks tab, click the task number or task name of the task you want to
add a document to.

2. Click the Documents tab. The task’s documents are listed.

3. Click the Item Menu icon next to the document you want to check out, and
click Checkout. A check mark appears next to the document in the list and
the File Download dialog appears.

4. Click one of the following:
= Open — The document is opened.

= Save— Navigate to the location you want to save the document to and then
click Save. To view the document, navigate to the location you saved the
document to, and open the document.

5. Oncethe document is checked out you can modify the document, saveit, and
check the document back in.

» To check in a document that is checked out

1. Onthe Taskstab, click the task number or task name of the task that contains
the document you want to check in.

2. Click the Documents tab. The task’s documents are listed. Documents that
are checked out have a blue check mark next to their name on the Documents
tab.

3. Click the Item Menu icon next to the document you want to check in, and
then click Checkin.

4. If you are reviewing the document or just want to select this one as the
approved version, select ApproveasMaster.

36 Avtive WorkFlow Management



User Guide

5.

Task Folder

Inthe Comment field, type any comments you want to be displayed with the
document when it is checked in.

Click Browse. Navigate to the location of the document, select the document
and click Open.

Click Checkin. The document is checked in. Active WorkFlow
Management(™ automatically assigns a new version number to the modified
document.

» To undo a checkout
1.

Onthe Taskstab, click the task number or task name of the task that contains
the document whose check out you want to cancel.

Click the Documents tab. The task’s documents are listed. Documents that
are checked out have a blue check mark next to their name on the Documents
tab.

Click the Item Menuicon next to the document you want to undo the
checkout for, and then click Undo Checkout.

The check mark and lock on the document is removed. No version changeis
made to the document.

Adding a Task Discussion or Issue Item

If you have an item you would like to discuss with other resources in the task,
you can post a discussion item here. If you have identified an issue, it can be
posted here. | ssues posted at the task level automatically display on the project
folder’s I ssues tab.

» To post a new message
1

On the Task tab, click the task number or task name of the task you want to
post a new message to.

Click the Collaboration tab. The task’ s current message items appear.
Click Post New M essage.

In the Type drop-down list, click one of the following:
= Discussion — Click if you want to open a discussion thread.
» Issue—Click if you want to open an issue in this task folder.

In the Subject field, type the subject of your message.
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6. If you want to associate a document with this message, click Browse,
navigate to the location of the document and double-click the document. The
directory location of the document is displayed in the Filefield.

7. Inthe Message field, type the content of your message.
8. Click Submit. Your message is posted on the Collaboration tab.

Once a message has been posted, areply can be added to it.

Replying to a Message

When you reply to a message, you can add a document to your response.

Note:  On the Collaboration tab, a green square icon helps identify issues and
discussionsthat are open.

» To reply to a message

1. OntheTask tab, click the task number or task name of the task you want to
post areply message to.
2. Click the Collaboration tab. Thetask’s current message items appear.

3. Inthelist, click the subject of your message you want to add areply to. The
contents of the message display

4. Click Reply.
5. Inthe Subject field, type your comments on the subject.

6. If you want to associate a document with this message, click Browse,
navigate to the location of the document and double-click the document. The
directory location of the document is displayed in the Filefield.

7. Inthe Message field, type the content of your comments.
8. Click Submit. Your reply displays in the Collaboration tab.

9. Toreturnto the original message in the discussion, click Go To Parent. The
original message in the discussion is displayed.

10. To return to the main page of the Collaboration tab, click All Topics.
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Adding Documents to a Task Discussion or Issue Item

Y ou can add a document to atask discussion or issue item. If you want to add a
document to atask discussion or issue item you are creating, see “ Adding a Task
Discussion or Issue Item” on page 37. Y ou can also add a document to an already
existing task discussion or issue item. For more information, see “Replying to a

Message” on page 38.

Completing Your Task Work

Each resource that is assigned to atask folder will have any number of work
items they must complete. For example, aresource may be required to add a
document to the task and revise it. The same resource may also be required to
review another document and approve it. Once the resource has completed all
work they are required to perform for this task, the resource must advise Active
WorkFlow Management(™that they have completed their work. Thisisdonein
the Operations tab of the task folder.

To mark your task work complete

1. OntheTaskstab, click the task number or task name of the task whose work
you have completed. The task folder appears displaying the Operations tab.

2. Inthe Resources Status section, each resource name appears with their
current status, Done or To Be Done. Beside your name is an action button that
allows you to indicate your work is complete. Click Done.

3. Youarereturned to your Workspace. In thetask folder, the button beside your
name changes to ReOpen.

Reopening Your Task Work

Once you have indicated your work is complete, you are permitted to undo that
action. The task must be activein order for the ReOpen option to be available.

