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USR01 Project Task Execution 
  

Purpose Define and manage and project tasks Status Define 

Stakeholders Project Users 

Beginning Project users receive tasks assigned on Project users dashboard 

Interactions Project Users can update and complete project tasks 

End Close tasks and upload deliverables 

Constraints  

 

A project is a collection of tasks to be performed in a specific sequential order. Project Lead con assign tasks to 

project members, in order to complete task activities. 

To complete the task, the project member has to set the percentage % Complete to 100 or enter an Actual 

Finish Date. Also, project member can complete tasks defining deliverables, like documents, used to provide 

information immediately available to project lead. The deliverables are defined at task level. 

Deliverables can be created from project lead, with no files attached; in this case, the project lead can force 

the task assignee to enter and complete the task with deliverable defined. 

 

1.1 Tasks Dashboard 
 
The Tasks Dashboard shows the tasks related to the Projects, and the associated information on the status, slip 

days, icon to manage deliverables, % complete and project related to task 

 

 

Critical tasks (those which cannot be delayed without affecting the project finish date) are identified in red 
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Columns: 

Name: name of the task. It will be displayed in red if a sub task of it is in delay 

:  represent the state of the task: = delay, = approaching end date,  = complete 

Slip day: delay days 

: number of documents related to the task; selecting the link, the system opens a window with task 

deliverables 

: number of issues related to the task; selecting the link, the system opens a window with task deliverables 

% completed:  the percentage of completion of the task   

Project: the task is referred to the project listed here; selecting the link, the system opens a window with 

project information 

Est start: estimated start of the task 

Est end: the estimated end of the task 

Act finish: end date of the task 
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1.2 Issues 

 
In this tab are listed all the issues assigned to the user in ACTIVE state.  

See chapter Open Issue Deck. 

 

 
 

 

 

1.3 Approval Tasks 
 

In this tab are listed all the approval tasks that have to be approved by the user. Approval task are a particular 

kind of task: while the “tasks” are related to projects, the “approval tasks” are related to approval processes 

for PLM objects like documents and project tasks. 

See chapter Tasks Approval. 

 

 

 

1.4 Approval Issues 

 
In this page are listed all the issues that have to be approved by the user. 

See chapter Open Issue Deck. 
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1.5 Projects 

 

In the projects tab all the active projects are listed. The users that are members in a project have read / write 

access while in the projects that they are not a member of, they only have read access. 

Project is a container of tasks, containing all the related information of a project (like schedule, issues, project 

folders, etc.). 

 

 

1.6 My Calendar 
 
The My Calendar tab provides a view of assignments (WBS tasks, meetings, route tasks, risks, and issues) that 

are scheduled for the signed-in user, shown in a timeline by Day, Week, or Month
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1.7 Messages 
 
This is the internal PLM mail service. Messages can be directly created and sent to other PLM users or 

messages notification can be received in specific situations (owner assignment, approval request, promotions 

of particular object, etc.) 

 

Columns: 

The Messages page shows the following information: 

: the icon shows if message has been read or not 

Subject: message subject, it’s also a link to message content 

: the icon is shown if the message has an attachment 

From: message originator 

Received: date when message is sent 

Toolbar icons: 

 

 Create new message 

 Update mail list 

 Delete selected messages 
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1.8 Working on Tasks 
Using tasks dashboard, users are able to modify the % complete of task, in order to notify the project lead that 

the task is active. To update the % complete, the task assignee can change the percentage modifying the value 

directly in tasks table.  
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1.8.1 Tasks Details 

 

Click on the name of the task to open the task information window 

 

 

1.8.2 Categories menu 

Name of the task: breakdown structure of the task (see chapter Edit Task Details) 

Assignees: users assigned to the task (see Assigning and Delegating Tasks) 

Issues: issues related to the task (see Open Issue Deck) 

Collaboration: list of decisions, discussions and meetings related to the task 

Deliverables: the list of documents or items needed to complete the tasks (see 

Working with Deliverables).  

Dependencies: allows user to define the dependencies of the task in relation with other tasks (Stat to Start/ 

Finish to start / Finish to Finish / Start to Finish) and the slack time. i.e.: 3:FS+5.0d= the task is dependent on 

task ID3. The dependency is Finish to Start. The task 3 must finish before the task can start. There is a slack 

time of 5 days. 

