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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 comjag 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 followingilesothat can be used separately or in any
combination.

Needs Asses¥ ¢ 2 Ttheytausedfdhi prablem and potential solutibn®rovides a step by step approach
Assessment  for understanding a problem before selecting the solutidn other words before assuming that training
is needed. Needs Assessment provides an audit trail and serves as the foundation for decisions by z
in on the source of the problepidentifying solutions that can produce the desired level of productivity
and highlghtingactions that will generate the greatest impaf$cope and Needs Assessment].

Training Ayl f 2aAayY whineetisitybie tranddiion what and véhgbrovidés a step by step approach for

Analysis conducting Training Needs Analysis (TNAJraining Systems Requirements Analysis (TSRA) to ident
training needed by each job, position and employee to perform duties to the desired standard under
prescribed conditions. Four approaches may be used to conduct training analysis, hamely ,Mis:
System, Competency or JopMission Analysis, Competency AnalySigstem Analysigpb Task Analysis
Knowledge/Skill Gap Analysiad Training Requirements Analysis

DS& A 3IyY ¢ &hatFsrhyg Rostefedtivecand economivay to deliver training ®rovides a step
by step approach for conducting Training Media Analysis (TMA) or Option Analysis to identify the r
cost effective strategy for the delivery of training and generates Training PEms.analysis takes into
acount limitations, instructional design requirements, upfront and recurring costs over training progre
life as well as risks associated with the introduction of new techno[tgdia Analysis, Cost Analysis and
Training Plans]

Fidelity DS @St 2 LIY ¢ 2 fid@litly yequiretndnis ofiir&irfhg devices®rovides a step by step approach for

Analysis assessing the functional requirements of trainers and simulators based on training needs
performance objectiveslt identifies visual, tactileglfactory, affective and auditory sensory cues needec
to practice tasks, within realistic environments, under preset conditions to attain the desired level
competency. In addition, ADVISOR takes into account elements within the virtual world and resw us
interact with each.

Resource IYLI SYSy Gl A2 yhtw mugh nfohey &d gstrircesiare neédagmpiles and analyzes
Management missions/goals, competencies, systems, jobs, tasks, training requirements, courses, activities, ¢
personnel and resources to generate concise, up to date and actionable repints.reports provide
insight on planned trainingctivities for any time period; training requirements for each job/employee
budget, personnel and resource requirements, training impact as well as how to drive train
effectiveness and efficiency by leveraging technology, improving resource alloaatiadentifying gaps,
duplications and unwarranted training[Forecast and Optimize Training Budgets, Personnel ar
Resources]

Project IYLX SYSy il GA 2 yiow trégiring ghéuld Re irptiainentédProvides a step by step approach
Management  for planning a project and tracking progress in real time. This includes the setup of phases and t:
dependencies and constraints, timelines as well as the assignment of personnel and resources neec
complete. Moreover, ADVISOR tracks progress by compgahiours worked and money spent on each
task to project plan, to anticipate delays, facilitate the implementation of corrective measures, and ke
projects ontime and within budget[Develop Project Plans and Track Progress].
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BSL f dzI G A 2y Yhowdtrainirf ingakts @edaimarice and organizational géatrovides a step by
step approach for improving performance by zeroing in on the source of the problem and identify
solutions that can produce the desired level of protivity. Moreover, ADVISOR highlights actions that
will generate the greatest impact by assessing the feasibility of implementing plausible solutions as
as forecasting the costs, benefits and Return on InvestnfROI) of each intervention[Performance
Gap Analysis, Root Cause Analysis and Cost Benefit Analysis].

ManageY ¢chtingally uncover venues to drive training effectiveness & effidedcy al Ay G I J
effectiveness and efficiency over time by contituassessing the impact of changes to missifoiss,
tasks, systems, policies, technologies, throughput, and so forth on training content and activities; as
as budget, personnel and resource requirements. This is attained through a -thigitainodd that
continually aligns training activities to operational requirements to identify gaps, duplications and train
with minimal value. Results (personnel/resource requirements for any time period; cost drive
bottlenecks and deficiencies) are quicklyd concisely communicated through dashboards. Actions ths
drive training effectiveness and efficiency are also highlighted.
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Approach

Why is AVISOR Enterprise so effectivB@causet focuses on operational requirements.e., identifies

the knowledge, skills and competencies needed by each job, position and employee to attain
organizational missions/goals, as well as the most efficient way to achiealdition, facts suppothe
decision making process, helping you create consensus to stay the course.

Using our proprietary methodology, yoefforts unfold in four phases, as follows:

wDefine Missions/Goals.

wldentify Tasks needed by each Job/Position/Employee to attain missions/goals.
wldentify Training requirements.

wOutline current Training Courses/Activities.

wFind out where money and resources are allocated.

duplications and unwarranted training.
wAssesss alternate venues for the delivery of training.
wUncover resource allocation.

wMap Training Courses/Activities to Operational Requirements to identify gaps,
wUncover cost drivers.

missions/goals.
wPrioritize recommended changes to current delivery options.
wldentify personnel/resources excess capabilities and bottlenecks.

wPrioritize Training Courses/ActivitieBom highest to lowest impact on
wldentify strategies for mitigating high cost items.

impact options.
wAlign personnel/resources with new strategy.
wDevelop project plans and monitor progress.

wDevelop an implementation strategy starting with low risk, low cost, high
Optl A0 VAS! assess and validate results.

PN VI | Pa ge
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Project Management

ADVISOR Project Management module provides »
step by step approach for planning a projactd
tracking progress in real time. This includes tt
setup of phases and tasks, dependencies a
constraints, timelines as well as the assignment
personnel and resources needed to complett
Moreover, ADVISOR tracks progress by compar - A A, "

hours workedand money spent on each task tc . W)\, O KENR a{ds@gsSe S5SKIN
project plan, to anticipate delays, facilitate the Principle Training & Development Specialist,
implementation of corrective measures, and kee Raytheon

projects ontime and within budget.

BNH performed flawlessly through a series ¢
five software customizations. | would
wholeheartedly recommend BNH for any
enterprise training solution.
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Phase and Task Analysisdentify Phases anc
subdivide into Taskg i.e., actions needed t¢
develop, deliver and support a training prograr

Dependency Analysidefine the order in whict
activities should be performed tensure realistic
Project Plan and anticipate the impadt delays
on schedule.

Constraint Analysis: Identify constraints for
starting or completing Tasks to once agairsure
realistic Project Plan and anticipate the impact
delays on schedule.

Schedule AnalysiPefine the start and end dat
of each Tak taking into account dependencit
and constraints.

Personnel and Resource Requiremenltdentify
personnel and resources needed to comple
each Task. Validate capabilities and availabilit

ProjectPlan CreationGenerate Project Plan for
any time period and communicate requirement
to team members and resource managers.

Data Collection:Capture the number of hour.
worked, money spent and % of task complet
and transmit to poject manager.

Project Monitoring: Compile and compare hout
worked and money spent to Project Pla
Forecast delays, cosbverruns and potentia
impact.

The challenge was finding a way to lead
students over the terrain ofnstructional
development. The solution was ADVISOR.

Bruce Clark
Associate Dean, University of Calgary
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ADVISOR Benefits

Facilitate Collaboration: Store all data in ¢
centralized databasaccessible anytime and fror
anywhere by team members with only a Brows
and track changes made by each individual.

Speed Data Collection:Collect, compile anc
analyze data from Team Members in réabe.
Exchange data with other systems through xml.

Facilitate  Projects Planning: Automatically
generate realistic Project Plans that conform
dependencies and constraints.

Facilitate CommunicationNotify team members
and resource managers of project requiremel
and changes in a single click.

Minimize Delays:Automatically collect, compil¢
and analyze data from team members; and f
potential delays to Tasks, Phases and Projects.

Improve Resource AllocationFind out who is
doing what at any given time (i.e., projects/tas
assigned, time off, etc.) In othewords, who is
overworked and who is underutilized.

Facility Resource Management: Forecast
personnel and resources needed to underta
ongoing and upcoming projects. In other wort
identify excess capabilities and bottlenecks.

Speed Report GeneratiorProduce Project Plant
Projects Status and dozerof reports in a singl
click.

BNH provided a comprehensive and
timely report that met our requirements
and expectations.

Lt. Col Dave Mason
Chief of Staff, Canadian ArmEdrces
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Chapter 1: Getting Started

1.1 Introduction

Maintaining projects on time and within budget is one of the greatest challenges for any project manager.
To minimize delays and cost overruns, realistic project planwitakfor keeping projects on track by
identifying(a)what needs to be donevhen, and by whm; (b) the time, money, personnel and resources
needed for each task and phage) critical paths/milestonesand (d)interdependencies among various
tasks- i.e., how delays in one task can impact othe®&nce the beslaid plans can go awry, a tracking
system is also critical for monitoring progress.

