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Understanding IT ALPS

Historically, an agency’s IT Plan was reviewed and approved by OIT’s Strategy &
Investment Management (SIM) group as part of a biennium budget planning exercise.
Over the years, IT planning data has been captured in various systems.

Moving forward, OIT SIM wants to support your agency’s business needs through the
creation of an IT Business Plan. The IT Business Plan, driven out of the agency’s IT
Portfolio, will be tied directly to supporting the agency’s business needs and assisting
in fiscally sound technology decisions.

To accomplish this goal, OIT has developed IT ALPS, the Information Technology
Applications Lifecycle Planning System. IT ALPS is a critical part of a large enterprise
change in how we will look at IT planning and procurement. As an enterprise we are
focusing on long-term planning in support of the agency’s business plan. IT ALPS is a
tool that will help us to make this change in focus.

With IT ALPS, each agency will be able to forecast their IT needs for years to come. In
IT ALPS, an agency'’s IT Portfolio contains the agency’s applications and the
application’s supporting projects. The IT Portfolio is a living and breathing portfolio
that changes with the business. This is not a biennium budgeting exercise that gets
tucked on the shelf.

IT ALPS provides the following advantages/benefits:

e Creates a comprehensive IT business plan based on the Agency portfolio which
contains an Agency’s applications and supporting projects.

e Changes with the Agency’s business—the portfolio is a living and breathing IT
investment inventory—no longer a biennium based budgeting exercise.

e Assists the agencies in incorporating their IT Investment Plans into their future
OBM biennium budget proposals.

e Promotes decisions being made based on Agency mission, goals and
constraints.

e Accelerates the Release & Permit (R&P) process.

The realization of the benefits of IT ALPS lays with the agency users. The detail and
accuracy of the information and data you enter correlates directly to the level of
benefit your agency receives. The more accurate, more detailed and complete the
information entered into IT ALPS is the more benefits your agency will receive. With
thorough vetting of IT projects in IT ALPS, agencies should see expedited
procurements, as planned expenditures will be understood and anticipated earlier in
the procurement process.
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Understanding the Agency User and Agency Approver Roles

Within IT ALPS, agencies can request to have individuals setup as Agency Users or
Agency Approvers.

As Agency Users, users will have the ability to enter agency information, application
information, and project information.

As Agency Approvers, users will have the ability to perform all the same functions as
the Agency User with the added ability to promote applications to production and to
submit projects for enterprise review. Agency Approvers will have the ability to
promote any application or project waiting for approval in the agency portfolio.

Agencies can determine which permissions they would like their users to have. You
can email state.itplanning.manager@oit.ohio.gov. to have your permission level verified

or to request a change.

Accessing the IT Application Lifecycle Planning System (IT ALPS)

IT ALPS is a web-based application. OIT’s Strategy & Investment Management (SIM)
team administers IT ALPS and maintains the list of users who have permission to
access the application.

The IT ALPS application uses the features and benefits of Microsoft Active Directory
(AD). AD administers the security rights, and authenticates the user and their
computer in the background.

If your agency does not use Department of Administrative Services (DAS) Active
Directory service, you may require a separate user ID and password to access IT ALPS.
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Requesting Access

SIM worked with agencies to create the initial base group of users to be granted access
to IT ALPS. As staffing changes occur, should you need to request access to the
application, contact the IT ALPS administrator at the following email address:
state.itplanning. manager@oit.ohio.gov. Your request must include the following
information:

e Name

e Agency

e Email address

e Phone number

¢ Role (Agency User or Agency Approver)

If you are unsure of your status or if your agency does not use the AD directory
service, contact the IT ALPS administrator at the following email address:
state.itplanning.manager@oit.ohio.gov.

Accessing IT ALPS
Follow the steps below to access IT ALPS:
1. From the desktop, open an Internet web browser.

2. Navigate to the URL: https://IT ALPS.sp.ohio.gov/SitePages/IT
ALPS%20Portal.aspx.

Result: The IT ALPS home page displays.

Home Search this site » (7]

OhidAS

Service - Suppont - Solutions

IT/ALPS
[ 2

Information Technology

Access Report Center

Use this area to access intelligence on how your project
or application is tracking. You can view project and
application specific information as well as aggregated
portfolio data

Manage Agency Goals Information Technology
Lifecycle F g System

Use this area to capture and manage progress
towards your agency’s business goals as they
relate to technology

Access Information Center

Use this area to access the IT ALPS users manual, IT

Planning Contact information and announcements.
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3. Click Manage Agency Portfolio.
Result: The system displays the agency work center. This verifies that you have
successfully accessed IT ALPS. You can move to the section Navigating IT ALPS for
information on how to navigate the IT ALPS application.

Burkhart, Demitra ~
Site Actions ~  Browse Projects

== 3 +
= ~ T [ Check in My Projects ® © @ 1 ey view: Agency - m =
A BE S R ]| T Vg @ oo G
- > & Close Tasks to Update \ 7 Filter: No Filter i .
New Open Update Build Resource Project Zoom Zoom Scrolito Outline Bgortto Print  []Time with Date  Change
- - List Team  Plan  Permissions [ project Site In Out Project ~  BZGroupBy: Agency Name - xcel -
Project Navigate Zoom Data Share Show/Hide __Project Type
4 Project Departments | @ | Agency Name Profile Status CostStartDate | CostEnd Date 12/2/2012 12/9/2
~ TIFISISIMITIWITIE [S151M
Home I Agency Name: Test Agency AAA10
Agency Portfolio AAALD = Test Agency AAALD Agency Published 12/7/2012 1/18/2013

Projects/Applications

Workflow Approvals

Agency Goals
Agency Goals List

Information Center

Report Center

Settings

Personal Settings

Project Essentials
Settings

Note: If the agency work center did not display and instead you received an error
message similar to the one shown below when attempting to access IT ALPS,
contact your IT ALPS administrator at state.itplanning.manager@oit.ohio.gov.

0 Error: Access Denied

ﬁﬂ Current User

YOou e Qurrenty soned N & m‘\utb‘f‘ldﬁ‘ﬂ’\

+ Go back to site
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Exiting ALPS
1. Select the arrow icon displayed beside your name, and select Sign Out from the
drop-down list.

| Site Act Demitra Burkhart ~ N
ite Actions ~ sse
e ) Browse PfOJECt m—

Open your personal homepage

6‘\ o ' - - = J Documents @] Deliverables
é} ] - x| ) \ F |
p— 2 - e 1 Issues & Project Permissions My Profile

Edit Save  Close Status Submit Options Project Build - o Previous Next View and manage your profile.
>3 Site Team /i) Risks |-g Resource Plan Me nu
Project Workflow Navigate Page My Settings
Status: Checked-in Last Modified: 2/27/2013 2:11 PM \3/?‘ Update Iyoutrtuser Inf((:jrrriatlcn, -
regional settings, and alerts. 7

OIT Demo Agency Mission Sign in as Different User

Agency Mission Login with a different account.

Planned Value Agency Mission Statement
Sign Out

Agency Information _é Logout of this site.

Analyst Comments
—— Personalize this Page
\ ,.'E Add, remove, or update Web
2 Parts on this page.

m

Home

Aaency Portfolio

Result: The system displays a confirmation message.

0 Sign Qut: Close Browser To Complete Sign Out

You rrust close your brow sar to complate tha sign out procass

+ GO back to site

2. Close the web browser.
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Navigating IT ALPS

IT ALPS is a Microsoft (MS) application that is based on MS SharePoint and MS
Project. Therefore, some of the navigation and functionality will seem familiar if you
have used those programs.

To navigate through IT ALPS, you will need to have an understanding of the various
areas within the application and the terminology used to describe various screen
elements. This section walks you through common navigation elements within IT
ALPS.

Navigating the Home Page

The following shows the IT ALPS home page, which is displayed when you initially
access the application and whenever you click on the Home link within IT ALPS.

Browse

ﬁj Home » IT ALPS Portal
Ilike It Tags &
Notes

| | Home Search this site... el Q

3 Office of
Information Technology

Manage Agency Portfolio

Service - Support - Solutions.

Use this area to manage the collection of applications
that support your agency’s business and the projects

that maintain, enhance and upgrade these applications. IT PS

Access Report Center
Use this area to access intelligence on how your project
or application is tracking. You can view project and
application specific information as well as aggregated
portfolio data.

Information Technology

Manage Agency Goals

Application Lifecycle Planning Sy
Use this area to capture and manage progress
towards your agency’s business goals as they

relate to technology

Access Information Center

Use this area to access the IT ALPS users manual, IT
Planning Contact information and announcements

The home page contains four areas:

e Manage Agency Portfolio—this area contains the agency’s applications and
projects along with the agency background information such as the agency’s
mission and planned value.

ALPS User Manual Page 10 UPDATED: April 21 2014



Ohi(DAs ;:t)':tflocr%oaftion Technology IT/\ PS

Service - Support - Solutions

e Access Report Center—this area enables you to access reports on your agency’s
application and project information.

¢ Manage Agency Goals—this area enables you to capture and manage progress
towards your agency’s business goals as they relate to information technology.
Note: This feature has not been released for agency use at this time. It will be
available in a future release and will be discussed at that time.

e Access Information Center—this area provides access to the IT ALPS user
information, IT Planning contact information and announcements.

Navigating the Agency Portfolio Area

The Agency Portfolio is the area where you can manage your agency’s portfolio of
applications and projects, as well as record your agency’s mission and IT planned
value (IT budget).

To access the Agency Portfolio area, on the Home page, click on Manage Agency
Portfolio.

‘ Craig, Vicki +
| Site Actions ~ I RS
o : ? (f/
([} Home »ITALPS Portal Ilikelt  Tags &
Notes
Home Search this site... p (7]

Manage Agency Portfolio : : OhiOYAS | #siontecmoros,

Service - Support - Solutions

Use this area to manage the collection of applications
that support your agency’s business and the projects

that maintain, enhance and upgrade these applications. IT FS

Access Report Center
Use this area to access intelligence on how your project
or application is tracking. You can view project and

application specific information as well as aggregated
portfolio data.

Information Technology

Manage Agency Goals

Application Lifecycle Planning Syst
Use this area to capture and manage progress

towards your agency’s business goals as they

relate to technology

Access Information Center

Use this area to access the IT ALPS users manual, IT

Planning Contact information and announcements.
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Result: The Agency Portfolio area displays the work center page. The work center page
below shows common screen elements and terminology used for them.

’i‘abs

Demitra Burkhart ~

Site Actions »  Browse Projects

== aaay B 3% View: Appli s - -
: .\ iy 3 % - ra =g Check in My Projects & © @ i_[ i} View: pplications mo , ;‘ [F] Subprojects
/ =" £ —_ - g = : oA .
Toolba = - L=y - D A\ &% Close Tasks to Update \ W J / Filter: No Filter =|| = ol
Open  Update Build Resource Project Zoom Zoom Scrolito Outline ExExort to Print [F] Timewith Date  Change
- Lisf Team Plan  Permissions j_lA Project Site In Out  Project - = Group By:  Custom Group... - cel o
Project Navigate Zoom Data . Share Show/Hide  Project Type
< © | Application Name Agency Name Start Finish 2424/2013 3/3/2013
- SIMITIWITIE{SISIMITIWITIES

Home
Agency Portfolio
Projects/Applications

Workflow Approvals

Agency IT Business
Plan

Agency Goals

: Work Center

Agency Goals List . .
=Area Navigation Bar

Information Center

Report Center

Settings

Personal Settings

Project Essentials

Settings

‘ i —T i >

==

The table below provides a description of the components on the Agency Portfolio

screen.
Component | Description
Area The Area Navigation bar is shown throughout IT ALPS. The Area Navigation bar

Navigation Bar | serves as your main menu for navigating between the four areas within IT ALPS. The
Area Navigation bar contains the following options:
¢ Home—this selection takes you back to the IT ALPS home page.
e Agency Portfolio: Project/Applications—this selection takes you to the page
where you can manage your agency’s projects and applications.
e Agency Portfolio: Workflow Approvals—this selection takes you to the page
where you can view the items that are in the workflow.
e Agency Goals: Agency Goals List—this section takes you to the page where
you can add, delete, and modify agency goals.
Note: This feature is not currently being used.
e Information Center—this selection takes you to the page where you can
access the training labs, user documentation, and announcements from SIM.
e Report Center—this selection takes you to the page where you can run
reports for projects, applications, goals, and optimization.
Toolbar The toolbar contains all of the actions that can be taken relative to the page displayed.
The toolbar will change based on where you are in IT ALPS and what actions can be
performed at that time.
Tabs Tabs enable you to switch between related pages within an IT ALPS area. The Tabs
area will change and display editing tools if you are entering text into a text field.
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Component | Description
Work Center Throughout IT ALPS, data will be displayed to you in a table format. Selections made
on the toolbar will govern what is displayed in the table.

Understanding the View Setting
Within the agency work center, the View setting governs the information displayed.
This setting also determines the options available to you on the Area Navigation bar.

Demitra Burkhart ~

dyview | Applcations DOm o |
W Filter: e Ter . \1 oy

Exg(ortto Print  [7] Timewith Date  Change
cel

Site Actions Browse IS

= ~ ] . wan FCheckinMyProjects G &) <

e B P . R R |5
—| ey J @5, Close Tasks to Update

New Open Update Build Resource Project Zoom Zoom Scrolito Outline

. - Lis Team  Plan  Permissions [ Project Site In Out  Project - = Grogg: ¥ Custom Group... -

Project Navigate Zoom Data Share Show/Hide __Project Type

4 © | Application Name Agency N Start Finish §/23/2$1%N Sitic g/3|<'|2011'3w Sioe
a

Home

AUErcy, Eortioko View Drop-down List

Projects/Applications

Workflow Approvals

Agency IT Business
Plan

Agency Goals
Agency Goals List

Information Center
Report Center

Settings

Personal Settings

Project Essentials
Settings

When you click the View drop-down list, you will have the following options:

e Agency—this option is to view information relevant to your agency.

e Applications—this option is to view information relevant to your agency’s
applications.

e Monitoring & Control—this feature has not been rolled out yet.

e Projects—this option is to view information relevant to your agency’s projects.

e Projects in Approval—this feature has not been rolled out yet.
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Navigating the Report Center

The Report Center is the area within IT ALPS where you can access the reports that
have been created to help you manage your agency’s projects and applications.

To access the Report Center area, click on Access Report Center from the home page.

site Actions ~ IS

- _. 3-
Q] Home » T ALPS Portal ¢ v

—— Ilike It Tags &

Notes
Home Search this site... P [?]
H b Office of
Manage Agency Portfolio OhidYAS | wisistiontecmooor
Service - Support - Solutions

Use this area to manage the collection of applications
that support your agency’s business and the projects
that maintain, enhance and upgrade these applications

IT/ALPS
A

Access Report Center

Use this area to access intelligence on how your project

or application is tracking. You can view project and
application specific information as well as aggregated
portfolio data.

Information Technolo
Manage Agency Goals 44
Application Lifecycle Planning Syst:

Use this area to capture and manage progress
towards your agency’s business goals as they
relate to technology

Access Information Center

Use this area to access the IT ALPS users manual, IT
Planning Contact information and announcements
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Result: The Report Center area displays the reports available to you.

Report Center

Home
Agency Portfolio
Projects/Applications

Workflow Approvals

Agency Goals
Agency Goals List

Agency Goals
Prioritization

Portfolio Analyses

Information Center

Report Center

A Recycle Bin
|2} All Site Content

Agency IT Business Plan Report

The Agency IT Business Plan Report combines
the application and project portfolios into a
single report. This report shows the project
portfolio information and metrics in the context
of the application lifecycle.

Agency Financial Report

The Agency Financial Report provides multiple
views of the Agency IT Budget, (Project)
Planned Values, (Project) Estimate at
Completion (EAC), (Project) Actual Costs and
calculated Variances of EAC to both the overall
agency IT Budget and the (Project) Planned
Values using both the Cost Center and Cost
Structure dimensions.

Agency Goals Financial Alignment Report

The Agency Goals Financial Alignment Report is
designed to show the alignment each
application has to the agency goals. In addition,
the financial details from the applications are
aggregated to show the financial spend against
each of the agency goals.

Application Card Report

The Application Card provides information
about a particular application, including its
purpose, technical architecture, server
information, licensing, and vendor information,
as well as the application’s project portfolio and
financial performance.

Project Card Report

The Project Card provides information about a
specific project, including its purpose, lifecycle
stage, start and end dates, as well as financial
data.

Accessing the Reports
To access a report, click on the thumbnail image of the report and the report will

display.

- — o is
]

y il fe—

1]

(2]

Office of
Information Technology

S

OhidDAS

Service - Support - Solutions

IT
A

Report Center

The following lists the five reports available and a description of each report:

e Agency IT Business Plan Report—The Agency IT Business Plan Report
combines the application and project portfolios into a single report. This report
shows the project portfolio information and metrics in the context of the
application lifecycle.
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e Agency Financial Report—The Agency Financial Report provides multiple
views of the Agency Planned Value (Budget), Project Planned Values, (Project)
Estimate at Completion (EAC), (Project) Actual Costs and calculated Variances
of EAC to both the overall agency IT Budget and the Project Planned Values
using both the Cost Center and Cost Structure dimensions.

e Agency Goals Financial Alignment Report—The Agency Goals Financial
Alignment Report is currently not being used and will be reviewed at a later
time.

e Application Card Report—The Application Card provides information about a
particular application, including its purpose, technical architecture, server
information, and licensing information, as well as the application’s project
portfolio and financial performance.

e Project Card Report—The Project Card provides information about a specific
project, including its purpose, lifecycle stage, start and end dates, as well as
financial data.

Navigating the Information Center

The Information Center is the area within IT ALPS where you can access
documentation and contact information to help you use the IT ALPS tool and
understand the process milestones.

To access the Information Center area, click on Access Information Center from the

home page.

IT/ALPS
N,

on how your project
or application is tracking. You can view project and
application specific information as well as aggregated
portfolio data.

Information Technology

Application Lifecycle Planning System

Use this area to capture and manage progress
towards your agency’s business goals as they
relate to technology

Access Information Center

Result: The Information Center area displays.
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site Actions = EETEHTES

. 3 2
Ohl(DAs PrfarmationTechnology  INforMation Center » Home z /7
Sarvice - Support - Solutions ket Tags&
Information Center Search this site. r:l Q
Home

Agency Portfolio Announcements [@)5510 ); CEE=m—
Projects/Applications S5 Sunson St

O g Tie Modified
Warkflow Approvals
There are no items to show in this view of the “Announcements® list.

agency Goss m, PS
LA

Agency Goals List

Shared Documents
Agency Goals
Prioritization

[ Name Title Type  Modified E
Portfolio Analyses
Adding Your Agency's Adding Licensing and Technelogy =] 4/23/2013 4:56 PM
Applications to [T ALPS Information and Setting the Lifecycle Information Technology
falommaboniCanicy Adding Your Agency's Creating a project, project information, @ 5/28/2013 10:08 AM Application Lifecycle Planning System
Report Cent Maintenance and Operations application association, planned value.
SRS ERET Projects to IT ALPS lifecycle, EAC and status
Getting Started in IT ALPS Navigating IT ALPS and Adding Agency =} 4/23/2013 4:59 PM
Information We want to hear your thoughts on how to increase
[B) A site Content ITALPS Project Budget Estimator  IT ALPS Froject Budge Estimator: SAVE @ /1772013 12:118M usability and enhance functionality in IT ALPS
61713 Hrew LOCALLY Please submit your feedback via email to
State [TPlanning. Manager@oit.ohio.gov
FAQs Al feedback received will be considered
for future releases to [T ALPS
] edit FAQ Title FAQ Response Created Date Created By

@ FAQ Group : Agency Fortfolio (1)
® FAQ Group : None (1)
& FAQ Group : Projects (6)

# FAQ Group : Workflow (1)

4 Add new item

Calendar
+) (4 June, 2013

Sunday Monday Tuesday Wednesday  Thursday Friday Saturday
26 27 28 29 30 31 1 2

This page is divided into four sections:

e Announcements—This section contains information regarding upcoming
events, process milestones, or other announcements that the IT planning staff
wants to share with you.

e Shared Documents—This section contains documentation such as this IT
ALPS Users Guide and a listing of the OIT Analysts assigned to each agency.

o FAQs—This section contains frequently asked questions and their answers
broken into category groups.

e Calendar—This section contains a calendar of upcoming events and milestones
with regard to IT Planning.
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Accessing Announcements
SIM will display important information concerning IT Planning in the Announcements
area.

When a new announcement is added, the system displays the title of the
announcement, the date of the announcement, and a New icon (“ #+ ). The system
displays a list of the announcements in order of their release date. An example of a
new announcement is below.

Burkhart, Demitra ~
Site Actions  §f B Browse Page

OhiDAS

Service - Support - Solutions

Y,
information Technology  INformation Center » Home

ILike It Tags &
Notes

Information Center Search this site... Pl (7]

Home
Announcements

Agency Portfolio .
Projects/Applications O @ Title Modified Ohl@As

Service - Support - Solutions

Office of
Information Technology

Workflow Approvals This is a test announcement & new 2/28/2013 7:55 AM

Get Started with Microsoft SharePoint Foundation! 11/9/2012 11:34 AM
Agency Goals
B e=3 | e T

To open an announcement, simply click on the title of the announcement. The page
displays the message and the date the message will expire (be removed from the
system).

Announcements - This is a test announcement

View

= Version History A Alert Me
~7 '35 Manage Permissions

Edit
Item X Delete ltem

Manage Actions

The Body contains the announcement information
This is a test announcement

OIT will display important announcements in the area of the IT ALPS
application. The announcement will display for a determined number of days.

Expires 3/4/2013 <€ Date the system will remove the announce

Created at 2/28/2013 7:55 AM by Burkhart, Demitra
Last modified at 2/28/2013 7:55 AM by Burkhart, Demitra

Click Close to return to the Information Center

After you have read the message, simply click Close to return to the Information
Center area.
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You will want to check the Information Center on a regular basis to ensure that you do
not miss important announcements.

Accessing Shared Documents
This area contains support documentation to help you navigate the IT ALPS
application.

When a new document is added, the system displays the title of the document, the
date the document was added, and a New icon (“ #+ ). The system displays a list of the
documents in order of their release date.

To access a document, follow the steps below:
1. Click the drop-down arrow next to the title of the document.

2. From the drop-down list, select Send To and Download a Copy.
Result: You will be prompted to save the document.

3. Click Save.
Result: A message will display stating the document has downloaded and
prompting you to open it.

4. Click Open.
Result: The document will display.

Accessing FAQs
This area contains frequently asked questions and their answers organized into
category groupings.

To access an FAQ, follow the steps below:

Click the + next to the FAQ Group name that is closest to the topic you have a
question on.

Result: The grouping will expand and all of the questions and answers will be
displayed.

Viewing the Calendar
This area contains a calendar that is maintained by SIM staff and contains the dates
of all upcoming agency events as they relate to IT ALPS.
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Understanding Records in IT ALPS

To update agency, application, or project information, IT ALPS requires users to
‘check-out’ the associated record. When a record is checked out:

e Other users can access a read-only view of the page.
e Other users cannot modify the information on the page.

When you complete the updates, it is important to remember to check-in the file so
that others have the opportunity to access the most current information.

Checking Out a Record in IT ALPS
Follow the steps below to check-out a record in IT ALPS.

1. Navigate to the page you wish to update.

2. On the toolbar, select Edit L7 to check-out the file.
Result: The Status changes to show the file is checked-out and the fields are now
active.

3. Make any necessary updates to the record.

4. When you are ready to save and/or check-in the record, continue with Checking in
a Record in IT ALPS.

Checking In a Record in IT ALPS

IT ALPS provides the flexibility to update a record, save the changes, and keep the
record checked out. The system also provides the capability to save the changes and
check-in a record in one-step.

To ensure others have access to the most current information, save and check-in the
record after completing the updates.

Saving Changes to a Record

To save changes made to a record, on the toolbar, click Save .

Result: The system processes the request and displays a confirmation message. The
information is saved in IT ALPS; however, the file is still checked-out, and all of the
fields are still active.
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Saving Changes and Checking In a Record
Follow the steps below to save and check-in a record in one-step.

1. After updating the record, on the toolbar, click Close E
Result: The system displays a Close dialog box with two questions.
3 pwal/Project%20Detail%20Pages/Project320informatior o-acx|@ | = useeocumentatial [ Project Detoil ... * [ =inieniiani o IF B S -

Tools Help
Suggested Sites v ] Web Slice Gallery »

Project: The MSW Project

Save Changes

This project has been modified. Do you want to:
@save  (© Discard changes

Checkin

This project is checked out to you. Do you want to:

@ Checkin @ Keep project checked out

2. In the Save Changes section, select Save to update the file with the changes you
made.

3. In the Check in section, select Check in to check the file back in to the system.

4. Click OK.
Result: The system displays confirmation messages as it processes the request,
saves the information, and checks-in the file. The system closes the page and
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navigates back to the agency work center.

