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[bookmark: _Toc481766784]Document Purpose
The purpose of this document is to provide an overview of the forms and fields available to data entry of PMBOK Template documents within the CA PPM application.
The presentation in this document presumes general knowledge of CA PPM application in use in the BC Government.
Since the PMBOK Template Documents are an extension to the core CA PPM functionality, and that functionality is characterized in other documents, the material in this guide is limited to the usage of the PMBOK Template Documents features.
This document does not yet cover concepts regarding the following:
· Submitting Documents for formal review,
· Reviewing Documents,
· Approving Documents.
These concepts will be treated in subsequent revisions.
[bookmark: _Toc481766785]Other, Related Documents
A selection of other documents is located on the PPM SharePoint site https://sharecio.gov.bc.ca/asb/PPM/default.aspx. New materials are being added to this site on an on-going basis.

	Document
	Link
	Relevance

	The Project Manager Guide
	https://sharecio.gov.bc.ca/asb/PPM/Shared%20Documents/Project%20Manager%20Guide.docx
	Provides basic instruction on the process for launching and navigating the PPM application, navigating through pages and portlets, and running reports.





[bookmark: _Toc481766786]Introduction
This document is intended for CA PPM Project Managers wishing to take advantage of the PMBOK Template Documents made available within the application. This includes access to the following documents:
1. Project Charter
2. Product Description
3. Project Scope Statement
4. Scope Management Plan
5. Project Report
6. Risk Identification – SWOT Analysis
7. Quality Management Plan
8. Project Closure
9. Lessons Learned
Project Managers have the option of creating and editing these documents if they wish to do so, while those users with View-Only access will be able to review these same materials that the Project Manager has created.
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[bookmark: _Toc481766787]Prerequisite Task
In order to enable the PMBOK Template Documents for a given Project, the Project Manager needs to click the ‘PMBOK Template Documents’ flag on the Project’s settings page.
To do this:
1. Open your Project – from either the My Projects portlet on the main page, from the Project Dashboard tab portlet or from the Portfolio Management -> Project list,
2. Navigate to the Properties -> Settings page,
3. Check the PMBOK Template Documents flag,
4. Save your Project.
If you decide that the PMBOK Template Documents are no longer needed for your Project, you may repeat the above procedure above to un-check the ‘PMBOK Template Documents’ flag, as well as optionally delete documents you may have created.
[bookmark: _Toc481766788]Common Tasks
After having enabled the PMBOK Template Documents for a given Project, there are a number of common tasks that can be performed by either the Project Manager user or the Project View-Only user.
[bookmark: _Toc481766789]Project Managers
Before a PMBOK Template Document has been created, the documents’ subpage will appear with two buttons, offering to create a new PMBOK document, or to return to the main Project List page.
[image: ]
Figure 1 - Note that the 'Return' button returns a user to the main Project List page. To navigate to other PMBOK Template documents, select the appropriate option from the Project’s Properties menu.
When creating a new Template Document, all sections of the document are displayed as a continuous page as in the following example, showing the sections General, Overview, Assumptions, Resources, etc.
[image: ]
Figure 2 -  once the Template Document is saved, sections of the document are displayed in their own, respective sub-page.
[bookmark: _Toc481766790]Required, Auto-Filled and Optional Fields
As found within all other aspects of the application:
· Fields where data entry is required are marked with an asterisk symbol (white on a red background).
· Fields where data is non-editable (for example, Document IDs that have been auto-filled by the application) have plain text appearing in a field of the same colour as the background of the page
· Fields allowing data entry or revision by the user are denoted by their white-coloured background. See the following screen example.
[image: ]
Figure 3 - Screen example characterizing Required, Auto-Filled and Optional and Editable fields.

