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1 Introduction

1.1 pmPoint Introduced

BrightWork pmPoint is a SharePoint add-on for managing work and projects. The real value of pmPoint is that the
product helps manage projects of different sizes (from small projects to large projects) and projects of different types
(business, finance, IT, product development, etc.). It assumes a mixed project management complexity environment.
BrightWork understands very well that a one-size-fits-all does not work when it comes to project management. pmPoint
has a set of pre-built project management templates, web parts, dashboards, tools and lists that mimic the reality of the
varying degrees of project management found in most organizations today. pmPoint can be used with or without

Microsoft Project as the needs of the project dictate

1.2 About pmPointTrialZoneSandbox

An out-of-the-box pmPoint Site Collection typically consists of 4 top-level areas (Requests, Projects, Portfolios and
Templates); however, we have removed access to the Requests and Template Areas from TrialZone Sandbox to allow

you to focus on how pmPoint can help you create a project office.

1.3 About this Guide

This guide is intended as a very high-level introduction to the basics of how pmPoint can assist your organization to
manage projects on SharePoint. There is also a follow-on to this guide that introduces the basics of customizing your

project office to suit your specific needs and requirements.

TrialZone Sandbox is a modified BrightWork pmPoint Site collection that we have built for evaluation and training

purposes. The idea is that you create your own mini-project office and explore how it works at your leisure.

1.4 TrialZone Sandbox Site Maintenance Policy

In order to ensure the best experience for all users, we will periodically remove project offices (and their associated
subsites) that were created more than four weeks ago. If needs be, these removed sites can be restored by contacting

info@brightwork.com.

1.5 About pmPoint TrialZone Sample

We also have a full version of pmPoint at http://www.brightworkdemo.com/sites/pmpoint/default.aspx - you can also

access this site from the TrialZone top link bar. This site mimics a mature project management environment. Feel free to

make as many changes as you like in this site as it is refreshed every two days.
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TrialZone "Sandbo’

ﬂ’LR)]nt Projects Area
pmPoint Help  pmPaint TrlaIZDnerE_?mpIe |

Wieww Al Site Conkent TrialZone Sandbnx = Projects Ar

sites pmPoint TrialZone "Sandhbosx
8 Project CiFfire Samnle
1.6 Getting In

BrightWork pmPoint uses standard SharePoint security. To get login details for TrialZone register at

http://www.brightwork.com/pmpoint/evaluate.asp.

Note: We strongly recommend that you use the latest version of Internet Explorer when using SharePoint and pmPoint.

For more information on SharePoint and browser support, please see http://technet.microsoft.com/en-

ie/library/cc288142(en-us).aspx.

For the best SharePoint experience, we also recommend that you have Microsoft Office 2007 SP2 installed.

To access TrialZone Sandbox, use the details below.

1 URL http://www.brightworkdemo.com/sites/trialzone/Projects

1 User Namebw\wallace
9 Passwordthe password you received on registration at http://www.brightwork.com/pmpoint/evaluate.asp

- o

Connect to www.brightworkdemo.com

I

Connecting to www.brightworkdemao, com.

User name: € bwinwalace v | o)

Password: I

Remember my password

L pgc [ conce
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2 Build Out aProject Office

Objectivesof this exerciseYou will create a Project Office and two projects. You will also make a few updates on the

project sites, so you can see how these changes affect the project sites and how they also report up to the project office.

2.1 Createa Project Office

To create the project office:

1. Go tothe TrialZone Sandbox Projects Area at http://www.brightworkdemo.com/sites/trialzone/Projects.

2. Click Site Actions | Creat Project

Welcome Anne Wallace = | My Site | MyLinks ~ |

This Site: Prajects Area | (2]

site Achic

Create

]jjfl Add a new library, list, or web page to
[ S

% Site Settings

= Manage site settings on this site,

| ¥ -] Create Project

Creaﬁ new BrightWork Project,

btion, Project Offices and their Project sites are removed from the

3. Give the new project office site an appropriate Title and a URL Name

Tip: Use one that you will remember easily as you will need to be able to find it again later.

