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Foreword

ADVISOR Enterprise is a Training Management System that drives training efficiency by (a) aligning current and
future training activities to operational requirements to identify gaps, duplications and training with minimal
value; (b) forecasting and comparing the costs of viable delivery options; (c) uncovering cost drivers; and (d)
improving resource allocation. ADVISOR is built around the ADDIE model with the added flexibility of starting the
analysis at any level. ADVISOR is made up of the following modules that can be used separately or in any
combination.

Needs Assess: To find out “the cause of the problem and potential solutitnBrovides a step by step approach
Assessment for understanding a problem before selecting the solution —in other words, before assuming that training
is needed. Needs Assessment provides an audit trail and serves as the foundation for decisions by zeroing
in on the source of the problem, identifying solutions that can produce the desired level of productivity,

and highlighting actions that will generate the greatest impact. [Scope and Needs Assessment].

Training Analysis: To find out “who needs to be trained, on what and whyProvides a step by step approach for

Analysis conducting Training Needs Analysis (TNA) or Training Systems Requirements Analysis (TSRA) to identify
training needed by each job, position and employee to perform duties to the desired standard under the
prescribed conditions. Four approaches may be used to conduct training analysis, namely Mission,
System, Competency or Job. [Mission Analysis, Competency Analysis, System Analysis, Job Task Analysis,
Knowledge/Skill Gap Analysis and Training Requirements Analysis].

Design: To find out “what is the most effective and economical way to deliver traihirRgovides a step
by step approach for conducting Training Media Analysis (TMA) or Option Analysis to identify the most
cost effective strategy for the delivery of training and generates Training Plans. The analysis takes into
account limitations, instructional design requirements, upfront and recurring costs over training program
life as well as risks associated with the introduction of new technology. [Media Analysis, Cost Analysis and
Training Plans].

Fidelity Develop: To find out the “fidelity requirements of training devicesProvides a step by step approach for

Analysis assessing the functional requirements of trainers and simulators based on training needs and
performance objectives. It identifies visual, tactile, olfactory, affective and auditory sensory cues needed
to practice tasks, within realistic environments, under preset conditions to attain the desired level of
competency. In addition, ADVISOR takes into account elements within the virtual world and how users
interact with each.

Resource Implementation: To find out “how much money and resources are neeetbmpiles and analyzes
Management missions/goals, competencies, systems, jobs, tasks, training requirements, courses, activities, costs,
personnel and resources to generate concise, up to date and actionable reports. The reports provide
insight on planned training activities for any time period; training requirements for each job/employee;
budget, personnel and resource requirements, training impact as well as how to drive training
effectiveness and efficiency by leveraging technology, improving resource allocation and identifying gaps,
duplications and unwarranted training. [Forecast and Optimize Training Budgets, Personnel and
Resources].

Project Implementation: To find out “how training should be implementéd Provides a step by step approach
Management for planning a project and tracking progress in real time. This includes the setup of phases and tasks,
dependencies and constraints, timelines as well as the assignment of personnel and resources needed to
complete. Moreover, ADVISOR tracks progress by comparing hours worked and money spent on each
task to project plan, to anticipate delays, facilitate the implementation of corrective measures, and keep

projects on-time and within budget. [Develop Project Plans and Track Progress].
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Performance Evaluation: To find out “how training impacts performance and organizational gbaProvides a step by
Analysis step approach for improving performance by zeroing in on the source of the problem and identifying
solutions that can produce the desired level of productivity. Moreover, ADVISOR highlights actions that
will generate the greatest impact by assessing the feasibility of implementing plausible solutions as well
as forecasting the costs, benefits and Return on Investment (ROI) of each intervention. [Performance

Gap Analysis, Root Cause Analysis and Cost Benefit Analysis].

Training Life Manage: To “continually uncover venues to drive training effectiveness & efficiemMyintains training
Cycle effectiveness and efficiency over time by continually assessing the impact of changes to missions, jobs,
Management tasks, systems, policies, technologies, throughput, and so forth on training content and activities; as well
as budget, personnel and resource requirements. This is attained through a digital-twin model that
continually aligns training activities to operational requirements to identify gaps, duplications and training
with minimal value. Results (personnel/resource requirements for any time period; cost drivers;
bottlenecks and deficiencies) are quickly and concisely communicated through dashboards. Actions that

drive training effectiveness and efficiency are also highlighted.
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Chapter 1: Project Management Overview

1.1 Introduction

Keeping projects on time and within budget is one of the greatest challenges for any project manager. To
minimize delays and cost overruns, realistic project plans are needed to identify what needs to be done,
when, and by whom; the time, money, personnel and resources needed for each task and phase; critical
paths/milestones; interdependencies among various tasks - i.e., how delays in one task can impact others;
and so forth. Since the best-laid plans can go awry, a tracking system is also critical for monitoring
progress.

ADVISOR Enterprise is a web based Training Management System. It forecasts time, money and resources
needed to design, develop, administer, manage, deliver, maintain and support training programs;
automatically generates project’s phases and tasks including time and money needed by each; facilitates
the set-up of dependencies and constraints; speeds the development of project plan; manages the
assignment of personnel and resources; as well as tracks progress in real time.

With viable project plans in hand and real time updates from the project team on hours worked and tasks
completed, progress can be tracked, delays anticipated and corrective measures implemented to keep
projects on-time and within budget. For more details, please refer to the Project Management User
Guide. For info on basic functionality and how to configure ADVISOR in line with needs, please refer to
the Configure ADVISOR User and Step by Step Guides. Remember that context sensitive help for each
screen is also available by clicking on [Help].

1.2 Define Scope and Estimate Costs

Scope defines project requirements — i.e., the end results or deliverables. A major component of the
Scope is the quality of the final product. For large projects, quality can have a significant impact on Time
and/or Costs. The Scope of a training project is defined by the instructional goals; course length; trainees’
throughput; quality and frequency of graphics, audio and video; display, control, hardware, system,
motion, audio and visual fidelity; delivery media, etc.

Based on course length, throughput, instructor to trainee ratio, attrition rate, development ratios, delivery
media, rates paid for developers, managers, administrators, instructors, support and maintenance staff,
and so forth, the effort and money needed to design, develop, administer, manage, deliver, maintain and
support a training program is forecasted. Two approaches may be used to forecast training costs and
resources. Details are provided in the Preliminary Analysis Step by Step Guide and the Media Analysis Step
by Step Guide, the Training Design User Guide.
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Chapter 2: Divide Project into Phases and Tasks

2.1 Introduction

Based on project scope, time and cost estimates, each project can be divided into Phases and Tasks that
correspond to actions needed to setup, develop, deliver, support and maintain a training program.
Budgetary costs and hours needed for each Phase can be retrieved from Course Analysis, if one has been
conducted, and updated as needed.

Moreover, to maintain consistency and preserve data integrity, time and costs within each Phase can be
harmonized with corresponding estimates generated under Course Analysis. In other words, should the
time and/or cost requirements for the training program change, the time and funds allocated for the
project plan can be updated accordingly.

2.2 Setup a New Project

To setup a project plan and monitor progress, i.e. to keep project on time and within budget:

Step 1: Click on the Implement tab.

Step 2: Click on the F7tProjects folder.

Step 3: Click [Add].

Step 4: Input the Project Title, Start Date, the status of the project, etc. Data required by ADVISOR is
identified by a red asterisk (*). Of course, the more data you provide, the better the results.

Step 5: Once all inputs are entered, click [Save] to create the project.

¥ ¢

+Add = Save ® Copy x Delete * Merge % Diverge H Print TUp . Restore 2 Help 5 Logout
Path Project Management b Projects

Analyze Design
Projects

Develop

Evaluate Solutions Documents Personalize

Implement

Introduction to Project Management
Reference Code  Pro 011

Start Date 11172021

Change Task Date
Client*

Status®

Import Course

Sequence

No

Corporate Training Division
Underway

[ select]

100

Click and complete next tab, if applicable; then click the Save button on the top left to save

Notes:

« »

U Once a project plan is defined, the entire schedule can be shifted (i.e., the Start and End Date of each
Task) to the left or the right by the same number of days, by changing the Start Date, selecting yes for
Change Tasks Date and clicking [Save]. The Start and End Date of each Task will be shifted by the
following number of days: New Start Date — Current Start Date.

U Only Projects “Underway” or “Pending” can be edited. Pending projects are not visible to team
members (i.e., individuals assigned to various Tasks). “Completed” or “Cancelled” projects will appear
to team members under the F*Completed Project folder in read only mode.
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U You may also share the analysis with colleagues (i.e., Users within the same Client) by clicking on the
[Sharing] tab, placing checkmarks next to their names and clicking [Save].

c:

Once the project plan is completed or milestone reached, you can Archive the Project. This will create

a duplicate copy of the project that can only be viewed in read only mode to preserve integrity.

Changes to the current project will not impact archived data. To archive a project, click on the .
(project) node, then click on the [Archive] tab, input the Version Title and click [Save]. The date on
which the archive was created is automatically saved.

c:

You may view an archived version in read only mode, delete as well as recover (i.e., overwrite existing

version) by clicking on the corresponding tabs. Of course, if a Project is deleted, all archived versions
of the Project will be automatically deleted as well.

2.3 Link Project to Course Analysis

If a Course Analysis has been conducted (under the F"tCourse Analysis folder), you can link the Course
to the Project to generate Phases needed to setup, develop, deliver, support and maintain the course —
including the number of hours needed to complete each Phase and costs. To link a Course to a Project:

Step 1:

Click on the H (project title) node.

Step 2: Select Course Title under the [Import Course] field.