[bookmark: _Toc481766791]Saving Edits
The Save button saves the most recently performed edits.
The Save and Return button saves the most recently performed edits and returns the user to the given Template Document page: Project Charter page in this example.
The Return button returns the user to the given Template Document page without additionally saving revisions.
[image: ]
The effect of saving the Project Charter is displayed below.
[image: ]
Figure 4 - A successfully saved Template Document.
[bookmark: _Toc481766792]Reviewing and Revising Template Documents
As mentioned above, after having saved the Template Document, the individual sections of the document appear in their own pages, each with their own respective sub-menu selection.
To review the Template Document and optionally perform revisions, navigate to the appropriate Template Document Listing, and then click the title of the document to be edited as characterized in Figure 4 above.
[image: ]
Figure 5 - Navigate to the appropriate Template Document Listing.
[image: ]
Figure 6 - The Template Document's General information is displayed.
[image: ]
Figure 7 - Use the Properties menu to display and select the desired document Section.
[bookmark: _Toc481766793]Copying from other Template Documents
Similar in function to Project Status Reports, the application also supports the copying of content from other documents. This is achieved through the Actions -> Copy menu command
[image: ]
Similar to the Status Report – Copy action, prediction as to the effect and benefit of copying materials that either you or another user has created is heavily weighted by the following factors:
1. Explicitness of the naming of the document to be copied from, and
2. Whether you have already performed edits to your Template Document that you may value.
[image: ]
1.) Without the Project’s Name appearing in the title of the Template Document, it will be impossible to verify that you are copying from the correct document.
2.) The Copy function performs a full overwrite of the contents in the target document, i.e. your document. Any edits that you may have performed before the Copy function is performed will be lost.
[bookmark: _Toc481766794]Project Viewers
Those users with View-Only permissions will follow precisely the same process as Project Managers for opening Projects, navigating through Template Document Listings and displaying Document Sections. The main differences will be that:
· All fields will be displayed in non-editable format, and
· The New, Save and Save and Return buttons will be either omitted or non-functional.

[bookmark: _Toc481766795]Useful links:
PPM Training and Development site:	https://cppm9010-dev.ondemand.ca.com/ 
PPM Production site:	https://cppm9010.ondemand.ca.com/ 
PPM SharePoint:	https://sharecio.gov.bc.ca/asb/PPM/default.aspx 
[bookmark: _Toc481766796]Project Charter
[bookmark: _Toc481766797]Overview
	Field Name
	Description
	Data Type/ Capacity

	Name (Required)
	Example: <<project name>> Charter
	Text/
80 chars

	ID (Required)
	
	Auto-numbered

	Synopsis
	(Briefly summarize the salient aspects of the project by answering the questions "Why?" (purpose), "What?" (product description/ scope), "When?" (time), and "How much?" (resources))
	Text/
2000 chars

	Purpose / Business Need
	Lookup to select one of the following:
· Business Need
· Customer Request
· Legal Requirement
· Market Demand
· Social Need
· Technological Advance
· Other
	Single-select list

	Purpose / Business Need Details
	(Identify the customers who are to receive and benefit from the product developed by the project and the need the product is intended to meet (either as a problem to solve or as an opportunity to exploit))
	Text/
2000 chars

	Product Description and Deliverables
	(Identify what product is to be delivered at the end of the project, and at any interim delivery points. Describe the product sufficiently to enable the project team to create it, and for agreement to be reached at product delivery time that the product has been correctly produced)
	Text/
2000 chars

	Project Management
	(Briefly indicate general approach and any relevant PMI® or other standards to be used)
	Text/
2000 chars



[bookmark: _Toc481766798]Assumptions, Constraints and Issues
	Field Name
	Description
	Data Type/ Capacity

	Assumptions
	
	Text/
2000 chars

	Constraints
	
	Text/
2000 chars

	Issues
	
	Text/
2000 chars



[bookmark: _Toc481766799]Resources
	Field Name
	Description
	Data Type/ Capacity

	Personnel Resources
	Lookup to Named Resources (not Roles)
	Multi-select list

	Financial Resources
	(If you enter a value here, and if the project has no detailed budget then the project's Planned Cost field is updated with this value after approval)
	Currency

	Other Resources
	
	Text/
2000 chars

	Approach
	(Indicate the way in which the project will produce the product)
	Text/
2000 chars



[bookmark: _Toc481766800]Communication Plan
	Field Name
	Description
	Data Type/ Capacity

	Communication and Reporting
	(Identify communication required between the project sponsor and the project team)
	Text/
2000 chars

