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1. Introduction

‘i-projectracker.com’ is online comprehensive Project Management Information System
software that helps you to Plan, Track and Report on projects. With its unique Project
Dashboard, Milestone status and Project Reporting, it helps you to deliver your projects on
time and under budget. Application is divided into different roles and responsibilities as
follows:

1.1 Administrator Role

This role is assigned at the company level also called ‘Company Admin’. This role
maintains standard references and to manage all the create Project Managers with
the assigned domain to work.

1.2 Project Manager Role

This role is to execute the projects and maintains all the daily operations activities of
the projects, Milestone, payment terms, deliverable, Gantt chart, time sheet and
more to provide the progress of the project in all aspects.

1.3 Project User

This role is to only view the project progress as per the access provided by
Administrator.

1.4 Executive Users

This role is also to view the project, however access to this role is to view all the
projects under the company by domain. These could be the CEO of the company.

1.5 Team Members
This role is for the team members working on the actual deliverable of the project.
Access are given to them to enter the hours for each day under the milestone worked
followed with the approval of Project Manager.

1.6 Stakeholders

This role is to approve the deliverables through email with no login required.
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2. Application Modules

Application is divided into the categories which are mentioned below:

2.1 Administrator Role

2.1.1 Manage Project Manager

2.1.2 Manage Domain

2.1.3 Assign Domain to Project Manager / User.
2.1.4 Manage Project user

2.1.5 Manage Executive User

2.1.6 Manage Team Member and Positions
2.1.7 Manage Company Profile

2.1.8 Manage Currency

2.1.9 Manage Vendors

2.1.10 List of all the Projects in the Company

2.2 Project Manager

2.2.1 Manage Program

2.2.2 Manage Projects

2.2.3 Assign Team Member to the Project
2.2.4 ldentify Stakeholders

2.2.5 Set Milestones

2.2.6 Set Payment Terms

2.2.7 Make Payments against each Milestones
2.2.8 Define Deliverables

2.2.9 Post Deliverables

2.2.10 Identify Risk

2.2.11 PostIssues

2.2.12 Update Periodical Milestone Updates
2.2.13 Update Periodical highlights

2.2.14 Approve Time Sheet

Copy right 2016 i-projectracker.com
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2.3 Project User / Executive users (to view the following)
2.3.1 Projects
2.3.2 Milestones
2.3.3 Deliverables
2.3.4 Dashboard
2.3.4.1 Total Cost of the Project against the Budget

2.3.4.2 Milestone status with plan vs. actual percentage completion.

2.3.4.3 Various Graphic presentations
2.4 Team Members
2.4.1 Enter Time Sheet with hours against the milestone.
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3. Governance of the Application

Application is structured in three layers which is Administrator, Project Manager and
domain where every project manager will create his/her projects and will work accordingly.
Access is restricted to own created project by Project Manager. Project Viewers are created
by Administrator to give an access to any project with the consent of project manager for
view only.

Hierarchy of the Application can be understood as follows:

Company Administrator

| 1 1
Project Manager 1

Project Manager 2 Project Manager 3
Domain 1 Domain 2 Domain 3 Domain 1
Planning & Budgeting SBaIancec(Ij -
Organization structure Proiect corecar So ution
] Proiect Imlementation
Project rojec
Oracle Upgrade
Project

Job Evaluation Project

Explanation

Once the Registration is done by the Company from the site or through contract agreement.
Company Administration is created as the top layer of the application. This role will be
Company Administrator and will start performing as follows:

- Create Organization Structure such as Department, Division and Directorate as domain.
- Create Project Managers and assign to the domain.

- Sent email to the Project Managers for setting the Password.

- Add Vendors

- Create Project Users and Executive users when required for view.
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4. Application user guide

Application is located on the web site ‘i-projectracker.com’ on the cloud and can be accessed from
anywhere and anytime. Once the Administrator account is created either by Signing up from the site
or by us as for the corporate account. Administrator can login to the site and see his/her company
name and his role as ‘Administrator, e.g. sample screen as follows:

4.1 Sign-up or Login with an Administrator Account.

/ [ https/iwwwi-projectrac X W\ = -0
& C' | & htips;//www.i-projectracker.com/home/index | ¢

PROJEC

Please Sign In

| |User Name

Remember Me

Not a member?Sign Up Now

&4 Leave a Message

Once the successful login is done, you should see your company name and role on the page with all
the options for Company Administrator to be carried out in the sequence mentioned in 4.2

Online Payment is available to select the different packages of prices. Once the trial period of 30
days is over, access will not be available unless the package is selected and online payment is done.
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4.2 Company Administrator to follow the steps in the same sequence:
4.2.1 Create Vendors

' [ Project Tracker

<« (& | 8 htips:;//www.i-projectracker.com/company_admin/manageVendors *| H

PROJECTRAC,SEH Company Name: Jack and Jill Brothers_ Role: Administrator ‘

Welcome: jib001 Manage Vendors Here

& Project Members

Vendors List Add Vendors
& Project Executive

Vendor Name Address Contact Name Email Action
& Project Manager )

ABC Financial Company — James Sales@abcfinancial. com @& F W

Clear Technology m Patrick sales@cleartechnology.com ® LT

& Manage Project User
& Manage Vendors
[@Manage Currency
@ Manage Domain

@ Manage Positions

aAssign Domain

4.2.2 Create Project Managers

' [ Project Tracker

& (& | @ https://www.i-projectracker.com/company_admin/createProjectManage ﬂ| E

PROJECTRAC’!EE Company Name: Jack and Jill Brothers__ Role: Administrator &

Welcome: jb001 Manage Project Manager Here

& Project Members

Project Manager List Add Project Manager
& Project Executive

Full Name Username Email Status Action

& Project Manager
James D souza JDso01 aifarugi@hotmail.com active ®*Qv T E
& Manage Project User

& Manage Vendors

[@Manage Currency

[l Manage Domain

[l Manage Posifions

sk Assign Domain

Copy right 2016 i-projectracker.com 2016
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4.2.3 Create Domain (Organization with Division, Department, Directorate)