Properties: information about the task 

Routes & Approvals: lists of all routes or approvals related to the tasks (see Tasks Approval) 
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1.8.3 Toolbar icons 

 

 provides several commands related to tasks: 

Copy schedule: allows users to copy an existing schedule to the selected task: 

 Copy entire schedule from another project 

 Copy partial schedule from another project 

 Copy schedule from ASCII file 

 Copy schedule from project template 
Delivery report: shows a delivery report of the selected task

 

Add/Remove Dependency: allows users to manage the internal or external 

dependencies of the selected task 

Add task: allows users to create a new task above or below the selected 

Add project: allows users to add the selected task to an above or sub project 

Remove/Delete: allows to 

 mark the selected task as deleted  

 delete the selected task permanently  

 disconnect the selected task from a project 
 

 : allows users to create new tasks under or above the task selected 

Remove tasks: allows users to delete select tasks 

 Enable edit mode; allows users to edit timing plan information (actual start and end date, task name and 

description) 

Expand structure: allows users to expand WBS for all levels or for specific number of levels 

Other icons are common to other toolbars (see Home toolbar) 
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1.8.4 Edit Task Details 

To complete the task, the project member, sets the percentage % Complete to 100 or enter an Actual Finish 

Date. Changing the % Complete value for a task changes the lifecycle state of the task, its parent task or 

project, and its subtasks. 

User can also change the task state to Review and Complete. 

 

If Project Lead has defined an approval process, the user is able to move the state to Review; to complete the 

task, an approver will be notified. 

If Project Lead has defined a mandatory deliverables, the user is able to move the state to Review only if all 

deliverables has been released. 
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1.8.5 Assigning and Delegating Tasks 

 
The Project Lead and the Task owner can assign the task to other users or change assignee role 

Select a task and select Assignees command: 

 Use Add command to assign other users 

 Use Remove Selected to remove assignees; the task assignees defined by Project Lead cannot be 
removed. 

 Use Assign as Task owner to change task ownership (change the ownership doesn’t change the task 
assignee) 

 Use the Edit command to change the allocation 

 Use the save button to confirm the changes 
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1.9 Working with Deliverables 
 
A deliverable can be an external document, any item already added to a project folder, or any existing item in 

the database. Task list and Project WBS Schedule tables contain a column that indicates the number of the 

uploaded documents. 

 

If a task was created with deliverables inherited from project template or defined by Project Lead, task list 

shows also the documents contained in the task definition. 

 

Clicking on the link (the number of deliverables) the system opens the task deliverables form 
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User can also click on task name from tasks dashboard, then select the command Deliverables

 

 

1.9.1 Create New Document 

All the Task assignees (also additional assignees, not only user assigned by the Project Lead) can create new 

documents, add objects already existing, checkout and lock the document in order to upload new versions 

using the command of the Actions menu.  
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1.9.1.1 Create New Document 

Using table Deliverables, user can select the Create New --> Document command from the Actions menu 

 

The system opens a new window that allows the selection of the name (auto naming is available), the type of 

the document (default value is Document), title (a short description used in deliverable stable), description and 

document type (used to classify the document) 
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About Document Type, follow the allowed value 

 

The user selects the file to upload from the file system (in the example ‘GL codes explanation.pptx’) 
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The result is a new document, with the selected file uploaded as attachment of the document 

 

After document creation, the deliverable table is updated 

 

The task list is updated, and the deliverable column with the number of deliverables is updated too. 

 

 

1.9.1.2 Upload files 

User can select 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 and name. During import, user can set up the title and a 

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

 

1.9.2 Add Existing Document 

User can add an existing document (or another PLM object) as task deliverable. 

User can select the Add Existing command from Action menu 
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The system opens a new window with the Full Search page

 

User can refine the search criteria to find the Document that is need and click the  icon 
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Select the document to be added and click Submit command

 

 

The document will be added to the selected task as deliverable 
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1.9.3 Deliverable – Action column 

The table Deliverable contains the column Action with the icons used to create a new version of the 

attachments, lock the document, download the attachments or subscribe an event for the selected document. 

 

 

 

1.9.3.1 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) 
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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 

 

Step 2 the user has 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 enters a comment and press done. This action create a new version of the file and the deliverable table 

is updated in order to show 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 
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1.9.3.2 Download an attachment 

If the user wants only download the document and not check in it again, he can press the download icon 

. The system asks where to save the file. This file is not locked, so user is not able to overwrite the file; if user 

wants to create a new version, has to lock the document. If document contains more than one file, the system 

downloads a zip file that contains all attachments. 

1.9.3.3 Subscribe a Document 

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

some events can be subscribed, because the set of the event that can be checked is 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 even/s he need to be subscribe and press done 

1.9.3.4 Add a new attachment 

The document can contain several attachments; in order to add a new attachment (not a new version of an 

existing attachment), user has to select icon  and select the file to upload, using the same process when a 

new document is created. 
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1.9.4 Deliverable – Document information 

User can update document information or modify the attachments: from Deliverables table, select the link 

related to the document.  

 

A new window opens with the document details. 