{@ Project Center - Project Web App - Windows Interet Explorer

IT/ALPS
A\

@U < |2 https://italps.sp.ohio.gov/PWA/projects.aspx

'51"]’(

189 oot

5% € Login g] Procurement Opportunity... [7]

< Favorites

(€ Project Center - Project... X ||| Project Detail Pages - Lic

| # Peoplefluent Login

ALPSPROD || ALPSTEST || ALPSDEV ] Applications - All Docum... || Shared Documents - All D... & | Time Tracker

- O Ohio.gov

Site Actions »  Browse

Projects

3 View: Applications

Demitra Burkhart ~

< il
Settinas

= ~ T (&3 Build Team [ Checkin My Projects ~ # ZoomIn + T Y :
,j = 2 . + )Jm (2} D subprojects )
=/ =¥ g ResourcePlan %5 Close Tasks to Update (=), Zoom Out 7 Filter: No Filter e = .
New Open Update Outline Exg;)rt to Print [ Timewith Date  Change
- - List & Project Permissions  [5 Project Site &% Scroll to Project « B GroupBy: Custom Group... - cel
Project Navigate Zoom Data Share Show/Hide  Project Type
< © | Application Name Agency Name Start Finish Planned Productiol 2:4/22_1?{“’ T i
Home = Agency Name: AAA20 3/21/2013 3/28/2013 —_—y
Agency Portfolio = Application Phase: 1. In Development 3/27/2013 3/28/2013 o9
| Projects/Applications = Application Stage: 3. In Production (App) 3/28/2013 3/28/2013 (]
Workflow Approvals E Demo AAA20 7/1/2013 4/1/2013 4/7/2014 |
Agency Goals
Agency Goals List
Information Center
Report Center
» (|« w | »
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Managing Your Agency’s Profile

IT/ALPS

Each Agency’s profile or base information has been entered into IT ALPS, Agency
Users and Agency Approvers have the ability to enter additional information regarding
their agency, such as the agency’s mission statement and agency’s budget (planned

value).

Adding Your Agency’s Mission Statement

Each agency has a mission statement which captures the agency’s business mission
or purpose. IT ALPS enables you to capture your agency’s mission statement.

To add your agency’s mission statement, follow the steps below.

1. From the IT ALPS home page, click Manage Agency Portfolio.

Result: The Agency work center displays.

2. On the toolbar, click the View drop-down list and select Agency.

Site Actions ¥ Browse Projects

5 Check in My Projects ®

¥ View:

Demitra Burkhart ~

~ p— e | Agency ’ T
T ) = x = | ubprojects
T B P L S = Ll ke
w & Close Tasks to Update \7 Filter: No Filter —
New Open  Update Build Resource Project Zoom Zoom Scrolito Outline B(g(ortto Print [] Time with Date ~ Change
- - List Team  Plan  Permissions [ Project Site In Out  Project ~  BEGroupBy: No Group - cel
Project Navigate Zoom Data Share Show/Hide Project Type
4 Agency Code © | Agency Name Lifecycle Status Cost Start Date | 24/2013 3/3/2013
a MTWTFSSMTW
Home AAA20 & orrpemo Agency Draft 7/1/2013 I
Agency Portfolio
Projects/Applications
Workflow Approvals
Result: Your agency work center displays.
Demitra Burkhart ~
Site Actions ~  Browse Projects
= ) i
= ~ 2z =g Check in My Projects ® e 1 % View: Agency T oy = .
= | ] 3 527 \43 @ R 8 qie + == Fa = o swojes
i . @ 5 Close Tasks to Update V7 Filter: No Filter = 2
New Open Update Build Resource Project Zoom Zoom Scrollto  Outline Bportto Print  [7] Timewith Date  Change
- . List Team  Plan  Permissions [ Project Site In Out Project B Group By:  No Group - cel
Project Navigate Zoom Data Share Show/Hide Project Type
4 Agency Code © | Agency Name Lifecycle Status Cost Start Date | 24/2013 3/3/2013
a MTWTFSSMTW
Home AAA20 E orrpemo Agency Draft 7/1/2013 |

Agency Portfolio
Projects/Applications

Workflow Approvals

Agency Goals

Agency Goals List

Information Center
Report Center

Settings

Personal Settings

Project Essentials

Settings
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3. Select the name of your agency, in the Agency Name column.
Result: Your Agency Lifecycle Status page displays.

4.

C — [ Documents  |g] Deliverables
10 G & B ®
J N o 8 [ 1ssues &P Project Permissions

Edit Save Close Status Submit Options Project Build Previous Next
- i Team /4\ Risks g Resource Plan

Project Workflow Navigate Page

[
3
I
e

Status: Checked-out to Vance Holter since 3/11/2013 11:25 AM Last Modified: 3/11/2013 11:25 AM

OIT Demo Lifecycle Status
Agency Mission

Planned Value

Agency Information

Analyst Comments
1. Draft 2. Published

Home

Agency Portfolio

Projects/Applications

Workflow Approvals Current Workflow Stage: 2. Published (Agency)
Workflow Stage Status

Agency IT Business Validation succedeed for current stage.

Plan

Agency Goals Available Pages in this Workflow Stage

Agency Goals List Pages below may require attention. Click "Next" in the ribbon above to scroll through each page or select an individual page by clicking on it below.

Page Name Status Description
Information Center
Report Center Agency Mission No Required Project Fields

Planned Value Complete
Settings Agency Information Complete
Personal Settings Analyst Comments No Required Project Fields

« [ 1

Project Essentials Pages marked with '=' require attention

Settings
3 All Workflow Stages

From the Area Navigation Bar, select Agency Mission.

Demitra

Project

— (5 Documents  |g) Deliverables
300G & 8 -
3 - LR 8 ssues & Project Permissions o
Edit  Save Close  Status Submit Options Project Build Previous  Next
- it Team /4\ Risks g Resource Plan

Project Workflow Navigate Page

Status: Checked-out to Vance Holter since 3/11/2013 11:25 AM Last Modified: 3/11/2013 11:25 AM

OIT Demo Lifecycle Status

Agency Mission
Planned Value
Agency Information

Analyst Comments
1. Draft 2. Published

Home

Agency Portfolio

Projects/Applications

Workflow Approvals Current Workflow Stage: 2. Published (Agency)
Workflow Stage Status

Agency IT Business Validation succedeed for current stage.

Plan

Agency Goals Available Pages in this Workflow Stage

Agency Goals List Pages below may require attention. Click "Next" in the ribbon above to scroll through each page or select an individual page by clicking on it below.

Page Name Status Description
Information Center
Report Center Agency Mission No Required Project Fields

Planned Value Complete
Settings Agency Information Complete
Personal Settings Analyst Comments No Required Project Fields

« [ i

Project Essentials Pages marked with "' require attention

Settings
# All Workflow Stages

[
3
e
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Result: The system displays the Agency Mission page.

Site Actions ~  Browse Project
— [Zd Documents  |g] Deliverables
2 - L &l 1ssues &P Project Permissions
Edit  Save Close  Status Submit Options Project Build Previous Next
- Ste  Team i\ Risks [’ Resource Plan
Project Workflow Navigate Page

IT/ALPS

Demitra Burkhart ~

Status: Checked-out to Vance Holter since 3/11/2013 11:25 AM Last Modified: 3/11/2013 11:25 AM

< Agency Mission
=

W Agency Mission Statement

Agency Information

Analyst Comments

Home

Agency Portfolio
Projects/Applications
Workflow Approvals

Agency IT Business
Plan

Agency Goals
Agency Goals List

Information Center

Report Center

Settings
Personal Settings

Project Essentials
Settings

Py

5. To begin adding the mission statement, click the Edit button “" on the toolbar to

check out the agency record.

Result: A status message displays indicating that the agency record is checked-

out.

Actions v Browse [T

— [ Documents  |g] Deliverables
A GG & B r )
L == 2 [ Issues &B Project Permissions

D
Edit Save  Close Status  Submit Options PrSoJect Build Previous Next
- ite

ite  Team i\ Risks g Resource Plan

Project Workflow Navigate Page

Status: Checked-out to you since 3/11/2013 2:07 PM Last Modified: 2/27/2013 2:11 PM

OIT Demo Agency Mission

Agency Mission
Planned Value Agency Mission Statement

Agency Information

Analyst Comments

Home

Agency Portfolio
Projects/Applications
Workflow Approvals

Agency Goals
Agency Goals List

Information Center

Report Center

Settings

Personal Settings

Project Essentials
Settings
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6. In the Agency Mission Statement text field, enter your agency’s mission
statement.
Note: When you click in the Agency Mission Statement field, the Editing Tools tabs
will become active, and you can enter your agency’s mission statement and format
the text as needed.

Demitra Burkhart ~

SiteActions ~  Browse  Project [

cut <> -
= Verdana - st - ’y L
Copy <P 5 select
paste WAL A Spelling  Markup
S Undo. B £ U e x, X - & Styles» <% HTML«
Clipboard Font Paragraph Styles__Spelling Markup

I Status: Checked-out to you since 3/12/2013 8:47 AM Last Modified: 3/11/2013 11:25 AM

OIT Demo Agency Mission »
Agency Mission
planned Value Agency Mission Statement
Agency Information

Analyst Comments

Home

Agency Portfolio
Projects/Applications
Workflow Approvals
Agency IT Business
Plan

Agency Goals

Agency Goals List

Information Center
Report Center

Settings

Personal Settings

Il Project Essentials
Settings

7. After you have entered your agency’s mission statement, click the Project tab,

above the toolbar.
Result: The system closes the Editing Tools and activates the icons to save and
check-in the mission statement.

Editing Tools
Demitra Burkhart ~

Site Acti~..> v Browse Project FormatText  Insert

= Documents 2] Deliverabl3
H ks G ! soa 3 =~ ‘6
L) "
1 —);J - e |8 Issues &Projectp missions -o

Dy
Edi Save  Close Status Submit Options Project Build Previous Next
- Site Team 4\ Risks o

Project \Workflow igate Page

Status: Checked-out to you since 4/15/2013 1:48 PM Last Modified: 3/25/2013 10:26 AM

OIT Demo Agency Mission -

Agency Mission

Planned Value Agency Mission Statement To improve the well-being of Ohio's workforce and families by 3
promoting self-sufficiency and ensuring the safety fo Ohio's most 1

Agency Information vulnerable citizens.

Analyst Comments

Home

Agency Portfolio
Projects/Applications
Workflow Approvals

Agency Goals

Agency Goals List
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8. On the toolbar, click Save i to save the mission statement to your agency’s
record.
Result: A confirmation message displays.

Editing Tools
Demitra Burkhart ~
Site Actions ~  Browse Project Format Text Insert

C = _) Documents 2] Deliverables
HB GOG &8 506

= _."J et s |8 Issues & Project Permissions

Edit Save | Close Status Submit Options Project Build Previous  Next
- Site Team  /\ Risks ‘:“g Resource Plan

Project Workflow Navigate Page

Status: Checked-out to you since 4/15/2013 1:48 PM Last Modified: 3/25/2013 10:26 AM

OIT Demo Agency Mission Save completed successfully,
Agency Mission
Planned Value Agency Mission Statement To improve the well-being of Ohio's workforce and families by
: promoting self-sufficiency and ensuring the safety fo Ohio's most
Agency Information vulnerable citizens.|

Analyst Comments

Home

Agency Portfolio
Projects/Applications
Workflow Approvals

Agency Goals

u Agency Goals List

9. On the toolbar, click Close Edto check in your agency record.
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Adding Your Agency’s IT Planned Value

The Agency Planned Value captures the agency’s IT budget. The budget is entered by
state fiscal year.

To enter your agency’s IT budget, follow the steps below:

1. From the IT ALPS home page, click Manage Agency Portfolio.
Result: The Agency work center displays.

2. On the toolbar, click the View drop-down list and select Agency.
Result: Your agency work center displays.

3. Select the name of your agency, in the Agency Name column.
Result: Your Agency Lifecycle Status page displays.

4. From the Area Navigation Bar, select Agency Planned Value.
Result: The system displays the Agency Planned Value page.

Cost .
: . Demitra Burkhart ~
Site Actions »  Browse Project Budget

Opex.Federal One-Time

Home Opex.Federal Recurring
Agency Portfolio Opex.Grants $10,575,000.00
Projects/Applications Opex.State One-Time
d Total Costs Opex.State Recurring $5,220,000.00 $15,397,500.00

Workflow Approvals
Capex.Federal One-Time
Agency Goals Capex.Federal Recurring

Agency Goals List Capex.Grants

Agency Goals Capex.State One-Time

Prioritization Capex.State Recurring
Portfolio Analyses COPS
Total $15,000,000.00 $15,100,000.00
Information Center Unallocated
Report Center Opex.Federal One-Time

Opex.Federal Recurring

ll__ Export to Excel r Scroll to Year: All “ J Redistribute Financial Data Display Currency - Create Create
Display Granularity:  Vears - =4 Copy to Financial Dimension Exchange Rates Review Review
Allocations Synchronize
Display Detail Level: 3 « Resource Costs Set Currency ~
Edit Share View Manage Currency Snapshots  Change Requests
Status: Checked-in Last Modified: 4/15/2013 5:15 PM 2
OIT Demo Planned Value
Agency Mission
Planned Value Name Cost Centers 2014 2015 20:
Agency Information Total $15,795,000.00 $15,397,500.00 =
Analyst Comments Unallocated

m

S = =

5. On the toolbar, use the View drop-down lists to specify how your Agency Planned
Value information is displayed.

e From the Scroll to Year drop-down list, select which fiscal year you would like
to enter the planned value for or select All.
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From the Display Granularity drop-down list, select whether you would like to
view the budget information by years, semesters, quarters or months.
Note: Years is the preferred setting.

From the Display Detail Level drop-down list, select the detail level at which
you would like to view your budget information. The choices are numbered from
1 to 2; level 1 represents the total and level 2 represents the detail.

Note: Level 3 is no longer in use. It will be removed from the drop-down in a
future release.

‘ Site Actions v Browse

Demitra Burkhart ~

\ﬂ Scroll to Year: Al - —}\ 1 S 5
H o X4 i 18 ) =
L % Display Granularity: = Vears - T —J \pw
Save UndoAll Exportto Allo®gions Synchroni, Redistribute  Copy to Financial Display Exchange Set Create Review Create Review
Changes cel Display Detail Level: 3 « Resourcgosts  Financial Data Dyxmension Currency ~  Rates  Currency «
Edit Share View Manage Currency Snapshots Change Requests
Status: Checked-out to you since 3/12/2013 12:21 PM Last Modified: 3/12/2013 9:54 AM
OIT Demo Plan
Agency Mission
planned Value Name Cost Centers 2014 2015 2016
Agency Information Total

Result: The system displays the budget information at the detail level specified.

6. Above the toolbar, click the Project tab.

Demitra Burkhart ~

Site Actions v Browse Project
o C ' = 3 _J Documents 2'] Deliverables i
/ X ) oo P Q E>
= - J] aeae & [ Issues $ Project Permissions
Edit Save Close Status Submit Options Project Build Previous Next
S Site  Team /i) Risks g Resource Plan
Project Workflow Navigate Page

Status: Checked-in Last Modified: 4/15/2013 5:15 PM

OIT Demo Planned Value

Agency Mission

pPlanned Value Name Cost Centers 2014 2015 201¢ -
Agency Information Total $15,795,000.00 $15,397,500.00 -
Analyst Comments Unallocated

Opex.Federal One-Time
Opex.Federal Recurring
Opex.Grants $10,575,000.00

Home

Agency Portfolio
Opex.State One-Time

= Total Costs Opex.State Recurring $5,220,000.00 $15,397,500.00

Capex.Federal One-Time

Projects/Applications
Workflow Approvals

m

e
7. On the toolbar, click Edit 4 to check-out the Agency Planned Value record.
Result: The Status bar displays the record as checked-out.

To edit your agency’s budget information, scroll to the appropriate cost center

fields, and enter the desired dollar amounts.

Note: IT ALPS auto formats the amounts entered. When entering a whole number,
you do not need to enter $s, commas, or decimal points. For example, enter
1000000 and the system will display $1,000,000.00. If entering less than a whole
number, enter the decimal point. For example, enter 1000000.50 and the system
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will auto format the amount and display $1,000,000.50.

Result: As you enter budget numbers, the system rolls the amounts up to the

highest level, Total Costs.

9. After you have modified all the desired budget information in the appropriate cost

center fields, select the Project tab above the toolbar.

Demitra Burkhar!

ons v Browse [T et
E C m (&g Documents @) Deliverables 5 N
%4 () ( =
3 O éda L i ssues & Project Permissions 0 ©
W\ Close  Status Submit Optigf Project Build Previous  Next
Site  Team i\ Risks 8 Resource Plan

Project
Status: Checked-out to you since 4/15/2013 2:35 PM Last Modified: 4/15/2013 1:57 PM

o Navigate Page

OIT Demo Planned Value

10.0n the toolbar, click Save o save the agency Planned Value information

entered.

Result: The save request is processed and a confirmation message displays.

Demitra Burkhar

Actions +  Browse [ECISTSM  Budget
E C m (£ Documents @) Deliverables N N
H 3 S \ S68 |y
SRS L I ssues & Project Permissions o0 O
Edt  Save Close  Status Submit Options Project Build Previous  Next
- Site  Team /i\ Risks % Resource Plan
Project Workflow Navigate Page ——

Status: Checked-out to you since 4/15/2013 2:35 PM Last Modified: 4/15/2013 1:57 PM

OIT Demo Planned Value Save completed successfully,
Agency Mission

Planned Value Name Cost Centers 2014 2015

11.If you have finished entering your planned value information, from the toolbar,

click Close = to check-in the Planned Value record.
Result: The system displays the Close dialog box.

Project: OIT Demo

The project is checked out to you.

Do you want to check in the project?

12.Click Yes to check-in the file.
Result: The save request is processed and a confirmation message is displayed.
When the check-in request is completed, the Planned Value page closes and the

agency work center is displayed.
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Managing Your Agency’s Application Portfolio

Each Agency has applications which support its missions and goals. A crucial part of
Application Planning is to identify and plan for the Resources that will support an
Application. This is accomplished by creating one Application Resource Plan — in
Fiscal Year increments - for each Application.

Resources are identified in four Classes: Labor, Hardware, Software and Enterprise
Services. Application Resource Plans allow an Agency to identify and plan for the
Resources it will need to support an Application over the Application’s lifetime.

There are no dollar amounts associated with an Application Resource Plan. The
Application Resource Plan helps you record the expected resources. Later, when you
create Projects to support this Application, you will use the Resource Plan as a guide
to plan project resources. The monetary costs will be included in the Project Planned
Value (budget) of your individual projects.

This section steps you through adding an Application and its Resource Plan, as well as
setting the Application’s lifecycle stage.
Adding an Application

1. From the IT ALPS home page, click Manage Agency Portfolio.
Result: Your agency work center displays.

2. From the toolbar, click the View drop-down list and select Applications.

Site Actions v Browse Projects

Demitra Burkhart ~
= .
& 574 Check in My Projects v £ @R
= I | Y ) %)

& a2 | P — Z
¢ ( +1 11 [7] Subprojects
Ly 2 ’{3 : X W\ - x~ s
- ™ o :ﬁ @ & Close Tasksto Update \ \ W ¥ g =

New  Open Update Build Resource  Project Zoom Zoom Scrolito  Outline Exgxnrtltc Print  [7] Time with Date Chan
- - List j - - c

Team  Plan  Permissions [ Project Site In Out  Project B Group By:  Custom Group...

Project Navigate Zoom Data Share Show/Hide  Project

Home Agency Code © | Agency Name Lifecycle Status Cost Start Date || 3/10/2013 3/17) °
- SIMITIW|TIEIS[|SIM

Agency Portfolio AAA20 ﬂ OIT Demo Agency Profile (Published) 7/1/2013 |
Projects/Applications

Workflow Approvals

Agency IT Business
Plan

Agency Goals

Agency Goals List

Information Center
Report Center

Settings

Personal Settings

Project Essentials
Settings

i >4 B

Result: The éystem displays the application work center.
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3. From the toolbar, click New = and select Application from the drop-down list.
Result: The system displays the Application Lifecycle page.

] Project Detail Pages - A... % [RE S G o

L SB[ hitps:/italps:sp.ohio.gov/PWA/ Project5:20Detail:20Pages/ Application %20nitiation O ~ @ ¢ X | Ohioiou el =i Do mentarions Al

{;‘5 I] Search results for process ... Suggested Sites = a Web Slice Gallery +

Michelle Walton ~

Site Actions B Browse [EEIGIES

H B8

Save Cancel

Project

*Indicates a required field
Home
Application Lifecycle
Agency Portfolio

Projects/Applications

Workflow Approvals 2
— E}i";{?pme“ = 'j:;:‘"m 3. In Production (App) 4, Being Retired (App) 5. Retired (App)

Agency Goals
Agency Goals List

Information Center
6. Cancelled (App)
Report Center

Settings Application Infermation

Personal Settings

Name*

Project Essentials Spedify a name for the Application

Settings Description o

Administer Resource

Types

Administer Resource

Items k
Agency Impact @

Use this field to identify the Agency(ies) that are part of the
collaboration described above,

Planned Production Date l—m
The planned preduction date of the application
Cost Start Date l—ﬁ

Enter the date that planning or waork on this
Application/Project begins.

Cost End Date l—ﬁ

Enter the date that planning or work on this
Application/Project ends.

4. In the Name field, enter the name of your application using the convention below:
XXX-ApplicationName, where XXX equals the agency’s three letter OAKSID. A dash
(-) should be entered between the OAKSID and the application name.

S. In the Description field, enter a text description of the application.
6. The Agency Impact field is not currently used for Applications.

7. If this Application is still in development, use the Planned Production Date field to
record the date that you expect it to go into production. You may enter the date
directly into the field or use the calendar icon H to select the date. If the
application is already in production, or you don’t yet have a projected date, you
may leave this field blank. You will have the opportunity to enter an actual
production date on the next page.
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8. In the Cost Start Date field, record the earliest date that you will plan resources
and work for this application. You may enter the date directly into the field or use
the calendar icon = to select the date.

Note: You can leave this field blank initially, but you will not be able to create
your Application Resource Plan until it is completed with a valid date that is earlier
than the Cost End Date.

9. In the Cost End Date field, record latest date that you will plan resources and
work for this application — essentially the end of the period that you expect the
application to remain in production. You may enter the date directly into the field
or use the calendar icon 4 to select the date.

Note: You can leave this field blank initially, but you will not be able to create
your Application Resource Plan until it is completed with a valid date that is later
than the Cost Start Date. You can also change this field later if you extend or
shorten the life of the application.

10.0n the toolbar, click Save k= to save the application information.
Result: The system processes the request and displays a confirmation message.
The system will then display the Application Lifecycle Status page.

11.From the Application Lifecycle Status page, select Application Information from
the Area Navigation Bar.
Result: The system opens the Application Information page.
Note: Some of the fields on this page are pre-populated from information entered on
the Application Lifecycle page.
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Walton, Michelle -

Site Adtions ~  Browse [CTISS
B C’ Eo C ﬂ% EQ 5/ Documents  [g] Deliverables
EI_—‘ J A =] . B 1ssues &P Project Permissions 46 ﬁ
Eot  Sawe Close Status Submit Options Pioject Buld o Previous  Next
S Ste  Team i\ Risks *% Resource Plan
Project Waorkflow Navigate Page

Status: Checked-out to you since 2/26/2014 5:09 PM Last Modified: 2/26/2014 5:23 BM

=Indicates a required field
AAA-New Business

App Application Information
Application Information
Namer
Application Resource ame [AAA-New Business App
Specy a name for the Application
Strategic Impact: Description This application is used to record and monitor new business opporcunicies. -
Project Assodiations
Application Roadmap
Application Promotion
Comment: =
Analyst Comments Business Owner |
Technical Owner I
Home
Agency Portfolio
Technical Information
Projects/Applications
Workflow Approvals Application Type
Agency Goals Hosting =
Agency Goals List
Goals )
Prioritization Timeline
Portfolio Analyses
Planned Production Date =
The planned production date of the application
Information Center
Actual Production Date —
Report Center
Cost Start Date  —

Settings Enter the date that planning o work on this
ApplicationProject begins.
Personal Settings

- oo Cost End Date '73
SRR Enter the date that planning or work on this
Appiicaton/Projects ends.

Project Essentials Planned Retirement Date ——
Settings

Last Modified 226/2014 5:24PM
Administer Resource

Administer Resource
Items

12.In the Business Owner field, enter name of the individual who represents the
business authority for the application.

13.In the Technical Owner field, enter name of the individual who represents the
Information Technology authority for the application.

14.In the Application Type field, click the (-] icon and select the option which best
describes the application type from the drop-down list.
CAUTION: Do not press the Backspace key in this field. Doing so will cause the
values in the drop down lists on the screen to no longer display. If this
inadvertently occurs, press F5 to refresh the page The values will reappear when

you click the L] icon again.