To reopen your task work

1. OntheTaskstab, click the task number or task name of the task whose work
you have completed. The task folder appears displaying the Operations tab.

2. Inthe Resources Status section, each resource name appears with their
current status, Done or To Be Done. Beside your name is an action button that
allows you to reopen your work after you have indicated it was complete.
Click ReOpen. The button changesto Done.
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Creating a New Project

Anindividual who creates a new project is automatically designated as that
project’s project manager.

» To create a new project

1

g ~ w D

9.

From your Workspace, click the Projects tab. The Projects tab lists active
projects that you are assigned to.

Click Create Project.
In the Project Namefield, type the name of the new project.
Inthe Project Description field, type a brief description of the new project.

Inthe Project Catalog drop-down list, click the catalog you want to assign
the new project to.

A catalog acts as a container for projects. For example, your organization
may have separate catalogs for internal and external sponsored projects.

Inthe Project Template drop-down list, click the project template you want
to use to create the new project.

Project plan templates help maintain structure and consistency in Active
WorkFlow Management(™ project plans. Y ou add and maintain project plan
templates viathe Admin link on the toolbar. For more information, see
“Managing Project Plan Templates’ on page 68.

Inthe Customer/Sponsor field, type the customer or sponsor of the new
project.

Inthe Start Date and Finish Date fields, type the start and finish dates of
your new project. The date format used isMM/DD/YY. Y ou can also use the
date calendar to specify the dates. To use the date calendar, click the calendar
icons.

Click Submit. The Projects tab is updated and displays your new project.

Assigning Resources to a Project

Resources can be assigned to a project. Users must be enrolled as a resource
before they can be assigned to a project. For more information, see“ Enrolling
Users as Resources” on page 64. Once the resource has been added to the
project’ s assignment list, they become available for task assignment.
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» To assign a resource to a project

1. From your Workspace, click the Projects tab. The Projects tab lists all your
projects assignments. If you are a project manager, all the projects you
manage will also display.

2. Intheprojectslist, click the name or number of the project that you want to
assign aresource to. The project folder opens.

3. Click the Resour ces tab. The Resources tab lists any resources that are
currently assigned to the project.

4. Click Manage Resour ces.

5. Inthe Availablelist, click the resource you want to assign to the project, and
then click Assign.

Note:  You can select multiple usersin the Availablelist by clicking the
resources and holding down the CTRL key.

6. Click Finished. The Resources tab is updated to reflect your changes.

» To replace a resource on a project

1. From your Workspace, click the Projects tab. The Projects tab lists all your
projects assignments. If you are a project manager, all the projects you
manage will also display.

2. Intheprojectslist, click the name or number of the project that you want to
replace aresource on. The project folder opens.

3. Click the Resour ces tab. The Resources tab lists any resources that are
currently assigned to the project.

4. Click Manage Resour ces.

5. IntheAvailablelist, click the resource you want to assign and in the
Assigned list, click the resource you want to replace.

6. Click Replace. The resource that was replaced moves back to the Available
list and the new resource moves to the Assigned list.

7. Click Back. The Resources tab is updated to reflect your changes.
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» To remove a resource from a project

1. Fromyour Workspace, click the Projects tab. The Projects tab lists all your
projects assignments. If you are a project manager, all the projects you
manage will also display.

2. Intheprojectslist, click the name or number of the project you that want to
remove aresource from. The project folder opens.

3. Click the Resour ces tab. The Resources tab lists any resources that are
currently assigned to the project.

4. Click Manage Resour ces.

5. Inthe Assigned list, click the resource you want to remove from the project,
and then click Unassign.

Note:  You can select multiple usersin the Assigned list by clicking the
resources and holding down the CTRL key.

6. Click Back. The Resources tab is updated to reflect your changes.

Creating New Tasks

A project ismade up of individual tasks. When anew task is created, the new task
is assigned to a project. A new task is created using the Gantt tool in a project
folder.

Adding New Tasks to a Project

Use the Gantt tool to add tasksto a project. Tasks that you add to a project will be
listed on the Tasks tab in the project folder.

» To add a new task to a project

1. From your Workspace, click the Projects tab. The Projects tab lists active
projects that you are assigned to.

2. OntheProjectstab, click the project number or project name of the project
you want to add a task to. The project folder appears.

3. Click the Gantt tab. The project’ s Gantt tool appears, displaying the project’s
tasks.

4. Inthe Edit menu, clicklnsert Activity. A new task is added to the Gantt
chart.
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5. Inthe Name column, double-click the new task and type the name of the new
task in the task name field.

