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1 Introduction to Using the Participant Guide 
The Participant Guide helps you get started with the process of scoring a project and creating a risk register, 
issue log, health report, and portfolio. 

The options selected for use in this guide are for instructional purposes to showcase the entire lifecycle of 
a project and portfolio management processes. Field selections, other than the ones used in this guide, 
could possibly lead to a varied project workflow and may not be covered in this guide. For additional 
information on the application, refer to the User Guide/PPMS Online Help available with the application. 
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2 Scoring a Project 
Project scoring enables you to evaluate and rank projects based on defined criteria. Projects are sorted from 
high priority to low priority, based on the score submitted by the user. This enables filtering of projects that 
are high priority to add them to a program. 

A project is scored for each of the departments, and a score is provided for each of the criteria for the 
selected department.  

The project score (Weighted Score) is calculated as: 

Weighted Score = Round [ Σ{Department Score * Department Weightage (%)} ] 

where, Department Score is calculated as: 

Department Score = Round [ Σ{Category Score * Category Weightage (%)} ] 

Prerequisites 

• The Project Type of the associated project is not Local.

Steps

1. In the module menu, click Projects.
The Project List page is displayed.

2. In the Project List page, click the appropriate project, and then click Edit.

3. In the navigation pane, expand the project folder, and then click Project Scoring.
The Project Scoring list page is displayed.

4. Click New.
The Project Scoring page is displayed.
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On saving the form, the Version field displays an auto-generated version number to identify the 
project scoring. 

5. From the Scored by drop-down list, select the user scoring the project. 
Available options are users invited to the project and have Edit permissions to the Project Scoring 
form. 

6. From the Department drop-down list, select the department to which the project is associated. 
Available options are departments defined in the Department catalog of the library. 
Based on the Department selected, the associated criteria for the selected department are 
displayed in the table. 

7. From the Scored on calendar drop-down box, select the date on which the record is created. 

8. In the Remarks box, enter any additional information. 

9. In the Score column, for each criterion, click and enter the score for the project. 
Note: Ensure the score for the criteria does not exceed the value displayed in the 
corresponding Max Value column. 

10. Click Save. 
The Weighted Score is calculated and displayed. 
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3 Risk Register 
The Risk Register form is used to record details of potential risks that are identified in a project or in a 
contract of a project. 

The Risk Register form enables the following functionalities: 

• Record details of risks in a project, and the areas affected by the risk 

• Record details of the probability of the risk resulting in an issue and the severity of the risk 

• Determine the initial risk score and grade 

• Record details of the mitigation plan 

• Assign action items to specific project users for each risk, and track the assigned action items to 
closure 

• Determine the risk score and grade after analyzing the mitigation plan and assigned action items 

In this module, the following tasks can be performed: 

• Create a risk register form 

• Respond to an action item 

• Work with posted action items  

• Perform workflow actions to receive business decisions 

3.1 Recording Risk Details 

Prerequisites 

• The Project Type of the associated project is not Local. 

Steps 

1. In the module menu, click Projects. 
The Project List page is displayed. 

2. In the Project List page, click the appropriate project, and then click Edit. 

3. In the navigation pane, expand the Risks & Issues folder, and then click Risk Register. 
The Risk Register list page is displayed. 
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4. Click New. 
The Risk Register page is displayed. 

 
The following information is displayed:  

Field Name Description 

ID 
An automatically generated identification code for the risk register form is 
displayed. 

Project Code 
The identification code of the project for which the risk register form is being 
created is displayed. 

Project Name 
The name of the project for which the risk register form is being created is 
displayed. 

Created By The user name of the user creating the risk register form is displayed. 
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Field Name Description 

Created On The current date is displayed. 

5. In the Contract box, click and select the contract for which the risk is identified. 
Alternatively, type the name of the contract, and then select the appropriate contract. 
Available options are contracts associated with the project. 
The Contract Number and Prime Contractor of the selected contract are displayed. 

6. In the Phase Number box, click and select the phase number for which the risk is identified. 
Alternatively, type the phase number, and then select the appropriate phase number. 
Available options are project phases associated with the project. 

7. In the Title box, enter a descriptive heading for the identified risk. 

8. In the Description box, enter the details of the identified risk. 

9. From the Risk Type drop-down list, select the type for the identified risk. 
Available options are types defined in the Risk Type catalog of the library. 

10. From the Category drop-down list, select the risk category for the identified risk. 
Available options are risk categories defined in the Risk Category catalog of the library. 

11. Optionally, if the risk is identified by a user other than the logged in user, in the Identifier box, 
perform the following steps to select the person who identified the risk:  

a. Click  to clear the displayed username. 

b. Click and select the appropriate user. 
Alternatively, type the name of the user, and then select the appropriate user name. 
Available options are user names of the users invited to the project. 