15.In the Hosting field, click the icon L] and select the option which best reflects
how the application is being hosted.
CAUTION: Do not press the Backspace key in this field. Doing so will cause the
values in the drop down lists on the screen to no longer display. If this
inadvertently occurs, press F5 to refresh the page. The values will reappear when

you click the L] icon again.

16.The Planned Production Date field may be populated if you entered it on the
intitial new application page. If the field is blank or if you wish to change it, you
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may do so by entering the date directly into the field or using the calendar icon =
to select the date.

17. If this Application is already in production, use the Actual Production Date field
to record the date that it went into production. Enter the actual date, even if it was
in production before you began using ALPS. You may enter the date directly into
the field or use the calendar icon =2 to select the date.

18.The Cost Start Date field may be populated if you entered it on the intitial new
application page. This field is used to record the earliest date that you will plan
resources and work for this application. If the field is blank or if you wish to
change it, you may do so by entering the date directly into the field or using the
calendar icon H to select the date.

Note: You can leave this field blank initially, but you will not be able to create
your Application Resource Plan until it is completed with a valid date that is earlier
than the Cost End Date.

Note: You may change the Cost Start Date and/or the Cost End Date after your
Application Resource Plan is built. If your changes cause an increase in the fiscal
years covered by the application, the additional fiscal year(s) will be added to the
Application Resource Plan. If your changes cause a decrease in the fiscal years
covered by the application, the eliminated fiscal year(s) and all associated
Resources will be deleted from the Application Resource Plan.

19. The Cost End Date field may be populated if you entered it on the intitial new
application page. This field is used to record the latest date that you expect to plan
resources and work for this application — essentially the end of the period that you
expect the application to remain in production. If the field is blank or if you wish to
change it, you may do so by entering the date directly into the field or using the
calendar icon “ to select the date.

Note: You can leave this field blank initially, but you will not be able to create
your Application Resource Plan until it is completed with a valid date that is later
than the Cost Start Date. You can also change this field later if you extend or
shorten the life of the application.

Note: You may change the Cost Start Date and/or the Cost End Date after your
Application Resource Plan is built. If your changes cause an increase in the fiscal
years covered by the application, the additional fiscal year(s) will be added to the
Application Resource Plan. If your changes cause a decrease in the fiscal years
covered by the application, the eliminated fiscal year(s) and all associated
Resources will be deleted from the Application Resource Plan.

20. In the Planned Retirement Date field, enter the date you expect the application
to be retired and removed from production. You may enter the date directly into the
field or use the calendar icon = to select the date.
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Note: You can change this field later if you extend or shorten the life of the
application.

21. The Last Modified field is a display field that shows you the last time changes
were saved to this page.

22.0n the toolbar, click Save b to save the application information.
Result: The system processes the request and displays a confirmation message.

23.0n the toolbar, click Close = to check in the file.
Result: The system displays the Close dialog box.

24.1In the Close dialog box, click Yes to check in the file.
Result: The system processes the request and displays a confirmation message.

Associating Applications

An Agency may wish to record that an Application is related to one or more other
Applications. Some situations that might trigger Application Associations are:

e A primary Application and independent modules of that Application that work
together

e Applications that share some or all resources

e Applications that work together but support different user constituencies (for
instance, a primary application used by internal agency users and a public-
facing application allows the public to access a subset of the internal data.

o Note: This section outlines the steps to associate one application to another. It
assumes that you have your application open and checked out to you.

1. From the Area Navigation Bar, select Application-Application Associations.
Result: The system displays the Application-Application Associations page.
When you open this page before there are any associated Applications, the page
will display the message “There are no entities linked to the project in the context
of the current web part configuration.”
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i,“:‘; f] Search results for process ... Suggested Sites = @ Web Slice Gallery =

Financial Relationships

Site Actions =~ | Browse Project Actions

5 &

Allocate Aggregate Edit  Delete
To rom

Status: Checked-out to you since 4/18/2014 1:24 PM Last Modified: 3/12/2014 5:58 PM

The Magic Sorting Application - Application Associations
Hat
Application Information @ There are no entities linked to the project in the context of the current web part configuration.

Application Resource
Plan

Strategic Impact

Application - Project
Associations

Application Roadmap

Application Promotion
Comments

Analyst Comments

Application - Application
Associations

2. Determine the relationship of the Application you wish to associate to the one
you have open. If the associated Application is subordinate to (a child of ) the
open Application, then select the Aggregate From icon from the toolbar. If the
associated Application is Primary to (a parent of ) the open Application, then
select the Allocate To icon from the toolbar.

Note: If the Allocate To and Aggregate From icons are not enabled, you need
to check out the Application. Select the Project tab (above the toolbar) and then

Do
select Edit “4 to check out the Application.

To associate the open Application to a Primary Application
3. Select the Allocate To icon.
Result: The system displays the Add New Relationship window.

Note: The Enterprise Project Type field is auto-populated with Application.
The Department field is auto-populated with your Agency’s Agency ID.
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Add New Relationship

= &

Sawve  Close

Actions

Enterprise Project Type:

| Appicaton

Department:
|Daso1

MName:

Entity:

|Msw sPARKY [=]
Percent Allocation:

100

This percent will be used for the stages with Allow partial
funds aggregation setting enabled. If the setting is
disabled, then 100% percent will be used for the
calculation of values.

4. In the Entity field, select the dropdown arrow to display a list of your Agency’s
Applications. Select the Application that is Primary to the Application you are
editing.

S. The Percent Allocation field defaults to 100. If the open Application is 100%
associated to the Primary Application you selected in the Entity field, then
leave this field alone. If you wish to lower the allocation %, type over the 100 to
enter the appropriate %.

wl

6. Click the Save 3av& button at the top of the window.

Result: The system displays the Primary Application to which the open
Application is associated under the heading “Data from <the name of the open
Application> is aggregated to the following entities.
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Site Actions = Browse Project Actions
g E:’ 4 ft

Allocate Aggregate Edit Delete
To rom

Status: Checked-out to yvou since 4/18/2014 1:24 PM Last Modified: 3/12/2014 5:58 PM

The Magic Sorting Application — Application Associations
Hat

Application Information Data from The Magic Sorting Hat is aggregated to the following entities:

Eg ) ] name Percent Allocation
Strategic Impact

[E] msw sParRKY 50%

Application - Project

To associate a subordinate Application to the open Application
1. Select the Aggregate From icon.
Result: The system displays the Add New Relationship window.

Note: The Enterprise Project Type field is auto-populated with Application.
The Department field is auto-populated with your Agency’s Agency ID.
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Save Close

Actions

Information Technology

Enterprise Project Type:

Department:
DASO1

Mame:

Entity:

MSW 0312142 App
Percent Allocation:
100

This percent will be used for the stages with Allow partial

[=]

funds aggregation setting enabled. If the setting is
disabled, then 100% percent will be used for the

calculation of values.

IT/ALPS
A\

2. In the Entity field, select the dropdown arrow to display a list of your Agency’s
Applications. Select the Application that is Subordinate to the Application you

are editing.

Note: Make sure that the subordinate Application is not already 100% allocated
to another Application. If it is, you must open the subordinate Application and

change the %s from there.

3. The Percent Allocation field defaults to 100. If the subordinate Application is
100% associated to the open Application, then leave this field alone. If you wish
to lower the allocation %, type over the 100 to enter the appropriate %.

wl

4. Click the Save 33v& button at the top of the window.
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Result: The system displays the subordinate Application under the heading
“The following entities aggregate to <the name of the open Application>.

Financial Relationships

Site Actions ~  Browse Project

e,

Allocate Aggregate Edit Delete
To rom

Status: Checked-out to you since 4/18/2014 1:24 PM Last Modified: 3/12/2014 5:58 PM

The Magic Sorting Application - Application Associations
Hat

Application Information The following entities aggregate to The Magic Sorting Hat:

Application Resource
Plan [E] name Percent Allocation

Strategic Impact [F] Mmsw 031214 Application 100%
Application - Project
Associations

Application Roadmap

Application Promotion
Comments

Analyst Comments

Application - Application
Associations

Adding an Application Resource Plan

Open your Application Resource Plan

25.From the Area Navigation Bar, select Application Resource Plan.
Result: The Application Resource Plan page displays the Application Name, the
Cost Start Date, the Cost End Date and one column for each fiscal year included
in the Cost Start Date to Cost End Date range.

ALPS User Manual Page 41 UPDATED: April 21 2014



Ohi(DAs ﬁffﬁocr%ﬂoe:tion Technology IT/\ FS

Service - Support - Solutions

591 O - @C X _ﬁlr\kmet Explorer - h‘ mon - All Doc... | [ 7] Project Detail Pages - Appli.. ‘ ‘

6 Coll [ ntps://it: io.gov/ pwa/project %20 detail tionse20resource%20pl

pages/applica

Site Actions ~  prowse [N

E C/ Eo Cj % (£ Documents |5 Deliverables
= - . Bl 1ssues &B Project Permissions \3 |E

Egit  Save Close Status Submit Options Project Buld - Previous  Next
- Site  Team /i\ Risks [ Resource Plan

Project Workflow Navigate Page
Status: Checked-out to you since 2/26/2014 5:09 PM Last Modified: 2/27/2014 4:49 PM

AAA-Newi Business
App

Application Information

Application Resource Plan for AAA-New Business App
2/1/2014 - 2/1/2020

Application Resource
Bl

Add
7
oo .m s m e mmm
Add

Project Associations
Application Roadmap

Application Promotion
Comments

Analyst Comments

Home
Agency Portfolio

Projects/Applications
Workflow Approvals

Agency Goals
Agency Goals List

Agency Goals
Prioritization

Portfolio Analyses

Information Center

Report Center

Settings
Persenal Settings

Server Settings

Project Essentials
Settings

Administer Resource

Administer Resource
Items

Note: If you have not yet completed the Cost Start Date and Cost End Date on
the Application Information page, the Application Resource Plan page will open
and display the following message: To enter a Resource Plan, you must first enter
valid Cost Start and Cost End Dates.

26. From the Application Resource Plan page, click the fda button.

Note: The Add button appears twice: at the top and bottom of the page. Because
there are no items in your plan when you first enter the page, these buttons appear
very close together.

Result: The Add an Item... page is displayed.
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Walton, Michelle ~

Site Actions - Browse LSS

E C' Eo Cj ﬂ% $ [ Documents || Deliverables
ER & e B tssues S Froject Permissions & @
Edit  Save Close  Status Submit Options Prgjedt Build - Previous  Next
- Site  Team 4\ Risks [2g Resource Plan
Project Workflow Navigate Page

Status: Checked-out to you since 2/26/2014 5:09 PM Last Modified: 2/27/2014 4:49 PM o

AAA-New Business

App | Add an Item to the Resource Plan for AAA-New Business App | Return to Resource Plan Save and Submit
Application

Application Resource 2/1/2014 - 2/1/2020

Plan Select a Resource Item by using Class. Type. and Item drop-dotwns or Search by Ttem

oortl] | oo | seeim | meowes | pvms | moos | moms | mo | nos | nos | now
Project Associations <

Application Roadmap Select Select [=] [setect 0 0 0 0 0 0 0
Application Promation

Comments .
Analyst Comments Search

Home

Agency Portfolio
Projects/Applications
Workflow Approvals
If you can't find the Resource Ttem you need using the drop-downs or the Search, click here to create a
custom item.

Agency Goals
Agency Goals List

i

Agency Goals
Prioritization

Partfolio Analyses

Informatien Center
Report Center

Settings
Personal Settings

Server Settings

Project Essentials
Settings

Administer Resource
Types

Administer Resource
Items

Add items to your Application Resource Plan

The Add an Item... page allows you to plan for the use and quantity of one resource
item across the lifecycle of the Application. You can modify these values as plans
change for current and future fiscal years. You will always be able to view previous
fiscal years if they exist on the Application, but you will not be able to make changes
to previous fiscal years.

There are 3 ways to select an item to add to your Resource Plan. This section will walk
you through all three.

Select an item from the drop-downs

27. In the Resource Class field, click the drop-down arrow.

Result: The drop-down list displays the available classes: Labor, Software,
Hardware and Enterprise Services.

28. Click on your choice from the drop-down list.

ALPS User Manual Page 43 UPDATED: April 21 2014



Ohi®dAS

Infarmation Technology A
Service - Support - Solutions
Result: The class you selected is displayed in the Resource Class field and the
quantity description labels are completed below each fiscal year column. These
descriptions vary by class as follows:

When the Resource Class is Labor: The quantity is represented by (Full-Time
Equivalent) FTE Months. In the FTE Months field enter the number of labor
months you plan to use for this resource during the fiscal year you are building.
This number represents the total number of labor months; it is not restricted by
the number of people or the duration. For example, an entry of 12 FTE Months can
represent any of the following:

One full-time person for 1 year

2 full-time people for 6 months each (concurrent or consecutive)
Y2-time person for 12 months

12 full-time people for one month each (concurrent or consecutive)

o op

You may enter more than 12 months in this field. For example, you might enter 36
months to represent 3 full-time people.

e When the Resource Class is Software: The quantity is represented by Units.

e When the Resource Class is Hardware: The quantity is represented by Units.
When the Resource Class is Enterprise Services: The field label says Use and
the quantity field changes from an entry field to a check box. This is because
services can’t be represented by quantities; simply record whether or not you
plan to purchase this service during the fiscal year represented by the column.

29.In the Resource Type field, click the drop-down arrow.

Result: The drop-down list displays the available Types in the Resource Class you
previously selected. For example, if you selected Resource Class = Labor, the
available types displayed will be Internal Labor and External Labor. Grouping the
items by Type allows you to drill down to a manageable list of items in the next
field.

30.Click on your choice from the drop-down list.

Result: The type you selected is displayed in the Resource Type field.
31.In the Resource Item field, click the drop-down arrow.

Result: The drop-down list displays the available items in the Resource Class and
Type you previously selected. Items that have already been added to your Resource
Plan will not appear in the drop-down.

32.Click on your choice from the drop-down list.
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Result: The type you selected is displayed in the Resource Item field.

501 O~ @S X

File Edit View Favortes Tools Help

site Actions ~  Browse oL

E C EO Cj ;5% $ [ Documents 5] Deliverables
] £ - B ssues

Edit  Save Close  Status Submit Options Project
= ite

Build

& Project Permissions

Previous  Mext

[] Project Detail Pages - Appli.. %

Walton, Michelle «

Application

Application Resource:
Flan

Strategic Impact .

Project Associations

2
Application Roadmap Labor
Application Promotion
Comments <
Analyst Ct ks

nalyst Comments Search

Home

Agency Portfolio
Projects/Applications
Workflow Approvals
Agency Goals ‘custom ftem_
Agency Goals List

Agency Goals
Erioritization

Fortfolio Analyses

Information Center

Report Center

Settings
Personal Settings

Server Settings

Project Essentials
Settings

Administer Resource
Types

Administer Resource
Items

2/1/2014 - 2/1/2020
Select a Resource Item by using Class, Type, and ltem drop-downs or Search by ltem

Resource Class

Resource Type

Internal Labor

Team /A, Risks [ Resource Plan
Project Workflow Navigate Page
Status: Checked-out to you since 2/26/2014 5:03 PM Last Modified: 2/27/2014 4:49 PM k=
AAA-New Business
App | Add an Item to the Resource Plan for AAA-New Business App | Return to Resource Plan Save and Submit

T I I I I I N
[+] [select i 0 0 0 0 0 0 0

Business Analyst

Computer Operator

Data Processor

Data Security Resource

Data Systems Resource

Database Analyst Specialist

Geographic Information Management Systems Resource
Consulant

Infrastructure Specialist
IT Architect
Network Resource

Iyou can't find the Resource ltem you need using the drop-downs | program Specialist

Programmer
Project Manager

System Analyst

Technology Based Trainer

T i Resource

T

33.In each Fiscal Year column, indicate the quantity of the selected item that you plan to

use in that fiscal year. When your item is in the Enterprise Services class, click in the
check-box to indicate that you plan to use that service during the selected fiscal year.

34.When you have finished adding this item, click the

Save and Submit
button.

Result: The system displays a confirmation message, highlighted in green.
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- = - . B ssues & Project Permissions
Egt  Save Close  Status Submit Options Project Build Previous Next
- site  Team 4\ Risks [ Resource Plan
Project Workflow Navigate Page
Status: Checked-out to you since 2/26/2014 5:08 PM Last Modified: 2/27/2014 4:49 PM El

AAA-New Business
e _ oo fiesoures lan seveana submit

Application Information
2/1/2014 - 2/1/2020

Select a Resource Ttem by using Class, Type, and Ttem drop-downs or Search by Ttem

[ltem suc ved to Resource Plan.

Application Resource

Strategic Impact

Application Roadmap ]
A — Labor [=] [intemal Labor [] [Business Analyst [=] 24 18 12 12 12 6 12
e |1z Vot | FIEMonths | FTENonths | FTEMonths | FTEMonths | FTEManiis | FTE Montis |
Analyst Comments i E
Search

Home

Agency Portfolio
Projects/Applications
Worldiow Approvals

T you can't find the Resource Item you need using the drop-downs or the Search, click here to create a

Agency Goals
custom item.

i

Agency Goals List

Agency Goals
Prioritization

Portfolio Analyses

Information Center
Report Center

Settings
Personal Settings

Server Settings

Project Essentials
Settings

Administer Resource
Types

Administar Resource
Items

Return to Resource Plan
35. Click the button.

Result: The system displays the Application Resource Plan page, which now
includes the item you just added.

Caution: You must return to the main Application Resource Plan page after adding
each item.
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App Application Resource Plan for AAA-New Business App
2/1/2014 - 2/1/2020

Application Information

Application Resource.
Plan

Resou
SICETIMaEEES Resource Type Resource Item
Class
Project Associations
Applicatien Roadmap Internal Labor Business Analyst

Applicatien Promotion
nts

Analyst Comments

Home

Agency Portfolio
Projects/Applications.
Workflow Apprevals

Agency Goals
Agency Goals List

T

Agency Goals
Prioritization

Fortfolio Analyses

Information Center

Report Center

Settings
Personal Settings

Server Settings

Project Essentials
Settings

Administer Resource

dAminister B

Select an item from the Search box
If you do not know the Resource Class of the item you wish to add, or if you prefer not
to use the drop-downs, you may also add items using the search functionality.

From the Add an Item... page, hover your cursor over the text entry box in the Search
section.

test.sp.ohio.gov/ pwa/project %:20detail %20 pages/application%20resource %20pl ) 591 O~ @O X

File Edit View Favorites Tools

Help

Site Actions +  Browse

Project

\ 0 E Cj zo G Eﬁ L@ [£7 Documents  [s] Deliverables
- = = : B issues & Project Permissions
Edit  Sove Close  Status Submit Options Prolect Build o Previous  Hext
s ste  Team i\ Risks [ Resource Plan
Project Workilow Navigate Page

Status: Checked-out to you since 2/26/2014 5:08 PM Last Modified: 2/27/2014 4:43 PM

AAA-New Business
it _ fetumioesource Pan seve and Submt

Application Information
2/1/2014 - 2/1/2020
Select a Resource ltem by using Class, Type, and Item drop-downs or Search by Item

e e .-------

Project Associations

Application Resource.

A —— Select [5] [Select [5] [Select
Application Promtion _______
Comments T 1

Analyst Comments

Home
« Enter an item name to view items
disolayed as: Class|Type|ltem

Use "%" as a wildcard when entering a
partial item name.

Select "Go” to add the selected item to
I you can't find the Resource Item yon need using the your Resource Plan

Agency Goals custom item.

Agency Portfolio

Projects/Applications
Workflow Approvals

Agency Goals List

]

Agency Goals
Prioritization

Portfolio Analyses
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Result: The system displays instructions about how to use the search:

e Enter an item name to view items displayed as Class | Type | [tem
e Use “%” as a wildcard when entering a partial item name
e Select “Go” to add the selected item to your Resource Plan.

37.In the text entry box, begin typing the name of the Resource Item you wish to add.

Result: The system displays items in the following format: Resource
Class | Resource Type | Resource Item. Although the Class and Type are

displayed, the system is searching only on the Resource Type. This will allow you

to see if an item is available in more than one Class and Type, allowing you to
select the one appropriate for you Application Resource Plan. As you continue to
type, the system adds or removes items from the display to match your search
criteria.

Plan.aspx?ProjUid=771f02d O ~ & & X

File Edit View Favortes Tools Help

Site Adtions - Browse [IISY
(£ Documents  [g] Deliverables
YHB GUG & Y-
L [ ssues & Project Permissions
Ed S Close  Status Submit Options  Piglec Buld - Previous  Next
- Site Team i\ Risks [ Resource Plan

Project Warkflow Navigate Page

Status: Checked-in Last Modified: 2/25/2014 :42 FM

AAA- ARP App 2-25-

2014 | Add an Item to the Resource Plan for AAA- ARP App 2-25-2014 | Return to Resource Plan Save and Submit
Application

Application Resource 2/1/2014 - 2/1/2020

Plan Select a Resource Item by using Class. Type, and Item drop-dovns or Search by Item

Broject Assodiations

[~] 0 0 0 i 0 0 0

Application Roadmap Select [=] [select [] [setect
Application Promotion

Comments

Analyst Comments Search

Home al

Agency Portfolio
Labor | External Labor | Data Entry Operator
Software | Reporting | Data Management Software
Workflow Approvals Software | Database | Data Modeling Software
IfLabor | Internal Labor | Data Processor ch, click here to create a
Labor | Intemal Labor | Data Security Resource

Enterprise Senvices | Storage & Backup Senvices | Data Storage
Ageney Goals List Labor | Internal Labor | Data Systems Resource
Software | Database | Database - DB2
Information Center Software | Database | Database - Informix
Report Center Software | Database | Database - Oracle
Software | Database | Database - SQL
Labor | External Labor | Database Administrator
Settings Labor | Internal Labor | Database Analyst Specialist
Persanal Settings Enterprise Senvices | Hosting Senices | Database Support

Projects/Applications

Agency Goals

Project Essentials
Settings

Administer Resource
Types

Administer Resource
Items

G 10 G e —— ]

38. When you see the item you wish to select, click on it.
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Result: The system displays the Resource Class | Resource Type | Resource Item
you selected in the text entry box.

4

Search

c

Labor | External Labor | Database Administrator

39. Verify that the system is displaying the item you want, then click .

Result: The system displays the Resource Class | Resource Type | Resource Item
you selected in the corresponding drop-down columns above.

2/1/2014 - 2/1/2020
Select a Resource Item by using Class, Type, and Item drop-downs or Search by Item

[T meowccin | oot | Romweron | nane | ms | mns | mo | ms | n | mvo
0 0 0 0 0 0 0

Labor |Z| External Labor E Database Administrator

Search

Labor | External Labor | Database Administrator

40.In each Fiscal Year column, indicate the quantity of the selected item that you plan to
use in that fiscal year. When your item is in the Enterprise Services class, click in the
check-box to indicate that you plan to use that service during the selected fiscal year.

. . .. ; Save and Submit
41.When you have finished adding this item, click the button.

Result: The system displays a confirmation message, highlighted in green.
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File Edit Favorites  Tools Help

Walton, Michelle +
Site Actions +

74 1] E

le O C)- ﬂ% = [£J Documents  [g] Deliverables
) . B ssues & Project Permissions

Edit  Save Close Status Submit Options Prgjedt Bulld - Previous  Hext
- Ste Team A\ Risks [ Resource Plan
Project Workflow Navigate Fage
Status: Checked-out to you since 2/26/2014 5:09 PM Last Modified: 2/27/2014 4:43 PM e

AAA-New Business

e _ fetimo fesoures pan s ana s

Application Information
2/1/2014 - 2/1/2020
Sclect a Resource ltem by using Class, Type, and Item drop-downs or Search by ltem

I to jan |

Application Resource

Strategic Impact
Project Associations

Application Roadmap

P —— Labor [=] [Extemal Labor [] [Database Administrator [+] 8 12 6 4 4 4 4

Analyst Comments - 5
| Search

Home

Agency Portfolio data

Projects/Applications
Workflow Approvals

Agency Goals T you can't find the Resource Item you need using the drop-downs or the Search, click here to create a

Agency Goals List custom tem.

i

Agency Goals
Priaritization

Portfolio Analyses

Information Center

Report Center

Settings
Personal Settings

Server Settings

Project Essentials
Settings
Administer Reseurce

Administer Resource

Return to Resource Plan
42 .Click the button.

Result: The system displays the Application Resource Plan page, which now
includes the item you just added.