 

Using the functions available in Action menu and Categories menu, user can update the document. 
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1.9.5 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. 

 

1.9.5.1 Edit Details 

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

 

1.9.5.2 Download 

Allows the user to download the attachment of the document; the file is not locked and cannot be overwritten, 

unless user locks the file. Same function contains in table Deliverables, column Action. 

1.9.5.3 Checkout 

Allows the user to lock the file for update and download the attachment, in order to create a new version. 

Same function contains in table Deliverables, column Action. 
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1.9.5.4 Upload/Checkin 

Allows the user to upload a new version of the attachment in the document; user can create a new version 

only if file is locked. If user uploads a file with a different file name of previous version, the system asks to 

confirm the upload. Same function contains in table Deliverables, column Action, after a checkout. 

1.9.5.5 Revise 

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

same information or previous revision). Only document in state Released can be revised. 

1.9.5.6 Revise with files 

Allows users to create a new revision of the document with the same attachments and information of the 

previous release. Only document in state Released can be revised. 

1.9.5.7 Subscribe 

Allows users to subscribe the document. Same function contains in table Deliverables, column Action. 

1.9.5.8 Push subscribe 

Force the subscription to a document for a user: the document owner can select person to be notified when a 

specific event occurred on the document. 

Select command Push Subscription from Action menu; the system opens a window with events managed by 

subscription and the number of users involved. 

 

Document owner can select the link related to event to subscribe; the system opens a window with user 

already selected. Select the icon  to add users involved. 
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Enter the search criteria, select command Search and select person
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The system updates the list of person involved 

 

The system updates also the table with events and the number of person involved

 

 

1.9.5.9 Delete this version and Delete all versions 

Document can contain several files and each file can be updated several times; every time a file is updated, the 

system creates a new version. 

The commands allow user to delete the last version or all versions of files selected by user. 
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The form with document details contain the table with the files uploaded, only the last version. In the example, 

the document contains two files and one of these has two versions 

 

 

Delete This Version 

User has to select the file/files to delete and select command from Action menu. File will be deleted after 

confirmation 
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The system deletes the last version; the previous version is the active version. 

 

 

Delete All Versions 

User has to select the file/files to delete and select command from Action menu. File will be deleted after 

confirmation 

 

The system deletes all the versions of select files. 
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1.9.6 Document - Categories menu  

1.9.6.1 Files 

The Files command shows all the files contained in the document (the table contains also the commands to 

update the files) 

 

Action menu contains the commands to upload or update files, download files, manage the file versions 

 

1.9.6.2 File Versions 

The File Versions command shows all versions for all files contained in the document (only the download 

function is available) 
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1.9.6.3 Revisions 

The table shows all document revisions; the Action menu contains the command to create a new revision; see 

chapter “Document – Action menu” and chapter “Revise a document” 

 

 

About Issues, see chapter Open Issue Deck 

About Routes, see chapter Tasks Approval 
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1.9.7 Release a document 

Task assignee can release a document; in order to complete the task, all documents contained as deliverables 

have to be released. 

Document Lifecycle: 

 Private: Private documents are only accessible to the owner and are not shared in the project 
community. 

 In Work: the document, and new versions of documents, is created in state In Work and it can be 
modified. The owner can demote the document to Private, or promote it to Review. The Project Leader 
can promote the document to Released.  

 Frozen: the document is being reviewed for approval. Users can demote and promote documents 
between the In Work and Frozen states and from the Frozen to Released states without creating new 
versions. The owner can demote the Document to Private, or promote it to Release if an approval 
process is not requested. 

 Released: the document is available for production or delivery. Released documents cannot be deleted 
or demoted. 

 Obsolete: the document is no longer used and must not be used in projects. The document cannot be 
promoted, demoted, or deleted. 

 

 

In order to release the document, user has to select the Lifecycle command 

 

Using the  icon, the user moves the document state from Private to Released. 

If the document was created from a template document and if the Project Lead has defined a Document 

Approval Role, after promoting the document to “Frozen”, the system creates a route process. In this case, the 

task assignee cannot release the document but has to wait for the approval. 

Instead, if the document is not created from a template or a Document Approval Role is not defined, the task 

assignee can promote the document to Released. 
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1.9.7.1 Document with an approval pending 

In case of an approval process, the document will be released only after the task approval. 

 

The Document Approver receives a notification about the approval process; the dashboard with Approval 

Tasks is updated 

 

Toolbar contains icons to approve or reject the tasks; also the table contains an icon to approve the task 

 

Selecting the task, user can see document that has to be approved 
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The Action menu contains the commands to approve, reject or delegate the task. 