4. Select the Project Office(PO)template
a. Select Create from templatein the Project Template section.

b. Click Browseto open the picker.

Project Template:
i@ Create from template
| =2

T Copy existing project

r—

| =3

c. Click Returnto display all the available sites.

d. Select the Project Office(PO)template.
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e. Click OK

£ | Select Site Url -- Webpage Dialog e

3 } Search for the url of sites in this site collection.

Find 2l
Site Ur Title =
[sitesftrialzone Templates jom Business Project Manager (WEBS)
[sites/trialzoneTemplates hweom Commitment Manager (CM)
|
[sites/trialzone Templates /po Project Office (PQ)

Found 3 matches.

[ Ok, ] [ Cancel
g

5. Enter Wallace in the Project Manager field and hit Return
6. Click Create

Project Manager:
Anne Wallace| E,/ (et

Creaﬁ | Cancel

7. Bookmark this site.

Tip: It is important that you bookmark this site as there will often be many project offices.
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2.2 Createa ProjectSite

Project Management NotespmPoint has different templates included out of the box that allow you to create a site to

manage a project. In this exercise we will use a customized version of the Commitment Manager template. This

template offers a small amount of project management.

To create the

new project site, based on the Commitment Manager template:

1. Click Site Actions | Create Projeain the Project Office you just created.

2. Give the new project site an appropriate Title and a URL.

3. Select the Commitment Manage (CM) template

a.
b.
c.
d.

e.

Select Create from templaten the Project Template section.
Click Browseto open the picker.

Click Returnto display all the available sites.

Select the Commitment Manage (M) template.

Click OK

4. Enter Wallace in the Project Manageffield and click Return

5. Click

Create

2.2.1 Update the Project Statement

1. Click Project Statemenbn the Quick Launch (of the site you just created) to access the Project Statement.
= Work Project Summary (Gantt)
u Jzsues
= Resourdng Title ol
Manage Hardware Upgrade {CM)

= Project Smtemﬁt

= Project Tasks

= Project Issues

Project Summary
= Project Documents ? O B Title
2] Recycle Bin 13] Hardware Upgrade [CM)

Ton 5 Onen Tasks

2. Click

Edit Itemon the Project Statement toolbar.
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TrialZone 'Sandbox’ = Projects Area = Ameko Project Office = Ameko Commitments = Project Statement = Hardw

Project Statement: Hardware Upgrade (CM)

=i Mew Item _j'Edit tern | P Delete Item 3_=E|Pv1anage Permissions | Alert Me

Project ID Hardware Upgrade (CM)

3. Update some items on the form, for example:
a. Set Project ID to something that makes sense to you (for this exercise we suggest the name you gave the
project).
b. Set % Complete to 50
c. Select a Planned Start Date and an Actual Start Date
d. Select a Planned Finish Date
e. Setthe Current Finish Date (same date as the Planned Finish Date)
4. Click OK

5. Click on the project’s breadcrumbs link to return to the project home page.

t Ameko Commitments This Site: Ameko Commitments

lios Area  pmPointHelp  pmPoint TrialZone Sample
TrialZone 'Sandbox' = Projects Area > Ameko Project Office = Ameko Commitments = Project Statement = AMK (
Project Statement: AMK Commitments i%

Close

=i New Item | G Edit Item | 3 Delete Item nﬂ_ﬁManage Permissions | Alert Me

Note: See how the changes you just made to the Project Statement are displayed on the project dashboard.
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2.2.2 Create a Work Item

1. Click Project Task®n the Quick Launch.

2. Click Newon the list tool bar.

TrialZone 'Sandbox’ = Projects

Project Tasks

IJze the Project Tasks lisk to specif

= | Actions * Settingg

™wvee @ U O ROT4

3. Fill out the form with some relevant task/action information:
a. Give the item a title.
b. Make Anne Wallace the Owner.

c. Assign the item to Christine Chang.

d. Select a Planned Start Date, Planned Finish Date and Date Due.
4. Click OK

2.3 Createanother Project Site

To create the second project site (this time using the Business Project Manager template):

1. Navigate to the Project Office you created earlier.

Tip: Click the link to your Project Office on the breadcrumbs trail.