Step 3:

+Add

Dashboard
S1Project Management

L [)Projects
I /— introduction to Project Management

& Save 8 Copy x Delete * Merge % Diverge [ Notes H Print tUp <« Restore ? Help B Logout
Path _Project Management » Iniroduction to Project Management
Setup Scope Analyze Design Develop Implement Evaluate Solutions Documents Reports Personalize
il Introduction to Project Management Yo
Project Analysis Required Sharing A
Title* Introduction to Project Management
Reference Code  Pro 011
Start Date * 01/01/2021 o
Change Task Date No v
Client* Corporate Training Division v [>]
Manager* Administrator v
Status’ Underway v
Import Course [ select] 3
5| ]
Sequence Introduction to Project Management N
Leadership Decisiveness Intro
Click and complete next tab, if ag Sales Basics
Basic Procurement and Contracting e ‘)
Bid Evaluation and Selection Methodologies
Contract Certification Course
Contract Direct with Trade
Contract in Excess of $25,000
Engineering Basics
Advanced Analytics
Technician Maintenance Basics
| Oniine Management
Intermediate Sales
Supplies 101
Advanced Project Management
Leadership and Conflict Resolution
Sales 101
Finance and Forecasting
Basics of Flight 700 Aircraft Series B
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If the Project is linked to a Course, the H Import Course Analysis node will appear. To import Course
Analysis data:

Step 4: Click on O Import Course Analysis node.
Step 5: Select data to be imported under the Delivery Option field.
Step 6: Click [Save] to setup Phases and allocate times and costs based on selected Delivery Option.

4

+Add & Save & Copy x Delete + Merge < Diverge 1 Notes H Print T Up <« Restore ? Help Logout
Path Project Management b Introduction to Project Management b import Course Analysis
Dashboard Analyze Design Develop Implement Evaluate Solutions Documents Personalize
=1 Project Management Import Course Analysis Y
[ Projects
Introduction to Project Management |Del|very Option [ select ] v ]
EE¥import Course Analysis
/ [Phases Click the Save button on the top | u =
: g::::k Analyst Recommendation & 4
[ Export

The Import Course Analysis function will automatically generate Phases corresponding to actions needed
to setup, develop, deliver, support and maintain the course — including the number of hours needed to
complete each phase and budgetary costs.

+Add & Save 8 Copy x Delete * Merge 4 Diverge £ Notes H Print T Up . Restore ? Help & Logout

Path Project Management » Introduction to Project Management b Phases

Dashboard Analyze Design Develop Implement Evaluate Solutions Documents Reports Personalize
£5Project Management Phases [
¥ [ Projects Phases t port
v [ Introduction to Project Management %
cImport Course Analysis © O 7z &W
O . = support (up-front)
» [ Support (up-front)
/ » (] Administration (up-front) o
» [ Development == Administration (up-front)
» [ Administration (on-going)
» [ Management = Development
» [ Instruction
» I Support (on-going) —
» [1Maintenance == Administration (on-going)
» 9Plan
» I Track = Management
[ Export

== Instruction
= Support (on-going)

= Maintenance

To add Phase, click on the Add button in the top left comer.

Note:

U The Import function does not impact Phases and Tasks that have been created under the Project.
New Phases and Tasks will be added.
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2.4 Divide Project into Phases
Create a Phase

To divide a Project into Phases:

Step 1: Click on the F7tPhases folder.

Step 2: Click [Add].

Step 3: Input the Phase Title, # of hours needed to complete the Phase, cost and sequence.
Step 4: Click [Save] to create the new Phase.

4

& Copy x Delete <+ Merge 4 Diverge (11 Notes Tt Up “« Restore ? Help
Path Project Management b Introduction to Project Management b Phases

Dashboard Analyze Design Develop Implement Solutions Documents Reports Personalize
£9Project Management Phases
v [2Projects
¥ |1 Introduction to Project Management Phase Title* Project Planning
T — S
Work [hours] 185
/ » | Support (up-front) [hours]
» [ Administration (up-front) Work Allocation 100 %
» [ Development
» [ Administration (on-going) Cost $ 75,000 4
2 EhManageinent CostAllocation 100 % N
» [Jlnstruction
» I Support (on-going) Department Instructional Design
> i Makreqsace Department Code 1SD
» £1Plan
» STrack Align Time/Costs ~ Setup v
[ Export Sequence 500

Click the Save button on the top left to save.

Edit Phases Created from Course Analysis

If the Project is linked to a Course (Section 2.3), then Phases corresponding to actions needed to setup,
develop, deliver, support and maintain the course — including # of hours needed to complete as well as
out of pocket expenses are automatically generated and presented in read only mode. To change the
Work [hours] or Cost of the Phase:

Step 1: Click on O Import Course Analysis node.
Step 2: Turn the cascade option off @.
Step 3: Click [Save].

x Delete + Merge
Path Proect Import Course Analysis

< Diverge « Restore

2 Help Logout

Dashboard Setup Analyze Design Develop Implement Evaluate Solutions Documents Personalize
t iect Management Import Course Analysis 54
Projects !
Introduction to Project Management Delivery Option ADVISOR Recommendation v Q |
N
/> M Phases Click the Save button on the top left to save
» iPlan e« »
» EiTrack
[ Export
RNIH 5|Page
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Step 4: Click on the H (phase) you want to edit (H Development, for example).
Step 5: Update the Work [hours] and Cost.
Step 6: Click [Save].

U

+Add Save B Copy = Delete < Merge % Diverge (1 Notes H Print T Up < Restore ? Help & Logout
Path_Froject Management  Iniroduction to Project Management » Development
Dashboard Analyze Design Develop Implement Evaluate Solutions Documents Reports
=1Project Management i Development )
¥ [MProjects
¥ [ Introduction to Project Management Phase Title* Development
ooz Atk Reference Code Phase 003

v [Phases

» [ Support (up-front) Work [hours] 975 o
» [ Administration (up-front) ey T
-
| 0 Adrpinislralicn (on-going) Cost $ 850,000 \ o
HioEc g CostAllocation 100 % I

»
» [ Management

» [ Instruction Department Instructional Design

> :iupp‘oﬂ (on-gaing) Department Code 1SD

» aintenance
» £4Plan Align Time/Costs  Development v
> CiTrack uence 300

[1Export So

Click the Save button on the top left to save.

Note:

U If the Work [hours] or Cost for a Phase are modified under Project Management, you can restore the

original estimates from Course Analysis by clicking on the O Import Course Analysis node, turning
the cascade function back on & and clicking [Save].
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2.5 Setup Tasks for Each Phase

Each Phase can be further divided into Tasks; and each Task can be assigned a % of the Phase Work (hours)
and Costs. To create a new Task:

Step 1: Click @ next to the O (phase) node (H Project Planning, for example), to expand.

Step 2: Click on the F¥Tasks folder.

Step 3: Click [Add].

Step 4: Input the Task Title, % of total work allocated to task, % of total cost allocated to task, whether or
not it is a milestone and its sequence.

Step 5: Click [Save] to create the Task.

¥ 9

+Add & Save 3 Copy x Delete + Merge
Path Project Management b Introduction to Project Management b Project Planning b Tasks
Dashboard Analyze Design Develop

< Diverge 11 Notes H Print tUp « Restore ? Help & Logout

Implement Evaluate Solutions Documents Personalize
E43Project Management Tasks
¥ [MProjects

~ [ Introduction to Project Management Task Title*

Create Project Plan

<>Import Course Analysis
¥ [MPhases
» [ Support (up-front)
» [} Administration (up-front)

» [ Development
» ] Administration (on-going)
v [ Project Planning
/ :
Summary

» [ Management

» [ Instruction

» ] Support (on-going)
» [ Maintenance

S

Reference Code Task 002
Work [% of Total] 40 %

Cost [% of Total] 40 % <

Milestone Yes L =
RAP

Sequence 50

Click the Save button on the top left to save.

« »

» IPlan
» Track
[ Export

Implications:

U To preserve data integrity, users cannot directly specify the Work [hours] and Costs for each Task.
These values are computed based on the Work [hours] and Costs of the Phase and % allocated to each
Task, as follows:

X Work [hours] for Task = Work [hours] for Phase x Work [% of Total] for Task /
Sum of Work [hours] [% of Total] for all Tasks
X Cost for Task = Cost for Phase x Cost [% of Total] for Task /

Sum of Cost [% of Total] for all Tasks

Note:

U Each Phase should have a minimum of one Task. The first Task is automatically created by ADVISOR
if the Phase is generated from Course Analysis. You may of course edit Task title and corresponding

parameters by clicking on the O (task title), editing the parameters and clicking [Save].
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2.6 Summary
To facilitate the management of Tasks within a Phase:

Step 1: Click on the O Summary node to view a list of Tasks in a tabular format.

Step 2: Specify the Sequence, Work (% of total) and Cost (% of total) for each Task.

Step 3: Click [Save] to automatically compute and update the Work [hours] and Costs allocated to each
Task.

4

+Add & Save ¥l Copy x Delete # Merge # Diverge 1} Notes H Print 1 Up « Restore ? Help [ Logout
Path Project ry
Analyze esi Develop Implement Evaluate Solutions Documents Personalize
= Project Management Summary
v PProjects
. balcoshiczons 1o Brice Mgl Sequence Work fhours] Work [% of Total] Cos Cost [% of Total]
G d:;pnn Course Analysis Brainstorm 10 56 0% §22500 0%
v Phases
» [ Spport (up-front) Create Project Plan 50 74 0% $30.000 0% 5
> [ Administration (up-front) Needs Assessment 70 56 0% 22500 30% N
» [ Development .

» [ Administration (on-going) Total 185 $75,000
¥ 1 Project Planning

v [ Tasks

» [ Brainstorm

. 0 Eroate Projoct Plan Click the Save button on the top left to save
» [ Needs Assessment « »
Sl Summary
//’ Management
> Instruction

» [ Support (on-going)
» [] Maintenance

» [=Plan

» 4 Track
) Export

Step 4: You may also view and edit Tasks within all Phases of a Project by clicking on the Project Plan [Vy)
icon on the [ tPhases folder.

+Add 3 Save B Copy = Delete * Merge < Diverge (11 Notes H Print ftUp « Restore ? Help & Logout

Path Froect Management b Introduction to Project Management b Phiases

Dashboard Scope Analyze Develop Implement Evaluate Solutions Documents SO
£3Project Management Phases
¥ [Projects vd

¥ [ Introduction to Project Management

)
>Import Course Analysis ® © 7 W
> . = supcort (up-front)
» S9Plan
» SiTrack - ;
DExport == Administration (up-front)
£ Development
£ Administration (on-going)
T @l = Project Planning
£ Management
= Instruction
= Support (on-going)
£ Maintenance
To add Phase, click on the Add button in the top left comer.
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Step 5: Specify the Sequence, Work (% of total) and Cost (% of total) for each Task.