Caution: You must return to the main Application Resource Plan page after adding
each item.
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591 O~ @0 X

= 3 & proi . . P
[n‘vnmwreﬁh‘mon—)ﬂlhnim [ Project Detail Pages - Appli... ‘ .‘ o ve &Y

Walton, michelle ~

Site Actions - Browse [

E C :O Cj ﬂ% $ [£J Documents  [g] Deliverables
= ¢ G - a B
j & [ ssues & Project Permissions
Edit Save  Close  Status Suemit Options  Project Buld - Previous Next
S Ste Team /) Risks [, Resource Flan
Project Workflow Navigate Page
Status: Checked-out to you since 2/26/2014 5:02 PM Last Modified: 2/27/2014 4:49 PM e

AAA-New Business

App Application Resource Plan for AAA-New Business App
Application tnformation | 2/1/2014 - 2/1/2020

Application Resource Add
Blan
Resource

Strategic Impact Resource Type Resource Item FY2016 | FY2017
. Class

roject Associations
Application Roadmap E‘ Labor  External Labor Database Administrator 3 12 5 4 4 4 4
[enlicion|Bromabon B‘ Laber Intemal Labor Business Anatyst u 13 12 12 12 6 12
Comments

Analyst Comments
v Add

Home

Agency Portfolio

Projects/Applications

Workflow approvals

Agency Goals
Agency Goals List

i

Agency Goals
Prioritization

Portfolio Analyses

Information Center

Report Center

Settings
Personal Settings

Server Settings

Project Essentials
Settings
Administer Resource

Administer Resource

Add a custom item

In the event that you cannot locate an item you need for your Resource Plan, you can
add a custom item to the Labor, Software or Hardware class. Do not enter a custom
item in the Enterprise Services Class, as you may only use Enterprise Services that
are offered by OIT. If you plan to use an outside service, select that item under the
appropriate Class. A custom item will be saved only to this Resource Plan. You may
also use the custom item as a place holder, that is, you may add it now and later
delete it and replace it with an item selected from the Resource Table.
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- 2 - 55| -
d Ingernet Explorer - hlmon AllDoc... | [1] Project Detail Pages - Appl

Walton, Michelle

B C’ ,O Cﬁ % $ [ Documents [g] Deliverables ]E
:—’-l ) : . B ssues & Project Permissions [B

Egt  Save Close  Status Submit Options Project Build Previous Next
- site  Team 4\ Risks [ Resource Plan
Project Workflow Navigate Page
Status: Checked-out to you since 2/26/2014 5:08 PM Last Modified: 2/27/2014 4:43 BM =

AMA-New Business

App | Add an Item to the Resource Plan for AAA-New Business App | Return to Resource Plan Save and Submit

Application
2/1/2014 - 2/1/2020
Select a Resource ltem by using Class, Type, and Item drop-downs or Search by ltem

Project Associations 5
Application Roadmap Select [=] [setect [=] [setect [=] 0 0 0 0 0 0 0

Application Promotion
nts

Application Resource

Analyst Cemments

Home
Agency Portfolio
Projects/Applications

Worldiow Approvals L
T you can't find the Resource Item you need using the drop-downs or the Search, click here to create a
Agency Goals custom item.

Agency Goals List

i

Agency Goals
Prioritization

Portfolio Analyses

Information Center
Report Center

Settings
Personal Settings

Server Settings

Project Essentials
Settings

Administer Resource
Types

Administar Resource
Items

43.From the Add an Item... page, click on the click here 1in,

Result: The system displays a pop-up box.

Save Cancel

Eesource Class Select |E|
Resource Type Select |Z|

J Item MName

44. In the Resource Class field in the pop-up, click the drop-down arrow.

Result: The drop-down list displays the available classes: Labor, Software,
Hardware and Enterprise Services.

45. Click on your choice from the drop-down list.

Result: The class you selected is displayed in the Resource Class field of the pop-
up.
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46.In the Resource Type field in the pop-up, click the drop-down arrow.

Result: The drop-down list displays the available Types in the Resource Class you
previously selected. For example, if you selected Resource Class = Labor, the
available types displayed will be Internal Labor and External Labor.

47.Click on your choice from the drop-down list.

Result: The type you selected is displayed in the Resource Type field of the pop-
up.

48.In the Item Name field, enter the name of your custom item.

49.Click the | Save | button.

Result: The system displays the Resource Class and Resource Type you selected
and the Resource Item you entered in the corresponding drop-down columns
above.

50.In each Fiscal Year column, indicate the quantity of the selected item that you plan to
use in that fiscal year. When your item is in the Enterprise Services class, click in the
check-box to indicate that you plan to use that service during the selected fiscal year.

. . .. ) Save and Submit
51.When you have finished adding this item, click the button.

Result: The system displays a confirmation message, highlighted in green.

Return to Resource Plan
52.Click the button.

Result: The system displays the Application Resource Plan page, which now
includes the item you just added.

Caution: You must return to the main Application Resource Plan page after adding
each item.

Edit or delete an existing item in your Resource Plan

While building your Application Resource Plan or later as your plans change and grow,
you may edit the Application Resource Plan.

You can add or decrease the quantity of any item in your plan in the current or future
fiscal years. Once a fiscal year is in the past, you may view the quantity, but you may
not change it.
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You may also remove an item completely from your Resource Plan as long as it does
not have any quantities in past fiscal years.

/project%20detail% ation%:20resource3:20pl: 2 591 O - @O X d Internet iraﬁ” mnnrml Dn(.J\l Project Detail Pages - Appli

File Edit View Favorites Tools Help

Michelle -

Project

N g E Cj O C- % $ [ZADocuments ] Deliverables
- —t = . [ 1ssues & project Permissions
Edit  Save Close Status Submit Options Project Build - Previous  Next
° Ste  Team /i Risks [ Resource Plan
Project Workflow Navigate Page

Status: Checked-out to you since 2/26/2014 5:09 PM Last Modified: 2/27/2014 4:49 FM E

AAA-New Business
App
Application Information

Application Resource Plan for AAA-New Business App
2/1/2014 - 2/1/2020

Application Resource

Add
n
| 8 12 6 4 1 4 N

Broject Associations

Application Roadmap Estemal Labor Database Administeator
éPP"EE“”” G E‘ Labor Intesnal Labor Business Analyst 24 18 12 n 2 6 12
‘omments
Analyst Comments ~?B‘ Software  End User Desktop publishing software 5 5 5 5 H 5 5
Add

/ lome

Agency Portfolio
Projects/Applications
Workflow Approvals

Agency Goals

T

Agency Goals List

Agency Goals
Erioritization

Fortfolio Analyses

Information Center

53. From the Application Resource Plan page, click the B‘ button on the line item that
you wish to change or delete.
Result: The Edit or Replace an Item in the Resource Plan... page displays the item
you selected with its existing values. From here you may either delete or edit the item.

pplication?:20resource% i Infernet Explos H { UserPocumentation - Al DD(.;“] Project Detail Pages - Appli.

File Edit View Favorites Tools Help

O ﬂ% [£F Documents  [5] Deliverables

; : C. P Erces B project Pemissions

Edit  Save Close Status Submit Options Projedt Build - Previous  Next
- Site Team i\ Risks (% Resource Plan

Project Workflow Navigate Page
Status: Checked-out to you since 2/26/2014 5:09 PM Last Modified: 2/27/2014 4:49 PM =

AAA-New Business
hep _ fetumio Reseuree Pan saveand Submt

Application Information
2/1/2014 - 2/1/2020
Select a Resource Item by using Class, Type, and Item drop-downs or Search by Item

Project Associations

Application Resource
plan

Application Roadmap Software [=] [End User [=] [Desktop publishing softwal =] 5 5 5 5 5 5 5
Appiication Promotion [ oo | o | wwie [ e | tais | s [ Uwe ]
Comments =

Analyst Comments

Home
Agency Portfolio
Projects/Applications
Workflow Approvals
Tf you can't find the Resource Item you need using the drop-downs or the Search, click here to create a
‘custom item

Agency Goals

]

Agency Goals List

Agency Goals
Prioritization

Fortfolio Analyses

Information Center

Report Center

Settings

ALPS User Manual Page 54 UPDATED: April 21 2014



Office of IT/ALPS
L\

Infarmation Technology

Ohi®dAS

Service - Support - Solutions

To delete the item

54. Click the w button to delete the item from the Resource Plan.
Result: The system displays a dialog box verifying that you want to delete the item.

Note: If the selected item had an entry in a fiscal year that is now in the past, you
cannot delete the item. In this case, enter O in the quantity for the current and
future fiscal years (or uncheck the Use box if it is an Enterprise Services item.)

55.Click the OK button in the dialog box to confirm the deletion.

Result: The system deletes the item and returns you to the Application Resource
Plan page.

To edit the item

56. To edit the item, change the quantities (or check / uncheck Use boxes in the fiscal
year columns.

. .. .. ) Save and Submit
57.When you have finished editing this item, click the button.

Result: The system displays a confirmation message, highlighted in green.

Caution: Do not select a new Resource Class, Resource Type or Resource Item
from the drop-downs. If you do, you will delete the existing item and replace it
with the new selection. The quantities will from your old item will remain unless
you edit them as well. If you actually want to replace an item, the recommended
practice is to delete the item you don’t want, and add the new item.

Return to Resource Plan
58.Click the button.

Result: The system displays the Application Resource Plan page, which now
includes changes you just made.

Caution: You must return to the main Application Resource Plan page after adding
each item.

You have now entered all the available application information. You can now promote
your application within the application lifecycle.

Setting the Lifecycle Stage for an Application

After you have added information about your application, you are ready to identify the
lifecycle stage of the application.
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IT ALPS supports five application lifecycle stages, as described in the table below.

Lifecycle Stage Description
In Development Specifies the first stage in the application’s lifecycle, the design stage.
Requirements are gathered, code is written, and testing is performed. Projects
that support this stage of the lifecycle are referred to as Investment projects.

In Production The application passes customer acceptance and is placed into the production
environment. Projects that support this stage may be Enhancements, routine
Maintenance and Operations, or Administrative projects.

Being Retired The application is scheduled to be removed from the production environment
possibly because the business has grown or the software no longer meets the
customer’s needs. Projects that support this stage may be Sunset projects.

Retired The application is removed from the production environment. Activities for the
application focus on migrating data from the retiring application and shutting it
down. Projects that support this stage may be Administrative projects.

Cancelled The work stops. The project was dedicated to the development of a new
application, however, plans changed and the application is cancelled. Projects
related to the application must also be in a cancelled state.

1. From the Application Lifecycle Status page, on the toolbar, select Submit 0.
Result: The system displays the following dialog box.

r X Ny
Message from webpage @
.

~ 1 Are you sure that you want to submit eProdDAB to the next workflow
W' stage in the workflow? I

Any unsaved changes to the current page will be saved before you
continue.

OK ] [ Cancel

A

2. Click OK.
Result: The system initiates a simple workflow approval process.
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Demitra Burkhart ~

S

Site Actions v Browse [ECISI=S

> > _J Documents 5| Deliverables
e L \ F N
L . O\ 4 Issues G Project Permissions v W
Edit  Save Close  Status Submit Options Project Build Previous  Next
= ite.  Team /) Risks § Resource Plan
Project Workflow Navigate Page

Status: Checked-out to you since 4/17/2013 11:37 AM Last Modified: 4/17/2013 9:49 AM

eProdDAB Lifecycle Status Workflow: Request initiated =

Application Information

Project Associations
Application Roadmap
Licensing

1. In Development 5. Retired (App)

3. In Production (App)

4. Being Retired (App)

Technology (App)

Strategic Impact

Application Promotion
Comments

Analyst Comments

6. Cancelled (App)

Home
Agency Portfolio
Projects/Applications

Workflow Approvals
Current Workflow Stage: 1. In Development (App)
Workflow Stage Status

Agency Goals
All required fields for this stage have been filled. Review your project and submit it to the next stage.

Agency Goals List

Agency Goals

Prioritization Available Pages in this Workflow Stage

Pages below may require attention. Click "Next" in the ribbon above to scroll through each page or select an individual page by clicking on it below.

>

m

The system refreshes the Application Lifecycle Status page and now highlights

the Promote App (Application) decision point.

Site Actions »  Browse Project
E Cj k> ) ( % g (£ Documents @] Deliverables U
I i\~ . il ssues &P Project Permissions ‘—é
Edit Save  Close Status Submit Options  Project  Build Previous Next
- Site  Team /i\ Risks [ Resource Plan
Project Workflow Navigate Page

Demitra Burkhart ~

Status: Checked-out to you since 4/17/2013 11:37 AM Last Modified: 4/17/2013 9:49 AM

eProdDAB Lifecycle Status
Application Information
Project Associations
Application Roadmap

Licensing

RIS ORIt 3, In'Drodbckon (App) 4. Being Retired (App) S. Retired (App)

Technology {App)

Strategic Impact

Application Promotion
Comments

Analyst Comments

6. Cancelled (App)

Home
Agency Portfolio Current Workflow Stage: 2. Promote App
Projects/Applications Workflow Stage Status

The project is currently waiting for approval. The approvers are: odnnt\demitra.burkhart.
Workflow Approvals 2 ¥ g ARy RREOY! L

Available Pages in this Workflow Stage

Agency Goals Pages below may require attention. Click "Next" in the ribbon above to scroll through each page or select an individual page by clicking on it below.

Agency Goals List

Agency Goals Page Name Status Description

Prioritization

Portfolio Analyses Application Information Complete Application information PDP captures basic information about tt
Project Associations Complete Project associations PDP is meant to show what projects are a

Information Center _| Application Roadmap No Required Project Fields Application roadmap PDP contains the web part with the schec ~

The system generates and sends the Agency Approver an email.
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3. If you are the Agency Approver, go to your email and open the message from the

SharePoint administrator.

Task assigned by System Account on 4/17/2013.

Please approve stage ‘2. Promote App' for project 'eProdDAB'.

To complete this task:

1. Perform the specific activities required for this task.
2. Click here to mark the task as completed.

4. Click the link in step 2 of the email message.
Result: The system displays the Project Approval Requested window.

Approval Options

HVvVXB8

Save Approve Reject Close

Actions

> &

111

Project Approval Requested

Follow the steps to review this project:

1
2,
3

Type comments to include with your response:

. Review project details.
Add your approval comments below.
. Click the 'Approve’ or 'Reject’ button.

Please approve stage '2. Promote App' for project 'eProdDAB'

=

S. Click Approve v to approve the request.
Note: Agency Approvers can also click on “Review project details” to access the

application’s information.

Result: The system closes the Project Approval Requested window and navigates
back to the Application Work Center page. The application displays a status of In

ALPS User Manual

Page 58

UPDATED: April 21 2014




Office of
Information Technology

Ohi®dAS

Service - Support - Solutions

Production.

| Site Actions v

Browse [EEISEEH

IT/ALPS
A\

Demitra Burkhart ~

Settings

T o = O I¥ View: Applications - T
= '; i ‘g 8 @ 513 Check in My Projects ¥, ZoomIn il ¥ View: Applications Wl)ﬂ i [F] Subprojects Cs
— L ‘Q iz %) Close Tasks to Update (=), Zoom Out /7 Filter: No Filter miR L ) -
Open  Update Build Resource  Project Outline Exportto Print  [7] Timewith Date  Change
wa . List Team  Plan  Permissions E Project Site €% Scroll to Project - : Group By:  Custom Group... - Excel
i / T
i In Project Professional Navigate Zoom Data Share Show/Hide Project Type
[ From SharePoint List ‘ © | Application Name Agency Name Start Finish Planned Productiol E\IN Tl g/i
;$ Agency | = Agency Name: 7/1/2013 6/30/2018 [
g Application =) Application Phase: 2. In Production 7/1/2013 6/30/2020 [
“l Project =) Application Stage: 3. In Production (App) 7/1/2013 6/30/2020 [
Workflow Approvals = eProdDAB 7/1/2013 6/30/2020 7/1/2013 |
Agency Goals
Agency Goals List
Information Center
Report Center
» 4 »
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6. From the agency work center, click on the name of the application.
Result: The system displays the Application Lifecycle Status page. In
Production is highlighted.

Demitra Burkhart ~

Project
|7 Documents |@| Deliverables
18 GQOG RABa . -
o— 2 18 Issues & Project Permissions X
Edit Save  Close Status Submit Options Project Build Previous Next
- Site  Team 3\ Risks :“g Resource Plan
Project Workflow Navigate Page
Status: Checked-out to you since 4/17/2013 11:37 AM Last Modified: 4/17/2013 9:49 AM =
eProdDAB Lifecycle Status

Application Information
Project Associations
Application Roadmap
Licensing

2. Promote
App

1. In Development 3. In Production (App)

Technology {App)

4. Being Retired (App) [amd 5. Retired (App)

Strategic Impact

Application Promotion
Comments

m

Analyst Comments

Home

Agency:Portfolio Current Workflow Stage: 3. In Production (App)

Projects/Applications Workflow Stage Status

Workflow Approvals All required fields for this stage have been filled. Review your project and submit it to the next stage.

Agency Goals Available Pages in this Workflow Stage

Agency Goals List Pages below may require attention. Click "Next" in the ribbon above to scroll through each page or select an individual page by clicking on it below.

Agency Goals

Prioritization Page Name Status Description

Portfolio Analyses - y - .
Application Information Complete Application information PDP captures basic information about
Project Associations Complete Project associations PDP is meant to show what projects are

Information Center
Annlicatinn DAasdman NaA Daniirad Draiack Cinldes Annliratinm rasdman DND fankaine Fha wnh nark with Hha ceky

7. On the toolbar, click Close & to check in the application.
Result: The system displays a dialog box prompting you to check in.
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8. Click Yes to check in the file.

IT/ALPS

Result: The system processes the request and displays a confirmation message.
The system closes the Application Lifecycle Status page and returns to the

application work center page.

|
} Site Actions »  Browse

Projects

Agency IT Business
Plan

Agency Goals
Agency Goals List

Information Center
Report Center

Settings 4 il

= ) 13 View: A s T
S ~ = 3 Build Team T3 Checkin My Projects ~ #), ZoomIn tg ot View: Applications M £ | subprojects Cs
— L= g ResourcePlan % Close Tasks to Update (=, Zoom Qut 7 Filter: No Filter ey "J‘J
New  Open Update Outline __ Exgxort to Print [ TimewithDate  Change
B B List & Project Permissions [ Project Site ¥ Scroll to Project B Group By:  Custom Group. - cel
Project Navigate Zoom Data Share Show/Hide Project Type
< © | Application Name Agency Name Start Finish | 17/2013 3/24/2017 *
i a MITIWITIFIs[sIMITI]
Home = Agency Name: AAA20 3/19/2013 3/19/ @
Agency Portfolio = Application Phase: 1. In Development 3/19/2013 3/19/ @
Projects/Applications C] Stage: 1. In Di (App) 3/19/2013 3/19/| @
Workflow Approvals i Demo AAA20 3/19/2013 3/19/2 |

m
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Managing Your Agency’s Project Portfolio

An Agency’s applications are supported by groups of projects. Projects represent the
costs of the application and are divided into spend types. With the exception of
Administrative projects, projects should be associated to an application. This enables
the Agency to have full visibility into the cost of running the application, from
development to maintenance to retirement.

This section steps you through adding a project, creating a project estimate,
associating a project to an application, and moving a project through the project
lifecycle.

Adding a Project

This section steps you through adding a project, including entering an estimated
budget, submitting the project for approval to execute, and identifying key pieces of
information about the project, including:

e Project Information—identify cost start and end dates, business justification,
and collaboration efforts with other agencies

e Project Planned Value—including an estimate of the cost for personnel (labor),
hardware, software, and Enterprise Services resources needed to execute the
project

e Application Associations—identify the application(s) the project is supporting
and assign a percentage to reflect the amount of support the project will provide

e Estimate at Completion—an optional opportunity to identify a more defined
budget after the budget is in the Execution lifecycle stage.

1. From the IT ALPS home page, click Manage Agency Portfolio.
Result: The system displays the work center page.
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2. On the toolbar, click the View drop-down list, and select Projects.
Result: The system displays the Project Work Center.

Demitra Burkhart ~

Site Actions »  Browse Projects

i x/ ==‘ €] Build Team —‘:ﬁ‘ Check in My Projects ¥ ZoomIn +1 _T_" Projects - }T] 4 [F] Subprojects
! — = o Y ﬁ 9
o s t‘a Resource Plan &% Close Tasks to Update (=, Zoom Out —J Y | No Filter » H‘—\‘ - o
New  Open Update Outline ExE;thto Print  [7] Time with Date ~ Change
- List $ Project Permissions r?;l Project Site '?. Scroll to Project - ,: Custom Group... = cel
Project Navigate Zoom Data Share Show/Hide Project Type
4 ©  Project Name Agency IT Project | Owner 6/30/2013 7/7/2013
- SIMITIWITIFlS|S|MITIV
Home =l Agency Name: AAA20
Agency Portfolio
Projects/Applications
Workflow Approvals
Agency Goals
Agency Goals List
Agency Goals
Prioritization
Portfolio Analyses
Settings ] il K] vl B

3. On the toolbar, click the New = drop-down list, and select Project.
Result: The system displays the Project Lifecycle page and a sub-set of the fields
on the Project Information page.

https://italps.test.sp.ohio.gov/PWA/Project %20Detail%20Pages/Project?0Initiation. O ~ @ € X

1] Search results for process ... [=] Suggested Sites v & Web Slice Gallery v

Walton, Michelle ~

Site Actions ~ @ Browse [

H &

Save Cancel

Project

* Indicates a required field
Home

Project Lifecycle
Agency Portfolio

Projects/Applications

Workflow Approvals
1. Proposed (Proj) [l

Agency Goals
Agency Goals List N l

3. Enterprise
Review ...

—>

2. Agency
Review (Proj)

Bl 4. Ex=cution (Proj) [l 5. Completed (Proj)
Agency Goals

Prioritization N
~
Portfolio Analyses 6. Reject (Proj)

Information Center
Project Information
Report Center

Name* [
Settings Spedfy a name for the Project
Personal Settings Program ID

Server Settings

Program Name T

Project Essentials Spend Type E]
Administer Resource Select the Project Type
Types

Project Purpose
Administer Resource

anis Provide a detailed description of what the Project is and how

it will be accomplished.
Settings

Cost Estimate
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4. In the Name field, enter the name of your name of your project using the
convention below:
XXX-ProjectName, where XXX equals the agency’s three letter OAKSID. A dash (-)
should be entered between the OAKSID and the project name.
Note: Project names must be unique. For maintenance and operations projects
which only represent one fiscal year, it is recommended that FYNN be added to the
end of the project name, where NN = the number of the fiscal year.

S. In the Program ID field, enter the OAKS program identification number to which
the project is related.

6. In the Program Name field, enter the OAKS program name to which the project is
related.

7. In the Spend Type field, click the L= icon and select the appropriate project type
from the drop-down list.
CAUTION: Do not press the Backspace key in this field. Doing so will cause the
values in the drop down lists on the screen to no longer display. If this
inadvertently occurs, press F5 to refresh the page. The values should reappear.
Note: The spend type relates directly to the lifecycle stage of the applications.

e Investment—Projects that are for applications in development stage of the
application lifecycle. For example, projects that are funds related to planning,
architecture, requirements development, and infrastructure stand up.

e Enhancement—Projects that support applications in production. For example,
projects that include version upgrades (if significant) and new capabilities.

e Maintenance and Operations—Projects that support applications in
production. For example, projects that include break/fix, support staff,
infrastructure costs, licensing costs, shared services costs, and minor updates.

e Sunset—Projects that support applications that are being prepared for
retirement. For example, projects that include planning and support for the
application’s retirement. It does not include replacement costs for a new
application. Replacement costs belong to new investment projects associated to
new applications.

e Administrative—Projects that do not support an application. For example,
projects that include agency technology refreshes, desktop refreshes,
enterprise-wide planning initiatives, administrative office support or
administrative initiatives.

8. In the Project Purpose field, enter a detailed description of the what the project is
and how it will be accomplished.
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9. Skip the Cost Estimate field. Do not enter this value;the system will auto-
populate this field after the Project Planned Value page is completed and saved.

10.0n the toolbar, click Save i to save the project information.
Result: The system processes the request and displays a confirmation message.
The system refreshes the Project Lifecycle page, the project name displays in the
Bar Navigation Area, and the Proposed lifecycle stage is highlighted.

Demitra Burkhart -

Site Actions »  Browse ISR
C = O ( = $ [ Documents || Deliverables ™
% g j
a3 E| gae 1 1ssues & Project Permissions ) L ©
Edit Save  Close Status Submit Options Project Build Previous  Next
- Site  Team /i) Risks [ Resource Plan
| Project Workflow Navigate Page
| Status: Checked-out to you since 4/17/2013 3:04 PM Last Modified: 4/17/2013 3:04 PM e
ExecutedDAB Lifecycle Status

Project Information
Planned Value

Application Associations

Project Promotion y . -
c 2 t . — 2. Agency — 3. Enterprise — 5 = — 5. Completed
omments 1. Proposed (Proj) Raview (Beoh) il 4. Execution (Proj) (Pro)
Analyst Comments
N
N
N
N

Home
Agency Portfolio N

cati R 6. Reject (Proj)
Projects/Applications - Reject (Proj
Workflow Approvals

Agency Goals |

v

Agency Goals List s
o Current Workflow Stage: 1. Proposed (Proj)

Prioritization Workflow Stage Status
Portfolio Analyses One or more required fields have not been completed for this stage.