TrialZone "Sandbox’

pﬂ’LR:)int Ameko Commitments

Projects Area  Portfolios Area  pmPointHelp  pmPoint TrialZone Sample

{ TrialZone 'Sandbox' = Projects Area > Ameko Project pffice > Ameko Commitments > Project Tasks
Project Tasks Y

2. Click Site Actions | Create Project
3. Give the project site an appropriate Title and a URL Name.
4. Select the Business Project Manager (WB@jnplate
a. Select Create from templatein the Project Template section.
b. Click Browseto open the picker.
c. Click Returnto display all the available sites.
d. Select the Business Project Manager (WB@jnplate.
e. Click OK

5. Enter Wallace in the Project Manager field and click Return
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6. Click Create

Note: You have created a second Project site under the Project Office site created above.

2.3.1 Reschedule the Project

Project Management NotesThe project you just created used a template that had a default set of dependent tasks,
sub-tasks and durations, all with start dates and end dates based on a set date. You can easily reset the start date of the
project and all the other dates in the project will then be correctly set. In this exercise you will reschedule the entire
project from the start; however, you can actually reschedule the project from any of the work items, for example, you

might need to do this if a project was temporarily suspended or delayed half way through.

1. Click ProjectWBSon the Quick Launch.

T FTOECT G0dls PI"I}jE'Et Summary
Control ? O F":I Title

= Project W% A R Office Move ()
= Project Dotoinents
Top 5 Open Issues

Y O R Tite

=l List Name : Project Issy

= Project Issues

Collaborate

i il ™ e e sl

2. Click Project Schedule | Reschedule Project

IIse the Project WES list to plan and track the project's main tasks in a work breakdo

Mew = | Actions = Project Schedule - Settings -

. | Recalculate Project Schedule
_ Recalculate project schedule summary

Title — start

Reschedule Project

_ ' Recalculate the planned start and
Checkout the op| 40 planned finish dates mect

Create Short List - changes to the projec edule,

= " s " = Tommel undoct oo lagle

= Decide on new ol

3. Select or enter tomorrow’s date (or the next working day) in the New Planned Start Date field and click OK.

New Start Date New Planned Start Date:
Spedfy the new planned start date for this task. 2/4/2010 :ﬁ

Clear Current Values

Select this option if you want to dear the values, from certain columns, in items that are affected
by the reschedule. The following are the fields that will be affected: Actual Start, Actual Finish,
Actual Duration, % Complete, Actual Work, % Work Complete, Actual Cost, Status, Status
Indicator,

[El clear current values

I:OK Cancel
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2.3.2 Assign Work Items

1. Click 3. Enter New Task Details (Datasheet)the Project Schedule View menu.

Yigw | All Items {Gantt) -

Al Tkems
lary 1, Enter Work Breakdown Structure (Datashest)
617|148 2, Enker Start Date (Dakasheet)

3. Enter Mew Task Details (Dnfasheet)

4, Update My Open Task Deﬁ (Datashest)
5, Update Tasks {Datasheet)

Active Ikems

oy Al Tkems (Gantt)

The datasheet is a spreadsheet like interface that allows you to add and/or update multiple items

simultaneously.

2. Select Christine Chandrom the Assigned To menu on the top list item.

TrialZone 'Sandbox’ = Projects Area = Ameko Project Office > Move Office = Project WEBS

Project WBS

IUse the Project WES list to plan and track the project's main tasks in @ work breakdown structure-type list.

Mew =  Actions - Project Schedule - Settings ~

[f:, Crder | - | Title | A8 % Aszszigned To « [tern Parent | - |
T 20 Checkout the options available Christine Chang |: Decide an new office

30 Create Shart List &drniniztrator 3 |Chg
. ) ) Arnne wall 1

40 Price cost of staying and of moving Anne e |—|3 Cre
PRrOYErs

60 Send unuzed items b the recycle bing Chriztineg Chang k. Pricy

Claire K.eane

70 Sources bokes and storage . Sen
Contributor

A0 | Decide on which movers to uze Contributors Soy

110 Setup up furniture Designers S Deg

3. Select the Christine Changell and drag it down (just like in a spreadsheet) so as to assign a large number of

items to Christine.

