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Technical Assistance:
email: PPMO®@asu.edu

welbsite: hitp://links.asu.edu/ppmo

Jump to the topic of your choice by clicking on a link below.
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Concepts:

1. Resources

In Planview, resources are employees.

2. Skills & Roles

As projects are created, tasks are created that need employees with certain skills or
roles to fulfill the task. Roles are assigned by resource managers to the employees
that they manage in Planview.

Every employee can update his/her skills in Planview. Resource managers can then
search for roles and skills to fill a task.

3. Projects

Projects are collections of tasks. These tasks have time frames and can have
employees attached to the tasks. Financial information is also stored with the
project. Once the project is in executing mode, a baseline is taken to help monitor
the progress of the project.

4. Portfolios

Portfolios are collections of either projects or employees (called resources).
Work portfolios hold collections of projects.
Resource portfolios hold collections of employees (resources).

5. Requests

Resources in PlanView are people that do the tasks in the projects. As we start to
use PlanView, more and more of our work will be tracked in the software. There are
three basic ways that people who have access to PlanView will enter their time.

e Standard Activities — these are activities like meetings, sick days, vacation

¢ Maintenance of Business (MOB) — These are special projects where the work is
not planned and very dynamic - (like server maintenance).

e Project work — These are tasks in the projects that must be accomplished. In
project work, project managers work with resource managers to request
people to do certain tasks.

O Requirement —This is a high level requirement to have a certain skill on
your project. "I need web developers, graphic artists and a
communications person on my project”

O Reservation — This is soft booking a specific person for a future time frame.
This keeps the person from being overbooked in the future.
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o Allocation - This is booking a specific person to do a specific task during a
specific time frame. The person can log his/her hours in PlanView against
an allocation.

o Authorization — Allows people to track time to a project, without being
specific about a specific task with a start and end date. “I worked for 10
hours this week on server maintenance”.

DECREMENT

NAMED FROM CHARGE TIME WBS
TIME FRAME | RESOURCE | AVAILABILITY | TO TIMESHEET LEVEL
Requirements 12+ Weeks No No No Any
Out
Reserves 7-12 Weeks  Yes Yes No Any
Out
Allocations 1-6 Weeks Yes Yes Yes Lowest
Out
Authorizations MNon-Planned Possible No Yes Any
Standard | d Yes
Netwitios MNon-Planne Mo Mo
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%AR[Z()NA STATE
UNIVERSITY
Procedures:

1. Request a Planview Account

Request an account and/or charter by talking the PPMO office. Email
ppmo@asu.edu and request an account. The office will need to know what type of
account you need:

o Project manager (creates and maintains projects in Planview)

o Resource manager (manages people’s work on different projects)

o Team member (records fime against tasks in projects in Planview)

2. Login

Once you have an account, login to Planview at https://www.asu.edu/planview
NOTE: Works best if viewed with Internet Explorer.

ﬂl}\m ZONA STATE
UNIVERSITY

ASU-edu 7, » check it out:
is now mobile % m.asu.edu

Sign In

ASURITE User ID: |
Password:

sign In

Need Help? Help Center

Activate or Request an ID

Forgot D/ Password?

Remember My User ID
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3. Create portfolios

A portfolio is a collection of projects or resources .

Create a Work Portfolio

1. Click on Go to Portolios > Work portfolios > Create a Work Portfolio

PLANVIEW ENTERPRISE Go To Portfolios Glokal Favorites Notifications ~ Timesheet

- - Recently Visited r
Gt Work | Resources | Analytics

y | Quick Links = :
S B il —3» Work portfolios % All UTO projects &R
Projects *| Centralized Digital Certificates &~ #
Notifications Resource portfolios  *| yiay/Edit All Work Portfolios L]
“ Requires Attention (5) * | Open the GoTo Windagse 6rexte = Work Partiolia '

Type in a name for the portfolio.
Use the data picker to select the projects for your portfolio.
Type in a description of the portfolio (optional)

roN

Go To Portfolios Global Favorites
Notifications Timeshest Content

PLANVIEW ENTERPRISE

[tomeview JUY osources | nsvic

[ =l Centralized Digital Certificates s | 2 Q=R (4| Projects] »

Back | Create Wark Portfalio for pstall

Create Portfolio

led]

Work

Name,| [Mew Portfolio

Description
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Navigate through the folders on the left to get to the desired level of projects.
Click on the checkboxes next to the projects you want in your portfolio.
7. Click OK.

= Hierarchy I Search ' Favorites ] Recents ' Selections g|

o O

|L—:.FA¢SU Arizona State University SRS A AR W
i Department: University Technology Office jymp 1o
\i Division: Academc Technologies [
I t Diion' Develop i . | |
D on Sccurify Officc Description | WorkiD
|+ Division: Initiatives - D
|+ Division: Operations & Support = Centralized Certificates and Test 0000092 r |
(5 Dt |
+ Diision: Planning & Programe Manat = o1 i2od Digital Certficates 0000094 3
e Y Confirmation 4 Doo00S4 W ai
Fl Confirmation 5 0000085
= Email Security- Test 0000090 T sa
[ Email Security- Test 0000091
[} testabe 0000093 ¥ s
4| T b -
oK ] [ Cancel
8. Click Save.

