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Charter Instruction Manual Basics of Project Management

BASICS OF PROJECT MANAGEMENT

OVERVIEW OF PROJECT MANAGEMENT

This section covers the main principles and concepts of project management, the different roles
and responsibilities that people will have in a project, and the hierarchy within a project team.

DEFINITIONS
This is a brief list of basic terminology that you will need to be familiar with before you begin
managing your project.

Project—A temporary endeavor undertaken to create a unique product or
service.

Project Management—The discipline of planning, organizing, securing, and
managing resources to achieve the successful completion of specific project
goals and objectives.

Project Management Principles—The concepts, tools, techniques, plans,
and forms used by an organization to manage a project.

Project Manager—The individual who has been assigned the responsibility
of managing the project using project management principles.

Project Sponsor—The individual assigned to the project as an executive
representative.

Project Owner—The individual assigned by the Project Sponsor to provide
oversight of the project —or— who represents the business unit that is
requesting the project.

Project Team Members—The individuals assigned to the project that have
knowledge, expertise, or skills important to the success of the project.

Resource Managers—The supervisors or managers with the authority to
assign resources to tasks and recommend SMEs to the team.

Team Leaders—The individuals who have been assigned the authority to
assign district resources to tasks and recommend SMEs to the team.

Stakeholders—All key individuals involved in the project.
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ROLES AND RESPONSIBILITIES
It is important that the team establish roles early in the project to avoid any confusion down
the road. The following are the key responsibilities for the different roles within the project.
Review them, and make sure everybody in the project understands their roles. To better
understand the organizational hierarchy of these roles, please refer to the “Project
Organization Chart” section.

Basics of Project Management

Project Sponsor

Project Owner

Approves project charter, scope, and
deliverables, and authorizes any
necessary changes.

Authorizes money and resources.
Champions the project.

Accountable to Project Sponsor for
success of the project.

Communicates between Project Sponsor
and Project Manager.

Recommends a Project Manager to the
Sponsor and may assist in team selection.
Removes barriers and provides project
support; is a resource for resolving issues.
Champions the project.

Project Manager

Project Team Members

Assumes ownership and responsibility for
the project schedule, budget, and scope.
Identifies resources and assigns team
member roles.

Defines project requirements and
monitors progress against the work plan.
Identifies and manages project risks.
Notifies Project Sponsor/Owner of
progress, support needed, or barriers.
Maintains ongoing communication with
the stakeholders.

Provides status reports to Project
Sponsor/Owner and stakeholders.

Assume ownership and accountability for
assigned project activities and tasks.
Participate in the project initiation,
planning, execution, and closure stages.
Identify and communicate problems,
challenges, and issues to Project
Manager.

Participate in problem solving.

Submit timely and accurate activity
progress to Project Manager.

Resource Managers

Team Leaders

Assign appropriate staff to a project and
project tasks.

Authorize assigned work from a Project
Manager to their section.

Recommend SMEs for a project.

Assign appropriate District staff to a
project team.
Recommend District SMEs for a project.
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ToC PROJECT ORGANIZATION CHART
Rack The graphic below is the organizational hierarchy of a project. For a detailed overview of the
responsibilities of these roles, please refer to the “Roles and Responsibilities” section. For
suggestions about who should assume these roles for any given project type, please refer to the
“Candidates for Roles” section.

Forward

Project
Sponsor

Project
Owner

Project
Manager

Other
Stakeholders

Team
Members

Team
Leaders

Resource
Managers




Charter Instruction Manual Basics of Project Management

ToC CANDIDATES FOR ROLES

Depending on what program your project falls under, the Project Manager, Owner, and Sponsor
may be different than those for other projects. Please refer to the tables below (and continuing
onto the next page) for suggestions on who should assume each role for your project. Each
letter or group of letters corresponds to a specific Title, office, program, committee, etc. One
individual who either holds that title or belongs to that office, program, committee, etc. would
need to be assigned.

Rack

Forward

BR -HQ Bridge MPO -MPO
CE -Chief Engineer OHS -Office of Highway Safety
D -District
DE -District Engineer RCE -Resource Center Engineer
DA -Division Administrator APM -Aeronautics Project Manager
GO -GARVEE Office TMAC -Transportation Management Area Committee
HQ -Various HQ Sections TP -Transportation Performance
LHTAC -LHTAC UC -Urban Committee (MPOs)

LA -Local Agency

Program Project Sponsor | Project Owner | Project Manager
Pavement Preservation DE D D
Pavement Restoration DE D D

Bridge Preservation BR DE D

Bridge Restoration BR DE D

State Expansion DE D D

Early Development DE D D

Board Unallocated Board D D

GARVEE Board D GOorD
Systems Support HQ HQ HQ

ADA Curb Ramp TP or HQ HQ or TP or LA TP or LA
Safety - Statewide OHS DE or LHTAC D or LHTAC
Safety — SAFETEA-LU Rail RCE DE or LA D

Safety - State-Rail RCE DE or LA D

Systems Planning DE D D

CMAQ TP or RCE D or LA DorlLA
Highway Planning — Other UCor HQ MPO or HQ MPO or HQ
Formula

Safe Routes to School TP TP orD TPorD
STP—Local Urban ucC LA D or MPO or LHTAC
STP—Transportation TMAC D or LA D or MPO or LHTAC
Management Area (TMA)
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Basics of Project Management

TPA — Transportation TMAC or TP or TP or LAor MPO | TP or LA or MPO or
Management Area (TMA) LHTAC or LHTAC LHTAC
STP—Local Rural LHTAC LA LHTACor D
Bridge—Local LHTAC LA LHTAC
Bridge—Off System LHTAC LA LHTAC
Emergency Relief (ER) CE DorlA D
Capital TP TP TP
Operations TP TP TP
New Airport Facility DA APM APM
Airport Facility Maintenance DA APM APM
Airport Planning DA APM APM
Aviation Systems Planning DA APM APM

10
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PROJECT LIFE CYCLE

Any project within the Idaho Transportation Investment Program (ITIP) will go through the ITD
Project Life Cycle. This is a structured way to manage a project to avoid falling behind schedule
and over budget. When projects follow this life cycle, they are easier to manage, easier to
regulate, and easier to correct when there are errors or aspects that need to be changed or
updated.

To see detailed information about what happens in each of these phases, and for further detail
about the PM Life Cycle Stages, please go to the “PM Life Cycle Stages” section of this
instruction manual.

ITD PROJECT

Planning Phase Evaluation Phase Development Phase Implementation Phase Operations Phase

T’I"‘" SP:“"‘“:" Evaluation Development Implementation
:ﬂv::e":; Charter Charter Charter
Processes Deliverables Deliverables Deliverables

1 | 1 1 { 1 {

PM PM PM PM
Life Life Life Life
Cycle Cycle Cycle Cycle
Stages Stages Stages Stages
J L '

Evaluation
Charter
Deliverables

Development Implementation
Charter Charter
Deliverables Deliverables

Potential
Schemes

To get a better understanding of how the project charter is used during the three main phases
of the project life cycle (evaluation, development, and implementation) please refer to the
“Overview of Project Charter Phases” section of this document.

11
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PM LIFE CYCLE STAGES

During each phase, the project goes through the
project management (PM) life cycle stages. This

part of project management involves four stages:

1. Initiation

2. Planning

3. Execution, monitor, and control
4. Closure

For further detail on what happens during each
of these stages in any particular phase, please
refer to the diagrams in the following pages.

Phase PM Life Cycle Stages:

Evaluation Phase
Development Phase
Implementation Phase
Operations Phase

e
Initiation

— B

Planning

Execution

Basics of Project Management

12
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)
Initiation

Planning

Execution

Closure

—_—
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Basics of Project Management

EVALUATION PHASE - PM LIFE CYCLE STAGES

)
Initiation

.y

Planning

Define Evaluation roles & responsibilities

Data gathering
Determine selection criteria

e Project prioritization / ranking
o Develop project charter
e |TIP documentation

Approve ITIP
Proceed with project

DEVELOPMENT PHASE - PM LIFE CYCLE STAGES

Review / update project charter
Define Development roles & responsibilities
Development kick-off meeting

Development WBS

Project management plans

e Development activities
e Change management / QC-QA
e Contract documents / awards

Lessons learned
Development archive

13
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ToC. IMPLEMENTATION PHASE - PM LIFE CYCLE STAGES
Rack ~~——, e Review/update project charter
Initiation e Define Implementation roles & responsibilities
Forward :D:/ e Implementation kick-off meeting
. e Implementation WBS
Planning e Project management plans

e Implementation activities
e Change management / QC-QA
e Substantial completion

Execution

Lessons learned
e Implementation archive

OPERATIONS PHASE PM - LIFE CYCLE STAGES

)
Initiation e Define Operations roles & responsibilities
Planning e Project Management Plans

e QOperations activities

Execution e Change management / QC-QA

e Lessons learned

14
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UNDERSTANDING THE SOFTWARE

This section goes over the software that is used when creating and editing a project charter.
There are two main software applications that are used, Microsoft Project Professional 2010
(MSP) and Project Web App (PWA), and they share a lot of functionality. Certain steps in
creating a project charter will require you to use one program or the other, so it is important
that you understand the differences.

DIFFERENCES BETWEEN MSP AND PWA

Microsoft Project Professional Project Web App
e For Project Managers only e Accessible to all team members
e Full desktop program e Online tool
e View/Edit project schedules e View/edit timeline and deliverables
e Enter/Edit project information (i.e. e Project reporting
custom fields) e Access shared workspaces for issues,
e Review/Update project progress risks, and documents
e Use templates to create project schedules | ® View task assignments
e Assign resources to project tasks e Manage issues and risks
e Baseline project e Edit project development pages (PDPs) &
e Use various viewing/reporting tools submit workflow items

Note that when you set up MSP, you will need to link it to the PSS. This is done by utilizing the
Login window when you first open MSP (below). Click the drop-down menu, select PSS, and
then click OK.

-

Lagin

Profile: | P55 -

[V Lsad Summary Resource Assignments

ﬂurkDFﬁine] [ [8]4 ] [ Cancel

15
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PWA HOME-PAGE LAYOUT

The PWA is available online at http://pwahway/PWA/default.aspx

= -

—— il oo —RAEEEC

a'ﬁ_ ] bitpi//pwahway Pwiavdefauitasex 0 ~ & X || 7] Home - Project Web App e

X @Con\rer{ - [@HSelect

!

Project Web App Home PSS Site Search this site... r e
4 Reminders
Projects Tasks
=&
Project Center . you have no new tasks assigned to you.
Approval Center Approvals
Workflow Approvals J% ‘You have no task updates from resources pending your approval.

0 My Work B
B Tasks

Issues and Risks 35-

Resources
Resource Center

Status Reports

Business Intelligence
ITD Custom Reports

Settings
Personal Settings

Server Settings

Browse

Project Web App » Home

Status Reports

m

‘You have no overdue status reports.

Issues and Risks
You have no active risks assigned to you,

Si You have no active issues assigned to you,

® 2010 Microsoft Corporation. Al rights reserved. o

Site Actions — from here, you have the ability to access different tools for
customizing the PWA and uploading documentation.

Browse Menu — this tab allows you to access any part of the PWA.
Personal Menu — allows you to change settings, switch users, log out, or
customize a page you are on.

Quick Launch — this gives you access to various tools, reports, and pages.
Reminders — you will see any task, approval, status report, risk, or issue
reminders in this section.

Understanding the Software

16
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PWA PROJECT CENTER LAYOUT

e
- h - . W McAfee
s - & - -

Y - = = -
| Fz| http://pwahway/pwa/projects.aspx L-exX || -] Project Center - Project We... -

x @ Convert v EfSelect

David R

Site Actions »  Browse Projects

e = - — - . .
E rs} @I § @ @ 53 Check in My Projects ® © = it View: D Tracking Gantt ' @ [T Subprojects @
| - . = Close Tasks to Update A A W Filter: No Filter = RS
Mew Open Update Build Resource Project Q Zoom Scollto  Outline Exg)?rttu Print [ Time with Date Change
- - List Team Plan  Permissions ‘E Project Site In Qut  Project - Group By: | Custom Group... b el
\ Braiac Naviaata Zoam Data Shara ShouHida EraisctTuns
[P @ | KEY  Fundi| ProjectName Project Tracking N PROJECT DESCRIF | ITD Paiect Indica | || 2/17/2013 2/24/2013 ElE il il
- [# - S0P L L i kai
. |
Projects = District:
Project Center 2 Funding Year: L
Approval Center N @ FY¥ 12D5 SIGN UPGRADES [l
Workflow Approvals = SMA-7561,E AIRFORT RD, i
= US 91 Preston NCL to Dow L
My Work § = US 95, LEWISTON HILL NB i
= B} .
Tasks | = US-91 BLACKFOOT N TO E L
= Virgini 1
' Issues and Risks 1 j irginia IC to McCammon =
=) District: D1
Resources = Funding Year: 2011
f N cont Eled 12914 2011 US-95, WYOMING AVE SIC US 95, WYOMINC Install signal anc @ X
esource Center .
=) Funding Year: 2012
Status Reports m = R
” =|[£ tooos 2012 SMA-5719, PLEASANT VIE' SMA-5719, PLEA ) *
Ezelﬁ 11012 2012 MOYIE RIVER GORGE BIRI US 2, MOYIE RV 4
Business Intelligence = =
g ﬁl& 11021 2012 FY1z D1 DISTWIDE BROO STATE, FY12 D1 BROOMING \'G’J 4
D (ET ) () =L 1548 2012 DELTA VIEW RD TO MOSC SH 200, DELTA \ Pavement Rehat @ |
E 12296 2012 FY12 D1 BRIDGE DECK LII STATE, FY12 D1 DECK PRESERVZ \'G’J 4 N
[ lz303 2012 SH-41 SH-53 BNSF RR BR, SH 41/53, BNSF 1
Settngs E|E L2312 2012 LANCASTER RD RRX, HAY| LOCAL, LANCAS @ I
|| Personal settings BElE h2s12 2012 FY12 D1 DISTRICTWIDE & STATE, FY12 D1 SEALCOAT @ 1
| server settings |_ =L lzo7s 2012 SH-3, ST MARIES RV RRX] SH 3, ST MARIES 3 I /4
I = e
J

1. Ribbon interface — allows you to perform various actions

2. Quick launch - this gives you access to various tools, reports, and pages.

3. Icon hyperlinks to workspace content — allows you to see all documents
associated with a specific project.

4. Graphic icon display and custom fields — you can see quickly if a project is
on schedule or not.

5. Gantt chart — a Gantt chart display for all projects.

17
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MICROSOFT PROJECT PROFESSIONAL 2010 LAYOUT

IR = -—Mmf Read-Only] - Microsoft Praject ey
F e e Panjasieilin i Qe Fasmat lfimi 73
% cut Al e - EEeEes = Mark on Track ~ - T Inspect - g e summary = o] Notes % 3 Find ~
53 copy - o =2 Respect Links - E> [ Move ~ & Milestone ’_ :| Details <2 Clear ~
ciaar;tﬁv reste # Format Painter Bl o & A FF 6 =3 = Inadtivate » i S:ﬁ:;ae % Mode - Taske  Deliverable ~ Information T3 Add to Timeline tf,‘{;?;'k @] Fin~
W view Clipboard Font Schedule Tasks Insert Properties Editing
Aﬂame_rir - - Finis - cessors lames” = U ( TFeb 17,13 I I

= DOH - MASTER
WORK
BREAKDOW
STRUCTURE
(MWBS)

| 2230 days Wed 2/20/13 Fri 1/7/22

— -
Feb 24, '13 War 3,13
S|S[M[T|WIT[F[5 5 [M[TWITIF[5 5 [M[T W] E]
&

= DOH - Program 0 40 days

= Project Charl 21 10 days
Project Chal 2 wks

= Corridor Stucy 10 days
Corridor S:u 2 wks
Corridor Ful 2 wks

= Project Speci’it 10 days
Project Feas 2 wks
Special Aral 2 wks
Special Trif 2 wks

= Needs Asses n 20 days
Needs Track 2 wks
Actual Neze 2wks

~ DOH - Program v 280 days

~ PROJECT CHLR 80 days

~ ProjectId¢ n 60 days
Corrido F 6 wks
Project 4 6wks
Existing D 6 wks
Initial Pro. 6 wks
Initial Pro. 6 wks
Vicinity M 6 wks
Initial Ao 6 wks

= Materials \s 60 days

Gantt Chart

ol ol o o8 o o0 ol 50 5B o8 oB B o ol o0 oB 5B ob B o o 50 0B of

Wed 2/20/1: Tue 4/16/13

Wed 2/20/1: Tue 3/5/13

Wed 2/20/1: Tue 3/5/13

Wed 3/6/13 Tue 3/19/13

Wed 3/6/13 Tue 3/19/13 3

Wed 3/6/13 Tue 3/19/13 3

Wed 3/6/13 Tue 3/19/13

Wed 3/6/13 Tue 3/19/13 3

Wed 3/6/13 Tue 3/19/13 3

Wed 3/6/13 Tue 3/19/13 3

Wed 3/20/1: Tue 4/16/13

Wed 3/20/1: Tue 4/2/12  10,5,9,8
Wed 4/3/13 Tue4d/16/13 12
Wed 4/17/1: Wed 5/28/1¢

Wed 4/17/1: Thu 8/8/13

Wed 4/17/1: Thu 7/11/13

Wed 4/17/1: Wed 5/29/13 13,6,5
Wed 4/17/1 Wed 5/29/12 1755
Wed 4/17/1: Wed 5/29/12 1755
Thu5/30/13 Thu7/11/13 19,17,18
Thu5/30/13 Thu7/11/13 18,17,19
Thu5/30/13 Thu7/11/13 19,17,18
Thu5/30/13 Thu7/11/13 19,17,18
Wed 4/17/1: Thu 7/11/13

1. Ribbon interface—allows you to perform various actions.
2. Task Name Column—displays the task names or titles.

3. Task Information Columns—these columns contain information about the
task duration, start date, finish date, predecessors, etc. You can add more
task information columns if you need further detail.