Note: Occasionally, due to Internet Explorer or Microsoft Office setup, the datasheet-drag feature may not be available
or you may see an error message similar to "The Text entered for Item Parent isn't an item from the list. Select an
item from the list, or enter text that matches one of the listed items."

If the drag feature is not available, try to update each item one by one. If the error message is displayed, see

http://www.brightworksupport.com/forum/default.aspx?g=posts&t=33 for more information.
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4. Enter 2in the Planned Duration field of the top work item assigned to Christine and drag it down so that all work
items assigned to Christine have a Planned Duration value of 2 days.

5. Click ProjectWBSon the Quick Launch and Yesto confirm the changes.

2.3.3 Recalculate the Project

ExerciseNotes: Previously, you created a project from a template with a default work breakdown structure. You then
reset the start date and it re-calculated the dates for all of the project tasks (with task dependencies set). You have now
just assigned Christine Chang a bunch of tasks and set the durations to 2 days. This will modify when tasks should start
and finish. In this Exercise, you will recalculate the project schedule, so that the changes you made are reflected in the
dependent items (i.e. the item itself, parent items and successors). The recalculate can be done manually at any time

and can also be set to run automatically on a timer job.

1. Click Project Schedule RecalculateProjectSchedule

TrialZone 'Sandbox' = Projects Area > Ameko Project Office = Move Office > Project WBS
Project WBS
Use the Project WES list to plan and track the project's main tasks in a work breakdown structure-type list.

Mew = | Actions « Project Schedule ~ Settings ~

= Recalculate Project Schedule <
¢ Recalculate project schedule s%mary = ]
Title o Tems. start  Scheduled Finish [F{i[7]
= Decide on new oi - REE’?I“?"“I‘? Project . 2/12/2010
2. Click OK

pmPoint Overview Guide 1: Create a Project Office Page 120f 17



2.3.4 Mark an Item as an Issue

Project ManagemeniNotes: pmPoint like most project management solutions has an Issue log, which can easily be
used by project team members to log and manage issues. However we have found that team members are not always
inclined to open the Issue list and log a new issue. To make it easier for all project stakeholders to “log” an issue we
added ‘Issue Indicator’ and ‘Issue Description’ fields to the other lists. So for example if a team member was working on

a task, all they have to do is click the check-box to flag something as an issue, to make it appear in the Issue reports.

1. Openallistitem in the Project WBS.

Project WBS

IIse the Project WES list to plan and track the project's main tasks in a work breakdown structure-type list.

Mew =  Actions = Project Schedule - Settings -

s
Title Scheduled Start Scheduled Finish [31]1
= Decide on new office 2/4/2010 2/11/2010
Checkout the options available 2/4/2010 2/5/2010
Create Short Ligt 2/8/2010 2/9/2010
Price cost of sifjing and of moving 2/10/2010 2f11/2010
= Pack up office 2/12/2010 2/17/2010

2. Click Edit Itemon its toolbar.

Project WBS: Create Short List

_jEu:I'E Item | P Delete Item | Reschedule From 3_'3

Title Create Short List

3. Scroll down and select the Issue Indicator checkbox and enter an Issue Description.

Is Milestone
Issue Indicator 7

Issue Description Mot clear what process to pick

Position in Task Hierarchw

4. Click OK

pmPoint Overview Guide 1: Create a Project Office Page 130f 17



2.4 View Project Office Reports

One of pmPoint’s most important features is how pmPoint enables you to report across lists and projects. This enables

you to get the bird’s eye view that you need for successful project management.

1. Click the link to your project office on the Breadcrumbs trail.

Note: Notice how the two projects you created are now on the Project Summaries (Gantt) and the other Project

Summaries web part.

2. Click Issueson the Quick Launch.
Note how the task you marked as an issue is rolling up to this report. These reports show all items created with
the Issue list and all other items that have been marked as an Issue.