6. Inthe Plan menu, click Save. The Select Plan dialog appears. By default, the
Create a new revision plan option is selected.

7. Tocreate aproject revision plan, click Save. The Update Project dialog
appears, confirming your project plan isrevised. Or to make these changesto
the Live Gantt, click Publish.

8. Click OK. Toview the project’s new task, click the Taskstab. The Tasks tab
lists all tasks associated with the project.

Adding a Task Constraint

Tasks can be assigned constraints. A constraint between two tasks ties the end
date of the task to the start date of another task. For example, a project manager
assigns a constraint between two tasks, task A and task B. The constraint between
tasks A and B ensures that task B does not begin until task A is completed.

» To add a task constraint

1. From your Workspace, click the Projects tab. The Project tab lists all
projects that you are assigned to and ones you manage.

2. Onthe Projectstab, click the project number or project name of the project
whose task you want to assign a constraint to. The project folder appears.

3. Click the Gantt tab. The project’ s Gantt tool appears, displaying the project’s
tasksin the Gantt chart.

4. IntheEdit menu, click Create Constraint. Y our mouse cursor appears as
cross-hairs over the map pane of the Gantt tool.

5. On the map pane, connect together the two tasks you want to create
constraints against.

6. InthePlan menu, click Publish to send your changes to the live Gantt or
click Save to save your changes as a project plan revision.
Parent and Child Tasks

Tasks can be classified as parent and child tasks. A parent task isatask that is
made up of one or more tasks. For example, task Design Scheduling is a parent
task, made up of two child tasks, Design Research and Design Implementation.
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The children task’s start and end date dictate the start date and end date of the
parent task. For example, if the end date of the child task Design Implementation
is extended by three days beyond the end date of the parent task Design
Scheduling, the new child task end date becomes the parent task’s end date. A
parent task is considered complete once all its child tasks are compl eted.

» To make a task a child or parent task

1. From your Workspace, click the Projects tab. The Project tab lists all
projects that you are assigned to and ones you manage.

2. OntheProjectstab, click the project number or project name of the project
whose task you want to make a child or parent task. The project folder

appears.

3. Click the Gantt tab. The project’ s Gantt tool appears, displaying the project’s
tasksin the Gantt chart.

4. Inthe map pane, click the task you want to make a child or parent task.

5. Inthe Edit menu, click the following:

= Indent Task — The selected task becomes a child task of the preceding
task. The preceding task becomes the parent task.

» Outdent Task — The selected child task becomes a regular task. Y ou can
only outdent child tasks.
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task to the Resourcing and
Implementation and
Conclusion and Testing child
tasks.

The Conclusion and
Testing task and the
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In the Plan menu, click Publish to send your changes to the live Gantt or
click Save to save your changes as a project plan revision.

The following is an example of parent and child tasks and task constraints.

Tasks WrENal Tssues Y Resources Y Documents

Workspace

Plan View Edit Field Dates Grids Row LookAndFeel

2] [+« o[#8] [Ql@@»

atiance) Narme

Duration

Start

End
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1.3d
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Resourcing and Implementation
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Jan 21,

Jan 22,2002

Rasourcing and Implementation

+0.0

GCanclusion and Testing

1.0d

Jan 21,

Jan 22,2002

Conclusion and Testing (1

+0.0

Implermentation

1.0d

Jan 22,

Jan 23, 2002

0 Implermertation

Implementation task have
a constraint between them.
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Assigning Resources to a Task

Once aresource is assigned to a project, the resource becomes available for task
assignment. Only resources assigned to the project can be given task
assignments. A task is not enabled until at least one resource has been assigned to
it. Once atask is enabled, the color of the task is changed to dark blue.

» To assign a resource to a task

1

From your Workspace, click the Projects tab. The Projects tab lists all your
projects assignments. If you are a project manager, all the projects you
manage will also display.

In the projects list, click the name or number of the project whose tasks you
want to assign aresource to. The project folder opens.

In the tasks list, click the task you want to assign aresource to. The task’s

Operations tab displays.

Click the Resour ces tab. The Resources tab lists all resources that are
currently assigned to the task.

Click Manage Resour ces.
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6. IntheAvailablelist, click the resource you want to assign to the task, and
then click Assign.

Note:  You can select multiple usersin the Available list by clicking the
resources and holding down the CTRL key.

7. Click Back. The Resources tab is updated to reflect your changes.

» To replace a resource on a task

1. Fromyour Workspace, click the Projects tab. The Projects tab lists all your
project assignments. If you are a project manager, all the projects you manage
will also display.

2. Inthe projectslist, click the name or number of the project whose tasks you
want to replace aresource in. The project folder opens.