12. To select the owner of the risk, in the Owner box, click and select the appropriate user. 
Alternatively, type the name of the user, and then select the appropriate user name. 
Available options are user names of the users invited to the project. 

13. From the Identified On drop-down box, select the date the risk was identified.  

14. To add references of records of forms in the project to the risk register form, in the LINKED 
RECORDS section, perform the following steps:  

a. Click Add. 
The Select Items dialog box is displayed. 

b. To select the appropriate project form, in the Source Form box, click and select the 
appropriate form. 
Alternatively, to select a contract form, perform the following steps:  

i. In the Select Project / Contract box, click   to clear the project name. 

ii. In the Select Project / Contract box, click and select the appropriate contract. 
Alternatively, type the name of the contract, and then select the appropriate 
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contract. 
Available contracts are all the contracts the user is invited to in the project. 

iii. To select the appropriate contract form, in the Source Form box, click and select the 
appropriate form. 
Alternatively, type the name of the form, and then select the appropriate form. 

c. Click Search. 
All the records of the selected form are displayed. 

d. Select the appropriate records, and then click Select. 
The selected records are added to the LINKED RECORDS section. 
Note: To view the details of a linked record, in the Description column, click the appropriate 
record. 

15. To record details of the impacts of the risk, in the RISK IMPACT section, perform the following 
steps:  

a. From the Initial Risk Probability drop-down list, select the initial probability of the risk 
occurring. 
Available options are probabilities defined in the Risk Probability catalog of the library. 

b. From the Initial Time Impact drop-down list, select the initial time impact of the identified 
risk. 
Available options are time impact options defined in the Risk Time Impact catalog of the 
library. 

c. From the Initial Cost Impact drop-down list, select the initial cost impact of the identified 
risk. 
Available options are cost impact options defined in the Risk Cost Impact catalog of the 
library. 
Based on the Initial Risk Probability, Risk Time Impact, and Initial Cost Impact options 
selected, the Initial Risk Score and Initial Risk Grade values are displayed. 
The Initial Risk Score value is calculated as the product of the probability rating and the 
severity rating of the risk. 
Based on the calculated Initial Risk Score value, the Initial Risk Grade value is displayed to 
associate a color with the calculated Initial Risk Score value. 
Note: The colors associated with the Initial Risk Grade values are used for illustrations in risk 
register related reports and dashboards. 

d. In the Initial Cost Impact Value box, enter the approximate initial cost impact of the 
identified risk.    

e. To record areas of impact in the project due to the identified risk, perform the following 
steps:  

i. In the IMPACT AREAS section, click Add. 
The Impact Areas dialog box is displayed. 
Available options are impact areas defined in the Impact Areas catalog of the 
library. 

ii. Select the appropriate impact areas, and then click Select. 
The impact areas are added to the IMPACT AREAS section. 
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iii. For every impact area added, in the Severity column, double-click and select the 
appropriate risk severity option for the selected impact area. 
Available options are severity options defined in the Risk Severity catalog of the 
library. 

iv. For every impact area added, in the Description column, click and enter the 
description of the impact for the selected impact area. 

16. To record details of the risk mitigation plan, in the RISK MITIGATION section, perform the following 
steps:  

a. In the Primary Mitigation Plan box, enter the details of the primary risk mitigation plan to 
reduce the impacts of the risk. 

b. In the Secondary Mitigation Plan box, enter the details of the secondary risk mitigation plan 
to reduce the impacts of the risk.  

17. To assign action items to specific project users, in the ACTION ITEMS section, perform the following 
steps:  

a. Click Assign Resource. 
The New Action Items dialog box is displayed. 

b. In the Assigned To box, click and select the appropriate users to assign an action item. 
Alternatively, enter the name of the appropriate user, and then from the list, select the 
appropriate user. 
Available options are user names of the users invited to the project. 

c. In the Action Item box, enter the details of the action item assigned to the users. 

d. From the Due Date calendar drop-down box, select the date by when the user must 
complete the assigned action item. 

e. Click Save. 
The selected action items are added to the ACTION ITEMS section. 

f. In the ACTION ITEMS section, perform any of the following steps: 

• To update the action item, in the Action Item column of the appropriate user, click 
and enter the action item details. 

• To update the due date for the action item, in the appropriate row, click in the Due 
Date column, click , and then select the appropriate date. 

• To post the action item to the selected user, in the last column corresponding to the 
user, click .  

• To delete the action item assigned to a user, in the last column corresponding to the 
user, click , and then click OK. 