With viable project plans in hand and real time updates ftbmproject team on hours worked and tasks

completed, progress can be tracked, delays anticipated and corrective measures implemented to keep
projects ontime and within budget.
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1.2 How Can ADVISOR Help You?

In addition to simplifying and speeding Training Needs Andli/si8) andrainingSystems Requirements
Analysis (TSRAADVISOR Enterprise drives training efficiency by aligning current and future training
activities to operational requirements to identify gaps, duplications and training with minimal ;value
uncovering cost drivers; fecasting and comparing the costs of viable delivery options; improving
resource allocation; identifying/mitigating bottlenecksroducing training plans that leverage existing
training programs/resources and generating audit trail to support recommendsation

Moreover, ADVISOR preserves training integrity, effectiveness, efficiency and relevance by quickly
identifying training activities that could be impacted by a change to a mission, system, job, policy or
publication; facilitates reusability and collatation by storing all data in a centralized database that can

be accessed anytime and from anywhere by all team members with only a browser; simplifies data
collection from Subject Matter Experts through custom build Excel spreadsheets; speeds dates;analys
simplifies data manipulation; tracks changes made by each team member; and generates dozens of
reports in a single clickADVISOR is also web based, can be installed on a local Server or used off BNH
Sener (cloud option), consists offBodules that can be used separately or in combination to meet various

needs, and can be customized in line with requirements

More specificallyfollows are! 5 + L {Ploject Managemerit Y 2 fealzireS and benefits.

ADVISOR Features

Phase and Task Analysitdentify Phases anc
subdivide into Taskg i.e., actions needed t¢
develop, deliver and support a training prograr

Dependency Analysidefine the order in whict
activities should be performed tensure realistic
Project Plan and anticipate the impact of dele
on schedule.

Constraint Analysis: Identify constraints for
starting or completing Tasks to once agairsure
realistic Project Plan and anticipate the iagp of
delays on schedule.

Schedule AnalysiPefine the start and end dat
of each Task taking into account dependenc
and constaints.

Personnel and Resource Requiremenidentify
personnel and resources needed to comple
each Task. Validate capabilitizsd availability.

Project Plan CreationGenerate Project Plan for
any time period and communicate requirement
to team members and resource managers.

BN

EXPERT SOFTWARE

ADVISOR Benefits

Facilitate Collaboration: Store all data in ¢
centralized database accessible anytime and fr
anywhere by teammembers with only a Browsgl
and track changes made by each individual.

Speed Data Collection:Collect, compile anc
analyze data from Team Members in réiahe.
Exchange data with other systems through xml.

Facilitate Projects Planning: Automatically
generate realistic Project Plans that conform
dependencies and constraints.

Facilitate CommunicationNotify team members
and resource managers of project requiremel
and changes in a single click.

Minimize Delays:Automatically collect, compil
and analyze data from team members; and f
potential delays to Tasks, Phases and Projects.

Improve Resource AllocationFind out who is
doing what at any given time (i.e., projects/tas
assigned, time off, etc.) In other words, wh®
overworked and who is underutilized.

2|Page
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Facility Resource Management: Forecast
personnel and resources needed to underta
ongoing and upcoming projects. In other wort
identify excess capabilities and bottlenecks.

Data Collection:Capture the number of hour.
worked, money spent and % of task complet
and transmit to poject manager.

Project Monitoring: Compile and compare hout
worked and money spent to Project Pla
Forecast delays, cosbverruns and potentia
impact.

Speed Report GeneratiorProduce Project Plan:
Projects Status and dozerof reports in a singl
click.

1.3 System Requirements

Database/Server Minimum Requirements

U 2 CPU Processor with 4GB of RAM

U 5 GB of free HarBisk Space

U Windows 2000, 2003, 2008, 20R2, 2016, 2019/, 8,8.1,10, NT,or Sun Solaris 9.0 or highemn;
Linux Red Hat 6.0 or higher

U  Web Server that supports Java Virtual Machine and can run Java Servlet. Supported products include:
Tomcat 4.0 othigher, IBM WebSphere 4.0 or higher, Resin, Oracle Application Server, Jserv and
2 0 KSN& X

U Oracle version 9i, 10g, 11t2¢ 18c or 19c.

Workstation/Desktop Minimum Requirements
U Pentium IV with 512 MB RAM
U 200 MB of free Hard Disk Space
0  Windows 98, ME, XP|STA, 7, 8, 10, NT, 2000, 2003, 2008, 2012 R2, 2016p201t&cle Solaris 9.0
or higheror Linux Red Hat 6.0 or higher
U Internet Explorer 6.0 or higher, Microsoft Edge, Mozilla Firefox 3.0 or higher, Google Chrome, or Safari

RN 3| Page
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1.4 Background Theory anBrocess

Project Management is the discipline of organizing and managing people and resources in order to
complete a project on time and within the specified cost. All projects are carried out under certain
constraintsg traditionally, they are cost, timend scope These three important factors (commonly called

"the triple constraint") are often represented as a triangle with quality as the central theme.

The Scope constraint refers to what must be done to produce *~~
project's end result. The Cost raint refers to the budget
available for the projectThe Time constraint refers to the amour
of time available to complete a project. These three constraints
often competing.In other words, increased scope typically mea
increased time and increased cost; a tight time constraint co
mean increased costs and reduced scope; and a tight budget ¢ |
mean increased time and reduced scope. Changes to amyeobf
these three canstraintsthat do not allow for adjustmenbf the
other two constraintswill inevitablyhave an impact on Quality.

Step 1. Define the Scope

TheScope defines the project requiremergs.e., the end resultsr deliverables A major component of

the Scee is the quality of the final product. For large projects, quality can have a significant impact on
Time andor Cost.The Scope o training projectis defined by thdnstructional goals; course length;

GNF AySSaQ KNP dz3K LIzl T phlpsjzautlid ané videoy dsplay NeBnljralz&afdvare, 2 F
system, motion, audio and visual fidelity; delivery media, etc.

Step 2. Estimate the Cost

Forecast the effort and money needed fibve training program. Based on course length, throughput,
instructorto 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, delimeaintain and support a training program is
forecasted.

Step 3. Divide Project into Phases and Tasks

Based orthe results of thecourse analysi§Step 2) the preliminary Phases and Tasks tbe project
includingtime and money needed by each are automatically generat€de tser may add or modify
Taskghen reallocate time and money accordingly. ADVISOR maintains consistency and preserves data
integrity, by harmonizing the time and costs within each phaih the estimates generated undéne

course analysis. In other words, should the forecasted time and/or money requirements for the training
program inStep 2change, the time and funds allocated for tpeoject plan in Step 3an be adjusted
accordingly.

Step 4. Define Dependencies and Constraints

The relationships among Tasks (for example, Task C can only start after Tasks A and B have been

completed) as well as other conditions that should be adhered to (for example, Task C must finish on a
specific datepre defined in this step.

BN 4| Page
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Step 5. Schedule Tasks

The Start and End Date of each Task is defined in this step. To maintain consistency and preserve data
integrity, all dates are validated in accordance with the dependencies and constraints defined dbov
should be noted that the dependencies between the tasks can affect the length of the overall project.

Step 6. Assign Personnel and Resources

To facilitate this process, the skills, attributes and availability of personnel and resdorezsh Gent

are made available to the Project Manager. Once personnel and resources are assigned to the project,
email notifications may be sent to each individiradlicating time needed on eacha3k as well as
requesting confirmation. Once agathe availabity of resourceg; resource constraing can affect the

length of the overall project.

Step 1.

Define Project Scope

A

Step 2.

Estimate Costs

A\ 4

Step 3.

Divide Project into Phases & Task

‘ 1
Step 4. Personnel on Project

Define Dependencies & Constraint

A\ 4
Step 5. Step 8.
Schedule Tasks Update Progress
\4 y A
Step 6.
Assign Personnel & Resourcg
A\ 4
Step 7. v
Generate Project Plan Step9.
Track Progress
CINTY 5|Page
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Step 7.Generate Project Plan

With timelines and personnel in place, a daily or monthly project plan outlining taskgparsonnel
assigned for eachaBk can be generated for any time period. The project completion idaté course
dependent on asks needed t@roduce the deliverables, theffort needed to complete eachaskand
the dependencies among thea3ks.

Step 8. Update Progress

Each individual can updatikeir progress on eacbf the assignedasksby indicating hours worked, funds
spent, % of work aopleted as well as anticipated completion date. The information is automatically
relayed to the Project Manager and the progress of the project is updated accordingly.