3. Inthetasksligt, click the task you want to replace aresourcein. Thetask’s
Operations tab displays.

4, Click the Resour ces tab. The Resources tab lists all resources that are
currently assigned to the task.

5. Click Manage Resour ces.

6. IntheAvailable list, click the resource you want to assign and in the
Assigned list, click the resource you want to replace.

7. Click Replace. The resource that was replaced moves back to the Available
list and the new resource moves to the Assigned list.

8. Click Back. The Resources tab is updated to reflect your changes.

Note: When aresourceis replaced or removed from atask, the resource
remains assigned to the project and available for other task assignments
in the project.

» To remove resources from a task

1. Fromyour Workspace, click the Projects tab. The Projects tab lists all your
projects assignments. If you are a project manager, all the projects you
manage will also display.

2. Inthe projectslist, click the name or number of the project whose tasks you
want to remove a resource from. The project folder opens.

3. Inthetaskslist, click the task you want to remove aresource from. Thetask’'s
Operations tab displays.
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4, Click the Resour ces tab. The Resources tab lists all resources that are
currently assigned to the task.

5. Click Manage Resour ces.

6. IntheAssigned list, click the resource you want to remove from the task, and
then click Unassign. The resource is moved to the Available list.

Note:  You can select multiple usersin the Assigned list by clicking the
resources and holding down the CTRL key.

7. Click Back. The Resources tab is updated to reflect your changes.

Note:  When aresource isreplaced or removed from atask, the resource
remains assigned to the project and available for other task assignments
in the project.

Managing a Task’s Detail

The project manager of a project isthe only user who can perform modifications
to tasksin addition to those already described in “Working With a Task Folder”
on page 33. These modifications include editing the name and scheduled dates of
the task. These changes must be performed from the Gantt tool and must be
published before they display on the Live Gantt. For more information, see
“Gantt Tool” on page 51.

» To revise a task’s name, start or end date

1. From your Workspace, click the Projects tab. All projects that you are
assigned to and ones you manage will list.

2. Onthe Projectstab, click the project number or project name of the project
whose task you want to modify. The project folder opens.

3. Click the Gantt tab. The project’s Gantt tool appears displaying the project’s
tasks.

4. From the Gantt Chart, double-click in the task’s Name, Start or End
columns, and type your changes to the task details.
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5. Inthe Plan menu, click Publish to send the changesto the Live Gantt or click
Save to save these changes as a project plan revision.

Note: You can also modify the task’ s dates via the map pane of the Gantt tool.
You either can drag the task’ s bar to modify the start and end date, or
pull the task’s start or end date individually into position on the map
pane.

» To revise a task’s description

1. OntheTask tab, click the task number or task name of the task whose
description you want to edit. The task folder opens displaying the task’s
details and criteria.

2. IntheDescription field, edit the text as required.
3. Click Update Description to apply your changes.

Closing or Removing a Message

Once amessage has been fully examined and its issues no longer need further
discussion, the message can be closed or removed by the project manager.

» To close or remove a message

1. OntheTasks tab, click the task number or task name of the task whose
message you want to close.

2. Click the Collaboration tab. Thetask’s message items appear.

Note:  On the Collaboration tab, a green square icon hel psidentify issues
and discussions that are open.

3. Inthelist, click the Menu Item icon beside the message you want to close or
remove. Click Close to close the message for discussion or Removeto delete
the discussion from the task folder. The list is updated to reflect you changes.
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In This Chapter ...

Gantt Tool Overview on page 52
Gantt Concepts on page52

Gantt Tool User Interface on page52
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Working With the Gantt Tool on page 53



Gantt Tool

Gantt Tool Overview

The Gantt tool provides Active WorkFlow Management™ users a visual
representation of a project that shows the scheduling and inter-dependencies of
project tasks.

Gantt Concepts

When working with the Gantt tool, users are always working with the Live Gantt.
If you are the project manager, then you are able to work with both the Live Gantt
and project plan revisions. When a project plan revision is published, its changes
are implemented in the Live Gantt.

Project Plan Revisions and Live Gantt

»  LiveGantt — Thisisthe officia project plan that resources interact with.
Thisisthe published project plan. All modifications to the task folders are
updated as they are changed.

m  Project Plan Revision — Thisisarevision of the Live Gantt. Project
managers are able to save different versionsin order to try out various
scenarios. These project plan revisions are numbered sequentially. Only the
project manager of aproject can save and access its project plan revisions.