4. Gantt Chart View—Microsoft Project Professional 2010 (MSP) will default
so that the Gantt chart appears to the right of the task information. This
gives you a visual timeline of the project’s tasks.

18
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PROJECT CHARTER PROCESS

PURPOSE OF USING A PROJECT CHARTER

Using a project charter helps improve delivery, increase accountability, and establish a baseline
for the project. The project charter is a living document which:

Provides high-level project description

When you need to know something about the project in its current state, the project
charter serves as a collection of easy-to-reference facts about the project. Rather than
having to sift through all of the accompanying forms, reports, and documents to find
what you need, you simply go to the section you need. Furthermore, if you need to
compare the project in its current state to a previous state, you can pull that
information up easily.

Defines project parameters

By having the scope, schedule, budget, and all other necessary information compiled in
one document, it is much easier to understand what limitations you may face when
working on a project. When you are defining project parameters, you are essentially
setting a “fence” around the project’s scope, schedule, and budget. Of course, these
aspects of the project can be changed, but the project charter increases accountability.

States what will be delivered

It is important that expectations for the project be managed. The project charter serves
as a universal document that can help the project team better understand what the
goals and objectives of the project are. The project charter will help track goals and
objectives based on budget, time constraints, risks, issues, and standards.

Documents changes

The key point of using a project charter is that it is a living document that evolves with
the project. When there are major changes to the scope, schedule, and budget, those
changes are recorded in the project charter; and, since the project charter is a live
document, there will be a track record of all changes made. At any point, you can
reference a previous state of the project charter to compare how it has changed.
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OVERVIEW OF PROJECT CHARTER PHASES

This is an overview of each of the three main phases of the project charter process. To better
understand how these phases interact with one another, please refer to the “Project Life Cycle”
section of this document.

EVALUATION PHASE

The evaluation phase is the initial programming of the project. The team enters this phase after
the planning phase has concluded, and they propose the project to be included in the ITIP. In
this phase, the team determines the high-level needs and resources of the project and develops
the initial scope, schedule, and budget. At this phase of the project, the team needs to clearly
define and assign the various roles of different members and make sure that each member
understands their responsibilities within the team.

DEVELOPMENT PHASE

The development phase is when the team develops or designs the project. During the
development phase, the team will make any necessary changes to the initial scope, schedule,
and budget while creating detailed delivery and resource schedule. Upon completion of a
detailed schedule, the Sponsor and Owner will need to approve the new plan, allowing the PM
to baseline the schedule. Changes to the scope, schedule and budget can be managed through
the Charter Change Request process. These changes will be documented in the project charter
and PSS.

IMPLEMENTATION PHASE

The implementation phase is when construction begins and/or funds are expended. For DOH
Infrastructure projects, the PM updates the project schedule based on the contractor’s
schedule. The PM will then update the schedule monthly based on planned contractor
activities. Necessary changes to the scope, schedule, and budget can also be made during this
phase using the Construction change order process. These changes will need to be documented
in the project charter.
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CONTENTS OF THE PROJECT CHARTER

A project charter has nine main sections. Each section may have individual subsections that
make up the whole section. The Project Manager fills out these sections using Project Detail
Pages in the PWA.

1. Project Information
This section consists of the Key Number, Project Name, District, Route, Beginning Mile
Post, Funding Year, Ending Mile Post, Program, Temporary Key Number, and Type of
Project.

2. Workflow Summary Information
This section shows what phase and stage the project charter is in. It also shows when
the stage was submitted and the date it was approved.

3. Exit Criteria
This section shows whether or not Exit Criteria has been met for a specific phase.

4. Scope & Strategic Objectives
This section consists of the Project Objective Statement, Strategic Goals, and Scope of
Work.

5. Environmental Considerations
This section consists of the primary and secondary needs of the project, the Anticipated
Major Deliverables, and the Environmental Narrative.

6. Design Standards
This section consists of Crash History, Design Data, Project Standards, Additional Design
Data, and Design Standards.

7. Funding and Cost Summary
Shows the fiscal year and budget amount for each phase.

8. Resource Plan & Constraints
This section consists of the Project Constraints and Resource Plan.

9. True Minimum Milestones
This section shows the True Minimum Milestones (TMM) for the current phase of the
project charter. It also includes start and finish dates, actual duration, and baseline start
and finish dates for each TMM.
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PROJECT CHARTER FLOWCHART

Different people within the project team play different roles in the process of creating,

Project Charter Process

approving, and updating a project charter. For more details on this process and the workflow,
please refer to the graphic below and the following section, “Project Charter Steps.”

Project

Manager

Project Owner

Sponsor
approval

\4
APPROVAL Proiect
FOR —> Manja er —>| Project Owner |—| Project Sponsor
TRANSITION g
I
A\

Owner and Project Sponsor
Sponsor —> Manager —>| Project Owner |— approval
approval

|
\4
APPROVAL Proiect
FOR Manja or Project Owner Project Sponsor
TRANSITION &
: Ownerand Project Sponsor
: Sponsor — ) Project Owner 3 P i
] . Manager 3 approval E
: approval : . ]
-llllllllllllllllllllh -llllllllllrlllllllllh
\4
APPROVAL :  Project
for | >t managerprens 5[  COMPLETION
TRANSITION : forarchival :

aseyd
uonenjeay
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juawdojanag

aseyd
uonejuawa|dw|
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PROJECT CHARTER STEPS

Project Charter Process

This section covers the three main phases of the project charter process (the Evaluation Phase,
the Development Phase, and the Implementation Phase), as well as the last phase of the
process, the Closeout Phase. This section also chronologically lays out the steps that each
member needs to take in the three phases.

EVALUATION PHASE

Project Manager:

1. Creates Charter from PWA using appropriate template or from a project schedule in
Microsoft Project Professional based on DOH master template.

2. If starting from a schedule in Project Pro, update Enterprise Project Type (EPT).

3. Fills out Evaluation Phase information, including stakeholder list in PWA workspace.

4. Completes or defines high-level schedule & runs Quantum Schedule Auditor (QSA) in
Microsoft Project Professional.

5. Enters Temporary Key # and date obtained in charter PDP.

6. Submits charter to 2PM for approval.

2PM

7. Validates Temporary Key #.

8. Runs compliance checks using QSA.

9. Approves charter.

10. Submits charter to Project Owner for approval.

Project Owner:

11. Reviews Evaluation Phase charter.
12. Following ITIP approval by the Idaho Transportation Board, approves charter.
13. Submits charter to Project Sponsor for approval.

Project Sponsor:

14. Reviews Evaluation Phase charter.
15. Approves charter.

Upon approval:

System takes a snapshot of all current charter information.

System baselines obligated funding amount from Project Tracking.

Office of Transportation Investment (OTI) issues Key # based on Temporary Key #,
following Board approval.

System pulls funding information onto the Funding & Cost Summary PDP.

System captures TMM level data (baselines and actual).

Phase transitions to “Development.”
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DeEVELOPMENT PHASE (NOTE: ONLY FOR INFRASTRUCTURE PROJECTS)

Project Manager:

1. Reviews and updates charter for Development Phase.

2. Refines schedule and runs QSA.

3. (Optional) Runs multiple custom resource reports reflected in Project Detail Pages
(PDPs) to use during negotiations with Resource Manager to determine resources.

4. Publishes updated schedule.

5. When schedule is completed, submits charter to Project Owner for baseline approval.

Project Owner:

6. Reviews Development Phase charter and schedule.
7. Reviews Schedule Approval Report.

8. Approves charter.

9. Submits charter to Project Sponsor for approval.

Project Sponsor:

10. Reviews Development Phase charter and schedule.

11. Reviews Schedule Approval Report.

12. Approves or suggests changes.

13. If approved, notifies Project Manager to baseline schedule.

Project Manager:

14. Baselines the schedule once owner and sponsor approve schedule ( January 1).
15. Manages project.

16. Enters PS&E package Delivered Date and Contract Award Date.

17. Submits charter to Project Owner for approval.

Project Owner:

18. Reviews Development Phase charter.
19. Approves charter.
20. Submits charter to Project Sponsor for approval.

Project Sponsor:

21. Reviews Development Phase charter.
22. Approves charter.

Upon approval:

e System takes a snapshot of all current charter information.

e System pulls funding information onto the Funding & Cost Summary PDP.
e System captures TMM level data (baselines and actual).

e Phase transitions to “/mplementation.”
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IMPLEMENTATION PHASE

Project Manager:

1. Reviews and updates charter for Implementation Phase.
2. Refines schedule based on contractor’s schedule and runs QSA.
3. (Optional) Runs multiple custom reports reflected in PDPs.

4. When schedule is completed, submits charter to Project Owner for approval.

Project Owner:

5. Reviews Implementation Phase charter and schedule.
6. Reviews Schedule Approval Report.

7. Approves charter.

8. Submits charter to Project Sponsor for approval.

Project Sponsor:

9. Reviews Implementation Phase charter and schedule.

10. Reviews Schedule Approval Report.

11. Approves or suggests changes.

12. If approved, notifies the Project Manager to baseline schedule.

Project Manager:

13. Baselines schedule.

14. Manages project.

15. Enters Final Voucher Issues.

16. Submits charter to Project Owner for approval.

Project Owner:

17. Reviews Implementation Phase charter.
18. Approves charter.
19. Submits charter to Project Sponsor for approval.

Project Sponsor:

20. Reviews Implementation Phase charter.
21. Approves charter.

Upon approval:

e System takes a snapshot of all current charter information.

e System pulls funding information onto the Funding & Cost Summary PDP.
e System captures TMM level data (baselines and actual).

e Phase transitions to “Closeout.”
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ToC. CLOSEOUT PHASE
p— Project Manager:
1. Sets Remaining Duration to O (zero).
Forward Note: Simply marking tasks as 100% complete will just add Remaining Duration to

Actual Duration.
2. Updates necessary Enterprise Custom Fields
a. Project Status = Archive
Sets the Publish flag to NO for all tasks, and then publishes the schedule.
Closes Tasks to update the Project Summary Task (Task 0).
Publishes the schedule.
Updates the Project Site with all the artifacts.
Saves all documents off to Project Wise.

SUNCRNCUNS Y
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CREATING AND UPDATING PROIJECTS

This section outlines how to perform specific tasks that are required when working with the
Project Scheduling System (PSS). For information on when to perform these functions, please
refer to the “Project Charter Steps” section.

Main Functions

Starting a New Project

Creating a Stakeholder List

Updating Work Breakdown Structure
Assigning Resources

Setting the Project Baseline
Updating Progress

Viewing Reports

Archiving a Project

Running QuantumPM Schedule Auditor (QSA)
Submitting a Charter

Approving a Charter

Accessing Project Web App

Project Detail Page Functions
Updating Project Information

Writing Scope and Objectives

Documenting Environmental Considerations
Documenting Evaluation Design Standards
Documenting Resource Plan and Constraints
ITD Project Schedule

Documenting Exit Criteria

Project Site Lists
Stakeholders
Deliverables
Alternatives Analysis
Design Exceptions
Change Request
Issues

Risks

Calendar

Lessons Learned
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L MAIN FUNCTIONS

Rack
STARTING A NEW PROJECT FROM PWA

This is accomplished in the Evaluation Phase. You can start in Project Web Application (PWA) at
the Project Center and select the appropriate template.

Forward

1. From the New button in the Ribbon. Click Arrow under New. Select the Project Type
you want from the list.

Site Actions *  Browse Projects

3 JLsEey @ _g||3 Check in My Projects ) © @

o _3 &% Close Tasks to Update \ \ w5

New || Open Update Build Resource  Project Zoom Zoom Scrollto
= - List Team Plan  Permissions % Project Site In Out  Project

11 Project Professional Navigate e
i'g Febuf SharePoint List 6 KEY Funding Year Project Name
‘h Fs
Infrastructure Project =l District: D1
" Sample Proposal =l Funding Year: 2011
5= Basic Project Plan = 12014 2011 US-95, WYOMING A
Mon-Infrastructure = Funding Year: 2012

Funding Pass Through = [ 10005 SMA-5719, PLEASA

2. Fill in basic project information in the following screen. Note red astrisks * for required
fields (4). Press Save button to create the project.

Project Information

Approval C

MEY

Workflow Approvals
Woekhaw:Ap . ITD Koy numbar assigned to projact

My Waork

CAUTION: You cannot use a project name containing any of the following special
characters: .(period) \" /:; | ?'<>*#~% & {}+
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Creating and Updating Projects

3. Open the Project in Project Professional. Click on the = icon to open the project in
Project Professional. This matches the WBS codes for the project tasks to the project
template. After the schedule is open and the WBS codes have been updated, Publish
and Check In the project and close Project Professional.

Site Actions = Browse

3 - =L Check in My Proj @ T . .
_; MNew = @ Build Team 5[g Check in My Projects £l ZoomIn i[J 2% | ITD Tracking Gantt ¢ Subproje
'L__}:Open - ':"g Resource Plan &3 Close Tasks to Update =, Zoom Out - Y | Mo Filter =
Outline Share [T Time witl

Sj,q Update List @ Project Permissions E& Project Site % Scroll to Project = ; Custom Group... = -

Project Navigate Zoom Data Show/Hid

4 0 KEY Funding Year Project Name Project Tracking Nz | PROJEC
S

Projects & District: D1

Project Center
Approval Center

Workflow Approvals

My Work
Tasks

Issues and Risks

Resources

Resource Center

Status Reports

Strategy
Driver Library

Driver Prioritization

4l District: D2

4l District: D3

4 District: D4

i District: D5

4 District: D6

=l District: HQ
4 Funding Year: 2012
4 Funding Year: 2013
4 Funding Year: 2014
4 Funding Year: 2015
=l Funding Year: 2016

_E'E 2016 TEST NEW FPT

_E’E 2016 Test NI

This is an enterprise project. Click this icon to open up the project
for editing in Project Professional.
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ToC 4. Update project information. From the Project Center view in PWA, Click Project Name
to open the project. Press Edit to edit the remaining Project Detail Pages. You must Save
Rack between each page of information. When you have completed editing, press the Close

button and accept the prompt to save and check in the project.

Forward

Site Actions = Browse Project

== L_ﬂDacuments i Deliverables

HEBGOG & B g
= . i Issues & Project Permissions

Edit Save Close Status  Submit Options  Project  Build

N - Site  Team /i\ Risks [7§ Resource Plan
¥ Workflow Navigate

Previous  Next

Project Page

Status: Checked-out tc ‘uu cmce 12/6/2013 11:28 Last Modified: 12/6/2013 9:48

Test NI Project Objective Scope and Strategic Goals

Non-Infrastructure

Project Information Project Wbjective Statement

Scope and Strategic

: The project oLjective statement describes what a project is to
Goals

wzcomplish in ofier to be successful. It is used to focus the
Funding and Cost téam members, thiysponsor and the other key stakeholders on
9 thelorimary objectivelgf the project. This should included the
Summary " .
proj\et's business cases
Resource Plan and

Constraints Scope of Work

ITD Project Schedule Expandel summary of the work tha
each phas,. It sets the boundaries
EvaliationlEatGitena the project{2am with a clear unde

Hel
Print Project Charter be done to s{ecessfully complete th :

3 Project: TestNI
) Strategic Obj| ctives
Projects

b | t

The project is checked out to you.

Do you want to check in the project?

Help

Project: TestNI

Save Changes

This project has been modfied. Do you want to:

@ save @ Discard changes

Check in

This project is checked out to you. Do you want to:

@ Checkin @ Keep project checked out

0K | I Cancel

5. Modify Schedule using PWA. Although you can edit the project through PWA, you will
find the tools to be basic and do not lend them to easily edit the schedule if you have
much detail to add.
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STARTING A NEW PROJECT FROM PROJECT PROFESSIONAL

This is done in the Evaluation Phase. You can start in PWA at the Project Center and select the
appropriate template; however, when you need to modify the Enterprise Project Type (EPT) of
an existing project to take advantage of workflow, use the Project Web App (PWA).

6. Create a new project file. Click File tab>New. Select the DOH MASTER WORK
BREAKDOWN STRUCTURE template from Project Server Templates.

Resource Project View Acrobat QsA

Available Templates Templates [ =
£ Home General | Project Server Templates
& B 5 (® (® (B ]
TN = i)
5 ] D-1Smple  D-1SIMPLE  D-1SIMPLE  DOH MASTER Preview
L= — - TEMPLATE AT...| WORKERE...
Blank project  Recent Project Server ;
Info templates Templates

New from existi

Preview not available,

Print

New from New from New from
existing Excel SharePoint
Save & Send project workbook task list

Help

7. Update project information. Click Project tab-> Project Information, and then update
the Start date, Calendar, and custom fields.