	Acceptance
	(Indicate the method and criteria for the project sponsor to accept the specified project deliverables as complete and adequate)
	Text/
2000 chars

	Change Management
	Indicate the procedures to be used for making and documenting changes to the charter)
	Text/
2000 chars

	Other
	Identify and explain any other matters that are important for the initiation and conduct of the project. Focus on charter issues of importance between the project sponsor and the project manager. This section is not for describing the project plan)
	Text/
2000 chars

	Attachment(s)
	Choose File to Attach
	One or more file Attachment

	Description of Attachment(s)
	
	Text/
2000 chars



[bookmark: _Toc481766801]Product Description
[bookmark: _Toc481766802]General
	Field Name
	Description
	Data Type/ Capacity

	Title (Required)
	Example: <<project name>> Product Description
	Text/
80 chars

	ID (Required)
	Auto-numbered
	Auto-numbered



[bookmark: _Toc481766803]Report Information
	Field Name
	Description
	Data Type/ Capacity

	Product or Service
	(Intended outcome of project)
	Text/
2000 chars

	Purpose
	How this product or service supports the original motive for the project
Lookup to select one of the following:
· Business Need
· Customer Request
· Legal Requirement
· Market Demand
· Social Need
· Technological Advance
· Other
	Single or Multi-select list?

	Full Explanation
	
	Text/
2000 chars



[bookmark: _Toc481766804]Draft or Full Product of Service Description
	Field Name
	Description
	Data Type/ Capacity

	Functional and Performance Requirements
	
	Text/
2000 chars

	Quality Requirements
	
	Text/
2000 chars

	Cost Requirements
	
	Text/
2000 chars

	Other
	
	Text/
2000 chars

	Attachment(s)
	Choose File to Attach
	One or more file Attachment

	Description of Attachment(s)
	
	Text/
2000 chars



[bookmark: _Toc481766805]Project Scope Statement
[bookmark: _Toc481766806]General
	Field Name
	Description
	Data Type/ Capacity

	Scope Statement Name (Required)
	Example: <<project name>> Scope Statement
	Text/
80 chars

	ID (Required)
	Auto-numbered
	Auto-numbered



[bookmark: _Toc481766807]Scope Statement Information
	Field Name
	Description
	Data Type/ Capacity

	Project Justification
	The business need that the project was undertaken to address. The project justification provides the basis for evaluating future tradeoffs)
	Text/
2000 chars

	Product Description
	(Enter a brief summary of the product description here or reference existing product description document)
	Text/
2000 chars

	Project Deliverables
	A list of the summary-level sub products whose full and satisfactory delivery marks completion of the project)
	Text/
2000 chars



[bookmark: _Toc481766808]Project Objectives
	Field Name
	Description
	Data Type/ Capacity

	Cost Objectives
	Quantify cost objectives
	Text/
2000 chars

	Schedule Objectives
	Include start and stop dates
	Text/
2000 chars

	Quality Measures
	Include criteria that will determine acceptability
	Text/
2000 chars

	Other Objectives
	
	Text/
2000 chars

	Attachment(s)
	Choose File to Attach
	One or more file Attachment

	Description of Attachment(s)
	
	Text/
2000 chars



[bookmark: _Toc481766809]Scope Management Plan
[bookmark: _Toc481766810]General
	Field Name
	Description
	Data Type/ Capacity

	Scope Management Plan Name (Required)
	Example: <<project name>> Scope Management Plan
	Text/
80 chars

	ID (Required)
	Auto-numbered
	Auto-numbered



[bookmark: _Toc481766811]Plan Information
	Field Name
	Description
	Data Type/ Capacity

	Describe how Project Scope will be managed
	
	Text/
2000 chars

	Likelihood of Change (%)
	
	Number 0-100

	Frequency of Change
	Choice of one of:
· Weekly
· Bi-Weekly
· Monthly
· Bi-Monthly
· Quarterly
· Intermittent
	Single Selection

	Scope of Change (%)
	
	Number 0-100

	How will scope changes be identified and classified?
	
