Using Repository Center

Introduction

Repository Center appears when a Project Gateway database is opened.
The left panel is the Repository Center Navigator and the right panel
contains is the default view of project assignments organized by person

and date.
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The Repository Center Navigator provides access to all of the
information in the database.

»  The subject categories on the left side are linked to subject
matter navigators that provide access to document views and
actions for creating new documents.

*  Clicking on the globe or the news item will display the News.
»  Clicking on the writing tablet will create News.
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»  Clicking on the ? will display the On-line Guide showing
specific instructions provided by your system owners.

Note: At the top right corner of the repository center is a folder icon that
switches to the Notes Folders format. To reactivate the Repository
Center Navigator, close and reopen the database.

Repository Navigators

Each of the subjects one Repository Center opens another navigator page
offering related views and forms. A "home" action located at the top of
each of these secondary navigators on each will switch back to
Repository Center.

Note: When you are using a Notes Client, the new navigator is
displayed and a preassigned view is opened (usually the first one listed).
When using a Web Client, the new navigator page is displayed, but you
must then select an item on it to open a view page.

Project Assignments Navigator

This provides access to the views of assignments organized by date,
project, outline, and provides the ability create new assignments.
Graphic Charts Navigator

This provides access to the automatically generated charts that show
schedules for individuals, departments, programs and projects. This
also displays calendar format views showing Issues and Key Events for
the entire repository. More specific calendar style reports are provided
by the Todo actions on the subject profile documents.

Workload Navigator

This provides access to views showing planned and actual work for
every individual, organization, project and program.
Deliverables Navigator

This provides access to the Deliverables Dashboard and to create
deliverables and checklists for management reporting.
Participants Navigator

This provides access to the list of Participants and Organizations.
Participant profile documents must exist for everyone whose work in
published in the repository. Organization Profile documents are defined
for your departments.

Projects Navigator

This provides access to Projects and Programs and to the special
navigators for ProjectWeb Publishing and Repository Schedules. It
opens to the Project Dashboard which showing the status of all projects.
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Project Profile documents are created for every project in the repository.
Program Profile documents are created to help organize your projects
into logical families.

Project Documents Navigator

This provides access to Project Documents, Discussions, and your
Journal. Project Documents are documents that you create as part of
your work such as specifications, reports, engineering drawings, and
analyses. Discussions are subjects that you what to bring to the attention
of your group, but which do not have specific due dates or project
association. Your Journal is a note-taking document that is unique for
each user.

Issues and Risks Navigator

This provides access to Issue and Risk documents.

Issues are created to spotlight problems that require action and need
comment from the team. Risks are created to identify problems that you
anticipate, but which have not yet actually occurred.

Scope Change Navigator

This provides access to Scope Changes that are created when the goals
or content of a project need to be changed.

Timesheets Navigator

This provides access to create new Timesheets and access existing ones.

Reports Navigator

This navigator provides views used for performance measurement,
InterProject and Calendar dependencies, and database administration. It
also provides the function to open the repository administration (Field
Map) form to customize the system behavior.

Repository Documents

The following lists the primary types of documents created and used in
the repository.

Project Profiles

A project profile is created for each project. It summarizes project goals,
ownership, and progress and contains setting to control how the system
supports the project implementation process.

Assignments

An assignment document is created for each task that a person is
planned to do. Each project may have hundreds or thousands of
assignments. These are the most common type of document found in
the repository. Assignments are organized into views showing to do
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lists by person and project. Some assignments are identified as "Key
Events" for reporting purposes.

Issue

An Issue document is used to identify a problem that needs attention and
assigns someone to look into it. Most issues are associated with
particular projects.

Risk
A document used to identify future problems that might occur during a

project and define strategies for avoiding and resolving them. Risks can
be converted into Issues and vice versa.

Scope Change

A scope change document is used to define, evaluate and approve
changes to the content and goals of a project. Scope change control is
very important to achieving project success.

Project Document

A general class of documents that are products of the work being done
such as specifications, reports or drawings. There as several formats
provided for project documents and your site can add additional formats
easily. Prior versions of project documents are maintained.

The Document Tracking features of Project Gateway allow the
production of project documents to be integrated into the project
schedule.

InterProject Dependency

A document that specifies how key events (milestones) in two projects
should be scheduled with respect to one another. When the expected
relationship changes, a manager is notified.

Calendar Dependency

A document that specifies how project key events should be scheduled
with respect to meeting events placed upon a specially designated Notes
calendar When the expected relationship changes, a manager is
notified.

Status Report

A document that can be created by a project leader to record a project's
situation, recent accomplishments, and short term objectives as of a
particular date.

Dependency Link

A document that is created to logically link an issue, risk, or scope
change to more than one project.
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Participant Profiles

One for each person involved in any project. It provides settings for
each person to enable use of Timesheets and automatic notification.
Timesheet

Timesheets make it easy to record time spent on various assignments
and overhead categories for a week. They provide a single point of entry
for both accounting and project status information. Timesheets update
assignments when posted.

Charge Slip

This is a document used to post a specific charge against a project such
as a travel cost. Can also be used to record billable hours for users who
do not use Timesheets.

Participant Status Report

A document that records the recent accomplishments for an individual.
A Participant Status report may be specific to a project, or apply to all
work of that person.

Journal

A document that exists for each user that records notes and links to
other repository documents.

Organization Profiles

One profile is created for each department. Participants are associated
with organizations for reporting.

Program Profile

These provide a way of grouping projects for reporting. The hierarchy
of programs is used to structure the project dashboard.

Team Profile

A team profile defines a list of repository users. These team lists are
used to limit access to project information to members of the designated
teams.

Discussion Document

A document used to support group communication about subjects that
are not project specific.

Deliverable

A document that defines a management goal. Deliverables may be
linked to ongoing projects for reporting.
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Checklist

A checklist is a template used in deliverables to collect status
information.

Calendar

These are temporary documents created to display event calendars for
projects, participants, etc. They can be printed, but are not stored.

Repository Schedules

A Repository schedule document holds a complete, interactive project
schedule that can be used to create assignments and projects in the
repository. The creation and use of these are discussed in the Project
Manager's Guide. This is a legacy feature that is retained to support
existing users.

The Repository Administration (Field Map) Document

Each Repository has one of these special documents that provides
controlling values for a wide range of functions. This is an
administrative document that should not be modified by anyone other
than the repository manager or system administrator. Many of the
default settings used when new profiles are created are stored in this
document. It can be located using the "All documents in Database"
view.

AgentStatusReport

This is a document created to display the details about the system agents
that update the various tables of the database.

On-line Guide Document
This is a site created "Help" document to provide advice to users.

XML Custom Field Definition

This is a document used to tell the repository to transmit additional
project information to the Observatory.
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