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1.  Accessing eProjects

Logging In

	
	

	Logging In
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	Open a web browser and type in and bookmark the eProjects URL:

https://iefacman.navfac.navy.mil

Enter your user name and password that was emailed to you upon your registration request in eProjects.  Click the Login button when complete.

	
	

	
	

	
	[image: image10.png]Information you exchange with i site cannol be viewed or
changed by others. However,there is a problem with the sie's
secuiy catiicate.

The secuty cartcate was issued by a company you have.
ot chosen ta st View the cerlficale to determine whether
youwant to st the cartiying autharty.

The name on the secuiy certicate is invald o doss ot
malch the name of the ste

Doyou want o proceed?

es Vi Gt





	
	

	
	After you click on the Login button, a Security Alert decision box will appear.  Click Yes to the “Do you want to proceed?” question. This decision box may appear twice.


Homepage

	Homepage
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	After successfully logging into eProjects, you will be taken to your homepage.  Your homepage includes 5 portlets.  A portlet is  a “window” into the project database.   The 5 portlets are titled:

· My Alerts

· My Actions Portlet

· Unassigned Projects (No PM Assigned)

· My Watch List

· My PM Projects

· My Team Projects



	
	Each of these portlets is described below.


Homepage Portlets

	
	

	My Alerts Portlet
	My Alerts

Project Alerts are notes that inform the user of new information regarding a project and are managed similar to email.  Project information will appear in this portlet when the following occurs in eProjects:

· Note has been added or a document has been attached to a project you are a team member on

· Request Role Filled

· When you are requested by another user to select a person to fill a role that has been requested on a project.

· Request Assignment Approval

· When you are notified to approve or reject a request to have one of your employees be a team member on a project.

· If you click the “View” link for the alert, eProjects will take you to where you can view the request in more detail and either Approve or Reject the alert. 

· If you click the “Project Info” link, eProjects will take you to the project header information for which the employee has been requested to work on.

·  You can delete alerts by clicking the “Delete” link.

	My Actions Portlet
	My Actions Portlet

This portlet will show all projects where you have been assigned the role of  “Responsible Person”.  A Responsible Person is the default role of a person that is the first contact when a new project is built.  The person with the role of “Responsible Person” on a project will have update rights to the project, thus they will be able to edit project information.  You can open the project in the My Actions Portlet by clicking on “View”.  

The alert will automatically be deleted when a Project Manager has been assigned to the project. 

	Unassigned Projects Portlet
	Unassigned Projects (No PM Assigned)

 All new projects that are entered into eProjects via the CREF or the “Add” button for internally generated projects, and meet the following conditions will show up in the Unassigned Projects portlet:

· Project status = Requested

· No Responsible Person assigned

	
	Note that every user at all EFDs will see the project in the Unassigned Projects portlet and have the ability to open the project and make modifications.  You can open the project by clicking on “View” under the “Viewlink” column.  The ability to customize projects you want to see in this and all portlets will be covered below.

	My Watch List Portlet
	My Watch List

The default setting of the My Watch List portlet will display all projects in the eProjects application.  This portlet can be customized to show certain projects based on the users needs.  The user can customize the portlet to display only certain projects based on the following filter selections:

· Location UIC

· Execution Team

· Business Line

· Component

· Status

· Fiscal Year

Instructions on how to customize the portlet are covered in the next section of this chapter.

	My PM Projects Portlet
	My PM Projects

The My PM Projects portlet will show all projects that the user has been assigned to with the role of “Project Manager”. Again, you can access the single project view by clicking “View” under the Viewlink column.

	My Team Projects Portlet
	My Team Projects
This portlet will show the user all the projects they have been assigned to in eProjects as team members.  You can open the project by clicking “View” under the Viewlink column.  Note that anyone that has been assigned to a project with the role of “Responsible Person”, the project in question will not show in this portlet.  Such projects will appear in the “My Actions” portet as described above.


Customizing Portlets

	
	

	Customize Your Portlets
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	As a user in eProjects, you have the ability of customize your portlets.  You can do this by clicking on the “Customize” link at the top of your homepage or within each portlet as shown above.  

	Filter Options
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	The Customize Parameter screen will open which is where you can filter the projects you want to have displayed in a portlet based on pre-defined data elements.  The Customize option for the Unassigned Projects portlet, for example, provides the ability to narrow down the list of projects based on an Execution Team, Business Line, Component and Location UIC.   Note that you can also change the display name of the portlet to something easier to understand for the user.

Be careful!  If filter options are set you may not be seeing all projects.  Therefore, it is important  to be aware of what information is currently included in your new projects.

	Sort Options
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	You also have other options in the Customize screen such as sorting data based on pre-defined values such as Work Order Number or Project Description in ascending or descending order.  
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	After you have made all the changes to a portlet in the Customize screen, click the “Apply” button.  After the screen refreshes itself, click the “OK” button to return back to your Homepage.

NOTE:  If you ever want to restore the portlet to its original configuration, simply click the “Reset to Defaults” button and after the screen refreshes itself, click the “OK” button.


Navigation Panel

	Navigation Panel
	There are four sections to Navigation Panel.  This panel is to the left of your screen while logged into eProjects.



	e Contracts

Module
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	E Contracts

· Home icon which will return you to your homepage
· Contract Actions-This icon will show you the status of each action for a contract
· Contracts-Use this icon to view specific information about a particular contract.
· AE Invoice- This icon will show you invoice information and payment amount per contract
· Misc_ Funds

	e Projects

Module
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	 eProjects  

· Home icon which will return you to your homepage

·  CREF icon will open the CREF form.  The CREF will primarily be used by your clients when requesting new work to be performed.  

· Project-CI icon will take you to a project search screen specifically tailored for the Capital Improvements Business Line.  Note that all Business Lines will have the ability to customize their search screens.  The Business Line icon is determined when you registered for eProjects and had to specify what Business Line you were assigned to.  Note that it is possible for certain users to have multiple Business Line icons if deemed necessary.

	Information

Module
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	Information 

· Home icon-Use if you want to return to your homepage from anywhere in the application

· User Profile icon- Use this if you want to update your registration information for eProjects.

· IeFACMAN Reports icon- Reports developed for your Business Line may be found here.  

	Apps Test

Module
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	Apps Test 

· User Issues icon is used for logging in any problems you might experience in eProjects.  Issues submitted are reviewed daily by NITC for resolution.

· The Issues icons is where you can search for issues that have already been logged into Apps Test  and find out the status of resolution.


2.  Adding a New Project

Project Add-Internally Generated Projects

	Homepage
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	In order to create a new project eProjects, you will first need to ensure you have the eProjects section active on the left hand navigation panel.  To activate the eProjects section, simply click on “eProjects”.



	Query/Add Project Screen
	[image: image21.png]eCortracts

e

Add Query ] Edit Query

[Select Query =] workorder Number Status [Select All =] Project Name

[ P Number| Business Line [Select Al =1 Fis auth Nurber |

Project-Cl

<<|z<>2|>> Page 1 of 2

Business L 2000 olyanizaton Program:

projoct!OOrdeT  status v FS2projectame a v LocationUiC -Name aw 2451855 L0 & o1 aniztion o v
Mew P002n  KCOEPTEDNS MOTORTRANSPORTFACADDN  [ioioze. WARDKS Captal e COMLANTONB24700D
Miew 200256 ACCEPTED[2005  |BACHELOR ENLISTED QUARTERS MB2573 - MCAS NEWRIVER  (Capital [COMLANTDIV:62470:00|
\iew (200257 ACCEPTED[2004 IATER TREATMENT FACILITY (RN DNEURMER |G [COMLANTDIV:62470:00|
Miew (200258 ACCEPTED[2005  |CONSTRUCT FREST FACILITY MB2573 - MCAS NEWRIVER  (Capital [COMLANTDIV:62470:00|
Mew ponss  KCOEPTEDIDG NAVALNETWORKSOPSOTRADN  NOOUIS_NAVSPACECON  Canllel  loow awtowvszeroon
Mew D002 ACCEPTEDN  BASE OPS SUPORTI hoasss s sooneLLAr oo atovs2eroon






	
	Next, click on the Business Line icon in the left hand navigation section.  Again, the icon will display the Business Line you referenced at the time of eProjects registration.  The main Query screen will then appear.  

In order to create a new project, click the “Add” button as shown above.

	
	Page 1 of Project Add screen

	Project Add Screen Part 1
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	Page 2 of Project Add screen

	Project Add Screen Part 2
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	Notice that all the Red data fields are required fields when creating a new project.  All required fields are also indicated with an asterisks *.  

Notice that a new Work Order Number is automatically generated once you open the Project Add screen as shown above.

· Additionally, you will notice that certain data fields are defaulted with information.  The information is defaulted from the user’s profile data (See User Profile icon in the Information module).  The information can be modified if needed.  

	
	

	List of Value Options
	E Projects indicates when a data field has an acceptable list of values (LOV). 

	Drill Down LOV
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	Any data field that has a down arrow [image: image25.bmp] indicates an acceptable LOV.  Simply, click the down arrow and the LOV will appear.  View all values by using the scroll bar to the right.  Once you decide on a value, simply click the value and it will populate the data field.