PLANVIEW ENTERPRISE Go To Portfolios Global Favorites Motifications

somoviow [

[eMTe et dar = Tl Centralized Digital Certificates|se| 42 [Tl [41l Projects]|s

Back | Create Work Portfolio for patoll

'—h Save | Cancel

Create Portfolio

Woark | | Confirmation 4 IE
Confirmation 5

MName | |confirmation projects in infosec office

Description | These are the two projects in the information security office

The projects that you select will show in the work field. In this example, we have
selected two projects and typed in a Name and Description.
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You wil be presented with your portfolo screen.

Homeview WY1 8 Resources | Analytics

[EAf=a e ol confirmation projects in infosec office s | 2 BT [l Projects] v
Back | Portfolio Portal

Datamart progressed to: 1/22/2012
Notifications o=
Y, Requires Attention (2) =

My View All
Project Navigator =
Cha -
PM - - - ~nanges Resource Status Project To Do
Schedule Status Stat Details Lifecycle Einance II::'I:i Profile Report Website List
Confirmation 4 Executing = [ Q) e @1‘ E ‘ '[':'
Confirmation 5 Executing [ Q) e @1‘ E ‘ '[':'
Allocations At Risk o=
Project Work ID Task Resources Schedule Start Schedule Finish Utilization
Confirmation 4 0000084 Expected delivery schedule Connie Roberts 12312012 132012 200
and contraints

Confirmation 5 0000085 Refine WBS Lani Hildebrant 172372012 2192012 200
Confirmation 5 0000085 Refine WEBS Matthew Rapp 12312012 12312012 200
Confirmation 5 0000085 Determine project methodology Chris Deaton 1232012 1232012 200
Not Staffed Work =
Project Work ID Task Schedule Start Schedule Finish
Confirmation oooo0s4 Define deliverables 172372012 172372012
Confirmation ooooos4 Resources and reporting matrix 112372012 21292012
4
Confirmation 0000084 predecesor 12312012 12312012
4
Confirmation oooooss Define interim deliverables 172372012 172372012
Confirmation 0000085 12312012 172312012
Maore ==+

Each project that you selected is available in the Project Navigator area. The
various Icons and links will give you different views into each project.

Depending on your access to Planview, you may also see information about
different resources for each project as well.

To get back to the homepage, click Homeview and then Dashboard.

From the homepage, you can get back to your portfolio by clicking on Go to
Portfolios > Project Porffolios > Select your portfolio name.
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Create a Resource Portfolio

A resource portfolio is a collection of people in Planview.
You must set up a portfolio to use the resource assignment manager.
1. Inthe top bar click Go to Portolios > Resource porifolios > Create a Resource

Porifolio

Go To Portfolios Global Favorites MWotifications  Timesh
Recently Visited
\ Quick Links
Back | Homeview Portal | Work portfolios »
| Projects |
Notifications —.__hﬂm portfolios * UTO care resources & X |
“ Requires Aiertion {5) * | Open the GoTo Window| view/Edit All Resource Portfolios |

PLANVIEW ENTERPRISE

Gt Work | Resources | Analytics

Type a name for the portfolio in the name field.
Fill in the description field as well, if desired.
To fillin the resource field, click on the select work button next to the field.

Go To Portfolios Global Favorites
Motifications ~ Timesheet Content

roON

PLANVIEW ENTERPRISE

(e Tl Ceniralized Digital Ceriificates wi| = ENOESEEl (41| Projects]

Back | Create Work Portfolio for pstoll
Create Portfolio
Work IEI

Name, | [Mew Portfolio

Description

Navigate through the folders on the left to get to the desired level of resources.
Click on the checkboxes next to the resources you want in your portfolio.
7. Click OK.

o O

Hierarchy I Search I Favorites I Recents I Selections

[= Enterprise: Arizona State University
— Business Area: University Technology Office
[+ Department: Academic Technologies =
[+ Department: CIO
[+ Department: Development |
[+ Department: Information Security Office "'_'k Kewin Lockart
[+ Department: Office of the CIO
[+ Department: Planning and Programs Terry Hinton
—. [~ Department: Support & Operations
— Department Head: Jay Steed
[+ Division: Application Support
+ Division: CARE - Customer Care
— Division: Data Center
Resource Manager: Terry Hinto
[+ Division: Data Center, Operations
G'_ Division: Database & Production Supp ~
< [ | +

—“{ OK ] [ Cancel

James Muscara
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8. Click Save.

PLANVIEW ENTERPRISE

Go To Portfolios Global Favorites Notifications ~ Time|

GLIGEUETE Work | Resources | Analytics

Back | Create Resource Portfolio for pstoll

— 5ave | Cancel

Create Portfolio

Resources | | Support & Operations IE

Name | Support and Ops

Exclude Resources whose [
Employment End Date has passed

Description .AII people in support and operations|

You wil be presented with your portfolo screen.