18. To determine the risk score based on the assessment of the mitigation plan, and the assigned 
action items, perform the following steps:  

a. From the Current Risk Probability drop-down list, select the current probability of the risk 
occurring. 
Available options are probabilities defined in the Risk Probability catalog of the library. 
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b. From the Current Time Impact drop-down list, select the current time impact of the 
identified risk. 
Available options are time impact options defined in the Risk Time Impact catalog of the 
library. 

c. From the Current Cost Impact drop-down list, select the current cost impact of the 
identified risk. 
Available options are cost impact options defined in the Risk Cost Impact catalog of the 
library. 
Based on the Current Risk Probability, Current Time Impact, and Current Cost 
Impact options selected, the Current Risk Score and Current Risk Grade values are 
displayed. 
The Current Risk Score value is calculated as the product of the probability rating and the 
severity rating of the risk. 
Based on the calculated Current Risk Score value, the Current Risk Grade value is displayed 
to associate a color with the calculated Current Risk Score value. 
Note: The colors associated with the Current Risk Grade values are used for illustrations in 
risk register related reports and dashboards. 

d. In the Primary Mitigation costs box, enter the approximate primary cost impact of the 
identified risk. 

e. In the Secondary Mitigation costs box, enter the approximate secondary cost impact of the 
identified risk 

19. Optionally, in the ATTACHMENTS section, attach or link related documents. 
For additional information on attachments, refer to Attachments. 

20. Click Save. 
The Risk Register list page is displayed. 
The action items posted in the ACTION ITEMS section are made available to the recipients to whom 
they are assigned. The Status of the action item is set to Open. 

21. To submit the Risk Register record to the project users assigned for the action items, perform the 
following steps:  

a. In the Risk Register list page, click the appropriate risk log that is in the Draft workflow 
stage, and then click Select Actions. 

b. Click Submit, and then in the Masterworks dialog box, click OK. 
The workflow stage of the record is set to Open Risk. 
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3.1.1 Responding to an Action Item 

You can respond to an action item that is assigned to you. On responding to an action item, the status of 
the action item is set to Closed. 

Prerequisites 

• A Risk Register record in the Open Risk workflow stage exists. 

Steps 

1. In the module menu, click Projects. 
The Project List page is displayed. 

2. In the Project List page, click the required project, and then click Edit. 

3. In the navigation pane, expand the Risks & Issues folder, and then click Risk Register. 
The Risk Register list page is displayed. 

4. Select the appropriate risk register form to respond to the action items assigned to you, and then 
click Edit. 

5. In the ACTION ITEMS section, perform the following steps:  

a. In the appropriate action item row, in the Response column, click and enter the response to 
the posted action item. 

b. To post the response to the action item, click . 
The Response Date column displays the current date, and the Status column displays 
Closed. 

c. Optionally, to undo a posted response, click . 

6. Click Save. 
The Risk Register list page is displayed. 
The responses to action items in the ACTION ITEMS section is made available to the user who 
posted the initial action items. 

7. To submit the response to the posted action item, perform the following steps:  

a. In the Risk Register list page, click the appropriate record that is in the Open Risk workflow 
stage, and then click Select Actions. 

b. Click Resolved, and then in the Masterworks dialog box, click OK. 
The workflow stage of the record is set to Resolved Risk. 
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3.2 Working with Posted Action Items 

You can recall, delete, or reassign an action item that was posted by you. 

Prerequisites 

• A Risk Register record in the Open Risk workflow stage exists. 

Steps 

1. In the module menu, click Projects. 
The Project List page is displayed. 

2. In the Project List page, click the required project, and then click Edit. 

3. In the navigation pane, expand the Risks & Issues folder, and then click Risk Register. 
The Risk Register list page is displayed. 

4. Select the appropriate risk register form to respond to the action items assigned to you, and then 
click Edit. 

5. In the ACTION ITEMS section, in the last column corresponding to the appropriate action item, 
perform any of the following steps:  

• To delete an action item, click . 
Note: Only the initiator of the action item can delete. 

• To recall a posted action item, click . 

• To reassign a posted action item to a different user, recall the posted action item. In the 
appropriate row, click in the Assigned To column, click  to clear the username, and then 
select the required user. 

6. Click Save. 
The selected action item is deleted from the form and is not available to the user who assigned the 
action item and to the user to whom the action item was assigned. 
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3.3 Risk Register Workflow Stages 

Phase 
Current 
Workflow Status 

Stakeholders Action  
Subsequent 
Workflow Status 

Comments 

1 Draft 

• Project 
Manager 

• Resource 
Manager 

• Contracting 
Office 
Representative 

• Scheduler 

• Project User  

Submit Open Risk - 

2 Open Risk 

• Project 
Manager 

• Project User 

• User invited in 
the ACTION 
ITEMS section 

Resolved Resolved Risk 

- 
Return to 
Draft 

Draft 

3 Resolved Risk 

• Project 
Manager 

• Project User 

• The user 
selected in the 
Owner field 

Re-open Open Risk 

- 

Close Closed Risk 
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4 Issue Log 
An Issue Log form is used to record and track issues that occur in a project or specifically in a contract of a 
project. 