 

In order to approve or reject the task, a comment has to be provided 

 

  



Version 1 Date: 18-April-2016 

Status Template  37 

 

1.9.7.2 Document rejected 

If document is rejected, task assignee is notified. Searching for the document, using the command Lifecycle 

(tab Tasks/Signatures), user is able to see comments entered by document approver. 

 

In order to update the document, user has to move the document from “Frozen” to “In Work” state, updates 

the document (creating a new version or uploading a new file), promotes the document to “Frozen”. 

After this, in order to restart approval process, select Routes command, notes that the route is “Stopped”. 

 

Select the route using the checkbox and select command “Start/Resume” from Action menu 

 

The Route moves from “Stopped” to “Started” 
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The Document Approver user is notified and the approval task is resumed. 

 

1.9.7.3 Document approved 

If the document is approved, the task assignee is notified. Searching for the document, using the command 

Lifecycle (tab Tasks/Signatures), user can see the comments entered by the document approver. 

 

In case of several iterations of an approval process, to see the history of the approval, press the link from 

Task/Signature column. Select command Revision to see all task approval iterations and comments. 

 

The deliverable table is updated and shows the state of the documents 
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1.9.8 Folders versus Deliverables 

Folders and deliverables, attached to a WBS tasks are different objects. 

 When a user attaches a document to a WBS task, the document is not contained in any folder 

 When a user checks in a document into a folder, the document is not associated to any specific WBS 
task. 

User can attach a document as deliverable and then add to a specific folder. Select document to link to a folder 

 

Actions menu contains the command “Add to Folder” 

 

User has to select destination folder (following image can be different because depends on folder defined for 

project) 
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1.9.9 Adding document directly to a folder 

Folders are containers for documents and documents are container for files. 

Documents can be created using a drag & drop function; in order to create a new document, user can select a 

file from the file system and drop it with the mouse over the  icon related to the specific folder. Then 

release the mouse in order to start the document encoding. The icon becomes orange  
 

 

Users can create a document also using dedicate functions contained in folder Action menu 
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1.9.10 Revise a document 

When a document is revised, the task containing the previous revision is not updated (the task contains the 

previous revision but not the new revision); instead, if document was contained in a folder, after the revision 

the folder contains also the new document revision. 

In order to update the task with the new document revision, the process is the following: 

- user has to search for document in folder structure (or using other search function) 

- create the new revision  

- add the new revision to task as deliverables 

Tasks list shows all tasks assigned to user 

 

A task can be created by Project Lead without specify a deliverable, in this case the task assignee has to search 

for a document contained in a folder (example: in Phase 2 the document “DFMEA” is created, in Phase 3 the 

document has to be revised). 

Step 1 Search the last revision of the document to revise, select the link related to the project containing the 

task, select the command Folders, expand folder structure using dedicate icon or clicking on char “+” 
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Step 2 Select the link related to the document to revise: the form with document details opens. 

Step 3 Select the command Revisions 

 

Two functions are available, only if selected document is the latest revision in the sequence and is released: 

 Revise: Creates a new revision without the files checked into the document 

 Revise With Files: Creates a new revision with the files checked into the document 
After the document revision, the Revision table is updated 
 

 

Also the project folder is updated, because new document revision is added to folder 
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Step 4 Add document to clipboard 

The new document revision has to be added as task deliverable to task: user has to select new document 

revision, add document to Clipboard, add document to task from Clipboard 

Add document to Clipboard 

 

A new window opens with Clipboard content, then close the window. 
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Step 5 Select task deliverable from task list 

 

Step 6 From Deliverables Action menu, select command Add Existing 

 

Step 7 From the search form, select the command Clipboard 
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Select document and press Submit 

 

Deliverables table is updated with new document revision 

 

The user can work on the document as described before. The new document revision maintains the same 

Document Approval Rule defined from the project template. 

 

  



Version 1 Date: 18-April-2016 

Status Template  46 

 

1.10 Tasks Approval 
 
When the task assignee sets % Complete to 100 the task is moved to Review state. Task assignee also can 

promote manually the state from Active to Review; in this case, %Complete is set to 100%. 

In order to complete task, select task name from task list: a form with task details opens 

  

 

The user can select the icon Edit and then can change “%Complete” to 100.0 

 

 

The task moves to the Review state only if all deliverables state is Released, otherwise an alert is issued and 

the task is not completed. 
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1.10.1 Tasks without an approval process 

If the Project Lead didn’t define a task approval, the task assignee can close the task (promote to state 

Complete is enabled) 

 

 

1.10.2 Tasks with an approval process 

If the Project Lead defined a task approval, the function to move state to Complete is disabled 

 

Approval Tasks shows all the tasks to be approved (tab Approval Tasks is used not only for project tasks but 

also in approval process for documents, Change Request, MCOs, etc. 