Step 9. Track Progress

The status of the project including time planned, timerked, % completed as well as time ahead or
behind schedule is prested for each individual andask. A daily or monthly progress plan can be
generated for any time period.
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1.5 Getting Started

To log on to ADVISOR Enterprige, to http://www.bnhexpertsoft.com Of A Ollog #ys OA y LJdzi &2d

Username and Password, and clickdir]. A Popup Window with step by step instructions is presented
to familiarize you with ADVISOR. You may changeysername, password and preferences by clicking

on the L Preferencemode under thePersonalizeab, editing the required items and clickirtggvg. For

example, you may hide or display the Popup Window under @mipng tab under the U Preferences
nodeby placing or removing the checkmark next to the ADVISOR Tour field and claddg Context

U

sensitive online help is also available for each field by clickinbielp||

+ Add I Save ¥ Copy = Delete + Merge % Diverge [ Notes H Print i Up + Restore ? Help Xl Logout
Path ABC Corp
Dashboard Setup

1A ABC Corp &
QOrganization Info ‘
» [Clients Setup
» [TUsers Accounts
» [MIProject Accounts Organization Info
» SPersonnel Templates

» [=Advanced Functions Clients Setup

Personalize

Analyze Design Develop Implement Evaluate Solutions Documents Reports

Users Accounts
Project Accounts
Personnel Templates

Advanced Functions

“« »

To make the most out of ADVISOR Enterp@®pters 2 throughi0 shouldbe thoroughly reviewed to
IFAyYy Of SIFNJ dzyRSNRGFYRAY3 2F GKS aeaidsSyQa OFLIoAfA
needs. For example:

U  What are the desired outcomes? In other words, results needed andshowidthey be presented.

U How(l2 aS0dzLlk O2y FA3Idz2NB / f A Sy idata tdbg coflestetl Sanadydisitckbe LINE 2 S
conducted ad ddivery options to be considered?

U How to setup User Accounts and assign privileges?

U How quality and cosistency should be controlled?
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1.6How is ADVISOR Organized?

ADVISOR has five main components organized within 3 windows (top, left and tighsizes of the
windows can be adjusted by dragging the border). Once you become familiar with these components, the
system operation and nayation will become fairly simple.

a) Basic Functiongop window)¢ Actions available to user are presentatithe top of the screenYou
can Add, Save, Copy, Delete, Merge, Diverge, add comments/assumptions to a screen (Notes), Print a
screen, Return terevious level (Up), Restore previous values, request Help or Logout. Information
is only saved when you clicR4v4.

b) Path (top window); Tracks your progress as you navigate through ADVISOR.

c) Tree (left window); Lists options (nodes) availableuser. To expandraoption (node), click on the
[2 Jicon. To view the contents of an option (node), click on corresponding node.

d) Tabs (top of right window) Data for some nodes are divided into several tabs. Click on tab to view
its contents.

e) MainWindow (right window); Content of each screen is presented in this window.

+Add = Save ¥ Copy x Delete * Merge 4 Diverge Print i Up « Restore ? Help [ Logout c
Path_Meda & Cost Analysts b Procursmant & Conracting» Bas« Procursment and Contracing Group 82: Knaviaage b Cast Anstyss b Summary: Group 82: Knontedge D
Distribution  Saving:

» [1Data Collection Wizard
¥ FiPrograms
¥ [ Procurement & Contracting Internet Virtual Classoom

v ExCourse Analysis Development Costs §35563 S 50608
¥ (7| Basic Procurement and Contracting

Import Course Templates. Hardware Costs s0 S0

» Exhdisslons Administralive Costs § 545870 $227543
Trainees Per Year

» [DLeaming Objectives Tramnees Costs § 648,047 $ 648 047
Instructional Design Factors. N . $ 331002 $138720
Cost Factors e —

v F:Group Analysis. Hardware Ogeration Costs $ 0 50
* [ Group #2' Knowledge s c 3
SR s Support Costs so 50
» CiCost Analysis Total Costs § 2,550,873 $1,890,134
Delivery Options: Group #2° Knowledge Total Number of Trainees 1674 1674
+Import Cost Data: Group #2: Knowledge
Course Variables: Group #2: Knowledge Cost per Trainee §1,629 $1,129
Development: Group #2: Knowledge
Hardware Group #2° Knowledge ] »
Administrative: Group #2: Knowledge
Trainees: Group #2 Knowledge

Instructors: Group #2 Knowledge
\ Maintenance/Material: Group #2: Knowledge
/ ) Drstribution Charfs
["Break Even Point Chants

» E3Group Summary
» ECourse Summary
Training Plan
» MICourse Reports
Search
» [Bid Evaluation and Selection Methodologies
» [ Contract Certification Course
» Cantract Direct with Trade
Manage Courses
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1.7 Basic ADVISOR Functions

Add: To add a Project, Mission, Job, Task, Objective, Course or any other element:
Step I Click on correspondinfglder (Projects, for example).

Step 2 Click Add].

Step 3 Input the desired info.

Step 4 Click Bav4.

L 4

5 4
+Add 3 Save

Path _Traming Ansiysis b Projscts

¥ Copy x Delete + Merge < Diverge (0l Notes H Print Up « Restore ? Help Logout

Analyze 3 ersonalize
Projects 25
Contact Info_Defa eq

et
S—— . =
Set Knowledge/Skill Current Level to Blank
Cascade Knowledge/Skills o
Click and complete next tab, if applicable; then click the Save button on the top left to save. . ®
Edit: To edit a Project, Mission, Job, Task, Objective, Course or any other element:
Step 1 Click orcorresponding element (Project A, for example).
Step 2 Modify the desired info.
Step 3 Click[Savé.
RNH 9| Page
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Delete: To delete a Project, Mission, Job, Task, Objective, Courseg atlaer element:
Step 1 Place checkmarks next to the desired recdiioject Management Office, for example).
Step 2 Click Peletq.

v

Il Save B Copy x Delete # Merge % Diverge (11 Notes H Print ft Up Restore ? Help X Logout
Path_Training Analysis b Projects

Scc g Implement ts ersonalize
(=1 Training Analysis Projects & 78

B oo, T e Loy
» | Project Management Office \ ® © 7 -~
/ 8 [ = Project Management Office
To add Client, click on the Add button in the top left corner.

Track Changed:o find out when an element was created, modified or deleted and by whom, click on the
View Historyo icon to display relevant data.

[ apvis

@ bnhad .com/Advisor/program.gomain?action=showhistorylist&nodelD=ndivisions

Generate Excel |

|
|Current Records
[Project Management Office |
N\ [Deleted Records
B) |Maintenance Office [2020-03-09 09:50:31.0 [Administrator
[Headquarters [2020-02-11 13:29:36.0 [Administrator

[Test [2020-02-11 13:28:47.0 [Administrator
[Flight School Renewal [2020-02-04 07:35:56.0 Justin Bahlis
[Flioht School Renewal [2020-01-30 12:08:08.0 Justin Bahlis
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Edit Multiple RecordsTo edit multiple Projects, Missions, Jobs, Tasks, Objectives, Courses or any other
elements:

Step 1 Click on the corresponding folder.

Step 2 Clickon the Edit AllZ icon.

& Save El Copy * Delete + Merge <+ Diverge (1 Notes B Print o Up % Restore ? Help X m

Path Training Analysis b Project Management Office b Project Manager b Task Analysis
Dashboard Setup Scope Analyze Design Develop Implement Evaluate Solutions Documents Reports m
£ Training Analysis Task Analysis
v [MProjects Tasks Search Import Export A
v [ Project Management Office -
¥ [=1Job Analysis 0 O 7 I
¥ [ Project Manager om = Manage relations with personnel, suppliers and customers
\ Financial Data
Breccanayss -
w » | Manage relations with personnel, suppliers | I = Prepare a budget
» [ Prepare a budget
* [} Schedule project timeline OW = schedule project timeline
» [ Perform Market Analysis
» [ Analyze Target Market Needs —
» [ Position Product Effectively LW = Perform Market Analysis
» [ Evaluate Competitors Actions

» [2Performance Objectives
» [2Job Knowledge/Skills
» E5Job Reports
> Import Job Tasks Ol = Position Product Effectively
Import Job Task Analysis (RAAF)
» [ Online Manager
Jobs Proficiency Levels
» [ Team Knowledge/Skills
FrAcronyms
» [=1Project Reports (‘ .>
2 Search

[l = Analyze Target Market Needs

O == Evaluate Competitors Actions

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

TheProjects, Missions, Jobs, Tasks, Objectives, Courses, and so forth are presantescel like tabular
format. You may sort the data on any column (Title, for example), or lock (prevent the column from
scrolling), by clicking on the arrow to the rigiftthe column title, and selecting desired option. To edit a
field, clickonthe field, input or select option. Once the desired fields/records are edited,thikdiSavé

button to save all changes.