' [ Project Tracker

X

&« c | & htips:;//www.i-projectracker.com/company_admin/manageDomain

Welcome: jjbo01

& Project Members

& Project Executive

& ProjectManager

& Manage Project User

& Manage Vendors

[@Manage Currency

@ Manage Domain

@ Manage Positions

aaAssign Domain

PRO CTRACKER Company Name: Jack and Jill Brothers._. Role: Administrator

Manage Domain Here

Domain List Add Domains

Domain Name Department Name
Accounts Payable Finance

General Management Finance
Talent Management Human Resources
Employee Relations Human Resources

4.2.4  Assign each Project Manage to the domain to work.

Directorate Name

Finance and HR

Finance and HR

Finance and HR

Finance and HR

Action

[E4 1)

[EQa)

za

[EQa)

[ Project Tracker X

& (& | @ htips:;//www.i-projectracker.com/company_admin/assignDomainTeProMng

CTRACKER Company Name: Jack and Jill Brothers.. Role: Administrator

Welcome: jjb001

& Project Members

& Project Executive

& Project Manager

& Manage Project User

& Manage Vendors

[@Manage Currency

& Manage Domain

@l Manage Posifions

sk Assign Domain

Manage Project Users Here

Assign Domain List Assign Domain To Project Manager

Select Domain

Accounts Payable Finance Finance and HR

Select Project Manager

James D souza
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4.2.5 Send Email to the Project Managers to reset the Password. Click on email

icon to send the email to the project manager.
[ Project Tracker x ¥ =3 -"Ea

& C | & https://www.i-projectracker.com/company_admin/createProjectManage Y| f

PROJECTRACKER Company Name: Jack and Jill Brothers. Role: Administrator F-

Manage Project Manager Here

& Project Members:

ProjectManager List  Add Project Manager
& Project Execufive
FullName Username Email Status Action
& ProjectManager
James D souza JDs0t aifarugi@hotmail com active ®ovZzES

& Manage Project User

& Manage Vendors

@Manage Currency

@ Manage Domain

& Manage Posifions

auAssign Domain

4.2.6 Create Project User and Executive User if required to view the Projects
Same as Project Manager

4.2.7 Assign Project User to the domain and the Project to view.
4.2.8 Create Team Member

Same as Project Manager

4.2.9 Create Position for Team Members with hourly rate

Copy right 2016 i-projectracker.com 2016
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/ [ Project Tracker

x \<ﬂa Mail - Abdul lllah Farugi % \D

& C | & https://www.i-projectracker.com/company_admin/managePositions

‘Welcome: jjb001

& Project Members

& Project Executive

& Project Manager

& Manage Project User

& Manage Vendors

[@Manage Currency

@&l Manage Domain

[l Manage Posifions

sk Assign Domain

PROJECTRACKER

Company Name: Jack and Jill Brothers__ Role: Administrator

Manage Position Here

Positions List Add Position
Position Name Description
Funcfion Analyst FA
Developer d
Subject Matter Expert S
Technical Architecutre T

Hourly Rate

350

250

300

150

Action

[EQf

[EQT)

[EQf

These are estimated rates for arriving the budget of the manpower cost. The actual
rates are also allowed at the time of actual assigning the team members to the
project by project manager.
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4.3 Project Manager Role

Once the Project Manager log’s in with the credential provided by the Administrator, he/she will on
the screen as shown below:

&« C | & https//www.i-projectracker.com/company_admin/index UL 3+ 4

PROJECTRA CKEB ‘Company Name: Jack and Jill Brothers.. Role: Project Manager a Dashboard [- Reports o Help m Ganlt Chart &

Select Domain Selects Status

#H
one Talent Management v Open

[l Create Project Project Id Domain Title Vendor Name Start Date End date Total Value in KD Paid in KD Balance in KD
AMiestones

Deiverables

dhMonthly status

8 Lesson Learned

* Closing

Select the Domain first for creating the project details.

Follow the steps as shown below for managing the projects:

4.3.1 Create Project
4.3.1.1 Manage Program

This option is to create a program for projects, every project must have a program even it has just one
project. Following screen is to enter the program details:

Copy right 2016 i-projectracker.com 2016
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& C | & https://www.i-projectracker.com/Company_admin/manageProgram @

P R OJE CTRA cﬁ EE Company Name: Jack and Jill Brothers. Role: Project Manager ﬁ Dashboard [- Reports 0 Help m Ganii Chart ‘

Manage Program

Programs List Add Program

Program 1D

HR/001/2016

Program Name

Implementation of Oracle Human Resources Application

Start Date

2016-10-02

End Date

2017-03-31

Sponsoring Department

Human Resources

Program Status

Open

Fields explanation:

Field Description

Program ID This is primary key for entering the Program, once entered cannot be changed.

Program Name Name of the Program of the Project.

Start Date Enter start date of the program as overall.

End Date Enter end date of the program as overall.

Sponsoring Sponsoring Department: Enter the name of the department who is the main sponsor

Department of the Project/program

Consultant Pick the name of the consultant who is executing the project. The list is maintained
by the Administrator, if the name of the consultant is not visible here, contact
administrator to enter the one.

Program Status  |Default is ‘Open’, can be closed if required

Copy right 2016 i-projectracker.com 2016
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4.3.1.2 Manage Project

This option is to enter the individual projects under the program already entered above. Screen for the
Project is as follows:

<« C | 8 htipsy//www.i-projectracker.com/company_admin/manageProject Q| i

Company Name: Jack and Jill Brothers._ Role: Project Manager ﬁ[)asmmam l~ Reports

O [Wlemicnn &

Domain Name:Talent Management  Project Name:  Project Cost :

Welcome: JDSO01 Project Start:21-10-2016  Project End :21-10-2016

Manage Project
& Create Project

Project List Add Project

Select Program

Select
Implementation of Oracle Human Resources Application

| Implementation of Oracle Human Resources Application

daManihly status

&« (& | & https:;//www.i-projectracker.com/company_admin/manageProject Q ﬁl E

PROJECTRACKER  company ame: ok e e, ot Pt e

@Bowvws Mngar O
Manage Project
Proesiisl | APt
Programo

daDefiverabies. * HR/001/2018

Program nams

Implementation of Gracie Human Reseurces Application
Project it

e Implementation of Oracle Human Rescurce Appication
[ Project Ratarencs:

HRI0D1/2016

Project Acoount No:

CapsHOPEX:

Expense

Contract Cost Contractor:
Contract start Contract End: Duraticn In Manth:
2018-10-02 8 months

Execution strategy Improve the

iness prosess of Human Resource Department

study Objective Automation of HR Business Process

sty seaps Automation of Employee Database and their financial elements, fike payroll and other benefits

1. Select the Program under which the Project is to be entered.
2. Select Add button to enter or edit button to edit the project.