Task approver receives also a notification when a task is moved to state Review 
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If task is assigned to a PLM specific role (like all Design Engineer or all TE Tooling Manager), all the people that 

has the role assigned can see the task. 

The first user that accepts the task, becomes the task assignee 

 

 

Task approver can see the content of the task to be approved and can approve or reject the task 
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In both scenarios, a comment is mandatory 
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1.10.2.1 Tasks rejected 

In case of rejection, task assignees that move the state to Review receive a notification with comments. 

User has to complete the task and re-active the Route process. Select the command Route, select the route, 

then select the command Start/Resume from the Actions menu 

 

1.10.2.2 Tasks approved 

In case of approval, task assignees receive a notification with comments. 

User has to move the task to state Complete 
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USR02 Open Issue Deck 
  

Purpose Define and manage project and task issues Status Define 

Stakeholders Project Users 

Beginning  

Interactions Project Lead can create project issue; can also assign issue to project users. 
Project users can manage and close issues; users can create and manage task issues. 

End  

Constraints  

 

Project Lead can create issue at project level and can assign issue to users, in order to solve them. 

Project Lead is able to view all issues related to a project: Issues table contains all issues connected to the 

project and all issues connected to the project tasks. 

 

 

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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2.1 Update issues information 
 
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 

 

The other information is managed by Project Lead. 

Every time an issue assignee updates the Action Taken field, the system completes automatically the field with 

user name and date. 
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2.2 Issues Deliverables 
An Issue assignee can upload documents to the Issues using Deliverable icons: 

• Click on icon 
• Upload document using drag & drop or commands 
• Add existing documents 
• Table is updated 

 
Step 1: click on number related to issue deliverables 
 

 
The system opens a window with documents related to issue. 

Step 2: use drag & drop feature or create new document using command contained in Action menu 
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About document creation or add an existing document, see chapters Create new Document and Add Existing 

Document in Working with Deliverables. 

In order to create a new document using the drag & drop feature, user can select a file from the file system 

and drop it with the mouse over the  icon related to the specific folder. Then release the mouse in 

order to start the document encoding. The icon becomes orange  
When definition is complete, the system updates the table with new document; user can update and release 

the document selecting the link related to document name (see chapter Working with Deliverables) 
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2.3 Issue Assignees 
The user can add other assignee to the issue using the plus icon in the Assignee panel 

 

Or using the Edit plus icon in the Assignee panel 

 

The system opens a search window; user can select addition assignees and select command Done 
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The issue assignee can remove users, only if not defined by Project Lead (in this case, the column Primary User 

value is Primary) 

Select the user to remove as issue assignee and select icon : if selected user is not a primary user, the 

system removes the assignment, otherwise the system prompts an error message 
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2.4 Issue closure and approval process 
 
Project Lead can create and update Issue, in order to define if issue has to be approved by a user different 

from users involved in issue closure. If not specified, the issue can be closed by issue assignees. 

The issue table contains a column with Approver user. 

 

The information is available also during the issue update 

 

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. In both cases, the Issue table is updated, removing the issue 

closed. 
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If issue is moved to state Review, the issue will be managed in table Approval Issues by issue approver.

 

The approver can view the issue information and can download the files uploaded by issue assignees. 

The approver can close or reject the issue: user has to select the checkbox related to issues and select 

command Close or Reject; in case of reject, a comment is mandatory. 

 

 

In this case, the issue state will be changed in Active with % Complete sets to 10. The issue assignee will see 

the issue in table Issue. 
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2.5 Tasks Issues 
 
Task assignees can create issues related to tasks: 

Using the  icon in the table Tasks, user can create an issue. 

 

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 
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The user sets up the fields and then clicks Done (only the Estimated Finish is mandatory)

 

The form is similar to one used by Project Lead, during creation of an issue at project level; the difference is 

related to the assignee and approver fields, that are missing because is responsibility to Project Lead defines 

the issue assignee and approver. 

After issue creation, the issue table is updated. 

 

As soon as an issue is created, the Project Lead receives a notification about issue creation; the user is able to 

view the new issue using the same icon in the Project Schedule table. 
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Therefore, also the table Issues is updated in order to view the new issue
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2.6 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 issue information, 

assignees, reference documents and reported against items (the project or the task affected by the issue). 

See the previous chapters in order to manage information, assignees and documents. 
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2.7 Issues Summary 
 
The Issue Summary shows all the Issues created or assigned to the user connected, also closed issues. 

The table is equals to one used in table Issue contained in home page, whereas the content shows also issue 

created by user, even if managed by a Project Lead. 