	
	

	Search Box LOV
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	Some data fields have a magnifying glass icon [image: image27.bmp] to indicate a LOV.  When you click on the magnifying glass, a pop up window will appear with a field for you to type in a value, such as  a UIC as shown above.  After you type in your value, click the Submit button to find the value in eProjects.  If there is a successful search, the value(s) will appear in the Select Value section of the window.  Simply click on the value to populate your data field.

If you do not know the full content of a value you are searching, you can always use the wildcard sign.  In eProjects it is the %.  In the example above, if I did not know the UIC but only “SIGONELLA”, I would type in the search box %SIGONELLA% which would display all UICS that contain the word SIGONELLA somewhere in the value.

	Saving Your Work
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	After you have filled in all the Required Fields and any other data fields necessary for your new project, click the “Submit” button to save your work and generate the new project.

Note that if you did not fill out all the required fields properly, you will get an  message indicating what field was in error.  You will not be able to proceed until you make the correction.
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	A dialogue box will appear asking if you want to enter another project.  Answer accordingly.  If you say “Yes”, a new Project Add screen will be launched giving you the opportunity to create another project.  If you answer “No”, then the project you created will be opened as shown below.



	Single Project View
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	After a project has been created, you will have the ability to update project information if you have the proper security rights to the project.  



	Business Line Specific Guidance

[image: image31.wmf]
	Your Business Line may have specific Standard Operating Procedures (SOP) guidance on choices of values and required fields not mandated by the system.  Please consult your Business Line POC.

	
	


CREF-Client Generated Projects
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	The other way to create new projects in eProjects is via the CREF.  The CREF is used by your clients to quickly enter in a request for new work to NAVFAC.  The client will register in eProjects like any user and be given a user name and password to log in.  Once logged into eProjects, the client will click on the eProjects link in the navigation panel and click the CREF icon shown above.

	CREF screen
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	The CREF screen will open as shown above.  Notice that just like the Project Add screen, a Work Order Number is automatically generated and displayed.  Also, the data fields highlighted in RED or flagged with an asterisk are required fields.  

Additionally, you will notice that certain data fields are defaulted with information.  The information is defaulted from the user’s profile data (See User Profile icon in the Information module).  The information can be modified if needed.  The default data fields include:

· Business Line

· Component

· NAVFAC POC

· All Client Information

The NAVFAC POC is the main point of contract for the client at the EFD/EFA.  The NAVFAC POC will be the first person at the EFD/EFA to get notification about the new project request in their “My Actions” portlet on their homepage as shown previous sections.  

	Client Expectation Section
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	The client has the option of filling out the client expectations section when requesting new work.  This is where they can rank the importance of each expectation as well as provide further justification of their rankings.  All expectations must total 10.  If the client tries to submit the CREF with expectations not totaling 10, an error will be displayed preventing them from proceeding.  

	Expectations Help Link
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	If the client needs further definition of what the expectations mean, they can click on the expectation descriptions as shown above for a help window to appear.  This help window will give further definition as well as examples of what each of the expectations mean.

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	Submit New Project Request
	[image: image37.png]Project Description

Locatonig* 2257~ NTELL TR AF NORFOLKVA
T N 177 —|

ClientEstCost”  [500000

Q
Need Date
Client Project #

|

=
——

Client Expectations. Expectations must total 10. (0 = Least Important, 10 = Most Important).

Timeliness 2 <

Quality 2 <
Cost 2 <
Delivery [ =

NAVFAC Execution Team

Component®  [FGaie Giveion, NAVFAGENGEOM | @
Client Functional Point Of Contact

clentpoc T a—

Slentpoc EMall  [aasaw@mteravzerawml ]

CREF Initiator

CREF Ini ~; Kiddaw

Timeliness Description|

Quality Description

Cost Deseription

Delivery Deseription

NAVFAC POC

Execution Team

Clientuic
Client POC Phane

|
|
|
|
|
|
|
|

Kidda, Bill Y

——

[R52685 ~ NAVSTA NORFOLKVA a

[77-322-8431





	
	When all data fields have been filled out on the CREF form, the client can send the request for new work to NAVFAC by clicking on the “Submit” button.  
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	A dialogue box will appear asking if you want to submit a project note.  If you choose “Yes”, eProjects will give you the ability to add a text note to the CREF or upload a file to the CREF.

	Uploading Documents to the CREF
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	The Notes and Document screen will open.  If you click on the “Browse” button, this will open the Chose File window allowing the client to upload a file from their local or network drives.
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	The file can be in any format (Work, Excel, Powerpoint, etc).  Find the file you wish to attach, highlight it with your cursor and then click the “Open” button.
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	Click the Submit button to upload the document to the new work request.  You will then be taken back to the Homepage.


3.  Querying a Project

Begin Your Query

	
	In order to query a project or a range of projects in eProjects, you will first need to ensure you are in the eProjects module on the left hand navigation panel.  To activate eProjects , simply click on eProjects.

	Homepage
	[image: image42.png]eProjects.

Dekte

Dekete

Dekte

Dekete

Dekte

Customize accoutnfo Losout

Date Viewlink Workorder Number Project Description Created By Date Moiiied
Modified 504329 Bills Test Project Kiddaw  17-JUN-03
Willam Kidla has reguested thatthe Engiarchin  26-JUN-03 804437 Bils Testing Medaw 20003
Charge role on project CONST 4,200 SF OFFICE

e ST v i 504794 Subproject Kedaw 26003

A ncte has been acded fo project BANCROFT HALL  25-J0N-03 S05160 BOS TEST Hedaw  30-00L03
(FUTURE PHASE - KING HALL)

The status of project APPRIST HELENA ANNEX has  25-UN-03
changedi o ACCEPTED.

Willam Kicla has reguested that the Project Manager  26-JUN-03
role on project Bils Testing he filed

A ncte has been e o project Bl LANT Project for 25-JUN-03
Testing

Willam Kicla has reguested thatthe Engiarchin  25-JUN-03
Charge role on project CONST 4,200 SF OFFICE

(CONPLEX, NAYHOSP GTHO be fled

Alert Note






	
	

	
	Next, click on the Business Line icon in the left hand navigation section.  Again, the icon will display the Business Line you referenced at the time of eProjects registration and set in your profile.

	Query/Add Screen
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	The main Query screen will appear.  You will notice that a range of projects will automatically appear.  This is the default setting in eProjects.  You can change which projects will automatically appear when you access this screen.  This will be explained shortly.

	
	

	
	[image: image44.png]Fle Edt

View

Favorites  Tooks  Help

Gtk + > - @ [0 | Qearch Gravortes @iviedin (3 | B- Sp = 2 D

ackiress [ &) hpsifjzze. naviac. navy mifsppspaqfindex.isp

R

L .

| Atavista - Askseeves Atnewed - Looksmant 5 ReZmEs, 2o

Infarmation

appsTest

Edit Query

Add Query

[getect query =] workorger Number status [Select Al
[ Business Line [Select Al ] save[No ] _Subrmt |

Project-Cl

Add | Print
Export to Excel

<<2» Page 1 01526

= projectame

Search Criteria: None

orojoct KON g5 v Yeu' ot e v

T T T e —

Vew s naccePres  foer atesssseoaneisss

Mow fiazs  foaceueo  fass pezaseorossnezass

Vo (1525 UNACCEPTED [isse Nes2seRooososGssz
Vew fisz  fnacoepres  fass pazassorossnezass

bow st poceeTeD o3 pezsusspacensusTuDYINB2305
Vow 15552 UNACCEPTED fise7 NewsT-soc.sTESNBRAST

INE1980 -
INAVMARCORESCEN EL.
PASO X
INE1980 -
NAVMARCORESCEN
(GREEN BAY'WI
ING2248 -
NAVMARCORESCEN
LUBBOCK T
NG2082 -
NAVMARCORESCEN
KRON OH
NG2248 -
NAVMARCORESCEN
LUBBOCK T
ING2306 -
NAVOCEANOGRAPHIC
G246
(SOUTHNAVFACENGCOM

(CHASN

INB2467

Business Line

(Capital
Improvernents

(Capital
Improvernents

(Capital
Improvernents

(Capital
Improvernents

(Capital
Improvernents

(Capital
Improvernents

(Capital
Improvernents

[~anitar

Orgar

(COMSOUTHDIV:62467:00)

(COMSOUTHDIV:62467:00)

(COMSOUTHDIV:62467:00)

(COMSOUTHDIV:62467:00)

(COMSOUTHDIV:62467:00)

(COMSOUTHDIV:62467:00)

(COMSOUTHDIV:62467:00)






	Fast Query

Advanced Query


	· If you desire to query a project or a range of project different from the default listing, you simply enter in the search values in the upper section of the Query screen.  You are limited to just a few data elements.  The CI Business Line, for example,  allows you to perform a Fast Query on the following data elements:

· Workorder Number

· Status

· Project Name

· Business Line

If you need to do an advanced query by searching for a project or range of projects based on more specific information, click on the Add Query button at the upper left side of the screen.  Here you can search on a larger number of project variables will differ with each Business Line. Again, depending on what Business Line you selected upon registering for eProjects will determine what data elements you can search on.