P Gl gl® 00
u Project Vi Acrobat Q5SA Format
—
— 3 = = - Status Date:
~ 5 2 D =
- = = e e S = — 3
Subproje Project stom Links Between | Proj rmation for 'DOH MASTER WORK BREAKDOWN STRUCTURE' ﬂ C
Information| Fiel ; d
. Start date: Current date:  Wed 2/20/13 -
Insert Properties
Finish date: Fri1/7/22 ~ | Sta 3 Mon 10/1f12 -
Task Tazk Name
v Schedule from:  Project Start Date ~ Calendar: ITD Base Calendar -
Mode
= All tasks begin as soon as possible, Priority:
DOH - MASTER | ’ P Frenty
Enterprise Custom Fields
- DOH - Progral| oearment: .
it -
Field Mame Value |
Other
Funding Year™® 2013
Program* Hwy Local.Bridge Local
Type Of Project* Miscellaneous
Access Control
Accident Base Rate (ACC MV)
¥ [Beginning Mile Post
Budget Constraint
ange Request Approved Mo
r Zone Cut 0 i
=

8. Save the project file to the PSS Server. Click File tab->Save. In the Name field, type the
project name.
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' E Save I

I
Type: Project = Calendar: ITD Base Calendar -
Save Ag Department: -
) | Custom fields:
w | 5ave as Adobe PY) [District= -
|| | Custom Field Mame 3
ﬁ Publish || OO 1" ...
Funding Year® 2013
| |Program® Hwy Local.Bridge Local
E COpen || | Type Of Project™ Miscellaneous
Access Contral
I :
E:" Close Accident Base Rate (ACC MV)
|| |Beginning Mile Post
|| |Budget Constraint -
N
I Save I ’Save as File... ] [ Cancel
i

CAUTION: You cannot use a project name containing any of the following special
characters: .(period) \" /:; | ?'<>*#~% & {}+

9. Publish the project file to the PSS Server. Click File tab—>Publish.

Task Resource Project View Acrobat Q5A

o e Publish Project: DRTest1 = )
IT\ 5 s Project Site

(@ Create a site for this project

e oL PDF [C]Provision the site a= a subsite of another project?
|
Select a project: | - |
Publish
[ ﬁ | Web Application:  http://jpwahway -

[~ Open : PU/A | /| oRTesti |
Target URL: WA/DR Test 1
Do not create a site at this time

i Close

|

NOTE: A Project Site will be created and opened in your browser automatically.
QuantumPM Schedule Auditor (QSA) will run automatically.

10. Review the QSA report. This report will show up in your browser after the QSA runs
automatically. Any check that is marked with a red & will need to be corrected
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ToC eventually. If you would like to read further into any of the checks, simply click the titles
of those specific checks.
Rack
Forward I‘.\ _./:HQ;:I 2 C\Users\dross\Documents'\qpmsa_index.html pP~c X| 7] Project Center - Project ... & QuantumPM Schedu... % u I s'e ol
x @Corwerl v (G Select
auanfumm Simplfy the way you work (€19 Schedule Auditor =
Generated: 2/21/2013 11:02:36 AM Project Start Date: 22002013
Project File: DR Test1 Project End Date: 1/7/2022
“ Summary Report

Check Name
Check ITD for...

Summary fl

THM Flag is Yes 16 Tasks have the TMM_Flag field set to Yes

TMM Flag iz No or Hull 0 Tasks have the TMM_Flag field zet to Ho or Hull
'Tr.|r.| Does Mot Match Lookup Al'TMM Task Hames match the WEBS Code.
.Missing Thills Al TMMs found.
.Summagg Tasks with Links All Summary Tasks are correct and do not have links.
.Summagg Tasks with Assignments All Summary Tasks are correct and clear of any assignment.
.Cnnstructinn Planned Cost The 4.0 Construction Phase does not have a planned cost of at least $1.00

Late Tasks Mo tasks are late.

Mo Enterprise Resource 844 Tasks do not have an enterprise work resource.

No Resource - Next 12 Months 64 Tasks in the next 12 menths do not have an enterprise work resource.

00000000 |

TD Base Calendar All resources are using the MD Base Calendar.

Check Tasks for...
Check Resources for...
Check Schedule for...
Check Calendar for...

10 Most Heavily Used Resources

Resource Name Hours

Top 20 Critical Path Tasks -

NOTE: It is normal for the QSA to come up with errors that need to be corrected
the first time it runs on a new project. Although these will need to be resolved
eventually, you don’t need to worry about fixing them right away. For instance, at
this point in the Evaluation Phase, you haven’t assigned resources yet, and you
may have not documented any planned costs for the project. These issues will be
covered later in this manual.

11. Update Enterprise Project Type (EPT). From the Project Web App, go to the Project
Center. Select the project you are working on by clicking next to it (on the left). Next,

33




ToC

Rack

Forward

Charter Instruction Manual

click the Change Project Type button in the ribbon and change the EPT to the correct

project type (i.e. Infrastructure).

e@ http rojects.aspx

Creating and Updating Projects

. — —
-—- "
£~ ¢ X || @ pagesablome ] 1P

x @Comer{ A Selecl

Site Actions *  Browse

Projects

| FET T

] New @Build Team #, ZoomIn é D Tracking Gantt = @3
EO;:lenv ﬁResource Plan - QZoom Out = ¥ | Mo Filter w7
i Outline Share Show/Hide
E_'@ Update List @ Project Permissions Ea ﬁ Scroll to Project - Custom Group... = “
Project Mavigate Zoom Data
s

Project Type ¥

W T

= 2012

D L 13347 2012

Froject Center

Approval Center
Workflow ApproSals

= Funding Year: 2012

Fr12 ITS Operations Key 1
FY12 RWIS Upgrades
= Funding Year: 20 S

VSTATE, FY12 5T/ RWIS Up

Change Project Type

= 2013 RG TES
My Work E|D|st er / H
Tasks o ru nding Year: 2012 '/,
=T [z
Issues and Risks E E 13472 20 LIWTest STATE, FY16 D3
=IER 2012 TEST_RARPROD3 STATE, Fri6 4
~ = Funding Year: 2013 //
Resources — -
= 2013 DR Test 1 /
Resource Center —
Reqorts (i —T— V4 g

0 x

Help

will happen:

type, if available) will start from the first stage

status of the new workflow.

Note: This action cannot be undone

Choose an Enterprise Project Type from the drop down below and dick the

« The currently running workflow (if any) will be terminated an

» Project data saved to this point will not be lost, The proj

Current Enterprise Project Typga i i .
Choose Enterprise Project Typle: | lieEilad gu s=ud ~

button. When you do this, the following

e new workflow {corresponding to the new

‘data may not be directly visible depending on the
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CREATING A STAKEHOLDER LIST

After you have created a project, you need to create a stakeholder list using the Project Web

App (PWA) to access the Project Site. The roles and responsibilities for various stakeholders can

be found in the “Roles and Responsibilities” section. Refer to the “Project Organization Chart”

section to see an example organization chart for how these roles should interact.

1. Go to the Project Site. With your project open in the PWA, click Project Site.

x @Convert - [OHSelect

Site Actions - Browse Project

Edit Save Close Status Submit Options | Project [ Build

Project Workflow Mavigate

. o =P EDocuments @Deliverables
THB GOGl &R
; C B 1ssues

&8 Project Permission

- Site  |[Team 4\ Risks ﬁResource Flan

DR Test 1

Project Information

2. Pull up the Stakeholders dialogue box. Under Stakeholders, click Add new item.

Status: Checked-out to you in another session since 3/6/2013 10:13 AM Last Modified: 2/20/201

DR Test 1

Libraries

Project Documents
. Welcome to your site!
Stakeholders
Deliverables
Alternatives Analysis your site and customize its look.

Diesign Exceptions

Change Reguest Stakeholders
fesues [ Title U] Project Manager owner
Risks

There are no items to show in this view of the "Stakeholders™ list. To add a new item, dick ™Mew™

e % Ack new e
Lessons Learned % Add new itern

Discussions Deliverables

Team Discussion

Add a new image, change this welcome text or add new lists to this page by clicking the edit butt
Shared Documents to add files or on the calendar to create new team ewvents. Use the links in th
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3. Create your stakeholder list. In the Title field, enter a short, simple title for your
stakeholder list. Then, using the fields provided below, add your individual
stakeholders. Be sure to include contact information for each stakeholder so they can be
reached by other stakeholders and team members. When all the stakeholders are
updated, click Save.

Stakeholders - Mew Item m|

Edit

Hag B, O ¥
1= =3 Copy
Save | Cancel Paste A"E_t_lach Spelling
ile -

Col k;‘.t Clipboard Actions  Spelling
Title * Stakeholder List
Project Managyg IGre ory Brands ; |5./|'Lﬂ‘

Single point of responsibility for managing project

Project Manager Coftact Information

Owner |Jer Wilson ; | R/IL‘J
f=signed by Sponsor to provide oversight and support to project
External Owner |

Yes if owner doesn't have ITD internal access or PS5 privileges

External Owner Name

Owner Contact Information

Sponsor | Damon &llen ; | 9«‘ [E3]
Sponsor of the project
External Sponsor |

¥es if sponsor doesn't have internal ITD access or PSS privileges

External Sponsor Name

Sponsor Contact Information

Stakeholder 1 Name

Stakeholder 1 Interest

Stakeholder 1 Contact Information
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ToC
UPDATING WORK BREAKDOWN STRUCTURE
Rack You need to modify your work breakdown structure (WBS) to meet the requirements of your
= . project as well as develop and refine the schedule according to the phase you are in. Follow
onwar

best practices when modifying a schedule built off an enterprise template. Pay close attention
to task relationships and stay away from task constraints as much as possible. You should allow
the task relationships and durations of tasks to set the start and finish dates rather than
manually entering them.

All of the following steps will be performed using Microsoft Project Professional 2010 (MSP).

1. Modify view. Click View to find a view suitable for updating your WBS. The Gantt Chart
is a good starting point.

Gantt Chart Tools

—
Task Resource Project View Acrobat QsA Format

A .3
.E-‘ :"=t§|N=" 2Cin LNAQram T | ﬁResource Usage = Al & Highlight: [No Highlight] ~ Timescale:
[ e
= @ Calendar - = 8 3 Resource Sheet - = W Filter: [Ma Filter] T [2] Weeks

Gantt | [ Task Team Sort  Qutline Tables
Chart | sage ~ ﬂ Other Views Planner ~ [ Other Views ~ - - - ﬁ:; Group by: [No Group] -

Task Views Resource Views Data

o Task - Task Name - Duration - Start - Finizh - Predecessursv R uary 1
Mode W6 [ 120

= ='DOH - MASTER 2230 days Wed 2/20/13 Fri 1/7/22
WORK
BREAKDOWN
STRUCTURE
(MWBS)
= DOH - Program Pla 40days  Wed 2/20/1: Tue 4/16/13
= Project Charter 10days  Wed 2/20/1: Tue 3/5/13
Project Char 2 wks Wed 2/20/17 Tue 3/5/13
= Corridor Study 10days Wed 3/6/13 Tue 3/19/13
Corridor Stuc 2 wks Wed 3/6/13 Tue 3/19/13 3
Corridor Pub 2 wks Wed 3/6/13 Tue 3/19/13 3
= Project Specific 10days ~ Wed 3/6/13 Tue 3/19/13

(0 00 o8 50 ol o) o0 0B

NOTE: When removing/deleting tasks from project schedules created from
templates, ensure any pre-defined dependencies contributing to the project’s
finish date are not compromised by moving the necessary link(s) (predecessor
tasks) to the appropriate remaining task(s) (successor tasks).

Instead of deleting tasks, you can simply inactivate them by right-clicking and then
clicking “inactivate tasks.”

CAUTION: Do not delete predefined milestones in templates, such as “Concept
Approval.” These are identified with a “Z” in the WBS code of the milestones and
are extremely important for reporting purposes.
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ToC:
2. Make sure tasks are set up to be automatically scheduled. Using the DOH MASTER
Rack WORK BREAKDOWN STRUCTURE template should make tasks default to automatic
scheduling. However, in case the tasks in your project aren’t automatically scheduled
Forward default, follow these steps to make them automatically scheduled: Click the Task tab. In

the Tasks group, click the Mode drop-down menu, and then click Auto Schedule.

Task R Project View Acrobat QsA Format

o

|\ Cut Mark on Track ~

e e TSR RERREE T e o | @
| Ea Copy * el

fFormat Painter
Clipboard Font
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O |ios: ~

o=
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[T — Tk

Sch:;:l; Sch_atile ﬁ Mode ~ i_ i Deliverable

e
Paste B LU | S A G |98 %% o gt

Schedule Tasks | New Tasks Creatert

. |Predecessors R a1 Auto Schedule
146 1020 Mew tasks are

automatically scheduled.

Task Name Duration Start Finish
- - -

= DOH - MASTER 2230 days Wed 2/20/13 Fri 1/7/22
WORK [
BREAKDOWN
STRUCTURE
MWBS]

Manually Schedule
Mew tasks are manually
scheduled.

3. Enter durations. From the Gantt Chart view, click the Duration field for the task you
would like to change, and then enter duration. Enter the duration as a number. For
example, type 4d to indicate 4 days. To specify a milestone without duration, type 0d.
To indicate that a duration is an estimate, add a question mark. For example, type 6d?

Resource View Format
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NOTE: Durations can be entered in days, weeks, or months.

Don’t enter start and finish dates for tasks. Instead, enter duration and let MSP
automatically set these dates. This allows the schedule to live dynamically and
adjust remaining start/finish dates as tasks are being completed.

12. Link tasks to show relationships. From the Gantt Chart view, select the tasks that you
want to link, and then click the Link Tasks button in the Tasks group, which is under the
Tasks tab. To change the default finish-to-start dependency type, double-click the line
between the tasks that you want to change, and then select a task link from the Type
list.

a. Finish-to-Start: “Task B” can start when “Task A” finishes (**Most Commonly
Used**)
Finish-to-Finish: “Task B” can finish when “Task A” finishes

c. Start-to-Start: “Task B” can start when “Task A” starts

d. Start-to-Finish: “Task B” can finish when “Task A” starts (**Rarely Used**)

Task Resource Project View Acrobat QsA Format

5 * Cut Calibri - e & ﬁ' Mark on Track = 5? G @Inspect -
v 254 0% 7R 00%
_j 53 Copy ~ "f} Respect Links E> L“; Maove ~
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Chart - jFormat Fainter 1 Zu & - *~ <= Inactivate Schedule [Schedule ﬂ Mode ~
View Tasks
Task Dependency T
‘Ig [Feb 24,13 [Mar 3,13 [Mar 10,13
wiT]F[s[sM[TW[T[F[s[S[M]TIW[T]F[S[s[M]T]W]
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Ta: Corridor Public Involvement z

[
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39



Charter Instruction Manual Creating and Updating Projects

ToC ASSIGNING RESOURCES

Assignments are the associations between specific tasks and the resources needed to complete
them. Make these assignments using Microsoft Project Professional 2010 (MSP). You can only
assign one resource to a task. Be sure to communicate with Resource Managers to ensure the
right resources are assigned to correct tasks.

Rack

Forward

1. Add resources to your project. You must add resources from the enterprise resource
pool. Click the Resource tab, and then click Add Resources. Then select Build Team
from Enterprise... From the Build Team window, select the Enterprise Resources you
want to add to the project, then click Add >.

Gantt Chart Tools

View Acrobat Q5SA Format

——a e =1

85 & = sm
Inft ion Motes Details Level Levd

Selection Resouf

Team Assign  Resource Substitute
Planner - | Resources Pool~ Resources

View Assignments

o Task . e e @ Build Team from Enterprise...
Mode

Build Team for DR Test L s

Filter enterprise resources

Existing filters:  All Resources (No Filter)

Customize filters {optional)

[~] Show resource availabiity

From: | Wed 2/20/13 | 7or [Friz/22 -

f or more than: =

(@) Use project start and finish dates

Show resources with availabili

Indude proposed bookings

WG s T Un s R | O

Build team

Group by:

Project Resources
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2PMApprover2
Aaron Baird
Aaron Bauges
Adam Rush
Alissa Salmare
Ana Gonzalez

Andrea Miller < Match
Andrew White

Andrew Young

Anthony Bourbon
Bahman Abbassi

Barb Tannazhil

NOTE: Use the Group By and Filter mechanisms within the Build Team window to
find the resources you need. You can also filter for resources based on availability
and view resource capacity versus demand plotted on a bar chart.
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CAUTION: DO NOT use Local Resources. Always use Enterprise Resources. Generic
Enterprise Resources have been provisioned on the server.

2. Assign resources to tasks. From the Gantt Chart view in MSP, select a task to which you
want to assign a resource. On the Resources tab in the Assignments group, click Assign
Resources. Click the resource names, and then click Assign.

An alternate way to assign resources is to select by checkbox in the Resource Names
column drop down.

Rlld@9-C -7 17

icrosoft Project

Fﬂe R 4' Resource 7Projed View Acrobat QsA
= — 8> ) = @ [} Leveling Options
B R 8 s & Fa o
Team Assign  Fesource Substitute Add f
Planner - || Resources |Pool - | esources | Resources - s A
View adSignments Insert 9
e ™% ‘TaskN\\e . [purati ] ]
e Task: Corridor Public Invelvement
e % = DUZ MASTER 2230 Resource list options
WORK sstap
BREAI DOw™
STRUC, URE Resources from DR Test 1
(MWBS,
% ~ DOH - ‘yogram Pla 40 Jn ‘ |Chad HBITIE| o ﬂssngn
= = Proj, ¢t Charter 10day| o & |Resource Name |F‘JD |Units lcnst |ﬁ
= Priject Charl 2wks ||| <5 [Chad Hamel i Remove
=l = Corrid v Study 10 da
2 Socsidondtend wks Perlace
% I Corridor Publl wks LeRse
=) © projec speanc 10 dayll
= Project Feasi 2 wks Eraph
= Special Anal' 2 wks
=l Special Traff 2 wks Close
P
! Help
Haold down Ctrl and dick to select multiple resources

NOTE: Pay attention to unit % and task types when assigning resources to tasks. ITD has
set resources at 50% max unit% which means by default, resources are only available to
work 4 hours per day.