Available Pages in this Workflow Stage
Pages below may require attention. Click "Next" in the ribbon above to scroll through each page or select an individual page by clicking on it below.

Information Center

Report Center

Page Name Status Description =
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11.0n the Area Navigation bar, click Project Information.
Result: The system displays the Project Information page. The Name, Program ID,
Program Name, Spend Type and Project Purpose fields are pre-populated with
values that were entered on the Project Lifecycle Status page when the project
was created.

Michelle Walton -

Site Adions ~  Browse Project

> [/ Documents 5] Deliverables
HB GO e @ -
E k] = Bl 1ssues &P Project Permissions

Edit Save  Close Status Submit Options Prajtect Build . Previous  Mext
- site Team /i) Risks *§ Resource Plan
Project Waorkflow Mavigate Page
Status: Checked-in Last Modified: 3/5/2014 3:06 PM -

AAA-MSW Mars * Indicates 2 required field
i ar
Project Project Information

Project Information
Name* AAA-MSW Mars Project
Spedfy a name for the Project

Detail Plannad Value
Project - Application
Associations Business Owner

Project Promation The initial contact person

Comments Program Name

Analyst Comments
Program ID

Spend Type* Maintenance & Operations
Home Select the Project Type.
Agency Portfolio Cost Start Date*
Projects/Applications Enter the date that planning or work on this

m

Application/Project begins.
Workflow Approvals

Cost End Date*

Enter the date that planning or work on this
Agency Goals Application/Project ends.
Agency Goals List Project Purpose

Provide a detailed description of what the Project is and how
it will be accomplished.

A project to test screen prints.

Information Center
Cost Estimate
View Resource Look-up
Table
Reference Info
Report Center
Agency IT Project ID

Settings

BersonallSEtiing= Project Justification

Project Essentials Scope

Administer Resource Explain the scope of the problem that will occur if this project '™
Types is not implemented.

Administer Resource Business Justification

Items Enter the detailed Business Case that supports this project.
Settings

How will the project implement the changes?

Interagency Information

Explanation of Agency Collaboration

Use this field only if this Projectis a collaboration between
your Agency and another Agency.

Agency Impact

Use this field to identify the Agency(ies) that are part of the
collaboration described above.

12.In the Business Owner field, enter the name of the person within your agency that
should be the point of contact for the project.

13.In the Cost Start Date field, record the earliest date that you will begin planning or
working on this project. You may enter the date directly into the field or use the
calendar icon = to select the date.
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Note: You can leave this field blank initially, but you will not be able to create
your Project Planned Value (budget) until it is completed with a valid date that is
earlier than the Cost End Date.

14.In the Cost End Date field, record latest date that you will devote effort to this
project. You may enter the date directly into the field or use the calendar icon = to
select the date.

Note: You can leave this field blank initially, but you will not be able to create
your Project Planned Value (budget) until it is completed with a valid date that is
later than the Cost Start Date. You can also change this field later if you extend or
shorten the life of the application.

15.Skip the Cost Estimate field. You do not need to enter this value because the
system will auto populate this field after the Planned Value page is completed and
saved.

16.The FTE Support field is no longer in use. It will be removed in a future release.

17.In the Agency IT Project ID field, enter your agency’s IT project identification.
Note: This field is provided as an option for your agency to enter their own project
ID number.

The Business Driver field is no longer in use. It will be removed in a future release.

18.In the Scope field, explain the scope of the risk involved if the project is not
implemented.

19.In the Business Justification field, enter the detailed Business Case that supports
this project.

20.The New Application Version field is no longer in use. It will be removed in a
future release.

21.The New Software Version(s) is no longer in use. It will be removed in a future
release.

22.In the How will the project implement the changes? field, click the [-] icon and
select the value which best describes the implementation.

23.In the Explanation of Agency Collaboration field, enter a description of the
collaboration between your Agency and any other Agency for this project. If your
Agency is the only Agency working on this Project, leave this field blank.

24.In the Agency Impact field, click the L-=) icon and select the agencies that are part
of the collaboration described in the Explanation of Agency Collaboration field
above. If your Agency is the only Agency working on this Project, leave this field
blank.

ALPS User Manual Page 67 UPDATED: April 21 2014



Office of IT Ps

Infarmation Technology /\

Ohi®dAS

Service - Support - Solutions

CAUTION: Do not press the Backspace key in this field. Doing so will cause the
values in the drop down lists on the screen to no longer display. If this
inadvertently occurs, press F5 to refresh the page. The values should reappear.

25.0n the toolbar, click Save =l to save the data.
Result: The system processes the request and displays a confirmation message.

Associating a Project to an Application

With the exception of Administrative type projects, projects are created to support
agency applications. As such the relationship between a project and the application
that it supports must be created in IT ALPS. This relationship enables an agency to
have full costing information for an application by viewing all of the project costs that
support it.

Note: This section outlines the steps to associate an application to your project. It
assumes that you have your project open and checked out to you.

5. From the Area Navigation Bar, select Project-Application Associations.
Result: The system displays the Project Associations page. When you first display
this page, the message below will display.

B@‘ https //itslps.test.sp.ohio.gov/ pua/ projects:20detsi%:20pages/projects20-520applic O + @ € X | (D)0hioigoviiilil i 2 User Documentation Allesl [ Project Detail Pages - P... x

5 [ Search results for process ... Suggested Sites » ] Web Slice Gallery +

Financial Relationships
Walton, Michelle ~

Site Actions - Browse  Project Actions

@ %

Allocate :.ggregate Edit  Delete
To Tom

Status: Checked-out to you since 1/28/2014 10:35 AM Last Modified: 4/23/2013 2:25 PM

ExecutedDAB Project Associations
Project Information

Project - Application @  There are no entities linked to the projectin the context of the current web part configuration.
Associations

Detail Planned Value

Summary Planned
Value

Estimate at Completion
(EAC)

Actuals
Execution Status

Project Promotion
Comments

Analyst Comments
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6. To initiate associating the project to the application, on the toolbar click Allocate
To g
Result: The system displays the Add New Relationship window.
Note: The Enterprise Project Type field is auto-populated with Application. This
is the default value and is read-only because we are at the project level, and are
associating to an application.
The Department field is auto-populated with your agency’s acronym. No action is
required.

Add New Relationship

Actions
Save Close

Actions

Enterprise Project Type:

Application
Department:

AAA20
Name:

Entity:

Demo [=]

Percent Allocation:
100

This percent will be used for the stages with Allow partial
funds aggregation setting enabled. If the setting is
disabled, then 100% percent will be used for the calculation
of values.

7. Skip the Name field; no action is required.

8. Click the Entity field’s drop-down list to display the list of your agency’s
applications, and select the application that you want to associate to this project.

9. In the Percent Allocation field, enter the percentage amount of this project that
should be associated to the selected application.
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10.In the Add New Relationship window, click Save k4 to save the data.
Result: The system closes the Add New Relationship window and the system
processes the request and displays a confirmation message.

Adding Your Project’s Planned Value

This section walks you through entering your project's planned value (budget). The IT
ALPS Project Planned Value functionality enables you to build a bottoms-up budget
where you can estimate planned spending by Resource Class, funding source and time
period. The following Resource Classes are provided in IT ALPS:

e Labor

e Software

e Hardware

e Enterprise Services

Each Resource Class is further defined by grouping Resource Items into Resource
Types. For example, the Labor Class is further defined by two Types: Internal Labor
and External Labor. Within each Resource Type are multiple Resource Items.

The Project Planned Value functionality allows you to build a detailed Project budget
by planning the resources you will use in each Resource Class, planning the years in
which these funds will be spent and then identifying the funding source for these
planned expenses. You may use ALPS to manage Projects and Project Planned Value
long before the you actually implement the projects. While Projects are in the Proposed
stage, it is perfectly acceptable for your total project budget to exceed your Agency
budget. This allows you to plan multiple projects and use that detailed data to help
determine which Projects provide the most value within your Agency budget in any
given fiscal year. Once you have selected those projects, they are the only ones you
implement (promote to Enterprise Review.)

The Project Planned Value functionality provides dollar value estimates for Labor,
Hardware and Software resources. These estimates are based on actual rate values
that have been blended and averaged by OIT staff to give the Agency a reasonable
average cost for the resource. For example, the External Labor resource costs are
based on averages of CAI resource rates and the Internal Labor resource costs are
based on averages of blended State employee rates. Because of the varied usage and
customization of Enterprise Services, it is not possible to determine a relevant average
cost.When you select an Enterprise Services resource in the Project Planned Value, the
system will display $0.01 and allow you to enter an estimate relevant to your Agency
and Project.
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Build Your Planned Value for a Project

1. From the Area Navigation Bar, select Detail Planned Value.
Result: The system displays the Build Your Planned Value page for the project
you are viewing. The page is titled Build Your Planned Value for Project <your
project name>. Below the title, the system displays For Dates <your project’s
Cost Start Date> to <your project’s Cost End Date>. If you have not yet defined
the Project Cost Start and End dates for your project, the page will open with a
message instructing you to enter Project Cost Start and End Dates prior to entering
Project Planned Value.

(—5 [ 2] https://italps.test.sp.ohio.gov/pwa/ projects:20detail

- = - B8 -
d Infernet Explorer - h‘ (& UserPocumentation - All Doc... | [ Project Detail Pages - Detal. ‘ ‘

Walten, Michelle -

G aAB

Edit  Save Close  Status Submit Options Pigjed Build
= Ste  Team /iy

Project Workilow Navigate

Status: Checked-out to you since 2/27/2014 5:45 PM Last Modified: 2/27/2014 5:56 PM 4

ABA- MSW

Mmaintenance project | Build Your Planned Value for Project 'AAA- MSW Maintenance Project'
For Dates 7/1/2013 to 6/30/2014

Project Information
Detail Planned Value

Project - Application Quick Navigation Links Search
s s

Labor Software Hardware Enterprise Services

Summary of Planned Project Costs

Home

Agency Portfolio No planned costs have been entered for this project
Projects/Applications

Workflow Approvals

Agency Goals
Agency Goals List

Agency Goals
Prioritization

i

Partfolio Analyses

Information Center
Report Center

2. The system displays one button for each of the four Resource Classes:
e Labor
e Software
e Hardware
e Enterprise Services

You will select these buttons one at a time in order to build your Project Planned
Value for each Resource Class.

3. After you have added resources to your Project Planned Value, the Resource Class
and Planned Value columns in the middle of the page will display the total, by
Class, of Planned Value added for this project.

<insert screen print>
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Note: Wondering about the Search feature located on this page? See the
Alternate ways to add an item to the Detailed Planned Value for a Project
section following the Build Detailed Planned Value for a Project by Resource
Class section.

Build Detailed Planned Value for a Project by Resource Class

Add Labor

You will build the detailed Planned Value for your project by Resource Class. The
Detail Planned Value page has slight variations by Class. This section will guide you
through each one.

1. From the Build Your Planned Value page, click the Labor button.

Result: The Labor — Identify Resources page is displayed.

d Infermet iri-h‘ man - All Dn:...ﬁ‘ [7] Project Detail Pages - Detail... | _|
Srowse
_ [Z9 Documents  [g] Deliverables
B GOG A
- < [ ssues &P Project Permissions
Edit Save  Close Status Submit Options ijteﬁ Build . Previous  Next
- Ste Team A\ Risks [ Resource Plan
Project ‘Workflow Navigate Page

Status: Checked-out to you since 2/27/2014 5:45 PM Last Modified: 2/27/2014 5:56 PM i

AAA- MSW

Maintenance Project Return to Main Page Save and Submit

Project Information _

Detail Planned Value Fiscal Year: 2014[~]

Project - Application
Assaciations T Ttem Unit Cost Total
=

*O? Totat 0

Analyst Comments

Return to Main Page Save and Submit

Warning: Save your data bet

—_— zave the page. Using the browser's back button or selecting 2 new menu option.
without Saving will cuse y data

your
Agency Portfolio

Projects/Applications
Worldlow Approvals

Agency Goals
Agency Goals List

Agency Goals
Prioritization

i

Partfolio Analyses

Informatien Center
Report Center

2. In the Fiscal Year field, click the drop-down arrow and select the Fiscal Year for
which you want to add Labor Resources.
3. Click the I% icon.

Result: The system opens a new line of fields that will allow you to add a Labor
Resource.
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Odetail lanned%20vall

puwa/project

Q- X _ﬂn‘metimt” m;m-AHDD:.J\:ijenﬂeta\\?ages-Dﬁa\\ . X ‘ _‘ e 8

File Edit Vie

Site Actions *  Browse

Favorites Tools Help

Project

Walton, Michelle +

YHEB Q06 AB

[ Dacuments  |5) Deliverables

o o

Eisues & Projed Permissions
Edit  Sae  Closs  Ststus Submit Options Project Build . Previous Next
- Site Team /i Risks [ Resource Plan
Project Waorkflow Navigate page

ARA- MSW
Maintenance Project

Project Information
Detail Planned Value

Project - Application
Associations

Project Promotion
Comments

Analyst Comments

Status: Checked-out to you since 2/27/2014 5:45 PM Last Modified: 2/27/2014 5:56 PM

_ fenmisizn fase

Fiscal Year: 2014

Type
[=] Select 50.00

Select
Total:

_“ SRR R
: on  GE

Save and Submit

$0.00

Home
Agency Portfolio
Projects/Applications

Return to Main Page

Wasning: Save your data b # the page. Using the browser's back button or selecting 2 new meny option

Save and Submit

without Saving will a

ur data.

Workflow Approvals

Agency Goals
Agency Goals List

Agency Goals
Prioritization

Portfolio Analyses

Information Center

Report Center

In the Type field, click the drop-down arrow.

Result: The system displays a list of the available Resource Types in the Resource
Class for which you are building your project’s planned value. This drilling-down
by Type will focus the list of items, making it easier for you to select an item.

5. In the Item field, click the drop-down arrow.

Result: The system displays a list of standard resources of the type you selected in
the Type field.
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File Edit View Favorites Tools Help

Walton, Michelle

Site Actions - Browse [N

_ [£J Documents  [g] Deliverables
B GOG a.
- < [ ssues & Project Permissions
Edt  Save Closz  Status Submit Options Prgfect Buld Previous  Next
v Ste  Team A\ Risks [ Resource Plan
Project Workflow Navigate Page

Status: Checked-out to you since 2/27/2014 5:45 PM Last Modified: 2/27/2014 5:56 PM

ABA- MSW
Maintenance Project

_ S ol P Som ol SO

Project Information

Detail Planned Value Fiscal Year: 2014
Project - Application
i e m
Project Promotion
comments External Labor 7] Select - 50,00 1 5000 1ZE3
Analyst Comments Select

Analyst IT Total: $0.00

Architect
Home Architect Databasee

s Business SM Return to Main Page: Save and Submit

Agency Portfolio Warning Save your data b ADDC Administrator n or selecting 2 new menu option

without Saving will cavse

Projects/Applications Data Entry Operator

Workflow Approvals Datahase Administrator
Help Desk Resource

Product Specialist

Agency Goals Programmer Resource

Project Manager Resource

Quality Assurance Specialist

Agency Geals List

Agency Goals Software Process Engineer
erioritization System Administrator
Portfolio Analyses Technical Witer

Telecom Engineer

Tester
Information Center Video Conference Specialist
FrEnEEs Voice/Data Engineer

Settings
Personal Settings

Server Settings

i

6. Select the Resource Item you want to add to your project’s planned value.

Result: The system populates the Monthly Rate with the standard monthly rate
for this type of resource, as recorded in the Resource Look-up Table. If the system
populates $0.01, it means there is not an established standard rate available.

NOTE: The standard monthly rate is just a starting point to help you establish
your budget. You do not have to use this rate if you have already determined an
accurate rate for this resource on this project.
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d Internet Explorer - h‘ mon - All Doc.. [] Project Detail Pages - Detail...

Walton, Michelle

CJ G & BT e, [

Edit  Save (mse status Submit Options  Project Bulld Previous  Next

m sk HgRes
Project ‘Workflow Navigate Page
Status: Checked-out to you since 2/27/2014 5:45 PM Last Modified: 2/27/2014 5:56 PM il

AAA- MSW

Maintenance Project | Labor - Identify Resources | Return to Main Page Save and Submit
Project
Fiscal Year:
“ PeRERRRE mm
Extemal Labor[ =] Database Administrator 511.500.00 $11,50000 .
Analyst Comments
Total: 50.00

Home

Agency Portfolio Warning: Save your data
without Saving will

Return to Main Page Save and Submit

Lzave th page. Using the browser's back button or selecting a new meau option
N 32 your data
Projects/Applications :

Workflow Approvals

Agency Goals
als List

Agency
Agl
Bri

i

Fortfolio Analyses

Information Center

Report Center

7. In the Monthly Rate field, you may either leave the system-populated amount in
place, or replace it with an amount that your agency has determined appropriate
for this resource.

8. In the FTE Months field enter the number of labor months you plan to use for this
resource during the fiscal year you are building. This number represents the total
number of labor months; it is not restricted by the number of people or the
duration. For example, an entry of 12 FTE Months can represent any of the
following:

a. One full-time person for 1 year

b. 2 full-time people for 6 months each (concurrent or consecutive)

c. Y-time person for 12 months

d. 12 full-time people for one month each (concurrent or consecutive)

You may enter more than 12 months in this field. For example, you might enter 36
months to represent 3 full-time people.

9. After reviewing the line of the item you added, click the Add/Edit E‘button to
save the line to the page. Note: When you are adding a new line, the hover text for
this button will say ‘Add’; for previously added lines, the hover text says ‘Edit’.

Result: The system saves the line to the page and enables the buttons that will

allow you to add an additional item: #@? . If these icons are not enabled, click
the Add/Edit button a second time.

Note: Wondering what the other two icons are? See the Alternate ways to add
an item to the Detailed Planned Value for a Project section below.
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CAUTION: Adding an item to a page does not save it to your Project Planned
Value! Do not exit from this page in any manner without clicking the

Save and Submit X
button. Even though you have saved each line to the page, the

data will be erased if you leave the page without saving. Saving frequently while
adding items to this page will minimize your risk of lost data.

10. After you have finished adding items in this Resource Class, click the

Save and Submit
button.

Result: The system saves all of the items on the page and displays a confirmation
message.

2 = = i A
L bt S SIS EERCTE] T el g A0 ™| G
(—‘;) | htp: proj L-ac Internet Explorer - B tion - All Dac. | ] Project Detail Pages - Detal, . i 37 &

Walton, Michelle

Site Actions ~  growse [IIELY

E C’ ,O Cj % [ Documents |5 Deliverables ]E
Eily = . [ 1ssues &R Project Permissions L_B

Edit Save  Close Status Submit Options PW{E({ Build Previous  Next
. Site Team /i Risks [ Resource Plan
Project ‘Workflow Navigate Page

Status: Checked-out to you since 2/27/2014 5:45 PM Last Modified: 2/27/2014 5:56 PM =
ARA- MSW
Maintenance Project | Labor - Identify Resources | Return to Main Page Save and Submit
Project
Detail Planned Value Fiscal Year
Project - Application
Associations
Project Promotion Monthly Rate
Coemments
Analyst Comments External Labor Datsbase Administrator $11,500.00 n $138,000.00 B‘
| ExtemalLabor Analyst IT $10,000.00 n $120,000.00 E‘
Home

Internal Labor Business Analyst $6,700.00 u $160.800.00 B‘
Agency Portfolio e
Projects/Anplications Internal Labor Programmer $8,300.00 36 $298.800.00 B‘
Workflow Approvals P OH? Total $717.600.00
Agency Goals Return to Main Page Save and Submit
Agency Goals List Warning: Save your data b Leave the page. Using the browser's back button or selecting a new mem option

without Saving will cause you (0 lose your data.
Agency Goals

Prioritization

i

Portfolic Analyses

Information Center
Report Center

Settings

11.Click the e button.
Result: The system displays the Build Your Planned Value page for your project.
This time, you will see a new entry in the Summary of Planned Project Costs
section. The new entry will display the word Labor, along with the total of the Labor
items you just entered. The Total will be updated to display the total amount of
your Project Planned Value thus far.
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pwa/project 20 detail ‘enter%:20planned %20val 2O~ &CX dInternet Explo hlmunrml Doc.. | [ 7] Project Detail Pages - Detail... *

File Edit View Favorites To Help

Walton, Michelle ~

Froject

E le C) C)- ﬂ% Lg [Ld Documents ] Deliverables
L] =4 . [ Issues & Project Permissions
Edit  Save Close Status Submit Options Project Build - Previous  Next
- Site  Team 4\ Risks g Resource Plan

Project Workflow Navigate Page

Status: Checked-out to you since 2/27/2014 5:45 PM Last Modified: 2/27/2014 5:56 PM

AAA- MSW

Maintenance project | Build Your Planned Value for Project 'AAA- MSW Maintenance Project'
For Dates 7/1/2013 to 6/30/2014

Project Information
Detail Planned Value

Project - Application Quick Navigation Links Search

Associations

=S Labor Software Hardware Enterprise Services
omments
A e Summary of Planncd Project Costs
Resource Class
Home
gerey Labor $717,60000 Disiribute to Funds
Projects/Applications Total: §717.600.00

Workflow Approvals

Agency Goals
Agency Goals List

Agency Goals
Prioritization

Partfolio Analyses

Information Center

Report Center

i

Add Software
12.From the Build Your Planned Value page, click the Software button.
Result: The Software - Identify Resources page is displayed.

hic %20 detail%20pages/enter¥%20planned%20vals m‘mm*.ih[mnmmmxm |21 Project Detail Pages - Detail... *

File Edit View Favorites Tools Help

Walton, Michelle -

Site Actions +  Browse [Rop L]

59 E - ZO C- % Lg (A Documents |g] Deliverables [a [B
— =i & . B 1ssues & Project Permissions
Edit Save  Close Status Submit Options Project Build . Previous  Next
- Stte  Team /i Risks [ Resource Plan

Project Workilow Navigate Page

Status: Checked-out to you since 2/27/2014 5:45 PM Last Modified: 2/27/2014 5:56 PM

AAA- MSW

pamtenanee project _ A W P e
Project Information

Detail Flanned Value 2014[~]

Project - Application
Associations Type Unit Cost al
Project Promotion

Total ]

Comments

+87?

Analyst Comments

Retumn to Main Page Save and Submit
Wanzing: Save your data before 5ou leave the page. Using the browser's back button or selecting a:new men option

Home
without Saving will cruse you to lose your data

Agency Portfolio
Projects/Applications
Workflow Approvals

Agency Goals
Agency Goals List

Agency Goals
Prioritization

Portfalio Analyses

Information Center

Report Center

Settings

i

13.In the Fiscal Year field, click the drop-down arrow and select the Fiscal Year for
which you want to add Software Resources.

14.Click the I% icon.
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Result: The system opens a new line of fields that will allow you to add a Software
Resource.

Inimetw)rei-h‘ (& UseqPogumentation - All Doc... | [ Project Detail Pages - Detil ‘ ‘

Walton, Michelle -

Project

E C( Eo C_“] \:‘% ﬁ [£J Documents  |g] Deliverables ]E ]E
Eil = b [ 1ssues &P Project Permissions

Edit Save Closs  Status Suomit Optiens Prgject Build Previous  Mext
> ite

Team /) Risks [ Resource Plan
Project Workflow Navigate Page
Status: Checked-out to you since 2/27/2014 5:45 PM Last Modified: 2/27/2014 5:56 PM
AAA- MSW
Maintenance Project |50ﬂware - Identify Resources | Return to Main Page Save and Submit
Project
Detail Planned Value Fiscal Year
““ HeeCe “
Select [=] $0.00 1 50.00 |Z‘

Analyst Comments

Total $0.00

Home

Agency Portfolio Warning Save your data b
without Saving will cause ¥

Return to Main Page Save and Submit

the page. Using the browser's back button or selecting a new memu option
s¢ your data.
Projects/Applications

Workflow Approvals

Agency Goals
Agency Goals List
Agency Goals
Prioritization

Portfolio Analyses

Information Center

Report Center

15.In the Type field, click the drop-down arrow.

Result: The system displays a list of the available Resource Types in the Resource
Class for which you are building your project’s planned value. This drilling-down
by Type will focus the list of items, making it easier for you to select an item.

16.In the Item field, click the drop-down arrow.

Result: The system displays a list of standard resources of the type you selected in
the Type field.

17. Select the Resource Item you want to add to your project’s planned value.

Result: The system populates the Unit Cost with a standard cost for one unit of
this type of resource, as recorded in the Resource Look-up Table. If the system
populates $0.01, it means there is not an established standard cost available.

NOTE: The standard unit cost is just a starting point to help you establish your
budget. You do not have to use this cost if you have already determined an
accurate cost for this resource on this project.