The search screen is divided between three sections: 

· Save Query

· Value Entry

· Pick Entry
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	The Save Query section allows you to save the query you create for use during a later eProjects session.  After you select the data elements you want to use to find a project or range of projects, you fill in the fields shown above:

	
	Do you want to Save Query?  The default is “No”.  Select “Yes” if you are ready to save your query.

	
	Make a Public Query?  If you select “No” to this question, only you will be able to select and re-run your query in the future.  If you select “Yes”, all other users of eProjects will be able to select your query you saved and run it as well.

	
	Query Name  Give your query a name that will make it easy to identify when you want to run the query in a later session.



	Business Line Specific Guidance
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	Consult your Business Line POC for specific guidance on Query Naming conventions.
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	The Value Entry section allows you to select the data elements that will assist you in narrowing down a project or range of projects to view.  You have multiple ways to query projects using this section.  First, you can use the drop down condition filter to help in your project search.
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	You also have a date range field for some data elements to assist in your search.  You can either type in the date range (mm/dd/yyyy) or use the calendar help icon.
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	Helpful Tip
	To select the data elements you want to search for under the Pick Entry section of the screen, simply click on the values in the data element box you need to search on.  Note that you can select multiple values for each data element by pressing the “Ctrl” key on your keyboard and then click on the values you want search.

NOTE:  If you chose to deselect any data element in the Pick Entry area, simply place your curser on the value in question and press the “Ctrl” key.  Your value will be deselected.
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	When you are finished selecting the data elements you want to use to find your project or range of projects, scroll to the top of the Search screen and click on the Submit button to execute your query.


Submit a Query
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Query Results

	
	Eprojects will then display your search results.  Notice that under the Search Criteria section, eProjects displays the search parameters you selected earlier.  

	Query Search Criteria
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	Changing your Query Display Default
	Since we wanted to save our query, we can look for it in the Select Query field along with other queries that we saved in the past or queries that other users have marked as Public.  Click on the drop down arrow to view the list.
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	As was mentioned earlier, you can change the default query of projects that automatically displays when you enter the screen.  You can do this by first selecting the query of your choice in the Select Query field as shown above.  Then select “Yes” in the Save parameter.  Finally, click the Submit button.  Now your default query will display every time you navigate to this screen.  

	Edit Query Button
	[image: image54.png]mcmm%

Select Query | Warkarder Nurnber

Status [Select All

=] Praject Name

[ P Number |

Submit

Projcctc]
g

<<|<=>>]>> Page 1 of 2

Business Line [Select Al

=1 FIs Auth Number [

save[No 7]

Search Criteria:

Fiscal Year:
2002
2003
2004
2005
2006

Workorder Number

Business Line:
Capital Improvemnents

Organization:

Status 4y Fiscal Year

Project
av

COMLANTDIV:62470:00

Program:
MCON

Project Name a v

Location UIC - Name & v

Business Line a v Organization a v

Mew (200249 IACCEPTED2004
Mew (200256 IACCEPTED[2005
Mew (200257 IACCEPTED2004
Mew (200258 IACCEPTED[2005
Mew (200282 IACCEPTED2004
Mew (200286 IACCEPTED[2004
Mew (200288 IACCEPTED2004
Mew (200289 2004
Mew (200346 IACCEPTED2004
Mew (200349 IACCEPTED[2005
Mew (200351 IACCEPTED2004
View (200352 IACCEPTED2005

MOTOR TRANSPORT FAC ADDN
BACHELOR ENLISTED QUARTERS
ATER TREATMENT FACILITY
CONSTRUCT FREST FACILITY
NAVAL NETWORKS OPS CTR ADN
BASE OPS SUPPORT |
CONSOL SANTO STEFANO FACS
BACHELOR ENLISTED QUARTERS
GEN PURP BERTH PIER INC |
REBULLD PIER 6

PIER 11 REPLACEMENT INC |

MK-10 SUB ESCAPE TRNG FAC

MB7028 -- MARBKS WASHINGTON DC

MB2573 -- MCAS NEW RIVER JAX NC

MB2573 - MCAS NEW RIVER JAX NC

MB2573 -- MCAS NEW RIVER JAX NC

NDOD46 — NAVSPACECOM DAHLGREN VA

NB2995 - NAS SIGONELLA T

N32960 — NAVSUPPACT MADDALENA IT

N48076 - PERSONNEL SUP ACT DET
NAPLES

INB0478 — LANTORDCOM DET EARLE NJ

NDD129 — NAVSUBASE NEW LONDON CT

NB2688 — NAVSTA NORFOLK VA

INDO750 - NAYSUBSCOL GROTON CT

(Captal
Improverments
(Capital
Improverments
(Captal
Improverments
(Capital
Improverments
(Captal
Improverments
(Capital
Improverments
(Captal
Improverments
(Capital
Improverments
(Captal
Improverments
(Capital
Improverments
(Captal
Improverments

(Capital
Irmaravermente

COMLANTDIV:62470:00)

(COMLANTDIV: 62470:00)

COMLANTDIV:62470:00)

(COMLANTDIV: 62470:00)

COMLANTDIV:62470:00)

(COMLANTDIV: 62470:00)

COMLANTDIV:62470:00)

(COMLANTDIV: 62470:00)

COMLANTDIV:62470:00)

(COMLANTDIV: 62470:00)

COMLANTDIV:62470:00)

COMLANTDIV:62470:00)





	
	The Edit Query button allows you to modify the search parameters of a query that has been submitted or saved.  By clicking on the Edit button, you will open up the Advanced Query screen as shown above where you can make your modifications and re-run your query.


4.  Single Project View

	Selecting a Project to View
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	After you perform your query and want to view a specific project, simply click “View” under the Project column for the project you want to open. 
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	The project header will be displayed which give your important information about the project such as the work order number, project name, location UIC, the project manager, etc.  Note that eProjects provides the flexibility for the information displayed in the project header to be unique for every Business Line.  

Just below the project header section will be various hyperlinks.  These may include MS Projects, Financial Information, Reimbursable Funds ,  CWE Calculator and various reports that can be run.  Additionally, each Business Line has determined which hyperlinks are relevant to their business.  We will go into more detail of these hyperlinks later in the manual.

Finally, the lower half of the screen shows various Tabs that are activated for this project.  Once again, each Business Line has determined which tabs are necessary to conduct project management in eProjects.  


Update Project Information

	
	

	Update Project Button
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	If any information in the project header needs to be updated, and you have update rights to the project (ie:  you are a designated Super user or are a team member on the project), simply click on the “Update Project” button shown on the upper left side of the project header.  

	
	Update Project page 1
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	Update Project page 2
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	After you click on the “Update Project” button, more detailed information about the project will be displayed.  You will notice that many of the data elements on this screen are shown in the Project Header section of a project, however, there is much more information contained on the Update Project screen.  This information can be used for querying a single project or range of projects and it is also used for reporting purposes.  

Note that eProjects will indicate when fields are required to be populated with information as shown in the upper right of our screen.  All required fields are flagged in RED as well as an asterisk *.  

	Business Line Specific Guidance

[image: image60.wmf]
	Consult your Business Line POC for specific guidance on data fields that should be filled out in addition to the system required fields.

	
	

	Submitting Your Changes
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	When you have made all the necessary changes to the Update Project screen and have ensured that all required data fields have been filled in , click the Submit button on the lower left part of the screen.  This will save your changes.   You will then be returned to the Project Header screen.


5.  Notes Tab

Adding a Note or Document

	Adding Notes and Documents
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	E Projects allows any user the ability to add a note or upload a document to a project.  Notes are free form text you can type to explain important information regarding your project.  Documents are any files that you may want to attach that provide additional information regarding your project.  You add a note or document by simply clicking on the “Add” button.

Notes and Documents reside on the eProject server and are not saved on your local drive once uploaded.
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	The Notes & Documents screen will open.  Detailed explanation of the data fields are as follows:

· Note Date

Note Date is the date that is flagged with when you created your note or attached your document to the project.  It will default to the current system date.  Also, Note Date is a required field.

· Note Type

Note Type categorizes the note you are adding to the project.  You must select the Note Type from the acceptable LOV.  Note Types are very useful when querying notes in eProjects.  Also, Note Type is a required field.

· Comments

Enter your note in the Comments field.  This is a free form field for you to type in any important information you want to capture.  You can copy/paste text into this field if desired.

· Security

The security options will determine who can view the note or document on the project.

Internal-Only NAVFAC users will be able to view the note or document

External-Both NAVFAC and customers can view the note or document.

None-System will use same security rules as Internal.

· Document Type

Document Type categorizes the document you are uploading to the project.  You must select the Document Type from the acceptable LOV.  Document Types are very useful when querying documents in eProjects.
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	· Document

Click the Browse button to upload a document to your project.  The Browse button will open a window to allow you to search from your local or network drive the file you wish to attach to your project.  Again, once you upload the document, it will reside on the eProjects server.