Homeview | Work BEELIEEN Analytics

Current Portfolio:  [Sllqelyg=lIvEe i30S

Back | Resource Portal

Notifications
4 Reguires Attention (7) # ¥ Needs Approval (4) #

Timesheeis Requiring Attention
MNo Motification within the past period setting

Graphical Profile Summary
|» 12212012 Time Now

2 2012 22 2012 2mz 2012 2mz2 2012 202 2012 mz 2012 2013 2013 2013 29
Jan Feb Mar Apr May Jun Jul Aug Sep Oct Nov Dec Jan  Feb Mar A
I

137.29d 177.38d 4742d 168d 176d 168d 168d 184d 152d 184d 152d 144d 0d 0d 0d 0

Resource Utilization

Rezource Utilization over a 12 week range
No data was found for these selections.

The default view shows a timeline, with a red line indicating where “fully loaded" for
those resources. In this example, no requests for resources time have been put into
Planview yet, so no data appears on this example screen.
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4. Grants

“Grants” are the way that people are given different levels of access in Planview.
“Work Grants” allow people to view or edit projects.

“Resource Grants” allow people to view and manage resources.

Planview administrators do the majority of this work.

Project managers can grant work grants to projects that they manage.

Resource managers can view their own resource grants.

Review your grants:
1. In Planview, click on Homeview then on Review Grants.

Dashboard 3
Timesheet

My Assignments... = n
Preferences. .. * h
Review Grants h
Create/llpdate Grants

2. There are four types of grants. Click on each link to see the grants that you have

been given.

Review grant=s

Work grants

Besource grants that affect Assignment notifications

Resource grants that affect Time & Billing notifications

Work Grants
This example shows that this person has read only (RO) access to all of the

projects in the UTO department, and Read Write (RW) access to several specific

projects.

Back | Grants for Paul Stoll

Grants Level Grant Type
RO

RW

RW

RW

RW

RW

RW

Department: University Technolo

Project

Peoplesoft HRSA 9.0 Upagrade

B R B B B OB M

P38 Training Development/Deliver
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Resource Grants

Resource grants will allow you to approve resources fime, review fime put into
timesheets, change their roles and manage their work on projects. After
clicking on Resource grants, you will likely see something like the below.

Go To Portfolios Global Favorites Motifications Ti

PLANYIEW ENTERPRISE
L TSN Work | Resources | Analytics

Back | Resource Gra nts for Paul Stoll

Granis Level Grant Type
Business Area: Unwersity Technology Office 2 RO
Resource Manager: P 6 RW
Resource: P 7 RW

This person has read only access to everyone in UTO, and has Read / Write
access to certain people.

Note that the person’s name (your name) is listed twice, once as a Resource
Manager and once as a Resource.

Click on the name across from the Resource Manager label and you will see the
resources that report to that resource manager.

Back | Children of Resource Grants
Structure Parents

Enterprize: Arizona State University

Bu= Area University Technology Office
Department: Planning and Programs

=partment Head: D

o

Diraizion: IT Planning & Project Management

Resource Manager: Pl

Structure Children

Resource: Ar
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5. View your PlanView Profile
Planview will search for people’s attributes and roles when suggesting people to
work on tasks. Here is how to update your skills.

1. In PlanView, click on Homeview > My Assignments > My Attributes

PLANVIEW ENTERPRISE
Homeview WY& Resources
Dashboard b

[TQ projects |6
Timeshest (

My Assignments. ., x| Wy Scheduled Assignments —

Preferences.. = My Aumorizatic-%
Review Grants My Attributes

LCreatelUpdate Grants ,roeq and Products

Set W

2. Scroll to the bottom and click on Update next to the Resource Detail Attributes.

Resource Atinbutes
= Resource Detail Atiributes Update

UTO - Resource Types  Full time (Auto approve)

UTO - Job Title B
UTO - Reseurce Roles % (Primary selection)

1. Public Relations/Communications 4
2. Training/Communications 1
3. Office Supervisor 3
¥ 4. Manager 2
UTO - Skills 1. Project Manager 1
2. Systems Architect 1 o
3. Training Delivery 1
4. Training Instructional Design 1
5. Web Application Support 1
6. Web Developer 1
Location Tempe Campus
UTO - Cost Center
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Click on Add UTO - Skills attribute.

PLANVIEW ENTERPRISE

UTO PPMO & Training
Planview Resource Manager Training

Resource Detail Attributes for Paul Stoll
Resource Detail Atiributes

Required Fields |

UTO - Resource Types
UTO - Job Title

UTO - Resource Roles

UTO - Skills

Location

UTO - Cost Center

r

Full time {Auto approve) IZ|

@ Add UTO - Resource Roles attribute

7 (Primary selection)
@ 1. Manager
2. Office Supervisor

@ 3 Public Relations/Communications

= 4. Training/Communications

\dd UTO - Skills attribute

1. Project Manager

1]
1[=]
1]
1]
1]
1]

2. Systems Architect

3. Training Delivery

4. Training Instructional Design
5. Web Application Support

6. Web Developer

[=]

Tempe Campus

Save | Cancel

2[+]
3[+]
4[+]
1[=]

X X ¥ =

X X X X ¥ %

4. Click on the check boxes next to the skills that you possess. Then click on OK.

Search

[

|

Favorites Recents Selections
e =
damsTo (ieAEEE MM :
| Descrigion, |
3rd Party/Off-the-Shelf Application Administrator " -r

Academic Instructional Design
Academic Technologies™
Administrative Assistant
Blackboard Support
Business Analyst

Century Link Land

Cirix Land

Classroom Support
Classroom Technologies
Conferencing (video and web)
Construction

Contract Application Manager
Dashboard Developer

Data Center Operations

Data Warehouse Developer

i v i s |

DBA

] ( Cancel ]

5. Rank your skills as most prevalent (1) to least prevalent (larger number) click

Save.