An issue is an event that affects the budget, the schedule, or the cost of a project. 
An issue log is a repository of issues that occurred and the resolution that was provided in a project. 

The Issue Log form enables the following functionalities: 

• Record issues that occur in a project 

• Track and assign responsibilities to specific people for each issue 

• Analyze and prioritize issues easily 

• Record issue resolution for future reference and project learning 

• Monitor overall project health and status 

In this module, the following tasks can be performed: 

• Log an issue 

• Respond with a resolution to an issue 

• Perform workflow actions to receive business decisions  
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4.1 Logging an Issue 

Prerequisites 

• The Project Type of the associated project is not Local. 

Steps 

1. In the module menu, click Projects. 
The Project List page is displayed. 

2. In the Project List page, click the appropriate project, and then click Edit. 

3. In the navigation pane, expand the Risks & Issues folder, and then click Issue Log. 
The Issue Log list page is displayed. 

4. Click New. 
The Issue Log page is displayed. 

 
 

 

 



  Project and Portfolio Management 

 

15 | P a g e  

The following information is displayed:  

Field Name Description 

ID 
An automatically generated identification code for the issue log form is 
displayed. 

Project Code 
The identification code of the project for which the issue log form is being 
created is displayed. 

Project Name 
The name of the project for which the issue log form is being created is 
displayed. 

Created By The user name of the user creating the issue log form is displayed. 

Created On The current date is displayed. 

5. In the Contract box, click and select the contract for which the issue was observed. 
Alternatively, type the name of the contract, and then select the appropriate contract. 
Available options are contracts associated with the project. 
Note: Only design contracts are created and managed in PPMS. 

6. In the Phase Number box, click and select the phase number for which the issue is identified. 
Alternatively, type the phase number, and then select the appropriate phase number. 
Available options are project phases associated with the project. 

7. In the Title box, enter the title for the issue. 

8. In the Description box, enter the details of the issue that occurred. 

9. From the Priority drop-down list, select the priority for the issue to be resolved. 
Available options are priority options defined in the Issue Priority catalog of the library.  

10. From the Type drop-down list, select the type of issue that occurred. 
Available options are issue types defined in the Issue Type catalog of the library.  

11. If the issue was identified by a different user than the logged in user, then in the Identifier box, 
perform the following steps:  

a. Click  to clear the displayed user name. 

b. Click and select the appropriate user. 
Alternatively, type the name of the user, and then select the appropriate user. 
Available user names are of users invited to the project. 

12. From the Category drop-down list, select the issue category for the identified issue. 
Available options are issue categories defined in the Issue Category catalog of the library. 
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13. From the Occurred On drop-down box, select the date the issue occurred. 

14. From the Impact On drop-down list, select the project factors impacted due to the issue that 
occurred. 
Available options are impact factors that are defined in the Impact Areas catalog of the library. 

15. From the Due Date drop-down box, select the date by when the resolution for the issue must be 
provided. 

16. To select the owner of the issue, in the Owner box, click and select the appropriate user. 
Alternatively, type the name of the user, and then select the appropriate user. 
Available usernames are of users invited to the project. 

17. To add references of records of forms in the project to the issue log form, in the LINKED 
RECORDS section, perform the following steps:  

a. Click Add. 
The Select Items dialog box is displayed. 

b. To select the appropriate project form, in the Source Form box, click and select the 
appropriate form. 
Alternatively, to select a contract form, perform the following steps:  

i. In the Select Project / Contract box, corresponding to the project name click  . 

ii. In the Select Project / Contract box, click and select the appropriate contract. 
Alternatively, type the name of the contract, and then select the appropriate contract. 
Available contracts are all the contracts the user is invited to in the project. 

iii. To select the appropriate contract form, in the Source Form box, click and select the 
appropriate form. 
Alternatively, type the name of the form, and then select the appropriate form. 

c. Click Search. 
All the records of the selected form are displayed. 

d. Select the appropriate records, and then click Select. 
The selected records are added to the Linked Records section. 
Note: To view the details of a linked record, in the Description column, click the 
appropriate record. 

18. In the ATTACHMENTS section, attach or link related documents. 
For information on uploading attachments, refer to Attachments. 