	Business Line Specific Guidance

[image: image65.wmf]
	Consult your Business Line POC for specific guidance on what documents should or should not be uploaded in eProjects.
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	The file can be in any format (Work, Excel, Powerpoint, etc).  Find the file you wish to attach, highlight it with your cursor and then click the “Open” button.
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	Click the Submit button when you are done adding your note or document.  The time it takes to upload your document will be determined by the size of the document and the connection speed.

	
	[image: image68.png]Notes | Miesiones | Teamiembers | SubProjects | Sehedueview | Classview | ProjeciCost | Expectations |

Note Type [Select All =] note Date [ o[ &l securty[Setect Al =] save [No =] _Submit

Notes

Search Criteria: None

Note Type _Attachment Created By _ Comments NoteDate  Security.
i jw attachment iddaw 070272003
lew jew attachment kiddaw (Client Issues logged July 1, 2003 07212003






	
	After you click the “Submit” button, you will be taken back to the Notes Tab and you will see your note or document you attached.  From the Notes Tab, you can always view the details of the note or document by clicking the “View” hyperlink or in the case of a document, the “View Attachment” hyperlink.

NOTE:  Currently in eProjects, you cannot delete a document that has been uploaded but you do have the option of replacing it with another document.




Querying  Notes or Documents

	How to Query a Note or Document
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	If you have a many notes and/or documents attached to your project and you wish to narrow down the list for easier viewing, you can perform a query based on the following data fields:

· Note Type

· Note Date

· To Date (if you want to use a date range starting with the Note Date as the earliest date of the note or document and To as the last date in the range)

· Security

After you have selected your search parameters, click on the “Submit” button to perform your query.  The notes and/or documents that meet your search criteria will be displayed for you.



	Saving a Query
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	If you wish to have a default query of notes and documents based on any of the data fields (Note Type, Note Date, To Date, or Security) so that every time you enter the Note Tab you see all notes and/or documents that meet that search criteria, simply select your search criteria and select “Yes” in the “Save” data field.  Afterwards, click “Submit” to save your default. 

If you wish to revert back to the defaulted values, just  clear all date fields and choose the “Select All” value for Note Type and Security data fields.  Then select “Yes” in the Save data field.

	
	


6.  Milestone Tab

Creating a “Light” Schedule

	Creating a “Light” schedule
	E Projects allows you to build a project schedule directly in eProjects without having to use a scheduling tool such as Microsoft Projects.  Generally, those projects that have less than 10 tasks that need to be tracked against a project can use the Milestone Tab.  We refer to these schedules as “Light” schedules.  There are some restrictions that the Milestone Tab has that need to be considered.  

· You can only have up to 10 tasks to a project

· You do not have start and finish dates for each task.  You can only track by a single date.

· You can only have a “Light” schedule or a Microsoft Projects schedule;  not both. 
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	When using the Milestone Tab, you will notice that “Service Type” is a required field.  A Service Type is essentially a milestone code used to categorize your task.  The LOV for Service Types are universal across all EFDs and all Business Lines.  To view the LOV for Service Types, click on the magnifying glass on each row.
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	Business Line Specific Guidance

[image: image73.wmf]
	Consult your Business Line POC for specific guidance on the Service Types appropriate for your Business Line.



	
	The Service Type LOV are displayed in alphabetical order.  You can narrow down the LOV by typing in part of a Service Type name and clicking on the “Search” button.

Service Types are extremely useful in reporting on key dates of a project.  It provides uniform query capability across all EFDs.  

Once you find the Service Type for you task, click on it with your cursor.  The Service Type will be inserted into your schedule.  If you need to remove a Service Type from your schedule, just find the task you need to remove, open up your LOV for Service Types and click on “Remove Current Value” which is at the top of the LOV.  

Other data fields in the Milestone Tab include:

· Planned Date
Planned date is your baseline date for a task. 

· Target Date

Target date is your working date.  As events occur, you can change this date to reflect a more accurate estimated date of completion.

· Actual Date

· Percent Complete

If you desire to show a percent complete for an individual task, you can enter a value from 0-100 in this field.

· Notes

This is a free form text field where you can add additional information about a specific task.
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	Once you are finished with building your schedule, click the “Submit” button.  This will save your schedule in eProjects.


7.  Team Member Tab

Overview

	Team Member Screen
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	The Team Member Tab identifies who is working on a project and what role they have.  This information can be used in querying a project as we have seen earlier on the Query Project screen (you can search for all projects for a specific Project Manager or other role), and as we have seen our homepage shows projects where we have been assigned as a Team Member or a Project Manager.  Additionally, if a person is assigned a role in the Team Member Tab, he/she will have update rights to that project.  Update rights include:

· Ability to add a person as a Team Member to a project

· Having access to the Update Project function which allows the user to add or modify key project information.

· Ability to build schedule for the project using the Microsoft Projects link (explained later in the manual)

	Business Line Specific Guidance

[image: image76.wmf]
	Consult your Business Line POC for specific guidance on SOP for requesting and building a team.

	
	

	Responsible Person Role
	When a project is created in eProjects by a person who  is registered in eProjects, a role of Person Responsible is automatically populated in the project team that is built.  Generally, the Responsible Person is the same as the person creating a new project, however, in the users “User Profile”, you can assign your default setting for this role to another individual.  The Responsible Person role is simply identifying a person that will take ownership of a new project prior to a Project Manger being identified.  The Responsible Person will see the project appear in the “My Action” portlet on their homepage letting them know when a new project is created.  


Building a Team

	Adding Team Members
	[image: image77.png]Notes Wilestones | TeamMembers| SubProjects | Scheduleview | Classview ProjeciCost | Expectations

oect
M“_m_ oot surthee W""k““w e M
Vs Priciaraper K, SievniGlve) 757200951 o OF i o N 0B 01194
Vew Pre  CamYown  GSSONR Comavatmadn NN ofsNed

i

1-20f2found





	
	If you have the role of Responsible Person on a project, have been granted special Super User status in eProjects, or if you are already Team Member on the project, you will have the ability to add/request a person as a Team Member.  You do this by clicking on the “Add” hyperlink as shown above.
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	Team Member Data Fields
	The data fields in building a Team Member include:

· Role

Pre-defined roles are provided in eProjects.  You must select from the LOV.  Click the [image: image79.bmp] to retrieve the role values.

· Name

Select the name of the person you want to add to your team.  The list of names are NAVFAC wide.  Click the [image: image80.bmp] to perform a search on the person’s name as listed in NEADS.

· Effective Start and End Dates
You can assign a date range for when you want a person to be a Team Member on your project and in what role.  If you no longer want a person to be a Team Member on your project, simply insert an Effective End Date.  After that date, the person will lose all update rights to the project but the record will remain in eProjects for audit trail purposes.

· Workflow Type

· Request Assignment Approval-Use this Workflow Type when you know the person’s name of the role you want filled.  Enter their name along with the Effective Start date  and role you want them to fill.  Select Request Assignment Approval Workflow Type.  After you Submit your request, the supervisor (as configured in NEADS) of the person you selected will receive and alert on their Homepage asking them to either accept or reject the assignment.  If the manager approves the alert, the employee will be given all security rights to the project.

· When the manager approves the alert, the employee will also receive an alert in the “My Alerts” portlet notifying them that they have been added as a team member to the project in addition to the project showing in their “My Team Projects” or “My PM Projects” portlet.

· At the time the manager approves the alert, the employee will have update rights to the project, but not before.

· Request Role Filled- Use this Workflow Type  when you do not know the person’s name you want to fill a certain role on your project, but you know the name of the person who has the authority to assign a person to the role.  Type in the name of the person that has the authority to assign you a person to work on your project, enter in an Effective Start Date and the role to be filled.  Select Request Role Filled Workflow Type.  The person you entered will receive an alert informing them to find a person to fill the role you selected.  Once they find the person, they will  update the Team Member Tab with the persons name and modify the Effective Start Date if necessary and change the Workflow Type to Request Assignment Approval.  The manager of the person just selected will receive an alert to approve or reject the assignment.

· Select Value- Use this Workflow Type when you want to add a person to your project without any alerts being generated or approvals required.

	Saving your Work
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	Click the “Submit” button when you are finished building your team.  Once approval from a supervisor (in NEADS) is obtained for those roles that require it, the people in the Team Member list will be notified that they are part of the project team on their homepage.  

If you have more than 10 roles to fill on a project, submit the 10 roles and then open the Team Member Information form again to add additional team members.

	
	[image: image82.png]My Team Projects

‘Workorder Fis User Auth Location P Client Project
e ey Project Description Status | °° Number sumbor Business Lines
48708 APPRIST HELENA ANNEX SisNovE 4a708 Real Estate

View 65798 BANCROFT HALL (FUTURE PHASE - 2000 JIsNonEl  ee7es Captal
KING HALL) Inprovemerts

View 04437 Bils Testing 27485 N43004 Captal
Improvements

sus122 ‘QUALITY OF LIFE SUPPORT FACLITES 2003 1S Neess B0 Captal

. Improvemerts






	
	If you are part of a project team, your “My Team Projects” portlet will display all those projects you have been assigned to.  If you were assigned to the project with a role of Project Manager, your “My PM Projects” portlet will display all such projects.

