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Terminology 
 

 Project: collection of tasks to be performed to attain a specific objective 

 WBS: Work Breakdown Structure is a hierarchy of tasks 

 Project Lead: only user with this role can create new Projects LM & CM 

 Project Member or Project User: users able to perform tasks and manage deliverable 

 Role: role is a job function, like Design Engineer or Account Manager 

 Route: a list of tasks defined for a group of people 

 Dashboard: a view to show the status of selected projects 

 Program: collection of projects of a similar nature or that have a common objective 
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PM01 Project Space Management 
  

Purpose Define and manage project template Status Define 

Stakeholders Project Administrator 

Beginning  

Interactions Project Administrator can create and update project template, used to create project with a 
standard structure 

End  

Constraints  

 

 
A project is a collection of tasks to be performed in a specific sequential order. 

A project can be composed of one or more sub projects, with links between tasks in different subprojects. 

 

1.1 Project Lifecycle 
The life cycle of a project has a sequence of states. Each state determines who can interact with the project 
and what access the users have. 

 
Depending on the maturity of the life cycle, different user can do different things on the projects explained in 
the following list: 

• Create: Project Lead can define WBS and assign the tasks to project members 
• Assign: system will notify all members about assigned WBS tasks. Also, all WBS tasks are promoted to 

Assign state 
• Active: project members will perform WBS tasks and submit deliverables 
• Review: all deliverables can be reviewed 
• Complete: state achieved automatically when all WBS are completed and deliverables are approved 
• Archive: project is archived for future reference 

  

Dependencies, 

links to other tasks 
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1.2 Project Creation 
 
Functions available: 

• Create New: create a new project from scratch, without default folders, tasks, phases and gates  
• Copy From: clone an existing project to create a new project 
• Import From: create a new project from file, created using an application like MS Excel or MS Project 
• From Template: create a new project from an existing Project Template in Active state 

 

1.2.1 Create New (creates a new project). 

 
User has to define the Name (Auto Naming feature is available) and the Project Date, used with Schedule From 

to define tasks estimated dates.  
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1.2.2 Copy From (Creates a project cloning an existing project). 

 
The system copies the following structures: 

• WBS tasks and dependencies 
• Folders 
• Documents 
• Members 

 
 

1.2.3 Import from (Create a project importing WBS tasks from file). 

 
This feature allows user to import a project from an existing file generated by an application like MS Excel or 
MS Project. 
The system copies the following structures: 

• WBS tasks and dependencies 
• Members 

The user selects the file in the file system using the browse command, that opens an explorer window. 
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1.2.4 From Template (Create a project from an existing project template). 

 
The system copies the following structures: 

• WBS tasks and dependencies 
• Folders 

The user can select the template searching in the system  
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1.3 Project Details 
 
During project creation, Project Lead has to define project visibility, the available options are 

• Company: default value, all users in your company can view the project by searching for it. 
• Members: only people added as project members can view the project. 

 

 
 
After the project creation, Project Lead can update owner, description, project date and constraint 
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1.4 Project Preferences 
 
Project owner or Project Lead users can define whether task due alerts are sent to task assignees, when they 

are sent, and whether and how often additional reminders are sent. 

There is an option that allows user to schedule the project on estimated or actual dates 
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1.5 Work Breakdown Structure 
 
If the project is created from a template or from another project, its WBS is the copy of original WBS. 

Project Lead can define or update WBS tasks using massive import functions: 

• Import entire or partial WBS tasks from another project 
• Import WBS tasks from a file (created from MS Excel or MS Project) 
• Import WBS tasks from a template 

   
 
The Project Lead can also update WBS tasks using functions in menu Actions: 

• Add tasks 
• Add projects 
• Remove projects or tasks (mark as deleted could be resumed) 

 

 
Project Lead can update WBS tasks also using icons contained in toolbar or editing information from the table: 

• Add tasks or other types 
• Remove projects or tasks 
• Modify estimated duration, dates and dependencies 
• Define or update project role in tasks definition 
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The following characters are not allowed in task name:  
" # $ @ % * , ? < > [ ] | : \ 
 
 

 
 
Tasks (or gates, milestones, ...) can be «moved» inside the WBS structure, using the commands under the Edit 

menu 
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1.6 Task Dependencies 
 
Project Lead can define dependencies between tasks 

Dependency Type 

• FS (Finish-to-start) 
• SF (Start-to-finish) 
• FF (Finish-to-finish) 
• SS (Start-to-start) 

User can add dependencies for a task in the Create or Assign state. The Project Lead can use the “Edit” 

command and modify the string of the dependency by and. In this case the user must use the correct syntax 

(see Dependency Syntax below). 

 

Alternatively the Project Lead can use the command under the Actions menu to add/remove dependencies 

 

Definition: Slack Time 

The number of days or hours before or after the date determined by the dependency type. 

Dependency Syntax 

Task ID: [Dependency Type] [Number of Slack Days or Hours, if any] 
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Multiple dependencies 

Displayed with a comma separator. For example “4:FS+2.0 d, 5:FS+12.0 d” 

 
 
External cross project dependency 

WBS Tasks can be dependent on other WBS Tasks that belong to projects external to the Master Project. 

Only Project Lead can perform external task dependencies between projects 
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1.7 Task Calendar 
 
When the project is created and the tasks are defined, the estimated start and finish dates are retrieved by the 

system using the calendar related to location of project owner. 

The user definition contains the user location 

 

 
Organization Manager can define a calendar 
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A calendar can be linked to one or more locations

 
 
The project scheduling is implemented using the project owner calendar. 
 
The project owner, project lead and the task assignees are able to define a specific calendar for a task. 
 
Step 1 Select the task 
 
Project owner and project lead can select the task from schedule view 
 

 
 
Task assignees can select the task from Tasks table 
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Step 2 Select Property command and select Edit command

 
 
Step 3 Select icon “…” related to field Calendar 
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Step 4 The system opens a window with all calendar defined; the user has to select the calendar to be assigned 
to task and select Submit

 
 
Step 5 Save the changes 

 
 
The system alerts that task calendar is different from project owner calendar 
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The system updates the task estimated finish date and calendar fields 
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1.8 Project members definition 
 

1.8.1 Member definition 

 
Project Lead adds members to the project using the command “Add Member”, under the Actions menu. 