CAUTION: Be very careful when replacing resources. Keep an eye on resource allocations
by going to the Resource Usage view (View tab—>Resource Usage) and analyzing planned
work over the timescale.

3. Assign work-hours resources to tasks (optional). When scheduling tasks, Project
Managers sometimes prefer to enter the amount of work (or the amount of labor)
needed to complete a task, rather than the duration for the task. Entering work reflects
real-world scheduling. To enter work hours for resources assigned to tasks, add the
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Work column to the Gantt Chart view. To do this, click the Add New Column column.
Type "Work" and select the Work column. (Graphic on following page.)

Pllge')'t"ﬁj|7 w:’.—hﬂicrmoﬂprojed

Task Resource Project Wiew Acrobat QSA Format
?‘. 8;‘ ) = ~ @ 2] Leveling Options
e % 27 2 & = %"— L
8 & e ‘Eé e »@ S Clear Leveling
Team Assign  Resource Substitute Add Information MNotes Details Leve Level Level .
Planner | Resources Pool~ Resources | Resources~ Selection Resource ANl ulli Next Overallocation
View Assignments Insert Properties Level . i
o Task Task Name Duration Start Finish Predecessors Resource Names Add New Column
ot - - - - - - -
o 2 - DOH - MASTER 2230 days Wed 2/20/13 Fri 1/7/22 d
WORK
BREAKDOWN
STRUCTURE
(MWES)
1 2 = DOH - Program Pla 40 days ~ Wed 2/20/1: Tue 4/16/13
2 2 = Project Charter 10days  Wed 2/20/1: Tue 3/5/13
2 Project Chart 2 wks Wed 2/20/1: Tue 3/5/13

4. Know your task type. As soon as you assign resources to automatically scheduled tasks,
MSP determines how to schedule the task based on the task type. Durations might
change as you assign resources to tasks.

NOTE: Manually scheduled tasks don't use task types. '

HOW TASK TYPES WORK:

Work, duration, and units (% allocation) are determined by the formula:
Work = Duration * Units

PROJECT TYPE If you revise work If you revise duration | If you revise units
Fixed units task Duration changes | Work changes Duration changes
Fixed work task Duration changes | Units change Duration changes
Fixed duration task | Units change Work changes Work changes

a. To set a default task type for the entire project, click the File tab, and then click
Options and then click on Schedule. In the Default task type box, select Fixed
Units (the default), Fixed Duration, or Fixed Work.
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b. To change the task type for an individual task, click the Task tab, and then in the
Properties group, click the Task Information button. Click the Advanced tab, and
then in the Task type box, click the task type that you want to create.

5. Identify factors affecting task schedules. You can use MSP to help you understand how
changes to one task can affect the rest of the project. Click the Task tab, and then in the
Tasks group, click Inspect. A pane opens on the left showing the factors that affect the
scheduling of the selected task.

| = 6 o il ol = .-E Tmls .ERTSU - Microsoft Project

| Task Bacoyrre Project Wiew Acrobat QsA Format
— F —— i —
=h =1 ¥ cut ) - e e e e o Markon s 3 Inspect - | :
ﬁ j ’ Arial - 10 T Tow 2se S0 ves lDox b v
o 53 Copy ~ =2 Respect Links o Move =1
Gantt Paste . - A~ e | B e Manually| Auto » Tas|
Chart = - fFormat Fainter E il & J an |88 = e — Inactivate g.:|11i.:|:||e Schedule Mode - -
View Clipboard Font F Schedule Tasks
o Task Task Name Duration Start Finish Predecessors Resource Names Add New Column
e - - v v v v
0 =|::> = DOH - MASTER 2230 days Wed 2/20/13 Fri 1/7/22
WORK
BREAKDOWN
STRUCTURE
(MWEBS)

NOTE: You can also see task scheduling information (such as scheduling mode,
duration, and start and finish dates) quickly by hovering the mouse over the task's
Gantt bar.
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SETTING THE PROJECT BASELINE
A baseline is critical for enterprise reporting and tracking schedule progress. It is the tool for
schedule change control. You should only baseline once the Project Sponsor approves the
schedule. When you save a baseline, Microsoft Project Professional 2010 (MSP) saves the
baseline data as part of the project file. A project schedule that is not baselined will result in
planned work and actual work being the same. The baseline dates are what the project will be
measured against and reported on to management throughout the various PSS reports.

Creating and Updating Projects

1. Save the baseline plan. After your project plan is solidly in place for the finish date,
budget, and scope, you can submit the plan for approval using the PDPs associated with
the charter. Once it has been approved, save the baseline plan. Click the Project tab,
then open the Set Baseline drop-down menu and select Set Baseline.... Then, in the Set
Baseline dialogue box, make sure Entire Project is selected, and then click OK.

El

Subproject Project

Insert

=2 TS

Task Resaurce

Information Fields

———

Project View

B S

Acrobat

Custom Links Between WES Change
Projects © Warking Time
Properties

Q5SA Farmat
’].?E‘ ﬁ Status Date:  |==3
=1 =1 r =
A TFp -
oy || = 22003 | =2
Calculate Set Il ones Update

Project WBaseline = Project” Project Protq
J=r  Set Baseline... L] status

Set Baseline

- % Clear Baseline BvIJI'Sv Resource Name

Fa

Baseline -

() Setinterim plan

Scheduled Start/Finish

Start1fFinish1

y

(@) Entire project
) Selected tasks

Roll up baselines:
To all summar yasks

From subtasks inf selected summary task(s)

| Set as Default

J [ Cancel

2120113 Fri 17122

NOTE: Each MSP file can have eleven baselines: the original baseline, plus ten other
snapshots of the project’s progress. The original baseline, “Baseline,” is the only
one used for enterprise reporting. Make sure that this baseline is reflected

accurately.

44



Charter Instruction Manual Creating and Updating Projects

ToC 2. View baseline data in a Gantt Chart view. From the Gantt Chart view, click the Format
tab under Gantt Chart Tools. Then, in the Bar Styles group, click Baseline. The baseline
Rack information is shown as the lower of the two Gantt bars for each task.
Forward

G-antl Chart Tools |

Resource Project View Acrobat QJ5A I

|_|*|_| .E & O coffearTasks

-

@Column Settings - = |:| S E'
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- - - -
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BREAKDOWN
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= DOH - Program Pla 40 days  Wed 2/20/1: T Baseline 6
= Project Charter 10days Wed 2/20/1: T
Project Chart 2 wks Wed 2/20/1: T

Baseline 7

Baseline 8

3. View baseline data in a table. From the Gantt Chart view, click Tables, and then select
Variance. This table includes fields for baseline and variance start and finish.

|lﬂ - = Gantt Chart Tools R Test 1 - Microsoft Project
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UPDATING PROGRESS

Updating the progress of your project is the only way to make sure it stays on track as work is
performed. The focus at this point is on managing changes, updating the schedule, tracking
progress, and communicating project information. Microsoft Project Professional 2010 (MSP)
tracks four sets of dates: current status, baseline, actual, and projected. When you first set the
baseline, projected = baseline. Current Status Date is the date that the task updates have been
posted in MS Project. It is represented by the black vertical bar within the Tracking Gantt Chart.
When a task is 100% complete, the date becomes the actual date. Tasks not yet completed ar
projected. Baseline, actual, and projected values exist for the start date, finish date, duration,
cost, and work.

1. Accept & publish updates. As a Project Manager you need to accept updates submitted
by the resources on your project(s). To do this, you must go to the Project Web App
(PWA), click Approval Center and accept/reject updates. You must also publish the
updates by going to the Approval Center, clicking History and selecting Status Updates.
You can then publish the pending updates.

Site Actions * Browse Approvals

S W Elfter W Filter M % From: 2/10/2013 ‘;.‘:17‘ “"*J' [#] Planned [] Non-Billable :‘:‘ L‘_A |
= ] B= Group By No Group ]| L5 W s
Accept Reject Preview [5eroll To Set Date To: 5/10/2013 EXE;rttu Print  [] Overtime [ Timags'™ Wite. History [Manage
Updates SUpdate Range cel "' / v Rules
A Actians Data Date Range e Show/Hide plyate
Approval Type MName Priiect | Update Type Resource Owner Transaction Comm = SentDate
Profacts -
] | Stasamenl8ie™rask £ TEST_RARPROD: Task update Rod Reed Rod Reed 4/8/2013
Broiact Cantar 1
Approval Center —
- | Status Update Task f TEST_RARPROD: Task update Rod Reed Rod Reed 4/8/2013
Workfiow Approvals
My Work

Tasks

Issues and Risks

NOTE: Updates from resources should be submitted at least once every two weeks
opposite payday Friday. The Project Manager should accept and publish those
updates by the following Monday. Next, the Project Manager should make updates
to the project schedule and finally, publish the updates.

2. Manage changes. Managing changes involves modifying durations, dates,
dependencies, resource assignments, or tasks based on requested changes or new
information. Keep the current fields up to date and compare them to the baseline. You
should open the project in MSP and go to the Tracking Gantt view to update the status
of each task. Be sure to set the Status Date to indicate when you last updated the
project schedule. (Graphic on following page.)
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S

Task Resource Project View Acrobat QSA Format
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NOTE: The Status Date is used to evaluate and project the project’s performance,
based on the project’s trends so far, where you can expect costs, work, and other
aspects of the project to be on the status date set.

3. Manually update tasks. The PM may need to manually update some tasks.

o |Task _ TaskMName = ITD_Task . (Duration _ Baseline _ |Start =, E_ageline . Finish = Fim_sh < % - |Prel

Mode Indicator Start Finish I\farlance Complete
b= -~ TEST_RARPROD3 2] 38 days? Mon 3/18M1 Mon 31813 Wed 5/1/13 Wed 5/8/13 5 days 2%%

tk = Task A @ 4 days? Mon 3/25/1 Mon 3/25/13  Thu 3/28/1: Thu 3/28/13  0days 100%

¢ = Task B @ 1wk Mon 3/18/1 Mon 3/18/13  Fri 3/22/13 Fri 3/22/13 0 days 100%

- Task C ) 1day? Fri3/22/13 Fri3f22/13  Fri3/22/13 Fri3/22/13___ Odays 100%

2y 2 Task D [T 19days?  Tue3/26/1 Tue3/26/13  Fria/12/14[Fria/19/12 |*|idays 11%
< Task E @ 5 days Mon 4/15/1 Mon 4/22/13  Fri4/19/13 Fri4/26/13  5days 0% a
= Task f @ 8 days Mon 4/22/1 Mon 4/29/13 Wed 5/1/1: Wed 5/8/13  5days 0% 5

CAUTION: Be careful when updating %Complete on the task, as doing so will
update actual work and remaining work.

NOTE: If you want to enter actual and remaining work hours or costs, use the
tracking table. Click the View tab. In the Data group, point Table, and then click
Tracking. Enter progress data in the Act. Work or Act. Cost fields for the task. You
can also use the tracking table to enter percent complete, actual start and finish
dates, and actual and remaining duration.

4. Reschedule remaining work. Go to Project, Update Project to reschedule remaining
work. From here, you can reschedule uncompleted work to start after a certain date for
the entire project or selected tasks. (Graphic on following page.)
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CAUTION: Be careful using the Entire Project option as it will put constraints on all
the tasks that are behind schedule even if they have not started. You can update

the predecessor task. It will put a constraint on that task and shift the successor
tasks without adding a constraint to them.
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ToC VIEWING REPORTS

Keep stakeholders and team members up-to-date on project progress by providing them with
access to online or printed views and reports. The Project Scheduling System (PSS) provides
many ways to print and distribute both detailed and overview information project information
quickly and efficiently. You can also get custom reports directly from the Business Intelligence
Center in the Project Web App (PWA).

Rack

Forward

Viewing Reports in Microsoft Project Professional (MSP)

1. Select a view. MSP has views to help you see project information and report it to others
on your team or organization. Click the View tab. In either the Task Views group or the
Resource Views group, select the view you want to use. The most useful views include:

a. Any ITD specific views

b. Gantt Chart
c. Tracking Gantt
d. Resource Usage

icrosoft Project

Task Resource Project ! View Acrobat Q5A Format
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Generating Reports with the PWA

1. Generate a report. You can use the Business Intelligence Center on the PWA to access
custom reports created for the ITD environment. To access these reports, open your
project in PWA, and then click ITD Custom Reports under Business Intelligence in the
Quick Launch (you may have to scroll down to get there). Then, select the report type
you wish to generate. (Graphic on following page.)
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/7/2013 11:05 AM Jamie Wyant

ITD Project Status Formal PSR ran by executives monthly
Report_Adhoc

/8/2013 10:45 AM Jamie Wyant

einmass

RS Reports

B ITD ProjectCharter Snapshot Snapshot information based on ITD 1/7/2013 11:06 AM  Jamie Wyant
Infrastructure Projects
PerformancePoint £ ITD Resource Utilization Resource Utilization by District/Section  1/7/2013 11:06 AM  Jamie Wyant

Content District Resources

ITD Resource Utilization HQ
Resources

Resource Utilization by HQ/Section

/7/2013 11:07 AM Jamie Wyant

ITD Resource Utilization Resource Utilization for Districts and
HQ

Report ran prier to baseline approval

[B) all site Content /7/2013 11:07 AM  Jamie Wyant

ITD Schedule Approval
Report_Adhoc

/7/2013 11:07 AM Jamie Wyant

Formal PSR ran for Executives Monthly
with Funding Info

ITD PSR with Funding

/26/2013 7: Rod Reed

2. View reports in PWA. The Project Web App offers several ways to view reports. The
Project Center provides basic views which will list all projects you have visibility to.
Generally you should be using the views with “ITD” in front of the names. To change
your view in the Project Center, simply select a different view from the view drop-down

menu.

) |E\ http://pwahway/pwa/projects.aspx P~ X || |F-] Project Center - Project We... | ‘

% @Convert v [EHSelect

Site Actions ~  Browse Projects

New Open Update Bulld
- eam

Project

::_j dl $ E_"-\& @ [554 Chedk in My Projects = ‘_‘ !_| E ITD Tracking Gantt, |« ‘ suoproe
- A .III;\.,
= g/ = 3 Close Tasks to Update A R er

Drojactc
Project Center

Approval Center
Workflow Approvals

My Work
Tasks

Issues and Risks

Resources
Resource Center

Status Reports

Cost 1
Resource roject Zoom Zuum St .u ¥ Ou‘thne with
Plan Perm\ssmns E Project Site n ~_. Project H:Group By: Earned Value
Navigate ' Zoom [ ITD Closeout Phase Program Details w/Hid|
4 KEY M I ITD Development Phase Program Details
. ITD Evaluation Phase Program Details o
= District: .
ITD Implementation Phase Program Details
= Funding Year:
ITD Tracking Gantt
= FY 12D5 SIGN UPGRADES ]
Nightly Batch Project Tracking Info
S SMA-7561,E AIRPORT RD, N AIRPORT TO HIGHLAND DR, BLAt .
Non WF ITD Closeout Phase Program Details
= US 91 Preston NCL to Downey NCL _
Nan WF ITD Development Phase Program Details
B2 US 95, LEWISTON HILL NE LANES )
MNon WF ITD Evaluation Phase Program Details
S US-91 BLACKFOOT N TO BONEVILLE CO LN
Non WF ITD Implementation Phase Program Details
é Wirginia IC to McCammon IC ’
Non WF ITD PS&E Complete Phase Program Details
= District: D1
Summary
J Funding Year: 2011
Tracking
é 12914 2011 US-35, WYOMING AVE SIGNAL, HAYDEN [t bvork
or)
= Funding Year: 2012 al
—

é [ 10005 2012 SMA-5719, PLEASANT WIEW RD AND SH 53 GRADE SEPARATII SMA-5719, PLEAS/
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ARCHIVING A PROJECT

Just because your project is almost finished doesn’t mean that your work is done. You still need
to resolve any final project details and obtain sponsor acceptance of final deliverables. You
should update the lists on the Project site and conduct a “lessons learned” session, recording
information about areas for improvement and best practices. You need to make final updates
to the project plan including properly closing out tasks and releasing resources. Finally, archive
the project plan according to ITD’s guidelines.

Once the project is complete the schedule should be closed out appropriately by following
these steps:

1. Set Remaining Duration to Zero. Open the project you wish to update in Microsoft
Project Professional 2010 (MSP). Insert Remaining Duration column and change all
values to 0 (zero).

Mon 4/15/13|Mon 4/15/13
Tk g [WeS _moTask _ [m . TaskName _ |Duration [Remainng _ | tant
Mode Indicator Complete Duration
EGE 3.20.029.20 7] 0% Concept Report District Approval 0wks = ton 1/26
226 |'=;> 3.20.D29.80 & 0% HQ Concept Report Review & Approval 0wks Aon 1/26
7%37 |"Téf> 3.20.029.50 @ 0% FHWA Concept Report Review Approval (Full Oversight) 0wks Aon 1/26/
228 | 3.20.220 2 0% COMNCEPT APPROVAL 0 days Aon 1/26/
20 | 3.30 @ 0% = PRELIMINARY DESIGN 800 days BUU uadys Mon 1/26
230 |2 3.30.R31 €] 0% = Entering Private Property Permission(s) 0 days 0days Mon 1/26
23 |2 3.30.R31.10 @ 0% Property Owner Identification 0days 0days Mon 1/26
232 |2 3.30.R31.20 Q@ 0% Private Property Permission Letters 0 days 0 days Mon 1/26;
233 |2 3.30.R31.30 @ 0% Property Owner Responses 0days 0 days Mon 1/26
234 |B 3.30.R31.40 ) 0% Property Owner Consultation 0 days 0days Mon 1/28/
235 |2 3.30.530 ) 0% = Project Survey Control 0 days 0days Mon 1/26
236 |2 3.30.530.10 @ 0% Research 0 days 0days Mon 1/26]
237 B 3.30.530.20 @ 0% Field Reconnaissance 0wks 0wks Mon 1/26
238 |2 3.30.530.30 9 0% Project Control & Menumentation 0wks Owks Mon 1/26
230 |2 3.30.530.40 0% Field Ties 0 wks 0 wks Mon 1/26|
240 |2 3.30.530.90 & 0% Control Compilation 0wks 0wks Mon 1/26

CAUTION: Simply marking tasks as 100% complete will just add Remaining
Duration to Actual Duration.