BNH ADVISOR - Google Chrome O X
@& bnhadvisor.com/Advisor/program.gomain in=listingrid
BNH ADVISOR LIST PAGE \ /
Add Record | Duplicate Record Delete Selection | Save | Reload \ /
Task Title * Reference Code Status * Standard Task Classificati... | Task Difficulty ~=: Task Importance = Task Frequency  Task Level of P...
Manage relation... | PM 001 Public Perform JAW R...  Individual High .2 T Sort Ascending ledium Skilled
Prepare a budget | PM 002 Public Perform IAW R... | Individual Medium ﬁi Sort Descending ow Skilled
Schedule projec... | PM 003 Public Perform IAW R... | Individual Medium ledium Skilled
Perform Market ... | PM 004 Public Perform IAW R...  Individual Medium [E  Columns P bw Skilled
Analyze Target ... | PM 005 Public Perform IAW R... | Individual High lock ow Skilled
Position Product... | PM 006 Public Perform IAW R... | Individual High 3 Lok ledium Skilled
Evaluate Compe... | PM 007 Public Perform IAW R... | Individual Medium e ledium Skilled
\u/
Save Reload
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Modify Hierarchy:To change the hierarchy dre order of Tasks or Objectives:
Step I Click on the corresponding folder.
Step 2 Clickon the Edit Treesz: icon

11 Notes H Print % Restore

{1 Save B Copy * Delete
Path Training Analysis ¥ Project Management Office b Project Manager b Task Analysis
Dashboard Setup Scope Analyze
£=1 Training Analysis Task Analysis
¥ [Projects Tasks Search Import Export
v [ Project Management Office
* [2Job Analysis

r [ Project Manager (|} . = Manage relations with personnel, suppliers and customers
\ Financial Data
Brasianatyss
w _ Manage relations with personnel, suppliers U . == Prepare a budget
Prepare a budget

_ Schedule project timeline O = schedule project timeline
1 Perform Market Analysis

* Merge

1 Up

<% Diverge

Design Develop Implement Evaluate Solutions Documents

Analyze Target Market Needs —
“1 Position Product Effectively Ul 5 Perform Market Analysis
Evaluate Competitors Actions
» [Performance Objectives
» [2Job Knowledge/Skills
» E4Job Reports
<Import Job Tasks Ol = Position Product Effectively
>Import Job Task Analysis (RAAF)
» [ Online Manager
Jobs Proficiency Levels
» [ Team Knowledge/Skills
1 Acronyms
» [ZIProject Reporis. (‘ .)
2 Search

rYvvyvovwew

[l = Analyze Target Market Needs

O = Evaluate Compelitors Actions

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

Tasks or Objectives are presented in a tree like structure. To change the hierarchy or order, sagply d

and drop the tasks or objectives to the desired locations. All links to Missions, Jobs, Objectives, Courses,

etc.; as well as attributes including Knowledge, Skills, Attitudes, References dodh are preserved.

C2NJ SEI YLX §3 6 t4S NFI2ONM I NR & (Y ey [6fSe 8RNI 33 SR dzy RSNJ (1 K¢
Moreover, all its links and attributes will remain intact. You may giew and edit the attributes of any

Task or Objective by right clicking on the Task and selecting the Edit oftime record is edited, click

on [Savég button above the record to save; and thedve TasKdutton to save hierarchy changes.

¥

49 Tasks Save
4= Manage relations with personnel, suppliers and customers

Task Title *: Schedule project timeline
3 Assign tasks to personnel
7 Evaluate suppliers needs
3 Evaluate customers needs
Reference Code: PM 003
4 () Prepare a budget
£3 Estimate costs Status *: Public M

{3 Perform risk analysis

Standard: Perform [AW Requirements ..
\ - Manage risk and issues
S ) schedule project timeline
{ /) Estimate time to perform tasks
- " Task Classification: Individual v

{3 Create charts and schedules

5 Plan activities and sequence Objective Classification: v
3 Perform Market Analysis Task Difficulty: Medium -~
) Analyze Target Market Needs
¢ Position Product Effectively [Task Importarice: Medium i
/) Evaluate Competitors Actions Task Frequency: Medium N

Task Level of Proficiency: Skilled N

Task Proficiency Code:

Task Requires Immediate Action: v
Task Includes Sequential Steps: v
Task Requires Reference Guide: v
Entry Level Can Perform Task: No v
% of Individuals Performing Task: v
Time Spent Performing Task: v

Point of Contact
Revision Date :

Analyst Notes:

Supporting Info:

iﬁ i— 12| Page

BN
EXPERT SOFTWARE www.bnhexpertsoft.com

Copyright © BNH Expert Software Inc.



ADVI!SOR Chapter 1: GettinGtarted

ENTERPRISE

Plan better..Achieve more!

Search and Copy:You can search and copjissions, Systemslobs, Taskderformance Objectives

Courses and so fortlas follows:

Step 1 Click on the desired foldeg Mission Analysis, System Analysis, Job Analysis, Tasks Analysis,
Performance Objectives or Course Analysis.

Step 2 Click on the$earch tab.

Step 3 Select the desired search criterion and cli8k\yé ¢ more options may be providedto display
available elements.

"
+Add Save ¥ Copy x Delete f ¢ Diverge [ Notes H Print i Up % Restore ? Help X Logout
Path _Training Analysis b Project Management Office b Project Manager b Task Analysis
DEELLGET ] Setup Scope Analyz Design Develop Implement SEITE G Solutions Documents Reports Personalize

= Training Analysis
¥ [Projects
v [ Project Management Office
v [ Job Analysis
¥ [ Project Manager
" Financial Data Select Option and click on
QroskAnalysis |
*Performance Objectives
» Job Knowledge/Skills
» E3Job Reports
&>Import Job Tasks
<>Import Job Task Analysis (RAAF)
» [ Online Manager
] Jobs Proficiency Levels
» [ Team Knowledge/Skills
FAcronyms
» 1Project Reports
Q Search

Step 4 Select the desired item to copy data from and clis&yé.

Save ¥ Copy * Delete # Merge © Diverge (11 Notes El Print T Up % Restore ? Help X Logout

Path Training Analysis b Project Management Office b Project Manager b Task Analysis

Dashboard Setup Scope Analyze Design Develop Implement Evaluate Solutions Documents Reports Personalize
=1 Training Analysis Task Analysis
v Projects

v [ Project Management Office

v Job Analysis Search By Job
¥ [ Project Manager Job Profile* [ select ] v
Financlal Data

g Ay e Select Option and click on| Analyst (In House Training)

» [23Performance Objectives Engineer (In House Training)

» 23Job Knowledge/Skills Online Manager (Project Management Office)
» Job Reports Project Manager (Project Management Omue)‘

Sales i Group )
Sales Associate (Project Management Modernization)
Technician (In House Training)

&>Import Job Tasks
@>Import Job Task Analysis (RAAF)
» [ Online Manager
" Jobs Proficiency Levels
» ) Team Knowledge/Skills
) Acronyms
» 4Project Reports
1 Search

Step 5 Place checkmarks next to the desired elements (Tasks, for example) an&aligkg copy the
elements (Tasks) including attributes and sub elements (Sub Tasks).

-y

[ Save ¥l Copy x Delete + Merge 4 Diverge 1 Notes H Print i Up  Restore ? Help Logout
Path Training Analysis b Project Management Office b Project Manager b Task Analysis
Dashboard Setup Scope esig Develop Implement Evaluate Solutions Documents Reports Personalize

[ Training Analysis
» [IProjects F
» [ Project Management Office o o

v [Job Analysis
¥ [ Project Manager +f Analyze Target Market Needs /
"l Financial Data N
» - T/ "erom et A N

» [ Performance Objectives Schedule project timeling
» =Job Knowledge/Skills
» E3Job Reports Select Option and click on Save button on the top left to display results
<>Import Job Tasks ] »
<sImport Job Task Analysis (RAAF)
» [ Online Manager
1 Jobs Proficiency Levels
» [ Team Knowledge/Skills
[ Acronyms
» =Project Reports
Q, Search
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Import Data:Dozens of Excel Spreadsheetsan@videdhttp://www.bnhexpertsoft.com/datacollection
forms-projectmanagementversion12/ to simplify and speed offline data collemti from Subject Matter

Experts (SM&. The attributes and options within each form (Job Tasks, for example) are identical to the
corresponding (Job Tasks) fields within ADVISOR. Once completed, the data can be uploaded to ADVISOR
Enterprise with a few mouse clicks, as follows:

Step I Click on the folder where data should be imported. Please note that each spreadsheet is designed
to import data under a specific folder within ADVISOR Enterprise. For example, the Mission Tasks
spreadsheet is designed to import Tasks under Missions, widelob Tasks spreadsheet is
designed to import Tasks under Jobs.