	
	NOTE:  The project you were added to as  a Team Member will not show up in “My Team Projects” or “My PM Projects” portlets until your NEADS Supervisor approves the workflow if the Workflow Type of Request Assignment Approval was invoked.

	Workflow Status
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	If you select a Workflow Type when adding aTeam Member, eProjects will display the current status of the workflow.  The three status’s are:

· Pending- The workflow has not been acted on by the person that received the alert.
· Approved-  The workflow has been approved by the manager.  The employee will receive an alert notifying them they are now a Team Member of the project.
· Declined-  The workflow has been declined by the manager.  The person that originally triggered the workflow will be notified of the decline via their “My Alerts” portlet.

	
	

	
	


Viewing Team Members

	Viewing Team Member Information
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	After a team has been created on a project, you can view in more detail their information and can modify information as well.  Click the “View” hyperlink under the Action column.
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	You will be taken to the Team Members Information screen which lists all the Team Members in the tab but also allows you to update information such as changing the role of a person, modify dates or to invoke workflow.  Save any changes by clicking the “Submit” button.


Team Member Flexibility

	
	EProjects provides great flexibility in building a team on a project

· A person can have many roles on a project during the same Effective From/To dates

· You can assign a person from another EFD or EFA to work on your project.

· Team Member contact information comes from NEADS

· Ability to use the email link to send mail to the team member by clicking on the link to launch Outlook.

However, you can only have one Project Manager (spelled out as Project Manager-not an acronym) on a project in eProject.

	Business Line Specific Guidance

[image: image86.wmf]
	Consult your Business Line POC for specific guidance on appropriate roles for use for your Business Line.


8.  Sub Projects Tab

Overview

	
	E Projects provides the ability to create a sub-project against a master project if there is a need to link two or more projects together. This simply helps you group related sub projects under a master project.   When you link projects in such a hierarchy, you can drill down into each project directly in eProjects without having to re-query each project from the Query screen.  Additionally, you can combine project information among multiple projects in reports if necessary.  

Every master project can have an unlimited number of sub-projects linked to it.  However, you can only have one master project for each sub-project.  A sub project has full functionality as that of any other project.

There are two ways to create a link between projects.  Both are discussed below.


Creating a New Sub-Project

	
	

	Creating a New Sub-Project
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	E Projects gives you the ability to create  new project in eProjects and automatically have that project linked to your master project.  Simply click on the Sub Project Tab and click on the “Add” button.

	
	Page 1 of creating a new sub-project
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	Page 2 of creating a new sub-project
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	After you click the “Add” button a screen will open which will give you the ability to create a new project in eProject.  This new project will automatically be linked as a sub-project to the project you originally had open.

This is the same screen that we saw earlier in the “Adding a New Project” chapter.  Notice that the fields in red and marked with an astrick * are required fields and must be filled out prior to creating the sub-project.  Additionally, only users that have Super user status or are team members on a project will have the capability to create a new sub-project.

Additionally, the data fields shown above when you create a new project and those that are flagged as required are determined by each Business Line.  



	Defaulted Data Elements
	When you create a new sub-project, eProjects will automatically default project information from the master project.  The data elements can be updated if desired with different information.  The defaulted data elements are:

· Project Type

· Location UIC-Name

· Master Project

· Business Line

· Component

· Claimant/Sponsor



	Completing your New Sub-Project
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	After you fill in all the required and non-required data fields and modify any defaulted information (if necessary), click the “Submit” button at the lower left of the screen.  This will create your new sub-project and automatically link it to your master project.
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	A dialogue box will appear asking you if you wish to create another sub-project.  Click “No” if you are finished creating new sub-projects.
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	E Projects will automatically open the new sub-project you created as shown above.  Your sub-project layout looks exactly like your master project with one exception.  You will notice that there is an additional data field named “Master Project”.  This is the original project that we had queried when we selected to create a sub-project.  

A sub-project has all the functionality of a master project.  You can even create a sub-project to a sub-project by following the steps above.

Additionally, the person that created the new sub-project will be assigned the Responsible Person in the Team Members Tab.  Likewise, they will receive an alert in the “My Alerts” portlet on their homepage.

If you want to return to the master project, simply click on the hyperlink text shows above [image: image94.png]QUALITY OF LIFE SUPPORT FACILITIES




.  
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	After you click on the master project hyperlink text, you will be returned to the master project detail.  Click on the Sub Projects Tab to activate the tab and eProjects will display all the sub-projects linked to the master project.  In our example above, we see the new project we just created displayed.  

Click the View hyperlink under the Project column to open the sub-project and view it’s detail.


Linking An Existing Project To Another Project

	Linking Two Existing Projects
	E Projects provides the ability to link an existing project (sub-project) in eProjects to another existing project (master project).  First, you must find the project that you want to be a sub-project in the hierarchy.  Find and open that project so that the project header information appears.
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	Click on the “Update Project” button.

NOTE:  You must be a team member or have Super user responsibility in order to have the Update Project button activated on the project.
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	When the Update Project screen is opened, there will be a data element called “Master Project”.  This is where you can link your project as a sub-project to another project in the application.  Click on the magnifying glass [image: image98.bmp]to search for the project.
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	A pop up window will appear where you can type in the Work Order Number or part of the Project Name to perform your search.  Click the “Search” button when completed.  E Project will display your results.  Click on the result to insert into the Update Project screen.
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	Finally, click on the Submit button at the lower left of the Update Project screen to save your link.
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	Notice that the master project will appear in the project header.  By clicking in the hyperlink text of the master project [image: image102.png]QUALITY OF LIFE SUPPORT FACILITIES




, you will be able to open the master project detail.
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	The master project detail will open showing us the sub-projects that we have successfully linked.


9.  Class View Tab

	Class View Tab
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	The Class View Tab offers the user the ability to view specific project information that is usually displayed in the Project Header or in the Update Project screen.  Since only Super users or team members on a project have access to the Update Project screen, the Class View Tab provides the ability for other users to view detailed information about the project.  The information stored in the Class View Tab is view only; no updating of information can take place on this tab. 
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	If you scroll down to the bottom of the Class View Tab, you will see right pointing arrows.  These arrows provide you the ability to scroll though multiple pages of data in the tab.  The  [image: image106.png]


 arrow scrolls one page at a time.  The [image: image107.png]


 arrow will scroll you to the last page of the tab.  Likewise, the same logic applies to the left pointing arrows when active.


10.  Project Cost Tab

Overview

	Overview
	The Project Cost Tab is where a user can link Job Orders Numbers (JON) from FIS to the project in eProjects to view labor hours, labor cost and support cost information as well as drill down in more detail to display expense elements, pay periods, charge reasons, names, fiscal year information, etc.   The total project cost for the length of the project will be displayed and roll all the multiple JONs to a single total.

The Project Cost Tab allows tracking planned cost as well.  A Project Manager might want to load in eProjects the plan cost amount for their project.  E Projects will compare the planned amounts with actuals from FIS.  Additionally, the Project Cost Tab will show if a JON has any FIS suspense issues.

In order to view JON financial information from FIS directly in eProjects, a Program Analyst must manually type in the JON and JON ACRN exactly as it appears in FIS.   The link is case sensitive!


Linking a Job Order 

	Linking a Job Order To Your Project
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	To manually link the JON from FIS to the project in eProjects, simply click the “Add” button in the Project Cost Tab.
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	After you type in the JON and JON ACRN exactly as it appears in FIS, you can include the JON Fiscal Year which is optional.  Additionally, it is optional to  include  Plan amounts for Labor Hours, Labor $, and Support $.  

After you have entered in all the Job Order information, save your work by clicking the “Submit” button.  This will immediately create a link with the actual JON information in FIS.

NOTE:  You can link as many JON to a project as needed.  
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	You will be taken back to the Project Cost Tab main screen where you will see the Plan and Actual data relating to the JON we just linked to our project.  Other information  includes:

· Balance

This is the difference between Plan and Actual amounts

· % of Plan

This is a calculation of Actual/Plan Amount.

· Last Import

This reflects the last time information has been updated in FIS and interfaced to eProjects. 




Updating Job Order Information

	Updating the JON Information
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	You can update certain information about the JON that has been linked to the project.  Click on the “View” hyperlink under the Detail column for the JON you wish to modify.
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	Click the “Update” button in the upper left of the screen.
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	E Projects provides you with the following fields to update if necessary for a JON that has been linked to your project:

· Job Order Number

· Fiscal Year

· ACRN

· Plan Labor Hours

· Plan Labor $

· Plan Support $

All other fields can only be modified directly in FIS.

After all the data fields have been modified as desired, click the “Submit” button to save your work.
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	You will be taken back to the previous screen shown earlier.  In order to return to the Project Cost Tab main screen, click the project hyperlink text at the bottom of the screen.


Viewing Job Order Detail

	Viewing JON Detail From FIS
	You can drill down a further level in eProjects to view detailed information about the JON that has been linked to your project.  Click on the JON hyperlink in the Job Order column.
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	View Actual Charges Against the JON
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	Click the “Cancel” button when done viewing to return to the Project Cost Tab main screen.