18. In the Unit Cost field, you may either leave the system-populated amount in
place, or replace it with an amount that your agency has determined appropriate

for this resource.
19. In the Units field enter the number of units you plan to use for this resource
during the fiscal year you are building.
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20. After reviewing the line of the item you added, click the Add/Edit ubutton to

21.

save the line to the page. Note: When you are adding a new line, the hover text for
this button will say ‘Add’; for previously added lines, the hover text says ‘Edit’.

Result: The system saves the line to the page and enables the buttons that will

allow you to add an additional item: #@)? . If these icons are not enabled, click
the Add/Edit button a second time.

Note: Wondering what the other two icons are? See the Alternate ways to add
an item to the Detailed Planned Value for a Project section below.

CAUTION: Adding an item to a page does not save it to your Project Planned Value!
Do not exit from this page in any manner without clicking the

Save and Submit .
button. Even though you have saved each line to the page, the

data will be erased if you leave the page without saving. Saving frequently while
adding items to this page will minimize your risk of lost data.

After you have finished adding items in this Resource Class, click the

Save and Submit
button.

Result: The system saves all of the items on the page and displays a confirmation
message.

Return to Main Page

22.Click the button.

Result: The system displays the Build Your Planned Value page for your project.
This time, you will see a new entry in the Summary of Planned Project Costs
section. The new entry will display the word Software, along with the total of the
Software items you just entered. The Total will be updated to display the total
amount of your Project Planned Value thus far.
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p: hi B %20 etail 20planned’ 2P~ BEX

d Intemet Explo ” mun - All Doc... | [7] Project Detail Pages - Detail...

Site Actions - Browse [ISITS
50 E > ECJ :ID g% = (£ Documents |5) Deliverables [é [B
= L] =1 = . [ 1ssues & Project Permissions
Edit Save  Close Status Submit Options Project Build . Previous  Next
- Site  Team /i) Risks [ Resource Plan
Project ‘Workflow Navigate Page

Status: Checked-out to you since 2/27/2014 5:45 PM Last Modified: 2/27/2014 5:56 PM &=
AAA- MSW - . ' . P
Maintenance project | BUild Your Planned Value for Project 'AAA- MSW Maintenance Project

Project Information For Dates 7/1/2013 to 6/30/2014

Detail Planned Value

Project - Application Quick Navigation Links Search

Associations

BrectBIomobion Labor Software Hardware Enterprise Services
Comments
Anohveilcomments Summary of Planned Project Costs
Resource Class Planned
Home
Agency Portfolio Labor $717,600.00 Distribute to Fonds
Software $62,750.00 Distribute to Funds
Workflow Approvals Total $780,350.00

Agency Goals
Agency Goals List

Agency Goals
Prioritization

Portfolio Analyses

Information Center

Report Center

Add Hardware
23.From the Build Your Planned Value page, click the Hardware button.
Result: The Hardware — Identify Resources page is displayed.

[ https.//i <p.ohi /pwall 0Detail%20Pages/Enter?20Planned %20Value.aspx?ProjUid=feattfbl-d O ~ @ & X || O Ohio.go

‘”g User Documentation - All Doc... | [T] Project Detail Pages - Detail... 3 i 2¢ @J

File Edit View Favorites Tools Help

Walton, Michelle

3¢ E . Eo C- % & (5l Documents  [g] Deliverables [& [E)
= = 9P ssues & Project Permissions

Edit. save Close Status Submit Options Project Build . Previous  Next
. Stte Team A\ Risks [ Resource Flan
Project ‘Workflow Navigate Page
Status: Checked-out to you since 2/27/2014 5:45 PM Last Modified: 2/27/2014 5:55 PM a
ABA- MSW
prantenance projact _ fetumiotan Pege S
Project Infermation
Detail Planned Value Fiscal Year

Project - Application
Associations Ttem Unit Cost Total
Project Promation
Comments

+5? Total o

Analyst Comments

B Retumn to Main Page Save and Submit
—_— Warning: Save your data before 500 leave the page. Using the browser's back button or selecting a new menu option
without Saving will cruse you to lose your data.
Agency Portfolio

Projects/Applications
Workflow Approvals

Agency Goals
Agency Goals List

Agency Goals
Prioritization

i

Partfolio Analyses

Information Center

Report Center

£

24.In the Fiscal Year field, click the drop-down arrow and select the Fiscal Year for
which you want to add Hardware Resources.

25.Click the I% icon.
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Result: The system opens a new line of fields that will allow you to add a Hardware
Resource.

26.In the Type field, click the drop-down arrow.

Result: The system displays a list of the available Resource Types in the Resource
Class for which you are building your project’s planned value. This drilling-down
by Type will focus the list of items, making it easier for you to select an item.

27.In the Item field, click the drop-down arrow.

Result: The system displays a list of standard resources of the type you selected in
the Type field.

28. Select the Resource Item you want to add to your project’s planned value.

Result: The system populates the Unit Cost with a standard cost for one unit of
this type of resource, as recorded in the Resource Look-up Table. If the system
populates $0.01, it means there is not an established standard cost available.

NOTE: The standard unit cost is just a starting point to help you establish your
budget. You do not have to use this cost if you have already determined an
accurate cost for this resource on this project.

29. In the Unit Cost field, you may either leave the system-populated amount in
place, or replace it with an amount that your agency has determined appropriate
for this resource.

30. In the Units field enter the number of units you plan to use for this resource
during the fiscal year you are building.

31. After reviewing the line of the item you added, click the Add/Edit M button to
save the line to the page. Note: When you are adding a new line, the hover text for
this button will say ‘Add’; for previously added lines, the hover text says ‘Edit’.

Result: The system saves the line to the page and enables the buttons that will

g
allow you to add an additional item: #@]? . If these icons are not enabled, click
the Add/Edit button a second time.

Note: Wondering what the other two icons are? See the Alternate ways to add
an item to the Detailed Planned Value for a Project section below.

CAUTION: Adding an item to a page does not save it to your Resource Plan! Do not
exit from this page in any manner without clicking the

ALPS User Manual Page 81 UPDATED: April 21 2014



Ohi(DAs ﬁ':lﬁoc:'noe:tion Technology IT/\ FS

Service - Support - Solutions

Save and Submit .
button. Even though you have saved each line to the page, the

data will be erased if you leave the page without saving. Saving frequently while
adding items to this page will minimize your risk of lost data.

32. After you have finished adding items in this Resource Class, click the

Save and Submit
button.
Result: The system saves all of the items on the page and displays a confirmation
message.

Return to Main Page
33.Click the _ button.

Result: The system displays the Build Your Planned Value page for your project.
This time, you will see a new entry in the Summary of Planned Project Costs
section. The new entry will display the word Hardware, along with the total of the
Hardware items you just entered. The Total will be updated to display the total
amount of your Project Planned Value thus far.

& [ nttpsirialps test.sp.ohio.gov/pwal Projecte20Detail%20Pages/ Enter?%20Planned?20Value.aspi?ProjUid=feadibl-d O ~ @ ¢ X || Ohiogov (& User Documentation - All Dac... | [7] Project Detail Pages - Detail.. ‘ ‘

Site Actions ~  Browse [RpIE]

B Cj EO Cj % $ \:z:::smm(s 5] Deliverables L‘a \_—E)

&R Project Permissions

Gt Swe Com  Stas Swmt Options Prgledt Bl Previous Next
- Site  Team /i Risks [ Resource Plan

Project ‘Workflow Navigate Page
Status: Checked-out to you since 2/27/2014 5:45 PM Last Modified: 2/27/2014 5:56 PM |~
AAA- MSW . . ' . . '
Maintenance project | BUild Your Planned Value for Project '"AAA- MSW Maintenance Project!
Project Information For Dates 7/1/2013 to 6/30/2014
Detail Planned Value
Project - Application Quick Navigation Links Search
Associations
Project promotion X . v
Comiments) Labor Software Hardware Enterprise Services -

Analyst Comments

Summary of Planned Project Costs

Home

Agency Portfolio Labor $717,60000 Distribwte to Funds

Projects/Applications Software 36275000 Distribute to Funds

arkHowip provale: Hardware $20,300.00 Distribute to Funds
Total: $809.650.00

Agency Goals
Agency Goals List

Agency Goals
Brioritization

T

Portfolio Analyses

Information Center

Report Center

Add Enterprise Services
34.From the Build Your Planned Value page, click the Enterprise Services button.

Result: The Enterprise Services — Identify Resources page is displayed.
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& D nttps:/sitalps test sp.ohio.gov/pwa/ Projecte20Detail%20Pages/ Enter220Planned%20Value.sspiZProjUid=feadfbl-d O ~ @ & X |[(O) Ohioigow: (& Prod Deployment 2-2014 - All ... | [7] Project Detail Pages - Detail.. ‘ ‘

Site Actions «  srowse Ly

E C( EO Cj % ﬁ [ Documents | Deliverables ]E ]E
=1 = = [ 1ssues & Project Permissions

Edt  Swe Close  Staws Submit Options Profect Buld Previous  Next
= Site

Comments

Project - Application
Associations Type Ttem Unit Cost Quantity Total
Project Promotion

*O6? Totat 0

Analyst Comments

Return to Main Page
Wasning: Save your data b
without Saving will canse y

the page. Using the browser's back button or selecting a new menu option

Home
ue data.

Agency Portfolio
Projects/Applications
Workflow Approvals

Agency Goals
Agency Goals List

Agency Goals
Prioritization

Portfolio Analyses

Information Center

Report Center

Team /i) Risks [ Resource Plan
Project Workflow Navigate Page
Status: Checked-out to you since 2/27/2014 5:45 PM Last Modified: 2/27/2014 5:56 PM =
ABA- MSW
Maintenance Project | Enterprise Services - Identify Resources: | Return to Main Page
Project
Detail Planned Value Fiscal Year 2014[-]

i

35.In the Fiscal Year field, click the drop-down arrow and select the Fiscal Year for
which you want to add Enterprise Services Resources.

36.Click the # icon.

Result: The system opens a new line of fields that will allow you to add an
Enterprise Services Resource.

37.In the Type field, click the drop-down arrow.

Result: The system displays a list of the available Resource Types in the Resource
Class for which you are building your project’s planned value. This drilling-down
by Type will focus the list of items, making it easier for you to select an item.

38.In the Item field, click the drop-down arrow.

Result: The system displays a list of standard resources of the type you selected in
the Type field.

39. Select the Resource Item you want to add to your project’s planned value.

Result: The system populates the Unit Cost with $0.01. With other resources, this
field may be populated with a standard cost as recorded in the Resource Look-up
Table. Enterprise Services are those services you purchase from OIT; the price of
the service will vary based on many factors specific to your project. When you are
first planning your project and building your budget, you can record the Enterprise
Services you plan to use, leaving the Unit Cost at $0.01. Later, you can update
this item when you have determined an estimate relevant to your Agency and
Project.
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aspx?ProjUid=feadfibl-d O ~ @ C X ” O Ohio.gov & Prod Deployment 2-3014 - All .. | [Z] Project Detail Pages - Detail.. ‘ ‘

LSV ) [ https.rtalp: ohio.gov/ pua/ Project?:20Detail%20P ages/Enter%20

Walton, Michelle v

Site Actions -+ Browse

(’ ¢ G A B oo
3 0 B ae B g, :
Edit Save C\ose Status Submit Omlons ijtett Bqu Previous  Next
A\ Risks
Project Waorkflow MNavigate Page
Status: Checked-out to you since 2/27/2014 5:45 PM Last Modified: 2/27/2014 5:56 PM
AAA- MSW
Maintenance Project | Enterprise Services - Identify Resources | Return to Main Page Save and Submit
Project i
Detail Flanned Value Fiscal Year
Pruject - Apphcalmn
Unit Cost Units

Project Prnmntmn
Comment:

Hosting Senvices Aggregated Port Management $n 01 50.01
Analyst Comments

Total: 50.00

e
ome Return to Main Page Save and Submit

Agency Portfolio age. Using the browser's back button or selecting a new menu option
Projects/Applications

Workflow Approvals

Agency Goals
‘Agency Goals List

Agency Goals
Prioritization

Portfolio Analyses

Information Center

Report Center

T

40. In the Unit Cost field, you may temporarily leave the system-populated $0.01 in
place, or replace it with the budgeted amount for this service.

41. In the Units field leave the system-populated value of 1 unit. Enterprise Services
are services, so they are not counted as individual units. The cost you will
eventually enter will be the total budgeted amount for this service.

42. After reviewing the line of the item you added, click the Add/Edit E‘button to
save the line to the page. Note: When you are adding a new line, the hover text for
this button will say ‘Add’; for previously added lines, the hover text says ‘Edit’.

Result: The system saves the line to the page and enables the buttons that will

allow you to add an additional item: *@? . If these icons are not enabled, click
the Add/Edit button a second time.

Note: Wondering what the other two icons are? See the Alternate ways to add
an item to the Detailed Planned Value for a Project section below.

CAUTION: Adding an item to a page does not save it to your Project Planned Value!

. . . . L. Save and Submit
Do not exit from this page in any manner without clicking the

button. Even though you have saved each line to the page, the data will be erased
if you leave the page without saving. Saving frequently while adding items to this
page will minimize your risk of lost data.
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43. After you have finished adding items in this Resource Class, click the

Save and Submit
button.
Result: The system saves all of the items on the page and displays a confirmation
message.

Return to Main Page
44 . Click the ! button.

Result: The system displays the Build Your Planned Value page for your project.
This time, you will see a new entry in the Summary of Planned Project Costs
section. The new entry will display the word Hardware, along with the total of the
Enterprise Services you just entered. The Total will be updated to display the total
amount of your Project Planned Value thus far.

‘\] https://italps.test.sp.ohio.gov/ pwa/Project %20 Detail%:20Pages/Enter 3:20Planned3:20Value aspx?ProjUid=feadffbl-d O ~ @ & X H O Oio.gov & Prod Deployment 2-2014 - Al ... | [7] Project Detail Pages - Detail... ‘ ‘

Site Actions +

LU Proiect

g C( EO Cj % $ [ Documents g] Deliverables ]E ]E
c| : . [ 1ssues & Project Permissions
Ed S Close  Stotus Submit Options Project Builg Previous  Next
o e

Team /iy Risks [2g Resource Plan
Project Workilow Navigate Page

Walton, Michelle

Status: Checked-out to you since 2/27/201d 5:45 PM Last Modified: 2/27/2014 5:56 PM

ARA- MSW

waintenance project | BUild Your Planned Value for Project '"AAA- MSW Maintenance Project’
For Dates 7/1/2013 to 6/30/2014

Project Information

Detail Planned Value

Eroject - Application Quick Navigation Links Search
Associations
Project Promotion - - Go
Comments Labor Software Hardware Enterprise Services -
Analyst Comments Summary of Planned Project Costs
Resource Class Planned Value
Home
Agency Portfolio Labor $717,600.00 Distribute to Funds
Projects/Applications Software $62,750.00 Distribute to Funds
Workflow Approvals Hardware 52930000 Distribute to Funds
Enterprise Services $32,000.01 Distribute to Funds
Agency Goals
Total: 5841.650.01

Agency Goals List

Agency Goals
Prioritization

Partfolio Analyses

Information Center

Barart Cant,

i

Alternate ways to add an item to the Detailed Planned Value for a Project

In addition to using the Resource Type and Resource Item drop-downs to select
items for your Project Planned Value, there are two additional means: the Search
feature and the Add a Custom Item feature.

The Search allows you to search for an Item by Item name, without knowing the
Resource Class or Resource Type. In the event that an item exists in more than one
Resource Class and Type, this feature will also allow you to view all of the
available options and select the one appropriate for your Project.
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The Search feature is available from both the Build Your Planned Value and the
Identify Resources (Detailed Planned Value) pages.
Search for an item from the Build Your Planned Value page

1. On the Build Your Planned Value page, hover your mouse over search box.

Result: Instructions for using the search are displayed.

)| EQ) nttps://italps.test.sp.ohio.gov/pwa/Project %20 Detail %20Pages/Enter?:20Planned %20Value.aspx?ProjUid=featffbl-d. O ~ @ & X || () Ohio.gov ‘@ Prod Deployment 2-2014 - All .. | [7] Project Detail Pages - Detail, o T ol

File Edit View Favorites Tools Help

bite Actions - Browse [N

E C, EO Cj Eﬁ 58 (£ Documents  [5] Deliverables
] £ D Eiues g Froject ermissions \—a LB

Edit Save  Close Status Submit Options Pru{ed Build s Previous  Mext
- Site Team /iy Risks [g Resource Plan

Froject Workiiow navigate Page
Status: Checked-out to you since 2/27/2014 5:45 PM Last Modified: 2/27/2014 5:56 PM |~
AAA- MSW . . ' T
maintenance project | Build Your Planned Value for Project 'AAA- MSW mance Project
Project Information For Dates 7/1/2013 to 6/30/2014
Detail Planned Value
Project - Application Quick Navigation Links Search
Asseciations
Project Promotion Labor Software

Comments « Enter an item name to view items

as: Class| TypelItem
Analyst Comments

Summary of Planned Project Costs

0" to add the selected item to
Project’s Planned Value

Home

Agency Portfolio Labor , Distribute to Funde
Projects/Applications Software $62.750.00 Distribute to Funds
et Hardware 52930000 Distribute (o Funds

Enterprise Services $32,00001 Distribute to Funde

Agency Goals
Total: $841,650.01

Agency Goals List

Agency Goals
Prioritization

i

Partfolio Analyses

Information Center

Report Center

2. In the Search box, enter the name of an item.

Result: As you type, items that match your entry will be displayed in this format:
Resource Class | Resource Type | Resource Item. When you search from this page,
the system searches through all Resource Classes and Types. For example, as you
type desk the system will offer possiblities including

Software | End User | Desktop publishing software
Hardware | End User | Desktop

Note: You may also use the percent sign % as a wildcard at the beginning or end of
a word. For instance, in the example above if you entered %desk the system would
display the items above as well as Labor | External Labor | Help Desk Resource.

Remember: You are searching for a Resource ITEM, so an item will be displayed
only when the ITEM matches your search criteria. Nothing will display if your
search criteria doesn’t match a Resource Item, even it does match a Resource
Class or Resource Type.

3. When you see the item you want, click on it.
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Result: The item you selected is displayed in the Search box.

#) | ET https:/itelps.test.sp.ohio.gow/ pwa/Project %20 Detail%:20Pages/ Enter20Planned3E20Val aspitProjUid=teadffbl-d O - @ & X ||O ohiogor |@P{Ddbgplu"mggﬂz—m]l‘—AH...
File Edit Vie Tools Help

(7] Project Detail Pages - Detail... * ‘ ‘

Project

TR

D% = [£5/ Documents  [g] Deliverables

= . B 1ssues &R Project Permissions
Edt  Sae Close  Status Submit Options Project Buld Previous  Next
. site Team i\ Risks [ Resource Plan
Project Workflow Navigate Page

Status: Checked-out to you since 2/27/2014 5:45 PM Last Modified: 2/27/2014 5:56 PM |
AAA- MSW . . ' . T

Maintenance project | BUild Your Planned Value for Project 'AAA- MSW Maintenance Project

B e For Dates 7/1/2013 to 6/30/2014

Detail Planned Value

Project - Application Quick Navigation Links Search

Associations

o Labor Software Hardware Enterprise Wgrvices  Hardware | End-user | Desktop

Analyst Comments

Summary of Planned Project Costs

Resource Class

Home
Agency Portfolio Labor $717,600.00 Distribute to Funds
Projects/Applications Software $6275000 Distribute to Funds
arkiiowiAnomyak Hardware 529,300.00 Distribute to Funds
Entarpriss Services $32,00001 Distribute to Funds
Agency Goals
Total: $841.650.01
Agency Goals List

Agency Goals
Prioritization

]

Partfolio Analyses

Information Center

4. Click the button.

Result: The appropriate Identify Resources page for your item opens and inserts
the item into a row on that page. For example: If you select Hardware | End
User | Desktop, the Hardware - Identify Resources page is opened.

P

File Edit Vie Favorites  Tools Help

[ https://italps test sp.ohio.gov/ pwal Project 220D tail*20Pages/Enter %20Planned>:20Value aspiProjUid=feadffbl-d O + @ & X || O Ohio,gav

& Prod Deployment 2-2014 - All . | ] Project Detail Pages - Detail.. ‘ ‘

Walton, Michelle =

site Actions ~  growse [EIELY

¥ 8 Cj ,o C- % ﬁ [F Documents [g] Deiiverables
- = - . B ssues &B Project Permissions
Edit  Save Close Status Submit Options Project Build Previous  Next
. Site  Team /) Risks [ Resource Plan
Project ‘Workflow Navigate Page
Status: Checked-out to you since 2/27/2014 5:45 PM Last Modified: 2/27/2014 5:55 FM a
AAA- MSW
tanenance frejece _ fletumto o Page saveand Submt
Project Information
Detail Planned Value Fiscal Year: 2014
Project - Application
Associations e Unit Cost Units Total
Project Promation
Emets Enduser Desktop 562000 15 5930000
Analyst Comments
End-user Notebook $1,000.00 20 $20,000.00
o End-user Desktop  [~] 5620.00 1 $620.00 173
Agency Portfolio Total: $29.920.00
Projects/Applications
workflow Approvals ) Return to Main Page save and Submit
Warning Save your data befors you leave the page. Using the browser's back button or sslecting 2 new menu option
without Saving will czuse you to lose your data.
Agency Goals
Agency Goals List
Agency Goals
Prioritization
Portfolio Analyses F
Information Center
Repart Center

S. Proceed on this page as described in the Build Detailed Planned Value for a Project by
Resource Class section above.
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CAUTION: Adding an item to a page does not save it to your Project Planned Value!

. . . . .. Save and Submit
Do not exit from this page in any manner without clicking the

button. Even though you have saved each line to the page, the data will be erased
if you leave the page without saving. Saving frequently while adding items to this
page will minimize your risk of lost data.

Search for an item from the Identify Resources page

2.

On the Identify Resources page (any Resource Class), click the ® to open the
Search box.

Result: The Search functionality fields are displayed.

+3:20 Detail g Planned! jUid=feadffbl-d O ~ & & X i@

A M Ah‘mlml“;'\}\-- [E7] Project Detail Pages - Detail.. ‘ .

site Actions ~  Browse (R TE]

g C( EO Cj % (A Documents |g] Deliverables }E
= = . [ 1ssues & Project Permissions LB

foit  Swe Close  Status Suomit Options Project Buld Previous Next
= Site

Team /iy Risks [ Resource Plan
Project ‘Workflow Navigate Page

Status: Checked-out to you since 2/27/2014 5:45 M Last Modified: 2/27/2014 5:56 A1t B
ARA- MSW
Maintenance Project | ' - Identify | Return to Main Page Save and Submit
Project
Detail Planned Value Fiscal Year 2014[-]
Project - Application
Associations Unit Cost
Project Promotion
Comsee Enduser Desktop $620.00 15 $9.300.00 B‘
Analyst Comments

Enduser Notebook $1,00000 2 52000000 173
Lome Enduser Deskiop 5620.00 1 5620.00 7
Agency portfolio A2 Tott $29,920.00

e

Projects/Application:
Workflow Approvals L

Return to Main Page Save and Submit

Warning: Save your data b
without Saving will cruse you &

Agency Goals = the page. Using the browser's back button or selscting 2 new menu option
ur data

Agency Goals List

Agency Goals

Prioritization

i

Portfolio Analyses

Information Center

Report Center

In the Search box, enter the name of an item.