 
 
The Project Lead has to select the people from the query table results and select command Submit; the user 
can refine the search using the attributes. 
The table shows the first list of people: Project Lead can use the pagination feature in order to change the page 
size or view the following pages. 
If user changes the page, the previous selection is removed; the user has to select the user and select Submit 
for each page. 
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1.8.2 Project member access level 

 
The Project Lead set up the project members access level: 

 Project Member: can view project information but can’t modify it. A Project member can manage its 
tasks and deliverables 

 Project Lead: can view and edit project information; it’s like the project owner but he can’t delete the 
project or transfer the ownership 
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1.8.3 Project roles 

 
The Project Lead set up the project members role; a project role doesn’t affect the project access but is used to 

define task assignees. User has to select Edit icon and assign a project role for project members 

 
 
Project Role drop down list: 
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1.8.4 Document Approver Roles 

 
Project Lead has to define project members selecting all people involved in project execution; since the tasks 
and documents contained in tasks can be approved (see chapter “Tasks Approval” and chapter “Working with 
Deliverables”), Project Lead has to add also users responsible to approve them. 
 
Similar to previous case, user has to select Edit icon and assign a Document Approver Role for project members 
involved in document approval. 
 

 
 
 

1.8.5 Core Team member 

 
Project can govern the product and the variants that belong to product (see chapter “Product Definition”). 
Core Team members are the people notified when a part or a drawing, contained in the product variants, are 
released. 
 
User has to select Edit icon and select the users defined as Core Team Member. 
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1.8.6 Check project roles and members 

 
Project Lead has to define the tasks assignees; in order to assign the tasks, Project Lead can use the function 
Assign By Role, that use the project role information (project role can be inherited from project template or 
can be entered manually by project lead, see chapter “Project Role Definition” in “Project Template” and 
chapter “Work Breakdown Structure” in “Project Space Management” ). 
 
Project Lead has to define, if necessary, the document approver role for the documents contained in the tasks 
as deliverables; in order to define the document approver, Project Lead can use the function People and define 
the person as approver (see previous chapter). 
 
The function performs two checks: 

- Scans all tasks and retrieves the project role: if defined, there must be at least one user assigned with 
that project role. If a task has a project role and there is no users assigned to it, an error message is 
prompted 

- Scans all tasks, retrieves all documents contained in tasks as deliverables, retrieves the document 
approver role: if defined, there must be at least one user assigned with that document approver role. If 
a document has a document approver role and there is no users assigned to it, an error message is 
prompted 

 
User has to select command “Check project roles and members” in Action menu in command People 
 

 
 
The system opens a window with all tasks with a project role not assigned and all documents with a Document 
Approver role not assigned to a user. 
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To understand the checks performed, follows this example 
 
A project has tasks with project role defined 

 
The tasks can have documents created by project lead or retrieved from template 

 
The documents can have a Document Approver Role defined 

 
 
The Project Lead has to define project members and define project role and document approver role 

 
The system scans all tasks and retrieves the project role; after checks if there is at least one user with the 
project role.  
In the example, the tasks are defined to be assigned to role “TE Tooling Engineer” but there are no users with 
the project role. 
 
The system scans all documents contained in tasks as deliverables and retrieves the document approver role; 
after checks if there is at least one user with the document approver role. 
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In the example, the documents are defined to be approved by roles “TE Senior Tooling Engineer” and “DE 
Senior Design Engineer” but there are no users with the document approver role. 
 
The system opens a window with the following errors: 
 

 
 
The first two rows are related to tasks: the format is  
“Project role ‘<Role Name>’ not assigned (task ‘<Task Name>’)” 
 
Project role 'TE Tooling Engineer' not assigned (task 'Tool design design reviews and approval from Customer') 
Project role 'TE Tooling Engineer' not assigned (task 'Tool manufacturer kick-off') 
 
The last three rows are related to documents: the format is 
“Document Approver role '<Document Approver Role Name>' not assigned (task '<Task Name>') 
 
Document Approver role 'TE Senior Tooling Engineer' not assigned (task 'Tool manufacturer kick-off' doc 'Tool 
spec-159866562277') 
Document Approver role 'DE Senior Design Engineer' not assigned (task 'Tool manufacturer kick-off' doc 'Tool 
new doc-179866563089') 
Document Approver role 'TE Senior Tooling Engineer' not assigned (task 'Tool manufacturer kick-off' doc 'Tool 
spec-199866563448') 
 

1.8.7 Define default members from template 

 
Project can be created from a template; Project Administrator can define the tasks assignees at template level 
(see chapter “Task assignees definition”). If the template used to create the Project has tasks assignees 
defined, Project Lead can use the function Define default members from template to define the project 
members. 
 
The function, other than define the project members, defines also the project role for each users, using the 
definition contained in the template. 
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User has to select command “Define default members from Template” in Action menu in command People 
 

 
 
 
If the project is not created from a template, an error message is prompted 

 
 
If the project is created from a template, the members are defined 
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1.9 Members and Roles 
 
Project Lead can assign project role to members using the function Member and Roles 

 
 
The function allows Project Lead to add and remove people as project members, assign a project role to users, 
check which are project roles not yet assigned 
 
The page is composed by three portions: 
 

- The header contains the functions to manage users and project roles 
 

 
 

- The left side shows the project roles defined in project tasks (retrieved from project template used to 
create the project) 

 

 
 
 

- The right side shows the current project members 
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The functions available in the toolbar are: 

- : allows to add other people as project member. 

- : allows to remove people from project members list 

- : remove all project roles assignment 

- : assign the users to the given roles automatically, based on previous project role assignment.  

- : similar to previous; the difference between All and One is that “One” will continue with the 
next role once one user has been located with the required experience, whereas All will put all users 
with the given experience to the matching role 

- : discard all changes not saved (icon is highlighted only when there is a change) 

- : save all changes (icon is highlighted only when there is a change) 

- : in project roles side, hide all project roles that has at least one user assigned 

- : in the project roles side, highlight all changes not yet saved 

- : in the project members side, show the project roles assigned using command 
Member 
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Assign a project role to a user 
 
In order to assign a user to a project role, the Project Lead can drag the users from project members side to 
project role side 
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Assign all project roles using users Experience 
 

The function  assigns the users to project roles using project roles assigned in command Members; 

select command  in order to shows current assignment 
 

 
 

After selecting the command , all users with a project role contained in project definition are assigned 
to project role. 
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Remove project roles assignment 
 

The function  removes all project roles assignment 
 
Each project role cell has an icon to remove users assignment

 
 
The Project Lead can drag the users from project role side to project member side 
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Save project roles assignment 

The function  highlights all changes not yet saved 

 

The function  saves all changes (page Members is updated) 
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1.10 Assigning Tasks 
 
The Project Lead assigns WBS tasks to the project members. 