Revised 8/29/2012
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6. Define Role for your Team Members

As a resource manager, you have the responsibility to select the role in Planview
that best fits each of your team members. As project managers look for resources
for their projects, these roles will be the primary way that they locate people to work
on their projects.

To define the role for a team member, follow these steps:
In PlanView, click on Resources > Resource Assignment Manager

B g ]
Homeview m Resources TS
| Homeview | rmtytics

Current Portfolio: [SIL

Dashboard
Back | Resource £ Time and Billing... -
: Resource Assignment Manager 'EFI
\obiumesical Profile Review Resource Utilization ‘—]LI

Review Org. Resource Utilization

Description rnal

L Fill Resource Requirements

Unfilled R . i
nhfled Reqy Fill Unaddressed Resource Reguirements

Scheduled Assignments Graph

You will see a page that shows all of the people that report to you (according to
Planview)
Click on the red down arrow next to a resource’s name and choose resource detail.

"Er'w Gregory Boshm

Resource Detail

Create New Standard Work Activity

Approve Time and Billing
Review Time and Billing
View Authorizations

View Support Tickets

Substitute Resource
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Scroll down and click on the update button in the Resource Details Attrib ute

section.
Resource Attributes
= Resource Detail Atinibutes \ Update

UTO - Resource Types  Full time (Auto approve)
UTO - Jeb Title Support Systerns Analyst Senior
UTO - Resource Roles ' (Primary selection)
1. Training/Communications 3
w2 Support Systems Analyst 1
3. Information Technology Specialist 1
4. LMS Specialist 1

5. Web Administrator 3

UTO - Skills
Location Tempe Campus

LTO - Cost Center

FLANVIEW ENTERPRISE

F'.esouroe Detail Attributes for Gregory Boehm
Resource Detail Atinbutes

UTO - Resource Types | | Full time (Auto approve) [+

UTO-Job Title  Support Systems Analyst Senior

UTO - Resource Roles | @ Add UTO - Resource Roles En:'il.'u.‘e“‘.—-

W (Primary selection)

@ 1. Information Technology Specialist '-{EI F4
UTO-S8kills @ Add UTO - Skills attribute
Location |Tempe Campus  [v]
UTO - Cost Center lL_“"I_ .-I-_-ﬂ_l
Save | Cancel
Done e Internet | Protected Mode: On a2 - H100% ~

Use the data picker to select the Job Title (if incorrect)

Click on the Resource Roles Atftribute to change the resource role to match the job
title (if appropriate)

Click Save
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7. Manage Resources

The most important work you will do in Planview is to manage your people.
This includes:
e Approving requests for your people’s time on projects
¢ Manage situations where too much of a person’s time is requested
e Review requested time vs. time reported by your people.

Approve Requests

Project managers will request time of your employees.
Approve these requests from the resource assignment manager.
1. Go to the Resource Assignment Manager (RAM)

PLANVIEW ENTERPRISC

=GV Work | Resources

i Rk | Homewe'-\r_: Dashboard

Time and Billing... /:-

Notifications Resource Assignment Manager
“ Beguires Atter Review Resource Utilization

PO TR TP e PPN P [ £ 1 P

2. Expand the list of requested tasks for each person.

3. Double click on the “State” column item to change the value from “requested”

to "approved”.

[* Description Work ID  State
IE'YI P8
[Et:-] P

4

IE‘v‘ Project Management - WG 14 - Split Build . 0000080 Approved
lE‘vI Testing Coordination - WG 14 - Split build-out . 0000080 Approved
iEij WG7A - Testing Coordination Remaining PS 9 . 0000078 Approved
l.Ef;v| WGE7A - Project Management 0000078 Approved
IE‘v‘ Infrastructure Coordination and Test Move - WG16 0000080 Approved
lE‘vI My 45U Testing - WG 156 - Split Testing . 0000080 Approved
|Ehw| b

Revised 8/29/2012
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Deny arequest

If a person is overbooked, you can deny requests that overbook their fime.
1. Go to the resource assignment manager.

PLANVIEW ENTERPRIST Go To Portfolios

G0t Work | Resources

Bk | H‘J"*E“EW_: Dashboard

Time and Billing... /:-

Notifications Resource Assignment Manager
“ Beguires Atter, Meview Resource Utilization

(P P 1P e P P I T R ey

2. Expand the list of requested tasks for each person.
3. Double click on the “State” column item and change the value from
“requested” to “denied”.

