]project-open[ Consulting Guide
Yes, it’s free!

Basic Project Operations

What for?

Projects represent a one-time activity with a start and an end date, paid by a customer and executed by a number of in-house and external resources.

Create a new project

Modify a project

Delete a project

Projects are the base for most of the ]po[ modules

Adding new Fields to Project 

It is possible to add any number of new dynamic fields (DynFields) to projects. For example, it is possible to add a drop-down field for the project’s Cost Center, or a text field to describe the project risk.

Workflows

]po[ allows you to start a workflow every time you create a new project. In its default configuration, ]po[ will execute a “Project Budget Workflow” to ask Senior Management to approve the budget for a project. 

Workflows are designed to be customized. However, customization requires considerable knowledge of ]po[, so we recommend you to contact the ]po[ team if you plan your own workflows.
Permissions

· Project membership

· Permissions to “see all projects”

· Permission to “edit all projects”

· Permission to “edit project base data”

· Permission on “budget”

· Permission on “hourly budget”

Gantt Project Scheduling

What for?

Gantt scheduling allows you to break down the project activities into a number of “Tasks”. Tracking the advance of tasks and comparing it with the time and resource consumption allows you to detect deviations early in the project while you still have options to react.

We have written the GanttProject integration in order to allow project managers to design complex project schedule via a drag-and-drop Windows interface. Modifying tasks via the ]po[ Web interface is possible, but has turned out to be very clumsy in usability tests.

You need to decide where to maintain the “master” schedule and the “% completed” for each task. Otherwise you may accidentally overwrite values.

Recommendation:

· Please use GanttProject to maintain the schedule (start- and end date) and % completion values.

· Please use ]po[ to maintain the Planned, Billable and Logged number of hours per task.

“Round-Trip” Gantt Project Planning
]po[ allows you to define Gantt schedules using the GanttProject open-source application.

· Task with start- and end date

· Project Resources

· Assignation of resources to tasks

· GanttProject custom fields are not supported
Defining a Gantt schedule of a project
· Create a schedule using GanttProject
· Import the schedule

· GanttProject tasks will be created

· Resources defined in GanttProject will automatically be added to the project, based on the resource’s first and last name. ]po[ will notify you if the resource doesn’t exist as a user in ]po[ and offer you to create the resources on the fly.

Viewing the Gantt schedule of a project
· Using the ]po[ Gantt diagram

· Downloading the schedule for GanttProject

Updating the Gantt schedule of a project
At any time you can update a modified GanttProject file into a project to update the Gantt schedule.
· Existing tasks will be updated according to the new start date, end date, % completion and resource assignations. Modifications made using the ]po[ web interface will be overwritten.
· The “Planned Hours”, “Billable Hours” and “Logged Hours” values of tasks will not be overwritten. 

· New Gantt tasks will be added to the project

· Deleted tasks will also be deleted in ]po[. ]po[ will ask you to reassign task costs (in particular logged hours) to another task.

Modifying tasks via the ]po[ Web Interface
· Add new tasks

· Update the start date, end date and % completion

· Add dependencies between tasks
Tracking Project Progress

Progress tracking refers to a manager’s task to compare the advance of the project with the consumed time and resources. ]po[ supports project tracking in several ways: 
· The projects’s TaskListComponent allows you to compare the %completion value for each task with the planned number of hours and the number of logged hours.
· The TaskListComponent also allows to compare the task’s end date with the current date. Due tasks with % completion < 100% are shown in red.

· The project’s EVA (Earned Value Analysis) diagram allows you to compare the overall project advance with the resources consumed (available as a commercial extension module).
· A Timesheet Projects & Customers report (see below for details) allows you to analyze the details of logged hours.

Automatic Calculation of Project Progress
]po[ can automatically calculate the %completed of a project based on the %completed of its tasks if the parameter “xxx” is set to “1”.
Scheduling and Resource Availability

Modifying the project schedule based on resource availability is currently not available in ]po[. Also ]po[ currently does not support national or local holiday calendars.

Therefore we recommend to schedule exclusively use GanttProject to schedule projects. 

Permissions
· The permission to up- or download a GanttProject schedule depends on the current users read and write permissions on the project. 