11.  Expectations Tab

Overview

	Client Expectations Overview
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	The Client Expectations Tab is where the client can enter information regarding the importance of certain categories that pertain to their project.  The entry of such information can be done on the CREF form which is where the client can go in and enter in a request for work.  However, if the project is entered into eProjects internally by a NAVFAC employee via the Add/Query screen, client expectations can be added to the project directly in the Expectations Tab.

There are 4 categories in the Expectations Tab that the client can rank:



	Business Line Specific Guidance

[image: image118.wmf]
	Consult your Business Line POC for specific guidance on if/how to use this Tab.

	Timeliness
	Emphasizing "Timeliness" means that you have constraints in scheduling that must be satisfied. Here are some typical examples:

Need to obligate funding by a given date.
Need to start work by a given date.
Can only do work during specific periods (for example, due to operational, weather, environmental, or permit requirements)
Need to complete work by a given date
Need to complete certain portion or phases of a project by set dates

In the narrative expectations block for "Timeliness," please describe how important timeliness is to your project and list any key dates that must be met. NAVFAC will take into consideration what risks & methods are advisable to meet your schedule. We will manage the work with an emphasis on timeliness and implement the controls needed to succeed. By prioritizing "Timeliness," the client understands that some compromise in other areas (Quality, Cost and Delivery) may be necessary in order to achieve the desired schedule. In identifying and prioritizing your expectations, we have a starting place to understand and discuss your needs. We will use this information to formulate a strategy for overall success and satisfaction. 



	Quality
	Emphasizing "Quality" means that you need to have certain features and functions are incorporated into your project. "Quality" encompasses a wide range of characteristics, including:

"Higher than standard" technical performance (such as temperature & vibration control in a calibration lab)
Special design features (for example, a "super flat" warehouse floor)
Architectural aesthetics (you desire more input into selection of materials, finishes and facility layout)
Maintainability
Proprietary requirements (for example, compatibility with an existing "Ving Card" system)
Historic preservation (to meet "SHPO" requirements)
Achieving programmatic goals (such as energy/utility savings, reduced personnel staffing, or use of recycled materials)
Flexibility in facility design (for example, to accommodate mission changes, surge capacity or change in operations tempo)
Selection of a technically proficient contractor (based on factors other than "lowest price")

In the narrative expectations block for "Quality," please describe how quality is important to your project and list any key features or goals that must be met. NAVFAC will take into consideration what methods & specifications are advisable to meet your needs. We will manage the work with an emphasis on quality and implement the controls needed to succeed. By prioritizing "Quality," the client understands that some compromise in other areas (Timeliness, Cost and Delivery) may be necessary in order to achieve the desired outcome. In identifying and prioritizing your expectations, we will have a starting place to understand and discuss your needs. We will use this information to formulate a strategy for overall success and satisfaction.



	Cost
	Emphasizing "Cost" means that you place a high priority on the work be accomplished within your allocated budget or at the "lowest" cost. It also means that you don't want to be surprised by unforeseen cost increases. "Cost" related concerns can be characterized in ways such as:

Stay within assigned budget (reimbursable clients also need to be aware of "SIOH" administrative fees)
Structure work to allow for deductive/additive elements to allow for cost adjustments
Consider use of Seabees to lower labor expenses
Minimize "up front" costs (for example, abbreviated vs. full design on more simple projects)
Minimize ongoing O&M costs (for example, utility bills or grounds maintenance bills)
Minimize "life cycle costs" (total cost of construction/O&M/disposal over the useful life of the facility)
Provide minimum required technical review (for reimbursable clients)
Request design be done by in-house NAVFAC staff vice by outside consultant
Look for a site-adaptable existing design
Design to "common industry standards" vice "military standards"

In the narrative expectations block for "Cost," please describe what your cost constraints are. NAVFAC will take into consideration what acquisition and contracting methods are advisable to meet your needs. We will manage the work with an emphasis on minimizing costs and implement the controls needed to succeed. By prioritizing "Cost," the client understands that some compromise in other areas (Timeliness, Delivery and Quality) may be necessary in order to achieve the desired outcome. In identifying and prioritizing your expectations, we will have a starting place to understand and discuss your needs. We will use this information to formulate a strategy for overall success and satisfaction



	Delivery
	Emphasizing "Delivery" tells us that you value ease in having your overall requirement fulfilled. This may be because you are extremely busy and do not have the time to manage the project personally. It may be because you choose not to get bogged down in all the technical details. It can also mean that you do want to get involved, but value having your NAVFAC representative presenting or synopsizing arcane technical information in plain English. "Delivery" also covers any special communication desires you have in your dealings with NAVFAC. Here are some examples of when "Delivery" can be especially of value:

Having limited resources to direct toward oversight during project design and execution
Not having specific expertise in the fields necessary to adequately review or comment on technical documents
Desiring presentations instead of, or in addition to, the traditional design "blueprint and specifications" submissions
Needing assistance in defining/refining project requirements (for example through a concept development or "charette" process)

In the narrative expectations block for "Delivery," please describe how we can make the project execution process more "user friendly" for you. NAVFAC will take this into consideration in developing a "communication plan" to meet your needs. We will manage the work with an emphasis on ease of delivery and implement the controls needed to succeed. By prioritizing "Delivery," the client understands that some compromise in other areas (Timeliness, Quality and Cost) may be necessary in order to achieve the desired outcome. In identifying and prioritizing your expectations, we will have a starting place to understand and discuss your needs. We will use this information to formulate a strategy for overall success and satisfaction.




Adding Client Expectations

	Adding Client Expectations To A  Project
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	Click the “Add” button to add client expectations to a project.
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	The Expectations screen will be displayed with all 4 categories.  Next to each category will be a drop down LOV.  For each category, you must give a numeric ranking or weighting factor.  Select a weighting factor from 0 to 10 so as to compare each category.  For example, if Timeliness is equally important to the other factors, it should be weighted as 2 or 3. If less important, then assign a 0 or 1. If more important, select a weighting from 4 through 10. Sum total of all 4 weighting factors must equal 10.

E Projects also provides an area of free form text for each category where you can justify your rankings or provide additional information as described in the Overview section above.

When completed with adding the expectation information, click the “Submit” button at the lower left of the screen.  This will save the information and return you to the main Expectations screen.
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Updating Client Expectations

	Updating Expectation Information
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	If the weighting factor or description for an expectation category needs to be modified, click on the “View” link in the Expectation Id column as shown above.
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	You will be returned to the Expectations screen which will summarize the weighting factor and description for each category.  Click the “Update” button to modify the information.
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	Make the necessary changes as needed.  Remember, all weighting factors must total 10.  

Click the “Submit” button when completed in order to save your work. 


12.  Microsoft (MS) Projects Link (Advanced Schedule)

Overview

	Overview
	Earlier you learned how to create a “Light” schedule using the Milestone Tab.  Additionally, every project in eProjects has the ability to perform project scheduling in MS Projects via a Citrix connection.  This means that your local pc does not need to have the MS Projects application loaded on it.  When you connect to MS Projects in eProjects, you are viewing MS Project information that is stored on a server at NITC.  

As stated earlier in the manual, you can only have a “Light” schedule or a MS Projects schedule, not both for a single project.

	Business Line Specific Guidance

[image: image125.wmf]
	Consult your Business Line POC for specific guidance on which type of schedules are allowed and which templates you should use.



	MS Project Templates
	The NAVFAC community has created pre-defined MS Project templates to use in helping users build a project schedule.  These templates can be viewed in MS Projects or on the web at http://navfacilitator.navfac.navy.mil/projects/p2e-templates.htm

	Security
	In order to build a schedule for a project in MS Projects or to open and view an existing schedule in MS Projects, you must be a team member on that project or have Superuser responsibility in eProjects.


Using MS Projects

Opening  MS Projects 

	Creating an MS Projects Schedule
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	If you want to view or build a new MS Projects schedule in eProjects, simply click on the MS Project link after you query an individual project.
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	A dialogue box may appear when trying to open a MS Projects schedule.  This dialogue box will appear if the project you are working on already has a “light” schedule in the Milestone Tab.  E Projects will not allow two schedules to exist on a project (one in MS Projects and another in the Milestone Tab).  Therefore, when you try to open MS Projects on a project that has tasks built in the Milestone Tab, you will receive the dialogue box asking if you want to delete all information in the Milestone Tab and proceed to MS Projects.  

Note that if you do agree to proceed, once you return to you project header, the Milestone Tab will never be visible again for that project.  If you are migrating from a milestone schedule, print the tasks and dates from the “Light” schedule so you can re-create them in your MS Projects schedule.  

If you click “No” in the decision box, you will be returned to the project header.  If you click “Yes”, you will be connected to MS Projects via Citrix.

The Milestone Tab will disappear once a MS Projects schedule is created.
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	MS Projects will load and bring up our schedule for the project we have open in eProjects.  Notice that our project does not have any task information yet, however, we do see our WON in the upper left of the schedule and our P Number and Location UIC is displayed.  This helps us identify what project we may be working on if we have multiple schedules open at the same time.