2. Update necessary Enterprise Custom Fields. From the Project tab, go to Project
Information. Update Project Status to “Archive” and then click OK if you no longer need
to report on it. This will indicate to Project Server Administrator that the Project should
be archived. (Graphic on following page.)
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ToC 'H@ - & 0als
Task Resource Project View Acrobat
Rack 4 = i joear
® == (o
Lso — E
Subproject Project | Custom Links Between WES Change Calculate Set
Forward Information) Fifhds Projects -  Working Time | Project Baseline 7|

rProrL:' Information for 'DR Test 1' Lé]

Start date: Wed 2/20/13 * Currentdate: Tue 4/16/13 -

Finish date: Fri T2 Status date:  Wed 2/20/13 -

Schedule from:  Project Start Detg * Calendar: [TD Base Calendar -

All tasks begin as soon as possd'=, Priority: 500
Enterprise Custom Fields

Department:
f Active . -
Custom Field Name . Value
Project Qversight
PROJECT PHASE “valuation Phase
Pt — !
Project Status EActive | - [

[FTUIELL TRy NailE | |
Proposed Design Vehide
Proposed Maximum Superelevation

Proposed Work

PS and E Package Delivered MA

PS&E STATUS INDICATOR o] 3k
bep | [ statistics... [ ok | [ cancel

3. Set the Publish flag to No. Do this for all tasks. From MSP, insert the Publish Flag.
Change all values in Publish Field to No.

NOTE : Publish (task field) - The publish field indicates whether the current
task should be published to Project Server 2010 with the rest of the project. By
default, the field is set to Yes.

[Task P lwes . MDTask _ % _ TaskName L |Puciisn . |Caration
Mode Indicator Complete

2 3.20.029.20 ) 0% Concept Report District Approval No o wks
=2 3.20.D29.80 @ 0% HQ Concept Report Review & Approval 0 wks
2 3.20.029.50 & 0% FHWA Concept Report Review Approval (Full Oversight) 0 wks
% 3.20.720 7 0% CONCEPT APPROVAL 0 days
= 3.30 & 0% = PRELIMINARY DESIGN 0 8 )0 days
= 3.30.R31 e 0% = Entering Private Property Permission(s) 0 0 days
2 3.30.R31.10 @ 0% Property Owner Identification 10 days
= 3.30.R31.20 & 0% Private Property Permission Letters 0 days
2 3.30.R31.30 @ 0% Property Owner Responses 0 days
2 3.30.R31.40 @ 0% Property Owner Consultation 0 days
= 3.30.530 & 0% = Project Survey Control 0 0 days
2 3.30.530.10 @ 0% Research 0 days
2 3.30.530.20 @ 0% Field Reconnaissance 0 wks
= 3.30.530.30 £ 0% Project Control & Monumentation 0 wks
;15 3.30.530.40 @ 0% Field Ties |0 wks
=) 3.30.530.90 D 0% Control Compilation 0 wks
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4. Publish the schedule. Go to Project Web App (PWA) - Server Settings = Close Tasks
to Updates, select the Project Summary Task (Task 0) and Publish.

Select Tasks

5. Update the Project Site appropriately and archive documentation. Make sure all
Project Site documentation is current, and then save all documents from Project Site to
ProjectWise.
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ToC RUNNING QUANTUMPIM SCHEDULE AUDITOR (QSA)
QSA runs compliance checks against the project for both ITD specific business requirements and
Rack other options. You can run QSA at any time from Microsoft Project Professional 2010 (MSP);

additionally, QSA will automatically run when you publish a schedule.
Forward

1. Open QSA by clicking the QSA tab.
r|E|| HO92-«-F Q|+ DR Test1 - Microsoft Project

Task Resource Project View Acrobat Q54

Schedule -
Auditor

QSA

Task Name Duration Start Fi
- - -

= DOH - MASTER 2230 days Wed 2120013 F
WORK
BREAKDOWN

NOTE: To find out more about any specific check from the check list(s), select the
check you wish to find out about, and then click the Info tab. l

2. Specify checks to run by clicking the checkbox next to each check. After selecting the
checks you wish to run, click Run Checks.

() QuantumPM Schedule Auditor (DR Test 1) [

File Settings Help

- @ .
auanfum Simpify the way you work @19 Schedule Auditor
B Check 1 o

«+ Project Information

L[] TMM Flag is Yes

| -[“]| TMM Flag is No or Null ) )
.[#]| TMM Does Not Match Lookup Active Project:

| [7] Missing TMMSs DR Test1

L[] Summary Tasks with Links Active Project Folder:
I [#]| summary Tasks with Assignments hitp:// pwahway,/pwa
--[¥]| Construction Planned Cost
| [ Late Tasks

E 3 -- Mo Enterprise Resource

m

Output Folder for Generated Reports:
ChlUsers\dross\Drocuments

--[#] No Resource - Next 12 Months Project Tasks: 1138
g -- ITD Base Calendar Project Resources: 0
== Ch stk Tasks for...

3 |:| Appropriate Duration

[ Fised Couts

[] Constraint Dates

[ [ ]| Predecessors and Suesessors

--[1] specified Names

-.[]/ Unassigned Resources

| BE Ch xck Resources for... -
D Duplicate Entries

Close
Ready... L —

Autoload Settings: Project Loaded Settings: Project Actions
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L NOTE: ITD checks will always run. A report will be generated in a new window. By
default, the report will save to your Documents folder. To change this, go to
Rack . .
Settings—>Options.
Forward

3. Take corrective action for anything marked with a red ¢J on the schedule.

o EE—c
\\,_.)I\://” 33 C:\Users\dross\Documents\gpmsa_index.html L~ex |M & QuantumPM Schedu... % u ‘) * {:?

% EHConvert v [ESelect

QuantumpM ses veso oo [©18%* Schedule Auditor

S

Generated: 2/21/2013 11:02:36 AM Project Start Date: 2/20/2013
Project File: DR Test1 Project End Date: 1/7/2022
“ Summary Report

Check Name Result Summary fl
CheckITD for...

TWMM Flag is Yes @ 16 Tasks have the TMM_Flag field set to Yes

TWMM Flag is No or Hull @ 0 Tasks have the TMM_Flag field zet to No or Null

T Does Not Match Lookup @ AlTMM Task Mames match the WEBS Code.

Missing TMWs @ All'TMMs found.

Summary Tasks with Links @ All Summary Tasks are correct and do not have links.

Summary Tasks with Assignments @ All Summary Tasks are correct and clear of any assignment.

Construction Planned Cost Q The 4.0 Construction Phase does not have a planned cost of at least $1.00
Late Tasks @ No tasks are late.

No Enterprise Resource Q 844 Tasks do not have an enterprise work resource.

No Resource - Next 12 Months Q 64 Tasks in the next 12 months do not have an enterprise work resource.
TD Base Calendar 9 All resources are using the MD Base Calendar.

Check Tasks for...
Check Resources for...
Check Schedule for...
Check Calendar for...

10 Most Heavily Used Resources

Resource Name Hours

Top 20 Critical Path Tasks -

4. Rerun QSA to ensure schedule is in compliance. (See steps 1 & 2).
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SUBMITTING A CHARTER

After you are done reviewing your charter and you are ready to send it to either the Project
Owner or Project Sponsor for approval, you will need to electronic submit the charter to them
so that there is a record saying it has been approved.

1. Submit the charter. Open your project in the Project Web App (PWA). Then, from the

Project tab, click Submit.

e > mhttp:ffpwahwayfpwafpmject%EUDetail%EUPages,'Tl'DijectSchedule.aspx?PrDjUid:

¥ @ Convert + [ Select

Schedule Tools

Site Actions = Browse | Project Task Options

@ ct\?‘ = t‘% HDncuments Iﬂ Deliverabled
. \ o r
A E _»_I :=:>j C+ | & ssues @F‘rﬂjECt Per

Edit S5ave  Close Status | Submit (Jptions  Project  Build .
- Site  Team /i Risks (g Resource Pl

Project Workflow Mavigate
Status: Checked-in Last Modified: 2/20/2013 11:15 AM Version: Fublished

DR Test 1 Project Details
i @ Mode | Task Mame Duration 5

Scope and Strategic
Goals 1 =I::> = DOH - Program Pla 40d 2

e 2 = = Project Charter - 10d 2
Considerations =, .
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APPROVING A CHARTER

There are three approval methods the Project Owner and Project Sponsor can use. The first
approval method can be done from the approval email that is sent out automatically. The other
two approval methods are done directly through Project Web App (PWA).

1. From the approval email, click the Approve link.
2. From PWA, go to Workflow Approvals in the Project Server Workflow Tasks.

3. From PWA, go to the Workflow Status page, and then click Additional Workflow Data.

ACCESSING PROJECT WEB APP
Since many of the steps require you to be working through PWA, it is important that you
understand how to access it. For further information on what you can do through PWA and

how it varies from Microsoft Project Professional 2010 (MSP), please see the “Understanding
the Software” section.

1. Open Internet Explorer.

2. Navigate to the URL: http://pwahway/pwa

NOTE: You may want to add this URL to your Favorites in Internet Explorer, as it is
a site you will come back to regularly throughout the process of creating and
updating your project charter.
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PROJECT DETAIL PAGE FUNCTIONS

The Project Manager fills out these sections using the project detail pages (PDPs) on the Project
Web App (PWA). The information entered into these PDPs will be the information that makes
up the project charter.

1,

%>
To access these PDPs, Open your project in Project Web App. Then, click Edit i
Rules for PDP Fields

e Fields that include an ellipses button ' == ' contain drop-down menus.

e Fields that include a browse button @ contain pop-up windows to choose items
from.

e Fields that include a calendar button % contain a pop-up calendar to choose a date from.
e Fields that include a Yes/No drop-down Ne ' - allow you to choose Yes or No.

e Fields that don’t contain any buttons are text or narrative fields. You can write information
into these fields by simply clicking inside them and then using your keyboard to type.
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ToC UPDATING PROJECT INFORMATION

Rack Under the Project tab, click Project Information. Then, input all of the information into the

appropriate fields. Some of this information will likely already be filled out with information

Forward from Microsoft Project Professional 2010 (MSP).

6 el | | hitp://pwahway/pwa/projectsi20detzils20pages/ projectinformation.aspilprojuid=d787t O v & X [/ Project Detail Pages - Proje... %
X @Conveﬂ: - Select

Site Actions ~  Browse | Project I
9 E ﬂj =O Cj % LjDocuments | Deliverables
H Ex| = = ¢ a B
§ =t = = 1ssues E@Project Permissions

Edit Save Close 4 Status Submit Options Project Build s Previous  Mext
| - Site  Team /) Risks ['g Resource Plan

Project Workflow MNavigate Page
Status: Checkl V}Ll_t to you since 2/21/2013 2:56 PM Last Modified: 2/20/2013 11:15 AM

DR Test 1

= W Project Information
Project Information

Scope and Strategic
Goals

Name™ [oR Test 1

. Specify a name for the Infrastructure Project
Environmental 5

Considerations Begipning Mile Post I

Ewvaluation Design
Standards Ending Mile"hgst I

Resource Plan and .
Constraints Route |
Enter the highway route that the'Phgiect is on, if applicable.

ITD Froject Schedule

Evaluation Exit Criteria Start Date” IZIZU,.’ZDB ﬁ

Funding and Cost
Summgry Owner A Browse. ..
Print Project Charter District® Other
District or work organization resonsible for this project
X Funding Year*
Projects 2013

Fiscal Year the project is placed in STIP
Project Center Program®

Hwy Local.Bridge Local
Approval Center Anticipated program funding category (Typically follows the

STIP definition)
Type Of Project®

n Alternatives Analysis required in Evaluation Phase for

My Worl Preservation Pavement 1R Rehabilitation, Preservation
Tasks Bridge Pavement Maintenance, or 3R Less than or equal to
Miner Widening.

Workflow Approvals

1 DDDI

Restoration

Issues and Risks

Name
Pulls automatically from MSP. Update if necessary.

Beginning Mile Post
Enter the beginning milepost for construction, if applicable.

Ending Mile Post
Enter the ending milepost for construction, if applicable.

Route
Enter the highway route that the project is on, if applicable.
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Start Date
Enter project start date by using the calendar button 2.

Owner

Click the browse button M to select an Owner for the project’s schedule. This will
typically be the Project Manager, and not the Project Owner.

District
District or work organization responsible for the project. Pulls automatically from MSP.

Update if necessary by clicking the ellipses button

Funding Year
Fiscal Year the project is placed in STIP. Pulls automatically from MSP. Update if

necessary by clicking the ellipses button

Program
Anticipated program funding category (Typically follows the STIP definition). Pulls

automatically from MSP. Update if necessary by clicking the ellipses button

Type of Project

Pulls automatically from MSP. Update if necessary by clicking the ellipses button

Note that an Alternatives Analysis is required in the Evaluation Phase for the
Preservation Pavement 1R, Rehabilitation, Preservation Bridge, Pavement Maintenance,
and 3R Less than or equal to Minor Widening project types.
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WRITING SCOPE AND OBJECTIVES

Under the Project tab, click Scope and Strategic Goals. Then, fill out the two narrative fields
and select strategic objectives from the drop-down menu.

- ] David Ross -
Site Actions ~  Browse Project
) _ L_ﬂ Documents j Deliverables
HB G0 .
- e - . B 1ssues \$ Project Permissions
Edit Save Close status Submit Options  Project  Build . Previous  Mext
- Site  Team /B Risks [T'g Resource Plan
Project Workflow Mavigate Page

Status: Checked—fzﬁ' to you since 2/26/2013 10:17 AM Last Modified: 2/20/2013 11:15 AM

DR Test 1 - Project Objective Scope and Strategic Goals

Project Information
Scope and Strategic Project Objective Statement

Goals JThe project objective statement describes what a project is
to adlmglizh in order to be successful. Itis used to focus
the team memu@iagthe sponsor and the other key
stakeholders on the primafmebisctive of the project. This
should induded the project’s businesSesss.

Environmental
Considerations

Evaluation Design

Standards By
Scope of Work -
Resource Plan and ) .
Constraints Expanded summary of the work that will be accomplished
_ with each phase. It sets the boundaries of the project and
ITD Project Schedule provides the project team with a dear understanding of

Evaluation Exit Criteria what needs to be done to successfully complete the phase.

Funding and Cost
Summary Strategic Objectives E]

Print Project Charter

Project Objective Scope and Strategic Goals

Project Objective Statement

The project objective statement describes what a project is to accomplish in order to be
successful. It is used to focus the team members, the Project Sponsor, and the other key
stakeholders on the primary objective of the project. This should include the project's
business case.

The Project Objective Statement will cover the Triple Constraint: scope, schedule, and
budget.

If you are unsure of how to word your Project Objective Statement, you can use the
following template as a basic guide for writing it:

“The objective of (insert the project name) is to (insert major outcome or
deliverables). This will be accomplished by implementing (insert those items that
define the project scope), to be completed by (insert the project due date), and
not to exceed a budget of (insert budget amount).”
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Remember that this template is just a basic guide for writing a Project Objective
Statement. If you feel a need to add any additional information, feel free to do so.
However, keep in mind that you will be able to expand upon any details in the scope.

Scope of Work

The scope of work should be an expanded summary of the work that will be
accomplished with each phase. It sets the boundaries of the project and provides the
project team with a clear understanding of what needs to be done to successfully
complete the project.

It is also a good idea to list any constraints in the scope, and also make note of what the
project will not include. This is a good way of managing the expectations of the project
team and key stakeholders.

Strategic Objectives
This is a set of universal ITD objectives for projects. Select all of the strategic objectives
that apply to your project by clicking the ellipses button
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DOCUMENTING ENVIRONMENTAL CONSIDERATIONS

(NOTE: INFRASTRUCTURE PROJECTS ONLY)

For more details on the specific environmental requirements for your project type, please refer
to the Environmental Process Manual.

Under the Project tab, click Environmental considerations. Then, use the drop-down menus
and narrative/text fields to fill out all of the information that your project requires.

Project Need

David Ross -
Site Actions ~  Browse

Project
. E (EI :o G Eﬂ L_;]Documents | Deliverables
H == 2 : a B
: e - = B 1ss5ues @Project Permissions

Edit Save  Close Jgatus  Submit Options Pro{ect Build - Previous  Mext
- Site Team /I Risks [’g Resource Plan

Project Workflow Mavigate Page
Status: Checked—olto you =since 2/26/2013 10:17 AM Last Modified: 2/20/2013 11:15 AM

DR Test 1 Project Need
Praoject Inforgngiion
Scope and S ategic Primary Need E]
Goals
N p
Environmental Serondasm s
Considerations E]

Evaluation Design

Primary Need
This is the primary reason for the project’s existence. This field can be edited by clicking
the ellipses button ' ==

Secondary Need

This is the secondary reason for the project’s existence. This field can be edited by
clicking the ellipses button | == . Note that you can select one or more secondary
need(s).