Copy right 2016 i-projectracker.com 2016
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Fields explanation:

Field name

Description

Program ID and Program Name

Itis a disabled field as it is already entered in the program and under
which you are entering the Project.

Project Title

Project Name is the title of the project to be referred.

Project Reference

Enter the Project ID to be referred for all reports.

Project Account no.

Account No. of the Project (optional)

Project Type

Capital / Expense

Project Cost

Cost of the Project

Consultant: Pick the consultant from the list for executing the project.
Start date: Start date of the project
End date: End date of the Project

Duration in months

Enter the duration in months

Project Summary:

Enter the brief summary of the project

Project Objective:

Enter the brief objective of the Project.

Project Scope

Enter the scope of the Project

Copy right 2016 i-projectracker.com
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4.3.1.3 Manage Phasing (Optional)

PROJECTRACKER

Welcome: JDS01

(@ Create Project
AMilestones

saDeliverables

daMonthly status

Company Name: Jack and Jill Brothers..

Domain Name:Talent Management

Project Start :02-10-2016  Project End :31-03-2017

Manage Phasing

Phasing List

Phasing Date

2017-08-31

2016-12-01

Add Phasing

Phasing Amount

30000

2000

Role: Project Manager

ﬂDashbuam

Project Name:Implementation of Oracle Human Resource Application  Project Cost :250000

Commitment Amount

30000

1200

_Repons OHe\p

& esson Leamed

@Time Sheet

 Closing

4.3.1.4 Cost breakdown by services

@Gannchan ‘

Action
=@

[E4a)

& e | & htips://www.i-projectracker.com/company_admin/projectServices

PROJECTRAC’SEB Company Name: Jack and Jill Brothers._. Role: Project Manager ﬂ Dashboard _ Reporis

Domain Name:Talent Management

Project Name:Implementation of Oracle Human Resource Application  Project Cost :250000

Welcome: JDS01
Project Start :02-10-2016  Project End :31-03-2017

Manage Services
@ Create Project

Services List Add Services

AMilesiones

Services Date Services Name Services Amount

«hDeliverables 2017-01-11 License Cost 26000

2016-12-08 Services ofimplementation 230000

shaMonthly status

BLesson Leamed

OHe\p

@Gannchan

Action
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4.3.2 Milestone
4.3.2.1 Identify Stakeholders

This form is to manage the stakeholders of the projects who will approving the deliverables on emails.

& C | B https://www.i-projectracker.com/company_admin/projectStakHolders Q¥

P R OJE CTRA c.K EB ‘Company Name: Jack and Jill Brothers.. Role: Project Manager a Dashboard I- Reports o Help m Ganlt Chart &

Manage Stakeholder

Stakeholder List Add Stakeholder

Stakeholder ID

STK-001

Stakeholder Name

Mohammed Ameen

Designation

Project Manager - Client

Email

mameen@jjbros. com

Office Contact NO

1

Mobile No

121212

Project Rank

Project Administrator

Field Explanation

Field Description

Stakeholder ID Enter stakeholder Id, preferred to be as ‘STK-001’

Stakeholder Name Name of the Person to be stakeholder

Designation Title of the person in the organization.

Email Enter the valid email, as this will be used for deliverable approval through his/her
email

Office contact No. Office Phone number

Mobile Number Mobile number

Project Rank Title on the Project, like Project Manager from the client, sponsor or Coordinator

End Date End date should be left blank, if the stakeholder is working on the project, if the

stakeholder has left the project, you should enter the end date to be inactive

Copy right 2016 i-projectracker.com 2016
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4.3.2.2 Set Milestones
This form is to set the project milestones to be achieved in different time lines of the project. Form to
enter the milestones is as follows:

<

C | & Secure | httpsy/i-projectracker.com/company_admin/manageMilestone

PRDJECTRACK_E@ Company Name: Jack and Jill Brothers..  Role: Project Manager @ oashooars M Repons

O &

Domain:Employee Relations  Project Name:implementation of Oracle Human Resource Application  Project Cost :250000

Welcome: JDSO01
Start Date :02-10-2016  End Date :31-03-2017  Reference No :HR/001/2016

Manage Milestone

@ Create Project
Milestone List | Add Milestone
AMiestones
Milestone ID Milestone Name weight % Target Date Action
«hDeiiverables MIL-001 Business Requirement Definition and Analysis 0 31-12-2016 ez @
MIL-002 Design of the Solution 20 17-01-2017
Monthly status
MIL-003 Development of the Solution 25 22022017
Company Name: Jack and Jill Brothers. Role: Project Manager [
PROJE“RACK&B pany } g @Powsrvoad  Mocpors  Orep  [Wllcanicnan &

Domain Name:Talent Management  Project Name:Implementation of Oracle Human Resource Application  Project Cost :250000

Project Start :02-10-2016  Project End :31-03-2017

Edit Milestone

Milestone ID

MIL-001

Milestone Name

Business Requirement Definition and Analysis

Weight

30

Target date

2016-12-31

Field Explanation

Field Description

Milestone ID Enter the Milestone ID, which will be as the key number, enter as ‘MIL-001’

Milestone Name [Enter name of the milestone as ‘Acceptance of Business Requirement Document’

Weight Weigh of the milestone among all milestone, this will be used for computing the
overall completion of the project by weight * % completion to achieve the weighted %
completion. This is mandatory for tracking the % completion if required.

Target Date Target Date of the milestone to be completed.