Utilizing Templates

	Business Line Specific Guidance
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	Consult your Business Line POC for specific guidance on using Templates in MS Projects.



	Utilizing Templates in MS Projects
	Pre-defined templates have been created by many EFDs across all Business Lines.  In order to quickly and easily import a project schedule template into a project, we can perform the following steps:
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	Click  Insert/NAVFAC Template to view all the templates available to use.
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	A dialogue box entitled NAVFAC Template will appear.  Here you will see the corporate standard templates that have been defined at each DIV.  Pick the template that you wish to insert into your project.
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	Saving Your Work
	Click the “Open” button to finish inserting the template into your project.  

Save your work by clicking the floppy disk icon [image: image133.bmp].  

NOTE:  When you save any work in MS Projects via eProjects, you are saving your project schedule data on an NITC server, not your local drive.  Thus, you can access your schedule information from any pc via eProjects and reports can use your schedule information.


Schedule Creator Wizard

	Business Line Specific Guidance
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	Consult your Business Line POC for specific SOP on wizard/template usage.



	Schedule Creator Wizard
	The Schedule Creator Wizard allows you to build a project schedule by walking you through a series of questions and options.  When you are finished, the Wizard will piece together a single schedule from multiple templates based on the information that you have provided.
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	To start the Schedule Creator Wizard, from the Schedule Creator menu, click Wizard.  Alternatively, you can click the Wizard button from the Schedule Creator toolbar.
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	First, select the active project.  The wizard will build the new schedule in the project that you select here.
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	Next, select the Component, Business Line, and if applicable the Product & Service.  This will narrow down the pool of templates from which the Wizard will draw, and it will customize the questions that you re asked according to the appropriate business rules.
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	The next series of screens will walk you through the appropriate set of questions for the selected Component/Business Line/Product & Service.  Each of these screens presents a type of schedule and a list of related templates.  If you wish to include a particular schedule option, select on of the templates from the list.  The templates that are presented are mutually exclusive -  you can only select one item from the list.
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	Certain schedule types allow you to pre-select the duration of a particular task within the template.  For these types of schedules, enter the duration when you are prompted.  You can also use the up/down spinner to increment the duration.
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	After all templates have been selected, you can specify the project start date.  Your choices include:

· On Project Start Date-This is the Request date that is stored in the Update Project screen of  a project.

· After Last Task in Current Schedule-If you have a pre-existing schedule on your project and use the wizard to insert additional schedules, the last task in the pre-existing schedule will determine the start date of the wizard schedule.

· On Specified Date-You select the start date using the spinner or calendar help icon.
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Service Types

	
	The summary screen provides a snapshot of the options that you have selected.  Click Back button to scroll though your setup and make any modifications.  Click the Finish button to build the schedule into the selected project.

	Service Types
	By default, all schedules are updated to include the NAVFAC standard list of Service Types.  These Service Types can be used to classify a task as a milestone.

Corporate Milestones are reported to NAVFAC headquarters.  All Corporate Service Types begin with the words “Primary Project”.  Once a task has been assigned a Corporate Service Type, this task cannot be deleted, and the Service Type cannot be changed.  These restrictions do not apply to non-Corporate Service Types, which are useful for local reporting purposes.

	Business Line Specific Guidance

[image: image143.wmf]
	Your Business Line POC may have additional guidance on using Service Types in your schedules.



	Edit Corporate Milestones
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	For Corporate milestones, the duration, start date and finish date cannot be edited directly in the table view.  You must use the Edit Metrics navigation or icon[image: image145.bmp] shown above to edit these fields for these type of tasks.
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	An Edit Metrics Task dialogue box will appear giving you the ability to make modifications for the task that is tied to a corporate milestone.


Linking Project Schedules

Querying Multiple Projects

	
	MS Projects allows you the ability to link multiple project schedules together for the purpose of creating predecessor/successor relationship among different project tasks.



	Opening Multiple MS Project Schedules
	First, open two project schedules in eProjects using the MS Project link.  In our example, we have queried projects 505182 and it’s sub-project 505285 that was created earlier.  
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	We can confirm what projects or WONs we have open by clicking on the Window menu.  Here we see, WON 505182 and 505285 project schedules open in our MS Projects session.

You have the ability to open more than 2  project schedules if desired.


Creating A Workspace

	Saving Multiple Project Views As A Workspace
	Saving the multiple project windows allows you to open at a later date all projects you have specified in MS Projects in one window.
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	To save the multiple project view to the P2E database, click on File then Save Workspace.
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	Enter a File name and click Save.

NOTE:  File name convention should be your last name, current FY and a description:  ie Burns FY03 Special Projects.
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	During the process to save the Workspace, you will be asked to save changes in each of the projects in the Workspace.  Click Yes to all.  You will also be asked to save with or without a baseline.  Click on Save Without Baseline for all projects.

	Opening A Workspace
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	If you open MS Projects in another session and want to open a Workspace you saved previously, click on the Open Folder icon and locate your Workspace file.

The Open Folder window will appear giving you the opportunity to find your Workspace you want to open.  

Once found, double click on the Workspace file to open it or just highlight it with your cursor and click the Open button.

Your Workspace will appear showing all the projects that are included in the Workspace.


Creating a New Window

	Creating a New Window
	Another way to view multiple project schedule data is in a Window.  With a Window, you can view all tasks of your projects in one window.
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	Click on Window then select New Window from your menu.

	
	[image: image153.png]|

view: Gt Chart
Cancel






	
	A dialogue box will open showing all the projects WONs that you currently have open.  Here we see we have our two projects we used earlier.  To select the projects you want to view in the Window, press the Ctrl key and at the same time click on the WONs in the list you want to view in a single Window.  Then click OK.
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	Here we see the two WONs we selected in a single Window .


Opening Projects Individually in MS Projects

	Opening Projects Individually
	Another option to view multiple projects in one view is to simply query each project individually in eProjects and click the MS Projects link for each project to load the schedules.  

	Open Multiple Schedules in MS Projects
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	Here we see that we have queried two WONs in eProjects and have opened their schedules in MS Projects.

	
	

	
	


Linking Schedules

	Linking A Task Between Different Schedules
	Now that we have demonstrated how to view multiple project schedules in MS Projects, we can link tasks between different schedules so that their start and finish dates will be contingent upon each other. 

In our example below, we have opened two project schedules in MS Projects.
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	To make for easier viewing, we will show both projects in our Workspace in different tiles.  To do this, click Window then Arrange All.
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	Both projects  are now visible.

To link your projects tasks together, first click on the Successor Task  and right-click your mouse.  The Successor Task is the task that is dependent on another task in a different schedule.  Highlight Task Information.
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	Click on the Predecessors tab.

Type the Workorder Number\Predecessor task number in the ID column of the schedule.  (ie., 505285\25)

Click OK.
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	The Predecessor task is inserted into the other project schedule and is highlighted in gray.  Likewise, we see the Successor task highlighted in gray on our other project.

NOTE:  Whenever you have open the linked schedules separately or in a Workspace, the Successor and Predecessor tasks will be in gray.

Whenever you change the predecessor task dates, our other project schedule will automatically be updated accordingly, regardless if you have both project schedules open.  Since our project schedules are saved into the same MS Projects database, any changes will automatically be reflected in our successor task.

Additionally, if you only have one projects schedule open that has been linked to another project, you can quickly open the other projects schedule by double clicking on the gray predecessor or successor task.


13.  Schedule View Tab

	Schedule View Tab
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	Once we have saved a schedule in MS Projects for our project, we will be able to view the schedule information in the Schedule View Tab.  This Tab is a quick way to view the schedule data without having to open MS Projects but it is also useful for those users who wish to view the schedule but cannot open MS Projects for our project because they do not have the proper security access (they are not Super users or are not team members on the project).

NOTE:  You can also sort each column in ascending or descending order by simply clicking on the column title.

NOTE:  The only tasks that will appear in the Schedule View Tab are those tasks that have been assigned a Service Type in MS Projects or the Milestone Tab.

NOTE:  The Milestone Tab will no longer be visible after you save  a schedule in MS Projects. 


Financial Information Link

Overview

	Financial Information Link
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	E Projects provides the ability to view FIS financial information related to your project.  In order to successfully link the FIS data to your project, your Program Analyst must first link the User Code and Auth # to your project in eProjects, as shown above.  Once that is done, you will immediately be able to view the financial information by clicking on the “Financial Information” link.