63


http://itd.idaho.gov/manuals/Manual%20Production/Environmental/environmental_cover.pdf

ToC

Rack

Forward

Site Actions *  Browse

Edit Save  Close
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Project

7 B8 G

G &

Status Submit Options Project Build
- Site Team £ Risks

‘Workflow

ANTICIPATED MAJOR ENVIRONMENTAL DELIVERABLES
(NOTE: INFRASTRUCTURE PROJECTS ONLY)

H Documents d Deliverables
@Project Permissions

g Resource Plan

Creating and Updating Projects

David Ross -

EVaraOgtioTT DEsTgrT
Standards

Resource Flan and
Constraints

ITD Project Schedule
Ewaluation Exit Criteria

Funding and Cost
Summary

Print Project Charter

Projects

Project Center
Approval Center
Workflow Approvals

My Work
Tasks

Issues and Risks

Resources
Resource Center

Status Reports

Business Intelligence

ITD Custom Reports

Settings

Cultural

Anticipated Major Environmental Deliverables

Cultural

Section 4F

Moise Air Quality and Hazmat

Miscellaneous

Wetlands Stream Alteration

Mavigable Waters

Floodway Floodplain

Species And Habitat

Stormwater

Storm water Pollution Prevention Plan

EA FONSI

EE Cat Ex
Antidpated categorical solution type
EIS ROD

Environmental Narrative

.NDEl
.NOEl

Ui PDE D

1

Select any of the provided Cultural deliverables that apply to your project by clicking the
ellipses button ' ==

Section 4F
Select from Section 4F Deminimus and Section 4F Evaluation including Alternatives

Analysis by clicking the ellipses button !
Note that you can add both, if applicable.

Noise Air Quality and Hazmat

=, Add whichever is necessary for your project.
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Select any of the provided Noise Air Quality and Hazmat deliverables that apply to your
project by clicking the ellipses button

Miscellaneous
Select any of the provided Miscellaneous deliverables that apply to your project by
clicking the ellipses button

Wetlands Stream Alteration
Select any of the provided Wetlands Stream Alteration deliverables that apply to your
project by clicking the ellipses button

Navigable Waters
Select Yes or No by using the Yes/No drop-down Ne |- to show whether or not your
project affects Navigable Waters.

Floodway Floodplain
Select any of the provided Floodway Floodplain deliverables that apply to your project

by clicking the ellipses button

Species and Habitat
Select any of the provided Species and Habitat deliverables that apply to your project by

clicking the ellipses button

Stormwater

Select Yes or No by using the Yes/No drop-down Ne | - to show whether or not your
project includes a Stormwater Pollution Prevention Plan.

EA FONSI

Select Yes or No by using the Yes/No drop-down Ne '~ to show whether or not your
project includes an Environmental Assessment, Finding of No Significant Impact.

EE Cat Ex
Select from No, Yes-Cat Ex ITD Approval, or Yes-Cat Ex FHWA Approval by clicking the

ellipses button

EIS ROD
Select Yes or No by using the Yes/No drop-down Ne ' - to show whether or not your
project includes an Environmental Impact Statement, Record of Decision.

Environmental Narrative
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ToC Use this field to sum up your environmental deliverables, and also include any
information that you think is necessary to supplement the list of deliverables.
Rack
Forward
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DOCUMENTING EVALUATION DESIGN STANDARDS
(NOTE: INFRASTRUCTURE PROJECTS ONLY)

Crash History

- ) David Ross ~
Site Actions - Browse Project
4 E (EI =o ()j % ﬁ L.?‘ Documents  |@| Deliverables
H = B F E B
- F? - & 1s5ues @F‘roject Permissions
Edit Save  Close faatus Submit Options Prq’{ect Build - Previous  Mext
- site  Team /B Risks [Zg Resource Plan
Project ‘Workflow Mavigate Page

Status: Checked—ou}; you since 2/19/2013 10:08 AM Last Modified: 1/29/2013 7:25 AM

RG TEST 1 Crash History

Project Infoermatjsn

Scope and Stralegic Crash Base Rate |

Goals

Environmentlil Crash Rate with Project Limits I

Considerations

. X Spot Locations that exceed Base Rate
Evaluation Design
Standards

Resource Plan and
Constraints

ITD Project Schedule
Evaluation Exit Criteria Identify HALs (High Accident Locations)

Funding and Cost
Summary

Print Project Charter

Crash Base Rate
Enter the statewide accident rate for highways and roads with similar widths and traffic
volumes.

Crash Rate within Project Limits
Enter this information (from WEBCARS).

Spot Locations that exceed Base Rate
Make note of any locations on route that exceed the Crash Base Rate.

Identify HALs (High Accident Locations)
Identify any locations on the route that have exceptionally high accident rates compared

to the rest of the route.

Can be found at http://www.itd.idaho.gov/apps/webcars
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Design Data

Project

H E Cj o CJ t‘__l?__ﬂ 3 L:E::::nents ﬂDeli\rerables \:6 \:6

& Project Permissions

Edit Save Close Status Submit Options Project  Build . i Previous Mext
- Site  Team /I Risks |_@ Resource Plan
Project Workflow Mavigate Page
Project Center Design Data
Approval Center -
Workflow Approvals Design Exception Anticipated mu El
Pavement Width I
My Work This indudes the total pavement width induding lanes and
shoulders.
Tasks

e Proposed Design Vehicle
I R
ssues and Risks This is the vehide used in the design of the main alignment and

the major intersections. Guidance for the proper vehide to use
for each project is given in the Design Manual Section 555.00.

Resources -
Design Year
R Cent
esource Lenter The design year for Federal-aid projects and for complex ST E]
Status Reports projects is the year the project is shown in the ITD Project

Development Schiedule plus 20 years plus 2 years (for
construction). See Design Manual Subsection 335.02, Traffic

Business Intelligence Velume. )

ITD Custom Reports Posted Speed |

Posted Speed should be the actual posted speed throughout
the project.

Design Speed I

Settings Minimum Design Speeds are found in the AASHTO Green Book
and in the State Standards. Freeways 2004 Green Book Page
503 NHS (Principal Arterial) 2004 Green Book Page 444 (Rural)
Server Settings & 470 (Urban) Non-NHS State Design Standards ITD uses the
general rule of 75 mph for Interstate, 60 mph for ramps and
state highways, or at least equal to the posted speed. If more
. than one speed zone exists on a project, list them with limits,
Lists They may be placed on a separate sheet if necessary. 3R

f Projects should have the Posted Speed listed and both the
s =Tl Average Running Speed and the 85th Percentile Speed listed
instead of the Design speed. This should be obtained from the
District Traffic Section. (See Design Manual, Appendix A).

Perszonal Settings

Libraries -
Traffic ADT Present
Shared Documents I

QSA Reports Traffic ADT Future I

Traffic DHV Present I

Traffic DHV Future I

Proposed Structures and Standards

Traffic Signals [Nu ,T‘
Railroad Crossing Protection [ND El

Proposed Design Exceptions

Design Exception Anticipated

Select Yes or No by using the Yes/No drop-down Ne ' - to indicate whether you
anticipate design exceptions. If you are unsure what qualifies as a design exception,
please refer to the Design Manual, section 330.00 and Appendix A.10.16.
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Pavement Width
Enter the pavement width (in feet). This includes the total pavement width, including
the lanes and shoulders.

Proposed Design Vehicle

Enter the project’s proposed design vehicle. This is the vehicle used in the design of the
main alignment and the major intersections. Guidance for the proper vehicle to use for
each project is given in the Design Manual Section 555.00.

Design Year

Enter the project’s design year. The design year for Federal-Aid projects and for complex
ST projects is the year the project is shown in the ITD Project Development Schedule
plus 20 years, plus 2 years (for construction). See Design Manual Subsection 335.2,
Traffic Volume.

Posted Speed
Enter the project’s posted speed. Posted Speed should be the actual posted speed
throughout the project.

Design Speed

Enter the project’s design speed. Minimum Design Speeds are found in the AASHTO
Green Book and in the State Standards. Freeways 2004 Green Book Page 503, NHS
(Principal Arterial) 2004 Green Book Page 444 (Rural) & 470 (Urban). Non-NHS State
Design Standards ITD uses the general rule of 75 mph for Interstate, 60 mph for ramps
and state highways, or at least equal to the posted speed. If more than one speed zone
exist on a project, list them with limits. 3R Projects should have the Posted Speed listed
and both the Average Running Speed and the 85th Percentile Speed listed instead of the
Design speed. This should be obtained from the District Traffic Section. (See Design
Manual, Appendix A.)

Traffic ADT Present

Enter the current average daily traffic (ADT) for the route of the project.

Traffic ADT Future
Enter the future average daily traffic (ADT) for the route of the project.

Traffic DHV Present
Enter the current design hourly volume (DHV) for the route of the project.

Traffic DHV Future

Enter the future design hourly volume (DHV) for the route of the project.
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Proposed Structures and Standards
Refer to the Design Manual, sections 345.00 and 1000.

Traffic Signals
Select Yes or No by using the Yes/No drop-down Ne ' - to indicate if the project route
contains any traffic signals.

Railroad Crossing Protection
Make note of any railroad crossing protection that currently exists on the project route
or any additional railroad crossing protection that will need to be implemented.

Proposed Design Exceptions

Document any proposed design exceptions. You will have the ability to upload any
necessary files in the Project Site Lists. Please refer to the “Design Exceptions” section
for details on how to upload files to the Project Site Lists. If you are unsure what
gualifies as a design exception, please refer to the Design Manual, section 330.00 and
Appendix A.10.16.
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ToC Pavement Type and Project Standards
B : David Ross -
Rack Site Actions *  Browse Project
I I Cj O C ,__T_] 3 _JDocurnents 21 Deliverables
Forward — L ST T [ 1s5ues &3 Project Permissions Lé Lé
Edit Save Close Status Submit Options Project  Build . . Previous Next
- Site Team I\ Risks '@ Resource Flan
Project Workflow Mavigate Page
Pavement Type
Pavement Width |
This incudes the total pavement width induding lanes and
shoulders,
Project Standards
Project Standards [:
Other Comments

Pavement Width
Enter the pavement width (in feet). This includes the total pavement width, including
the lanes and shoulders.

Project Standards

Select from the provided project standards by clicking the ellipses button ' = . For
further information about project standards, refer to the Design Manual, sections
320.00 and 510.01.

Other Comments
Use this field to provide any additional narrative related to the design standards of your
project.
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DOCUMENTING RESOURCE PLAN AND CONSTRAINTS

Project Constraints

Project
H E (I_j O C_] E__ﬁ B :E:::sments §1Deli\rerables ‘_6 Lé

& project Permissions
Edit Save Close status  Submit Options Project  Build Previous Next

= site  Team /I\ Risks “_nﬂResource Plan
Project Workflow Mavigate Page
Status: Checked-outfn you since 2/19/2013 10:08 AM Last Modified: 1/259/2013 7:25 AM

David Ross -

Site Actions - Browse

RG TEST 1 Project Constraints

Project Informatiofl

Scope and Strategic Scope Constraint

Goals

Envaonmenal Schedule Constraint

Consideration,

Evaluation L Jan Budget Constraint

Standards

ANAla

Resource Plan and Project Constraints Narrative

Constraints

Scope Constraint
Select t_he priority for your scope, from High, Medium, or Low, by clicking the ellipses
button ' -

Schedule Constraint
Select t_he priority for your schedule, from High, Medium, or Low, by clicking the ellipses
button ' -

Budget Constraint
Select t_he priority for your budget, from High, Medium, or Low, by clicking the ellipses

button | =

Project Constraints Narrative
Add any additional narrative to accompany your project constraints.
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ToC Resource Plan
- - David Ross -
Rack Site Actions ~ | Browse [Sed
= I_.‘;]Documents j Deliverables 1 1
HB8 GO0G & @8 r-gr-
Fnr\l\lﬂrd 2 g . |‘Issues @Project Permissions
Edit Save Close Status Submit Options Project  Build . . Previous Mext
- Site  Team I\ Risks @ Resource Plan
Project Workflow Mavigate Page
ITD Project Schedule
Ewaluation Exit Criteria Resource Plan
Funding and Cost
Summary Project Design Services E
Print Project Charter
Narrative
Projects
Froject Center
Approval Center

Project Design Services
Indicate whether the design services for the project will be accomplished in-house, by

consultants, or using a combination of both by clicking the ellipses button ' ==

Narrative
Add any additional narrative to accompany the resource plan of your project.
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ITD PROJECT SCHEDULE

Schedule Tools

Site Actions ~  Browse Project  EREHY

David Ross -

= | & S — T Y T ¥ ;? (] Snsert (3] =t | Tasks Summary = # Zoomin
J N 53 O« 25« 50 754 |00 _> ~—
= Er [ Save b o @ Delete W | Mo Filter = (=l Zoom Out
Paste Calculate % li_' 28 £9 Manually  Auto Outline
¥ . :_£ Fublish Schedule Schedule - : Mo Group =} Scroll to Task
Clipboard Project Editing Tasks Data Zoom

Status: Checked-out to you since 2/19/2013 10:08 AM Last Modified: 1/29/2013 7:25 AM Version: Draft

RG TEST 1 Project Details

Project Information @ Mode | Task Name Duration Stz 27/2013 2/3/2013 2 =
M T wWT FssmlTwTF|ls s|[E]

-

Scope and Strategic

Goals 1 =|_,> = DOH - Program Plal 40d 1/1| W
Enuir_onmerltal 2 =|_‘> = Project Charter - 10d 1/ @
O 3 =, Project Charter - 2w 12| ¢
E::F'I"E'Etr'gz Design 4 = = Corridor Study  10d 2/
Recource Plan and 5 % Corridor Study 2w 2/1
Constraints 6 = Corridor Public It 2w 2/1

ITD Project Schedule 7 = 2 Project Specific | 10d 2/
Evaluation Exit Criteria 3 =.:;>

Project Feasibility 2w 21

This page allows you to view your schedule as it was created or updated in Microsoft Project
Professional 2010 (MSP). However, if you need to update your project’s schedule, you should
do so using MSP.

CAUTION: Only Project Managers should make changes to the schedule. '
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DOCUMENTING EXIT CRITERIA

Evaluation Exit Criteria
From the Project tab, click Evaluation Exit Criteria, and then fill out the Evaluation Exit Criteria
fields to the right.

David Ross -

| Project
= Documents j Deliverables L L

B GG &8y -
H E J aaa ‘3 ﬂIssues @ProjectPerrnissions L L

Edit Save Close Stutus  Submit Options  Project  Build i . Previous Mext
- Site Team I\ Risks '@ Resource Plan

Site Actions - Browse

Project Workflow Mavigate Page
Status: Checked-out ta[ou since 2/19/2013 10:08 AM Last Modified: 1/29/2013 7:25 AM

* Indicates a required field
RG TEST 1

Project Information

Evaluation Exit Critieria -

Scope and Strategig
Goals

Temporary Key Number* I

Environmental

; . T K N b Date*® ;
e emporary key Number Date l—‘%
Evaluation Desiga Owner Approved Date =
Standards pe I :jj
Resource Planfand Sponsor Approved Date — j
Constraints | I i
LID Proiect Schedl- KEY. |
Ewvaluation Exit Criteria ITD Key number assigned to project

Funamng and Cost
waluab=

Temporary Key Number
Enter the temporary key number that OTl issued for the project.

Temporary Key Number Date
Enter the date OTI issued the temporary key number using the calendar button .

Owner Approved Date
This field should fill out automatically, but if it does not, enter the date the Owner
approved the Evaluation Phase charter using the calendar button .

Sponsor Approved Date
This field should fill out automatically, but if it does not, enter the date the Sponsor
approved the Evaluation Phase charter using the calendar button .

KEY
This field should fill out automatically after the project is issued a key number.
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Development Exit Criteria

From the Project tab, click Development Exit Criteria, and then fill out the Development Exit
Criteria fields to the right.

7 Hd B8 G

Workflow

O G % LjDocuments dDeliverables

@Project Permissions
Status Submit Options

Project  Build m
3 ["g Resource Plan

Creating and Updating Projects

oo

Previous  Mext

Page

Status: Checked-out tc&ou since 4/23/2013 15:23 Last Modified: 4/23/2013 15:23

TEST_RAR1
Project Information

Funding and Cost
Summary

Scope and Strategid
Goals

Environmental
Considerations

Development Dedign
Standards

Resource Plan ghd
Constraints

ITD Project Schedule

Resource Manfdgement
Report

Project StatUs Report

Schedule Apgroval
Report

Development Exit
Critieria

Print Project Charter

PS and E Package Delivered

Development Exit Criteria

PS and E Package Delivered®

Contract Awarded*

Enter the date the PS&E package was delivered using the calendar button [,

Contract Awarded
Enter the date the contract was awarded using the calendar button A
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Implementation Exit Criteria

From the Project tab, click Implementation Exit Criteria, and then fill out the Implementation
Exit Criteria field to the right.

Site Actions *  Browse I Project
E - o (i — i Documents i‘ Deliverables by
[ Z B o 4 r-ar-
1 s i =] BBe & 1ssues .

& Project Permissions

Edit Save Close Status Submit Options Pm{ect Build Previous Next
. Site Team @\ Risks % Resource Plan
Project Workflow Mavigate Page
Status: Checked-cui; you since 4/18/2013 10:48 Last Modified: 4/17/2013 14:05
TEST_RAR1 Implementation Exit Criterna
Project Informatigpy
Scope and Strateljic Final Voucher Issued Yes @
Goals
Resource Plan gid /
Constraints

ITD Project §@Bedule

Schedule L:pfé\-al

i ——

Implementation Exit
Criteria

Final Voucher Issued

Use the ellipses button ' = to indicate whether the final voucher has been issued.
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PROJECT SITE LISTS

All of these functions are performed from the project’s Project Site, which can be accessed by
opening the project in PWA and then clicking Project Site. With the Project Site Lists, you will
be able to archive all documentation and information associated with the project that isn’t
included in the charter.