19. Click Save. 
The Issue Log list page is displayed. 

20. To submit the Issue Log record to receive a resolution for the issue, perform the following steps:  

a. In the Issue Log list page, click the appropriate record that is in the Draft workflow stage, and 
then click Select Actions. 

b. Click Submit, and then in the Masterworks dialog box, click OK. 
The workflow stage of the record is set to Open Issue. 
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4.2 Resolving an Issue 

Prerequisites 

• An Issue Log record in the Open Issue workflow stage exists. 

Steps 

1. In the module menu, click Projects. 

2. In the Project List page, click the appropriate project, and then click Edit. 

3. In the navigation pane, expand the Risks & Issues folder, and then click Issue Log. 
The Issue Log list page is displayed. 

4. In the Issue Log list page, select the issue log form that requires a resolution, and then click Edit. 
The Issue Log page is displayed. 

 
The following information is displayed:  

Field Name Description 

ID 
The automatically generated identification code for the issue log form is 
displayed. 
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Field Name Description 

Project Code 
The identification code of the project for which the issue log form is created is 
displayed. 

Project Name The name of the project for which the issue log form is created is displayed. 

Phase Number 
The identification number of the project phase for which the issue is logged is 
displayed. 

Created By The user name of the user who created the issue log form is displayed. 

Created On The date the issue log form was created is displayed. 

Contract The name of the contract for which the issue is logged is displayed. 

Title The title of the issue is displayed. 

Description The description of the issue is displayed. 

Priority The priority of the issue is displayed. 

Identifier The username of the user who identified the issue is displayed. 

Impact On The impact areas due to the issue are displayed. 

Owner The user in-charge of the issue is displayed. 

Type The type of issue is displayed. 

Category The category of the issue is displayed. 

Occurred On The date the issue occurred is displayed. 



  Project and Portfolio Management 

 

19 | P a g e  

Field Name Description 

Due Date 
The date by when a resolution for the issue is expected is displayed. 
If the due date is passed, the issue is highlighted in red in the Issue Log list 
page. 

5. To add references of records of forms in the project to the issue log form, in the LINKED 
RECORDS section, perform the following steps:  

a. Click Add. 
The Select Items dialog box is displayed. 

b. To select the appropriate project form, in the Source Form box, click and select the 
appropriate form. 
Alternatively, to select a contract form, perform the following steps:  

i. In the Select Project / Contract box, corresponding to the project name click  . 

ii. In the Select Project / Contract box, click and select the appropriate contract. 
Alternatively, type the name of the contract, and then select the appropriate 
contract. 
Available contracts are all the contracts the user is invited to in the project. 

iii. To select the appropriate contract form, in the Source Form box, click and select the 
appropriate form. 
Alternatively, type the name of the form, and then select the appropriate form. 

c. Click Search. 
All the records of the selected form are displayed. 

d. Select the appropriate records, and then click Select. 
The selected records are added to the Linked Records section. 
Note: To view the details of a linked record, in the Description column, click the appropriate 
record. 

6. In the ATTACHMENTS section, attach or link related documents. 
For information on uploading attachments, refer to Attachments. 

7. To record the resolution for the issue, in the RESOLUTION section, perform the following steps:  

a. From the Resolution Date calendar drop-down list, select the date on which the resolution 
for the issue is provided.  

b. In the Notes box, enter the resolution for the issue. 

8. To post comments on the issue, in the COMMENTS LOG section, perform the following steps:  

a. Click Add. 
The New Comments Log dialog box is displayed. 
The Created By field displays the name of the logged in user, and the Created On field 
displays the current date and time. 

b. In the Comments box, enter comments for the issue. 
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c. Click Save. 

9. Click Save. 
The Issue Log list page is displayed. 

10. To respond with the resolution to the issue, perform the following steps:  

a. In the Issue Log list page, click the appropriate record that is in the Open Issue workflow 
stage, and then click Select Actions. 

b. Click Resolved, and then in the Masterworks dialog box, click OK. 
The workflow stage of the record is set to Resolved Issue.  
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4.3 Issue Log Workflow Stages 

Phase 
Current 
Workflow Status 

Stakeholders Action  
Subsequent 
Workflow Status 

Comments 

1 Draft 

• Contracting 
Officer 
Representative 

• Project 
Manager 

• Project User 

• Resource 
Manager 

• Scheduler 

Submit Open Issue 

The RESOLUTION 
and COMMENTS 
LOG sections are 
available to record 
the resolution. 

