Themis PM — Project
Management

Overview
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About Themis Project Management (Themis PM)

The initial release of Themis PM allows Project Managers to maintain status information about
their projects, including project stage and status information and the makeup of their project
team. The Themis PM reporting function allows publication of project documents such as briefs,
plans, and status reports. Future releases of Themis PM may include: issue and risk
management, workflow, and linking to Themis Financials.

Information and reports from Themis PM are automatically exported to create the IMP Project
Register, a repository for information on high-impact projects supporting the Information
Management Plan. The register is located at www.imp.unimelb.edu.au , and its benefits include:

A repository of past and current projects that can be leveraged to enable better planning
for future projects;

A means by which staff and clients of the Information Division can locate information
about projects;

A resource to facilitate project prioritisation, resource allocation and reporting.

Information from Themis PM is also used to provide summary reporting for the Project Office,
Planning and Budgets Committee, and project governance bodies.

The IMP Project Register page will also include links to useful web resources and downloadable
forms to support users in the creation and maintenance of Themis Project records.
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Accessing Themis Project Management

Themis Project Management (Themis PM) is available to all staff with the IMP Project Manager
or IMP Project Officer responsibility in Themis. Access to these responsibilities can be
obtained by completing a Themis PM Access Request Form (located on the IMP website:
http://www.imp.unimelb.edu.au/ipp/closed.html) and submitting it to the Themis Helpdesk.

For the initial implementation period, Themis PM will operate in the UATA environment.

To access the system, navigate to the University Systems Project Implementation page:
http://implementation.usp.unimelb.edu.au and click the UATA link:

e UATA - Test migration environment

A Themis login page will display.
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Enter your username and password and click on the \Login ) hytton.

On your personal home page, click on the IMP Project Manager responsibility. A list of

functions associated with the selected responsibility will appear on the right side of the navigator
box.
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Project Managers will most commonly access records through the Project List, and will occasionally use

the Search Projects option to retrieve specific records. Project Officers will commonly use the Create
Project function and occasionally manage Project Sets.
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Finding Projects

There are two common ways of finding project records: selecting from the Project List or
performing a search.

Project List

Log in using the IMP Project Manager responsibility, and select the Project List function. The
Project List screen will display.

The Project List defaults to the My Projects set. The My Projects set contains a list of all project
records on which the user has been named in a role. To view other project sets, select from the

list of values in the View field and click on the button.

To view details of a particular project, click on either the Project Number link or the Project
Name link.

The Home page for the selected project will display.
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Project Record Search

The Search Projects screen enables users to retrieve specific project records, and can be
accessed in two ways:

1. Click on the Search Projects function in the Navigator box

2. Click onthe button in the Project Lists screen.

The Search Projects Screen will display.

To conduct a basic search using the Project field, enter a full or partial search term, then

click on the button. Note: This search can be conducted using any terms contained in the
Project Number, Project Name, Long Name or Description. The system will retrieve any project
records containing the search criteria entered and display them in the Project List.

Tip: To display all projects, enter 10% in the Project field, then click on Go.

To display additional search parameters, click on the link, located
below the Project field. Additional search options will display.

Copyright © The University of Melbourne, 2005. All rights reserved.

Introduction to Themis Project Manager Effective 23/01/2006 v.1.0
Page 5 of 19



Enter a search term, or click on the Torch icon or arrows where available to select from the list

of values. Click on the button to perform the search. The system will retrieve any project
records containing the search criteria entered and display them in the Project List. Note: If
multiple criteria are specified, the search will retrieve only those records matching ALL the
criteria entered.

Tip: For further information on using the Torch icon, refer to the Using Themis Project
Manager Self-Service quick reference card.

Click on the button to clear all fields before conducting a new search.

To return to the Full Project list, click on the button.
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Creating Project Records

Log in using the IMP Project Manager responsibility and select the Create Project function.

The Create Project: Select Source screen will display.

Click on the Create Project From Template radio button and select IMP from the list of values
to produce a record creation template.

Click on the button to proceed to the Create Project: Details screen.
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Complete the following details:

Field Action

Project Name | Enter the name of the project (max. 30 characters).

Note: this is a compulsory field.

Long Name Enter a longer name to display on the public web page (max. 240
characters)

Project Enter a concise and informative description of the project (max. 255

Description characters).

Portfolio Select an appropriate Portfolio Segment category from the list of values.

Project Enter a name then click on the Torch icon to select from the list of

Manager values.