Task assignees can: 

• view their task and its subtasks 
• add subtasks for the task 
• edit the task and any of its subtasks they are assigned to, including the % complete and actual finish 

date 
• route the task for approval process 
• add and remove assignees, including removing themselves, which in effect delegates the task 
• manage dependencies, deliverables, and risks for the task 

 

 
The Project Lead assigns the tasks activating the Assignment View from Schedule toolbar 
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Select the cell under the column that corresponds to the user you want to assign the task, the system shows 

the icon Assigned, in the same way you can unselect the cell to remove the assignment. Note that this function 

sets the allocation to 100%. 
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1.10.1 Assigning Tasks By User 

 
Select the tasks to be assigned; select Assign By User from Actions menu 

 
 
Select the user/s defined as project member or Organization member (see Project Visibility). This function sets 
the allocation to 100%. If the field Project Space is not empty, the result of the search is limited to the 
members of the selected project space, otherwise the result list all the users in the system. 
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1.10.2 Assigning Tasks By Role 

 
Select the tasks to be assigned; select Assign By Role from the Actions menu 

 
The Project Lead selects the assignees from project members and define allocation for each assignee. If the 

task is associated to a specific Project Role (from template definition), the system lists only the project 

members with that specific role, otherwise all the members of the project are listed and can be assigned the 

task. 

 
The Project Lead can change the Allocation of the tasks, see chapter “Resource loading Report” 
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1.10.3 Assigning Tasks with allocation 

 
The Project Lead can define the percentage of the allocation of the tasks pressing the View command on the 

toolbar and selecting the Allocation View from the list 

 

 
Using this view the Project Lead define for each task the percentage assigned to each user involved. 

 
The project lead can modify the percentage assigned to the users. 
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1.10.4 Transfer Assignment 

 
Project Lead can transfer the assignments (task, risk and issue assignments) from one person to another, if 

objects are not in completed state 

 
Step 1 the project lead select the person from the Members tab 
Step 2, The project Lead press the Transfer Assignment and define what kind of objects he wants to reassign 

 
The system lists all the objects that match the requirements. 
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1.10.5 Recognize tasks with no assignees 

 
In order to complete project execution, Project Lead has to assign each task to a project member. Projects can 

be composed by several tasks; Project Lead has to scan project schedule in order to check which tasks are not 

yet assigned. 

Project Lead can use the view Assignment in order to define tasks assignees 
 

 
 
The table shows all tasks, all if already completed or assigned 
 

 
 
Project Lead can use the filter Unassigned, in order to find all tasks not yet assigned. 
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The table shows the tasks not yet assigned and the summary tasks that contain at least one task not yet 
assigned (in the example below, the summary task “PLS PHASE 4” is assigned to a user but there are sub-tasks 
not yet assigned) 
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1.11 Define Tasks Approval 
 
The Project Lead can define an optional approval process for tasks: 

Step 1 Select the command Schedule, this will show all the task of the project 

Step 2 Select the task to assign the task approval and press the link to open the task page 

 

Step 3 Select the command Routes & Approvals from the page of the task 
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1.11.1 Simple Route 

Select command Create Simple Route from the Actions menu to create an approval process from scratch. 

 
Define the Instructions, Actions (Approve or Comment), people involved in approval, select Review as State 

Condition 

  
 
An alert shows that Route process will start when task will reach the state Review 
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1.11.2 Create Route Wizard 

Select command Create Route Wizard from the Actions menu to create an approval process from wizard. 

 

Set up all the required information in the form 

              

Add people or members  
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Add the actions, setup the required fields and assign the people. 

 

Press next 
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Complete the process, the new route is created. 

 

From the Actions menu the Project Lead can start the route or modify the parameters of the task 
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1.12 Folders management 
 
A Project Lead can create a folder structure to store project information to improve collaboration and quality. 

Folder structure can be created via project templates or ‘ad-hoc’.  If the Project Lead wants to use a project 

template, it’s necessary to create at least one project template with the desired folder structure, then this 

template can be cloned to create a new project with the same folder structure. 

   
 

1.12.1 Folder creation 

Project owner and Project Lead can create a top level folder. Anyone with Add access on the folder can create 

a sub-folder. A folder can be created by copying an existing folder. All folder content, subfolders, and subfolder 

content are also copied to the new folder 

 
During folder creation, user can define folder access: 

• Yes: for subfolders, the subfolder's access list will inherit the parent folder's access list. Whenever the 
parent's access list is changed, the same change is made to the subfolder's access list. The subfolder 
access list can be changed directly without affecting the parent's list. For top-level folders, all project 
members are added to the folder's access list and are given Read access.  

• No: the folder/subfolder's access list is not inherited from the parent. Changes to the parent or 
subfolder's access list are independent and have no effect on the other folder.  
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1.12.2 Folder access rights 

Folder owner or members with Full access can define access grant to folder 

Folder Access: these accesses are automatically assigned to any sub-folder added to the folder with an access 

type of Inherited: 

 Basic: a person with Basic / Project member access can view folder properties, participate in 
discussions for it, and view accesses for the folder. 

 Read: a person with Read access to a folder can perform the tasks described for Basic access, plus 
checkout documents. 

 Read Write: a person with Read Write access to a folder can perform the tasks described for Read 
access. Additionally, people with Read Write access can edit basic information for the folder. 

 Add: a person with Add access to a folder can perform all Read and Write actions and can also add 
content to the folder and add subfolders. 

 Remove: a person with Remove access to a folder can perform all Read and Write actions and can also 
remove subfolders. 

 Add Remove: a person with Add Remove access to a folder can perform all Add and Remove actions 
and can also add and remove members from the access list and change access levels.  

 Full: members has the owner access 
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1.12.3 Folders accesses definition and update 

If a Project is created from a template, the folder access definition defined for the Template is copied to the 

Project (see chapter “Folders Accesses” in section “Project Template”). If the Project is created from scratch or 

the Template used for creation has no folder access definition, the Project Lead can define the folder access 

definition for a specific Project. 

The approach is to define, for each folder at Project level, the access for each Project Role. Only the Project 

Lead can define the folder access definition. Once the folder accesses are defined, a dedicate function “Update 

Folder Access” can be used to apply the access to project members, using the Project Role information defined 

in the Project. 

Definition 

After selecting the Project, from main menu, select the command Folders; in order to setup the access for all 

folders and sub-folders, select the icon to expand the view 

 

A dedicated table “Role Access View” shows a grid with “Folder Name” and “Project Role”; from the toolbar, 

select the “filter table” icon and select “Role Access View” 
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The grid will show all project roles defined, not only the ones defined at Project Template, because during 

project execution, the Project Lead can add project role not used at project template. 

 

Project Lead has to define, for each folder and for each Project Role, the access type. 

- Select the Edit icon 

 

- Select the Access type for each role 

 

- Select Save when completed; the update can be executed several times 
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Apply the folder accesses to project members 

 
The Project Members can be defined in several steps; the people involved in project execution can also change 

during project lifecycle. In order to update the Project Folder access definition accordingly to Project Members 

definition, a dedicate function “Update Folder Access” will be available in Project Member toolbar. 