 

The user can filter issue list by Priority, State and Problem Type (currently not used), selecting the filter using 

the right portion of table 

For example, selecting the bar High, the table will show only the 2 issues with Priority High 
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In order to view all issues, select the link with total number of issues 

 

In order to view the complete table, select the link “Hide Panel” 
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USR03 Gate Management 
  

Purpose Manage project gates and checklists Status Define 

Stakeholders Project Users 

Beginning  

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

End  

Constraints  

 

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 by 

Project Lead. 

 

Project Lead can define people assigned to the gate (same functions described for tasks); 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. 
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3.1 Gates assigned 
 

Table Tasks shows the tasks assigned to user; selecting the filter, user can see all Gates assigned.

 

The table shows only Gates in state Create or Review. 
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3.2 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.  

Gate assignee has to select the link related to Gate to update 

 

The system opens a window with all checklists defined in the Gate; user has to select the icon Expand to view 

all checklist items 
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User has to select the icon Edit and enter the Response value and optionally a comment; click on command 

Save.

 

 

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 checklist items are related to different departments; Gate assignees are responsible to update the 

response values related to own department. 

Project Lead can enter a responsible for each checklist items, even if not mandatory. 
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3.3 Gate Deliverables 
 
During a gate review, deliverables can be defined; the functions are the same described for tasks (see chapter 

Working with Deliverables) 
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3.4 Gate Approval 
 
Gate assignee is responsible to approve the gate and the checklist content 

In order to approve the gate, the user has to promote the gate to state Complete. 

There are two options available: 

- Use the dedicated icon contained in Gate header 

 

- Use the command available in Lifecycle tab 

 

The system checks that all checklist items responses have been entered, otherwise the promote is avoid 
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The Gate assignee is responsible to create an approval process if gate content has to be evaluated. 

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

• Select command «Routes and Approvals» 
• Select one of the commands available in Action menus 

 
- Create Route: this process allows Gate assignee to select a Route Template, if a predefined list of users 

is defined; task description is equals to all users and task execution is in parallel 
- Create Route Wizard: this process allows Gate assignee to specify each task and people involved: user 

can select people from a template or from a query, can specify for each user a different task 
description, can select task execution in parallel or sequential 

- Create Simple Route: this process is the simplest one: Gate assignee can select a list of people from a 
query (Change Coordinator can define a Member List if a predefined list of users is defined) and a Due 
Date; task description is equals to all users and task execution is in parallel 

- Manage Route Approvals: this process allows Gate assignee to select a Route Template, if a predefined 
list of users is defined; task description is equals to all users and task execution is in parallel 

 

3.4.1 Create Route 

 
 

Attribute details: 
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- Route Name: autoname is provided 

 
- Template: select the list of users involved in approval process (the templates are defined by PLM 

Administrator) 
 

 
 

- Description is mandatory 
- Route Base Purpose: select Review because the route is used to add information, not for an approval 

 

- Scope: determines who can be added to route tasks; leave All or Organization 
- Route Completion Action: select Notify Route Owner because the route is for review, not for an 

approval (option “Promote Connected Object” will be used in route for approval) 

 



Version 1 Date: 18-April-2016 

Status Template  73 

 

- Auto Stop On Rejection: if a user involved in route doesn’t approve the task, all other tasks are closed 
(Immediate) or have to be evaluated (Deferred) 

 

The route created is not started automatically 

 

 

3.4.2 Create Route Wizard 

The process is composed by 4 steps: 

- Define route type and if route has to be executed immediately 
- Define people involved 
- Define tasks 
- Define approval for concurrent tasks 

 

Define route details 
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Attribute details (other than attributes described in “Create Route”) 

- Start Route: select Upon Wizard Completion to start route immediately after route creation; select 
Manually if Gate assignee wants to adjust tasks and people involved 
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There is also a section related to route contents, that is used to approve or review different objects (not used 

for Gate approval)

 

 

Define people involved: select command Next. 

If a template was selected in first page, the user contained in template definition are already added to route 

definition 

 

Gate assignee can add users using commands contained in Actions menu. 
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Version 1 Date: 18-April-2016 

Status Template  77 

 

Define tasks: select command Next 

For each user defined in previous page, a route task is created.

 

For each route task, Gate assignee has to define: 

- Title and instructions: mandatory; the attributes are already defined for tasks created from template; 
for other task, values are to be defined 

- Action: in case of route of type Review, action is Comment 
- Order: default value 1 means all tasks are executed in parallel; defining different orders means define 

dependencies between route tasks 
- Due Date and Time: estimated finish date 

o Can be defined as a date 
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o A number of slip days after route start date 

 

o When the route start 

 

- Change Coordinator can define if task can be delegated  

 
- Gate assignee can define if it’s necessary another review by Gate assignee in order to complete the 

task (not used in case of route of Gates, like in this case) 

 

 

Define approval for concurrent tasks: select command Next 

 

- Any: when one person completes a task in the set of concurrent tasks, all other tasks with same order 
level are deleted. 