Step 6: Click on [Save] button to automatically compute and update the Work [hours] and Costs allocated
to each Task.

BNH ADVISOR PROJECT PLAN

Save | Reload

Task Title * Reference Code Work [hours] Work [% of Tot... | Cost Cost [% of Total] | Milestone RAP Sequence

= Support (up-front)

Computer Lab Setup S-01 75 50 % $ 6000 50 % No 100
Online Initial Support S-02 75 50 % $ 6000 50 % No 200
150 $ 12000

= Administration (up-front)

Course Registration Adm-01 173 30 % $ 6000 30 % Yes 100

Initial Administrative Support Adm-02 231 40 % $ 8000 40 % No 200

Accreditation Adm-03 173 30 % $ 6000 30 % No 300 -
577 $ 20000

= Development

Front End Analysis Dev-01 4737 100 % $ 159375 15% Yes 100

Instructional Design Dev-02 1184 25% s0 No 200

Development Dev-03 2368 50 % $ 531250 50 % Yes 300

Evaluation Dev-04 711 15% $ 159375 15% Yes 400
9000 $ 850000

= Administration (on-going)
Administration (on-going) Adm-09 1700 100 % $ 57499 100 % No 100
1700 $ 57499

=2 Management
Course Management Mgt-03 1100 50 % $ 55000 50 % No 100
Online Management Mgt-04 1100 50 % § 55000 50 % No 200 v

Save Reload
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Chapter 3: Generate Project Plan

3.1 Introduction

With the time and costs needed to perform each Task in place, we are ready to develop the Project Plan.
This involves identifying and defining task dependencies and constraints, setting up a schedule, as well as
assigning personnel and resources. Details are provided in the following sections.

3.2 Define Dependencies

To ensure that the Project Plan is accurate and realistic as well as to enable project managers to anticipate
the impact of delays on schedule, dependencies among Tasks can be defined. In other words, the order
in which activities should be performed. For example, the “Instructional Design” Task can only commence
after “Front End Analysis” has been completed. To setup dependencies:

Step 1: Click on @ next to the [#Plan folder and on @ next to the [ *Dependencies folder to expand. To
facilitate the setup of dependencies, all pro_j_ect Tasks (defir_\_ed in Section 2.5) are presented.

Step 2: To specify Task dependencies, click on the 1 (task title), ( instructional Design, for example).
Step 3: Select the Dependency, and specify the Lead or Lag time, if required.
Step 4: Click [Save].

+Add i Save ¥ Copy x Delete + Merge 4 Diverge 0 Notes H Print 7 Up < Restore ? Help 3 Logout
Path Project Management  nroducton o Prject Management »Pln  Instrctonal Design
Dashboard Analyze Design Develop Implement Evaluate Solutions Documents Reports Personalize

Course Preparation
Instruction Online Management [select]

Debrief and Evaluation

53Project Management Instructional Design L]
v MProjects
v [JIntroduction to Project Management Dependency Lead Time [Days] Lag Time [Days]
_.b‘mpon Course Analysis Computer Lab Setup [ setect] v 0 0
» I Phases
v ™iPlan Online Initial Support [ select] v o 0
e EDepegdencis Course Registration  select ] v 0
Computer Lab Setup
Online Initial Support Initial Administrative Support [ select ] v 0
(Coopse Hegislatan Accreditation [select] v 0
Initial Administrative Support
Accreditation Front End Analysis  setect ] v o 0
. Front End Analysis Development [ select] v| 0 )
instructional Design
/ Development Evaluation [select] v o 0
Evaluation Administration (on-going) [ select ] v 0 3
Administration (on-going)
Brainstorm Brainstorm ( select] v 0 —
Create Project Plan Create Project Plan [select] v o 0
Needs Assessment
Course Management Needs Assessment {select ] v o o
Online Management Course Management [ select ] v 0
v o 0
v oo 0
v o o
vio 0
v o 0
v o
v o
v o0

Course Preparation [seiect]
Classroom Support
Online Support Instruction [ select]
Preventative Maintenance Debrief and Evaluation [ select]
Corrective Maintenance
Constraint Classroom Support [select] 0
Schedule Online Support [ select] a
» [2Assign Personnel & Resources
Project Plan Preventative Maintenance [ select ] 0
> STrack Corrective Maintenance [select] g
[ Export
Click the Save button on the top left to save.

“« »

Notes:

U Three types of dependencies may be specified:
C Finish to Start: Implies that the Task can only Start after this Task Ends
C Start to Start: Implies that the Task can only Start after this Task Starts
C Finish to Finish: Implies that the Task can only End after this Task Ends

U Dependency can be further qualified with Lead or Lag time. For example, if a Task can only Start 7
days after another Task is Finished, then in addition to specifying Finish to Start, input 7 under Lag
Time [days]. If on the other hand, the Task can Start 10 days prior to the Finishing of another Task,
then input 10 days under Lead Time [days].
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3.3 Identify Constraints

To ensure that the Project Plan is accurate and realistic, as well as to enable project managers to anticipate
potential problems, time constraints on various Tasks can be defined. To setup a constraint:

Step 1: Click on the | Constraint node.
Step 2: Input the Constraint Type and Constraint Date.
Step 3: Click [Save].

4

+Add & Save 8 Copy x Delete & Merge 4 Diverge [ Notes H Print tUp < Restore ? Help Logout
Path Froject Management b Introduction to Project Management b Pian b Constraint
Dashboard Setup Scope Analyze Design Develop Implement Evaluate Solutions Documents Reports Personalize
5Project Management Constraint )
v [Projects
v [ Introduction to Project Management Constraint Constraint Date

“Import Course Analysis Support (up-front)
» [Phases
v B1Plan Computer Lab Setup [select] v 21
. » 1Dependencies Online Initial Support [select] v : ]
4 T i
» Assign Personnel & Resources Course Registration [select] v ]
") Project Plan
» 1 Track Initial Administrative Support [ select | hed 2]
[ Export Accreditation [select] v 1}
Development
Front End Analysis [ select] A i}
Instructional Design [select] v ::
Development [ select) v 2]
Evaluation [select] v 2
Administration (on-going)
Administration (on-going) [ select] v )
Project Planning
Brainstorm [ select ] v ]
Create Project Plan [select] v o}
Needs Assessment Finish No Later Then v 4112021 ]
Management
Course Management [select] v ]
Online Management [ select) v ::)

Notes:

U The following constraints can be defined for each Task:

C As Soon As Possible. If the Task should be completed as soon as possible — a desired outcome
with no impact on the schedule.
As Late As Possible. If the Task should be finished as late as possible — a desired outcome with no
impact on the schedule.
Finish no Earlier Then. If the Task End Date should finish after the specified Constraint Date.
Finish no Later Then. If the Task End Date should finish before the specified Constraint Date.
Must Finish On. If the Task End Date should finish on or before the specified Constraint Date.
Must Start On. If the Task Start Date must begin on or before the specified Constraint Date.
Start No Earlier Then. If the Task Start Date must begin after the specified Constraint Date.
Start No Later Then. If the Task Start Date must begin before the specified Constraint Date.

O 00000 O

Implications:
U When setting-up the schedule (Section 3.4), ADVISOR validates the Start and End Date of each Task

against dependencies and constraints to ensure that all requirements are met. This ensures that a
schedule cannot be setup in violation of dependencies and constraints.
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3.4 Setup Schedule

Specify Start and End Dates

To create a Schedule:

Step 1: Click on the H Schedule node.

Step 2: Input the Start and End Dates of each Task.
Step 3: Click [Save] to create the Project Schedule.

A

+Add & Save ¥ Copy * Delete @ Merge © Diverge (0 Notes H Print 1 Up % Restore 2 Help 1 Logout
o

Implement valuate Documents

* {1 Introduction to Project Management

+Import Course Analysis Start Date End Date Work hours] Cost Original Start Date ~ Original End Daf
% :»_;':‘5“ Support (up-front)
» [Dependencies Computer Lab Setup 01012021 e 01102021 @B 75 $6,000 01012021 e 01102021 g O 0 0
0 Onine Initial Support 01112021 ) 01202021 @ 75 $6,000 01112021 4 01202021 | fh O 0 0
» I Assign Personnel & Resources Administration (up-front)
— s :T;;")B"P"" Course Registration 01212021 fe 02112021 173 $6,000 01212021 fe 02112021 3 0 0 0
 Export Initial Administrative Support 021122021 | fi§ 03122021 fe 231 $8,000 021122021 (e 031122021 | O 0 0
Accredtation 03132021 f 04022021 ) 173 $6,000 03132021 f 041022021 | O ) 0
Development
Front End Analysis 041032021 gy 11172022 g 4737 $150375 04032021  f 172022 f 0 0 0
Instructional Design N182022  f 04132023 g 1.184 50 N182022 g8 04132023 g O 0 0
Development 041472023 f 020042024 ) 2368 $531250 04142023 f 021042024 ) O 0 0
Evaluation 020052024 f 050022024 | 711 $159375 020052024  f 05022024 {4 O ) 0 aem
Administration (on.going)
Administration (on-going) 051032024 fmh 12/022024 {4 1700 557499 05032024 (e 120022024 | @ O 0 0
Project Planning
Brainstorm 12002024 g 12312024 | fh 225 513500 12002024 g 12312024 b O 0 0
Creats Project Plan 01012025  fey 02072025 e 300 18,000 011012025  fey 02072025 g 0 ) 0
Needs Assessment 033172021 e 03312021 | 225 $13500 033172021 e 033172021 | @ 0 0 0
Management
Course Management 031032025  f 071242025 & 1.100 $55,000 0300972025 8 071242025 @ 0 0 0
Onine Management 071257205 g 1210912025 ) 1,100 55,000 0712572005 f 121092025 | 0 0 0
Instruction
Course Preparation 12102025  f 01312026  f 420 519,605 12102025 g 01312026 | g 0 0 0
Instructon 02012026 f 041232027 | 3570 $166645 02012026 ) 04232027  ff O 0 0
Debriefand Evaluation 041242027  #i§ 05202027  f) 210 $9,803 04242027 g 051202027 | O 0 0
Support (on-going)
Classroom Support 052172027 feh 121052027 ) 1566 $0 052172027 fey 120052027 @ O 0 0
Onine Support 12062027 () 061212028  f 1586 $0 12062027 f 061212028 | O 0 0
Maintenance
Preventative Mantenance 0612272028 i} 02/072028  f) 375 $12514 062212028 fey 081072028 | g 0 0 0
Corective Maintenance 081082028  f§ 08232028  f 125 $4171 081082028  f 081232028 | b 0 0 0

The Start and End Dates of each Task are validated against dependencies (Section 3.2) and constraints
(Section 3.3). The schedule will only generate if all dates comply with dependencies and constraints. If
there is a conflict, ADVISOR generates a list of violations or alerts, as shown below.