 

If a person, which was defined as a Project Member with a specific project Role, is removed from Project Space 

definition, the access permission will be removed only after the execution of function “Update Folder Access”. 

The same behavior if the Project Role of a person is updated: the access permission will be updated only after 
the execution of function “Update Folder Access”. 
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1.13 Deliverables definition in Project Execution by Project Lead 
 
When a Project is created from a template, all deliverables defined in Project Template tasks are copied to the 

related Project tasks. The deliverables are defined at task level. 

Project Template: deliverables definition for task “Tool manufacturer kick-off” 

 

Project: deliverables definition for task “Tool manufacturer kick-off” 

 

The documents are created and the name is retrieved from attribute “Title” defined for documents contained 

in project template deliverables. 

Also the other information, like Document Approver Role and description, are copied; the documents are 

created in state Private and the owner is the Project Lead. 

Project Lead, before activating the project, can add new documents or modify attribute values (for example, in 

order to define a Document Approver role specific for a document and different from template information) 
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Project Lead can create new documents using the commands contained in the Deliverable Action menu 
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1.13.1 Create New Document 

If the Project Lead uses the Create New --> Document command from the Actions menu,  

  

the system opens a new window that allows the selection of the type of the document, the name (auto naming 

is available), the title and other information 

 

The user selects the file to upload from the file system using command Browse 
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The result is a new document, with the selected file uploaded as attachment of the document 

 

1.13.2 Upload files 

If the Project Lead uses the Upload files command from the Actions menu, 

 

The system shows directly the form to select the file to upload, skipping the detail form, and the result is a new 

document generated with the default values for type, name and so on. It’s possible to set up the title and a 

description. 

 

The result is a new document, with the selected file uploaded as attachment of the document 

 

1.13.3 Add Existing 
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Project Lead can also update document information: from Deliverables table, select the link related to the 

document.  

 

A new window opens with the document details. 

1.13.4 Create new Version 

The column Action contains the button (icon) that can be used to create a new version of the attachment. 

A new version is a new attachment that refers to the same main document. 

 

Step 1 select the icon  checkout, save the document in a folder (the window that appears depends on file 

type) 

 

Note that the column Action changes to reflect the new document status the previous icon is substituted by 

the icon  checkin, that means that the document is locked and can be updated 
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Step 2 the user has to update the file, and save it on the file system 

Step 3 the user uploads the new attachment using the icon  , a new window opens that ask the user to 

browse and select the file updated 

  

Step 4 enter a comment and press done. This action creates a new version of the file and the deliverable table 

is updated in order to show the last version 

 

 Before   After  

  

The same functions are available also in Actions menu in the document form details: select link from document 

name opens a window with document details 

1.13.5 Download an attachment 

If the user only wants to download the document without checkin afterwords, he can press the download icon 

. The system asks where to save the file. This file cannot be uploaded again. 
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1.13.6 Subscribe a Document 

If the user needs to be notified if an event happens on a document, he has to subscribe to the document. Only 

some events can be subscribed, because the set of the event that can be checked are fixed by the system. 

 

When the event checked by the user happens on the document, the user receives an e-mail or an iconmail. 

To subscribe a document the user 

Step 1 Select the document 

Step 2 Press the Subscriptions button from the deliverable table 

Step 3 Select the events he need to be subscribe and press done 
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1.13.7 Document - Action menu  

The Action menu of the document contains all the commands that can be used to manage files and 

information. Some of them are the same of the column Action of the deliverable table. 

 

Edit Details 

Allows users to update the information of the document, for example Document Type. 
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Download 

Allows the user to download the attachment of the document 

Checkout 

Allows the user to lock the file for update and download the attachment 

Upload/Checkin 

Allows the user to upload a new version of the attachment in the document. 

Revise 

Allows the user to create a new revision of the document without attachments 

Revise with files 

Allows the user to create a new revision of the document with the attachments of the previous release 

Subscribe 

Allows the user to subscribe the document. 

Delete this version 

Allows the user to delete a particular version of a document 

Push subscribe 

Force the subscription od a document for a user 

Delete all versions 

Purge all the versions of a document 
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1.14 Project Activation 
 
After creation, the project state has to be moved to state Active, in order to start project execution. 

Project Lead, after completed the project definition with folders, tasks and members, has to move the state 

from Create to Assign and from Assign to Active. 

In order to promote a project space, Project Lead can use the following functions: 

- The dedicated portion in project header 
- The icon contained in lifecycle toolbar (Lifecycle is contained in command Details) 
- The command contained in lifecycle menu Action (Lifecycle is contained in command Details) 

 

 
 
 
In order to promote the project to state Assign and to state Active, the system checks if there is a product 

connected as Governed Items; if there is no product connected, the system shows an error message. 

 
 

In order to connect a project to a product, see chapter “Product Definition”. 
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When the project is moved to state Active, also the sub-tasks move to state Assign; the tasks assignees receive 

a notification about task assigned, in order to start execution.

  



Version 7 Date: 28-November-2017 

Status Released  65 

 

1.15 Resource Loading Report 
 
Resource Loading Report shows the Full Time Equivalent (FTE) for selected project members over the time 

period specified. 

The FTE is calculated based on leaf task (task with no subtasks) resource allocation, is not based on the 

summary task resource allocation. 

 
Step 1 Project Lead or project owner selects the People command, that lists all the members, 
Step 2 Select the necessary members 

 
Step 3 from the Actions menu selects the appropriate command,  
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Step 4 defines the period related to the report 

 
 
For each selected member, the report shows the FTE load. 

• Black means that the load is less or equals to 8 hours 
• Yellow means that the load is more than 8 hours but less than 12 hours 
• Red means that the load is more than 12 hours 
• The value “0” means that the task is assigned to the user but the completion date is out of the selected 

period 

 
During the task assignment with the command Assign Task By Role, Project Lead can query the Resource 

Loading Report for a specific user. 

 
 
  



Version 7 Date: 28-November-2017 

Status Released  67 

 

Starting from a Resource Loading Report, Project Lead can evaluate the project breakdown for a person, 

clicking on the person's name. 

Selecting the task, Project Lead can delegate tasks to other users or change the allocation for a user 
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1.16 Deliverables Report 
 
This report shows the deliverable situation for a project and can be generated for all the tasks of the WBS or 

for a selected WBS task. 

 

Step 1 The Project Lead selects the Schedule command and then the selects the tasks he wants to add to the 

report. 

For any task, the report displays some task details, such as the estimated end date and current state. 