2 Open Issue 

• Contracting 
Officer 
Representative 

• Project 
Manager 

• Resource 
Manager 

• Scheduler 

Resolve Resolved Issue - 

3 Resolved Issue 

• Contracting 
Officer 
Representative 

• Project 
Manager 

• Resource 
Manager 

• Scheduler 

Reopen  Open Issue - 

Close Closed  - 
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5 Project Health Report 
The Health Report form enables you to capture the health of a project at any point in time. The form covers 
the project's health over multiple parameters such as budget, schedule, scope, resource, and risk status. 
Additionally, you can track any upcoming milestones in the project. 

The status box is automatically assigned with red, yellow, or green to indicate the overall health of a project. 

In this module, you can perform the following tasks: 

• Create a project health report 

• Obtain business decisions from various stakeholders 

5.1 Creating a Project Health Report 

Prerequisite 

• The Project Type of the associated project is not Local. 

• An approved budget estimate is available for the project. 

Steps 

1. In the module menu, click Projects. 
The Project List page is displayed. 

2. In the Project List page, click the appropriate project, and then click Edit. 

3. In the navigation pane, expand the project folder, and then click Health Report. 
The Health Report list page is displayed. 
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4. Click New. 
The Health Report page is displayed. 

 
The following information is displayed: 

Section Field Name Description 

- Overall Status 

Based on the status selected in the Status column of the 
STATUS & HEALTH SUMMARY section, the Overall Status field 
is automatically assigned with the color red, yellow, or green to 
indicate the project's health. 
The status is updated based on the following scenarios: 

Scenario Overall Status 

If any one of the statuses is Red Red 

If two or more than two Yellow and 
other is Green 

Yellow 

If three Green and one Yellow Green 
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Section Field Name Description 

Health Report 
No 

An automatically generated identification number for the 
health report record is displayed. 

Workflow 
Status 

The current workflow status of the health report record is 
displayed. 

BUDGET 
INFORMATION 

Current Budget 
$ 

The value as specified in the Inflated Estimate Total in $ field of 
the approved budget estimate associated with the project is 
displayed. 

Approved 
Business Case 
Budget $ 

The value as specified in the Estimate Total in $ field of the 
approved budget estimate associated with the project is 
displayed. 

Actual Paid to 
Date $ 

If the project's actual paid amount is received from the external 
system Workday, the details are automatically updated in this 
field. 

Total 
Committed to 
Date $ 

If the project's total committed amount is received from the 
external system Workday, the details are automatically updated 
in this field. 

% of Budget 
Spent 

Calculated as: 
% of Budget Spent = (Actual Paid to Date $/Current Budget $) * 
100 

% of Scheduled 
Time Elapsed 

Calculated as: 
% of Scheduled Time Elapsed = (Duration from the start date to 
the current date/total duration of the project) * 100 

MAJOR 
MILESTONES 
(WITHIN NEXT 
90 DAYS) 

- 
Displays all the milestone tasks as defined in the Schedule page 
of the project with the scheduled finish date within the next 90 
days. 

5. Based on the collective judgment from the project team, to select the status for the various project 
categories, in the STATUS & HEALTH SUMMARY section, perform the following steps:  
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a. From the Status column, select the appropriate status for the categories Budget, Schedule, 
Scope, and Resource to indicate the health of the categories. Based on the options selected 
in the Status column, the Overall Status field of the health report is automatically updated. 

b. In the Comments column, enter any comments for the respective category. 

6. In the GENERAL STATUS box, enter a brief description of the general status and health summary of 
the project.   

7. To associate potential issues or risks that occurred in the project, in the MAJOR ISSUES/RISKS 
section, perform the following steps:  

a. Click Add. 
The Major Issues/Risks dialog box is displayed. 
Available options are risks and issues associated with the project that are not in the Closed 
workflow status. 

b. Select the appropriate risks and issues, and then click Select. 
The selected risks and issues are added to the MAJOR ISSUES/RISKS section. 

c. Optionally, to record details of new risk in the project, click Create New Risk. 
The Risk Register page is displayed. 

8. To add additional milestones to the health report, in the ADDITIONAL MILESTONES section, perform 
the following steps:  

a. Click Add. 
A row is added to the ADDITIONAL MILESTONES section. 

b. In the row, click in the Upcoming Milestone column, and enter the details of the upcoming 
milestone. 

c. In the row, click in the Date column, click , and select the start date of the milestone. 

9. Optionally, in the ATTACHMENTS section, attach or link related documents. 
For additional information on attachments, refer to Attachments. 

10. Click Save. 

11. To publish the health report, perform the following steps:  

a. In the Health Report list page, click the appropriate record that is in the Draft workflow 
stage, and then click Select Actions. 

b. Click Publish, and then in the Masterworks dialog box, click OK. 
The workflow stage of the record is set to Published. 
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5.2 Project Health Report Workflow Stages 

Phase 
Current 
Workflow Status 

Stakeholders Action  
Subsequent 
Workflow Status 

Comments 

1 Draft Project 
Manager 

Publish Published - 

6 Portfolio Management 
With the PPMS application, you can create and view a manageable overview of all projects in the enterprise 
to assess available project information and make business decisions. 