Result: As you type, items that match your entry will be displayed in this format:
Resource Class | Resource Type | Resource Item. When you search from this page,
the system searches all Resource Types within the Resource Class of the page you
are on. For example, if you are searching from the Enterprise Services - Identify
Resources page, as you type data the system will offer only those items in the
Enterprise Services Class. So it will find:

Enterprise Services | Hosting Services | Database Support
Enterprise Services | Storage & Backup Services | Data Storage

but it will not find:
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Labor | Internal Labor | Database Analyst Specialist

Note: You may also use the percent sign % as a wildcard at the beginning or end of
a word. For example, if you are searching from the Hardware - Identify
Resources page, and you type %serv the system will display:

Hardware | Cloud | Hybrid Cloud Services

Hardware | Cloud | PaaS(Platform-as-a-service)

Hardware | Cloud |IaaS (Infrastructure-as-a-service)
Hardware | Maintenance | Server Maintenance

Hardware | Servers | Physical Servers

As you continue to type %server, the search will narrow to:
Hardware | Maintenance | Server Maintenance

Hardware | Servers | Physical Servers

Remember: You are searching for a Resource ITEM, so an item will be displayed
only when the ITEM matches your search criteria. Nothing will display if your
search criteria doesn’t match a Resource Item, even it does match a Resource
Class or Resource Type.

|| htp: sp.ohio.gov/p jectS:20Detail g Planned?20Val TProjllid=d5462c45-1067 O ~ @ & X

File

Edit View Favorites Tools Help

Gite Actions ~

LT Project

[ZA Documents |g] Deliverables
W8 GO G &L )
=L B 1s5ues & Project Permissions
£dt  Save Close  Status Submit Options Prgject Buld Previous  Next
- Site  Team /i Risks [, Resource Plan
Project Warkflow Navigate Page

Status: Checked-in Last Modified: 2/25/2014 5:30 PM

AAA-Feb 25 PPV w-

dates | I - Identify | Return to Main Page Save and Submi
Project

Detail Planned Value: Fiseal Year 2014[7]

Associations Unit Cost Units

Project Promation

i " Giapiyeq ast Cossmpeltem pmes 42000000 342000000 Zes

Analyst Comments

. USE; asa v‘//:‘(am when enteringa | ) 15 $0.300.00 E“
tc add the selected item to &3
Home l $1,000.00 12 $12,000.00 E
Agency Portfolio - - Total $441.300.00
Projects/Applications Yesen] [Go | [Cancel |
Workflow Approvals
Hardware | Cloud | Hybrid Cloud Senices -
Return to Main Page ave and Submit
' Hardware | Cloud | laaS (Infrastructure-as-a-senvice) sewe mecis option - . >
AgecylGoals Hardware | Cloud | Paa$ (Platform-as-a-senice)
Agency Goals List Hardwars | Maintenance | Sewver Maintenance
ardware | Senvers | Physlca\ Server

Information Center

Report Center

Settings

i
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3. When you see the item you want, c

&« ‘3 | hitp: hio.gov/p. ject g ProjUid=d5062c45-1067 2 ~ @ © X

File Edit View Favortes Tools Help

Project

o E @ C) CJ % = E:::smms 8] Deliverables [a [B

& Project Permissions

Eat Sawe  Closs  Status Submit Options Pigject Build Previous  Next
- Site Team Risks. [ Resource Plan
Project Workflow Navigate Page
Status: Checked-in Last Modified: 2/25/2014 5:30 FM =

AAA-Feb 25 PPV w-
dates

Return to Main Page Save and Submit
Project Information
Detail Planned Value Fiscal Year:
Associations Unit Cost
Project Promation

Comments « Enter an item name to view items
R displayed s Class|Typelitem $420.000.00 ! p0000 &
+ Use "%" as a wildcard when entering a .
partial item name, kiop ETD e LD &
« Select "Go” to add the selected item to
—_— your Project’s Planned Value op $1,000.00 n $12,000.00 L&
Agency Portfolio Total $441300.00

Projects/Applications Sbserver
Workflow Approv;
Hardware | Maintenance | Sewer Maintenance

Hardware | Servers | Physical Server g new meas option

“Without Saving will cause you to lose your data

Return to Main Page Save and Submit
Agency Goals

Agency Goals List

Information Center

m

Report Center

lick on it.

Result: The item you selected is displayed in the Search box.

hi ProjUid=d5462c45-1067 O ~ @ & X

Favorites Tools Help

Project
E C(j PrS C % ng (A Documents |5 Deliverables [a [B
| S WV B i B 1ssues &B Project Permissions
Edit Save Close Status Submit Options Project Build Previous  Next
- Site  Team /iy Risks 8 Resource Plan
Project Workflow Navigate Page
Status: Checked-in Last Modified: 2/25/2014 5:30 PM =

AAA-Feb 25 PPV w-
dates

_ R e P S e
Project Information

Detail Planned Value Fiscal Year:

Project - Application
Associations Type Unit Cost Us ‘otal
Project Promotion

Mainframe 1

Comments

Mainfraes $420,000.00 $420,000.00 [TAX]
Analyst Comments
End User Deskiop $620.00 15 $9.300.00 E‘
Home End User Laptop $1,000.00 n $12,000.00 z‘
Agency Portfolio /W \ Totak $441300.00
Hardware | | Sener
Workflow Appruva\s\\

Return to Main Page Save and Submit
Waning: Save your data before you leave the page. Using the browser's back button or selecting a new mem option

Agency Goals
gency without Saving will czuse you to lose your data

Agency Goals List

Information Center

m

Report Center

4. Click the button.

Result: The system inserts the item into a row on that the Planned Value page.
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i Jgumm ‘ 7] Project Detail Pages - Det... | [7] Project Detail Pages - . | ‘

hi Project320Detzil%20Pag Planned jUid=d5462c45-1067 O ~ @ & X

Michelle Walton -

Site Actions ~  Browse IR

[ Documents 3] Deliverables
i Bssues & project permissions
Edit Save  Close Status Submit Options Pru{ed Build s Previous  Next
- Site Team /& Risks [g Resource Plan
Project Workilow Navigate Page
Status: Checked-in Last Modified: 2/25/2014 5:30 PM |«
AAA-Feb 25 PPV w-
dates | Hardware - Identify Resources | Return to Main Page Save and Submit

Project
Detail Planned Value Fiscal Year:

Project - Application
Associations Unit Cost TUnits
Project Promotion

Comments Mainframe Muinfremes $420,000.00 1 $420,000.00
Analyst Comments

Eud User Deskiop 562000 15 5930000
Lome Ead User Laptop $1,00000 2 $12,00000

gency Portfolio [=] Seer Maintenance  [v] $0.01 1 s001 [[AX]

Projects/Applications Totak $441.300.01
Workflow Approvals

Return to Main Page Save and Submit
leave the page. Using the browser's back button or selecting a new men option

Agency Goals Warning: Save your data bef
= your data

without Saving will cause

Agency Goals List

Information Center

Report Center

6. Proceed on this page as described in the Build Detailed Planned Value for a Project by
Resource Class section above.

CAUTION: Adding an item to a page does not save it to your Project Planned Value!

. . . . . Save and Submit
Do not exit from this page in any manner without clicking the

button. Even though you have saved each line to the page, the data will be erased
if you leave the page without saving. Saving frequently while adding items to this
page will minimize your risk of lost data.

Add a custom item to your Project Planned Value

In almost every case, you should be able locate the Resource Item you need by using
the drop-downs or the search to select an item from the Resource Look-up table. In
the rare instance where you cannot find the right budget item, you can add a custom
item. This item exists only for the Project Planned Value in which you create it. You
may also use this feature to temporarily record a budget cost while the project is in the
Proposed stage. Once you've determined the item you will actually purchase, you can
delete the custom item and make the appropriate selection from the Resource Table.

Note: If you are finished planning your Project and your Project Planned Value still
contains a custom item contact your OIT Analyst before you submit the Project to
Enterprise Review. Your Analyst may be able to help you find a non-custom item that
represents your item, or can help you provide enough information about the custom
item so the reviewer will understand your need. If multiple agencies express the need
for the same custom item, OIT may add that item to the Resource Table.
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1. On the Identify Resources page for Labor, Software or Hardware, click the @
button.

Result: The custom item pop-up is displayed.

L b PRt .| D s B 1 i Dt || 070

p <p.ohio.gov/p ject3:20Detail g 0Planned jUid=d5462c45-1067 O ~ @ © X [

Michelle Walten ~

Site Actions ~  Browse ROCLE

5l Documents [g] Delwerabes
5 BGOG &
= ~ - B ts5ues & Project Permissions
Edit  Sve Close  Status Submit Options Prgject Build - Previous Next
- Site Team i\ Risks % Resource Plan
Project ‘Warkflow Navigate Page

Status: Checked-in Last Medified: 2/25/2014 5:30 PM

AAA-Feb 25 PPV w-

dates |: - Identify | Return to Main Page Save and Submit

Project

Detail Planned Value Fiscal Year: 2014[]

Project - Application

Associations Ttem. Unit Cost

Project Promotion —

Comments Mainframe Mainframes 5420,000.00 1 $420,000.00 E‘

Analyst Comments vy
End User Deskiop 362000 15 $9.300.00 14

&3
Home End User Laptop $1,000.00 n $12,00000 [AX]

Agency Portfolio #@:‘7/_—\ Total $441300.00
Projects/Applications @'

Workflow Approvals

Resouree Class Hardware

Agency Goals Resouree Type Select [=]
‘Agency Goals Li Ttem Name
Unit Cost $0.00

Information Center
ReporiiCeatay Return to Main Page Save and Submit
Warning: Save your

y T EISK Dution or sslecting a new meny option
without Saving will eause you to lose your data

Settings

2. The Resource Class field is system-populated with the Resource Class defined by
the page you are viewing. This drop-down is disabled.
3. In the Resource Type field, click the drop-down arrow.

Result: The system displays a list of the valid Resource Types associated with the
Resource Class you are building.

4. Click the Resource Type for which you want to create a custom item.

In the Item Name field, enter the name of the custom item.

6. In the Monthly Rate (Labor) /Unit Cost (Software, Hardware) field, enter the
amount representing the monthly rate or the cost of one unit of the custom item.

o
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20Planned%20Val ?ProjUid=feadffbl-d O ~ @ G X ' .-szzma - All .. | [[] Project Detail Pages - Detail... %

File Edit View Favorites Tools Help

i Walton, Michelle -
Site Actions - Browse [T

N E Cj ;o C- % @ [{ADocuments ] Deliverables
| E/l B2 'GP e B erojec rermissions

Edit Save  Close Status Submit Options Pru{ed Build . Previous  Next
- Site Team /i Risks [g Resource Plan
Project Workilow Navigate Page

Status: Checked-out to you since 2/27/2014 5:45 PM Last Modified: 2/27/2014 5:56 PM e
AAA- MSW
pamtsnance projace _ femmio e raae saue st
Project Information
Detail planned value Fiscal Year: 2014[=]
Project - Application
Associations Type Unit Cost Units Total
Froject Promotion
Copmeae Enduser Desktop 562000 13 5930000 B‘
Analyst Comments —

Enduser Notebosk 31,0000 2 52000000 ZE3
Home Enduser Deskiop 562000 1 562000 [[AX]

Agency Portfolio Q2 — Totat $20,920.00

Projects/Applications M

Workflow Approvals

Resouce Class Hardware
Ay @S Resource Type Datacenter Senices [=]
Agency Goals List Ttem Name Custom item

Agency Goals

Frioritization it Cost $1916.00
Fortfolio Analyses

Warning: Save your data before you leave the page. Using the browser's back button or selecting a new memu option
Information Center without Saving will eause you to lose your data.

7. Click the button.

Result: The system inserts the item into a row on that the Planned Value page.

i

Return to Main Page Save and Submit

jUid=feadffol-d O - @ & X i M AJMMW - All... | [7] Project Detail Pages - Detail... *

File Edit V Favorites  Tools Help

I Walton, Michelle ~
Site Adtions *  Browse [SIS

> E Cj :o c)- % e EADocuments (3] Deliverables [a @
S 7 5
. " — = : [ tssues & Project Permissions

Edit  Swe Close  Status Suomit Options Profect Buld - Previaus  Next
- Site Team /i Risks [ Resource Plan
Project Workflow Navigate Page
Status: Checked-out to you since 2/27/2014 5:45 PM Last Modified: 2/27/2014 5:56 PM |
AAA- MSW

pamenanes Prosst _ femiatisn e S semt

Project Information

Detail Planned Value Fiscal Year: 2014
Project - Application
Associations Type Unit Cost Units Total
Project Promotion
Comments Enduser Desktop. $62000 15 $9,300.00
Analyst Comments

Endeuser Notebook $1,000.00 2 $20,000.00

Enduser Desktop 562000 1 $620.00
Home

gency Pnrtmﬁn Datacenter Senices [=] Custom item [=] $1,916.00 1 $1.916.00 ﬁ‘
Projects/Applications Total: 53183600
Workflow Approvals
Return to Main Page Save and Submit

Agency Goals Werming: Save your data before you leave the page. Using the browser's back button or seleeting a new meny option
without Saving will cause you to lose your data

Agency Goals List = -’ -
Agency Goals
Prioritization

T

Portfolio Analyses

Information Center

Report Center

8. Proceed on this page as described in the Build Detailed Planned Value for a Project by
Resource Class section above.

Caution: Do not enter custom items in the Enterprise Services Resource Class.
Enterprise Services are services provided by OIT; if the service you need is not an
available service from OIT, you will have to obtain that service from another
provider/vendor. In that case, you should either find the service in the Resource
Class to which it belongs, or create a custom item under that Class.
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Delete an item from the Detailed Planned Value for a Project

The Project Planned Value feature allows you to plan the budget for your project.
While in the Proposed stage, you may make a number of changes to your Project
Planned Value before you submit it for Enterprise Review. In addition to purposeful
changes, you may occasionally need to correct an inaccurate entry.

1. On the Identify Resources page (any Resource Class), review the items entered
there.

S
2. Click the delete button at the end of the row of the item you wish to delete.

Result: The system displays a dialog box containg the message “Are you sure you
want to delete this record?” , an OK button and a Cancel button.

3. Click Cancel if you do not want to delete the item; click OK if you do want to delete
the item.

Result: If you click Cancel, the dialog box goes away, and the item is not deleted. If
you click OK, the screen refreshes and the row with the deleted item is no longer
displayed.

CAUTION: Deleting an item from the page does not delete it from your Project
Planned Value! Do not exit from this page in any manner without clicking the

Save and Submit
button. Even though you have deleted a line from the page, the

data will remain if you leave the page without saving. Saving frequently while
adding items to this page will minimize your risk of losing your changes.
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Distributing Project Costs to Funding Sources (Cost Centers)

In addition to planning the resources you will need for a project, part of the budgeting
process is to identify the funding sources for those costs. The Project Planned Value
functionality allows you to distribute your planned costs across the established
funding sources (Cost Centers) by Resource Class and Fiscal Year.

You will distribute your planned costs one Resource Class at a time. You may
distribute the costs for a Resource Class as soon as you have finished building the
Detailed Planned Value for that Class (see sections above) or you may build the
Detailed Planned Value for all Classes and then distribute each one.

1. From the Build Your Planned Value page, view the Summary of Planned Project
Costs.

e
‘test.sp.ohio.gov/p. ject%20Detail Planned ?ProjUid=feadffbl-d O ~ @ G X i b h‘ mzrmm_ﬁu ‘Ql Project Detail Pages - Detail... ‘ ‘ W 1

Site Adtions - Browse [N

E (’, ZO Cj % g [ Documents  [3) Deliverables E
J ) . o B 1ssues & Project Permissions I—B

Edit Save  Close Status Submit Options Pm{a:t Build . Previous  Mext
- Site Team i\ Risks #3 Resource Plan

Project Workflow Mavigate Page

Status: Checked-out to you since 2/27/2014 5:45 PM Last Medified: 2/27/2014 5:56 PM

AAA- MSW - . . .
maintenance project | BUild Your Planned Value for Project '"AAA- MSW Maintenance Project’
Project Information For Dates 7/1/2013 to 6/30/2014
Detail Planned Value
Praject - Application Quick Navigation Links Search
Associations
Project Promation . i G
Comments Laber Software Hardware Enterprise Services
Analyst Comments Summary of Planned Project Costs
Home:
Agency Portfolio Labor $717,600.00 Distribute to Fonds
Projects/Applications Software $62.750.00 Distribut s
Rekicirons Hadware $31336.00 Distsibut s
Enterprise Services $32,000.01 Distribute to Funds
Agency Goals
Total: $844.186.01

Agency Goals List

Agency Goals
Prioritization

Portfolio Analyses

Information Center

Report Center

2. Determine which Resource Class (Labor, Software, Hardware or Enterprise

Distribute to Funds

Services) you wish to distribute, then click next to the right of the

total for that Class.

Result: The Project Planned Value Cost Distribution page is displayed. The values
are populated for the Resource Class of the line you selected. For example, if you

Distribute to Funds

selected on the Labor line, the Labor values will be displayed.
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12:20 Detail 9 0Planned%20Val 2ProjUid=feadfibl-d O ~ @ C X L@

& -2014 - B -
i M .“‘ (= BrodDeployment 2-2014 - Al .. | (7] Project Detail Pages - Detail.. | _|

Walton, Michelle ~
Site Actions -

Browse

Project

E le Eo Cr- ﬂ% $ [ Documents || Deliverables
=8 B . [ Issues & Project Permissions

Edit  Save Close  Status Submit Options Prgject Build
= ite

Froject

o o

n Previous  Next
Team 4\ Risks

Navigate Page

[ Resource Plan
Workflow

AAA- MSW
Maintenance Project

Project Information
Detail Planned Value

Project - Application
Associations

Project Promation
Comments

Analyst Comments

Status: Checked-out to you since 2/27/2014 5:45 PM Last Modified: 2/27/2014 5:56 PM

W MAINTENANCE PROJECT
- 6/30/2014

e m

Save and Submit

Return to Main Page

Capes Federal One-Time 50.00
Home

Capes Federal Recurring 50.00
Agency Portfolio
Projects/Applications Capex Grants $0.00
Workflow Approvals Capex State One Time $0.00

Capex State Recurring 50.00
Agency Goals o o=
Agency Goals List

Opex Federal One-Time 50.00
Agency Goals
Prieritization OpexFe Re e $0.00
Portfolio Analyses . s
Information Center OpexState One-Tine s0.00
Report Center Opex State Recurring 50.00
R $717,600.00 $717,600.00

Personal Settings
Server Settings

Warning Save your data b
without Saving will cuse

= the page. Using the browser's back button or selecting a new mems option
s data.

Project Essentials

i

3. The header at the top of the page displays the following:

e The name of the current Project

e The date range of this Project’s Planned Value. This date range is created by the
Project Cost Start Date and Project Cost End Date entered on the Project
Information page.

e The Planned Value Total, which displays the total for all the whole Project.

e A drop-down that is pre-filled with the Resource Class currently displayed on
the page.

Return to Main Page

4. Beneath the header are two navigation buttons: and

Save and Submit . . .
. These buttons may be used at any time while you are on this

page. The functionality of each is described later in this section, at the point where
it is commonly used.
5. The Cost Center column displays the funding sources.

Funding Source Definition

Opex.Federal One-Time Operating funds received from the Federal Government that are not
expected to be received again (specific purpose one-time funding, non-
grants)

Operating Funds received from the Federal Government that are expected
to be received year after year

Operating funds received from any source for specific purposes that is
mutually exclusive from State and Federal (Opex One-Time or Recurring)
funds and that are associated to grant agreements

Operating Funds received from the State once and that are not expected

Opex.Federal Recurring

Opex.Grants

Opex.State One-Time
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Funding Source Definition
again (specific purpose one-time funding, non-grants)

Opex.State Recurring Operating Funds received from the State and that are expected to be

received year after year

Capex.Federal One-Time | Capital Funds received from the Federal Government and that are not

expected to be received again (specific purpose one-time funding, non-
grants)

Capex.Federal Recurring | Capital Funds received from the Federal Government that are expected to

be received year after year

Capex.Grants Capital Funds received from any source for specific purposes, that are

mutually exclusive from State and Federal (Capex One-Time or Recurring)
funds and that are associated to grant agreements

Capex.State One-Time Capital Funds Operating Funds received from the state once and that are
not expected again (specific purpose one-time funding, non-grants)

Capex.State Recurring Capital Funds received from the State and that are expected year after year

COPS Certificates of Participation

Unallocated Cost Center dimension is not earmarked. In the context of IT ALPS

unallocated should always be blank or zero ($0)

6.

7.

8.

9.

One Fiscal Year column is displayed for each Fiscal Year included in the planned
lifecycle of your Project. The Fiscal Years in Project are defined by the Project
Cost Start Date and Project Cost End Date entered on the Project Information
page. The Fiscal Year columns displayed will correspond to this date range, which
is also displayed in the page header.

Note: If your Project includes Fiscal Years for which you have not yet entered any
Planned Value costs, the Fiscal Year columns for those years will display $0.00.

The Total column displays the sum of all fiscal year amounts for each Cost
Center.

The Amount to be Funded row displays planned costs for the displayed Resource
Class by Fiscal Year. The amount in the Total column of the Amount to be
Funded row will match the amount displayed in the Summary of Planned Costs
on the Build Your Planned Value page.

The Amount Funded row beneath the last Cost Center row (Opex.State.Recurring)
displays the planned costs that you have distributed. When you enter this page for
the first time, each amount in the Amount Funded row will be $0.00. As you
distribute funds to Cost Centers, the Amount Funded amounts increase by the
corresponding amount.

10.The Amount Remaining row keeps a running total of planned costs that are yet to

be distributed for this Resource Class. When you enter this page for the first time,
the amount in the Total column of the Amount to be Funded row will match the
amount displayed in the Summary of Planned Costs on the Build Your Planned
Value page. As you distribute funds to Cost Centers, the Amount to be Funded
amounts decrease by the corresponding amount. While the amount is greater than
$0.00, the field will be highlighted in yellow. When you have distributed all of the
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costs for this Resource Class, each amount in the Amount to be Funded row will
be $0.00 and the field will display in gray.

+2:20Detail Planned ProjUid=featffol-d O ~ @ C X @ i M ‘h‘wz-md-m." [Z] Project Detail Pages - Detail. ‘ ‘

| walton, Michelle «
Site Actions ~  Browse [IE3

Cj _ (i Eﬁ $ [ Documents |s] Deliverables
B GO G D Eies B Project rermissions

Edit Save  Close Status Submit Options Pru{ed Build s Previous  Next
- Site Team /i Risks [g Resource Plan
Project Workflow Navigate Page
Status: Checked-out to you since 2/27/2014 5:45 PM Last Modified: 2/27/2014 5:56 PM |«
(HEE LS AAA- MSW MAINTENANCE PROJEGT PLANNED VALUE TOTAL: $844.186.01

Maintenance Project 1142013 - 6/30/2014

Project Information

Detail Planned Value

Project - Application Return to Main Page Save and Submit
Associations

Project Promotion et .
Comments [Cost Center Fiscal Year 2014 m

Analyst Comments

Capen Federal One-Time 5000
Home

Capes Federal Recurring 5000
Agency Portfolio
Projects/Applications Capex Grants 50.00
Workflow Approvals Capex State One-Time $0.00

Capex State Recurring 5000
Agency Goals e o
Agency Goals List

Opex Federal One-Time 500000 $500,000.00

Agency Goals
Prioritization Opex Federal Recurring $0.00
Portfolie Analyses

T

Opes Grants 000
Information Center Opes State One-Time ol
Report Center ‘Opex State Recurring $0.00
Sestnas S217,600.00 §217,600.00

Personal Settings

Server Settings

Warning: Save your data

e u eave the page. Using the browser's back button or selecting a new menu option
without Saving will caus o

Project Essentials
Settings
Administer Resource

Administer Resource

11. Allocate your planned value costs by entering the appropriate dollar amounts in
the corresponding Cost Center / Fiscal Year field.

Note: You do not need to enter the dollar sign, commas, or a decimal point to enter
whole dollar amounts. The system will add the dollar sign, commas and a decimal
point followed by 00 after you save and leave the page. If you wish to enter cents,
you may enter a decimal point along with the appropriate two digits following it
(e.g., .42). This should be used rarely, as DAS recommends that budgets (Planned
Values) are maintained in whole dollars.

Result: In the Fiscal Year column where you entered an amount, the Amount
Funded increases value increases and the Amount Remaining decreases.
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hi t! il jUid=feadffbl-d O ~ @ & X i M “h‘mzrmmrml w | [Z] Project Detail Pages - Detail... *

File Edit View Favorites Tools Help

I Walton, Michelle ~
s ons - Browse [T
y g E cj Eo C- % 5 [ pocuments  [g] Deliverables [a [a
1 =2 - £ . [ issues & Project Permissions
Egit  Sawe Close  Staus Suemit Options Prgject Buld Previous  Next
. Ste Team /) Risks [ Resource Plan
Project Workflow Navigate Page

Status: Checked-out to you since 2/27/2014 5:45 PM Last Modified: 2/27/2014 5:56 PM

AAA- MSW ITENANCE PROJECT PLANNED VALUE TOTAL: $844,186.01
Maintenance Project 014

Project Information
Detail Planned Value

Project - Application
Associations

L =]
T Cost Center Fiscal Year 2014

Analyst Cc ts
Sl
$0.00

Return to Main Page Save and Submit

Capen Federal One-Tims
Home

Capes Federal Recorring 5000
Agency Portfolio
Projects/Applications Capen Grants suoo
Warkflow Approvals Capes State One-Time 5000

Capes State Recurring s0.00
Agency Goals = — e
Agency Goals List —

Opes Federal Ore Time 500000 $500,000.00

Agency Goals ————
Prioritization Opex Federal Recurting 100000 $100,000.00
Fortfalio Analyses " s T
Information Center OpexSiate One Time £

Report Center Opex State Recurring 117600 $117,600.00

i

Personal Settings
Server Settings
Wanzing: Save your data before 5ou leave the page. Using the browser's back button or selecting a:new men option
without Saving will cruse you to lose your data

Project Essentials ; ;

Settings.

Administer Resource

T

. Save and Submit
12. Click the button.