Deliverable information for the task includes the deliverable type and any files associated with the deliverable 

 

Project Lead can see all deliverables linked to the tasks using Project Schedule table; the column  shows, 

for each task, the number of deliverables contained and an icon for the first three deliverables. Clicking on the 

number a window opens in popup with all task deliverables; clicking on the icon, the file can be downloaded. 
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1.17 Experiments 
 
This command lists the experiment projects created from a master project. 

It’s used to perform a "what if" analysis on an active project without altering the master project. 

Experiments can be merged back to the master project. 

 
 

1.17.1 Create a new experiment 

The command associated to the  icon, copies the master project into a new experiment. The following 
warning is shown to the user. 
 

 
If the Project Lead continues a new experiment project is generated. 
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1.17.2 View an experiment 

The Project Lead selects the link in the Difference cell that opens the experiment project schedule in the 

bottom part of the window 
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The icon  opens the same task in the master project 
 

 
 
Clicking on a cell in the Dependency column, a new window opens that shows the related task 
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To modify the details of a task, select it then click on the  icon to activate the edit mode. 
 

 
 
The Project Lead can change the Dependency parameters modifying by hand the values using the correct 
syntax. In this case he has to click on the small triangle on the upper left side of the cell. 
 

 
The Project Lead can also use the available commands of the Actions menu. 
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1.17.3 Compare and Sync 

The command  compares the master project with the selected experiment 

 
 
The system shows in a new window the highlighted differences between the projects 
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PM02 Gate Management 
  

Purpose Manage project gates and checklists Status Define 

Stakeholders Project Administrator 

Beginning  

Interactions Project Lead can create and update project gate, defining checklist items. 
Project users can complete checklist items. 

End  

Constraints  

 

2.1 Gate Review 
 
During a gate review, deliverables can be defined and decisions are captured. 

Gate review can be tracked using Meetings and Discussions. 

Based on a gate decision, a project can be approved, canceled, or put on hold 
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2.2 Gate Assignees 
 
Project Lead can define people assigned to the gate. 

They can be project members or from outside the project 

 

 

Gate assignees receive a notification in order to update checklist items. They can see the Gate content, can 

edit the checklist item but are not able to approve the gate  

Using table Tasks, Gate assignees can see all Gates assigned (use filter Assigned Gates). 
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2.3 Gate Deliverables 
 
During a gate review, Gate assignee and Project Lead can upload deliverables; the functions are the same 

described for tasks 
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2.4 Gate Checklist Item 
 
A checklist is a collection of checklist items that are evaluated for making gate decisions. Project Lead and Gate 

assignees are able to enter values for Response and Comments fields.  

 

 

After the Response values are entered and saved, a dedicate column shows the same value with a background 

color related to response value, in order to fast view of gate checklist values 

 

The Project Lead, using the Phase and Gate view, can see the rating for all checklist item values related to the 

Gates.  
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Overall rating cells contain a value retrieved with a formula using checklist item values; if all items are 

evaluated, the cell is also colored.  
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2.5 Gate Approval 
 
Project Lead is responsible to approve, cancel or hold the project. 

In order to define an approval process related to several roles, Project Lead has to create a Route process: 

• Select command «Routes and Approvals» 
• Select Manage Route Approvals to use an approval process template 

 

 

Define a Route between states Create and Review, using a Route Template 

If a second approval is needed, define a route between states Review and Complete 

 

A Route Template is a list of users and/or roles that has to approve the Gate. 

As for task approval, each user involved has to approve or reject the Gate. 
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If the Gate is rejected, the Project Lead can modify the checklist and resume the Route process 

 

If Route process is completed, Project Lead can complete the Gate, approving or cancelling the project. 

 

• Approve: approves the project to continue. Creates a Decision with the name "Approve". All the task 
that the gate depends on must be completed before you can approve the gate. 

• Conditional Approve: approves the project to continue under certain conditions. Creates a Decision 
with the name "Conditional Approve". 

• Hold: puts the project on hold. Creates a Decision with the name "Approve". 
• Cancel: for a project in Active or Hold state, this cancels the project. Creates a Decision with the name 

"Cancel". All tasks that the gate depends on are ignored. 
• Resume: puts the project back to the state from which it was put. Creates a Decision with the name 

"Resume". 
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Decision 
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PM03 Collaboration 
  

Purpose Define and manage project template Status Define 

Stakeholders Project Administrator 

Beginning  

Interactions Project Administrator can create and update project template, used to create project with a 
standard structure 

End  

Constraints  

The Project and any objects contained (phases, gates and tasks) can be involved in meetings and decisions.  
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3.1 Meetings 
 
From the page select the Meetings tab that lists all the meetings related to a project. Meetings can be related 

also to phases, gates and tasks. 

 

 

3.1.1 Creation 

The following are mandatory fields during the creation of a meeting 

• Subject 
• Meeting Date 
• Start time 
• Duration 
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3.1.2 Lifecycle 

The following are the state of the lifecycle of a meeting 

• Create: owner can define item agenda and attendees 
• Scheduled: attendees are notified 
• In Progress: meeting is started 
• Complete 

 

3.1.3 Attendees 

Meeting owner can add also people not related to the project 

 

3.1.4 Attachments 

Meeting owner and attendees can attach new documents or connect existing document 
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3.1.5 Decisions 

The Decisions commands lists the decisions related to the meeting. 
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3.2 Decisions 
 
User can save and track decisions taken during a meeting or decision taken for a project. A decision can be 

related to the project itself or to project meetings. Decision can be related also to phases, gates and tasks 

 

3.2.1 Creation 

The following are mandatory fields during the creation of a decision: 

• Name (an auto naming feature is provided) 
• Title and description are not mandatory 
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3.2.2 Reference Documents 

Lists the documents checked into the decision. User can upload new documents (drag & drop or create 

manually) or add an existing document 
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PM04 Open Issue Deck 
  

Purpose Define and manage project template Status Define 

Stakeholders Project Administrator 

Beginning Creation of an issue 

Interactions Project Lead can create and update project issues 

End Closure of issues 

Constraints  

 

Issues table contains all issues connected to the project and all issues connected to the project tasks. 

 

 

4.1 Issue Lifecycle 
 
The following is the Lifecycle of an issue: 

• Create: a user can create an issue against a Project or a task 
• Assign: Project Lead has to define one or more assignees; users will be notified. Estimated Dates have 

to be entered. 
• Active: assigned user has to work to solve the issue 
• Review: if specified, a user has to approve and close the Issue 
• Closed: Issue is solved and Actual Finish Date is compiled 
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4.2 Issue Creation 
 
Under the Issue tab, in the Actions menu there are all the command to manage the issue. 