STAKEHOLDERS
Please refer to Creating a Stakeholder List under Main Functions.

DELIVERABLES

Use the Deliverables list to communicate key deliverables and dates. These can be linked with
Microsoft Project Professional 2010 (MSP).

Creating Deliverables in PWA

1. Create a new deliverable item. Click Deliverables, and then click the green plus sign.
Then, click New Item to add a new deliverable.

Site Actions = Browse tems

s Version History I Pt
] ) Ui N
B - 3& V)

%4 Item Permissions =

MNew Mew View Edit Attach Alert Workflows Approve/Reject  ILike
Item - | Folder Item tem X Delete em File e - It
New @ Manage Actions Share & Track Warkflows Tags and
Libraries | o Title Deliverable Sta | Deliverable Fini 2013
EIW[ TR
Project Documents & '
: i
Lists ‘l

Stakeholders
Deliverables ’
: Alternatrves Analysis
Design Exceptions
Change Request
Issues

Rizks
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2. Enter deliverable information. The deliverable must have a Title and may also have a
Description. Be sure to enter deliverable start and finish dates using the calendar
buttons 4 provided, if necessary. Then, use the Attach File button to attach the
deliverable file (report, analysis, study, etc.). Once the file is attached and the
information has been updated into the fields provided, click Save.

Deliverables - New Item

=R D DY

Save | Cance. Paste | Ail::t_lach Salling
ile -
Commit Clipboard Actions Spelling
Title * r

Description

Deliverable Start

Deliverable Finish

Creating Deliverables in MSP

1. Create a deliverable in a specific task. Select the task you wish to add a deliverable to.
Then, click the Deliverables drop-down menu and select Create Deliverables. This will
create a deliverable linked with that specific task. (Graphic on following page.)
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2 dw- -5 DR Test 2 = Microsoft Projech .
File | Task | MewTab Resource Project View Acrobat QSA Format
= Y " F
= Cut Mark on Track I {: S 3 Ll Mot
! j ;* u o T - eeesss g@ ark on Tracl 3? % B Inspe - . ummary otes
o 153 Copy ~ o v Respect Links LT‘Q Move = Milestone Details
Gantt Past: - | = o | @8 35 M I Aut k z Inf Sz
cnaa:tv e Jf Format Painter BIU |3 A @885 o madivate s:f.'lﬁ.ﬁ Sched?jle % Mode - g J 3 Deliverable - | OO 5 ndd to Timeli
View | Clipboard | Font ] Schedule | Tasks | "3 Create Deliverables rties
T T 2 T = a0 :
. o 'Ih"izi; - ‘Task Name - Duration - | Start - |Finish - Predecessors ource Names - | gw Manage Dependencies
] - - DOH - MASTER WORK BREAKDOWN 2230 days Mon 10/1/12 Thu 8/19/21 / & Manage Deliverables
N STRUCTURE (MWBS) oz & syncDeliverables
1 = ~ DOH - Program Planning Phase 40days Mon » @ Sync Dependencies
10/1/12 /4,, /12 —
2 = = Project Charter - Planning Phase 10 days / Mon [r—.
N oj/12 10/15/12
3 k= Project Charter - Planning wk: Mon Mon
Phase 10/1/12 10/15/12
e = TG Suaay o days  Tue 10/16/1: Mon 10/29/1
5 @ =3 Corridor Study 2 wks Tue 10/16/1: Mon 10/29/1 3
= o Emes =]
E b= Corridor Public Involvement 2 wks Tue Mon 3
10/16/12  10/29/12
T = =~ Project Specific Needs 10days  Tue 10/16/1: Mon 10/29/1
g =3 Project Feasibility Study 2 wks Tue Mon ] f
0/15 0/23 | ___mm &b

2. Sync deliverables with the Project Site. When you have finished creating a deliverable
in MSP, click the Deliverables drop-down menu and select Sync Deliverables. This will
synchronize all new deliverables with the Project Site.

q

‘ % Summary
‘& Mi ne

5%  sync Deliverables

o

E' Sync Dependencies

= lal

Task i Information - ..
- ‘P Deliverable ~ ;
| .@ Create Deliverables
3 Ay '
- B Manage Dapendencies
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ALTERNATIVES ANALYSIS

Use this section to document your alternatives analysis. For further clarification on what an
alternatives analysis should include, please see the Design Manual, section 335.00.

new ltem.

List Tools

Site Actions ~ @ I Ttems List
ﬁfﬁ DR Test 1 » Alternatives Analysis ¢ All Items ~

DR Test 1

Libraries [ @ Title Location

Project Documnents There are no items to show in this view of the "Alternatives Analysis™ list. To add

Lists

Stakeholders
Nialivarshlec
Alternatives Analysizs
Design Exceptions
Change Request
Issues

Risks

Creating and Updating Projects

1. Create a new alternatives analysis item. Click Alternatives Analysis, and then click Add

Enter alternatives analysis information. Enter a Title for the alternatives analysis. Then,
enter the location and a description in the fields provided. Attach any additional or
supplementary files using the Attach File button. Once the information has been

updated into the fields provided, click Save.

Alternatives Analysis - New Item

HIE B 0D e

53 Copy
Save | Cam e Ail::t_‘ach Spelli g
ile -

Commit Clipboard BN D 2 [ling

Title *

Location

Drescription

ALTERNATE SOLUTIONS AND COSTS Section 335.00 of the Design
Manual describes what is required on Design Alternatives.

Specifically this section should contain all the alternatives necessary
toidantifi tha mooct coct affactie colution

J

81


http://itd.idaho.gov/manuals/Manual%20Production/RoadwayDesign/design_cover.pdf

ToC

Rack

Forward

Charter Instruction Manual Creating and Updating Projects

DESIGN EXCEPTIONS

Use this section to document any design exceptions associated with your project. For further
information about design exceptions, please refer to the Design Manual, section 330.00 and
Appendix A.10.16.

1. Create a new design exceptions item. Click Design Exceptions, and then click Add new
Item.

List Tools

Site Actions ~ @ QI | Items  List

ﬁ”@ DR Test 1 » Design Exceptions *+ All Items -

DR Test 1

Libraries [ Title | NHS District Engineer Approval District Engi

Project Documents There are no items to show in this view of the "Design Exceptions™ list. To add a new ite
: gk Add new item

Lists

Stakeholders /
Deliverables '
Alternatives Analvsis

Ciesign Exceptions

Change Request

I==ues

2. Enter design exceptions information. Enter a Title for the design exceptions. Then,
include all relevant information for the design exceptions using the fields provided.
Attach any additional or supplementary files using the Attach File button. Once the file
is attached and the information has been updated into the fields provided, click Save.
(Graphic on following page.)
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Design Exceptions - New Item

i) k4

Attach | Smalling
File .

»

District Engineer

District Engineer Approval

District Engineer Approval Date
Committee Approval Date

FHWA Name

FHWA Approwval

FHWA Approval Date

Commit Clipboard Actions  Spelling
Title * [
NHS m

Check if it i= Mational Highway System related. If checked, must
hawve DE and FHWA or Committee Approval. If not checked, then
only DE approval is needed.

| | &
MName of the District Engineer

[

Check after DE Approves the Design Exception

| | &

FHWA responsible person

(]

Check after FHW& Approves the design exception

=

Date FHWA approved the design exception

l Save ] [

83



ToC

Rack

Forward

Charter Instruction Manual

CHANGE REQUEST

Changes to the scope, schedule and budget can be managed through the Charter Change
Request process. These changes will also need to be separately documented in the project

charter.

Creating and Updating Projects

1. Create a new change request item. Click Change Request, and then click Add new Item.

Site Actions ~ Browse Items List

@4l DR Test 1 » Change Reguest » All Items -

DR Test 1

Libraries

Project Documents

Lists

Stakeholders
Deliverables
Alternatives Analysis

Necian Fyrantinne

Change Reguest

I=s=sues

Rizks

List Tools

] Title m Title Request Date Request Number
There are no items to show in this view of the "Change Reguest” list, To add a new

g0 Add new item

2. Enter change request information. Enter a Title for the change request. Then, use the
following fields provided to enter the change request information. Leave the “Request
Status” field as “Submitted.” Attach any additional background or supplementary files
using the Attach File button. When all information is updated, click Save. (Graphic on
following page.)
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Edit
H [ D) v
e 55 vy ,
Save | Cancel Paste Attach | Syifung
File -
Commit Clipboard Actions  Spelling
-

Title * ¥
Regquest Date ﬁ

Request Number

Proposed Change Description

Reason for Change

Impact on Project Schedule, Scope and Budget

m

Impact on Project Resources, Risks, Quality

Request Status Submitted EI

Comments

Change Requested By |a./ILﬂ

Save Cancel -

NOTE: After you have submitted a change request, an email will be sent to the
Project Owner and Sponsor with a link to the change request on the Project Site.
The Project Sponsor will then need to change the “Request Status” field to either
“Approved” or “Denied.”
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ISSUES

An issue is a point or matter in question or in dispute. There is usually a current discussion with
opposing viewpoints based around an issue. Use the Issues list to manage a set of issues related
to this project. You can assign, prioritize, and follow the progress of issues from start to finish.
The Issues list is a great tool because it helps you keep track of issues that come up during your
project and lets you keep a record of your resolutions to those issues.

1. Create a new issues item. Click Issues, and then click Add new Item.

List Tools

Site Actions = @l

Erowse Items List

DR Test 1 » Issues » All Items

Use the Issues list to manage a set of issues related to this project. You can assign, prioritize, and follow the progress of issues from start to finish.
DR Test 1

Libraries F g o Title Assigned To Status Priority
Project Documents
There are no items to show in this view of the “Tssues” list, To add a new item, dick Tew”
Lists 4 Add new item
Stakeholders
Deliverables
Alternatives Analysis

Design Exceptions

Issues

Hisks

2. Enterissue information. Enter a Title for the issue. Then, use the fields provided to fill
out the information about the issue and the resolution. Attach any additional or
supplementary files using the Attach File button. When all information is updated, click
Save. (Graphic on following page.)
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Issues - New Item
Rack
Edit Custom Commands
Forward y | [ & ET
HIBELD DY
e ™ T
Save | Cancel Paste Attach | Szalling
File ~
Commit Clipboard Actions  Spelling
Title *
Owner | |§_, (Y]
Aszsigned To | | 8, G
Status (1) Adtive _[¥]
Category [Sc;crpe EI
Priority | (2) Medium [*]
Due Date ‘ 2812 am[=] 00 [=]
Discussion
Resolution
Links
Save ] [ Cancel
NOTE: You can also link an issue to a specific task(s) using the Custom Commands
button. (Graphics on following pages.)
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Linking an issue to a task

Custom Commands

Link
Items

Custom Commands

Title *

Owner

1. Follow steps 1 and 2 for create an issues list item. Do not click Save.

2. Link the items. Click Custom Commands and then click Link Items.

Help

Project Tas-ks - A‘" Taéks -

»

Link D ~ Title Relation

| 1 DCH - Program Planning Phase Issue relates to task

| 2 Project Charter - Planning Phase Issue relates to task

El 3 Project Charter - Planning Phase Issue relates to task

El K Corridor Study Issue relates to task

| 5 Corridor Study Issue relates to task

£ ] Corria@gublic Involvement Issue relates to task

| 7 Project SpedficNegds Issue relates to task

El 8 Project Feasibility Study Izzue relates to task

Fl 9 Spedial Analysis & Repart Iszue relates to task

{Items 1to 9) Next P
1 = I T

m

L OK ] [ Cancel

Creating and Updating Projects

3. Select a task(s) to link to. Use the page navigation buttons and then use the
check box(es) to link to a specific task(s). Then, click OK.
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ToC:
4. Verify and save. Verify that all of the information in the fields is correct, then
Rack click Save to save the issues list item.

Forward
Issues - New Item (|

Edit Custom Commands

Hig 8.0 N ¥
- Eacopy |

Save || Capsal Paste ATI:__I:_?ch Spelling

ile -

~>

Commit Clipoiessd Actions  Spelling

Tithe *

Owner

| 8 @

Assigned To | | 8 Gl
() Active  []

Category ‘ Sc;upe. EI

Priority E[E) I'-l-'lé-ciiumEl

Due Date ﬂﬂ AM EIDDEl

Discussion

Status

Resolution

Links

Save ] [ Cancel
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RISKS

A risk is an event that could have a negative impact on a project. Use the Risks list to manage a
set of risks related to this project. You can assign, prioritize, and follow the progress of risks
from start to finish.

1. Create a new risks item. Click Risks, and then click Add new Item.

List Tools

Site Actions +| @l GRS Items List

ﬁ' DR Test 1 » Risks » All Items ~

Usze the Risks list to manage a =set of risks related to this project. You can assign, prioritize, and follow the progress of risks from start to finish.

DR Test 1

Libraries B g 1D Title Assigned To Status E
Project Documents

There are no items to show in this view of the "Risks” list. To add a new item, dick MNew”,
Lists g8 Add new item
Stakeholders
Deliverables
Alternatives Analysis
Design Exceptions

Change Request

dieniudi

Lessons Learned

2. Enter risk information. Enter a Title for the risk. Then, you can use the fields provided
to fill out the information about the risk and the mitigation plan. Attach any additional
or supplementary files using the Attach File button. When all information is updated,
click Save. (Graphic on following page.)
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Risks - New Item o
Edit Custom Commands
H|B .0V
i 53 Copy | i
Save QPCarmsrmminska Attach | Spellisa
File -~ O

Commit Clipboard Adions Spelling
Title *
Owner | |3./ 5]
Assigned To | | 8, G
Status () Adive  [=]
Categony Scope El
Due Date ﬁ'lE AME’DDB
Probability * 0 o,
Impact * 5

The magnitude of impact should the risk actually happen
Cast o
The cost impact should the risk actually happen
Description
]

The likely causes and consequences of the risk

Mitigation Flan

The olans to mitigate the risk

Contingency Flan

NOTE: You can also link a risk to a specific task(s) using the Custom Commands
button. (Graphics on following pages.)
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Linking a risk to a task

1. Follow steps 1 and 2 for creating a new risk item. Do not click Save.

Creating and Updating Projects

2. Link the items. Click Custom Commands and then click Link Items.

I Custom Commands I

Link
Items

Custom Commands

Title *

3. Select a task(s) to link to. Use the page navigation buttons and then use the
check box(es) to link to a specific task(s). Then, click OK.

Project Tasks - l#\ll Tasks
Link ID &~ Title Relation
| 1 DOH - Program Planning Phase Risk affects task
0 2 Project Charter - Flanning Phase Risk affects task
(& o Project Charter - Planning Phase Risk affects task
B 4 Caorridor Study Risk affects task
| 5 Corrides Study Risk affects task
0 8 Corridor Publi®golvement Risk affects task
[l 7 Project Spedific Needs Risk affects task
B 8 Project Feasibility Study Risk affects task
| 9 Special Analysis & Report Risk affects task
(Items 1to 9) Next P
21| S i g
oK ] [ Cancel
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ToC 4. Verify and save. Verify that all of the information in the fields is correct, then
click Save to save the risk item.
Rack
Risks - New Item m
Forward

Edit Custom Commands

dp Bl 0 Y
) B3 Copy
Sawe | Cansal Paste Attach  Spelling
- File -

Commit Oipboard Actions  Spelling
Title *
Owner | |E¢|_Lﬂ
Assigned To . | | af %)
Status Klj_A?F,i,‘,"_E : E
Category Scope IZI
Cue Date %'12 AMEUD E
Probability * 0 LT
Impact * 5

The magnitude of impact should the risk actually happen
Cost o
The cost impact should the risk actually happen

Description

The likely causes and consequences of the risk

Mitigation Plan

L A o .
T S e e R P

Contingency Plan
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CALENDAR

Creating and Updating Projects

Use the Calendar list to keep informed of upcoming meetings, deadlines, and other important
events. This calendar is available for all team members and stakeholders on the project.

1. Open the calendar to the month and year desired. Click Calendar, and then navigate to
the month and year you wish to schedule a calendar event using the calendar tool in the

upper-left corner.

Site Actions ~

DR Test 1

Browse

2013 3

Jan Feb Mar

|: Apr May Jun
Jul Aug Sep
Oct MNow Dec

Today is Thursday, April 18,
2013
8 calendarg in View

Calendzr

Libraries

Project Docugients

Lists

Stakeholders
Deliverables
Alternatives Analysis
Design Exceplions
Change Requdst

Issues

Bisks

Calendar

Lessons Learned

« (* April, 2013

31

14

4 g

28

Calendar Tools

Events

DR Test 1 » Calendar » Calendar -

Use the Calendar list to keep informed of upcoming meetings, deadlines, and other important ey

Sunday

Calendar

22

29

Monday

Tuesday

16

23

30

2. Add a calendar event to a specific day. Hover your mouse over the specific day you
want to add a calendar event to, and then click Add. (Graphic on following page.)
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gk Add
23 74

3. Enter calendar event information. Enter a Title for the calendar event. Then, add all the
information for the event in the fields provided, including the Start Time and End Time.
Attach any additional or supplementary files using the Attach File button. Once all
information is updated, click Save.