Step 2 Click on thelmport] tab.
Step 3 Click Choose Filpand select the desired spreadsheet.

Step 4 Row on which datanport should startshould be specified in th8tart From Rowfield. The top
4 rows in ADVISOR Excel spreadsheets are reserved for headings and instructions. Collected data
typically starts on the Brow.

Step 5 Indicate where the data for each field resides within the Excel spreadsheet. For exdémpik,
Title is stored in column 1, then input 1; and so forth. Data in Excel spreadsheets is sequentially
mapped to corresponding fields in ADVISOR. You are not required to import all attributes. For
example, if the Status and Task Classificatioribattes are not required, do not input column
numbers for these fields. ADVISOR will not import data for attributes that have not been assigned
a column number.

Step 6 Click Bavé to import.

+ Add & Save 1) Copy = Delete rge % Diverge 11 Notes « Restore =
Path Training Analysis b Project Management Office b Online Manager b Task Analysis
o Analyze ign Implement Evaluate Solutions Documents Reports Personalize
s

Iysis Task Analysi

* MIProjects Tasks Search Import Export
¥ [ Project Management Office -
* [Job Analysis File Name’ Choose File | No file chosen J
» [ Project Manager File Type" Excel

» [ Online Manager

\ = ol Text Qualifier | select]

/ (8 Task Analysis Start From Row # 5
* [~ Performance Objeciives )
» E2Job Knowledge/Skills Available ADVISOR Fields Order of Import (Column #)

» SJob Reports Task Title* 1
#Import Job Tasks
“import Job Task Analysis (RAAF)
Jobs Praficiency Levels Status [ select ]

» 2 Team Knowledge/Skills. Standard [ select]
2 Acronyms

» [ Project Reports Objective Classification [ selsct]
1 Search Task Difficulty [ select]
Task Importance [ salect] .

Task Frequency | select ]

Reference Code | select ]

Task Level of Proficiency [ select]
Task Proficiency Cods [ selact]
Task Requires Immediate Action [ select ]
ntial Steps | select)

ide [ select ]

[ select]

[ select]

| select]

Note: Reference Codés also used for detecting duplicate records. For example, if Job Task is imported,

ADVISOR wilFverify whether the Job already has a Task with the same Reference Code. If it does, the

T2ttt 26Ay3 YSaal 3S g At Feady il MIENFZINR XIS ¢ & (WS O 2AFEE K

the attributes of the Job Task in ADVISOR will be updated. If Cancel is selected, the import will be aborted
RNH 14| Page
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Setup and Assign Meta Tagsfo minimize duplication each time a Mission, System ojeBrd ask is
added, itis stored in a centralized repository. The Tasks cturnifbe assigned to any Mission or System
by clicking on th¢Select tab, placing checkmarks next to desired Tasks and clicRang}|

+Add Save ) Copy x Delete * Merge + Diverge (11 Notes B Print i Up % Restore ? Help @ Logout
Path_Training Anaiysis  Propect Management Ofice » Capture 60% of the widget Markes Share 3
Dashboard Setup Scope Analyz Design Develop Implement Evaluate Solutions Documents Personalize

4 Training Analysis
¥ MiProjects
¥ [ Project Management Office
¥ [ Mission Analysis

v [] Capture 80% of the widget Market Share Select All /
PO (/| oo of Finence
E=Performanoe Objectives &
I Manage Learning Objectives Advanced Finance \

» ZiMission Reports Project Management
» [ Lower Employes Tumover to 5% Annually

» E2Job Analysis Click and complete next tab, if applicable; then click the Save button on the top left to save.
Jobs Praficiency Levels
» 2 Team Knowledge/Skills. Q w
=2 Acronyms
» =iProject Reports
<1 Search

Similarly, Knowledge, Skills and Attitudes (KSAs) are stored in a centralized repository and can be assigned
to any Task or Objective.

To quickly zero in on desired Tasks or KSAs within a repository, Meta Tags can be created under the Project
Knowledge/&ills Attribute folder and assigned to any Task or KSA by clickideta Tag]tab, selecting
the desired Meta Tags and clickifg@avé.

4

+Add i Save W Copy x Delete

Path_Traming Analysis b Froject Management Ofice b Project Manager b Prepars a Dudget

L1 Notes H Print TUp « Restore ? Help Xl Logout

i Training Analysis
* FProjects
= [ Project Management Office
» CMission Analysis A %o
v ©Job Analysis /] Basics of Finance
Sl 2l Advanced Finance
Financial Data
» [ Task Analysis Project Management
*» [ Manage relations with personnel, suppliers and cus
. Click and complete next tab, ifipplicable; then click the Save button on the top left to save.
» [ Schedule project imeline L] »
» || Perform Market Analysis
» [ Analyze Target Market Needs
*» [ Position Product Effectively
» [ Evaluate Competilors Actions.
» [ Performance Objectives
» [Job Knowledge/Skills
» 1Job Reports
Pimport Job Tasks
>import Job Task Analysis (RAAF)
» (] Online Manager
Jobs Proficiency Levels

» 1 Team Knowledge/Skills
\ I Project References.
Project Knowledge/Skills Atirbutes |
/ Basics of Finance
Advanced Finance

Project Management

Search
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Specify Items per PageBy default, 10 items (such as Projects, Tasks, Objecknesyledge/Skills, and

so forth) are displayed on each page. Once the number of items exceeds 10, the remaining items are
displayed on subsequent pages. The number of pages available for each item is indicated on the top right
as shown below. To displ#ye items within each page, click on the corresponding page number.

+Add 2 Save B Copy x Delete + Merge <+ Diverge (11 Notes H Print fUp « Restore ? Help & Logout
Path Training Analysis » Project Management Office » Team Knowledge/Skills

Dashboard Design Develop Implement Solutions Documents Reports Personalize
1Training Analysis Team Knowledge/Skills 1234567 &6
mport  Export

¥ [Projects Knowledge/Skills  Search EXE
v [ Project Management Office aq
» [)Mission Analysis 9 0 7z =
» [22Job Analysis [ Describe key elements of a goal

Jobs Proficiency Levels
A= Team Knowledge/Skills
Describe key elements of a goal
Validate the viability of goals
1 Write clear and concise goals O Write clear and concise goals
~1 Describe various venues for motivating employees
_| Assess best venue for motivating employees om
| Implement incentive system o
"I Measure employees engagement
7 Describe key elements in a core value (@ Assess best venue for motivating employees
Wite clear and concise core values

[J @ Validate the viability of goals

Describe various venues for motivating employees

Communicate importance of core values om
) Project References
[ Acronyms
» IProject KnowledgeSkills Attributes @ Measure employees engagement
» [Project Reports
€1 Search

Implement incentive system

()@ Describe key elements in a core value
@ Write clear and concise core values

[J@ Communicate importance of core values

To add Knowledge/Skill, click on the Add button in the top left corner.

e« »

You cammodify the number of items to be displayed on each page uf@ptiond tab for thePreferences
node under thePersonalizetab by specifying the number of items to be displayed on each page and
clicking[Sava.

+Add Save & Copy x Delete + Merge <+ Diverge {11 Notes H Print T Up < Restore ? Help X Logout

Palh Fersonaize b Preferences

Dashboard Analyze Design Develop Implement Evaluate Solutions Documents Reports Personalize

E3Personalize Preferences ¥
SiPreferences Options scription ation  Work Hours nt
| Classification

Skills ADVISOR Tour i
Attributes i Saarch v,
Courses
" Calendar Display Dashboards wi
[ Activities Display ID
Time Sheets

Course Status [ select] 4 v
Items Per Page 10 7
Items Per Tab 500 N \

Import Style Drop Down 5
Filter %* 75
HTML Theme* Green Theme v
Customize Task Display i

Generate Reports on Server

Generate History Reports on Server

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

« »
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Limit Access to Data/Analysi8y default, when a new Project, Job, Task, and so forth is creatSthits

is set toPublicto permit other Users to find, copy and reuse the Project, Job or Task using the Search
function and inturn minimize the effort needed to conduct the analysis. This does not imply that other
Users can review and edit your Project, Job or Task. Itysimplies that they can reuse. To maintain
anonymity, you can set the Project, Job or Task StatlRriiaate, and inturn exclude them from the
Search function.