- All: all tasks in the set of concurrent tasks must be completed 
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3.4.3 Create Simple Route 

 

 
Attribute details: 

- Instructions: description of task 
- Action: Comment, Approve, Standard; in this case, select Approve 
- Due Date: estimated finish date for all tasks 
- Start Route Immediately: if selected, route starts after user select command Done, otherwise has to be 

started manually 
- Allow Delegation: if people involved can delegate tasks 
- Route Task Recipients: Gate assignee can use the command Add Role, Add Group, Add People and Add 

member List in order to define people involved 
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3.4.4 Manage Route Approvals 

 

 

Define a Route between states Review and Complete, using a Route Template call GATE Approve. 
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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 (if approval task is assigned to a role, 

all users belonging to role can accept and approve the task). 

If the Gate is rejected, the Gate assignee can modify the checklist and resume the Route process 
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3.4.5 Update and start route manually 

If route process is not started, Gate assignee can modify it in order to add or remove people involved, change 

route instruction and people access. 

Select link related to route

 

The page with route details contains several tabs: 

 

- Properties shows attribute details 
- Content shows objects affected by route process (in this case, the Gate) 
- Access shows people involved and allows Gate assignee to modify access and add people 
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- Tasks shows tasks and people involved and allows Gate assignee to add people and tasks 
 

To start manually a route, select tab Route and select checkbox related to route 

In order to start the route and notify people involved, from tab Route select the checkbox related to route 

created 

 
Select command Start/Resume from Actions menu 

 
 

Gate assignee can also delete a route already created, in order to create another one with different people 

involved 

 

 

  



Version 1 Date: 18-April-2016 

Status Template  84 

 

USR04 Request for Quotations Tasks 
  

Purpose Users involved in RFQ have to provide an estimation Status Define 

Stakeholders Manager with Quotation tasks assigned 

Beginning RFQ in status Quoting 

Interactions Users can close the estimation tasks. 

End Quotation tasks have the status Complete and an Estimated Duration completed 

Constraints  

 

During a request for Quotation process, Quoting Manager can assign tasks to managers, in order to provide 

estimation or in order to complete information like CBOMs, tools, timing plans, etc. 

The estimation tasks are similar to project tasks, with some additional information (effort or duration, design 

center, etc.). Also the tasks completion is different. 

 

4.1 RFQ01 Activities estimation 
  

Purpose Users involved in RFQ have to provide an estimation Status Define 

Stakeholders Manager with Quotation tasks assigned 

Beginning RFQ has moved to status Quoting 

Interactions Users involved are notified by email; each user can see tasks assigned using a Task dashboards or 
using a dedicated view in RFQ process. 
Users have to define Estimated Duration fields and complete the tasks. 

End Quotation tasks have the status Complete and an Estimated Duration completed. Additional 
documents can be uploaded as task deliverables 

Constraints CBOMs are completed; Quotation tasks have to be assigned to users 

 

Quotation tasks assigned to a specific user are available in Project Users command, tab Task. User can 

recognize the tasks related to a RFQ because RFQ project name starts with RFQ 
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Step 1 From Home page, select tab Tasks and select hyperlink related to task name in order to enter task 

estimation 

 

 

Step 2 Select icon Expand All in order to view all estimation tasks 

The tasks related to RFQ use a table definition with specific columns: Duration/Effort in hour, Cost, Design 

Center and Notes 
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Step 3 In order to define efforts and costs, select icon Edit and enter values

 

Press Save to save values entered; Edit session can be repeated several times. 

Users have to enter values for leaf tasks (tasks without sub-tasks); the system will retrieve the sum for all 

summary tasks (tasks composed by sub-tasks).  
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Step 4 Using command Load Estimation From Project, user can enter Duration/Effort values copying the value 

from another RFQ. User has to select command from toolbar

 

A new window is opened with all RFQs; the user has to select a RFQ and select command Submit. 
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Users have to enter values for leaf tasks (tasks without sub-tasks); the system will retrieve the sum for all 

summary tasks (tasks composed by sub-tasks). 

 

 

Step 5 Complete all Quotation tasks assigned to a user with dedicate commands 

Select the top task, select command Close; the time spent to complete the command depends on number of 

tasks to close (vary from some seconds to a couple of minutes)  
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4.2 RFQ02 Estimated Timing Plan definition 
  

Purpose Launch Manager provides an estimated timing plan Status Define 

Stakeholders Launch Manager 

Beginning RFQ status is Complete BOM 

Interactions Users involved are notified by email; each user can see tasks assigned using a Task dashboards or 
using a dedicated view in RFQ process. 
Launch Manager can upload timing plan estimation 

End RFQ estimated timing plans are complete 

Constraints  

 

Launch Manager can review information provided by managers during estimation (CBOMs, volumes estimated, 

tooling sets); has to provide one or more documents and information, to describe timing plan proposal for 

each sales options. 