	Text/
2000 chars

	Describe how changes in project scope will be integrated in the project
	
	Text/
2000 chars

	Additional Remarks
	
	Text/
2000 chars

	Attachment(s)
	Choose File to Attach
	One or more file Attachment

	Description of Attachment(s)
	
	Text/
2000 chars



[bookmark: _Toc481766812]Project Report
[bookmark: _Toc481766813]General
	Field Name
	Description
	Data Type/ Capacity

	Report Name (Required)
	Example: <<project name>> Project Report
	Text/
80 chars

	ID (Required)
	Auto-numbered
	Auto-numbered



[bookmark: _Toc481766814]Status of Project Relative to Project Objectives
	Field Name
	Description
	Data Type/ Capacity

	Scope Status
	On scope? If off scope, how serious?
Select one of:
· On Scope
· Off Scope
	Single Selection

	Scope Details
	
	Text/
2000 chars

	Schedule Status
	On schedule? Ahead or behind by how much, etc.
Select one of:
· On Track
· Ahead of Schedule
· Late (<10 days)
· Late (>10 days)
	Single Selection

	Schedule Details
	
	Text/
2000 chars

	Cost Status
	On budget? Under or over by how much, etc.
Select one of:
· On Budget
· Under Budget
· Over Budget
	Single Selection

	Cost Details
	Include details on estimated over or under budget and any explanation why
	Text/
2000 chars

	Quality Status
	Select one of:
· Excellent
· Good
· Fair
· Poor
	Single Selection

	Quality Details
	
	Text/
2000 chars

	Project Status Outlook
	Select one of:
· Excellent
· Good
· Fair
· Poor
	Single Selection

	Project Status Outlook Details
	
	Text/
2000 chars



[bookmark: _Toc481766815]Progress Report
	Field Name
	Description
	Data Type/ Capacity

	Status of Project Work to Date, Including Progress Reported This Period
	
	Text/
2000 chars

	Special Problems or Issues to be Addressed
	List any problems or issues including who will address them
	Text/
2000 chars

	Plans For Next Period
	
	Text/
2000 chars

	Other Notes and Concerns
	
	Text/
2000 chars

	Key Changes
	Key changes made, when and why, etc.
	Text/
2000 chars

	Estimate
	Estimate of future project status and progress
	Text/
2000 chars

	Issues or Comments
	Include any additional issues and issue owners
	Text/
2000 chars



[bookmark: _Toc481766816]Risk Identification – SWOT Analysis
[bookmark: _Toc481766817]General
	Field Name
	Description
	Data Type/ Capacity

	Report Name (Required)
	Example: <<project name>> SWOT Analysis
	Text/
80 chars

	ID (Required)
	Auto-numbered
	Auto-numbered



[bookmark: _Toc481766818]Status of Project Relative to Project Objectives
	Field Name
	Description
	Data Type/ Capacity

	Project Strengths
	What potential strengths exist about the project, the project team, the sponsor, the organization structure, the client, the project schedule, the project budget, the product of the project, etc.?
	Text/
2000 chars

	Project Weaknesses
	What potential weaknesses exist about the project, the project team, the sponsor, the organization structure, the client, the project schedule, the project budget, the product of the project, etc.?)
	Text/
2000 chars

	Project Opportunities
	What potential opportunities exist in regard to achieving the project requirements, the product requirements, the project schedule, the project resources, the project quality, etc.?
	Text/
2000 chars

	Project Threats
	What potential threats exist in regard to achieving the project requirements, the product requirements, the project schedule, the project resources, the project quality, etc.?
	Text/
2000 chars



[bookmark: _Toc481766819]Quality Management Plan
[bookmark: _Toc481766820]General
	Field Name
	Description
	Data Type/ Capacity

	Quality Management Plan Name (Required)
	Example: <<project name>> Quality Management Plan
	Text/
80 chars

	ID (Required)
	Auto-numbered
	Auto-numbered



[bookmark: _Toc481766821]Project Quality System
	Field Name
	Description
	Data Type/ Capacity