Edit
. = % cut
HIE . 1D
Er— Z3 Copy ;
Save | Cancel Paste A't:t_?ch Spelingm
ile -
Commit Clipboard Artions  Spelling
Title * i
Location
Start Time * 4/16/2013 E[zem [»]oo[~]
End Time * 4/16/2013 Elapm [=]o0[=]
Description
-
Category @l El
@) Specify your own value:
All Day Event [F] Make this an all-day activity that doesn't start or end at a
specific hour.
Recurrence [F] Make this a repeating event.
Workspace [F] Use a Meeting Workspace to organize attendees, agendas,
documents, minutes, and other details for this event.
Save ] [ Cancel
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LESSONS LEARNED

Use the Lessons Learned page to document what went well and what could have gone better.
You should be entering a lessons learned item at the end of each phase, but you may enter
them at any time throughout the life of the project.

1. Create a new lessons learned item. Click Lessons Learned, and then click Add new

Item.

List Tools

Site Actions ~ i QIS | ftems  List

@4 DR Test 1 » Lessons Learned » All Items -

DR Test 1
Libraries F @ Tite Project Type Project Phase What W
Project Documents There are no items to show in this view of the "Lessons Learned” list. To add a new item, dick ew”.
: gk Add new item
Lists

Stakeholders
Deliverables
Alternatives Analysis
Diesign Exceptions
Change Request
Issues

Risks

Colondo

Lessons Learned

p——

Discussions

Team Discussion

Enter lessons learned information. Enter a Title for the lessons learned item. Then, you

can use the fields provided to fill out the information about the lessons learned. Attach

any additional or supplementary files using the Attach File button. When all information
is updated, click Save. (Graphic on following page.)
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o) =3 Copy | °
Save RCIREEPSEEETE AE:_?ch .relling
ile -
Commit Clipboard Actions  Spelling
Title *
Project Type | New Construction (=]
Project Phase Evaluation Phase  [+]

What Worked Well

What Could Be Improved

Action Plan

Save ] [ Cancel
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APPENDIX A: PROJECT CHARTER SAMPLES

This section shows examples of current project charters and test charters for various project
types. These are examples of what the project detail pages (PDPs) will look like with
information filled in. Since different Project Managers have varying writing styles and varying
approaches to project management, the detail of the content will vary between samples.

These are only examples. The content and data will be different for every project, and the
narrative is going to depend entirely on your writing style, how much detail you want to
include, and how much detail your Project Sponsor likes to see for any given project.
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PAVEMENT RESTORATION PROJECT

This is an example of a pavement restoration project submitted by District 4 for FY18. These are
only the project detail pages (PDPs), which contain the fields that the Project Manager filled out
using Project Web App (PWA). This project is currently in the Evaluation Phase.

Project Information

Project Information

Name*®
Specify & name for the Infrastructure Project

Beginning Mile Post
Ending Mile Post

Route

Start*

Owner

District®

District or work organization resonsible for this project
Funding Year®

Fiscal Year the project is placed in STIP

Program®

Anticipated program funding category (Typically follows the
STIP definition)

Type Of Project*®

Alternatives Analysis required in Evaluation Phase for
Preservation Pavement 1R Rehabilitation, Preservation
Bridge,Pavement Maintenance, or 3R Less than or equal to
Minor Widening.

Scope and Strategic Goals

Enter the highway route that the project is on, if applicable.

U583, CAREY NCL TO LAIDLAW RD

205.29
208,25

Us093

4/11/2013
Brock Dille

D4

2018

SHS Pavements.Restoration

Restoration

Project Objective Statement

to accomplish in order to be successful, It is used to focus
the team members, the sponsor and the other key
stakeholders on the primary objective of the project. This
should induded the project's business case.

Project Objective Scope and Strategic Goals

The project objective statement describes what a project is

Purpose: The purpose of this project is to restore the roadway from MP 205,29 to 209,25
of U553 that has failed. This restoration will restore this section of roadway to its original
condition conducting restoration technigues, such as mill & inlay, RAPS, CRABS. This
project is to restore U553 to satisfactory condition.

Meed: This section of roadway is deficit and is no longer serviceable. This section of
roadway has heavy to moderate pavement alligatoring and heavy to medium longitudinal
and transverse cracking. U553 is a 12%k truck route.

The 2012 TAMS pavement data shows MP 205.29 to 214454 to be deficient for cracking
and roughness index. This section of roadway has a Clof2.3, Rlof 2.88, and a rut average
of 0.1&6". This roadway is rated as poor and deficient.

FISCAL YEAR: 2018 or sooner
BUDMGET ESTIMATE: 53,550,000 (See sttachmeant)
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Scope of Work

Expanded summary of the work that will be accomplished
with each phase. It sets the boundaries of the project and
provides the project team with a dear understanding of
what needs to be done to successfully complete the phase.

Strategic Objectives

Environmental Considerations

The beginning milepost was to match another project and a construction joint at the north
end of Caray, while the ending milepost was selected based on the aveilable funding
zvailable. The project at this time is intended to be a CRABS with a seal coat with paving
unlass budget constraints or HQ policy overrides this direction. The seal coatis to be
considered conditional upon the current budget estimate, This section of US-53 serves as
the primary route for traffic from the South to the City of Carey and beyond. The priority of
thizs projectis to restore the road to satisfactory condition.

The existing roadway width varies along this section of road. The project shall maintain
the existing drainage patterns with no improvements to the drainage. There will not be
any bridge work done.

For estimating purposes the project was assumed 2 0.7' CRABS with 3 0.4' overlay, along
with @ sealcoat. In the estimate the rosdway was assumed to be 3 36 roadway [2-12°
lanes with &' shoulders). Further pavement anzlysis is needed to refine this scope.

Mobility Focused Transportation.Reduction in travel times for commuting
commerce recreation and tourism, Impléement Innovative
Practices.Improvement in performance measures, Mobility Focused
Transportation.Increase in the efficiency in which goods are transported

Project Need

Primary Need

Secondary Need

Anticipated Major Environmental Deliverables

Deficient-structurally

System Linkage, Deficient-standards, Safety

Cultural

Section 4F

Moise Air Quality and Hazmat
Miscellaneous

Wetlands Stream Alteration
MNavigable Waters

Floodway Floodplain

Species And Habitat

Stormwater
Storm water Pollution Prevention Plan

EA FONSI

EE Cat Ex
Anticipated categorical solution type

EIS ROD

Environmental Narrative

Field Survey and or Test Investigations, Archaeclogical and Historic
Survey Report, Determination of Adverse Effect Report

Section 4f Evaluation incl Alternatives Analysis

Wetland Report (Jurisdictional Determination), Field Survey, Delineation

Mo

No Effect Report

Na

Mo

Yes-Cat Ex FHWA Approval

Mo

There are existing wetlands next to right of way and probability
inside the RW, these wetlands need to be protected during
construction.
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Crash History

Crash Base Rate
Crash Rate with Project Limits
Spot Locations that exceed Base Rate

Identify HALs (High Accident Locations)

Design Data

Design Exception Anticipated

Pavement Width

This indudes the total pavement width induding lanes and
shoulders,

Proposed Design Vehicle

This is the vehide used in the design of the main alignment
and the major intersections, Guidance for the proper vehide
to use for each project is given in the Design Manual Section
555.00.

Design Year

The design year for Federal-Aid projects and for complex 5T
projects is the year the project is shown in the ITD Project
Development Schedule plus 20 years plus 2 years (for
construction). See Design Manual Subsection 335.02, Traffic
Volume.)

Posted Speed

Posted Speed should be the actual posted speed throughout
the project.

Design Speed

Minimum Design Speeds are found in the AASHTO Green
Book and in the State Standards. Freeways 2004 Green
Book Page 503 NHS (Principal Arterial) 2004 Green Book
Page 444 (Rural) & 470 (Urban) Mon-NHS State Design
Standards ITD uses the general rule of 75 mph for
Interstate, 60 mph for ramps and state highways, or at least
equal to the posted speed. If more than one speed zone
exists on a project, list them with limits. They may be placed
on a separate sheet if necessary. 3R Projects should have
the Posted Speed listed and both the Average Running
Speed and the &5th Percentile Speed listed instead of the
Design speed. This should be obtained from the District
Traffic Section. (See Design Manual, Appendix A).

Traffic ADT Present

Traffic ADT Future

Traffic DHV Present

Traffic DHV Future

Proposed Structures and Standards
Traffic Signals

Railroad Crossing Protection

Proposed Design Exceptions

34-38'

2038

65

65

1,499
2,409

301
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ToC: Pavement Type
Rack Pavement Width 34-36'
This includes the total pavement width induding lanes and
shoulders,
Forward

Project Standards

Project Standards 3R

Other Comments

Resource Plan and Constraints

Project Constraints - [
Scope Constraint M
Schedule Constraint i
Budget Constraint H

Project Constraints Narrative

Resource Plan

Project Design Services All or Some Design work anticipated to be accomplished by Consultant

Marrative
Meed survey for 55-1613

Meed wetland delineation

Meed cultural survey wark

Evaluation Exit Criteria

Evaluation Exit Critieria

Temporary Key Number*® Haii
Temporary Key Number Date™ 5/2/2013 8:00 AM
Owner Approved Date

Sponsor Approved Date

KEY
ITD Key number assigned to project

Vi
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ToC. BRIDGE RESTORATION PROJECT

This is an example of a bridge restoration project submitted by District 6 for FY17. These are
only the project detail pages (PDPs), which contain the fields that the Project Manager filled out
using Project Web App (PWA). This project is currently in the Evaluation Phase.

Rack

Forward

Project Information

Project Information

Name™* BADGER CR BR TETON CO
Spedfy a name for the Infrastructure Project

Beginning Mile Post 2.785

Ending Mile Post 2.785

Route SH 32

Enter the highway route that the project is on, if applicable,

Start* 9/3/2013

Owner Troy Williams

District™® (]

District or work organization resonsible for this project

Funding Year® 2017
Fiscal Year the project is placed in STIP

Program® SHS Bridges.Bridge Restoration

Anticipated program funding category (Typically follows the
STIP definition)

Type Of Project™ Restoration

Alternatives Analysis required in Evaluation Phase for
Preservation Pavement 1R Rehabilitation, Preservation
Bridge, Pavement Maintenance, or 3R Less than or equal to
Minor Widening.

Scope and Strategic Goals

Project Objective Scope and Strategic Goals -

Project Objective Statement
The purpose of the Badger Creek Bridge, Teton County project is to

The project objective statement describes what a projectis
to accomplish in order to be successful. Itis used to focus
the team members, the sponsor and the other key
stakeholders on the primary objective of the project. This
should included the project's business case.

Scope of Work

Expanded summary of the waork that will be accomplished
with each phase. It sets the boundaries of the project and
provides the project team with a clear understanding of
what needs to be done to successfully complete the phase.

maintain a safe and operational highway facility, in accordance with
current design standards on SH 32. This will be accomplished by replacing
the aging structure with a new bridge. The Plans, Specifications and
Estimate are scheduled to be delivered by September 30, 2016 with
construction scheduled the following year. The design and construction
budget is $784,000, established by the State Bridge Engineer.

The Bridge Restoration Program ensures that Idaho's state highway
system bridge asset is in good repair and with no weight or width
restrictions so as to improve safety, mobility and economic vitality. The
Bridge Restoration Program funds the replacement of bridges on the
State Highway System.

The scope of work is to replace the existing bridge in the same general
location with a new structure carrying S.H. 32 over Badger Creek at
milepost 2.765.

The existing structure is a two span cast-in-place slab bridge with spans
of approximately 13' and 19' with no skew. The bridge is 28' between

Vi
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Strategic Objectives

Environmental Considerations

curbs with a total width of 30'-8". The superstructure consists of a 10 1/2"
concrete deck. The mimimum clearance above high water is 1.7,

The replacement structure is proposed to be a single span bridge with a
span of 57", A clearance of 2-0" above Q50 will be provided. The integral
abutments will be pile supported. The superstructure is proposed to be 9
- 21" voided slab girders with a 0.2" asphalt pavement. The replacement
structure will include two 12 lanes and two 2 shoulders . The total
width will be 36'-0" which is 2° wider than the required State standard
width to accommodate the 4'-0" voided slab girder width.

A minimum grade raise of 1.1° is anticipated to provide 2-0" of clearance
above Q50 and accommodate a deeper superstructure. The grade of
State Highway 31 should also be analyzed to meet current

design standards for site distance.

It is anticipated that the new bridge will be built in stages to allow for one
lane of traffic controlled by a stop light on the existing structure.

Aspects of accelerated bridge construction will be used such as precast
abutment caps.

Implement Innovative Practices.Improvement in performance measures,
Safest Transportation System.Impact of carridor-safety initiatives and
improvements

Project Need

Primary Need

Secondary Need

Anticipated Major Environmental Deliverables

Deficient-structurally

Safety, Deficient-standards

+ |

Cultural

Section 4F
Noise Air Quality and Hazmat
Miscellaneous

Wetlands Stream Alteration

Mavigable Waters

Floodway Floodplain

Species And Habitat

Stormwater

Storm water Pollution Prevention Plan

EA FONSI

EE Cat Ex
Anticipated categorical solution type

ELS ROD

Archaeological and Historic Survey Report, Determination of Adverse
Effect Report, Field Survey and or Test Investigations

Section 4f Deminimus

Haz Mat Phase 1

Permit Application, Delineation, Wetland Report (Jurisdictional
Determination), Field Survey

No

Floodplain Encroachment Report, Sole Source Agquifer Packet, Field
Survey, Floodplain Encroachment Permit App, Floodway Encroachment
Report

Mo Effect Report

Mo

Mo

Yes-Cat Ex ITD Approval

Mo

viii
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Environmental Narrative

Environmental Design Standards

The existing Badoer Creek Bridge (Bridge Key 13865) was constructed in
1954. It may be Section 106 eligible.

There is potential for asbestos in the concrete of the old bridge.

It is anticipated the project will require a Section 404 Wetland Permit &
Water Quality Certificate.

Crash History

Crash Base Rate
Crash Rate with Project Limits

Spot Locations that exceed Base Rate

Identify HALs (High Accident Locations)

Design Data

Design Exception Anticipated

Pavement Width

Thizs indudes the total pavement width induding lanes and
shoulders,

Proposed Design Vehicle

This is the vehice used in the design of the main alignment
and the major intersections. Guidance for the proper vehide
to use for each project is given in the Design Manual Section
555.00.

Design Year

The design year for Federal-Aid projects and for complex ST
projects is the year the project is shown in the ITD Project
Development Schedule plus 20 years plus 2 years (for
construction). See Design Manual Subsection 335.02, Traffic
Volume. )

Posted Speed

Posted Speed should be the actual posted speed throughout
the project.

Design Speed

Minimum Design Speeds are found in the AASHTO Green
Book and in the State Standards. Freeways 2004 Green
Book Page 503 NHS (Principal Arterial) 2004 Green Book:
Page 444 (Rural) & 470 {Urban) Non-MHS State Design
Standards ITD uses the general rule of 75 mph for
Interstate, 60 mph for ramps and state highways, or at least
equal to the posted speed. If more than one speed zone
exists on & project, list them with limits. They may be placed
on a separate sheet if necessary. 3R Projects should have
the Posted Speed listed and both the Average Running
Speed and the &5th Percentile Speed listed instead of the
Design speed. This should be obtained from the District
Traffic Section. (See Design Manual, Appendix A).

Traffic ADT Present

1.48

No recorded accidents within the project reach in last 5 vears.

MNane

Nane

2g'

WB-52

2039

55

55

1,213
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Traffic ADT Future
Traffic DHV Present
Traffic DHV Future

Proposed Structures and Standards

Traffic Signals
Railroad Crossing Protection

Proposed Design Exceptions

Pavement Type

Pavement Width

This indudes the total pavement width induding lanes and
shoulders,

Project Standards

Project Standards

Other Comments

Resource Plan and Constraints

1,465
185

192

Minimum bridge width = 34'-0" out to out & 31'-4" curb to curb

Proposed bridge width = 36'-0" out to out & 33"-4" curb to curb

Vertical Clearance = 2'-0" above the Q50 flow.

Design Load = HL-93

State

Project Constraints

Scope Constraint
Schedule Constraint
Budget Constraint

Project Constraints Narrative

Resource Plan

Project Design Services

Narrative

M

All or Some Design work anticipated to be accomplished by Consultant

May require foundation investigation drilling by another district or

consultant.

May require Consultant Services for Section 106 & 4f process.

This project may go through the Design Build or Construction
Management/General Contractor (CMGC) process.
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Evaluation Exit Critieria

Temporary Key Number®
Temporary Key Number Date*
Owner Approved Date

Sponsor Approved Date

KEY
ITD Key number assigned to project

B6010

4/2/2012 8:00 AM

13399

Xi
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Rack

2PM | Planning/Program Management

Forward BIC | Business Intelligence Center

CIP | Capital Investment Program

COMPASS | Community Planning Association of Southwest Idaho

DOH | Division of Highways

DPC | Development Phase Charter

EIS | Environmental Impact Study

EPT | Enterprise Project Type

FHWA | Federal Highway Administration

ITD | Idaho Transportation Department

ITIP | Idaho Transportation Improvement Program

LHTAC | Local Highway Technical Assistance Council

MPO | Metropolitan Planning Organization

MSP | Microsoft Project Professional 2010

PDP | Project Detail Page

PM | Project Manager

PMBOK | Project Management Body of Knowledge

PMI | Project Management Institute

PS&E | Plans, Specifications & Estimates

PSS | Project Scheduling System

PWA | Project Web App

QPM | QuantumPM, Inc.

QSA | QuantumPM Schedule Auditor

STIP | Statewide Transportation Improvement Program

TMM | True Minimum Milestone

WBS | Work Breakdown Structure

Xii
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