 

Creation 

The Create New command allow all the Project members to create a new issue 

The red fields are mandatory Estimated Finish date, description and user Assignee. 
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4.3 Project Lead view 
 
The Issue table contains two columns with edit functionality: the former is to manage all information, like 

Action Taken provided by issue assignees 

 

 

The Second Edit icon is to manage additional issue assignee: the Primary user (defined by the Project Lead) 

can’t be removed 
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4.4 Project User view 
 
Issue table contains a column with edit functionality, other than icon to upload documents or link to issue 

information 

 

The Issue assignee can update field Action Taken and %Complete 

 

An Issue assignee can upload documents to the Issues using Deliverable icons: 

• Click on icon 
• Upload document using drag & drop or commands 
• Table is updated 
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The user can add other assignee to the issue using the plus icon in the Assignee panel 

 

That opens a search window 
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Or using the Edit plus icon in the Assignee panel 
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4.5 Approval process 
 
When an Issue assignee sets %Complete to 100%, if Issue was created with an Approver, the Issue is moved to 

the Review state, otherwise the Issue is closed.  

 

The Approver can close or reject the issue; in case of reject, a comment is mandatory. 

 

 

  



Version 7 Date: 28-November-2017 

Status Released  97 

 

4.6 Issues lists: filters 
 
Issues table shows issues not closed; to see closed issues, select the filter «Closed» 

 

The Project Lead can export the Issue report in an Excel format file using the Export function 

 

A window asks to open or save the file 

 

The file is generated in the Download folder 
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4.7 Other Functionalities 
 
The action menu contains the commands to create a new issue, delete an issue in create state, close issues and 

re-active issues (issues that the assignees promote to state review and after Project Lead decides to send back 

to user), send a reminder to issue assignee, cloning an issue in order to create a new one. 

 

4.7.1 Send Reminder 

The Project Lead can select one or more Issues in order to send a reminder to Issue assignees. 
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4.7.2 Clone Issue 

 The Project Lead can select one or more Issue in order to create new Issues copying information from the 

previous. 

Estimated Finish date, Action Taken, %Complete and users are not copied. 
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4.8 Tasks Issues 
 
Task assignees can create issues related to tasks: 

Using the  icon in the Tasks assigned table 
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Using the same icon in the Project Schedule table  

 

The user can select the link in the cell corresponding to the task he wants to create an issue. A new window is 

opened; from the actions menu the user selects the Create New command 

 

The user sets up the fields and then clicks done 
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4.9 Issue details 
 
Clicking on the issue name from the Issue tab, the detail window opens. 

 

The Issue view aggregates in one page and provides access to related items such as assignees, reference 

documents, reported against items, and resolved by items. 
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4.10 Issues Summary 
 
The Issue Summary shows all the Issues assigned to the users, also closed issues. 

The user can filter issue list by Priority, State and Problem Type (currently not used) 
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PM05 Project Dashboards 
  

Purpose Define and manage project template Status Define 

Stakeholders Project Administrator 

Beginning  

Interactions Project Administrator can create and update project template, used to create project with a 
standard structure 

End  

Constraints  

 

5.1 Projects Summary report 
 
The Projects Summary report shows all the projects owned by the user and all the projects where the user is a 

Project Lead 
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5.2 Project dashboard 
 
This report shows all the information about the selected project  

 

 

5.3 Project and tasks dashboard 
 
The Schedule command shows all the information about the task of the project 
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5.4 Phases and Gates dashboard 
The tab Phase Gate View shows the information about the phases and gates of the project 
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PM06 Calendars and Locations definition 
  

Purpose Define and manage project template Status Define 

Stakeholders Project Administrator 

Beginning  

Interactions Project Administrator can create and update project template, used to create project with a 
standard structure 

End  

Constraints  

 

Calendars define the non-working days for one or more locations within an organization.  

Non-working days are taken into consideration when scheduling projects 

 

 

Only PLM Administrator can define location, user and calendar 

Select command View My Company 
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Select command Location, define location as Manufacturing Site, Headquarters Site, … 

 

 

Select command Calendar, define calendar for sites 

 

Select command People, select a user, define the user location. 
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PM07 Programs definition 
  

Purpose Define and manage project template Status Define 

Stakeholders Project Administrator 

Beginning  

Interactions Project Administrator can create and update project template, used to create project with a 
standard structure 

End  

Constraints  

 

A Program is a collection of projects of a similar nature or that have a common objective 

7.1 Program Creation 
 

From the Home Project Lead select the Programs Tab, that lists all the programs, then select the Add icon  

in the toolbar.  

 

This opens the creation form. Fill the name and description then press done. 

 

7.1.1 Project creation from Program 

A program is a set of projects so it’ possible to add a project directly from a program. From the projects 

command, that lists the projects connected to the program, select that Actions menu and then the Create 

Project. There are several options to create a new project 
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For example the Project Lead can select the option From Template, that opens the creation form, that allows 

the user to choose the template other than some mandatory fields. 

 

After the creation , the Project Lead can define the details of the Program. 
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7.2 Programs Dashboard 
 
The Projects Summary Report shows some charts about project information: 

• Pending Tasks: any tasks not in the complete state 
• Pending Deliverables: deliverables of tasks and phases that are not in the complete state 
• Pending Issues: any issues not in closed state 
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PM08 Product definition 
  

Purpose Define and manage project template Status Define 

Stakeholders Project Administrator 

Beginning  

Interactions Project Administrator can create and update project template, used to create project with a 
standard structure 

End  

Constraints  

 

After RFQ process, when PRF is approved, from the Products tab in the Home Project Lead, the Project Lead 

creates new products or modifies existing products adding new variants. The Project Lead defines the 

governing project and selects the Core Team members.  

8.1 Product creation 
 
The Project Lead selects the command Create from the Actions menu 
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The Project Lead enters the product name (an auto naming function is provided; usually, use the Customer 

Part Number if existing), description and Marketing Text; Marketing Name is populated automatically by 

system using the value of the field Name. 

 

The table shows only the product belonging to the user connected; a filter is available in order to see all the 

products 
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Clicking on the product name, the form with the product details opens. 

 

The toolbar contains some commands to define variants and governing the project (other than the commands 

to upload images, view history, etc.) 
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8.2 Variants 
 
The Command Variants opens the table of the variants of the product, the toolbar contains the command to 

add new variants created during a RFQ process. The Project Lead selects the icon  to search for variants to 

add. 

 

 

After the part selection, the variant table is updated 
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8.3 Projects 
 
The Command Projects opens the table of the projects connected to the product; more than one project can 

be connected to a product but only one can be set as main. 

Project Lead creates a new project for a new product or uses an existing project. The new project has to be 

created previously, using the functions described. The Project Lead selects the Associate Projects, in order to 

search for existing projects. 

 

 

The table shows the projects that belong to the user or where the user is a member. Project Lead can select 

one or more projects and press “Add Project(s)”. 