Gantt Tool User Interface

The Gantt tool user interface is comprised of two panes: the chart pane and the
map pane. The chart paneisatable that listsall the project’ s tasks. The map pane
provides avisual layout of the tasks. The tasks are colour coded to help you
recognize the status of each task. When atask is created in the Gantt, a bar
appears in the map pane. The colour of the task changes when the following
happens:

»  Enabled — These are tasks that have at |east one resource assigned to them.
These tasks are dark blue.

»  Completed — These tasks are completed, so they are not editable by anyone.
Completed tasks are green.

52 Avtive WorkFlow Management



Gantt Tool

Workspace

Tasks WIENAEN Issues Y Resources Y\ Documents

Plan View Edit Field Dates Grids Row LookAndFeel

HXM %X Hels ¢ 8 Q@@N» w20
Task chart pane. o R Gog | anuary 2002
Wion 21 [Tue 22 ied 23
hitial Design 2.3d Jan 21, .. WJan 23, 2002 '
® Scoping and Specifications 13d  Jan2M,.. Jan22, 2002 L2 D
+0.0 Resourcing and Implementation [1.0d  |Jan 21, . Jan 22, 2002
+0.0 Conclusion and Testing 10d  |[Jan21, .. Jan 32,2002 [[_Conclusion and Testing &
+0.0 Implementation 1.0d  |[Jan22,.. WJan 23 2002
Task map pane.

Working With the Gantt Tool

Project management functions available when using the Gannt tool are:

For information on adding a new task, modifying atask’s start and end dates,

Add anew task

Modify atask’s start and end dates

Create atask constraint

Create a parent or child task

Create and save project plan revisions

Publish a project plan revision to add it to the Live Gantt

creating task constraints, or creating a parent or child task, see “Project
Management” on page 41.

Modifying a Live Gantt

If the project manger decides to change any item contained in the Live Gantt’s

chart pane, they must publish the plan. For example, if the project manager adds a
task to the project, (line added to the chart pane) the task displays but is not sent
to the Live Gantt until it is published.

» To publish a project plan

1

From your Wor kspace, click the Projects tab. The Projects tab lists all
projects you are assigned to and manage.

2. Onthe Projectstab, click the project number or project name of the project
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you want to modify. The project folder opens.
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Click the Gantt tab. The project’s Live Gantt appears, displaying the
project’s tasks.

Modify the project plan as required.
From the Plan menu, click Publish.

Active WorkFlow Management™ will check to ensure you have not changed
any eventsthat have already occurred. If everything is synchronizes with the
Live Gantt, the revision plan is published. If an error is detected, an error
message will advise you what the issue is. You can correct the issue and the
attempt to publish it again. Once the revised project plan is published, all
existing revision plans for this project are deleted.

Creating a Project Plan Revision

If the project manager does not want to apply changesto the Live Gantt, they can
save the change as a project plan revision. When this is done, the system assigns
aversion number to the revised project plan.

To use one of the project plan revisions, the project manager must publishit. If
the Live Gantt and the project plan revision become too unsynchronized, the
project plan revision may not be publishable. A message will advise the project
manger of what the issues are so they can modify the project plan revision before
attempting to publish it again.

To create a project plan revision

1

N oo o A

From your Workspace, click the Projects tab. The Projects tab lists all
projects you are assigned to and manage.

On the Proj ectstab, click the project number or project name of the project
you want to modify. The project folder opens.

Click the Gantt tab. The project’s Live Gantt appears, displaying the
project’s tasks.

Modify the project plan as required.
From the Plan menu, click Save.
In the Select Plan dialog, select the Create a new revision option.

Click Save. Active WorkFlow Management(™ assigns the project plan a
version number and loads the plan in the Gantt tool. The revision number is
displayed in the top-right corner of the map pane.
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» To save or publish a project plan revision

1

From your Wor kspace, click the Projects tab. The Projects tab lists all
projects you are assigned to and manage.

On the Pr oj ectstab, click the project number or project name of the project
you want to save or publish. The project folder opens.

Click the Gantt tab. The project’ s Gantt tool appears, displaying the project’s
tasks.

In the Plan menu, click Open. The Select Plan dialog appears.

Inthelist, select the project plan revision you want to open, and then click
Open. The project plan revision loads in the Gantt tool. The revision number
appears in the top-right corner of the map pane.

Modify the plan as required and then click one of the following:

= Save- Displays the Select Plan dialog where you can choose to Replace
existing plan (save to current plan) or Create a new revision plan.

= Publish — Publishes the project plan. The changes are added to the Live
Gantt.
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In This Chapter ...

