AVAS

Robert C. Byrd Health Sciences Center

Office of Institutional Planning

PROJECT MANAGEMENT CENTRAL (PMC) 201
Gulde for Team Members

T

T

Fostering a culture of high purpose, accountability & accomplishment

_></(;ﬂed
HEALTH



Project Management Central (PMC) 201 WVU-HSC

TABLE OF CONTENTS
Introduction

Quick Notes

Tasks

Updating A Task From An Email Alert
Updating A Task From The Task Tab
Attaching A Document To A Task
Editing A Attached Document

My Summary

INTRODUCTION

This manual will outline what you need o know fo operate in Project Management Central
(PMC) as a valuable team member, regardless of your specific role. Team members will be
asked to update task progress that they are assigned. This can be done through accessing
the tasks through an email alert or in the project task tab in PMC. You may also be asked
to upload or edit any corresponding documents associated with tasks assigned to you.

QUICK NOTES

- Suggested browser for use is Microsoft Internet Explorer 8 or higher

- PMC utilizes Sharepoint 2010, any HS or WVU user can access
- PMC auto authenticates your WVUID inside the network
- Accessing PMC outside of the network (at home) requires using Google Chrome, Mozilla

Firefox or:

If you wish to use Microsoft Internet Explorer 8 or higher to access at home, please
complete the following steps to adjust the default security settings:

1. InTIE, go to Tools > Internet Options (or if using IE 9 Click on the settings button
then go to internet options)

2. Inthe box that opens select "security” then click on the green check mark for
"Trusted sites” to highlight it.

3. Then select "sites” and in that box we need to enter the following:

https://hsccommons.hsc.wvu.edu.

Close browser, reopen and visit your project link.

5. When asked to log in, select "use another account", type HS \username, and your
password. It may take a few times to register. Always heck the box to remember
credentials

4=
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TASKS

Tasks are the individual steps that go into completing a project. Each task can be
assigned to a different user. And multiple users can be assigned to a single task
if needed. Team Members will be asked to update progress on the task(s) they
are assigned to.

UPDATING A TASK FROM AN EMAIL ALERT

When you are assigned a task, when a task is coming due, or when a task you have
been assigned is overdue, you will receive an email alert from Project
Management Central (PMC).

This email will provide a direct link to the task dialog that it is referring to. See
example below.

== + 9|5 The task assigned to you and titled "Finalize policy & create tracking system” is due on 8/23/2012 5:00 PM - Message (HTML) = @ =
Message | Adobe PDF @
5 & - % ©
- Tgnore x Y 3 _& £, Mesting 33 pmc = To Manager j 55 Rutes f gj ED Yv a& 44 Find 2]
@ e 5 Team E-mail « Dane ) W] oneNote B Related -
. Delete | Reply Reply Forward I - |la _ Move Mark Categorize Follow | Translate
& Junk L @ More i Reply & Delete  *7 Create New = T B Adions + | Unread U~ VO 15 seleat -
Delete Respond Quick Steps Move Tags Editing
From: HSC Sharepoint Sent: Thu8/23/201212:04 AM
To: Povenski, Tm
e
Subject: The task assigned to you and titled “Finalize policy & areate tracking system” is due on 8/23/2012 5:00 PM
, . . . iz}
Don't forget! To see the details of the task, click the link below.
https://t hsc.wvu.edwsites PMCStrategic HSCA dmin/WVCTSI Governance/Lists/TasksDispForm aspx?ID=84
Thanks!

Project Team

|
1. Click on the Task Link in the email. (NOTE: if you are overdue on multiple
tasks, you will be sent one email with multiple task dialog links that require a
progress update.)

2. You will then be linked to the specific task dialog in Project Management
Central (PMC). See example below.
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View

j‘ Version History ‘gl Alert Me

E!;m & Manage Permissions

Ttem X Delete Item
Manage Actions
Title Finalize policy & create tracking system
Priority (2) Normal
Status Not Started
% Complete 0.00%
Percent Complete I
Assigned To Sarah Ott
Resource
Assignment Units Sarah Ott [100%, 171h ]
Description
Start Date 11/2 2:00 PM
Due Date 012 5:00 PM
Duration 10,260
Duration In Hours 171
Duration In Days 21.38
Parent Task Finalize Travel Palicy & Procedures
Predecessor Task
Constraint Type As Soon As Possible
Constraint Date
Milestone Na
wBs 10.3

B work 10,260

Work In Hours 7
Work In Days 21.38
Actual Work
Actual Work In Hours a
Actual Work In Days a
Remaining Work 10,260

Remaining Work In Hours
Remaining Work In Days 21.38

Cost

3. Click the Edit Item button in the top left
corner. You can then edit the % complete and <
status of the task. This will let the project
manager know your progress on the task. We
suggest updating task progress with at least
25% increments.