In order to define the Governing Project (main project), the Project Lead selects the main project and press 

“Make Governing Project”. The icon  identifies the main project. 

 

From project side, command Governing Items (contained in command Objectives) shows the products 

governed by the project. 
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PM09 MS Project Integration 
  

Purpose Define and manage project template Status Define 

Stakeholders Project Administrator 

Beginning  

Interactions Project Administrator can create and update project template, used to create project with a 
standard structure 

End  

Constraints  

 

For the current release of 3DEXPERIENCE the supported versions of Microsoft Project are 2007, 2010, and 

2013. 

Project and Task schedule and resource information can be modified, including:  

• Project/Task Name 
• Start Date/Finish Date/Duration 
• Task as Mandatory/Optional 
• Task owner 
• Task state 
• Task Percentage 
• Predecessors (Task Dependency. For example, 3FS + 3 days) 
• Resources (Task Assignees) and resource assignment 
• Constraint type and dates for a task 
• Project "schedule from" attribute for a project 
• Actual Start date/Actual Finish date 

 

 

Bi-directional Sync allows integration users to: 

• Create a new Project Management project using Microsoft Project. 
• View an existing Project Management project in Microsoft Project. 
• Download an existing Project Management project to Microsoft Project, make changes to project 

content, and then "merge" the changes back into Project Management 
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9.1 Searching for Project 
 
My Projects searches for projects the user can access: 

• If the user is a Project Member the project will open in "View in MS Project" mode. 
• If the user is a Project Lead the project will open in "Edit in MS Project" mode 

 
 

 

Select the project and select command Open to open a project in MS Project 
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Search for Projects searches for projects with search criteria 
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Select the project and select command Open to open a project in MS Project 
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9.2 Copy tasks in MS Project 
 
Tasks copied have to be modified in order to remove property «TaskOID» (PLM unique ID) 

If this property is not removed, MS Project integration manages the tasks copied as «moved». 

  

After complete the copy, user has to empty the property «TaskOID». 

MS Project integration recognizes copied tasks as new tasks 
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9.3 Validate Resource 
 
Check if Resources are recognized in PLM; use the command before merging a project from MS Project to PLM 

to validate the resource names. 

Person names have to be provided as "LastName FirstName"; char “;" is used to separate two resources in 

Microsoft Project. 

Before saving a project, MS Project integration performs a Validate Resource check. 
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9.4 Save and Reload Existing 
 
Command “Save” syncs tasks information from MS Project to PLM 

Command “Reload Existing” syncs tasks information from PLM to MS Project 

Data that is transferred includes task names, task actual start and end dates, task actual duration, WBS ID, 

resource names, dependencies, and project schedule information including the "schedule from" attribute and 

constraints 
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PM10 Project Template Management 
  

Purpose Define and manage project template Status Define 

Stakeholders Project Administrator 

Beginning  

Interactions Project Administrator can create and update project template, used to create project with a 
standard structure 

End  

Constraints  

 

10.1 Project and Gate Templates definition 
 
Project templates table contains components like folders, tasks and gates. 
Project templates are used to standardize project planning processes and best practices. 
 
Project Administrator can create project templates; templates can be updated to ensure that everyone is using 
the latest project implementation methodology. 
 
Project Templates table can be found in Project Lead Home Page, under the project template tab 
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10.2 Project Template creation 
Step 1 From Project Templates table, 

 

Select icon to create a new template  
 
Step 2 Project Administrator has to define name and description 
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10.2.1 Project Template Clone/Copy 

From the project template page, the user can select an existing template as a starting point for the creation of 
a new template. 

 
 

After selecting the template, the system shows a new icon  that allows the user to clone the original 
template. The system fills the field Name and Description using a value derived from the original one. 
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10.2.2 Project Template details 

 
From Project Templates table, clicking on project template name,  

 

Project template information is shown in a new window. 
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Project Administrator can define project schedule templates: 

• Phases, Gates, Milestones and Tasks  

• Task Dependencies with slack time 

• Define mandatory and optional tasks 

• Constraint types and dates  

 

 
 
Functionalities used to manage tasks in project template are described in chapter “Work Breakdown Structure” 

in “Project Lead Management”. 

The following features are included for a project WBS but not for a project template WBS: 

• Baseline 

• Status flags (green, yellow, red) that indicate whether the task or project is on time or late 

• Estimated start and finish dates (a template WBS only has an estimated duration) 

• Actual start and finish dates 

• Percent complete 

• Owner (a task in a template has an owner but is not used during project creation) 

• Assignees 

• Approvals 

• Risks 

• Routes 
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10.3 Folders Template definition 
 
Project Administrator can define project template folders; there is no limit on the number of levels of a folder 

structure 

 
 

10.3.1 Folder creation 

 
From Actions menu, select the command Create. If new folder has to be created as sub-folder, before select 

the checkbox related to parent folder in folders table 

 

 
 
  



Version 7 Date: 28-November-2017 

Status Released  134 

 

Project Administrator has to enter folder name and description. 

During folder creation, the user can define folder access: 

• Yes: for subfolders, the subfolder's access list will inherit the parent folder's access list. Whenever the 
parent's access list is changed, the same change is made to the subfolder's access list. The subfolder's 
access list can be changed directly without affecting the parent's list. For top-level folders, all project 
members are added to the folder's access list and are given Read access.  

• No: the folder/subfolder's access list is not inherited from the parent. Changes to the parent or 
subfolder's access list are independent and have no effect on the other folder.  
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10.3.2 Folder details 

Project Administrator can change name, description and access for folder: from folders table, clicking on folder 

name, a new window popup with folder details. 

Using command Edit, the user can modify folder details. 
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10.3.3 Folders Accesses 

When setting up a project the Launch Manager (and Quoting Manager for RFQs) needs to setup access to the 

different project folders to each and every project member. This task is very administratively heavy and 

consumes a lot of time. 

The approach is to define, for each folder at Project Template level, the access for each Project Role. Only the 

Project Administration will be able to maintain the Project Template folder definition. At project level, a 

dedicate function will apply the access defined in the template, to project members using the project role 

information. 

After selecting the template, from main menu, select the command Folders; in order to setup the access for all 

folders and sub-folders, select the icon to expand the view 

 

 

A dedicated table “Role Access View” shows a grid with “Folder Name” and “Project Role”; from the toolbar, 

select the “filter table” icon and select “Role Access View” 
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The grid will show all project roles defined, not only the ones defined at Project Template, because during 

project execution, the Project Lead can add project role not used at project template. 

 

Project Administration has to define, for each folder and for each Project Role, the access type. 

- Select the Edit icon 

 

- Select the Access type for each role 

 

- Select Save when completed; the update can be executed several times 
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Access Type definition: 

- Read: a person with Read access can view folder properties and view accesses for the folder. Non-
project members are only allowed "Read" access. 