Action This column has view, edit, delete and the Tasks icon. Every Milestone can be further
broken into many tasks and assign to the Project Team for completion

Copy right 2016 i-projectracker.com 2016
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4.3.2.3 Milestone Tasks

< C | & Secure | hitps//i-projectracker.com/company_admin/Manage Tasks/162 | @ :

1y_

AL Company Name: Jack and Jill Brothers..  Role: Project Manager @B pasnboard Mo Ouer &

Domain:Employee Relations  Preject Name:Implementation of Oracle Human Resource Application  Project Cost :250000

Welcome: JDSO01

Start Date :02-10-2016  End Date :31-03-2017  Reference No :HR/001/20186

ID:MIL-001 il Name:Business Requirement Definition and Analysis  Milestone Target Date:31/12/2016
[ Create Project
A Miestones Manage TaSkS
Task List Add Task
aDeliverables
Task ID Task Name Start date End Date Assigned To Completion Action
&Monthly status.
T-001 Meeting with users to gather business requirement 31-12-2007 16-08-2018 Tahir Beg 100% =
g 12+ 07 #
e T-002 Prepare Business Reguirement Document 01-12-2016 17-07-2018 Tahir Beg 70% =
T-003 Seek Approval from stakeholder 30-12-2016 16-08-2018 Tahir Beg % [EaT}
©Time Sheet Total 95 %

* Cincinn

Adding/Editing the Tasks

& — C | 8 Secure | httpsy/i-projectracker.com/company._admin/EditTask/162/11 %@

PROJECTRACK;B Company Name: Jack and Jill Brothers.. Role: Project Manager ﬂ Dashboard _ Reports o Help &

Milestone ID:MIL-001 Milestone Name:Business Requirement Definition and Analysis ~ Milestone Target Date:31/12/2016

(@ Create Project

A Miestones Edlt TaSkS
Add Task
& Deliverables
&k Monthly status Task Id
T-001
&Lesson Leamed
Task Name
Meeting with users to gather business requirement
OTime Sheet
Start Date
* Clasinn 2007-12-31
End date
2018-08-16
Assigned to
Tahir Beg A

Copy right 2016 i-projectracker.com 2016
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Field Explanation

Field Description

Task ID Enter the Task ID, which will be as the key number, enter as ‘T-001’
Task Name Enter name of the Task as ‘Designing of the Solution’

Start Date Enter the Start Date of the Task to be started

End Date Enter the End Date of the Task to be completed

Assigned to Select from the Drop down the Project Team to assign the task.

4.3.2.4 Set Payment Terms
This form is to enter the Payment terms for the payment schedule agreed for the project. Screen for this
is shown as follows:

PROJECTRACKER  company Name: Jack and Jl Brothers..  Role: Project Manager oot  Mogere Oy [lcancrt &

Domain Name:Talent Management ~ Project Name:Implementation of Oracle Human Resource Application  Project Cost :250000

Project Start :02-10-2016  Project End :31-03-2017

Manage Payments

payment List Add payment

Milestone

MIL-004 User Acceptance of the Solution
Target Date: 2017-03-01

Percentage

10.00

Amount

- |
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P R DJECTRACKER Company Name: Jack and Jill Brothers. Role: Project Manager

Project Start :02-10-2016  Project End :31-03-2017

# Home

Manage Payments
& Create Project

@ Dashboard

Domain Name:Talent Management  Project Name:Implementation of Oracle Human Resource Application  Project Cost :250000

[- Reports

(1 I

IE' Ganft Charl &

payment List Add payment
Milestone ID Milestone Name Percentage® Amount Total Payment Target Date Action
éhDeiiverables MIL-001 Business Requirement Definiion and Analysis 30.00 % 75,000.00 0.00 31-12-2016 mEa
MIL-002 Design of the Solution 20.00 % 50,000.00 0.00 17-01-2017 mEe
O MIL-003 Development of the Solution 25.00 % 62,500.00 0.00 22-02-2017 mEa
MIL-004 User Acceptance of the Solution 10.00 % 25,000.00 0.00 01-03-2017 mEa
& Lesson Leamned
MIL-005 Deployment of the solution 10.00 % 25,000.00 0.00 15-03-2017 mEa
MIL-006 Closure of the Project 5.00 % 12,500.00 0.00 31-03-2017 mE g
Total 100.00 % 250,000.00 0.00
Field Explanation
Field Description
Milestone Name Select the milestone from the pick list as entered in the set milestone
Percentage You may enter the % against the project cost to calculate the milestone cost
Amount Enter the whole amount for this milestone to be paid, % is calculated for the
amount entered.

Make Payments

Milestone ID: MIL-001 Milestone Name: Business Requirement Defintion and Analysis Amount:
75,000.00

Invoice Date

31122016

Invoice No.

INV-001

Amount Paid

75000

Remarks

Payment for Business Requirement Study

Click on the dollar note icon against the milestone and enter the invoices paid to the milestone.
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4.3.3 Deliverables
4.3.3.1 Define Deliverable

This form is to enter the number of deliverables against each milestone.

PROJECTRACKER  company Name: Jack and Jil Brothers..  Role: Project Manager Pooioas  Mogos  Orep  Bllcacrn &

Domain Name:Talent Management  Project Name:Implementation of Oracle Human Resource Application  Project Cost :250000

Welcome: JDS01
Project Start :02-10-2016  Project End :31-03-2017

Manage Deliverable

[ Creale Project

Deliverable List Add Deliverable

Deliverable ID
shDeliverables

DEL-001

hMonthly status Deliverable Name

Business Requirement Documents

& Lesson Learned

Associated Milestone

Business Requirement Definition and Analysis v
Owner
Mohammed Ameen v

Remark

Prepare of Business Requirement Document with the discussion from users

[ s |
Field Explanation
Field Description
Deliverable ID |Enter the Deliverable ID, preferable as DEL-001.1 for first milestone
Deliverable Name of Deliverable as available in the contract
Name
Associated Select the Milestone for the deliverable to be completed
Milestone
Owner Select the stakeholder who will approve the deliverable, this was entered in identify
stakeholder form
Remark Any remark if required for the deliverable
Copy right 2016 i-projectracker.com 2016
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4.3.3.2 Post Deliverable

This form is to Post /attach the document against the define deliverables and send to the stakeholder.