You can perform the following tasks: 

• Make decisions based on proactive data-driven information rather than intuition-based decisions. 

• Track the state of activities and communicate the latest performance results of your investments. 

• Review portfolio performance in real-time and compare current data with past or future data to 
identify investment gaps and potential problems. 

• Monitor the health of the project by viewing insights of the project schedule, budget, and cost. 

• Generate reports and create dashboards. 

In this module, you can perform the following tasks: 

• Create a portfolio 

• View the portfolio tree 

• Obtain business decisions from various stakeholders  

6.1 Creating a Portfolio 

You can create a portfolio to group projects, programs, and sub-portfolios. For ease of tracking, you can 
create portfolios that are in the purview of a user, and assign projects, programs, and sub-portfolios. 

Steps 

1. In the module menu, click Home. 

2. In the navigation pane, click Portfolio.  
The Portfolio list page is displayed. 
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3. Click New. 
The Portfolio page is displayed. 

 
The following information is displayed:  

Field Name Description 

Created By The user name of the logged in user is displayed. 

Created Date The current date of the system is displayed. 

Start Date 
Once the projects, programs, and sub-portfolios are added to the portfolio, 
the start date (which occurs first) for the portfolio is automatically displayed.  

End Date 
Once the projects, programs, and sub-portfolios are added to the portfolio, the 
end date (which occurs last) for the portfolio is automatically displayed. 

Portfolio Budget 
Once the projects, programs, and sub-portfolios are added to the portfolio, the 
budget for the portfolio is automatically calculated and displayed, based on the 
following: 
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Field Name Description 

• Total value of inflated amount in the current budget of all the projects 
added to the portfolio. 

• If sub-portfolios are added, then the Portfolio Budget field displays the 
total budget of all the sub-portfolios.  

• If programs are added, then the Portfolio Budget field displays the total 
program budget of all the programs. 

• If projects are added, then the Portfolio Budget field displays the total 
current budget of all the projects and its associated phases. 

• If all components are added, then the Portfolio Budget field displays the 
total of all components. 

4. In the Details tab, provide the required information in the fields, as described in the following table:  

Field Name Description 

Portfolio Code Enter a unique identification code for the portfolio. 

Portfolio 
Manager 

To select the portfolio manager, perform the following steps: 

1. Click . 
The Portfolio Managers dialog box is displayed. 
Available options are the user names of all users in the enterprise. 

2. Click the appropriate portfolio manager. 

3. Click Select. 

Description Enter the description of the portfolio. 

5. To add projects to the portfolio, perform the following steps:  

a. In the PROJECTS section, click Add. 
The Projects dialog box is displayed. 
The list of all the projects in the enterprise is displayed. 

b. Select the required projects, and then click Select. 
The selected projects are added to the portfolio. 

6. To add programs to the portfolio, perform the following steps:  

a. In the PROGRAMS section, click Add. 
The Programs dialog box is displayed. 
The list of all the programs in the enterprise is displayed. 
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b. Select the required programs, and then click Select. 
The selected programs are added to the portfolio. 

7. To add portfolios as sub-portfolios, perform the following steps:  

a. In the SUB PORTFOLIOS section, click Add. 
The Sub Portfolios dialog box is displayed. 
The list of all the portfolios in the enterprise is displayed. 

b. Select the required portfolios, and then click Select. 
The selected portfolios are added as sub-portfolios to the portfolio. 

8. Optionally, in the ATTACHMENTS section, attach or link related documents. 
For additional information on attachments, refer to Attachments. 

9. Click Save. 

6.2 Viewing the Portfolio Tree 

The Portfolio Tree illustrates the hierarchy and placement of projects, sub-portfolios, and portfolios in the 
enterprise. The Portfolio Tree provides a visualization of the created portfolio with its contents. The 
visualization expands sub-portfolios till the projects contained within them are displayed. Information 
illustrated in a portfolio tree is color-coded for easy identification of the portfolio contents. On saving the 
portfolio details page, the portfolio tree is updated. 

The following information is available in the portfolio tree: 

Portfolio Component Color Code Description 

Portfolio Red Portfolio Code and Portfolio Manager is displayed. 

Project Green Project Code is displayed as a link. 

Program Orange Program Title is displayed as a link. 

Phase Blue Phase Number is displayed as a link. 