4. Make any changes as
needed.

5. After making your /

H B Z*cm

Save  Cancel Paste

Commit Clipboard

= ! Version History i Alert Me
=3 $ Manage Permissions
Edit
tem % Delete Item
Manage Actions

53 Copy

xh ¢

Delete Attach  Spelling
Item File -
Actions Spelling

appropriate update, please
Click Save. At this point
your task progress update
is complete. You will be
returned to the All Tasks
view of the Task Tab.

Title *

School Department

Priority

Status

% Complete

Screen Captures
Use this field to display the task's title.

Information Technology E|
(2) Normal [= |

Choice field with the choices shown bel
priority value to the task such as high,

In Progress
Choice field with the choices shown bel
status of the task. Please do not delete

50 %%
Use this field to display the percentage
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UPDATING A TASK FROM THE TASK TAB

If you have multiple tasks to update or have lost track of your alert email, you
can easily navigate to the tasks tab in the project to update the task(s) you are
responsible for.

From the Project Home in Project Management Central (PMC), navigate to the
Task Tab.

1. In the row containing the
task you want to edit, click
the Edit button. This will
open the specific task

. ) E 1 ----- Create Training Project
dialog. = o= TR A 2
L } ; 2 = Wnte Documentation
k_ , E’ 2.1 ----- Screen Captures
(L) o B 22 t- Testing

2. Click the Edit Item button in the top left
corner. You can then edit the % complete and —

= Version History i Alert Me

status of the task. This will let the project &
manager know your progress on the task. We Edit

[ @Manage Permissions

Item %% Delete Item

Manage Actions

suggest updating task progress with at least
25% increments.

3. Make any changes as
needed.

e

HB8 8" XO ¥

=3 Copy

X Save Cancel Paste Dﬁlete At":t.alch Spelling
4. After making your S Y
. Commit Clipboard Actions Spelling
appropriate update, please
CIiCk Save. At Thls pOinf Title * Screen Captures

YOUI" TGSk pr‘ogr‘ess updaTe Use this field to display the task's title.

is complete. You will be
returned to the All Tasks
view of the Task Tab.

School Department Information Technology [=]

Priarity (2) Normal [=|
Choice field with the choices shown bel
priority value to the task such as high,

Status In Progress
Choice field with the choices shown bel
status of the task. Please do not delete

% Complete 50 o,
Use this field to display the percentage
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ATTACHING A DOCUMENT TO A TASK

Many project managers will assign you a task that requires you to produce a
document when complete. The most efficient way for a project manager to track
this is if the document is attached to the associated task dialog.

1. Inthe row containing the
task you want to edit,
click the Edit button.

Create Training Project

[} Write Docurnentation

i Screen Captures

DO 0]
[T R T

{_
il

r.'\-.l L

b Testing

2. The task dialog opens. In the top left corner click the Edit Item button.

= ! Version History i Alert Me

=3 $ Manage Permissions
Edit
Item X Delete Item

Manage Actions

3. Select Attach File at the top of the task dialog.

Tasks - 1.2 Obtain Researcih Project Reports

HB O, X1V

Save  Cancel Paste Delete | Attach = Spelling
Ttem File =
Commit Clipboard Actions Spelling
Attach File

Title *

Attach a file to this item.

Priority (2) Normal [+
Choice field with the choid
normal or low.

Status Not Started

Choice field with the choid
delete.
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4.

1.

Browse for the file you wish to upload and make your selection. Then select
the file and OK

Tasks - 1.2 Obtain Research Project Reports

Use this page to add attachments to an item.

Name Browse

Cancel

. Your file is now attached to the task dialog. Click Save, then Close.

School HSC Administration

Division HSC Strategic

Project Status Active

Phase Status Active

Attachments Program-Description-Temperature-and-Humidity.docx

Instructions.doc
Guide-Temperature-and-Humidity. pdf

Content Type: Project Central Tasks

Created at 2/18/2013 8:37 AM by Timothy Povenski | Close

=" Last modified at 2/28/2013 7:27 AM by System Account re——

EDITING A ATTACHED DOCUMENT
Your project manager may also want you to edit an attached document. We will
use a Microsoft Word example.