+Add & Save B Copy x Delete & Merge % Diverge I} Notes H Print 1 Up « Restore ? Help X Logout
Path _Training Analysis b Project Management Office
Dashboard Setup Scope Analyze Design Develop Implement Evaluate Solutions Documents Personalize

£ Training Analysis

g Project Management Office
v £3Projects faulis_ Analysi

Contact Info

< Project Title* Project Management Office
Reference Code
Contact Name
Phone Number
E-mail
Base Currency” US Dollar ©
Date Format® mm/ddlyyyy ©
Area Measurement Unit” square foot v
Training Analysis Model DIF (Ohio State SCID) ©
Set Knowledge/Skill Current Level to Blank 4/ ©
Cascade Knowledge/Skils v ©
Sync POS/EOs with Tasks/Sub Tasks v ©
Report To [ select] v
Client” Corporate Training Division 4 v 9
Status® Public (users for ient) | ~
Manager* Administrator X v
Sub Divide* No v
Sequence 100

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

Collaborate with Team:Each analysis including Project, Course and so foasigned to a specific User
(Manager) typically the individual that created the Project or Course. By default, only the Manager can
view the Project or Course and make changes. To allow other Users to review and make changes, the
Project or Course cdre shared with them by clicking on th&haring tab, placing checkmarks next their

name and clickinfSavé. If the Project or Course Manager reports to another User, the Project or Course
will be automaticdly shared with them. In this case, tlwheckmark next to the Supervisor name is
presented in read only mode.

) 4

+Add & Save 8 Copy x Delete * Merge % Diverge] 0 Notes H Print ftUp « Restore ? Help X Logout
Path Training Analysis b Project Management Office
N

Dashboard Setup Scope Analyze Design Develop mplement Evaluate Solutions Documents Reports Personalize

3 Training Analysis @ Project Management Office 2560
¥ Projects ntact Info Defaults Analysis Required  Sharing Archiv
, ®o
/| Baiis Justin
//
/| Foster Carol X
Klein Kevin N
Click and complete next tab, if applicable; then click the Save button on the top left to save.
« »
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Add Notes:Users may add a Note any screen by clicking oN¢teg, typing the note in the new window
and clickingSave]. Notes from other Users apgesented in read only mode in the bottom of the window.
Users can only edit or delete their own Notes.

Save 5 Copy x Delete + Merge 4 Diverge ? Help

Path Media & Cost Analysis b Procurement & Coniracting b Basic Procurement and Contracting b Cost Factors

Dashboard Analyze Develop Implement Evaluate Solutions Documents Reports Personalize
3Media & Cost Analysis Cost Factors &Y
» [2Data Collection Wizard
¥ [Programs Trainee Annual Salary $ 50.000 o

¥ | Procurement & Contracting Fringe Benefits Factor [%] 30%
v 2 Course Analysis
v [ Basic Procurement and Contracting Annual Productive Days 230

>Import Course Templates Trainees Working Hours per Day 8
» 3Missions
_ Trainees Per Year
5 B3l aarming Chiectis Cost Factors Trainees notes. - Personal - Microsof: Edge - o x

 Instructional Design Factors
RICost Factors

» 2Group Analysis

» =3Course Summary Carol Foster

“1 Training Plan 26 June 2020 10:44 AM
» ZiCourse Reports
Q Search Agree] will adjust salary accordingly.
» [1Bid and Selection
» [l Contract Certification Course

» (] Contract Direct with Trade
- Manage Courses
' Save | Reset | Delete
Administrator
29 June 2020 10:40 AM /
Update Trainee Salary in line with 2020 Financial Guidelines. \\

& httpsy//www.bnhadvisor.com/Advisor/program.g “ »
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1.8 Learning ADVISOR

To use ADVISOR, you should know how to perform basiputem Windows and Browser operations.
Forexample, how to start and quit applications, selecting commands and dialog box options. To facilitate
the learning process, ADVISOR comes with its own set of online tools. These include:

U OnlineTourl &fARS aK2g¢g GKI G KA 3K Itk frésdnied ditér Uder{ldgsnof a Y I A
ADVISORYou can hide and redisplay by unchecking or rechecking the ADVISOR Tour field under the
Optionstab, under the Preferences node under tRersonalize¢ab and clicking$avé.

U Video Cligto gaina better understanding of ADVISOR's main functions and features. To view, please
visit the following:http://www.bnhexpertsoft.com/howto-video-overview/ .

U Stepby-Step Guidegor configuring ADVISOR, as well as conducting mission analysis, system analysis,
competency analysis, job task analysis, media analysis, cost analysis, fidelity analysis, performance
analysis, etc. To view and download, please visit the follovaitygg//www.bnhexpertsoft.com/user
quidesversionr12/,

U0 Answers to Frequently Asked Questioase available online ahttp://www.bnhexpertsoft.com/fag-
1-install/.

U Context Sensitive Online Helfan be displayed for each screen by clicking#ig]. Context sensitive
video clips are also embedded throughout ADVISOR and can be viewed by clicking on tEwvideo
icon.

U Basic Excel Dat&ollection Formsfor various ADVISOR data elements along with data import
instructions are available online atttp://www.bnhexpertsoft.com/datacollectionforms-project
managemeniversionl?/.

U Detailed Excel Data Collection Fornfar Project Tasks, System/Competency Tasks and Job Tasks
along with data import instructions are available onlinehdtp://www.bnhexpertsoft.com/detailed
data-collectionforms-version12/.

U Sample Reportérom each module are available online attp://www.bnhexpertsoft.com/reports/.

U Technical Support: Available 8:00 am to 6:00 pm EST by calling 1 (514%@%8. You may also fax
your questions to 1 (514) 748011 or Email to support@bnhexpertsoft.com
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Chapter2: Define Project Scope an@osts

2.1 Introduction

Keepingprojects on time and within budget is one of the greatest challenges for any project manager. To
minimize delays and cost overruns, realistic project plansnaetled toidentify: (a)what needs to be
done, when, and by whu; (b) the time, money, persorgl and resources needed for each task and phase;
(c)critical paths/milestonesand (d)interdependencies among various tasks., how delays in one task

can impact othersand so forth Since the beslaid plans can go awry, a tracking system is ailizal for
monitoring progress.

ADVISOR Enterprise is a web ba3edining Management System with comprehenspreject and

resource management tosl It forecasts time, money and resources needed to design, develop,
administer, manage, delivemaintain and support training programs; @uy' I G A OF £ £t @ 3ISY SNI G S
Phases andagks including time and money needed by each; facilitates thesetf dependencies and

constraints; speeds the development of project plan; manages the assignmentrsénpel 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 measuremanfdel to keep
projects ontime and within budget.For info on basic functionality and how to configure ADVISOR in line
with needs, please refer to thaDVISOR onfiguation Guide. Remember that context sensitive help for
each screen is also availableddgkingon [Help).

2.2 Define Scope and Estimate Costs

Scope defines project requirementsi.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 sigmifipant on Time
and/orCoss® ¢ KS {O02LJS 2F | GNFXAYyAyYy3a LINRP2SO0 A& RSTAYSR
throughput; quality and frequency of graphics, audio and video; display, control, hardware, system,
motion, audio and visual fidigy; 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, supporhaimdenance staff,

and so forththe effort and money needed to design, develop, administer, manage, deliver, maintain and
support a taining program is forecastedTwo approaches may be uséal forecast training costs and
resources Detailsare provided irthe Training Design User GaidPreliminaryAnalysis Step by Step Guide
and MediaAnalysis Step by Step Guide.
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Chapter3: Divide Projectinto Phases and Tasks

3.1 Introduction

Based on project scope, time and cost estimates, éxofect can be divided into Phases and Tasks that
correspond to actions needed to setup, develop, deliver, support and maintain a training program.
Budgetarycosts andchours needed for each Phase can be retrieved f@mrse Analysis if one has been
conducted,and updated a needed

Moreover, tomaintain consistency and preserve data integrity, time and costsnweahch Rasecan be
harmonizedwith correspndingestimates generated undefourseAnalysis. In other words, should the
time and/or cost requirements for the training gram changgethe time and funds allocated for the
project dan can beupdatedaccordingly

3.2 Setup a New Project

To setupaproject dan and monitomprogress, i.e. to keep projeon time and within budget

Step 1 Clickon the [Implement] tab.

Step2: Clickonthe FiProjects folder.

Step3: dick [Add].

Step4: Input the Project Title Start Date the status of the projectetc. Data required by ADVISOR is
identified by a red asterisk). Of course, the more data you provide, the better the results.

Step5: Once all inputs are entered, clifgavé to create the pgoject.