Steps 

1. In the module menu click Home. 

2. In the navigation pane, click Portfolio. 
The Portfolio list page is displayed. 

3. In the Portfolio list page, select the appropriate portfolio record, and then click Edit. 
The Portfolio page is displayed. 
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4. Click the Portfolio Tree tab. 
The Portfolio Tree is displayed.  

 

5. Optionally, you can collapse  or expand  a part of the portfolio hierarchy. 

6. Optionally, in the ATTACHMENTS section, attach or link related documents. 
For additional information on attachments, refer to Attachments. 

7. Click Save. 
The Portfolio list page is displayed. 

8. To approve the portfolio record, perform the following steps:  

a. In the Portfolio list page, click the appropriate record that is in the Draft workflow stage, 
and then click Select Actions. 

b. Click Submit, and then in the Masterworks dialog box, click OK. 
The workflow stage of the record is set to Submitted. 

c. In the Portfolio list page, click the appropriate record that is in the Submitted workflow 
stage, and then click Select Actions. 

d. Click Approve, and then in the Masterworks dialog box, click OK. 
The workflow stage of the record is set to Approved. 
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6.3 Portfolio Workflow Stages - Default 

Phase 
Current 
Workflow Status 

Stakeholders Action  
Subsequent 
Workflow Status 

Comments 

1 Draft Portfolio • Portfolio 
Manager 

Approve Approved - 

2 Approved • Portfolio 
Manager 

Return to 
Draft 

Draft 

The user with the 
Project User role can 
only view the approved 
portfolios. The user 
cannot view the 
portfolios that are in 
the Draft workflow 
status. 

6.4 Portfolio Workflow Stages - Alternate 

Phase 
Current 
Workflow Status 

Stakeholders Action  
Subsequent 
Workflow Status 

Comments 

1 Draft Portfolio 

• Portfolio 
Manager 

• Portfolio 
User 

Submit Submitted 
The user can only 
view draft records 
created by them. 

2 Submitted • Portfolio 
Manager 

Approve Approved 

- 
Return to 
Draft 

Draft 
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7 Appendix 

7.1 Attachments 

You can upload attachments, or link files in the Documents folders to every form and workflow transition. 
There is no limitation on the number of attachments or the size of attachments that you can upload in a 
form or during workflow transition. 

Refer to the following topics to upload or link, and access attachments: 

• Attaching Files to a Form 

• Accessing Attachments 

You can download, annotate, and update attachments. 

7.1.1 Attaching a File to a Form 

You can upload files to a form or during a workflow transition. You can also link a file in the Documents 
folders to a form or during a workflow transition. 

Steps 

• To upload files, perform the following steps in the ATTACHMENTS section: 

a. Click Upload Document. 
The Choose File to Upload dialog box is displayed. 

b. To upload a single file, click the required file. 
Alternatively, to upload multiple files, press CTRL key, and then click the required files. 

c. Click Open. 
The files are uploaded to the form and are displayed in the ATTACHMENTS section. 

d. In the Title column, enter the titles for the files attached. 

• To link to files in the Documents folders, perform the following steps: 

a. In the ATTACHMENTS section, click Link Document. 

b. Click Masterworks Document. 

c. From the Folder drop-down list, select the required folder where the files exist. 
The list of files in that folder are displayed. 

d. From the list of files, select the required files. 

e. Click OK. 
The files are linked to the form and are displayed in the attachment grid. 

f. In the Title column, enter the titles for the linked files. 

• To link a file in an external storage system, perform the following steps: 

a. In the ATTACHMENTS section, click Link Document. 
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b. Click External Document. 

c. In the URL/Link box, enter the URL to the file in external storage system. 

d. In the Title box, enter the title for the linked file. 

e. Click OK. 
The file is linked to the form and is displayed in the attachment grid. 

7.1.2 Accessing Attached Files 

You can access files that are attached to forms and workflows. 

Steps 

• To access files attached to a form: 

1. In the navigation pane, click the required form. 
The form list page is displayed. 

2. In the tool bar, in the OTHERS group, click Attachments. 
The attachments of all the forms are listed. 

• To access files attached to a workflow:  

o You can access files attached to a workflow from the Workflow History dialog box.  

• To download an attachment, click the required document, and then click . 

7.1.3 Deleting Attached Files 

You can delete files that are attached to forms and workflows. 

Steps 

1. To access the required file, perform either of the following steps: 

• Files attached to a form: 

a. In the navigation pane, click the required form. The form list page is displayed. 

b. In the tool bar, in the OTHERS group, click Attachments.  
The attachments of all the forms are listed. 

• Files attached to a workflow: 

o You can access files attached to a workflow from the Workflow History dialog box. 

2. To delete an attachment, click the required document, and then click . 
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