The Admin Module and Security Roles on page 58
Enrolling Users as Resources on page64

Managing Document Templates on page65
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The Admin Module and Security Roles

In the Admin module, System Administrators add new users to the system and
assign these users to a security role. A user is an individual who will need to log
into Active WorkFlow Management™ and arole is a security classification that
defines what type of access and privileges the user will be assigned. Before a user
can be added to arole, the user must be added to the system. To add a new user to
the system, you will need access to the Admin module. The Admin moduleis
installed in the root directory where you installed Active WorkFlow
Management(™),

Note: To access the Admin module, the Active WorkFlow Management™
Console must be running. The Console isinstalled in the root directory
where you installed Active WorkFlow Management™. To run the
Console, double-click the dmsconsole.bat filein the Active WorkFlow
Management™. root directory.

» To add a new user to the system

1. Inthe Active WorkFlow Management™root directory, double-click the
dmsadmin.bat file.

2. Tolog in to the Admin module, use the following default login information:
= User ID—Admin

= Password—admin

Note:  All user IDs and passwords are case-sensitive.

3. Inthetreeview pane, double-click the Security folder.
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In the tree view pane, right-click Users, and then click Add.
In the dialog field, type a name for the new user.
Click OK. The new user is added to the tree view pane.

Inthe Description field, type a brief description of the user.
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To assign the user a password, click Change The Change Password dialog
appears.

9. InthePassword field, type a password for the user. The user can later change
the assigned password in the Active WorkFlow Management™. For more
information, see “Changing Y our Password” on page 12 or the online help
system.

10. Inthe Verify Password field, retype the password, and then click OK .
11. Inthe Email Addressfield, type the user’s email address.

12. In the Admin module menu, click File > Commit Change.

Assigning Users to Roles

Four roles have been created to accommaodate Active WorkFlow Management (™)
application security. Y our System Administrator is responsible for assigning each
user to one of the four roles viathe Admin module when users are added to
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Active WorkFlow Management™, To assign a user to one of the four roles, you
will need access to the Admin module. The Admin moduleisinstalled in the root
directory where you installed Active WorkFlow Management(™),

Note: To access the Admin module, the Active WorkFlow Management™
Console must be running. The Consoleisinstalled in the root directory
where you installed Active WorkFlow Management™. To run the
Console, double-click the dmsconsole.bat filein the Active WorkFlow
Management root directory.
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The following table identifies and defines each role:

Role

Access

Executive

The user can open al projects and task folders
(retrieved through a search) in the system.
The user can add collaborationsto al task foldersin
the system. (The task cannot have a status of
complete.)
To open aproject folder, the user must be on the project
assignment list.
To open atask folder, the user must be on the project
assignment list. The user can open al task foldersin a
project.
To edit atask folder, the user must be on the task
assignment list.
The user has admin privilegesin the system. For
example, the user can enrollment resources.
The user can create projectsin Active WorkFlow
Management ™,
The user can replace self in the task assignment list
even if they are not the project manager of the project
that contains the task.
The user can be a project manager of aproject. The
projectsare listed in the user’ sWorkspace. If theuser is
the project manager of a project, they can perform the
following functionsin their project:

m create and delete tasks

» edit task propertiesin the Gantt chart

m assign resources to the project assignment and task
assignment lists (users can also remove resources)

» replace self anywhere in the project

= open, edit, and complete all task foldersin the
project

= complete project
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Role

Access

Manager

Collaborator

Guest User

To open aproject folder, the user must be on the project
assignment list.
To open atask folder, the user must be on the project
assignment list. The user can open al task foldersin a
project.
To edit atask folder, the user must be on the task
assignment list.
The user has admin privilegesin the system. For
example, the user can enrollment resources.
The user can create projectsin Active WorkFlow
Management (™),
The user can replace self in the task assignment list
even if they are not the project manager of the project
that contains the task.
The user can be a project manager of aproject. The
projectsarelisted in the user’s Workspace. If the user is
the project manager of a project, they can perform the
following functions in their project:

m create and delete tasks

» edit task propertiesin the Gantt chart

m assign resources to the project assignment and task
assignment lists (users can also remove resources)

= replace self anywherein the project

= open, edit, and complete al task foldersin the
project

= complete project

To open aproject folder, the user must be on the project
assignment list.

To open atask folder, the user must be on the project
assignment list. The user can open al task foldersin a
project.

To edit atask folder, the user must be on the task
assignment list.

To open aproject folder, the user must be on the project
assignment list.

To open or edit atask folder, the user must be on the
task assignment list.
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» To assign users to roles

1. Inthe Active WorkFlow Management(™root directory, double-click the
dmsadmin.bat file.

2. Tologinto the Admin module, use the following default login information:
= User ID—Admin

s Password—admin

Note:  All user IDs and passwords are case-sensitive.

In the tree view pane, double-click the Security folder.
4. Inthetreeview pane, double-click the Rolesfolder.