Note: this is a compulsory field.

Project Click on the Torch icon to select a name from the list of values.
Sponsor
Click on the button to complete the initial project creation process. A message will

display, confirming that the system is processing your request.

The Project Home page for the new record will appear when the system has completed the
initial project creation process. Note: You can end the session at this point and return later to
complete the remaining record information.
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Amending Project Details

Once a project record has been created, certain details may require immediate amendment and
then further updating over the course of the project.

Users with the Project Manager responsibility may update the project name, description, owning
organisation, team members, phase and status.

In addition to the above, users with the Project Officer responsibility may update administrative
status, create and approve new projects, and create programs of projects.

Accessing the Project Setup Screen
Retrieve the required project record (refer to Retrieving Project Records fur further instructions)
Navigate to the Home page of your selected project.

From Shortcuts menu located at the top right of the page, select the Setup option and click on
the button (alternatively, select Setup from the blue menu bar at the top of the page).

Note: Access to the Setup screen is only available to the user named as the Project Manager
on the selected project record.

The Project Setup screen will display.
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Amending General Project Details

To change the project Name or Description, overtype or enter the required information in the
appropriate free text field.

To change the owning Organization (department), click on the Torch icon and select the
appropriate organizational unit name from the list of values.

Click on the button to save your changes. A confirmation message will display.

Note: Should you wish to restore information previously entered in the Setup screen, click on

the button. This will discard any changes made and the screen will revert to the
information saved with the most recent use of the Apply button.

Amending Team Member Details

Click on the link at the bottom left of the Project Setup screen. The Team
Members summary screen will display.

To add a new Team Member to the project record, click on the button.
The Add Team Members screen will display, presenting a range of search parameters.

In the Person field, enter the desired surname (and the Return key), or click on the Torch icon
to select the name of the new team member from the list of values.
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To allocate a Role to the new team member, use the torch icon to select from the list of values.

The Start Date field will populate automatically with the current date. This can be changed by
entering a new date in the field, using the format DD-MON-YY. Alternatively, click on the

calendar icon  and select the desired date. Use the drop-down menus or arrows at the top of
the calendar to select alternative months and years.

It is not compulsory to complete the End Date field, but a date may be entered to indicate the

anticipated cessation of a team member’s association with a project. Note: See below for
instructions on how to remove a Team Member’s details from the project record.

If you wish to add further members, click on the button and complete the steps
outlined above.

To save your entries, click on the button. This will return you to the Team Members
Screen.

To remove a Team Member from the project record, navigate to the Team Members screen
and click on the underlined Role next to the Team Member name.

The Update Team Members screen will display.

Enter a date in the End Date field to indicate the date on which the team member ceased

association with the project, then click on the button to save your changes.

Note: Once an End Date has been entered for a team member, their name will no longer be
displayed in the Project Setup Team Member listing.

Click on the link to return to the Setup screen.

Tip: To view names of project team members with end dates in the past (e.g.: 1-JAN-2006),
click on the Directory link on the blue menu bar at the top of the screen, and select the Al
Members view.
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Updating Additional Project Information

To amend additional project information such as phasing, status, programs, and web links, click

on the link at the bottom centre of the Project Setup screen. The Project
Information summary screen will display.

To change the project Phase, select an appropriate term from list of values in the Phase field.
There are seven phase options available: Concept, Plan, Execute, Review, Cancel, On Hold,
and Complete. Note: All projects marked as ‘Complete’ in the Phase field are displayed in the
Closed Projects summary on the IMP Project Register.

To schedule specific Start and End Dates for a designated phase, select the appropriate
phase from the drop-down menu in the Scheduled Phases section. Enter the date on which the
phase is scheduled to start or end, using the format DD-MON-YYYY. Alternatively, use the
Calendar icon to select the required date.

To delete a scheduled phase, click on the Delete icon  next to the relevant phase details.

To add a project record to a specific program, click on the Torch icon next to the IMP

Program field then click on the button. Click on the Quickselect icon next to the
relevant program name to populate the Program field.

To add alink to arelated Project Website (providing further information about a specific
project or program), enter the required URL in the Project Website field. Do not include the
prefix ‘http://".

Click on the button to save any changes made in the Project Information screen and
return to the Project Setup screen.
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Creating and Publishing Reports

The Reports function of Themis PM allows Project Managers to attach project documents as
Reports to their project record. These reports (project documents) are then exported overnight

to the IMP Project Registry for public viewing as part of the project s summary page.