I Description Work ID State Internal Priority = = Start Date ~ = Finish Date Duration Effort % M Ju Ju A

lEr'v‘ P
Ehr | 4

n
lE‘v] Project Management - WG 14 - Split Build .0000080 Approved Important 5/14/2012 5/25/2012 10.0d 1.0d| 10% 1.0
lE‘v] Testing Coordination - WG 14 - Split build-out .0000080 Approved Important 5/14/2012 5/18/2012 5.0d 2.0d 40% 2.0
lE‘v] WGTA - Testing Coordination Remaining PS5 9 .DDDDD?B Approved Important 5/14/2012 &/11/2012 20.0d 6.0d 30% 3.92.1
lE‘v] WG7A - Project Management .DDD 078 Approved Important 5/18/2012 &/15/2012  20.0d 3.0d 15% 1.41.7
ll“z“?‘v] Infrastructure Coordination and Test Move - WGIG. 000QQ80 Approved Important 6/1/2012 7/13/2012  30.0d 30.0d 100% 21.940
[Erv] My ASU Testing - WG 16 - Split Testing . 0000080 Approved Important 6/1/2012| 7/13/2012 30.0d| 4.5d 15% 3.214

4. In this example, you can see that the person is overbooked in June (see the red
column above the red line in the upper right corner of the graphic). The
numbers in red also indicate that the requests overbook the employee. One
way to fix this is to deny the request that overbooks the employee.

Substitute a Resource

If a person is overbooked, you can substitute a different resource for that task.
5. Go to the resource assignment manager.

PLANVIEW ENTERPRISCE Go To Portiolios

Gt Work | Resources

i Bl ! Homeview_: Dashboard

Time and Billing... /:-

Notifications' Resource Assignment Manager
% Requires Atter] Review Resource Utilization

| o TP i T PN o I T T

6. Expand the list of requested tasks for each person.
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7. Click on the red action arrow for an item that is overbooked and choose

“Substitute Resource”.

> Description Work ID State Internal Prionty ~ = Start Date “ ~ Finish Date Duration Effort % M Ju Ju
IEF" [
= - -
View Work Detail X ) n I_I
nt - WG 14 - Split Build . 0000080 Approved Important 5/14/2012 5/25/2012 10.0d| 1.0d 10% 1.0
Review/Update Assignment
Assignment Detail n - WG 14 - Split build-out .DDDDDBD Approved Important 5/14/2012| 5/18/2012 5.0d 2.0d 40% 2.0
Resource Time on This Work fordination Remaining PS 9 .DDDDD?B Approved Important 5/14/2012 6/11/2012  20.0d 6.0d 30% 3.92.1
Substitute Resource k nagement .DDDDD?S Approved Important 5/18/2012 6/15/2012 20.0d 3.0d 15% 1.41.7
= Infrastructure Coordination and Test Move - WG16 0000080 Approved Important 6/1/2012| 7/13/2012 30.0d 30.0d 100% 21.9.0
lEf‘v] My ASU Testing - WG 16 - Split Testing 0000080 Approved Important 6/1/2012 7/13/2012| 30.0d| 4.5d 15% 3.21.4
B i . "
Click on “substitute resource
I Description Work ID State Internal Priority ~ = Start Date ~ ~ Finish Date Dwration Effort % Mi Ju Ju
IEr'v‘ P
o] - —f—
: § miln
View Worlk Detail i .
nt - WG 14 - Split Build . 0000080 Approved Important 5/14/2012| 5/25/2012 10.0d| 1.0d 10% 1.0
Review/Update Assignment
- - I ild- o,
Assignment Detail n - WG 14 - Split build-out .DDDDDBD Approved Important 5/14/2012 5/18/2012 5.0d 2.0d 40% 2.0
Resource Time on This Worlk fordination Remaining PS 9 .DDDDD?S Approved Important 5/14/2012 6/11/2012 20.0d 6.0d 30% 3.32.1
Substitute Resource ( nagement .DDDDD?B Approved Important 5/18/2012 e/15/2012  20.0d 3.0d 15% 1.41.7
E‘v? Infrastructure Coordination and Test Move - WG16 0000080 Approved Important 612012 7/13/2012| 30.0d|30.0d 100% 21.9.0
lEf‘v] My ASU Testing - WG 16 - Split Testing 0000080 Approved Important 6/1/2012 7/13/2012  30.0d 4.5d 15% 3.21.4

Click on the reource you wish to substitute.

PLANVIEW ENTERPRISE

Choose a Resource from Portal: ppmo
Choose a Substituling Resource
Amber Hurst
Ancod Mantsch

Chriz Deaton

The person’s current work requests will display.

Revised 8/29/2012
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Print / Export Print

/IEW ENTERPRISE

Pissignments Graph for Gregory Boehm

| W 5/14/2012 Start of Work
Timescale [+| 2012 2012 2012 2012 2012
Units [=] May Jun Jul Aug Sep

Work Displayed (=

5.18d618d1.14d0d 0d 0d 0d 0d 0d 0d 0d 0d 0d 0d Od Od Od Od 0

UTO PPMO & Training

Planview Resource Manager Training

Total Capacity 13d 21d 21d

12.5 J I - UPK Configuration - WG]
1 d I - Trzining Teaml>]

€ Numerical Work Schedule
6 Creste Standard Activity Assignment

o Legend
.Approued Allocation
Requested Allocation
Denied Allocation

-Approved Reserve
Requested Reserve

|

//ADenied Reserve

SortOrder  Available -05d 174/4=2841 21d 23
23

.Utmzed Standard Activity
MNon-Utilized Standard Activity

od
19d
19d

10. If the person is available and has the correct resources, click “close”.
11. Click on the item that you want to substitute the resource for and click “ok”