3. Click My Work on the Quick Launch.
Note how the report returns the item you made yourself owner of earlier on (remember, you are logged in as
Anne Wallace).

4. Select Christine Chandrom the User menu and click Apply Filter.

Note how all the work items assigned Christine Chang (in different project sites and list types) are displayed.

TrialZone 'Sandbox’ = Projects Area = Ameko Project Office = BrightWork Pages = My Work
ﬁ My Gantt = My Work Due Soon My Owverdue Work My Activity Log

My Open Work

User: Christine Chang -
Apply Filter
9 0O B Titde Owner Assigned To Start Date Finish Date

= Project : Ameko Commitments (1)
= List Mame : Project Tasks (1)

o Create Anne Wallace ®  Christine Chang® [——— 1 2/11/2010 2/18/2010
Spec

= Project : Move Office (8)
= List Mame : Project WBS (8)

L5} Checkout Christine Chang ® [——— 1 2/4/2010  2/5/2010
the options
available

(5] Create Christine Chang® [——— 1 2/8/2010  2/9/2010
Short List
Price cost Christine Chang® [——— 1 2/10/2010 2/11/2010
o ok oyt

5. Click Projectson the Quick Launch and explore the project management reports. The Chart reports on this page
are reporting on the projects themselves.
6. Click Resourcingn the Quick Launch. The displayed report shows how the work assigned to Christine pans out

over the next few weeks.
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Resource Report

Resource m Resourcing By Assignee Gantt = Resourcing Export

O Title StartDate Finish Date Planned Work

H Assigned To : (not assigned) (18)
= Assigned To : Christine Chang '# (3]
= Project : Ameko Commitments (1)
@ List Name : Project Tasks (1)
# Project : Mowve Office (8)

Show Description

2/7/2010

32.00

32.00

Feb/2010
2/14/2010

15.00

15.00

2/21/2010  2/2
7.50
40.00

40.00

7.

pmPoint Overview Guide 1: Create a Project Office
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2.5 Customizea Report

This section will give you one very brief example of pmPoint Customization.
To update a report:

1. Navigate to your project office home page.
2. Click Work on the Quick Launch.
Note the layout of the Open Work report — you will be changing it.

3. Click Customize ReporteBettingson the Reporter web part menu.

Minimize
Close

@' Modify Shared Web Part
Export...

(gl | Help
Customize Reporter Settings
Print If'{t'}iew
Print Data
E-Mail Data
Export Data to Excel
Export Data to XML
Export Data to Web Query

4. Scroll down to the Column Settings section and select List Name

5. Select 1 from the menu to the right of List Name.

6. Expand Group By and select Nonefrom ‘then group by the column’ menu (i.e. remove List Name as a grouping
option).

7. Click OK
You should notice that the layout of the report has changed. You can open the Reporter Settings page again and

play with the various settings.

Note: To bring the report back to its default state, select another report from the BrightWork Server Gallery menu on

the Reporter Settings page and then reselect the Template Work¢Open Workreport.

For more examples of how you can customize pmPoint, please see the follow on ‘pmPoint Overview 2 - Customize

a Project Office’.
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3 Summary and Mxt Steps

3.1 Summary

Congratulations on completing the pmPoint Overview Guide 1: Create a Project Office.

You have seen that with pmPoint you can:

1. Manage single projects

2. Manage across many projects

You also have seen that pmPoint can manage projects with different templates and thus with different amounts of
project management. In this guide we used the Project Office, Commitment Manager and the Business Project Manager

templates.

3.2 Next Stepsc¢ Customize Your Project fice.

If you would like a high-level introduction to how you can customize your project office, you should download and

complete the pmPoint Overview Guide 2 - Customize a Project Office from the TrialZone Sandbox home page.

http://www.brightworkdemo.com/sites/trialzone.

3.3 More Information

Please do contact us about further training and support or so we can talk through and perhaps do a personal live demo
showing how pmPoint can meet your specific work and project management needs. Any questions whatsoever can be

addressed to info@brightwork.com.

pmPoint ships with more templates and features and you can find out the latest information and updates about these

templates and features on our website at www.brightwork.com.
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