To access the reporting function, navigate to the desired Project Home page. Click on either

the link at the bottom of the page or the tab at the top right of the page. The
Status Reports page will display.

Click on the Update icon to the right of the desired report type to display a summary list of
existing (published and unpublished) reports for the project.

To create a new report, click on the button in the Unpublished Reports
section. A General Progress template will display.

Enter Start and End Dates for the reporting period and the current Project Status.

Note: This will be the status displayed on the IMP Project Register.
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The button will return you to the previous screen, without saving changes made since
the last time the record was saved.

The button will clear all the fields entered on the current screen and allow you to re-enter
information.
The button will discard any changes made and the screen will revert to the information

saved with the most recent use of the Save button.

Click on the button to save your entries to the database.

Note: The saving of a report record to the database does not automatically make it available for
public viewing. Project Managers may review and update unpublished reports at any stage, then
publish the reports to the IMP Project Register when complete (refer to next page for
instructions).

To add a document, select the link from the menu pane at the top left of
the screen. A document search and attachment screen will display.

Click on the button to browse for the required document. Enter a short title in
the Description field and select the Category type ‘File’ (select this quickly by highlighting the
existing text and typing the letter ‘F’ in the Category field).

Click on the button to locate and retrieve the required document, then click on the

button to return to the Document Attachments Screen. A message will display to
confirm that the file has attached successfully.

Tip: Attachments can be deleted () or updated ( ) by clicking on the related icon in
the Add Attachments summary table.

Note: Once a report has been published (see below) attachments can no longer be amended,
though you can make the Report obsolete.

Click on the link to return to the reports summary tables, or select the
link from the menu pane to review and publish the report.
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To update an existing (unpublished) report, navigate to the Maintain Status Reports screen

and follow the steps above, after clicking on the Update icon next to the desired report.

To publish a report to the Project Register, navigate to the General Progress template.

Select the link from the menu pane at the left of the screen. The Review and
Publish screen will display.

Click on the button to publish the report and return to the Maintain Status Reports
screen. Published reports are uploaded to the IMP Project Register in an overnight process.

Note: The status specified for the most recently published Status Report is reflected as the
Project Status in the IMP Project Register.
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If you wish to make a published report obsolete, click on the Obsolete icon to the right
of the relevant report title in the Maintain Status Reports (report summary tables) screen. A
validation screen will display.

Enter a reason for making the report obsolete, then click on the button. The Approval
Status will now show as Obsolete in the Published Reports table in the Maintain Status Reports
screen.

Note: Published reports cannot be deleted from the system, only changed in status to Obsolete.

Worklist Notifications

Each time a report is published or marked as obsolete, a notification is sent to the Project
Manager’'s Themis Worklist to advise them of the update.

To remove a notification from the Worklist, click on the relevant link, then click on the
button to close the notification screen and return to your Themis Personal Home Page.
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IMP Project Register

Most of the project information entered in Themis PM is published to a public web site, the IMP
Project Register: http://www.imp.unimelb.edu.au/

The site may be used by anyone wishing to find out information relating to high-profile projects
funded by the Planning and Budgets Committee at the University of Melbourne.

Viewing Project Register information

Navigate to the IMP Project Register Home page.

There are several functions available on this site, allowing users to:
View the complete portfolio of Information Division projects
View a summary of open projects
View a summary of closed projects
Search for a specific project

View associated project websites
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To select a project from the complete folio of current Information Division projects, click on
the link, located near the centre of the Home page.

A list of portfolio segments and project titles will display.

Click on a Project Title link (e.g.: ) to display further
information about the project in summary format, including the website address, current status,
project team members, schedule details and associated published documents.
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Note: Completed projects are listed under the IPP: Summary of Closed Projects link, and are
not displayed in the general Information Projects Portfolio section after the completion date.

To select a project from a more specific list (open or closed projects only), click on the
appropriate link in the Menu, located at the left of the Project Register Homepage.

A list of current or closed project titles will display, according to the link selected. Click on a

Project Title link (eg: ) to display further information
about the project in summary format.

To search for a particular project record, click on the Search IPP Projects link in the Menu.

A search form will display, providing the opportunity to set specific search parameters:

Select a search parameter by
clicking in the appropriate
checkbox, then enter a full or
partial search term in the related
text field.

The system will retrieve any
project records matching the
search criteria entered and
display the title links.
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