· Special “view timesheet tasks” and “add timesheet tasks” permission determines if a user is allowed to upload a GanttSchedule and to modify tasks via the ]po[ interface (see below)

Budget

Timesheet Management

What For?

Payroll represents the biggest cost for most service companies. Timesheet management allows you to distribute these costs to a number of projects and activities. This mechanism together with information about external costs allows you to calculate the profit & loss per project.

Timesheet Logging Basics

Timesheet logging allows you to capture hours for all open projects where you are a “member” (please see xxx for project membership).

Logged hours are then multiplied with the user’s “Hourly Cost” rate from the Employee’s HR file. The resulting amount is added to the project’s cost (ToDo: Default config: immediately log hours per project).
Timesheet Calendar Page

· Timesheet Calendar Page

· Timesheet Page 

· Logging hour per day

· Logging hours per week

· Logging hours for another day

· Logging hours on another project

Timesheet Permissions

By default, logging hours is restricted to those projects where you are a “member”. His is useful in order to limit the size of the TimesheetEntryPage if many projects are open concurrently.

Timesheet Workflow

This function is only enabled if the package “intranet-timesheet2-workflow” has been installed.

In this case, the TimesheetCalendarPage shows a “Submit N hours” button allowing to start a confirmation workflow for the hours of that corresponding week:

· A separate workflow is generated for every main-project.

· The workflow that comes as part of the default ]po[ configuration assigns the user’s “supervisor” (from the user’s Employee HR screen) to approve the hours.

Parameters

· Log hours on “potential” projects

· Timesheet logging scope main_project, sub_project or task

· Permissive logging

Expenses
Resource Management

Why Resource Management?

Resource management allows you to track the availability of your employees and other resources. This information can help you to take assignment decisions and to plan project in the future.

Basic Operations

· Use the “Project Member” component to specify the % of time that a user is assigned to the project. 

· The % assignation refers to the entire project execution time from the project’s start to end date.

· You can follow-up assignations using the Gantt ResourceChart (???) which is available per project and globally (-> Projects -> ResourceXXX)

Top-Down vs. Bottom-Up Planning

There are two different ways to use resource planning with ]po[:

· Top-down planning means planning assignations at main projects. For example, you could assign a system administrator 20% to a 6 month project. This number leaves open whether your administrator would work 4 weeks in a row or if it is a continuous dedication of 20% per day.
· Bottom-up planning refers to detailed per-task planning information, typically coming from a GanttProject schedule. By assigning resource per task you can get a very fine-grain control of resource dedication

The GantttResourceDiagram allows you to look at resource assignations at different levels of detail. The GanttResourceDiagram will always show averaged assignations.

The GanttResourceDiagram does is (yet) of weekends and holiday calendars. Instead, the component assumes that a week consists of 7 and a month of 30 days. So it will only give approximate numbers.

Profit & Loss per Project

Please see PO-Finance-Guide for details.

Sub-Projects

What for?

You can use sub-projects to:

· Delegate the responsibility for parts of a project to a specific sub-project manager

· Each sub-project includes a separate “e-room” with forum, filestorage, Wiki etc. This is useful if the communication in the sub-project is completely separated from the communication of the main project. However, this may also lead to confusion with the project team if it is not clear where to look for relevant information.
· Financial information is aggregated from sub-projects to the main project. The main project manager can see the aggregated financial information from all sub-projects

· Notice: Very large project structures (>3 levels, main project – sub project - task) with many tasks can lead to considerable performance problems, depending on the number of users and the size of your server. In such a case we recommend to convert the 1st level of sub-project to main projects. This can be done at any moment without loss of information.

Project Templates and Project Cloning

This functionality allows you to create a “copy” of an existing project.

This is particularly useful if your company frequently performs projects of the same type. For example, an IT company might offer “security audits” that always consist of the same 5 tasks.

Parameters:

- You need to enable XxxxCloning parameter

Indicators

Search Engine

· The search engine is integrated with the ]po[ permissions system. Users will only find objects that the user can “read”.

· There is an optional full-text File search module available, allowing you to index the files in the ]po[ filestorages of each object.

Invoicing
· Fixed-price projects

· Effort-based projects

· Create quote from Timesheet Tasks: This is a wizard that allows you to create a quote based on planned, billable of logged hours of a project. ToDo…

· Create Invoice from Quote

Reporting