VIEW ENTERPRISE

Print / Export Print

‘Substitute Resources

Select Resource to Substitute
Substitute this Resource:  Chris Deaton
Select Substituting Resource ‘
Replace with this Resource: Gregory Boshm
Select Work being Substituted
Level: Work Description
0o Project: Peoplesoft HRSA 9.0 Upgrade
[ >> WG7A - Project Management =l
[[] > WG7A - Testing Coordination Remaining PS 9 =l
0o Project: PeopleSoft HRSA Split - version 9.0
[E1>> Project Management - WG 14 - Split Build [=
] >>ﬁ1u Coordination - WG 14 - Split build-out [¥]
»> Infrastructure Coordination and Test Move - WG16 (=)
[ = My ASU Testing - WG 16 - Split Testing [=
Select All Work
Clear selection

Work ID Type Effort
ooooo7s Rsnv. 24 h
ooooo7s Rsnv. 48h
oooooso Rsnv. 8h
oooooso Rsnv. 16h
oooooso Rsnv. 240h
oooooso Rsnv. 36h

oK Cancel

Revised 8/29/2012
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Avuthorize Resources to a MOB

You can authorize your people to report time to a MOB.
1. Create a work portfolio that lists the MOB projects you control.

Go To Portfolios Global Favorites Notifications

PLANMVIEW ENTERPRISE

LTV Wilork | Resources | Analytics

Back | Homeview Fortal

Notifications
“» Reqguires Attention (3} *

Portfolio Mavigator

Portal Type Portfolio ltems

Work Portfolio all uto 31 Projects
Work Portfolio \A[\-’I DEs 13 Projects
Resource Porffolio MNew Portfolio 1 Resources
Resource Portfolio ppomo 21 Resources

2. Click on the desired MOB project.

PLANVIEW ENTERPRISE ‘Go To Portfolios Global Favorites No

[Homeviow L3
Current Portiolio: [{lSElaa PP Project: [ ecl
Back | Portfolio Portal

Notifications

Ne notifications at this time.

Project Navigator

Schedule Status
MOE - Application Support Executing
MO - Customer Service M Exscuting
MOB - Deskside Support Exscuting
MOB - Documentation Exscuting
MOB - Incident Manaement Exscuting

Revised 8/29/2012 Page | 20
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When you click on the project, it will open in a new window.
There are two panes in the window - tasks appear in the top and resources
appear in the bottom.

3. Click on the task that you want to authorize or allocate people to.

4. Click on the Authorize or Allocate tab in the bottom pane.

PLANVIEW ENTERPRISE

Project MOE - Training Administration

Watch Lists v | r’E'- Gantt| |lsi] Resource Profile *

Column St Progress - Corporate - Fiter: |[NoFiterq |  [MFind| [ Refresh| [B+™ ExportPrint| [ 2
Line # [> Description ‘Work Status  Actual/Schedule Start | Actual/Schedule Finish  Previous Finish  Slip

1» Project: MOB - Training Administration Executing

m

bl |

< |

| 2 tnemnlll & insart bt ] B | el ke ll=d] (8 s atness] R nolat] [P Sl [ ™
m 3

MOB - Training Administration

Require Resenve Allocate Authorize I Predecessor I Successor I To Do List I [k

rEALAET

Click a tab to view or edit the appropriate data for the selected work entity.

—

5. Click the Add button.
6. Navigate to find the person.

7. Click OK.
oo i s [/= — 1
MOB - Training Administration |.7 - Work Detail ||| Guntent|
General Require | Reserve | Allocate I Authorize I Predecessor ! Successor I To Do List I | 1k
[ T Export/Print :|
[ | Resource Start | Finish | Lser D | |
] | Paul Stall petoll
] ' Matthew Robinson pstoll
[ | Melissa VerSchage petoll
] ' Martha Stsinacker pstoll
] Gregory Boehm petoll
< b
“-l-Add TBC|earDam| {3 Delete| & Save | Cancel ‘

The person can now find the item under “authorized work” or “allocated work”
on their time sheet.
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Fill out your timesheet

You and your employees will be filing out fimesheets in Planview. The goalis to
accurately describe 100% of the work performed each week, so that UTO can gather
accurate data for estimating future projects. To gather this data, UTO is asking every
employee to fillin a time sheet that describes their time each week. This must be
accomplished by the end of the day Friday of each week.
Time sheets will likely have a combination of different items:

e Project work

¢ MOB (maintenance of business) work

e Standard activities.
Each week, you will collect the items that you have worked on this week and place
them on your time sheet. Then you will fill in the number of hours spent on each item
during the week.

Go To Portfolios Global Favorites Notifications 1

PLANVIEW ENMTERPRISE

LG EUEC Work | Resources | Analytics

Back = Pick from all Current Activities to add to the Timesheet of Resource Manager 1
Sunday 5/6/2012 to Saturday 5/12/2012

Last Reported Work
Description Project
| ® = Phase 2 - Development RM - Project 1
| @ Activity Administrative Duties All Standard Activities

Select All

Clear All

Addto Timesheet | Cancel |

If you have filled out prior fimesheets, you may see a screen like the one above that lists
the activities from the prior week. If these activities will be on this week's time sheet,
click on the check boxes for those items and click on “add to fimesheet”.