- Read Write: a person with Read Write access to a folder can perform the tasks described for Read 
access. Additionally, people with Read Write access can edit basic information for the folder. 

- Add: a person with Add access to a folder can perform all Read and Write actions and can also add 
content to the folder and add subfolders. 

- Remove: a person with Remove access to a folder can perform all Read and Write actions and can also 
remove subfolders. 

- Add Remove: a person with Add Remove access to a folder can perform all Add and Remove actions 
and can also add and remove members from the access list and change access levels.  
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10.4 Gates Template definition 
 
Project Administrator can define Gate release criteria: 

• Define checklists and checklist items  
• For each checklist items, define Response Type (Yes/No, rating like 1-2-3-4-5, …) 

 

User can click on Gate name, in order to view all checklist defined. 

To expand the selection, click on icon  

 
 
Actions menu contains command to work with the checklists, first select the gate, 
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Then user can: 

• Create New Checklist: Project Lead can create a checklist  
• Add Checklist Item: Project Lead can create a checklist item 
• Copy From: checklists owner can copy checklist item 
• Edit (command contained in Toolbar) 
• Delete: Project Lead can delete checklists 

 

 

The icon Edit allows user to modify description and response type. 
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10.4.1 Checklist Creation 

A checklist is composed by one or more checklist items. It can contain also other checklists (there is no limit on 

the number of levels of checklist structure) 

 
 

New checklist 

Step 1 In order to create a new checklist, select the checkbox related to Gate or parent checklist and select 

command Create New Checklist, from Actions menu 
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The user has to define name and description (an auto naming function is provided)

 

Checklist item 
Step 2 In order to create a new checklist item, select the checkbox related to parent checklist and select 

command Add Checklist Item, from Actions menu 

 
User has to define name, description and response type (an auto naming function is provided) 
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A Checklist is a collection of Checklist items, the user first creates a Checklist and then add to it one or more 
Checklist items. Each Checklist item is a question of the Checklist. 
 
The user can modify the information of a Checklist or a Checklist item using the edit command
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10.5 Question definition in templates 
 
Capability to conditionally include tasks in a project's WBS when it is built from a project template. The 

conditions used to control the inclusion of the tasks are determined by the response to questions posed during 

project creation. A question can be assigned to more than one task meaning that a question can determine 

whether multiple tasks are included in a project. However a single task can be assigned only one question. 

The project created using the template will be different depending on the answers. Some task will not be 

added to the wbs. 

10.5.1 Create questions 

From the Project Lead command select the Project Template tab and then click the project template you need 

to work on 

 

In the project Template task list select the ‘optional’ task 

 

From the Actions menu  

  

Select Create Question 
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• Assign a name to the question 
• Enter the text of the question  
• Select the question response 

  
Alternatively the user can create a new question selecting the command Questions (from the left menu) 
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and the command Create from the menu Actions  

 
The commands listed under the Actions menu allow the user to assign or remove the question to/from a task. 
Now in the Question column there is a new icon indicating that a question is connected to the task. 

 
 

 

The command associated to the icon  creates a question using autonaming.

 
After the creation using this functionality the user has to compile the necessary information using the 

command edit and then  
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10.6 Deliverables definition in Project Templates 
 
Project Templates can contain a list of tasks, which can be completed with deliverables uploaded by task 

assignees, before task completion. Project Administrator can upload documents as template task deliverables, 

in order to define empty document used as template. 

Tasks list and Project WBS Schedule tables contain a column with the number of documents uploaded. 

Click on the number to open the task deliverables form 

 

 

The Deliverables Action menu contains command to create new document 

 

Command “Create New -> Document” is composed by two steps: 

- Define document information 

- Upload attachments to document 
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Command “Upload Files” instead is composed only by second step; document is created with an autoname 

function and other information are empty. 

Command “Create New -> Document” first step opens a new form where user can specify information 

 

Only the document name is mandatory (an auto naming function is provided), whereas all other information 

can be updated later 

The other information used is: 

- Title, used to define document name in project execution 

- Description and Document Type, only to complete description 

- Document Approver Role, used to define Senior User role that will be involved in document approval 

process in project execution 

Project Administrator has to define carefully the document attribute “Title”, because the attribute value will be 

used as document name in project execution. 
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When user select “Next” button, second step is executed (command “Upload Files” starts from this step) 

User has to select a file to be uploaded as attachment (click on Browse and search for a file from the file 

system). Before clicking the command Done, the user can add a Comment. 

 

Document information can be updated also after creation, from Deliverables table select the link related to 

document to work on. 

 

The system opens a window with the document information. 
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The Action menu contains a command to update details or to update attachments uploaded 

 

The command “Edit Details” allows user to update the document information, also the document name 
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10.7 Document Approval Process 
 
An approval process can be set up to each document. Each document has a life cycle composed of one or more 

states  

 

A person that has the correct rights can promote the document in the next state of the life cycle. Each state of 

the life cycle has a precise meaning. Depending on the life cycle maturity and the rights of the persons, the 

document is visible to some users and hidden for others, some actions are allowed and other actions are 

denied see 4.3 Working with Deliverables for a detailed explanation. 

The Document Approver Role field contains the list of the persons who are assigned the Senior User role. 

 

During project execution, when a task assignee will complete a document, the system will perform the 

following operation: 

- Check if Project Administrator has defined a Document Approver Role for the document  

- If yes, the system will search for the user with the Senior User role specified, inside the project 

members 

- If a user has the specified role, before move the state of the document from Frozen to Released, an 

approval task will be created, related to Senior Role user 

When document information are completed, document can be released by Project Administrator, using 

Lifecycle functions 
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10.8 Project Roles definition 
 
In Project Template Schedule, Project Administrator can define Project Role assigned to task, to help Project 

Lead during project definition task assignment: 

• During Project execution, Project Lead can define project member 
• Project members can be associated to a specific role in a project 
• Project Lead can assign tasks using Project Role definition 

 
Project Roles are used during project execution, in order to assign tasks for people involved. 

In order to define project role to tasks, Project Administrator has to select Edit icon 

 
 
Project Role drop down list: 
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10.9 Task assignees definition 
 

In Project Template Schedule, Project Administrator can define users assigned to tasks; it means Project 

Administrator can define the “default member” at project template as task assignees. 

In order to define tasks assignees, Project Administrator has to select a task in template schedule 

 
 
The function “Assignees” can be used to define the task assignees. 

 
 

The Project Administrator can use the functions “Add” and “Remove Selected”, to add or remove users from 

task assignees list. 

The function “Assign as Task Owner” has not to be used; the values “Assignee Role”, “%Allocation” and 

“Primary” are not used during project creation. 