PROJECTRACKER

‘Company Name: Jack and Jill Brothers. . Role: Project Manager aDashbnard l- Reparts eHeh mGanﬁ Chart &

Domain Name:Talent Management  Project Name:Implementation of Oracle Human Resource Application  Project Cost :250000

Project Start :02-10-2016  Project End :31-03-2017

Manage Post Deliverable
(@l Creale Project

Deliverable List Add Deliverable

Deliverable Name Deliverable Date Upload Deliverable Status Approval Date Mail Send Action

shDeliverables

Business Requirement Documents 21-10-2016 Download Posted 30-11--0001 No EEE

Company Name: Jack and Jill Brothers.. Role: Project Manager aDashbnard l- Reporis oHeh m Gantt Chart &

Domain Name:Talent Management  Project Name:Implementation of Oracle Human Resource Application  Project Cost :250000

Project Start :02-10-2016  Project End :31-03-2017

Manage Post Deliverable
& Create Project

Deliverable List Add Deliverable

& Deliverable Name
Deiverables

Business Requirement Documents -

daManthly status

Attechment

Choose File | Business-requirement pdf

8L esson Leamed

Field Explanation

Field Description

Deliverable Select the deliverable name from drop down list

Name

Attachment Chose the document from the local drive (.doc, pdf, ppt, xIs)

Action From the action button on the list tab, click the email icon to send the email to the

stakeholder responsible for this deliverable
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Stakeholder will receive an email as mentioned below and can view/approve/reject within the email.

9 Replyall | v @ Delete Junk | v

Tracker
Today, 424 AM
You ¥

Inbox

Evernote  Wunderlist

Project ID: HR/001/2016

Project Name: Implementation of Oracle Human Resource Application
Deliverable ID: DEL-001

Deliverable Name: Business Requirement Documents

Owner Name: Maohammed Ameen

Designation: Project Manager - Client

Associated Milestone: Business Requirement Definition and Analysis
For more details click on following link

View Details

For approval of all post deliverables click on following link

Approve Reject

https://www.i-projectracker.com/

$ Reply all | v

Once the deliverable is approved by the stakeholder, status is marked as ‘Approved’ and if the mail has
been sent to the stakeholder for approval, it will mark ‘Yes’ under mail sent.

4.3.4 Monthly Status
4.3.4.1 Risks

This form is to identify the risk of the project and manage by priority.

PROJE! cTRAc"(.EB ‘Company Name: Jack and Jill Brothers. Role: Project Manager

Risk 1D
hDelverabies

RISK-001
daMonthly siatus Risk Name

Exccutives become disengaged with project

B Lesson Learned
Date of Risk Indentify

= 2016-10-25

Implication

Project will not be seriously taken by the users

Mitigation

Run awareness program and stakeholder

Severity Level

Medium

Status

@osnwoza  Mrcpors Orep il arncran

Open

Field
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Explanation

Field Description

Risk ID Enter an unique ID for the Risk

Risk Name Enter the name of Risk

Date of Risk Date of Risk Identify

Identify

Implication Enter the implication or impact of the risk carried out

Mitigation Enter the mitigation to handle the risk.

Severity Level [Severity of Risk level.

Status Open or Close

4.3.4.2 Issues
This form is to highlight the issues arising in the project and its implications.
€ @[ & nttps//wmewi-projectracker.comjcompany_sdmin/managelssues an

PROJECTRACKER

& Create Project
AMiestones
dhDeiiverables
daManihy stafus
8 Lesson Learned

* Closing

Company Name: Jack and Jill Brothers. Role: Project Manager

Manage Issue

Issue List Add Issue

Issue ID

155-001
Issue Name

Poor communication with the customer
Date of Issue

2016-10-31
Reason Of Issue

Quality of Communication management is not in a good hands

Resolution

Change of the Change Management Leader or revisit the plan

@ Dashboard

[- Reports o Help IE' Ganii Chart &

Medium
Open
] h
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Field Explanation

Field Description
Issue ID Enter an unique ID for the Issue
Risk Name Enter the name of Issue

Date of issue

Date of issue

Reason of Issue

Enter the reason of the issue

Resolution

Enter the resolution of the issue

Severity Level

Severity of issue level.

Status

Open or Close

4.3.4.3 Monthly Highlights

This for is to provide the monthly or selected date highlight of the project. You can enter risk text here
to provide the detail note of the project at a glance for the management.

@owiows Moo Orew  Blocwncrn &

Project Cost

260000

nagement  Project Name:Implementation of Oracle Human Resource Application

-
Role: Proje

PROJECTRACKER

Company Name: Jack and .Jill Brothers _ Projoct St 02-10:2016  Project End 31-03-2017

Domain Name:Talent Management  Project Name:Imp Manage Highlights

Project Start :02-10-2016  Project End :31-03-2017 Highiht List 3 Highights
o aenon
# Home 25102018 e
Manage Highlights
& Create Project
Highlight List Add Highlights
Date
éhDeliverables
2016-10-25
&Monihly status Highlights.
I B I|U = Arial - A - = = = T~ E- G e | - X & ?

8 Lesson Learned

The project is facing major delays due fo defects identified in the quality assurance. The feam is working on fixing the issues. The project budget is estimated fo run over. The
project schedule still remains in on track.

The vendor has indicated that the delivery of the product is on track. Intemal project team is ready for analysis. The project schedule is a concem due unavailability of infrastructure.
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Field Explanation

Field Description

Date Click on Add tab and enter the date of highlight. Save the date
Date Entered Click to select the date entered before for entering the highlight
Highlights Enter the highlight in an open rick text area and save.