€ Message - Google Chrome — O X
@ about:blank

Front End Analysis constraint conflicts with Create
Project Plan on Task End Date
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Auto Generate Start and End Dates

To facilitate the creation of a Schedule that meets dependencies and constraints:

Step 1: Click on the [Auto Generate] tab.
Step 2: Place checkmark next to Generate Schedule in line with Dependencies and Constraints field.
Step 3: Click [Save] to generate the Project Schedule.

>,

+Add & Save 1 Copy x Delete ge % Diverge (0 Notes H Print tUp « Restore ? Help X Logout
Path Project Management b Introduction to Project Management b Plan b Schedule
Dashboard Setup Scope Analyze o Develop Implement Evaluate Solutions Documents Reports Personalize
L]

1Project Management Schedule
v [Projects Schedule _Auto Generate

v [ Introduction to Project Management 90
wImport Course Analysis |
» [Phases /| Generate Schedule in line with Dependencies and Co. %§
v [=IPlan p——
» [ Dependencies Click and complete next tab, if applicable; then click the Save buti¥n on the top left to save.
- Constraint e »
— / » [Assign Personnel & Resources
[ Project Plan

» EiTrack
[ Export

Notes:

U [Auto Generate] takes into account:
Project Start Date

Time Required to Perform each Task
Time Off (i.e., weekends and holidays)
Constraints

Dependencies

Conflicts

X X X X X X

U The Start and End Dates of each Task may be edited by clicking on the [Schedule] tab, making the
required changes and clicking [Save].

U Regenerate Schedule option is also provided under dependencies (Section 3.2) and constraints
(Section 3.3) when new dependencies and constraints that conflict with existing schedule are added.

U Duration Discrepancy is automatically calculated by ADVISOR by comparing Original Start and End
Dates of Tasks with Actual Start and End Dates.
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3.5 Assign Personnel & Resources

Once the timeline, effort and cost of each Task have been defined, personnel and resources needed to
complete each Task can be assigned. To assign Personnel and Resources:

Step 1: Click @ next to the FFAssign Personnel & Resources folder. All Project Tasks (defined in Section
2.5) are presented.

Step 2: Click on the O (task) node to display Task’s Start and End Dates, # of hours required to complete
and allocated budget under the [General] tab.

+Add Save & Copy x Delete + Merge % Diverge 2 Notes H Print Up « Restore ? Help 5 Logout

Path Proect Management b Introduction to Project Management b Pian b Development

Dashboard Scope Analyze Design Develop Implement Evaluate Solutions Documents Reports Personalize
iProject Management Development Yo

¥ [DProjects General Personnel Resources
¥ [ Introduction to Project Management
&>Import Course Analysis Start Date 04/14/2023
» [Phases End Date 02/04/2024
v CiPlan
» "Dependencies Work [Hours] 2,368

Constraint Cost $531,250
Schedule
¥ [DAssign Personnel & Resources Click and complete next tab, if applicable; then click the Save button on the top left to save
/ Computer Lab Setup « »
Online Initial Support

| Course Registration
~ Initial Administrative Support

~l Accreditation
"1 Front End Analysis
~ Instructional Design
/ ) Evaluation
—
Administration (on-going)
Brainstorm

Create Project Plan
Needs Assessment
Course Management
Online Management
Course Preparation
Instruction
Debrief and Evaluation
Classroom Support
Online Support

_ Preventative Maintenance

_ Corrective Maintenance

[ Project Plan
» ITrack
[ Export

RNH l4|Page
EXPERT SOFTWARE www.bnhexpertsoft.com
Copyright © BNH Expert Software Inc.



ﬁ ADVISOR ADVISOR Project Management Step-By-Step Guide

ENTERPRISE

Plan better..Achieve more!

Assign Personnel

Step 3: Click on the [Personnel] tab. Individuals (Users) assigned to the same Client as this Project and
classified as Project Team Members are presented (Chapter 4, ADVISOR Configuration Guide).

Step 4: To assign individuals to a Task, indicate the % of Work [Hours] to be completed by each individual.
For example, if the Task requires 40 hours to complete and one individual is expected to perform
all the work, then assign 100% under Work [% of Total]. If on the other hand, two individuals are
needed to perform this Task and the work is divided equally between them, (i.e., 20 hours each),
then assign 50% under Work [% of Total] for each individual.

Step 5: Indicate to whom the budget will be allocated by specifying the Cost [% of Total] for each
individual.

Step 6: Input RSVP date to prompt team members to accept/reject assigned Tasks by the specified date.

Step 7: Click [Save].

Path Project Management » Introduction to Project Management b Plan » Development

Dashboard Setup Scope Analyze Zsign Develop I ﬂ_ § |tions Documents Reports Personalize
5Project Management Development'
Documents

+Add & Save 18 Copy x Delete S [erge % Diverge (1} Notes H Print &t Up < Restore ? Help & Logout
! .&

Y&

¥ [ Introduction to Project Management

“Import Course Analysis Ca Skills/Attributes Notify Work [% of Total] Cost [% of Total] ~ RSVP Date Status Response Date
» [MPhases Bahlis Justin  Calendar Skills/Attributes 0% 0% 22"}
¥ 1Plan
» I Dependencies Berry Stephany Calendar Skills/Attributes 0% 0% -]
Constraint Carey James  Calendar Skills/Attributes 0% 0% 2
Schedule
v )Assign Personnel & Resources Foster Carol  Calendar Skills/Attributes 0% 0% ]
Computer Lab Setup Grady Tom Calendar Skils/Attrbutes 4 50 % 50% 01/01/2021 g Accepted 07/29/2020
Online Initial Support
Course Registioion Henry Dwight  Calendar Skill/Attributes 0% 0% [
Initial Administrative Support Johnson Steve  Calendar Skills/Attributes 0% 0% -]
Accreditation
Front End Analysis Klein Kevin ~ Calendar Skills/Attributes 0% 0% [
Instructional Design Ouellet Melanie Calendar Skills/Attributes 0% 0% -]
— / Evaluation Rouge Francois Calendar Skils/Attrbutes W 50 % 50 % 01/01/2021 i Accepted 07/29/2020
Administration (on-going) Smith Tanya  Calendar Skills/Attributes 0% 0% [+
Brainstorm
Create Project Plan White Barry Calendar Skills/Attributes 0% 0% :
Needs Assessment Administrator  Calendar Skills/Attributes 0% 0% [::-]
Course Management
~1 Online Management
71 Course Preparation Click and complete next tab, if applicable; then click the Save button on the top left to save.
Instruction 4« »

Debrief and Evaluation

"1 Classroom Support
Online Support
Preventative Maintenance
Corrective Maintenance

[ Project Plan
Email Notification
» CiTrack
[ Export

Notes:
U To find out whether an individual is available to perform the Task, click on their Calendar.

U To find out whether an individual has the necessary skills and attributes to perform the Task, click on
their Skills/Attributes.

U If an RSVP date has been assigned, the Task Status will display as Pending until it has been accepted
or declined. Once accepted, the Status will change to Accepted. If the Task is declined, the Status will
be updated to Declined.
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Assign Resources

Step 8: Click on the [Resources] tab.

Step 9: To assign resources to the Task, indicate the number of hours needed under the Time [hours]
column.

Step 10: Input RSVP Date if confirmation from Resource Manager is needed by a specific date.

Step 11: Click [Save].

+Add & Save 13 Copy x Delete + Merge| < Diverge (1 Notes H Print ftUp < Restore ? Help & Logout

Path Project Management b Introduction to Project Management b Pian b Development

Dashboard Setup Scope Analyze m [ [Evaluate Solutions Documents Reports Persomhze
=1Project Management Development 4 S

¥ EiProjects eral_Pers

w [ Introduction to Project Management

nnel _Resources _Documents

c>import Course Analysis Calendar Description  Time [hours] RSVP Date Status Response Date
» IMPhases Classroom A Calendar Description 0 o |
v 4Plan
» 2 Dependencies Classroom B Calendar Description 0 o
s Classroom G Calendar Description 100 01012021 % Approved
Schedule
¥ [Assign Personnel & Resources Computer LabA Calendar Description 0 )
Cgmpuies Lan Seam Computer Lab B Calendar Description 600 011012021 ¢ Approved
Online Initial Support
Course Registration Computer Lab C Calendar Description 0 =]

Initial Administrative Support
Accreditation

Front End Analysis
nstructional Design e« »
Development ___________________|

Click and complete next tab, if applicable; then click the Save button on the top left to save

~1 Evaluation

~1 Administration (on-going)
Brainstorm
Create Project Plan
Needs Assessment
Course Management
Online Management
Course Preparation
Instruction
Debrief and Evaluation
Classroom Support
Online Support
Preventative Maintenance
Corrective Maintenance

[ Project Plan
Email Notification
» MTrack
() Export

Note:

U Only Resources listed under Client’s [ tinventory folder are displayed. For details refer to Chapter 9
of ADVISOR Project Management User Guide.

U To find out whether the Resource is available, click on its Calendar.
U To determine whether the Resource is suitable for the Task, click its Description.

U If an RSVP date has been assigned, the Resource Status will display as Pending until it has been
approved or declined by Resource Manager. Once approved, the Status will change to Approved. If
the request is declined, the Status will be updated to Declined.
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Email Notifications

Once individuals and resources are assigned to all Tasks, email notifications can be automatically
generated and sent to each project Team Member and Resource Manager with relevant project details,
to request confirmation. To send email notifications:

Step 12: Click on the H Email Notification node.
Step 13: Place checkmark next to the Notify project personnel & resource managers of changes field.
Step 14: Click [Save] to send email notifications.