5. Inthetree view pane, click the role you want to assign the user to.
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Click the Default
catalog, and then click

Add.

6. Click the Default catalog, and then click Add.
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7. Inthe Principals list, click the user you want to assign to role, and then click
OK.

8. Inthe Admin module menu, click File > Commit Change.

The user is now available to be enrolled as aresource in Active WorkFlow
Management(™). For more information, see “Enrolling Users as Resources” on

page 64.

Enrolling Users as Resources

Active WorkFlow Management™ users are added to the system viathe Admin
module. Once an individual is added as a user, they can log into Active
WorkFlow Management™). In order for users to be assigned to projects and
tasks, they must first be enrolled as aresource in Active WorkFlow
Management(™) Y ou enroll aresource viathe Admin link on the toolbar.
Enrolling is a process by which the user is added as a resource to the system.

Active WorkFlow Management™ contains four separate security roles. Roles
control the type of access a user will have in Active WorkFlow Management (™,
In the Admin module, users are then assigned to roles according to their Active
WorkFlow Management(™ responsihilities. For more information on roles and
the Admin module, see “The Admin Module and Security Roles” on page 58.
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» To enroll a user as a resource

5.
6.

In the toolbar, click Admin.
Click Add Resour ce. The Add Resource page appears.

In the Catalog drop-down list, click the catalog you want this resource to be
part of.

A catalog acts as a container for projects. For example, your organization
may have separate catalogs for internal and external sponsored projects.

Inthe User Id list, click the resource whose user identification you want to
assign.
In the identification fields, type the resource’ s user identification information.

Click Submit. The Enroll Resources tab is updated to reflect your changes.

» To edit a resource’s information

1
2.

In thetoolbar, click Admin.

In the resource list, click the name of the resource whose information you
want to edit. The Edit Resource page appears.

In the resource information fields, edit the resource’ s information.

Click Submit. The resource list is updated to reflect your changes.

» To remove a resource

In the toolbar, click Admin.

Click the Item Menu icon next to the resource you want to remove, and then
click Remove.

Click OK to confirm the resource removal. The resource list is updated to
reflect your changes.

Managing Document Templates

Templates are used to maintain structure and content consistency in Active
WorkFlow Management(™> documents. Y ou add and maintain document
templates viathe Admin link on the toolbar.

User Guide

» To add a document template

1

In the toolbar, click Admin.

2. Click the Document Templatetab.
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3. Click Add New. The Add New Document page appears.

4. Click Browse and navigate to the location of the document template that you
want to add, select the file, and then click Open. TheFilefield displaysthe
directory location of the file.

5. Inthe Name field, type a descriptive name for the document template.

6. Inthe Catalog drop-down list, click the catalog you want to add the template
to.

A catalog acts as a container for projects. For example, your organization
may have separate catalogs for internal and external sponsored projects.

7. Click Submit. Thetemplate list is updated to reflect your additions.

» To view a document template
1. Inthetoolbar, click Admin.
2. Click the Document Template tab. The templateslist appears.

3. Click the Item Menu next to the document template that you want to view,
and click View.

4. Click one of the following:
= Open — The document template is opened.

= Save-— Navigate to the location where you want to save the document
template to, and then click Save. The document templateis saved to the
location you chose. To view the saved document template, navigate to the
location of the document template and open the file.

» To check out a document template
1. Inthetoolbar, click Admin.
2. Click the Document Template tab. The templateslist appears.

3. Click the Item Menu next to the document template that you want to check
out, and click Checkout. A check mark appears next to the document
template in the list and the File Download dialog appears.

4. Click one of the following:
= Open — The document template is opened.

» Save-— Navigate the location where you want to save the document
template to, and then click Save. The document template is saved to the
location you chose. To view the saved document template, navigate to the
location of the document and open the file.
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Once the document template is checked out you can modify the document
template, saveit, and check the document back in.

» To check in a document template that is checked out

1
2.
3.

In the toolbar, click Admin.
Click the Document Templatetab. The templateslist appears.

Click the Item Menu next to the document template that you want to check
in, and click Checkin.

If you are reviewing the document template or just want to select this one as
the approved version, select Approve asMaster.

Inthe Comment field, type any comments you want to be displayed with the
document template when it is checked in.

Click Browse. Navigate to the location of the document, select the document
and click Open.

Select one of the following:

= Minor —the version number isincreased to reflect aminor revision. For
example, Template 2.0 becomes Template 2.1.

= Major —the version number isincreased to reflect amajor revision. For
example, Template 2.0 becomes Template 3.0.

Click Checkin. The document template is checked in. Active WorkFlow
Management(™ automatically assigns a new version number to the modified
document template.