4

+Add & Save 1 Copy x Delete © Merge % Diverge H Print 1 Up « Restore ? Help & Logout
R 4

Path Project Management b Projects

Dashboard Analyze Design Develop Implement Evaluate Solutions Documents Personalize
=1 Project Management Projects
[=iProjects Analysis Required
4 4
Title® Introduction to Project Management h—
Reference Code  Pro 011
Start Date 1112021 \ 2

Change Task Date No

v
Client* Corporate Training Division v o
Status” Underway v

Import Course [ select]

Sequence 100

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

« »

Notes:

U Oncea project plan is definedhe entire schedulean be shiftedi(e., the Start and End Date of each
TasK to the left or the rightby the samewumber of dayshy changing the Start Date, selecting yes for
Change Tasks Date and clickiBg\g. The Start and End Date of each Tagkbe shifted by the
followingnumber of days New Start Date Current Start Date.
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c:

Team members can only allocate time and céstBrojectswith Underwaystatus Pendingprojects
are not visibldo team members (i.e., individuahssigned to various Task€ompletedor Cancelled
projects will appear to team members under ttictCompleted Projecfolder in read only mode.

c:

You may also share the analysis with colleagues (i.e., Biseigned tdhe sameClien) by clicking on
the [Sharing tab, placing checkmarks next to their names and clglSave.

c:

Oncethe project plan ise@mpleted or milestone reached, you can Archive the Projébis will create
a duplicate copy of th@roject that can only be viewed in read only mode to preserve integrity.

Changes to theurrent project will not impact archived dataTo archive groject, click on the 1
(project) node, then click on theArchivg tab, input the Version Title and clickdvd. 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 réiapyeverwrite existing
version)by clicking on the corresponding tab®f course, if #rojectis deleted, all archived versions
of the Projectwill beautomatically deleted as well.

3.3 Link Project to Course Analysis

If a Course Analysigs beenconducted(under thef*Course Analysifolder), you can linkthe Course
to the Project to generate Phase&eded to setup, develop, deliver, support and maintain the cogrse
including the number olfiours needed to complete eadthase and costsTo link aCourse to a Project

Step 1 dickonthe ] (project title) node.
Step 2 Select Coursg&itle under thelmport Coursefield.
Step 3 Click favé to establishthe link.

+Add & Save B Copy x Delete * Merge < Diverge 1 Notes H Print tUp « Restore ? Help B Logout
Path Froject Management » Infroduction to Project Management

Dashboard Setup Scope Analyze Design Develop Implement Evaluate Solutions Documents Reports Personalize
Project Management il Introduction to Project Management Yo
 [“)Projects / quired Sharing Archive

] 2
A Title* Introduction to Project Management
Reference Code  Pro 011

Start Date 01/01/2021 ]
Change Task Date No

Client* Corporate Training Division

v
Manager* Administrator v
Status’ Underway v

Import Course [ select]

L 2
Leadership Decisiveness Intro

Click and complete next tab, if ag Sales Basics

Basic Procurement and Contracting K] ‘)

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
Online Management

Intermediate Sales

Supplies 101

Advanced Project Management
Leadership and Conflict Resolution
Sales 101

Finance and Forecasting

Basics of Flight 700 Aircraft Series
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If the Project is linked to &ourse the O Import Course Analysinode will appear.To import Course
Analysis data:

Step 4 Clickon H Import Course Analysinode.
Step 5 Selectdata to be imported under the &iveryOption field.
Step 6 Click[Savé to setupPhasesand allocatdimes and costbasedon selectedDeliveryOption.

+Add Save 3 Copy x Delete + Merge < Diverge (1 Notes H Print 1 Up « Restore ? Help 4 Logout
PathFroect Managemen! b Introduction to Project Management b Import Course Analysis
Dashboard Analyze Design Develop Implement Evaluate Solutions Documents Personalize
9Project Management Import Course Analysis S 4
[ Projects ]
| Introduction to Project Management Delivery Option [ select ] L >
T 4
— / PPhases Click the Save button on the top | Currently Used
» =1Plan m [ra—
» EiTrack |
[ Export

Thelmport Course Analysis function will automatically generate Phths¢sorrespond to actions needed
to setup, develop, deliver, support and maintain the coutsacludingthe number of hours needed to
complete each phase and budgetary costs.

= Save B Copy * Delete * Merge % Diverge 1 Notes tUp . Restore ? Help

Path Project Management » Infroduction to Project Management b Phases

Dashboard Setup Analyze Design Develop Implement Evaluate Solutions Documents Reports Personalize
3Project Management Phases ®
v [Projects mport port
v [ Introduction to Project Management oo
ci>Import Course Analysis % 0 z W
O = support (up-font)
/ » [ Support (up-front)
» [ Administration (up-front) —
» [ Development &= Administration (up-front)
» ] Administration (on-going)
» [IManagement == Development
» [JlInstruction
» [ Support (on-going) -_—
S e == Administration (on-going)
» 1Plan
» CaTrack = Management
[ Export
= Instruction
= Support (on-going)
= Maintenance
To add Phase, click on the Add button in the top left comer.

0 Import will not impactPhases and Taskzat have been created under the Proje¢iewPhases and
Tasks will be added.
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3.4 Divide Project into Phases
Create anew Phase

Toaddnew phases foa Project:

Stepl: Click on thef tPhasedolder.
Step 2 dick [Add].

Step 3 Input thePhaseTitle, # of hours needed to complete thi#hase, cost and sequence
Step 4 Click Bavé to create.

s A 4

+Add Save 3 Copy x Delete + Merge # Diverge 11 Notes T Up <« Restore ? Help

Path Proect Management b Introduction to Project Management b Phases

Dashboard Analyze Design Develop Implement Evaluate Solutions Documents Personalize
£3Project Management Phases
v [ Projects
v ] Introduction to Project Management Phase Title* Project Planning
;_" *Import Course Analysis Reference Code  Phase 005
gohases |
| / » [ Support (up-front) Work [hours] 185
» ] Administration (up-front) Work Allocation 100 % —
» [7 Development \
» [ Administration (on-going) Cost $ 75,000
* OiManagement Cost Allocation 100 %
» [JInstruction
» [ Support (on-gaing) Department Instructional Design
» [ Maintenance Department Code 1SD
» 4Plan
» =4Track 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 &ourse(Section 3), then Phases correspondinbg actions needed to setup,
develop, deliver, support and maintain the coursancluding # ohours needed to complete as well as
out of pocket expenses are automatically generatedihe Work [hours] and Cost for each Phase is
presented irread only mode Tochangethe Work [hours] or Gst:

Step = Click on theon O Import Course Analysinode.
Step 2 Turn the cascade optiooff €.
Step3: Click Bava.

b
+Add Save & Copy x Delete + Merge < Diverge 1 Notes H Print T Up < Restore ? Help 54 Logout
PathFroect Management b Introduction to Project Management b Import Course Analysis
Dashboard Scope Analyze Develop Implement Evaluate Solutions Documents
3Project Management Import Course Analysis Y
= Projects ]
| Introduction to Project Management lDeIwevy Option  ADVISOR Recommendation v ° |
Brpon Course Anapysis | \
% MPhases Click the Save button on the top left to save
— /> t=iPlan KJ »
» EiTrack
[ Export
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Step4: dick on the: (phase) node you want taedit (' Developmentnode, for examplé.
Step 5 Update the Work [hours] and Cost
Step 6 Click Bav4.

...v.\., G

x Delete * Merge % Diverge
Dashboard Scope Analyze Design Develop Implement Evaluate Solutions Documents Reports
5 Project Management i Development )
v [DProjects
¥ [ Introduction to Project Management Phase Title* Development
i i e Reference Code  Phase 003
v [Phases
Support (up-front) Work [hours] 975 o
_1 Administration (up-front) Work Allocation 100 %
0
~ Administration (on-going) Cost $ 850,000 \ o
_1 Project Planning Cost Allocation 100 % —
~I Management
~ Instruction Department Instructional Design
~ Support (0n-going) Department Code 1SD
Maintenance
» Plan Align Time/Costs  Development v
» CiTrack Sequence 300
[ Export

Click the Save button on the top left to save.

Note:

u  If the Work [hourd or Cost fora Phase are modified under Project Management, you can restore the

original estimates from Course Analysis by clicking orlt lenport Course Analysinode, turning
the cascade functiobackon @ andclickng [Savé.
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3.5 Setup Tasks for Each Phase

EachPhase can béurther divided into TasksandeachTask can be assign@®b of the Phase ok (hours)
andCosts. To create a new Task

Step 1 dick ona next to the O (phase node(: Project Plannininode, for exampleto expand.

Step2: Aickonthe M Taskdolder.

Step3: ClicklAdd].