4

+Add B Save ¥ Copy x Delete * Merge % Diverge 1 Notes H Print ftUp « Restore ? Help Logout
Path _Project Management » Introduclion to Project Management b Plan b Email Notification
Dashboard Design Develop Implement Evaluate Solutions Documents Reports Personalize
[=3Project Management Email Notification
¥ [Projects
w [ Introduction to Project Management o o
&>Import Course Analysis /| Notify project personnel & resource managers of ch... |
» [MPhases —_——
v =iPlan Click the Save button on the top left to save.
» [Dependencies « »
Constraint
Schedule
» [Assign Personnel & Resources
" Project Plan
/ﬁrrack
[ Export
Notes:

i The _ Email Notification node will only appear if new personnel and/or resources are assigned to a
Task or if the timeline, effort or budgets for a Task that has been previously assigned to an individual
has been modified.

U Once email notifications are sent, the L Email Notification node will disappear.
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3.6 Generate Project Plan

To generate a Project Plan:

Step 1: Click on the [ Project Plan node.

Step 2: Specify the time period that you would like to examine as well as the level of details —i.e., daily
or monthly.

Step 3: Click [Save] to generate the Project Plan.

4

Save & Copy x Delete + Merge < Diverge 11 Notes i Up  Restore ? Help

Path Proect Management b Introduction to Project Management b Pian b Froject Plan

Dashboard Analyze Design Develop Implement Evaluate Solutions Documents Personalize
iProject Management Project Plan
v [ Projects
¥ [ Introduction to Project Management 4

&>Import Course Analysis Start Date (mm/ddlyyyy)' 01/01/2021 2|
» [MPhases
End Dat Vdd/ = 12/31/2021
v =4Plan nc ek il yyyyy N o
» MDependencies Calendar Type™ Daily v

Constraint

Schedule
» [Assign Personnel & Resources
BlProjectPlan |
— / | Email Notification
» MTrack

[ Export

The Project Plan for the specified time period is presented in a new window.

Step 4: You may export the report to Word, by clicking the [Generate Word Doc] button (top left
corner). To return to ADVISOR, close the Report window.

‘ Generate Word Doc \ @

Introduction to Project Management

asks 2020-12-27 2021-01-03 2021-01-10 2021-01-17 2021-01-24 2021-01-31 2021-02-07 2021-02-14
SMTWTFSSMTWTFSSMTWTFSSMTWTFSSMTWTFSSMTWTFSSMTWTFSSMTWT

Computer Lab Setup
Tom Grady (40%), James Carey (4!

Online Initial Support
Dwight Henry (59%), Steve Johnso|

Course Registration
Tom Grady (27%), Carol Foster (68|

Initial Administrative Support
Kevin Klein (55%), Melanie Ouellet

Accreditation
Melanie Ouellet (73%), Barry White]

Front End Analysis
Barry White (35%), Tanya Smith (1]

Needs Assessment
Kevin Klein (425%), Dwight Henry

Notes:
U The status of Tasks is color coded as follows: Approved (green), Declined (red) or Pending (grey).
U Time off (i.e., weekends, holidays, etc.) for Client is indicated with vertical grey lines.

U % of work hours required to complete the Task is indicated after the individual’s name. It is computed
as follows: # of Hours Required to Complete Task / # of Work Hours Available to individual during the
time period. In other words, 100% indicates that all of the individual’s working hours are needed to
complete this task. Over 100% indicates that the individual will need to work overtime to meet
obligations.
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Chapter 4: Monitor Progress

4.1 Introduction

Once Project Plan is finalized, execution can begin. Keeping the project on-time and within budget
requires a solid Project Plan as well as rigorous monitoring to anticipate and mitigate potential delays and
cost overruns. The process used by ADVISOR to monitor progress is presented in this chapter.

4.2 Data Capture and Review

Since data from all users is stored in a centralized database, once a project team member updates the
status of a Task, hours worked, money spent, % of work completed and so forth, the project details are
automatically updated and compared to Project Plan to identify potential delays and cost overruns. To
illustrate, a simple scenario is presented below.

Project Manager:

Step 1: Assigns Task to Carol Foster, an instructional designer.

¥ Copy x Delete + Merge < Diverge

Path Proect Management b Introduction to Project Management b Pian b Brainstom

Dashboard Analyze Design Develop Implement Evaluate Solutions Documents Reports Personalize
1Project Management Brainstorm Y&
¥ [MProjects >eneral  Personnel Resources Documents
¥ [ Introduction to Project Management
>Import Course Analysis Calendz Skills/Attributes Notify Work [% of Total] Cost [% of Total] ~ RSVP Date Status Response Date
» [-Phases Bahlis Justin  Calendar Skills/Attributes 0% 0% o
v £1Plan
» [ Dependencies Berry Stephany Calendar Skils/Attributes WA 20% 20% f  Accepted 07/29/2020
Constraint Carey James  Calendar Skills/Attributes 0% 0% ]
Schedule |
¥ [}Assign Personnel & Resources Foster Carol  Calendar Skils/Attrbutes |off 20 % 20% ek  Pending
Computer Lab Setup GradyTom  Calendar skils’Atrbutes W 20% 20% s Accepted 07/29/2020 F
Online Initial Support
Course Registration Henry Dwight  Calendar Skills/Attributes 0% 0% i
Initial Administrative Support Johnson Steve  Calendar Skills/Attributes 0% 0% ]
Accreditation
Front End Analysis KleinKevin  Calendar Skills/Attributes Wl 20 % 20% % Pending
 Instructional Design Ouellet Melanie Calendar skils/Atributes [  20% 20% 4 Accepted 07/2912020
") Development
¥ Eliation Rouge Francois Calendar Skills/Attributes 0% 0% o
Administration (on-going) SmithTanya  Calendar Skills/Attributes 0% 0% ]
/ Create Project Plan White Barry  Calendar Skills/Attributes 0% 0% [
Needs Assessment Administrator  Calendar Skills/Attributes 0% 0% )
Course Management
Online Management
Course Preparation Click and complete next tab, if applicable; then click the Save button on the top left to save.
Instruction <‘ .>

Debrief and Evaluation
Classroom Support
Online Support
Preventative Maintenance
Corrective Maintenance
[ Project Plan
Email Notification
» STrack
[ Export
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Instructional Designer (Carol Foster):

Step 2: Can view Projects assigned to him in Step 1 by clicking on @ next to [ tPending Project folder

under the Personalize tab (once he signs into ADVISOR).

Can view Tasks assigned to him under each Project by clicking on the O (project) node.
Can accept or decline each assignment, by clicking on User Consent field and selecting response.
Can notify the Project Manager of his decision by clicking [Save].

Step 3:
Step 4:
Step 5:

& Save
Path Personaize b Introduction to Project Management
Iimplement

x Delete * Merge

4 Diverge

Personalize
=1Personalize Introduction to Project Management

Preferences

Skills Start Date End Date Work [Hours] Cost RSVP Date % of Total Reassign User Consent  Response Date  Comments
Attributes ot G
Courses

) Calendar Computer Lab Setup 01/01/2021 01/10/2021 Foster Carol Pending

Activities
Time Sheets

Administration (up-front)

Course Registration 01/21/2021 0271172021 Foster Carol Pending

Project Planning

Brainstorm 12/03/2024 12/31/2024 Foster Carol Pending

Management

ﬁ

Accepted
Pending
Declined

Online Management 07/25/2025 12/09/2025 Foster Carol

Click the Save button on the top left to save

Notes:

U If Team Member requires approval from Supervisor (individual they report to) to accept assignments,
then the Supervisor is also notified when Project Tasks are assigned to their subordinates. In this case,
Supervisor’s approval will also be required before an assignment can be accepted. In other words,

both Team Member and Supervisor can decline the assignment.

Once the Team Member accepts or declines the assignment, the project will be automatically moved
under the FF1Projects folder or " *Declined Projects folder, accordingly. Moreover, the Status of the
Tasks assigned to the Team Member (Step 1) will be updated and the Project Manager will be notified.

If the Instructional Designer (Carol Foster) accepted the Task, the Project is moved under the [ #Projects
folder. He can then periodically update the # of hours worked, money spent, % completed and Status of
each Task, as follows:

Click @ next to the FtProjects folder and click the H (project) node.

Click the unlock H icons next to Actual Work [Hours] and % of Work Completed to lock 'E and
input # of hours worked, money spent, % completed and status, as needed.
Click [Save] to update the Project.

Step 6:
Step 7:

Step 8:

x Delete

8 Copy * Merge

Path Personakize b Introduction to Project Management
Implement

% Diverge

Setup
3Personalize
Preferences
Skills
Attributes
Courses
[ Calendar
Activiies
Time Sheets
EProjects . Click the Save button on the top left to save

£ Pending Projects

Personalize
Introduction to Project Management

Start Date End Date

Work [Hours]

Actual Work [Hours]

Actual Cost Documents % of Work Completed Completiol

Project Planning

Brainstorm 12/03/2024 12/31/2024 45 Completed

Completed
On Schedule
Late
Suspended
Canceled

100 %

| &

« »
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Project Manager:

Step 9: Once data is updated by the Instructional Designer (Carol Foster) and other team members (Steps
5 and 8), the Project Manager can review Project’s Status by clicking on @ next to the " Track

folder and clicking on the 0 Progress node.

Step 10: Project Manager may also, Accept or Reject completed Tasks or Cancel Tasks that are no longer
relevant under the Sign Off field. Once a Task is Accepted or Cancelled, it will be automatically
moved to the ["*Completed Projects folder and presented in read only mode to Team Members.

Step 11: Click [Save] to update.