4.3.4.4 Update Milestone Status

PROJECTRA Cﬁgﬂ Company Name: Jack and Jill Brothers..  Role: Project Manager @oesvons  Mrcpos O [lcacrat &

Domain Name:Talent Project ion of Oracle Human Resource Application  Project Cost :250000

Project Start :02-10-2016  Project End :31-03-2017

Milestone for February 01, 2017

Miestone List

o
Milestone 1D Milestone Name Weight  Plan% WeightPlan%  Actual%  Weight Actual®%  Plan completion date  Actual Completion date  Action
MIL-001 Business Requirement Definition and Analysis 30 100 30.00 100 30.00 31.12-2016 31-12:2016 @
MIL-002 Design of the Soiution 20 50 10.00 &0 1200 17012017 17012017 =
MIL-003, Development of the: Solution 25 40 10.00 50 1250 22022017 22022017 e
MIL-004. User Acceptance of the Solution 10 100 10.00 100 10.00 01-03-2017 01032017 @
MIL-005. Deployment of the selution 10 100 10.00 100 10.00 15-03-2017 15032017 rd
MIL-006 Closure of the Project report 5 0 0.00 0 000 31.03-2017 31032017 el
Total 100 70.00 74.50

This form is to enter the monthly or periodical update of the milestones for plan vs actual percentage
achieved. Percentage works based on the weight % enter against each milestone. Calculation is as

follows:
Milestone Name Weight Plan% Actual% Weight Plan % | Weight Actual
%

Business Requirement 30 100 100 30 30.00

Definition and Analysis

Explanation As entered Entered Enter actual as | Calculated (30 * | Calculated (30 *
at milestone | plan as 100 | 100 100% enter as 100% enter as
stage plan) actual)
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4.3.5 Time Sheet
4.3.5.1 Assign team member to a domain and project

This form is to assign the team members to work on their domain and the projects. Project Manager will
select the member already created by company administrator with position for their project and give an

estimated overall hour for the member to work.

PROJECTRAC!_(E@ Company Name: Jack and Jill Brothers...

@ Create Project

AMilestones

<hDeliverables

&Monthly status

& Lesson Leamed

©Time Sheet

% Closing

Field Explanation

Manage Members

Members List  Add Member

Select the domain

Talent Management

Select the project in domain

Implementation of Oracle Human Resource Application

Select Member

Tahir Beg-Project Manager

Enter the hourly rate

200

Estimated hours

Role: Project Manager

@ pashboard

Wreors e Mllcantcrat &

| sl

Estimated cost

120000

Add Member .

Field

Description

Select the domain

Select the domain assigned to the project manager

Select the project to
domain

Select the project from the assighed domain.

Select Member

Select the member for this project

Enter for hourly rate

changed.

This rate is shown from the original rate entered for the member, however can be

Estimated hours

Enter an estimated total hour for this member required to work. This will be used

to compare with the actual hours.
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4.3.5.2 Pending Time sheet

This form is to approve/reject all pending time sheet sent by individual team members.

PROJECTRAC’SEB Company Name: Jack and Jill Brothers._.

Welcome: raza01

(@ Create Project

AMilestones

aDeliverables

User

Id
sk Monthly status

tab001
& Lesson Leamed

1ab001
@Time Sheet Total

% Closing

Domain Name:General Management

Project Start :01-01-2017

Time Sheet List

Member
Name

Tahir Beg

Tahir Beg

Pending Time Sheets

Role: Project Manager

Project Name:Oracle Financial Implementation

Project End :31-07-2017

ﬂDashbuam

Project Cost :130000

Date
Position worked Milestone Name Task Worked
Project 12-01-2017 User acceptance test User Acceptance
Manager
Project 11-01-2017 Finalization of Terms of Progress Status Report
Manager References Presentation

_ Reporis

Rate/Hours

200/4

20013

OHe\p

mGannChan a

Click to

Amount  Status  change

800 Pending + %

600 Pending ~ x

1400

This form show all the pending time sheets submitted by the team members. Project Manager will
either approve or reject by clicking the icon accordingly in the ‘Click to Change’ column.

4.3.5.3 Approved Time sheet
This form show all the approved time sheet to the project manager for this information.

PROJECTRAC’SEB Company Name: Jack and JJill Brothers.

Welcome: raza01

[ Create Project

AMilestones

s Deliverables

Userld
shMonthly status tab001

tab0o1
& Lesson Leamed

tab001

Total

@Time Sheet

Domain Name:General Management

Time Sheet List

Member Name

Tahir Beg

Tahir Beg

Tahir Beg

List Of Approved Time Sheet Here

Position

Project Manager

Project Manager

Project Manager

Project Name:Oracle Financial Implementation

Role: Project Manager

Project Start :01-01-2017  Project End :31-07-2017

Date worked Milestone Name
19-01-2017 Briefing with stakeholders
18-01-2017 Briefing with stakeholders
10-01-2017 Kick off Meeting

@ vasrboas [ Repors

Project Cost : 130000

Task Worked

briefing

Briefing

Kick off meetings

Rate/Hours

200/5

200/4

200/4

[ i P

Amount

1000

800

800

2600

[l cantcrat o

Status

Approved

Approved

Approved
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4.3.5.4 Rejected Time sheet

This form shows all the rejected time sheet if any, Team member has to resubmit for approval.

4.3.5.5 Summary hours of all the dates
This form is a report like form to provide the summary of hours by each team member to track against

the estimated hours.

PROJECTRAC'!gB Company Name: Jack and Jill Brothers. . Role: Project Manager ﬂﬂasnbuam FRepons oﬂe\u maanncnan &

Domain Name:Talent Management ~ Project Name:Implementation of Oracle Human Resource Application

Project Cost :250000

Project Start :02-10-2016  Project End :31-03-2017

@ Create Project Summary hours

AMilestones
Summary

aaDeliverables

Memberid  Position Member Name ~ ActualHours  Rate  Actual Amount  Estimated hours  Estimated Amount  Balance hours  Balance amount
a&Monthly status imadoo1 Project Manager Imad Farugi 5 200 1000 4 800 1 200

akhoo1 Technical Analyst Agil Khan 22 150 3300 500 75000 -478 -71700
B Lesson Leamed

Total 4300 75800 71500

@Time Sheet

4.3.6 Lessons Learned
This form is to enter all lessons learned for the project in technical and administrative categories.

4.3.7 Closing
This form is to close the project once it is completed. Project Once closed will not be available for edit by
the Project Manager unless requested by the Company Administrator to open.

Copy right 2016 i-projectracker.com 2016

User Guide Version 1.0 Page 30 of 41




!!Elmbwali

4.4 Team Member Role

This role is for the Team Member to enter their Time Sheet against the Task and submit for
Project Manager to Approve.

Once the Team Member User Id is created, an email is generated for the team member to
notify the Project and Domain he/she has been assigned. Team Member is also requested to
reset the PW. Following screen is available for the Team Member to enter/update time sheet.