	Organizational Structure
	
	Text/
2000 chars

	Roles and Responsibilities
	
	Text/
2000 chars

	Procedures
	
	Text/
2000 chars

	Processes
	
	Text/
2000 chars

	Resources
	
	Text/
2000 chars



[bookmark: _Toc481766822]Quality Management Plan
	Field Name
	Description
	Data Type/ Capacity

	Quality Control
	
	Text/
2000 chars

	Quality Assurance
	
	Text/
2000 chars

	Quality Improvement
	
	Text/
2000 chars

	Attachment(s)
	Choose File to Attach
	One or more file Attachment

	Description of Attachment(s)
	
	Text/
2000 chars



[bookmark: _Toc481766823]Project Closure
[bookmark: _Toc481766824]General
	Field Name
	Description
	Data Type/ Capacity

	Name (Required)
	Example: <<project name>> Project Closure
	Text/
80 chars

	ID (Required)
	Auto-numbered
	Auto-numbered



[bookmark: _Toc481766825]Project Results
	Field Name
	Description
	Data Type/ Capacity

	Customer Has Accepted All Project Results
	List all project results
	Text/
2000 chars

	Accepted by
	Multi-select list of Resources in the application
	Multi Valued Lookup



[bookmark: _Toc481766826]All Other Deliverables
	Field Name
	Description
	Data Type/ Capacity

	Customer Has Accepted All Other Deliverables
	List all project deliverables
	Text/
2000 chars

	Accepted by
	Multi-select list of Resources in the application
	Multi Valued Lookup



[bookmark: _Toc481766827]All Other Project Requirements
	Field Name
	Description
	Data Type/ Capacity

	Customer Has Accepted All Other Requirements
	List all other project requirements (staff evaluations, budget reports, lessons learned, etc.)
	Text/
2000 chars

	Accepted by
	Multi-select list of Resources in the application
	Multi Valued Lookup



[bookmark: _Toc481766828]Other
	Field Name
	Description
	Data Type/ Capacity

	Explain Any Exceptions to the Above
	
	Text/
2000 chars

	Documentation for the Above Has Been Filed/Archived as Follows
	
	Text/
2000 chars

	Comments or Remaining Issues
	
	Text/
2000 chars





[bookmark: _Toc481766829]Lessons Learned

[bookmark: _Toc481766830]General
	Field Name
	Description
	Data Type/ Capacity

	Title (Required)
	Example: <<project name>> Lessons Learned
	Text/
80 chars

	ID (Required)
	Auto-numbered
	Auto-numbered



[bookmark: _Toc481766831]Report Information
	Field Name
	Description
	Data Type/ Capacity

	Lessons Learned Category
	Select one or more from the following list:
· Process Change
· Framework/ Methodology
· Organizational Change
· Technology Change
· TBD
· Other
	Single Selection



[bookmark: _Toc481766832]Specific Practice, Tool or Technique Being Used
	Field Name
	Description
	Data Type/ Capacity

	Action Undertaken
	What was the action undertaken?)
	Text/
2000 chars

	Result of Action Undertaken
	What was the result?)
	Text/
2000 chars

	Preferred Result
	What might have been a more preferred result? What might have created the more preferred result?)
	Text/
2000 chars



[bookmark: _Toc481766833]Specific Lesson/s Learned
	Field Name
	Description
	Data Type/ Capacity

	Lessons Learned
	Include how one could identify a similar situation in the future.)
	Text/
2000 chars



[bookmark: _Toc481766834]Recommendations
	Field Name
	Description
	Data Type/ Capacity

	What behavior is recommended for the future?
	
	Text/
2000 chars

	Where and how can this knowledge be used later in this current project?
	
	Text/
2000 chars

	Where and how can this knowledge be used in future projects?
	
	Text/
2000 chars

	Reviewers of Lessons Learned
	Who should be informed about this Lesson/s Learned?
	Multi-select list of Resources in the application

	Communication/ Distribution of Lessons Learned
	
	Multi-select list of Resources in the application

	Communication Details
	Details of how Lesson Learned will be communicated and distributed)
	Text/
2000 chars

	Attachment(s)
	Choose File to Attach
	One or more file Attachment

	Description of Attachment(s)
	
	Text/
2000 chars
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