+Add & Save B Copy = Delete * Merge < Diverge D Notes H Print 1 Up « Restore ? Help @ Logout
Path Eroset Managament Introsucsan to Prsec Management b Track Prograss
Dashboard Setur :

= Project Management Progress

v Projects
v £ Introduction to Project Management L — Cost % Completed Completion Date  Last Update Sign 0 Sign Of Date
b Computer Lab Setup 7 51350 5%
» =Pian Carol Foster Completed 17 51350 100% 07282020 Pendng v
X 5?%— Tom Grady OnSchecule 0 so 0% Pending v
 Project Status James Carey OnSchedule 0 s0 0% Pendng v
— / g Sont Stephany Berry OnScheaule 0 so 0% Pendng v
Oniine Iniial Support On Schedule 0 so 09
Steve Johnson On Scheduie 0 so 0% Pendng v
Ovight Henry OnScheduie 0 so 0% Pendng v
Course Registration Late 50 $2000 2
Garol Foster Late 50 $2000 0% 07282020 Pending v
James Carey OnSchedule 0 s0 0% Pendng v
Tom Grady onScheduie 0 50 0% Pendng v
Initial Administrative Support On Schedule 0 s0 0
Francois Rouge OnSchedule 0 s0 0% Pendng v
Melanie Ouefiet On Schedule 0 so 0% Pendng v
Kevin Kein OnSchedule 0 s0 0% Pendng
Accreditation On Schedule 0 s0 0
Melanie Oueliet OnSchedue 0 so 0% Pendg v
Bary Wihite OnSchedule 0 s0 0% Pendng v
Front End Analysis On Schedule 0 0 0
Bamy White OnSchedule 0 so 0% Pendng v
Tanya Smith OnScheduie 0 s0 0% Pendng v
Instructionsl Design On Schedule 0 50 0
Kevin Kiein OnSchedule 0 so 0% Pendng v
Stephany Beny OnSchedule 0 s0 0% Pendng v
Development On Schedule 0 so 0
Francois Rouge on Scheauie 0 s0 0% Pendng v
Tom Grady OnSchedule 0 so 0% Pendrg v
Brainstorm On Schedule 50 $3000 0%
Tom Grady OnScheduie 0 s0 0% Pedng v
Stephany Berry OnSchedule 0 so 0% Bo—
Melanie Ouetiet On Schedue 0 so 0% Pendng U
Kevin Kiein OnScheaue 0 s0 0% ook, -—‘——
Carol Foster Completed 50 $3.000 100% 0772912020 Pendng v

Instructional Designer (Carol Foster):

Step 12: Once the Task’s Sign Off Status (Step 11) is updated by the Project Manager, the Instructional

Designer (Carol Foster), can view the Status by clicking on the LI (project title) node under the
F¥Projects or FF*Completed Projects folders.

Setup implement Personalize

Path Pesons e b rircuston b Proect Mansgement

Introduction to Project Management

+Add & Save ¥ Copy x Delete * Merge ¢ Diverge 10 Notes  Print 1 Up + Restore
n o

Praferences
7} Skills Start Date EndDate  Work [Hours] Cost Actual Work [Hours]  Actual Cost % of Work Completed Completion Date  Last Update SignOff  Response Date
i) Support (up-front)
Courses
> Calendar Computer Lab Setup 01/012021 011102021 19 51500 Completed 17 $1.350 100% 077292020 Accepted 072002020
it Project Planning

7} Time Sheets

» [ Projects Brainstorm 12/032024 1213172024 45 $2.700 Completed 50 $3.000 100% 0712972020 Accepted 07/29/2020
v £ Completed Projects
‘ «»

Note: Once Project Task is completed, accepted or cancelled by Project Manager, it will be automatically
moved to the FtCompleted Projects folder and presented in read only mode. In other words, no
further effort from the Instructional Designer (Carol Foster) will be needed.
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4.3 Project Status Report

Step 1: To find out the status of a Project including Tasks that are on, ahead or behind schedule, click on
the 3 Project Status node under the F71Track folder.

Step 2: Specify the time period that you would like to examine as well as the level of details —i.e., daily
or monthly.

Step 3: Click [Save] to generate the Project Status Report.

& Save B Copy x Delete * Merge 4 Diverge [ Notes T Up « Restore ? Help Logout

Path Project Management » Infroduction to Project Management b Track b Project Status

Dashboard Analyze Design Develop Implement Evaluate Solutions Documents Reports Personalize
53Project Management Project Status
v [Projects

¥ [ Introduction to Project Management

@>Import Course Analysis |Start Date (mm/dd/yyyy)' 01/01/2021 [+
» [)Phases
[End Date (mm/dd! ' 12/31/2021
» £9Plan ( Iyyyy) ‘ -
v [Track (Calendar Type’ Daily N v
" Progress N

-, = Includes Comments* No v
BProjectsans ——— |

—‘/L_']Expcr\

The Project Status for the specified period is presented in a new window.

Generate Word Doc
N 4
Introduction to Project Management

Tasks Hours Hours Disparity Y% 2020-12-27 2021-01-03 2021-01-10 2021-01-17 2021-01-24 2021-01-31 2021-02-07 e
Planned Worked LIS M TWT FSSMTWTFSSMTWTFSSMTWTFSSMTWTFSSMTWTFSSMTWTFSSMTWT F !
[support (up-front) 150 17 2 12%
— Computer Lab Setup 75 17 2 25%
4 Carol Foster (40%) 19 17 2 100% VO —
James Carey (40%) 19 0 0 0% —— N
Stephany Berry (40%) 19 0 0 0% —_—
Tom Grady (40%) 19 0 0 0% —
Online Initial Support 75 0 0 0%
Dwight Henry (59%) 38 [} 0 0%
Steve Johnson (59%) 38 0 0 0% —,
Administration (up-front) 577 50 -16 6%
Course Registration 173 50 -16 20%
Carol Foster (68%) 87 50 -16 40%
James Carey (41%) 52 0 0 0% TN —
Tom Grady (27%) s 0 0 0% \
Initial Administrative Support 231 0 0 0%
Francois Rouge (27%) 46 (4 (] 0%
Kevin Klein (55%) 92 0 0 0% —
Melanie Ouellet (55%) 92 0 (] 0% —e
Accreditation 173 0 0 0%
Barry White (73%) 87 o 0 0%
Melanie Quellet (73%) 87 o o 0%
Notes:

U Phases as well as corresponding hours planned, worked, etc. are presented in blue.

U The progress bars of Tasks that are ahead of schedule are shown in green with the corresponding
amount of work to be completed in grey. The number of hours the Task is ahead or behind of schedule
is indicated under the Disparity (hours) column along with % Completed. In the example above, the
Brainstorm Task is 2 hours ahead of schedule.

U The progress bars of Tasks that are behind schedule are shown in red with the corresponding amount
of work to be completed in grey. The number of hours the Task is behind schedule is indicated under
the Disparity column as well. In the example above, the Course Registration Task is 16 hours behind
schedule.
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4.4 Export to MS Project

To export Project Plan to MS Project:

Step 1: Click on the [ Export node.
Step 2: Right click on “project.mpx”, and select Save Target As.
Step 3: Specify the file name and directory and click [Save].

& Save ¥ Copy x Delete + Merge © Diverge 1 Notes 1t Up % Restore ? Help B3 Logout
Path Project Management » Introduction to Project Management b Export

Dashboard Analyze Develop Implement Evaluate Solutions Documents Reports Personalize
=Project Management Export
¥ [DProjects project.mpx
¥ [ Introduction to Project Management Please right (m\ o5
<>Import Course Analysis
» [Phases @ Savers X
» Plan
» Track 4 & > ThisPC > Downloads v & | SearchDownloads P
o | Organize +  Newfoder L)
B 30 Objects A Nome Date modified Type 2
I Desktop Today (1)
4 Documents E— ’
St project (1).mpx 20-07-29 1:27PM MPX File o
KRR ¥ -
File name: | project (2).mpx 1
Save astype: MPX File (".mpx) v

~ Hide Folders [sove ] concel @

Note:

U If MS Project is installed on your computer, you can open the Project Plan in MS Project by clicking on
“project.mpx” link.
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Chapter 5: Generate Reports

5.1 Personnel/Resource Allocation

To find out the demand for various personnel and resources — i.e., whether we have the personnel and
resources needed to undertake ongoing and upcoming projects? The utilization rate is based on the
number of hours assigned to each Project Team Member within a specified time period — relative to the
number of available work hours. The report can be presented from personnel/resources perspective —
i.e., the utilization rates for each individual/resource and highlighting time periods where hours allocated
exceeds availability; and time perspective — to identify bottlenecks — i.e., where hours allocated to any
individual/resource required during this time period exceeds availability.

To generate report from Personnel/Resource perspective:

Step 1: Click on Reports tab.

Step 2: Click @ next to the [7FManage Projects, Personnel & Resources folder to expand.

Step 3: Click on the FtPersonnel/Resources Allocation folder.

Step 4: Click [Add].

Step 5: Input the Report Title, Select By (Personnel or Resources) and the Client that the report is assigned
to.

Step 6: Click [Save] to advance to the next screen.

x Delete + Merge < Diverge 11 Notes < Restore Logout
Path Repors b Manage Projecs, Personnel & Resources b Personnel/Resource Allocation
Dashboard Setup Scope Analyze Design Develop Implement Evaluate Solutions Documents Reports Personalize
EiReports Personnel/Resource Allocation

» CTraining Reguirements & Benchmarks

» =iMaximize Training Impact [Effectiveness & Efficiency] Report Title* 2021 y
» MForecast Training Budget, Personnel & Resources SelectBy*  Personnel < v
¥ [“iManage Projects, Personnel & Resources N
. *Personnel Calendar Client* Corporate Training Division v
~Resource Calendar 1
-

{Personnel/Resource Allocation Click the Save button on the top left to save.
Y Training Costs per Client
}Projects Status

JProjects Timeline Status

*Projects Working Hour Status
=¥Personnel Utilization

» EiEvaluate Costs & Impact [Outcome]

“« »

v

Step 7: To compute the utilization rates of Project Team Members within a specific time period, input the
Start and End Dates of the desired time period; the Client that the personnel and resources are
assigned to; and whether personnel and resources within Sub Divisions should also be included.
You may filter personnel further by Skill and/or Attribute. For example, limit the report to
Instructional Designers or Project Managers with a Top Secret clearance.