Once you do that, the timesheet will display and you can add more work to the
timesheet. From here, you can select “project view"” under Allocated work or
Authorized work. You can also choose Standard Activity.

Add Work: |[Select One] ]
Select One
Current Work
Allocated Work
(project view)
(sortable view)
Authorized Work
(project view)
(sortable view)
Standard Activity

Fil

Fi 11 Manage Auto-Add ltems

After selecting the item, you will see a list of available items that you can add to your
time sheet.
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Go To Portfolios Globz

PLANVIEW ENTERPRISE

GG SUEYE Work | Resources | Analytics

Ba Pick an Authorized Activity to add to the Timesheet of Paul Stoll
Sunday 576:'?(‘12 to Saturday 5/12/2012

Description

Project: MOB - Customer Service

@ @ Custormer Sewice - Academic (deta

[ Custermer Senvice - Administration (deta

Project: MOB - Planview Administration
® Roll-out (deta

Project: MOB - Training Administration
@ Project: MOB - Training Administration [(deta

Project: MOB - Training Content
@ > Training Content Creation - non project (deta

®H @ Training Content Maintenance - non project (deta

Click on the plus sign next to each item that you want to add to your time sheet and
then click on the back link.

Once you are back on the timesheet, you can then start entering hours spent on each
task.

Go To Portfolios. Global Favorites Motifications Timeshest Content Reports Print

PFPLANVIEW ENTERPRISE

L NS Work | Resources | Analytics

Back Enter Time & Billing for Resource Manager 1
Sunday 5/6/2012 to Saturday 5/12/2012 == View Time Periods > Add Worlkc |[Select One] B

Sun 6 Mon 7 Tue 8 Wed 9 Thu 10 Fi 11 Sat 12 Total R

Project: 0000106 - RM - Project 1
@ >Phase 2 - Development [w] X

0h
All: All 5tandard Activities
@ Activity Administrative Duties (=] b 4
0h
Sun & Mon 7 Tue 8 Wed 9 Thu 10 Fi 11 Sat 12 Total
Total 0h 0h 0h 0h 0h 0h 0h 0h

Sign Timesheet with Zero Hh Sign & Submit | . otal & Sﬁ Save & Close |

As you enter hours, you can click on Total & save to see totals for each day and the
week.

Click Save and close to save what you have done (like when you put hours in mid-
week).

Click Sign and Submit to submit your hours to the database.
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8. Review your peoples’ work

Review Timesheets

You can see your people’s time sheets.
To do this:
1. Go to the Resource assignment manager.

Go To Portfolios

PLANVIEW ENTERPRISE

__En_tgr_'l'}[ﬂf Drashboard

Sunday 5/6/2012 Time and Billi

ng..
| Rmnmt:e.ﬁss@rwwéﬂgar

5 Review Resource Utilization

B
e

Review Org. Resource Utilization
Project: 0000106 - RI

® =Phase 2 - Dev| |
| Fill Unaddressed Resource Requirements |

Fill Resource Requirements

UTO PPMO & Training
Planview Resource Manager Training

2. Click on the down arrow next to a particular employee and choose Approve

Time and Billing.

1= Martha Steinacker

Resource Detail

Create Mew Standard Work Activity
Approve Time and Billing H
Review Time and Billing

View Authorizations

View Support Tickets

Substitute Resource

3. The next screen lets you select from previous time sheets.

Choose a Period to Approve Time & Billing for Martha Steinacker

Email: Martha. Steinacker@asu edu

Period
Starting Timesheet Status

August 2012

July 2012

012 Mothing this week.

Oyardue.
*Entered. but overdus

Entered, but overdue.

Revised 8/29/2012

' Approved, but not progressed.
* Approved, but not progressed. 1ims
! Approved, but not progressed. (im=
' Approved, but not progressed.
! Approved, but not progressed.
Approved, but not progressed. 1im=

Approved, but not progressed. fimeshest siatus

Period
Number

[= =)
=]

S s e

o

ot

[ES T R NS |

(o otnotn

o

3
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4. The fime sheet will display. You can review it for the data and you can
disapprove any or all of it. Doing this for a submitted time sheet will make it

editable again.

Approve Time & Billing for Martha Steinacker

Sunday 6/24/2012 to Saturday 6/30/2012 == View Time Periods =5 C—-1}
Clear Save & S\A Cancel
W‘,',"\I'e f = o “f { Sun 24 Mon25  Tue 26 Wed 27 Thu28  Fi29  Sat30  Weekly  Total R“;u'r'l"‘"

Project: 0000116 - MOB - Training Administration
@ Project: MOB - Training Administration [z Approved, but not progressed
4h 7h Gh 5h 22h
Project: 0000114 - MOB - Workshop Delivery

@ > Workshop Delivery -Academic [ Approved, but not progressed
2h 2h

Project: 0000108 - P59 Training Development/Deliver
@ >-Financial Aid [¥] Approved and progressed

@ >>DPM [w] Approved and progressed . Remain 0
2h 1h 2h 2h 7h
All: All Standard Activities

@ Activity Vacation [ Approved and progressed

ah 8h

Sun 24 Mon 25 Tue 26 Wed 27 Thu 28 Fi 29 Sat 30 Weekly Total
Total Oh &h &h 8h &h 8h oh (] 40h

Review work done on a task

You can also review the amount of work reported on a task assigned to your people.
To look at one specific task for one specific person, do this:
do this:

1. Go to the Resource assignment manager.

PLANVIEW ENTERPRISE Gl

iHameiriew Work | Resources*f

Back Enter Time!

o et ' Dashboard -
Sunday 5/6/2012 Time and Billing... ‘ * B
Resource Assi anager |

5 Review Resource Utilization
- Review Org. Resource Utilization
Project: 0000106 -RI _ i
® > Phase 2 - Dev| Fill Resource Requirements

| Fill Unaddressed Resource Requirements [
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2. Click on the sideways triangle next to an employee’s name. This will display the
tasks that they are Allocated or Reserved for.