» To undo a checkout

1
2.
3.

User Guide

In the toolbar, click Admin.
Click the Document Templatetab. The templates list appears.

Click the Item Menu icon next to the document template you want to undo
the checkout for, and then click Undo Checkout. The check mark and lock
on the document is removed. No version change is made to the document.
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Managing Project Plan Templates

Project plan templates help maintain structure and consistency in Active
WorkFlow Management™ project plans. Y ou add and maintain project plan
templates viathe Admin link on the toolbar.

Once a project plan template is created, the template is listed on the Pr oj ect
Template tab. The template is then avail able to be used when creating new
project plans. Only individuals who have the necessary security permissions to
create new projects and to access the Admin link on the toolbar can work with
Active WorkFlow Management™ templ ates.

Creating a Project Plan Template

When you create a new project plan template, Active WorkFlow Management ™)
automatically assignsthe current date to the template. L ater, when thetemplateis
used in creating a new project plan, the new project plan is assigned the current
date and not the date the template was created on.

Creating aproject plan template isidentical to creating aregular project plan. The
project plan template can be assigned tasks, criteria, and documents. When a new
project plan is created based on the template, the new project plan inherits the

template’ s tasks, criteria, and documents.

Note: When you create a new project based on a project plan template, the
new project plan inherits only the master versions of documents
associated with the template.

» To create a project plan template
1. Inthetoolbar, click Admin. The Enroll Resources tab appears.

2. Click the Project Templatetab. All existing project plan templates are listed
on the Project Template tab.

3. Click Create New. The Create a Project Template page appears.

Note:  The Creation Date automatically assigns the template the current
date.

4. Inthe Project Namefield, type a name for the new project plan template.

5. IntheProject Description field, type a brief description of the new project
plan template.

68 Avtive WorkFlow Management



User Guide

6.

Administration

Inthe Project Catalog drop-down list, click the catal og you want to add the
template to.

A catalog acts as a container for projects. For example, your organization
may have separate catalogs for internal and external sponsored projects.

Inthe Project Type drop-down list, click the project type you want to assign
the project plan template.

Click Submit. The project plan template list is updated to include your new
template.

The new project plan template can now be edited, del eted, and assigned tasks,
criteria, documents, and resources.

» To edit a project plan template

1
2.

In the toolbar, click Admin. The Enroll Resources tab appears.

Click the Project Template tab. All existing project plan templates are listed
on the Project Template tab.

Click the Item Menu icon next to the project plan template you want to edit,
and then click Edit. The Create a Project Template page appears.

In the Project Namefield, type any changes to the project plan template
name.

Inthe Project Description field, type any changes to the project plan
templ ate description.

Inthe Project Type drop-down list, click the project type you want to assign
the project plan template.

Click Submit. The project plan template list is updated to reflect your
changes.

» To delete a project plan template

1
2.

In thetoolbar, click Admin. The Enroll Resources tab appears.

Click the Project Templatetab. All existing project plan templates are listed
on the Project Template tab.

Click the Item Menu icon next to the project plan template you want to
delete, and then click Remove. A dialog prompts you to confirm you want to
delete the project plan template.

Click OK to confirm that you want to delete the project plan template. The
project template list is updated to reflect your template deletion.
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Assigning Tasks, Documents, and Criteria to Project Plan Templates

Once a project plan template is created, the template is listed on the Pr oj ect
Template tab. The template is then avail able to be used when creating new
project plans. Only individuals who have the necessary security permissions to
create new projects and to access the Admin link on the toolbar can work with
Active WorkFlow Management™ templ ates.

Y ou can add tasks, documents, and criteriato the project plan template. All tasks,
documents, and criteria assigned to the project plan template are inherited by any
project plans that are created by using the template.

Note: When you create a new project based on a project plan template, the
new project plan inherits only the master versions of documents
associated with the template.

For information on adding tasks, documents, and criteria to the project plan
template, see the following chapters:

= Project Management on page4l
= Gantt Tool on page51

Saving Project Plan Templates

Using the Gantt tool’ s Save Asfeature, you can customize and save various
versions of a project plan template by renaming the project plan template.

» To rename your project plan template
1. Inthetoolbar, click Admin. The Enroll Resources tab appears.

2. Click the Project Templatetab. All existing project plan templates are listed
on the Project Template tab.

3. Inthelist, click the name of the project plan template you want to rename and
save.

Click the Gantt tab.
If applicable, make any changes to the project’ s tasks.

In the Plan menu, click Save As.

N o g &

In the Project Name field, type anew name for the project plan template, and
then click OK. The Update Project dialog appears and informs you the
project plan has been saved.

8. Click OK.
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