Step 8: Click [Save] to generate Personnel or Resources Utilization rate.

x Delete % Diverge
Path Reports b Manage Projects, Personnel & Resources b 2021 D)
Dashboard Setup Scope Analyze Design Develop Implement Evaluate Solutions Documents Reports Personalize
=IReports. 1 2021

» =4 Training Requirements & Benchmarks

» FiMaximize Training Impact [Effectiveness & Efficiency]
» t=iForecast Training Budget, Personnel & Resources

¥ =1Manage Projects. Personnel & Resources

Start Date End Date Client Attribute

1112021 12312021 {%  Corporate Training Division v [ select | v [select]

1 Personnel Calendar —

[
1 Resource Calendar N
v F2Personnel/Resource Allocation Click the Save button on the top left to save
wpoz |
| / » i Training Costs per Client “ »
1 Projects Status

£ Projects Timeline Status
£ Projects Warking Hour Status
£ Personnel Utilization

» (IEvaluate Costs & Impact [Outcome]

RNH 24 |Page
EXPERT SOFTWARE www.bnhexpertsoft.com
Copyright © BNH Expert Software Inc.




ﬁ ADVISOR ADVISOR Project Management Step-By-Step Guide
ENTERPRISE

Plan better..Achieve more!

Step 9: The report is presented in html format, in a new window. You may export the report to Excel by
clicking the [Generate Excel] button (top left corner).

Generate Excel

—— Personnel /Resource Allocation Report

Administrator | €%
Justin Bahlis | 20,559, T —
Barry White 65.28%
Tom Grady 37.62%
Stephany Berry 82.77%
James Carey 73.48%
Tanya Smith 87.21%
Dwight Henry | 41.16%
Francois Rouge | 2.2% |
Melanie Ouellet 34.85%
Steve Johnson | 27.58%
Kevin Klein 3.83% |
Carol Foster 2.97% :
Availability
Monday: 8
Tuesday: &
Location: Wednesday: 8
Administrator | Phone £: Thursday: 8
Email: justin.bahlis@bnhexpertsoft.com Friday: 8
Saturday: 0
Sunday: 0
Monday: 8
Tuesday: 8
Location: Wednesday: 8
Justin Bahlis Phone =: Thursday: 8
Email: justin.bahlis@bnhexpertsoft.com Friday: 8
Saturday: 0
Sunday: 0
Monday: 8
Tuesday: &
Location: Wednesday: 8
Barry White Phone £; Thursday: 8
Email: barry.white@bnhexpertsoft.com Friday: 8
Saturday: 0
Sunday: 0
Monday: 8
Tuesday: 8
Location: Wednesday: 8
Tom Grady Phone £; Thursday: §
Email: tom.grady@bnhexpertsoft.com Friday: 8
Saturday: 0
Sunday: 0
Monday: 8
Tuesday: 8
Location: Wednesday: &
Stephany Berry Phone #; Thursday: &
Email: stephany.berry@bnhexpertsoft.com | Friday: 8
Saturday: 0
Sunday: 0
Monday: 8
Tuesday: 8
Location: Wednesday: 8
James Carey Phone £; Thursday: §
Email: james.carey@bnhexpertsoft.com Friday: 8
Saturday: 0
Sundav: 0

BNM 25| Page
EXPERT SOFTWARE www.bnhexpertsoft.com
Copyright © BNH Expert Software Inc.



&.ADVISOR

ENTERPRISE

Plan better..Achieve more!

To view a daily breakdown of the utilization rates of a specific individual, click on the individual’s

ADVISOR Project Management Step-By-Step Guide

name. To return to ADVISOR, close the Report window.

Stephany Berry

January 2021

| Sunday | Monday | Tuesday | Wednesday | Thursday |  Friday | Saturday
1 2
Hours: 9.72 Hours: O
Rate: 121.45% Rate:
3 4 L3 [ 7 8 9
Hours: Hours: 9.72 Hours: 9.72 Hours: 9.72 Hours: 9.72 Hours: 9.72 Hours: O
Rate: Rate: 121.45% Rate: 121.45% Rate: 121.45% Rate: 121.45% Rate: 121.45% Rate:
10 11 12 13 14 15 16
Hours: Hours: 6.55 Hours: 6.55 Hours: 6.55 Hours: 6.55 Hours: 6.55 Hours: O
Rate: Rate: 81.86%  Rate: 81.86%  Rate: 81.86%  Rate: 81.86%  Rate: 81.86%  Rate:
17 18 19 20 21 22 23
Hours: Hours: 6.55 Hours: 6.55 Hours: 6.55 Hours: 6.55 Hours: 6.55 Hours: O
Rate: Rate: 81.86%  Rate: 81.86%  Rate: 81.86%  Rate: 81.86%  Rate: 81.86%  Rate:
24 25 26 27 28 29 30
Hours: Hours: 6.55 Hours: 6.55 Hours: 6.55 Hours: 6.55 Hours: 6.55 Hours: O
Rate: Rate: 81.86%  Rate: 81.86%  Rate: 81.86%  Rate: 81.86%  Rate: 81.86%  Rate:
31
Hours:
Rate:
February 2021
| Sunday | Monday [ Tuesday | Wednesday | Thursday |  Friday | Saturday
1 2 3 4 L3 6
Hours: 6.55 Hours: 6.55 Hours: 6.55 Hours: 6.55 Hours: 6.55 Hours: O
Rate: 81.86%  Rate: 81.86%  Rate: 81.86%  Rate: 81.86%  Rate: 81.86%  Rate:
7 8 9 10 11 12 13
Hours: Hours: £.55 Hours: 6.35 Hours: 6.55 Hours: £.55 Hours: ©.35 Hours: O
Rate: Rate: 81.86%  Rate: 81.86%  Rate: 81.86%  Rate: 81.86%  Rate: 81.86%  Rate:
14 15 16 17 18 19 20
Hours: Hours: £.55 Hours: 6.35 Hours: 6.55 Hours: £.55 Hours: ©.35 Hours: O
Rate: Rate: 81.86%  Rate: 81.86%  Rate: 81.86%  Rate: 81.86%  Rate: 81.86%  Rate:
21 22 23 24 25 26 27
Hours: Hours: £.55 Hours: 6.35 Hours: 6.55 Hours: £.55 Hours: ©.35 Hours: O
Rate: Rate: 81.86%  Rate: 81.86%  Rate: 81.86%  Rate: 81.86%  Rate: 81.86%  Rate:
28
Hours:
Rate:

Note:

U 100% utilization rate is the optimal state — i.e., all available work hours are allocated to specific
projects. Above 100% implies that assigned work exceeds available hours —in other words, individual
would have to work overtime or additional personnel are needed to meet commitments.
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To generate report from Time perspective:

Step 1: Click on Reports tab.

Step 2: Click @ next to the F"1Manage Projects, Personnel & Resources folder to expand.
Step 3: Click on the [ tPersonnel/Resources Allocation folder.

Step 4: Click [Add].

Step 5: Input the Report Title, Select By (Time) and the Client that the report is assigned to.
Step 6: Click [Save] to advance to the next screen.

[l Save ] Copy x Delete + Merge < Diverge [l Notes [E Print %« Restore
Path Reports b Manage Projects, Personnel & Resources b 2021
Dashboard Analyze Develop Implement Evaluate Solutions Documents Reports Personalize

=iReports W 2021

» SiTraining Requirements & Benchmarks

» =IMaximize Training Impact [Effectiveness & Report Titls™ 2021

» [iForecast Training Budget, Personnel & Re Select By*  Time ﬂ
| ¥ MIManage Projects, Personnel & Resources N

— » [Personnel Calendar Client* Corporate Training Division N v
E

'Resource Calendar / == "
¥ [Z1Personnel/Resource Allocation the Save button on the top left to save.
D ZE N N, a »

Step 7: To compute the utilization rates of Project Team Members within a specific time period, input the
Start and End Dates of the desired time period; the Client that the personnel and resources are
assigned to; and whether personnel and resources within Sub Divisions should also be included.

Step 8: Click [Save] to generate Personnel/Resources Utilization Rates.

2

[ Save &l Copy x Delete + Merge ++ Diverge LIl Notes [E Print

“ Restore ? Help
Path Reports b Manage Projects, Personnel & Resources b 2021

Dashboard
=Reports W 2021
» ITraining Requirements & Benchmarks

» Maximize Training Impact [Effectiveness 8 Start Date End Date Client Only
» [“iForecast Training Budget, Personnel & Re  |01/01/2021 123172021 #4 Corporate Training Division v
¥ [“iManage Projects, Personnel & Ri

» 1Personnel Calendar
['Resource Calendar
¥ [PersonneliResource Allocation

B~ — “« »

Analyze Design Implement Evaluate Solutions

Documents Reports Personalize

| Click the Save button on the top left to save.

A
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The report is presented in html format, in a new window. Days highlighted in red indicate a
potential bottleneck —i.e., hours allocated to at least one individual or resource required during
this day exceeds availability. You may export the report to Excel by clicking the [Generate Excel]
button (top left corner).

Generate Word Dod t
em—— Personnel/Resource Allocation Report

January 2021

__sunday | _Monday | Tuesday | Wednesday | Thursday | _ Friday | saturday
0 1 2

Daily Calendar Daily Calendar

4 5 6 7 8 9
Daily Calendar Daily Calendar Daily Calendar Daily Calendar Daily Calendar Daily Calendar Daily Calendar

10 11 12 13 14 15 16

Daily Calendar Daily Calendar Daily Calendar Daily Calendar Daily Calendar Daily Calendar Daily Calendar
17 i8 19 20 21 22 23

Daily Calendar Daily Calendar Daily Calendar Daily Calendar Daily Calendar Daily Calendar Daily Calendar
24 25 26 27 28 29 30

Daily Calendar Daily Calendar Daily Calendar Daily Calendar Daily Calendar Daily Calendar Daily Calendar
31

Daily Calendar

February 2021

1 2 3 4 5 6

Daily Calendar Daily Calendar Daily Calendar Daily Calendar Daily Calendar Daily Calendar
9 10 11 12 13

Daily Calendar Daily Calendar Daily Calendar Daily Calendar Daily Calendar Daily Calendar Daily Calendar
14 15 16 17 18 19 20
Daily Calendar Daily Calendar Daily Calendar Daily Calendar Daily Calendar Daily Calendar Daily Calendar
21 22 23 24 25 26 27
Daily Calendar Daily Calendar Daily Calendar Daily Calendar Daily Calendar Daily Calendar Daily Calendar
28
Daily Calendar

Step 10: To view the Hours allocated for each Individual/Resource and Utilization Rates for a specific day,

RNH

EXPERT SOFTWARE

click on the corresponding Daily Calendar. To return to ADVISOR, close the Report window.