E‘v| 4 Martha Steinacker

IE‘vJ dvising 201 - program plan update
IEf‘vJ D&fine deliverables

IEf‘vJ Financial Aid

IE‘vJ Administrative Duties
IE‘vJ Professional Development

IEf‘vJ Execute Go-live Communication - WG 18C

3. Click on the red down arrow next to a particular task and pick Resource Time on
this Work

=T - Define deliverables

WView Work Detail
Review/Update Assignment

Assignment Detailﬁ/
Resource Time on = Waork

Substitute Resource

4. 1t will show you a summary of the time recorded against that task.

+ Resource Breakdown Structure

lezource: Martha Steinacker

Period Starting Status Total (Imeg‘“r‘;“‘mﬂ) (|ntg§g::;) Reported Re’“ar;:ﬂ"n; Contributor
Sunday, April 22, 2012 Entered, but not signed 025d 388d NA
Sunday, May 20, 2012 Approved and Progressed 05d 388d MNA
Sunday, May 27, 2012 Approved and Progressed 0.38d 388d MNA
Sunday, July 01, 2012 Entered, but not signed od 388d MNA
Sunday, August 12, 2012 Entered, but not signed 0.25d 362d MA
Total 5d 0.88d 412d 1.38d

‘.’ The Reported hours total and the Actual {integrated) hours may not match, depending on when the database was last progressed. Actual (Integrated), Remaining, and Total will only be calculated for a work item
and not for each time period

= Close

View a report of Time entered

You can see summary reports of the tfime entered by your people.
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1. Click on the Reports menu item at the top of the screen.

Timezsheet Content Reports Print

2. A new window will open. Click on OnDemand Reports

Reports
Reporis

Cn-Demand F-!er:or‘ts.‘\.

3. Choose from the different reports. We will show you one here. You can explore
the others. Click on Resource Timesheets Organized by Period

PLANVIEW ENTERPRISE S s

Current Portfolio:  |gElIRRE (il 's

Back | FPlanview On-Demand Reports List

Select Report

Resource Timesheets Organized by Paycode

Resource Timesheets Organized by Period

Resource Timesheets Organized by Work Type

Timeshests Awaiting Approval

= Back

Revised 8/29/2012 Page | 27
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4. Select the date range for the report

Current Portfolio:  [peliE=Re el 2

Back | Planview Report Parameters

Parameters

User Penods

Start Date

Finish Date

Execution Options

View Report

BM92012 -

812612012 ~

Cancel | Print | View in E)(|

then select either View Report or View in Excel

5. The report shows you a summary of reported hours.

Back | On-Demand Report

Week Of Resource

SI172012 S

L LT
A

Lol U
Syt

Revised 8/29/2012

Timesheets by Period

Resource Timesheets Organized by Penod

Type &1 Work Description &2 Reporled 43 SUN &4 N &5 TUE A6 WED A7 THU 48 FRI A3 SAT
Waork Customer Service - Academic 12 o o ] 4 4 4
Work Customer Sewvice - Administration 12 1] 1] 0 4 4 4

24 0 0 v} 8 8 8
Work advising 201 - program plan update 9 o o i} & 1 5
Work MOE - Training Administration 7 o o i} 3 1 3
Work Training Content Maintenance - non 6 o o o 2 4 o
project
Work ‘Workshop Delivery - Administrative 2 o o i} i} 2 o
24 0 0 V] 8 8 8
Standard Administrative Duties 2 o o ] ] 2 1]
Wark
Standard Sick Leave 8 o o 0 8 1] 1]
Work
Work advising 201 notes and holds 6 o o o o 4 2
Work Training Content Creation - non 4 o o i} i} 1 3
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Help and Further training

Planview Prisms training

https://www.planviewprisms.com
Each ASU employee who has access to Planview also has access to online, self-paced training
directly from PlanView. The website is called Planview Prisms. Here is how to access them.

Go to the URL above. Login with your ASURITE ID and the password provided by PPMO when
they set up your ASU PlanView account.

. LOG IN TO PRISMS

User Name:

=

Password:

I” Remember me.

B R et —

Roles Products Education My PRISMS

Click on My Courses

PLANVIEW PRISMS®

iMS Home My Courses Catalog Achis

You will see a list of classes that are on your “enablement path”. Each ASU employee
has a set of courses relevant to their role in Planview.

If you need immediate help, email ppmo@asu.edu or start a JIRA ticket in the Planview
project.
For further information, go to http://links.asu.edu/ppmo
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