PROJECTRAC’!EB Company Name: Jack and Jill Brothers._. Role: Project Member

Package: Business Expire Date: 2017-01-03

Currency Name:KD

Select Domain
General Management v

@ My Time Sheet
Project Id Domain Title Vendor Name Start Date End date Total Value Paid Balance

» ERP-01/Financial General Management Oracle Financial Implementation ABC Financial Company 01-01-2017 31-07-2017 130,000.00 0.00 130,000.00

130,00000  0.00 130,000.00

Select the Domain and the Project against which the hours for the task is to be entered. Again
select the Milestone against the Work done to be entered for each Task. Click on the + sign to
enter the work done for assigned task.

e
PR OJECTRAC’_‘“EB Company Name: Jack and Jill Brothers..  Role: Project Member

Domain:Employee Relations  Project Name:implementation of Oracle Human Resource Application

C | & Secure \ https://i-projectracker.com/company_admin/manageTimeSheet

Project Cost :250000

Start Date :02-10-2016  End Date :31-03-2017  Reference No :HR/001/2016

Manage Time Sheet Here

@ My Time Sheet

Add Time Sheet

Select Milestone

MIL-001 v

Milestone ID: MIL-001  Milestone Name: Business Requirement Definition and Analysis ~ Target Date: 31/12/2016  Milestone Completion % : 57

Task ID Task Name Start Date End Date Task Completion % Action
T001 Meeting with users to gather business requirement 2007-12-31 2018-08-18 100 % +
T-002 Prepare Business Requirement Document 2016-12-01 2018-07-17 70 % +
T003 Seek Approval from stakeholder 2016-12-30 2018-08-18 % +
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This is the list of Time Sheet already entered by the team member. Click Time Sheet to add work
tab to enter new work done against the selected task.

(_
PROJECTRAC’_(_EB Company Name: Jack and Jill Brothers..  Role: Project Member

C | & Secure | httpsy/i-projectracker.com/company_admin/editTimeSheet/162/12

Milestone ID:MIL-001 Milestone Name:Business Reguirement Definition and Analysis

Milestone Target Date: 31-12-2016

Task ID: T-002 Task Name: Prepare Business Requirement Document  Start Date: 01-12-2016  End Date: 17-07-2018  Task Completion %: 70

© My Time Sheet Back to Time Sheet
‘Work done List Add Work
Date Description Hours Worked =~ Task Work Completion % Milestone Name Status Rejection Reason ~ Action
20-07-201%  BRD done for Finance Department 1 70% Business Requirement Definition and Analysis  Pending @&
19-07-2018  BRD for HRM is completed 5 50% Business Requirement Definition and Analysis ~ Approved ™

Add work done against the Milestone and the Task assigned. There can be more than one work
done against the task until the task is 100% completed. Every work done submitted with the %
completion is approved by the Project Manager. Once the Work is approved there will be no edit or
delete.

<« C' | & Secure | https/i-projectracker.com/company_admin/editTimeSheet/162/12 ¥r| @
PROJECTRAC’!EH Company Name: Jack and Jill Brothers..  Role: Project Member -

Milestone ID:MIL-001 Milestone Name:Business Reguirement Definition and Analysis  Milestone Target Date: 31-12-2016

Task ID: T-002 Task Name: Prepare Business Requirement Document  Start Date: 01-12-2016  End Date: 17-07-2018  Task Completion %: 70

@ My Time Sheet Back to Time Sheet
Work done List Add Work

Date

16-08-2018

Work Description

Hours Worked

% Completed
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Field Explanation

Field Description

Date Enter the date when the work is done for the task.

Work Description Enter the description of the work done for the assigned task.

Hours Worked No. of Hours worked on the date for the task. Hours should be not more than 9
hours.

% Completion Enter the % Completion for the Task. % Completion is entered as aggregated from

the previous. e.g first work done can be 30% and next work done for the same
task should be entered as 40%. Last entry of % Completion is shown as %
completion of the task.

All Task % completion is added and divided by number of task and % completion
of milestone is derived.
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4.5 Dashboard

Dashboard area of the Application provides various graphs at Project level and also at Project
Manager level summarizing all the projects under his/her domains. Click on the Dashboard available
on top of the screen which will take you to this area.

PROJECTRAC’SE!? Company Name: Jack and Jill Brothers._. Role: Project Manager ﬂ Dashboard _ Reporis oﬂe\p IE Gantt Chart ‘

Welcome: JDS01 Dashboard Last Milestone Updated: 24-11-2016
Domain Name:Talent Management  Project Name:Implementation of Oracle Human Resource Application  Project Cost :250000
Project Start :02-10-2016  Project End :31-03-2017

@ Create Project

AMilestones
Selected Project from home page Summary Monthly Status Issues Risks Manpower Cost

Project Value Total Paid Total Balance .. . Plan Vs Actual%
@ 250,000.00 75,000.00 @ 175,000.00 .. -' 34.00 % Vs 34.00 %
.

&= Project Detail [® Financial Posifion in CCY & Change Management

shDeliverables

sk Monthly status

& Lesson Leamed

OTime Sheet ProjectId - HRAO01/2016 Title implementation of Or No. Risks 2
Department Talent Management Contract Cost 250,000.00 No. Issues : 2
X Closing
Start Date 02-10-2616 Project Type : Expense No. of Milestones : €
End Date : 31-03-2017 Vendor Name: ABC Financial Company No. of Deliverables : 3

pany Name: Jack and Jil Brothers.  Role: Project Manager

Project Financial Nilestones

Not Started
66.67%

.

Daiversbies Totsl Risks And Totsl Issuss.

Amount Balance

70%

Approved High
33.33% 50%
I
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Payment Due as per milestone payment terms.

Milestone ID Title Target Date Amount due
MIL00T Business Requiremant Dafintion and Anslysis 31122018 0.00
MIL-002 17012017 75,000.00
MIL-003 22022017 62,500.00
MIL004 01022017 25,000.00
MIL005 15032017 25,000.00
MIL003 31032017 12,500.00
MILD01 31122018 12,500.00

MIL002 31012017 50,000.00

MIL003 28002017 50,000.00

Total 31250000

Explanation>> Tab>> Selected Project from Home Page

Tab>> Selected Project from Home page>> information on this tab refers to the project
selected from the home page which comprises as follows:

Tiles with Project Value, Total Paid, Total Balance and Plan vs. Actual as of date updated
above.