In the row containing the sl
task you want to edit,
click the Edit button.

i~ Create Training Project

— 1_
() o Lti 2 [=]
(L) o E’ 2
O H 2

1
2
i

=} Write Documentation
i Screen Captures

- Testing
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2. Navigate to the bottom of the task dialog and select the attached file you
wish to open.

.

Project Status

Phase Status

Attachments

Pragram-Description-Institutional-Offical.docx

Content Type: Fraject Central Tasks
Created at 2/11/2013 12:33 PM by Timothy Povenski
Last modified at 2/28/2013 7:27 AM by System Account

3. When the document opens, select Open in Word.

» Tasks » Instructions.doc

Microsoft Word Web App @@ x
@openmwm Edit in Browser @4 Find | 100% -

Page. 1. of8 4 b

Instructions for Completing and Submitting the
Program Description for the
Institutional Animal Care and Use Program

4. When prompted, select Edit.

Open Document

‘0-‘ You are about to open
@ Name:  Insinuctions doc

From:  hsccommons hsc.wwvu edu

&

How would you like to open this file?
" Read Only
& Edit

OK Cancel

‘Some files can ham your computer. f this infommation looks suspicious, or
you do not fully trust the source, do not open the file

Make all required edits. While working on the document you can select File
Save, like any other document. Also, when you choose to exit, select to Save
Changes. Both of these save methods save the document to the task, not your

local machine. Therefore, you can work directly from Project Management
Central (PMC).
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MY SUMMARY
In the My Summary tab of your project, you can quickly view and update assigned
tasks that are either in progress or not started.

HSC Administration &> Office of Institutional Planning
Fostering & culture of high purpose, accountability & accomplishment,

Search this site...

Tasks Issues and Risks ‘
¥ You have 6 Task(s) assigned to you. &1 vou have No Active Tssue(s) assigned to you. "
% ou have No Overdue Task(s) assigned to you. |& You have No Active Risk(s) assigned to you.

My Tasks My Tasks Due this week My Overdue Tasks My Active lssues My Active Risks A
¥ My Tasks X

DAdd New Ttem

Edit ‘ Title(linked to item) Status % Complete | Start Date Due Date Parent Task
[  Makeformat adjustments to "my summary” on evary
e In Progress 50.00 % 6/10/2013 9:00 AM 6/14/2013 5:00 PM Project Management Central (PMC)
- Create detailkd list of ch ded f t
] te':‘;:t: ll§7 'st of ehanges needed from curren In Progress 25.00 %  6/24/20139:00 AM | 6/28/2013 5:00 PM | Permanent 4.0 templates adjustments

B2 pmc manuals Ypdate Not Started 0.00 % 5/24/2013 9:00 AM | 6/28/2013 5:00 PM  OIP website
B o1P Glossary Not Started 0.00 % 5/24/2013 9:00 AM | 6/28/2013 5:00 PM  OIP website
Meet with sponsors regarding HSC 2020 projects in

I:—} Meet & train neW{HSC 2020 project managers Not Started 0.00 % 7/9/2013 9:00 AM 7/29/2013 5:00 PM sMC

Meet with deans regarding Strategic Projects in
PMC

\ B Export to Excel

\
1. By clicking on the title of task, you can quickly access the task dialog. You

may need to do this to update an attachment for a task.

> Meet & train new froject managers Not Started 0.00 % 8/14/2013 9:00 AM 9/3/2013 5:00 PM

2. To simply update the task status or % complete, select the Edit button

/ for that task.

Edit %ﬁe(hnkid to item} Status % Complete | Start Date Due Date Parent Task

)y
2 ::::::twmat SIS RS NIRRT e 50.00 % 6/10/2013 9:00 AM  §/14/2013 5:00 PM  Brojact Manansmant Central [BIES
Title = Make format adjustments to "my summary” on every project

Use this field to display the task’s title.

Status Not Started
Choice field with the choices shown below saved as single line of text.
Use this field to display the status of the task. Please do not delste.

% Complete 50,00 %
Use this field to display the percentage of completion. Please do not delete.
Start Date  5/10/2013 9 am [7] [00[z]

Use this field to display the date when the task
is started. Please do not delete.

DusDate  §/14/2013 Esem [+] [00[¥]
Use this field to display the date of when the
task will be completed. Please do not delete.

Parent Task |Project Management Central (PMC) EI
It is a task summary. Please do not delete.
[ Update il Cancel J
Erome cetniled it af changes needed from cufreot In Progress 25.00 % | 6/24/2013 9:00 AM 6/28/2013 5:00 PM Permanent 4.0 templates adjustments

template
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