Result: Your changes will be saved as follows:

e If you have not completely distributed the costs for this Resource Class: Your
changes will be saved, but no confirmation message will be displayed.

e If you have completely distributed the costs for this Resource Class but costs in
other classes of your Project Planned Value remain undistributed: Your changes
will be saved. This confirmation message will be displayed: Distribution
successfully saved, but funds allocation remains incomplete.
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| nitp

File Edit View

Site Actions ~

By E D% [£9 Documents  [g] Deliverables |:a B
i B 1ssues & Project Permissions

Edt  Save Close  Status Susmit Options Prgfect Build Previous  Next
> ite

Team /i) Risks [ Resource Plan
Project Workflow Navigate Page
Status: Checked-out to you since 2/27/2014 5:45 PM Last Modified: 2/27/2014 5:56 PM |
;A{A't L= project | Distribution successfilly saved. but finds allocation remains incomplete.
aintenance Projec - MSW MAINTENANCE PROJECT PLANNED VALUE T
Project Information 71112013 - 6/30/2014

Detail Planned value

lLabor ]

Project - Application
Associations

Project Promotion
Comments . .

[Cost Center Fiscal Year 2014 | Total
Analyst Comments

Return to Main Page Save and Submit

Home Capex Federal One.Time s0.00
Agency Portfolio CopexFederalRecoing P~
Projects/Applications —

Capex Grants 50.00
Workfiow Approvals

Capex State One.Time 50.00
Agency Goals Capex State Recurring 50.00
Agency Goals List cops. ] 5000
Agency Goal —_——
i el Opex Federal One Time 500000 $300,000.00
Portfolio Analyses Opex Federal Recuring 100000 5100,000.00 F

OperGrants 50.00
Information Center ———————

OperState Ons-Time 50.00
Report Center ——

OperState Recurring 117600 5117,600.00

Server Settings

Project Essentials Warning Save your data before you leave the page. Using the browser's back button or selecting a new menu option
without Saving will cuse you to lose your data.
Settings
Administer Resource
pes

e If you have completely distributed the costs for this Resource Class as well as
all other costs in this Project’s Planned Value: Your changes will be saved. This
confirmation message will be displayed: Distribution successfully saved.

ps://itclps.test sp.ohio.gov/pwa/ Project %20 Detail%20Pages/ Enter %20Planned3:20Val

jUid=feadffbl-d O - @ & X H () Ohie.gov ‘ (@ Prod Deployment 2-2014 - All ... ‘ [E1] Project Detail Pages - Detail... X

File Edit View Favorites Tools Help

itan, Michelle -

Project

o c)- % (A Documents |g] Deliverables
&) Bsues

& Project Pemmissions

Edit Save  Close Status Submit Options Project Build Previous  Next
- Stte  Team /i Risks % Resource Plan
roject Workiiow Navigate Fage
Status: Checked-out to you since 2/27/2014 5:45 PM Last Modified: 2/27/2014 5:56 PM e
AAA- MSW —
S e LI PLANNED VALUE TOTAL: $844,186.01
Froject Information 71112013 - 613072014

Detail Flanned value

Hadvare ]

Project - Application
Associations Return to Main Page save and Submit
Project Promotion
Comments

Cost Center Fiscal Year 2014 | Total
Analyst Comments

[T T
Home Capen Federal One-Time $0.00
Agency Portfolio CopFegsniRene 5000
Projects/Applications —_—

Capex Grants $0.00
Workflow Approvals

Capex State One-Time 50.00
Agency Goals Capes State Recurring 50.00
Agency Goals List COPS $0.00
‘Agency Goals ]
Prioritization Opex Federal One-Time $0.00
Portfolio Analyses Opex Federal Recurring $0.00 1

Opex Granis $0.00
Information Center —_—

Opex State One-Time $31,836.00 $31836.00
Report Center FE

Open State Recurring 50.00

Server Settings

Praject Essentials Warning: Save your data before you leave the page. Using the browser's back button or sslecting a new menu option
without Saving will czuse you to lose your data
Settings

Administer Resource
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Note: You do not have to save after every entry, but we recommend that you save
frequently to avoid losing your changes.

13.Return to the drop-down in the header to move on to another Resource Class. You
do not need to completely distribute your funds during this session. You may save
your changes and return to complete the distribution at a later date.

Return to Main Page
14.Click the ““ putton.

Result: If all changes have been previously saved, the Build Your Planned Value
page will be displayed.

If changes have not been saved, a dialog box will open to ask if you wish to

continue.
r ~
Message from webpage 2
I.-*"'_"“-.I You have not saved this Planned Yalue, Do you want to leave without
WY saving your entries?
OK ] ’ Cancel
ke, e

15. Click OK to leave without saving; click Cancel to remain on the page and make

. . Save and Submit
additional changes or click

Caution: The unsaved data dialog box is not displayed if you use your browser’s
back button or click on another menu option from this page. Unless you made
changes that you don’t want to save, DAS recommends that you always click

Save and Submit . Lo Return to Main Page
prior to clicking

ALPS User Manual Page 101 UPDATED: April 21 2014



Office of
Information Technology

Ohi®dAS

Service - Support - Solutions

IT/ALPS
A\

Promoting a Project from Proposed to Execution

After you have entered your project’s information, including the project’s planned
value and associated the project to an application; you should be ready to request

approval of your project.

As you can see in the Project Lifecycle, projects pass through two review gates: Agency

Review and Enterprise Review.

Requesting Approval at the Agency Level
The instructions below assume that you are on the project lifecycle page for the project
you would like to submit for agency review. If you are not on that page, navigate there

before following the instructions below:

project.

Site Actions ~

Browse

Project

YHB GGG EB

[ Documents | Deliverables

& 1ssues & Project Permissions o
Edit Save  Close Status Submit Options Project Build Previous  Next
- Site Team /i Risks [ Resource Plan
Project Workflow Navigate Page

From the Project Lifecycle page, on the toolbar, click the Edit L7 ¢ to check-out the

Demitra Burkhart ~

©

Status: Checked-in Last Modified: 4/18/2013 3:07 PM

ExecutedDAB

Project Information

Lifecycle Status

Planned Value

Application Associations

Project Promotion
Comments

Analyst Comments

Home
Agency Portfolio
Projects/Applications

Workflow Approvals
Current Workflow Stage: 1. Proposed (Proj)

Workflow Stage Status

Agency Goals
gENLy, One or more required fields have not been complete

Agency Goals List
Available Pages in this Workflow Stage
Information Center
Report Center
Page Name

Settings Project Information

Personal Settings Planned Value

Server Settings
9 Application Associations
Project Promotion Comments

Analyst Comments

ﬁa}
‘,7 N

& v
.

NA

d for this stage.

Pages below may require attention. Click “Next" in the ribbon above to scroll through each page or select an individual page by clicking on it below.

Status

Complete
Complete
Complete
No Required Project Fields

No Required Project Fields

3. Enterprise BN < ccecution (Proi) S 5. Completed
Review ... (Proj)
A
6. Reject (Proj)

m

Description

Project information contains basic information about a project.
Planned value is the budget baseline for a project.

The application associations PDP is used by the Project EPT to ¢

Analyst recommendation is the page which contains the Initiati

Result: The

system updates the status to display the project file as checked-out.
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2. On the toolbar, select Submit O to move the project to the Agency Review step in
the lifecycle.
Result: The system displays a confirmation dialog box.

[ Message from webpage . A y‘

A Are you sure that you want to submit ExecutedDAB to the next
workflow stage in the workflow?

Any unsaved changes to the current page will be saved before you
continue,

[ OK ] [ Cancel

3. To confirm that you want to submit your project for agency review, click OK.
Result: The system refreshes the Project Lifecycle Status page and initiates a
workflow, sending an email to the agency approver requesting approval.

Demitra Burkhart ~

Site Actions v Browse Project
B C 5 JDocuments @| Deliverables
100G &8 ©
L _7‘ </ < |88 Issues & Project Permissions o
Edit Save  Close Status Submit Options Project Build Previous  Next
- Site  Team /\ Risks [ Resource Plan
Project Workflow Navigate Page

Status: Checked-out to you since 4/19/2013 8:47 AM Last Modified: 4/18/2013 3:07 PM &=
ExecutedDAB Lifecycle Status

Project Information
Application Associations

Planned Value

Project Promotion

Comments 1. Proposed (Proj) —>
Analyst Comments

e .
N
Home \

Agency Portfolio

N\
™~ :
Projects/Applications SERSeCELPet)

Workflow Approvals
Current Workflow Stage: 2. Agency Review (Proj)

Workflow Stage Status
The project is currently waiting for approval. The approvers are: odnnt\demitra.burkhart.

3. Enterprise
Review ...

2. Agency
Review (Proj)

. . ) Cﬁ;ﬂqlewd
(Proj)

m

Agency Goals

Agency Goals List
Available Pages in this Workflow Stage

Information Center Pages below may require attention. Click "Next" in the ribbon above to scroll through each page or select an individual page by clicking on it below.

Report Center

Page Name Status Description
Settings Project Information Complete Project information contains basic information about a project.
Personal Settings s T % R ) |

Application Associations Complete The application associations PDP is used by the Project EPT to
Server Settings

Planned Value Complete Planned value is the budget baseline for a project.

4. To check-in the project, click Close .
Result: The system displays the Close dialog box.
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5. Click Yes.
Result: The system closes the dialog box and displays the project work center.

Conducting Agency Review

This section discusses how to promote a project from the Agency Review gate to the
Enterprise Review gate. In order to complete the steps in this section, you will need to
be setup as an Agency Approver in IT ALPS.

Agency Review — Approval from e-mail notification

If you are an Agency Approver, you will receive an email notification when a project
has been submitted for your review/approval. The email will be from
oit.igd.sharepoint.administration@oit.ohio.gov.

1. To review the project, open the email notification.
Result: The email contains approval instructions.

From: oit.igd.sharepoint.administration@oit. ohio.gov Sent: Fri4/19/2013 9:04 AM
To: Burkhart, Demitra

Cc

Subject: Project Server Workflow Tasks - Approval required for stage ‘2, Agency Review (Proj)’ has been assigned to you

Task assigned by System Account on 4/19/2013.

Please approve stage ‘2. Agency Review (Proj)' for project 'ExecutedDAB'.

To complete this task:

1. Perform the specific activities required for this task.
2. Click here to mark the task as completed.
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2. In step 2 of the instructions in the email, click the “here” link.
Result: The system displays the Project Approval Requested window.

Approval Options

HVvVXEB

Save Approve Reject Close

Actions

Project Approval Requested

Follow the steps to review this project:
. Review project details.

1
2. Add your approval comments below.
3. Click the 'Approve’ or 'Reject’ button.

Type comments to include with your response:

Please approve stage '2. Agency Review (Proj)' for
project 'ExecutedDAB’

(S

3. To review the project’s information to make a determination of whether to promote
the project for enterprise review, click “Review project details.”
Result: The system displays the project information. Review the information as you
deem necessary to make your determination of approval.

4. To approve the project, click Approve v to move the lifecycle to the Enterprise
Review step.
Result: The system closes the Project Approval Requested window and opens the

project work center page. The status displays the project at the Enterprise Review
step.

Agency Review — Approval from within ALPS

If you are an Agency Approver and wish to approve a project without accessing your e-
mail notification, you may do so from within ALPS.

1. From the Area Navigation Bar, select Workflow Approvals.

Result: The system will display a list of Workflow Tasks that are assigned to you.
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Site Actions ~

P Agency Portfolio » Project Server Workflow Tasks » My Tasks ~ \'f C/
This is a system list that contains workflow approval tasks. Deleting this list will prevent approvals from working. TLikelt T;g:ﬁi"

Agency Portfolio Home Search this site... el Q

Libraries |Displaying only the newest results below. To view al resuls, narrow your query by adding a filter. |

Test3Amit B Title Agency  Project Name Project Owner Status Assigned To

Approval required for Stage: '2. Promote App' - 4/15/2014 3:25:43 PM. Requested MSW - FEB 21 Not Walten, Michelle

Lists by: Michelle Walton. APPLICATION Started

Enterprise Review L

Activities

Agency

{&] Recycle Bin

[ Al site Content

2. Click on the task you wish to approve.

Result: A pop-up window displays information about the Workflow Task.

Project Server Workflow Tasks - Approval required for Stage: '2. Agency Re...

View
?‘ { Version History i mlert Me
=i L
-3 Manage Permissions
Edit

Item ‘% Delete tem
Manage Actions

Title Approval required for Stage: '2. Agency Review (Proj)' - 4/15/2014
2:40:41 PM. Requested by: Michelle Walton.

Predecessors
Priority (2) Normal
Status Mot Started

% Complete

Assigned To Michelle Walton

Description Approval required for stage: '2. Agency Review (Proj)' for project "AAA-
Test - return fields'

Start Date 4/15/2014
Due Date

Workflow Mame Project Lifecycle

Content Type: PFS Cost Stage Approval Task Content Type
Created at 4/15/2014 2:40 PM by System Account
Last modified at 4/15/2014 2:40 PM by System Account
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Edit
3. Click the Edit Item button ™™ .
Result: The system displays the Project Approval Requested window, with the same
options as described above in the Agency Review — Approval from e-mail notification
section.

Please approve workflow stage - Project Web App

Approval Options

HVv X B8

Save Approve Reject Close

Actions

Project Approval
Requested Follow the steps to review this project:

1. Review project details.

2, Add your approval comments below,
3. Click the "Approve’ or ‘Reject’ button,

Type comments to indude with your response:

Approval required for stage: '2. Agency Review (Proj)' for project 'A84- Test - =
return fields'

5. To review the project’s information to make a determination of whether to promote
the project for enterprise review, click “Review project details.”
Result: The system displays the project information. Review the information as you
deem necessary to make your determination of approval.

6. To approve the project, click Approve v to move the lifecycle to the Enterprise
Review step.
Result: The system closes the Project Approval Requested window and opens the
project work center page. The status displays the project at the Enterprise Review
step.
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What is my workflow tasks don’t display?

There are a number of reasons why Approval tasks may not be displayed. For

troubleshooting purposes, this section describes the most common ones.

1. A common reason why you don’t see an Approval task you expect to see is that the
Project is not actually awaiting your review. The easiest way to check this is to go

to the Project Lifecycle page of the Project you expected to review.

Site Actions ~  Browse

e
Edit Save

Close  Status

Project

Project

Cj o\

Eﬂ $ ljDo(uments | Deliverables

E Issues
Build
Team /i\ Risks

Navigate

@ Project Permissions 4 Lé
Submit Options Prso{en Previous Next
- ite

f‘fa Resource Plan

Workflow Page

AAA- Test - return
fields

Project Information
Detail Planned Value

Project - Application
Associations

Project Promotion
Comments

Analyst Comments

Home
Agency Portfolio
Projects/Applications

Workflow Approvals

Agency Goals
Agency Goals List

Information Center

Current Workflow Stage: 2. Agency Review (Proj)
Workflow Stage Status

The project is currently waiting for approval. The approvers are: odnnt\michelle.walton.

Status: Checked-in Last Modified: 4/15/2014 2:39 PM

Lifecycle Status

3.ér;t rise e S = & 5. Completed
e - G

v

a 6. Reject (Proj)

a 2_- .
" -

L

Available Pages in this Workflow Stage

2. On this page, do as many of the following things as necessary to resolve the issue:
a. Verify that the project is in the Agency Review stage.

1.

ii.

iii.

If the project is in the Agency Review stage, check to see which
reviewer(s) have been assigned to this project. Do this by checking the
Workflow Stage Status section in the middle of the page, or by
expanding the All Workflow Stages section near the bottom of the
page.

If the project is still in the Proposed stage, work with the appropriate
user to make sure it is promoted to the Agency Review stage.

If the project has already been promoted to Enterprise Review, then
another Agency Approver has already approved the project.Check the
Project Promotion Comments page to see that reviewers comments.

b. Check to see if the project is checked out to someone else. You can see this

is in

the Status: line below the tool bar.
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3. Another common reason that tasks don’t display is a technical one: Instead of
seeing your tasks, you will see the message below. If you see this message, please
report it to your OIT Analyst or other OIT contact and follow the directions below to
work around it.

4. Select the dropdown arrow next to the words “My Tasks” click on “All Tasks”.

Michelle Walton ~
Site Actions ~  §if Browse

b/

OhidAs Agency Portfolio » Project Server Workflow Tasks » My Tasks 7 v

™ This is a system list that contains workflow approval tasks. Deleting My Tasks wals from working. ILikelt Trf;g:e;‘
Active Tasks

Agency Portfolio|  Home All Tasks Search this site... p 9

Libraries Displaying only the newest results below. To vie By Assigned To uery by adding a filter.
This view cannot be displayed because it exceeds the |

Global Documents By My Groups
To view items, try selecting another view or creating a Due Today
conforms to the list view threshold.

ms) enforced by the administrator.

ve sufficient permissions to create views for this list, ask your administrator to modify the view so that it
~ if Create View
& Recycle Bin

123 Al Site Content

Learn about creating views for large lists.

S. A list of tasks is displayed that includes your tasks along with those assigned to
others. Because this workaroud may produce a long list and therefore make it
difficult to find the task you want, this is only a temporary workaround. Following
your call, DAS/OIT will correct this problem.

Michelle Walton -
Site Actions ~ Browse

. >
Agency Portfolio » Project Server Workflow Tasks » All Tasks F L
" This is a system list that contains workflow approval tasks. Deleting this list will prevent approvals from working. Ilike It T?Q: &
otes
Agency Portfolio| Home Search this site... p 9
Libraries 1 @ Type Title Assigned To Status Priority Due Date % Complete Predecessors
Glabal Documents 0 Approval required for Stage: '3. Enterprise Review (Proj)’ - 6/20/2013 jackie flemmings Completed (2) 100 %
10:55:55 AM. Requested by: Keith Green. Normal
7 ResaaE a Approval required for Stage: '3. Enterprise Review (Proj)’ - 6/20/2013 Jason Mather Completed (2) 100 %
4 Recy 10:55:55 AM. Requested by: Keith Green. Normal
[2h Al site Content . . . . . I .
o Approval required for Stage: '3. Enterprise Review (Proj)’ - 6/20/2013 Margaret Owens Completed (2) 100 %
10:55:55 AM. Requested by: Keith Green. Normal
] Approval required for Stage: '3. Enterprise Review (Proj)' - 6/20/2013 Maria Roberts ~ Completed (2) 100 %
10:55:55 AM. Requested by: Keith Green. Normal
o Approval required for Stage: '3. Enterprise Review (Proj)’ - 6/20/2013 Roni Rowe Completed (2) 100 %
10:55:55 AM. Requested by: Keith Green. Normal
a Approval required for Stage: '3. Enterprise Review (Proj)’ - 6/20/2013 sharon walls Completed (2) 100 %
10:55:55 AM. Requested by: Keith Green. Normal
a Approval required for Stage: '3. Enterprise Review (Proj)' - 6/20/2013 Val Piccininni Completed (2) 100 %
10:55:55 AM. Requested by: Keith Green. Normal
a Approval required for Stage: '2. Agency Review (Proj)’ - 4/15/2014 2:40:41 Michelle Walton  Not (2)
PM. Requested by: Michelle Walton. Started Normal

4k Add new item
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6. Click on the approval you wish to process.

Agency Review — What if | don’t want to approve the Project?
You may review a Project and decide that you don’t want to approve it. What you do
next depends on whether or not you ever want to approve the Project.

X

Reject

Warning: Use the Reject button
completely and permantently!

ONLY if you wish for the project to be denied

If may approve the project in the future, but can’t do so right now (for example, if you
need more information), do not reject the project. A future ALPS enhancement will
offer you the option to return the Project to the Proposed stage. Until this
enhancement is delivered, do one of the following:

e Work with the Project Initiator and/or others in your Agency to obtain the
necessary information. As an Agency Approver, you may enter that information
into ALPS in the same way as the Agency User would. When you are satisfied,
follow the directions for Approval in the previous sections.

e If you are unable to work directly with the Agency User, or if for any reason the
Project must be returned to the Proposed stage, contact your OIT Analyst. S/He
can arrange to have the project forced back to the Proposed workflow stage.

Requesting Approval at the Enterprise Level

When the project is approved at the agency level, it is automatically submitted for
Enterprise Review. No additional action is needed on the part of the user to request
this review.

The Strategy & Investment Management (SIM) team reviews the project information
provided before making the determination to approve the project and move it to the
Execution lifecycle phase.

Once the project is in Execution, you may use some of ALPS optional features to track
the project’s budget in smaller timeframe increments.

Adding Estimate at Completion (EAC) Information for a Project

Some agencies may wish to track their budgets in smaller timeframe increments -
such as monthly - after the project is in the Execution lifecycle stage. This section
describes the Optional opportunity to redistribute your budgeted project costs by
Semester, Quarter or Month and compare them to your actual costs. When the project
was initially entered in the Proposed lifecycle stage, the Project Planned Value
information entered was a budget estimate. When the project is in the Proposed stage,
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the system provides the capability to edit the Project Planned Value. However, once
the project is in the Execution stage, the system locks the Project Planned Value and
displays the information as read-only.

At the Execution stage, the system takes the values entered in the Planned Value, and
breaks the budget out into a monthly view, allowing you to edit/refine the budget to
reflect a more accurate display of the project costs on the Estimate At Completion
(EAC) page.

In order to manually enter Estimate at Completion Information, the project needs to be
in the Execution phase of its lifecycle.

Note: The steps in this section assume that you have the project lifecycle screen for the
project open.

Do
1. On the Project toolbar, click Edit */ to check-out the project file.
Result: The system checks the file out to you and indicates that in the Status bar.

2. From the Area Navigation Bar, select Estimate at Completion (EAC).
Result: The system displays the Estimate at Completion (EAC) page.

Demitra Burkhart ~

Site Actions v Browse  Project [Ty
I Scroll to Year: Al - S 1
wa T . Y EfE] g
H L Display Granularity:  Vears 5 =4 J
Save Undo All Exportto Allocations Synchronize Redistribute Cupﬁyto Financial Display  Exchange Set Create Review
Changes cel Display Detail Level: 3 - | Resource Costs ~ Financial Data imension Currency~ Rates  Currency~
Edit Share View Manage Currency Snapshots

Status: Checked-out to you since 4/19/2013 11:08 AM Last Modified: 4/19/2013 9:43 AM

ExecutedDAB Estimate at Completion

Project Information

Application Associations Name Cost Centers 2014 2015 2016 20 5
Planned Value Total $808,000.00 $778,000.00 $778,000.00 =
Estimate at Completion L Sata

(EAC) Unallocated

al One-Time
Actuals

Execution Status eral Recurring

Project Promotion

Comments
Analyst Comments B Total Costs $808,000.00 $778,000.00 $778,000.00
i Capex.Federal Recurring
Capex.Grants
Agency Portfolio
Capex.State One-Time
Projects/Applications
ate Recurring
Workflow Approvals
COPS
Total $750,000.00 $750,000.00 $750,000.00
Agency Goals
Unallocated
Agency Goals List
Federal One-Time
Federal Recurring
Information Center
Grants
Report Center .
x.State One-Time
& Labor Opex.State Recurring $750,000.00 $750,000.00 $750,000.00

Settings
Capex.Federal One-Time
Personal Settings Y

Server Settinas

3. Select the Cost/Forecast tab above the Toolbar, and set the View settings as
desired:

e Scroll to Year: All or individual fiscal year
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o Display Granularity: Years, Semesters, Quarters, Months

e Display Detail Level: 2 or 1. Note: Level 3 is no longer in use. The option will be
removed in a future release.

Cost
Demitra Burkhart ~

Site Actions v Browse Project Forecast
Scroll to Year: All - t»\ 1
- wa T 2 I
- DisplayGranularity:  Months - 1 =
Save Undo All Exportto Allocations Synchgonize Redistribute  Copy to Financial Display  Exchange Set Create Revi
Changes cel DisplayfDetail Level: 3 ~ Resourde Costs  Financial Data Dyimension Currency~ Rates  Currency ~
Edit Share ITTYI Manage Currency Snapshots

Status: Checked-out to you since 4/19/2013 11:08 AM Last Mddlified: 4/19/2013 9:43 AM

ExecutedDAB Estimate at Completion

Project Information . .

Application Associations Name View settlngs Cost Centers FY14 -Month 1 / 13 FY14 - Month 2 / 13 FY|
Planned Value Total $67,333.33 $67,333.33 $6
Estimate at Completion N it

(EAC) Unallocated

Opex.Federal One-Time

Result: The system breaks down the IT Planned Values (previously entered) and
displays the budget in the time increments specified in your View settings.

4. In the Estimate at Completion table, scroll to the appropriate Name/Cost Centers
cell and enter the forecasted budget amount in the appropriate date fields.
Note: The system auto-formats the amount, adding dollar signs and commas. When
entering a whole number, the system automatically adds the decimal points. For
example, enter 50000000 and the system formats the amount to $500,000.00. If
the amount is not a whole number, include the decimal point in your entry. For
example, enter 500250.50, and the system will auto format the amount to
$500,250.50.

S. Verify the total budget for each time period is changing appropriately.

6. After you have made all of your budget adjustments, on the toolbar, click Save =
to save the changes made on the EAC page.
Result: The system processes the request, displays a confirmation message, and
refreshes the page.
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<This page intentionally left blank to mark the end of the Agency User
Manual document.>
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