Three Portlets with Project information and No. of Risks, Issues, No. of Milestones and
Deliverables in the selected Project.

Another four Portlets provide the following information:
Milestones >> Percentage started, Completed, in Progress
Project Financial>> Percentage of amount paid and balance
Deliverables>> Percentage of Deliverables approved and registered.
Total Risks and Issues>> Percentage of Risks/Issues on High, Medium and Low

At the bottom, a table provide the information of due payments for the selected Project.
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Company Name: Jack and Jil Brothers . Role: Project Manager @ Doticet Mreor: e [lcomcn: &

Project Start :02-10-2016  Project End :31-03-2017

Selected Project from home page | Summery | Monthly Ststus  Issues.

Risks  Manpower Cast
— Totsl Projects. Total Vilue: Total Paid Totsl Balance:
[ —] 3 410,000.00 75,000.00 @ 335,000.00
——1
Project Fin Project

aniel By Domein Financisl By Vendor

400,000 400,000

300,000 300,000
200,000 00,000
100,000
100,000

a

Project Closing next three Morths

Project ID Project title Vendor

- Tab>>Summary >> information on this tab summarize of all the projects assigned to
the Project Manager which comprises as follows:
o Tiles with aggregating all the projects and showing No. of Projects, Total
Value, Total Paid, Total Balance.

o Two Portlets showing the following information:
=  Project Financial by Domain>> Provide the information under each

domain assigned to the Project Manager.
= Project Financial by Vendor>>Provide the information by
company/vendor working on the Projects.
o At the end a table showing all the project if it is reaching near to close in
next three months.
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PROJECTRACKEB Company Name: Jack and Jill Brothers..  Role: Project Manager @ pasnboara W enois O ren Eanicran &

Dashboard

Last Milestone Updated: 24-11-2016

Domain Name:Talent Management Project Name:Implementation of Oracle Human Resource Application  Project Cost :250000

Project Start :02-10-2016  Project End :31-03-2017
@ Create Project

AMilesiones

Selected Project from home page Summary Monthly Status IssUes Risks Manpower Cost
aDeliverables
Milestone Status Monthly Highlights
aMonthly status
24-11-2016 24-10-2016
& Lesson Leamed
24-11-2016

Milestone ID Milestone Name Weight Plan % Weight Plan % Actual % Weight Actual % Plan completion date Actual Completion date
MIL-001 Business Requirement Definition and Analysis 30 100 30.00 100 30.00 31-12-2016 31-12-2016
MIL-002 Design of the Solution 20 20 400 20 400 17-01-2017 17-01-2017
MIL-003 Development of the Solution 25 0 0.00 0 0.00 22-02-2017 22-02-2017
MIL-004 User Acceptance of the Solution 10 0 0.00 0 0.00 01-03-2017 01-03-2017
MIL-005 Deployment of the solution 10 0 0.00 0 0.00 15-03-2017 15-03-2017
MIL-006 Closure of the Project 5 0 0.00 0 0.00 31-03-2017 31-03-2017
Total 100 3400 34.00

Close

Tab>> Monthly Status

This tab provides the monthly status of milestones, select the date you would like to see the status.
Last date updated is already provided on the first tab.
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PROJECTRACKER  company name: Jac: ana am trtners.

daDeinesables

daMoimiy stans

BLesson Leamea

@Time shest

x Gising

Role: Project Manager @owivoas Moo O Ellcani char

50%

Tab>> Issues/Risks

a

. — ompany Name: Jack and Jil Brothers.  Role: Project Manager Wrvor Oiw Olomcw &
o ssuenams e Ressonotisue f—
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This tab provide the information and details of Risks and issues of the selected Projects with the

donut graph depicting the picture accordingly.
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Tab>> Manpower Cost

Manpower Cost is directly related to the time sheet module of the application. Four tiles on the top
provide the information for the selected project as follows:

- No of Members assigned on the selected Project
- Total number of hours aggregated worked so far.
Total Cost estimated for the Project

Actual Cost incurred based on their rates.

Further, four portlets provide the information as follows:

- Manpower cost Actual by different projects under the Project Manager.

- Manpower hours Actual by different projects under the Project Manager.

- Manpower Cost Actual by position under different projects for the logged in Project
Manager.

- Manpower Cost by month as the project progress.

4.6 Reporting

Projectracker also provides various Reports which can be downloaded on PDF format and printed,
such as :

- List of projects by domain

- Projects by Program

- Projects Payments

- Invoice Reports with Payment

- Milestone with Deliverables

- Milestone Status by Month/year

- Payment Due Report

- Risk Identified

- List of Issues

- List of Tasks by team members with % completion

- List of Milestone % completion based on Tasks % completion.
- List of Pending Tasks

- Cost of Team Members by Project, Milestone and Task
- Summary of Cost of the Project.
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4.7 Business Intelligence

Projectracker also provides a more Reports and Dashboards as a Bl — Business Intelligence Reports
powered by ZOHO Reports. All the Basic Tables are available for the client to develop their reports
as required. Sample of the BI Site of the Projectracker is as follows:
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fan000 1. Select Fields for Chart

#60,000 Text » Drag column (from Left pane) and Drop inta X or Y Axis shelf on the top.

$50,000 € ¥ For Detailed view drop columns to Colar, Text and Tooltip shelves abave.
% 546,000
205 sumo 2. Apply the functions
A S » Click the drop down menu in the dropped column and select the required function.
> y .

330,000 3. Filter the data. [*] Video Demo

520000 - » Click the filter tab and drag and drop the columns whose values are to be filtered

S10000 » select the values to be filtered and apply filter.

4. User Filters
00
Furniture Grocery » Click the User Filters tab, drag and drop columns that are to be visible as filters in the view mode.
Product Category —> X - Axis ¥ Mouse over the dropped columns and click 'Edit’ to edit the filter settings of the column.

This Module of the Bl provides the facility to create your reports and Dashboard based on the
columns available on the left by just simply dragging on X-Axis and Y-Axis of the required column.
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