Step 1 Select Project User command, select Tasks tab, select hyperlink related to task name to be completed 

with timing plan document. 

 
Step 2 Select icon or dedicated command, to upload deliverables
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Step 3 From Action menu, select command Create New Document or Upload Files 

 

Upload Files opens a form, where user can select one or more files as deliverables (select command Browse). 

Document is created with an autoname function, with empty description and Title 

 

Create New Document function is executed in two steps: 

a) Define name (an autoname function is available), Title and description 
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b) Upload files (select command Browse) 
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Step 4 Complete or update description 

Select hyperlink or icon to popup a new window with document information 

 

Select commands contained in Action menu in order to update or complete information, upload files. 
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Step 5 Complete Timing Plan task 

Select the task, select command Close.  
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4.3 RFQ03 Tooling Definition 
  

Purpose Tooling Manager checks and update tooling information and costs Status Define 

Stakeholders Tooling Manager 

Beginning RFQ status is Quoting and Quotation tasks have been completed by users assigned 

Interactions CBOMs are complete; Tooling Manager provides, for each variant, a proposal about tools used to 
produce components. 
Quotation Manager can view tooling cost estimation 

End RFQ estimates are complete 

Constraints RFQ estimates and CBOMs are complete with tooling proposal 

 

Tooling Manager can review information provided by manager during estimation (like CBOMs and volumes 

estimated); has to define tools used to produce variants and components. 

Step 1 Select Project User command, select Tasks tab, select hyperlink related to RFQ package name 

 
 

Step 2 Select command Variants from RFQ package menu 

 
 

Tooling Manager has to define tools used to produce each variant and each component: 

 About variants, repeat step 3 for each variant. 

 About components, repeat step 4 for each component. 

 In order to update tools information, see step 5 
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Step 3 (Variants definition) Select one variant; select command Tools Part 

 
Toolbar contains commands to create new tools, add existing tools, disconnect tools from part definition and a 

command to update tool information 

 Create new tool: user has to select how many tools have to be created. 

 
 

 Add Existing Tools: user has to select tool serial number and press Submit 
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 Disconnect Tools: user has to select tools to be removed from part definition 

 
 

 Edit Details: user can enter or update tool information 
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Step 4 (Components definition) Select command Summary Matrix Components 

Table contains all components defined for all variants 

 
 

Select hyperlink for a component; select command Tool Parts and repeat task described for variants 

 

Repeat this task for each component 

Step 5 (Tools definition) Select command Tooling Cost Breakdown from RFQ package menu 
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Table contains all tools, defined using previous commands, contained in all variants and components. Select 

icon Edit in order to enter or update tools information 

 

 

In order to upload additional document and close the task, see chapter “Estimated Timing Plan definition” and 

“Task Completion”. 

New tools are created using a temporary name; Quoting Manager has the function to update tools information 

defined by Tooling Engineer and assign a definitive Tool Serial Number (see document related to RFQ process). 
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4.4 RFQ04 TFC and Modularity checklist 
  

Purpose Engineering Managers involved in RFQ have to compile checklists Status Define 

Stakeholders Engineering Managers with Quotation tasks assigned 

Beginning RFQ status is Concept BOM and Quotation tasks have been completed by users assigned 

Interactions Users have to compile checklist items 

End RFQ estimates are complete 

Constraints  

 

Engineering Manager can review information provided by manager during estimation (like CBOMs and 

volumes estimated); has to complete checklists used to evaluate technical feasibility and modularity 

parameters. 

Step 1 Select Project User command, select Tasks tab, select hyperlink related to TFC or Modularity checklists 

 

Step 2 User has to expand all checklist items and select icon Edit 
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Step 3 Complete checklist items values 

User has to enter values to complete all checklist items; before close the task, the system checks if all “Yes/No” 

and “Response” fields are completed. 
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4.5 RFQ05 Task Completion 
  

Purpose Users involved in RFQ have to provide an estimation Status Define 

Stakeholders Manager with Quotation tasks assigned 

Beginning RFQ in status Quoting 

Interactions Users can close the estimation tasks. 

End Quotation tasks have the status Complete and an Estimated Duration completed. 

Constraints  

 

Step 1 Select Project User command, select Tasks tab, select hyperlink related to task name 

 

 
 

Step 2 Select the top task, select command Close; the time spent to complete the command depends on 

number of tasks to close (vary from some seconds to a couple of minutes). 

 

 
 