Viewing Expenditure Details

	FIS Financial Report Screen
	[image: image162.png]AUTHORIZED AMOUNT

Workorder 505495

User Code L Auth Number 30231

Client Froject No. Locations Specifics

Praject Scope 0 Praject UOM Ls

EFD Project Value ContingencyRate 5%
Cangressional Authorized Amount$ 32,963,000.00 Award CWE §34,076,958.00
Design Directed Amount 5.00 Award FIR $35,780,805.90
HQ Project Limit $34,959,000.00 CunentFIR §34,356,896.84
Appropriated Amount $32,969,000.00

Appropriation Limit $34,959,000.00

Escalated Appropriated Amount  § 1,387,896 84

‘Assigned Amount; $34,115,000.00

FUNDING/EXPENDITURES

Incluge Study No
Incluge Desion No

CWE coM OBL Acc PAY ||
Construction [ $ 33,976,961.16 |ls 509,595.43]$ 33,511,578.82][¢ 24,925,859.67][$ 24,843,582.05
Desian [ $5,361,170.69 | s.00 |$5361,170.69 | § 5,247,288.05 | § 5,165.450.80 |
Other [ $.00 | so0 | so0 | so0 | so0 |
Study [ $.00 [ so0 | so0o | so0 | soo |






	
	Another screen will be launched entitled “FIS Financial Report” which will display a variety of financial data from FIS depending on the type of project.  For example, if your project is a MCON project, you will see data for the Appropriated Amount, Appropriation Limit, etc. while other client funded projects may have this data blank.

All data on the FIS Financial Report screen is read only.  If any changes need to be made, you must go into FIS, find the corresponding User Code and Auth Number and make any modifications.  The updated financial information will automatically be interfaced to eProjects.  Note that the time from making changes in FIS to when they appear in eProjects is not instantaneous.  
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	The FIS Financial Report screen breaks out financial transactions by 5 transaction statuses:  

· CWE (Current Working Estimate)

· COM (Commitments)

· OBL (Obligations)

· ACC (Accruals)

· PAY (Payments)

Furthermore, the FIS Financial Report screen will break out the transactions by the following Work Item Types:

· Construction

· Design

· Other 

· Study



	FIS Financial Report Detail
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	eProjects also will provide more detailed transactional information about what has been charged to your project by clicking on the Construction, Design, Other or Study Work Item Type links as shown above.

	FIS Work Item Detail
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	For example, if we click on the Construction link, eProjects will display detailed transactional expenditures for all construction costs.  The screen above shows the detail.  Each expenditure is broken out by Procurement document number.  The screen also display the corresponding CWE, COM, OBL, ACC and Payment amounts by each Procurement document as well as the Fund Usage Description.

If you need  further breakdown of expenditures, click the “Cost Report” link at the lower left of the screen as shown above.  The Construction Cost Summary screen will be displayed.



	Construction Cost Summary
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	The Cost Summary screens provide the lowest level of expenditure detail in eProjects.  In the above example, since we clicked on the Construction Work Item Type earlier, the Construction Cost Summary screen is displayed.  This screen provides summary information which includes:

· Fund Number

· Fund Document Number

· Line of Accounting

Additional transactional information includes:

· Work Package Number

· Work Item

· Work Item Type

· Fund Usage ACRN

· Procurement Document Number

· Fund Usage Description

All transactions are summed by CWE, COM, OBL and Accruals.

Again, all this information is being interfaced from FIS.  Therefore, if any modifications need be made to the financial information, the projects Program Analyst must make the modifications in FIS.  
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	To return back to the FIS Financial Report screen, simply click on the “Back” link as shown above.
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	Click the “Back” link again.  Once you are taken back to the FIS Financial Report screen you can simply close the window to return to your project.


14. Reimbursable Funds Link

Overview

	Overview
	eProject provides another link to FIS for information concerning funding for a project.  Questions such as “How much money was received?”, “Who provided the funds?”, or “What is the available balance of the funds?” can be answered by viewing the data in the Reimbursable Funds link.

Just as with the Financial Information Link, the Reimbursable Funds Link is a view only link to funding data being interfaced from FIS.  Thus, no modifications to the data can be made in eProjects.  If any of the funding data needs to be modified, your Program Analyst must made such changes directly in FIS.  The changes will be interfaced to eProjects shortly afterwards.

	Reimbursable Funds Link
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	First you must query the project in you want to view funding information for.  Then click on the “Reimbursable Funds” link as shown above.


Viewing Fund Information

	Funding View
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	After you click on the Reimbursable Funds link from your project screen, a sub-screen will open showing high level information regarding funding data.  The data fields are:

· Fund Alt Document Number

A project may have one or more Fund Document Numbers linked to it.  

· Total Received

Total Amount of funding received

· Balance

Total Received Less Obligations and Obligated SIOH

· User Code + Auth Num

To view the individual funds linked to the Fund Document Number as well as other more detailed information regarding funding, click on the Fund Document Number as shown above.

	Funding Detail
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	At the top of the Fund Detail screen you will see a listing of all the Fund Numbers linked to the Fund Document Number from the previous screen.  Each Fund Number is then listed below providing more detailed information about each fund.  The data fields per fund are as follows:

· Fund Doc- This is the Fund Document Number from the previous screen

· Expires- Expiration date of the fund

· Basic Amount

· Amendments- All amendments made to the fund

· Total Received-Total amount received for the individual fund

· Charge- What has been charged against the reimbursable fund in total

· Balance- Total Received less Charges

· Title- Title of the fund

· Fund Number

	
	As we scroll further down the Funding Detail screen, we see the remaining Funds detail that was listed at the top of the screen.  eProjects will also display any JON linked to a specific fund in FIS and that were linked to our project in the Project Cost Tab.

	Job Order Detail
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	Here we see that for fund 120375, Job Order 7N72A0, ACRN 02, Fiscal Year 02 was linked to the fund in FIS.  Additionally, this JON was manually linked to our project in eProjects under the Project Cost Tab.  

eProjects also will display the Plan Labor Hour, Plan Labor Cost and Plan Support cost that was entered in the Project Cost Tab for JON 7N72A0.  Also, the actual amounts for Labor Hours, Labor Cost and Support Cost are displayed.

If multiple JONs were linked to the Fund in FIS, they would be displayed here.  However, remember that in order to view the JON information in the Reimbursable Funds Link, your Program Analyst must manually link the JON to the project in the Project Cost Tab.  

Once you are completed  viewing the funding detail, click the “Back” link at the lower left of the Funding Detail screen.  Then, simply close the window to return to your project.


15. CWE Calculator

Overview

	Overview
	The project Current Working Estimate (CWE) calculator is a tool for Project Managers to use to perform on the fly CWE calculations for their project whenever needed.  The CWE calculator also will calculate Funding Requirement, Savings, FR/FA % ratio and compare the CWE amount in FIS.

At time of award of the “main” construction contract, Project Managers can calculate their Award CWE and Award FR amounts in eProjects a s well.  



Using the CWE Calculator
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	In order to use the CWE Calculator, query your project and click on the “CWE Calculator” link in the project header.

	CWE Calculator
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	CWE Data Fields
	The CWE Calculator screen will open.  If this is the first time you opened the CWE Calculator or have never saved any of your CWE calculations before for the project, the screen will not contain any values except for those data fields that are pulling financial information from FIS (to be discussed below).  If you did save your work in a prior session, eProjects will display what you saved here. 

There are a variety of data fields in the CWE Calculator.  Some are manual entry fields, other calculations, and others interfaced values from FIS.  Each is explained below:

Data Field Name

Data Field Type

Calculation

Congressional Authorized Amount

View Only-Interfaced from FIS

Appropriated Amount

View Only-Interfaced from FIS

Design Directed Amount

View Only-Interfaced from FIS

Contract #1

Manual Input

Contract #1 SIOH %

Manual Input

Contract #1 * (SIOH %*100)

Contract #2

Manual Input

Contract #2 SIOH %

Manual Input

Contract #2 * (SIOH %*100)

Communications

Manual Input

Communications SIOH %

Manual Input

Communications* (SIOH %*100)

Other Gov’t Services

Manual Input

Gov’t Services SIOH %

Manual Input

Other Gov’t Services * (SIOH % * 100)

Design IH

Manual Input

PCAS IH

Manual Input

PCAS AE

Manual Input

OMSI IH

Manual Input

CQM/QAP

Manual Input

Other

Manual Input

Total CWE Construction

Calculation 

Sum of:

· Contract #1

· Conract #1 SIOH %

· Contract #2

· Contract #2 SIOH %

· Communications

· Communications SIOH %

· Other Gov’t Services

· Gov’t Services SIOH %

· Design IH

· PCAS IH

· PCAS AE

· OMSI IH

· CQM/QAP

· Other

Contingency % 

Manual Input/Calculation

Total CWE Construction * (Contingency %*100)

Award Funding Requirement

Calculation

Total CWE Construction + Contingency Amount

Savings

Calculation

Appropriated Amount – Award Funding Requirement

Savings %

Calculation

(Savings/Appropriated Amount) * 100

FR/FA %

Calculation

Award Funding Requirement/Appropriated Amount

FIS CWE

View Only-FIS Interface



	
	

	CWE Options
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	Once you have entered in all the manual fields you need to have eProject perform the calculations, click the “Calculate” button.  

If you want to save your work, click the “Save” button.  Your calculations and manual entries will be saved for the next time you query the project.

If you wish, you can print your work by clicking the “Print” button.

The “Make ACWE Memo” button is not currently functioning in eProjects. This is where you will be able to lock in your calculations at time of the largest construction contract award.

Click the “Close” button to close the CWE Calculator and return to your project.
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