Daily Calendar January 04, 2021

Personnel/ResourcefTime (hours)| Rate % |
Administrator 0 0%
Justin Bahlis 0 0%
Barry White 2.8 35.03%
Tom Grady 5.97 74.62%
Stephany Berry 9.72 121.45%
James Carey 8.77 109.65%
Tanya Smith 2.8 35.03%
Dwight Henry 2.8 35.03%
Francois Rouge 0 0%
Melanie Ouellet 1.89 23.6%
Steve Johnson 1.89 23.6%
Kevin Klein 0 0%
Carol Foster 3.17 39.58%
Classroom A 0 0%
Classroom B 0.05 0.65%
Classroom C 0 0%
Computer Lab A 0 0%
Computer Lab B 0.02 0.22%
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5.2 Personnel Calendar

To find out who is doing what at any given time — including projects/tasks assigned to them, time off, and
so forth, etc. To generate:

Step 1: Click on @ next to the " Manage Projects, Personnel & Resources folder to expand.

Step 2: Click on the 7} Personnel Calendar folder.

Step 3: Click [Add].

Step 4: Input the Report Title, Select By (i.e., Personnel or Client) and the Client that the report is assigned
to.

Step 5: Click [Save] to advance to the next screen.

¥ U

Save & Copy x Delete & Merge < Diverge [ Notes B Print <« Restore ? Help Logout

Path Reports» Manage Projects, Personnel & Resources b Personnel Calendar

Dashboard Setup Scope Analyze Design Develop Implement Evaluate Solutions Documents Reports Personalize
Reports Personnel Calendar
» E4Training Reguirements & Benchmarks

» iMaximize Training Impact [Effectiveness & Efficiency] Report Title” 2021 Personnel Calendar
» [“iForecast Training Budget, Personnel & Resources SelectBy*  Personnel .
¥ EIManage Projects, Personnel & Resources L
/ [8Personnel Calendar Client* Corporate Training Division N v
[3Resource Calendar
—

) Personnal/Resource Allocation Click the Save button on the top left to save.

[ Training Costs per Client (‘ ‘)
) Projects Status

) Projects Timeline Status

F~}Projects Working Hour Status

[}Personnel Utilization

» jEvaluate Costs & Impact [Outcome]

v

Step 6: Input the Start and End Dates for the desired time period, and select individuals to be included in
report.
Step 7: Click [Save] to generate.

4

Save ¥ Copy x Delete + Merge < Diverge 1 Notes B Print Up <« Restore ? Help Logout
Path Reports » Manage Projects, Personnel & Resources b 2021 Personnel Calendar
Dashboard Setup Scope Analyze Design Develop Implement Evaluate Solutions Documents Reports Personalize
CIReports T 2021 Personnel Calendar
» B9Training Requirements & Benchmarks
» (=iMaximize Training Impact [Effectiveness & Efficiency] Start Date 01/01/2021 z:7)

» (=iForecast Training Budget, Personnel & Resources
» =IManage Projects, Personnel & Resources
v [3Personnel Calendar Baflis Justin
12021 Personnel Calendar
[Resource Calendar Bery Stephany o/
» [)Personnel/Resource Allocation Carey James
[ Training Costs per Client

Foster Carol
) Projects Status
I3 Projects Timeline Status Grady Tom wi
2 Projects Working Hour Status Henry Dwight W —
[=}Personnel Ultilization

» =iEvaluate Costs & Impact [Outcome] Johnson Steve [/

End Date 12/31/2021 [==7]

v

Klein Kevin
Quellet Melanie
Rouge Francois
Smith Tanya
White Barry

Administrator

Click the Save button on the top left to save.

« »
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Step 8: You can export the report to Word by clicking the [Generate Word Doc] button (top left corner).
Step 9: To return to ADVISOR, close the Report window.

Generate Word Doc \

Tom Grady

Projects

T —

2020-12-27 2021-01-03 2021-01-10 2021-01-17 2021-01-24 2021-01-31 2021-02-07 2021-02-14
S(M|T(W|T|F|S|S(M|TW|TFSSMTWTFS|ISMTWTFS|SMTWT(FISSMTWT|FS(SMT|WT|(FS|S(MTMWT|I

Financial Services Software Roll

Administration (on-geing) (35%)

Introduction to Project Managem|
Computer Lab Setup (40%)

Course Registration (27%)

»
Stephany Berry
Projects

2021-01-03 2021-01-10

2021-01-17 2021-01-24 2021-01-31 2021-02-07 2021-02-14
S|M|T(W|T|F|S|SMTWTFSSMTWTFSS5MTWTFSSMTWTFS5S5MTWTFS SMTWT|FSSMTWT|I

(Accounting Software Roll Out
Administration (on-going) (35%)

Financial Services Software Roll
Administration (on-geing) (35%)

Introduction to Project Managem|
Computer Lab Setup (40%:)

[Training Management System Sof
Administration (on-geing) (12%)

3
Steve Johnson
Projecks

2021-01-03 2021-01-10

2021-01-17 2021-01-24 2021-01-31 2021-02-07 2021-02-14
S|M|T(W|T|F|S|SMTWTFSSMTWTFSS5MTWTFSSMTWTFSS5MTWTFSSMTWTFSSMTWT|I

Introduction to Project Managem|
Online Initial Support (59%) e ——

Meeds Assessment (563%%)

[Training Management System Sof
Administration (on-geing) (24%)
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5.3 Projects Status

To find out the status of multiple Projects within any time period —including individuals assigned to various
Tasks, % completed, as well as hours planned, hours worked and hours ahead or behind schedule for each
task. To generate:

Step 1: Click on @ next to the " Manage Projects, Personnel & Resources folder to expand.

Step 2: Click on the 7} Projects Status folder.

Step 3: Click [Add].

Step 4: Input the Report Title, Select By (i.e., Project or Client) and the Client that the report is assigned
to.

Step 5: Click [Save] to advance to the next screen.

Save B Copy x Delete + Merge < Diverge ) Notes B Print + Restore ? Help Logout

Path Reporis b Manage Projects, Personnel & Resources b Projects Status

Dashboard Setup Scope Analyze Design Develop Implement Evaluate Solutions Documents Reports Personalize
EiReports Projects Status
» (={Training Reguirements & Benchmarks

» EMaximize Training Impact [Effectiveness & Efficiency] Report Title™ 2021 Project Status
» BForecast Training Budget, Personnel & Resources SelectBy"  Project .
v Manage Projects, Personnel & Resources b

4 » [}Personnel Calendar Client* Corporate Training Division N v

[¥Resource Calendar

» M Personnel/Resource Allocation Click the Save button on the top left to save.

» [ Training Costs per Client e« »
[BlProjects Status %
[1Projects Timeline Status —
) Projects Working Hour Status

[3Personnel Utilization
» £iEvaluate Costs & Impact [Outcome]

Step 6: Input the Start and End Dates for the desired time period and select Projects to be included in the
report.
Step 7: Click [Save] to generate.

Y

Save B Copy x Delete + Merge < Diverge ) Notes B Print fUp + Restore ? Help Logout
Path Reporis Manage Projects, Personnel & Resources b 2021 Project Status
Dashboard Setup Scope Analyze Design Develop Implement Evaluate Solutions Documents Reports Personalize
=IReports. M 2021 Project Status
» [SITraining Reguirements & Benchmarks
» =Maximize Training Impact [Effectiveness & Efficiency] Start Date 01/01/2021 :=:]
» EForecast Training Budget, Personnel & Resources End Date Azt "
¥ =IManage Projects, Personnel & Resources
» [ Personnel Calendar Accounting Software Roll Out
o e G Financial Services Software Roll Out
» [M1Personnel/Resource Allocation
» [ Training Costs per Client Introduction to Project Management v
* DProjects Status IMarketing Revitalization \
{2021 Project Status
™ Projects Timeline Status Training Management System Software Roll Out
) Projects Working Hour Status.
= Personnel Utilization Click the Save button on the top left to save.
» SiEvaluate Costs & Impact [Outcome] K} »
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Step 8: You can export the report to Word by clicking the [Generate Word Doc] button (top left corner).

Step 9: To return to ADVISOR, close the Report window

Generate Word Doc| @ \i'—

Projects Status
Braject Disparity (kours) % Comgpleted Status
Introduction to
Project 28 5%
Management
Introduction to Project Management
20201227 [2021 0103 [2021 0110 20210117 2021 0124 2021 0131 2021 0207 2021 02 14
T I o e B e M e S M TW T FSSMTWTFSSMTWTFSSMTWT FSSMTWTFSSMTWT FSSMTWTFSSMTWT|I
Support (up-front) 150 17 2 129%
Computer Lab Setup 75 17 2 25%
Carol Foster (40%) 19 17 2 100% =
James Carey (40%) 19 o o 0%
Stephany Berry (40%) 19 0 0 0% S——
Tom Grady (40%) 15 0 o 0% ——
Online Initial Support 75 0 0 0%
Dwight Henry (59%) 33 0 0 0% l—]
Steve Johnson (59%) 38 0 o 0% ——
|Administration (up-front) 577 90 30 10%
Course Registration 173 90 -30 35%
Administrator (77%) a3 40 3 100%
Carol Foster (34%) 43 50 33 40% S we—
James Carey (41%) 52 o o 0% I —
Tom Grady (27%) 35 0 0 0%
Initial Administrative Support 231 0 0 0%
Administrator (0%) 46 0 0 0% I
Francois Rouge (27%) a6 0 0 0% In———
Kevin Klein (27%) 46 0 o 0% SEEEEES——
Melanie Ouellet (55%) 92 0 o 0% ————
Accreditation 173 0 0 0%
Barry White (73%) 87 0 o 0%
Melanie Ouellet (73%) 87 0 0 0%

Remember that context sensitive help is also available for each screen by clicking on [Help] and video clips
on how to perform specific functions by clicking on the video £ icon.

Enjoy!
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