Step4: Input the TasKitle, % oftotal work allocatedto Task,% oftotal cost allocated to dsk, whether
or not it is a milestonandits sequence

Step5: dick[Savé to create

vy

+Add & Save 3 Copy x Delete
Path Froect Management ¥ Introduction to Project Management b Project Planning b Tasks
Dashboard Analyze
3Project Management Tasks
¥ [MProjects
¥ |] Introduction to Project Management

+ Merge < Diverge 1 Notes E Print Up <« Restore ? Help B Logout

Develop

Implement

Evaluate Solutions Documents

Design Personalize

Task Title* Create Project Plan

&>Import Course Analysis
¥ [MPhases

» [ Support (up-front)

» [} Administration (up-front)
Development

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

=

Cost [% of Total] 40 %

» [ Administration (on-going) Milestone Yes v
Project Planning - | RAP
Summary N Sequence 50
» [ Management

» [7Instruction Click the Save button on the top left to save.
» ] Support (on-going) <‘ .)
» [ Maintenance
» ZIPlan
» Track
[ Export

Implications:

U To preserve data integrity, usecannot directly specify th&/ork [hourd and Costsfor each Task.
These values are computbdsed orthe Work [hours]and Costs of the Phaseand % allocated to each
Taskas 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 ofCost [% 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 Phases generated fronCourseAnalysis You may of course edit Task title and corresponding

parameters byclicking on the (task title), editing the parameters and clickin§4ve.

RN
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3.6 Summary
To facilitatethe management of Tasks within a Phase

Step I Qick on thei Summarynodeto view a list of Tasks in a tabular format
Step 2 Specifithe Sequence Work (% of total) andost (% of total) for eachabk.

Step 3 Click[Savé to automatically compute and update th&ork [hourg and Costs allocated to each
Task.

4

+Add & Save &l Copy x Delete # Merge © Diverge {1} Notes H Print 1 Up % Restore ? Help 3 Logout
Path Project Management b Introduction to Project Management b Project Planning b Summary

Implement Reports
= Project Management Summary
v MProjects
v (1 Introduction to Project Management - Sequence Work [% of Total]
G>Import Course Analysis

Sost Cost [% of Total]
Brainstorm 10 56 0% $22500 0%
v [MPhases
» © Support (up-front) Create Project Plan 50 74 40% $30.000 0% \
> [ Adminisirabon {up-ront) Needs Assessment 70 56 30% §22500 0% N
» [ Development

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

v o Tasks
» [ Brainstorm

q »
> Create Projen Plan Click the Save button on the top left to save.
» [ Needs Assessment « »
:
Management
Instruction

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

» 1Plan

» S Track
) Export

[ ]

Step4: You may also view and ediasks withirall Phasesf a Project by clicking on tHeroject Plari
iconon the [tPhasedolder.

3 Save B Copy + Merge < Diverge 11 Notes . Restore ? Help

0go
Path Froject Management b Introduction to Project Management b Phases
Dashboard Analyze Design Develop Implement Evaluate Solutions Documents 2
9Project Management Phases
v [2Projects /|
¥ [ Introduction to Project Management

Yy
&>Import Course Analysis @ 0 7 W
» T = sy o)
— / » £9Plan
» CiTrack

[ Export Administration (up-front)
(o}

Development

Administration (on-going)

£ 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 Specifithe Sequence Work (% of total) an€Cost (% of total) for eacha$k

Step 6 Clickon[Savé button to automatically compute and update thWéork [hourd 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 5-02 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% $0 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

= 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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Chapter4: Generate Project Plan

4.1 Introduction

With the time and cost needed to perform each Task in place, we are readjeteelop the ProjectIBn.
This involves identifying and definitaskdependencies and constraints, setting up a schechgevell as
assigning personnel and resources. Details are provided in the following sections.

4.2 Define Dependencies

To ensure that the Project Plan is accurate and realistic as well as to enable project msmaggcipate
the impact of delays on schedule, dependies@among Tasks can be definelh other wordsthe order
in which activitieshouldbe performed.C 2 NJ S E | Vrislfu&ianal Dési§h ask can only commence
afterd CNR2 y (i 9 yhBsbden/cbnfipetédATa setup dependencies:

Step T dickona next to theftPlanfolder and ona next to thef*Dependendesfolder to expand To
facilitate thesetupof dependenciesall prOJect Tasksdefmed inSection3.5) are presented

Step 2 TospecifyTaskdependencies, click ahe L (task title), (L Instructional Designfor example)
Step 3 Selectthe Dependencyand specifithe Lead or &g time if required
Step 4 dick[Sava.

+Add & Save & Copy x Delete * Merge 4+ Diverge (0 Notes H Print % Up <« Restore ? Help X Logout

Path _Project Management b introducton o Project Management b Plan b Instructonal Design

Dashboard i s Develop Implement Evaluate Solutions Documents Reports Personalize
EiProject Management Instructional Design )
v [ Projects

+ [ Introduction to Project Management Dependency Lead Time [Days] Lag Time [Days]
EimponCass duaiss Computer Lab Setup [ select] vio 0
- » PPhases
v ™Plan Online Initial Support [ select] v o 0
g’ = DUooendences Course Registration [ select] v 0
Computer Lab Setup
Online Inital Support Inital Administrative Support [ select | v 0
Loufse Regeiaion Accreditation [select] v oo 0
Initial Administrative Support
Accreditation Front End Analysis [ setect] v 0
- Front End Analysis Development [ select] vlo 0
instructional Design
Development Evaluation [select] MK 0 3
“ Evaluation Administration (on-going) [ select | v o 0 e
Administration (on-going)
Brainstorm Brainstorm  select] v o )
e i B Create Project Plan [select] v] 9 )
Needs Assessment
Course Management Needs Assessment [ select] v o o
Online Management Course Management [ select] v 0 0
Course Preparation
Instruction Online Management [ select] v o 0
e Course Preparation [select] 7@ 0
Classroom Support
Online Support Instruction [ select] v 0
B SVerinitve Makéenence Debrief and Evaluation [select] vl b )
Corrective Maintenance
Constraint Classroom Support [ select] v 0 0
Schedule Online Support [ select ] v o
» [ Assign Personnel & Resources
Project Plan Preventative Maintenance [ select] v o 0
2 mck Corective Maintenance [ seiect ] 3B 0
[ Export
Click the Save button on the top left to save

U Three types of dependencies mhg 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 Dependenciesan befurther qualifiedwith Lead or hg time. For example, i 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 daysrfn the Finishing of another Task,
then input 10 days under Lead Time [days].
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4.3 ldentify Constraints

To ensure that the Project Pl@accurate and realistias well as to enable project managé& anticipate
potential problems, time constraints on various Tasksalaobe defined To setup a constraint

Step 1 Qick on the | Constraintnode.
Step 2 Inputthe Constraint Type and Constraint Date.
Step 3 Click Bava.

4

+Add & Save B Copy = Delete + Merge % Diverge 1 Notes H Print 1 Up <« 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 [2Projects

¥ [JJIntroduction to Project Management Constraint Constraint Date

#Import Course Analysis Support (up-front)
» [Phases
v (1Plan Computer Lab Setup [select] v -]
. » xDependencies Online Initial Support [select] v il
P Administration (up-front)
v » [ Assign Personnel & Resources Course Registration [select] g o
) Project Plan
» (Track Initial Administrative Support [ select | v 1)
[ Export Accreditation [ select] v i ]
Development
Front End Analysis [ select] v )
Instructional Design [select] v 2
Development [select] v :1)
Evaluation [ select] v ]
Administration (on-going)
Administration (on-going) [ select] o m
Project Planning
Brainstorm [select ] v o
Create Project Plan [ select] v ]
Needs Assessment Finish No Later Then v 4112021 2}
Management J—
Course Management [select] v 2]
Online Management [ select ] v :1)

Notes:

U The following constraints can be defined for each Task:

C As Soon As Possibld.the Task should be completed as soon as possibl@esired outcome
with no impact on the schedule.
As Late As PossiblH.the Task should be finished as latepassiblec a desired outcome with no
impact on the schedule.
Finish no Earlier Thenf the Task End Date should finish after the specified Constraint Date.
Finish no Later Thenf the Task End Date should finish before the specified Constraint Date.
Must Finish Onlf the Task End Date should finisi orbefore the specified Constraint Date.
Must Start On.If the Task Start Date must begin orbefore the specified Constraint Date.
Start No Earlier Thenf the Task Start Date must begin afteetbpecified Constraint Date.
Start No Later Thenlf the Task Start Date must begin before the specified Constraint Date.

OO 0000 O

Implications:
0 Whensettingup the schedué (Section 44), ADVISOR validates the Start and End Date of each Task

against dependenciesnd constraints tensure thatall requirements are metThis ensures that a
schedule cannot be setup in violation of dependencies and constraints.
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4.4 Setup Schedule

Specify &art and End Dates

To create a Schedule

Qlick on the node.
Input the Start and End Dasof each Task
Click Bavé to create the Project Schedule.

The Start and End Dates of each Task are validated agieipshdenciegSection 42) and constraints
(Sectiond.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,asrssowrbelow.
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