
Project Gateway®

6
Repository User

Manual
The Complete Reference

for Lotus Notes® and Lotus Domino®





Project Gateway® Repository User Manual
Version 6

Revision A
September 2004

Copyright (c) 1994-2004 by Marin Research, Inc.
All Rights Reserved

No part of this document may be reproduced in any form without the
written permission of Marin Research, Inc.

Project Observatory™, Checksheet™,Project Telemetry™, Project
Gateway® , Project Directed Workflow™, ProjectGo!™, Ask Project
Gateway™, and the distinctive Gateway globe are trademarks of Marin
Research, Inc. "Total Project Information. All the Time. Everywhere."SM

and  "Connecting Your Project Community"SM are service marks of
Marin Research, Inc. Lotus® and Lotus Notes® and Domino® are
registered trademarks of IBM Corporation. Windows® is a trademark ,
Internet Explorer® and Project® are registered trademarks of Microsoft
Corporation. Primavera® and SureTrak® are registered trademarks of
Primavera Systems. Project Workbench® and PMW® are trademarks of
Niku Corporation. Open Plan® is a trademark of Welcom Software.
Palm® is a registered trademark of Palm Computing.

Marin Research, Inc.
9650 Gateway Drive, Suite 102

Reno, Nevada 89521

internet: info@marinres.com
web: http://www.marinres.com





Marin Project Gateway User Manual Contents •• i

Contents

Introduction to Project Gateway 6 1

Connecting Project Communities since 1994 1
New features in Version 6 1

The Project Repository... a place for everything 7
Project Schedule Integration 8
Documentation 8

Using Repository Center from a Notes Client 9

Introduction 9
Using the Repository Navigators 10
Using Repository Views 12
Using Documents 12

Using the Repository with a Web Browser 13

Repository Center 13
Using the Left Panel 14

Using the Repository Menu 14
Using Search 14

Using the Horizontal Menu 16
MY.... 16
Recent 18
Create 18
Favorites 19
Note 20
News 20
Query 20
OnlineGuide 20
About 21

Using the Central Panel 21
Customization 21

Finding your way 25
Views 25
Navigators 26
Documents 26
Editing Documents 27
Response Pages 28
Transaction Forms 29



ii •• Contents Marin Project Gateway User Manual

Custom Web Links on Profile Documents 30

Using Web Based Reports & Query 31

Overview 31
Generating Reports 31

Common Elements in Reports 31
Heading 31
Body Table 31
Control Panel for Issues, Risks & Scope Change Reports 32
Save as Custom Report 34
Reformat for Printing 35

Query Reports 35
The Export Timesheet Data Function 37

Overview 37
The Export Timesheet Data Form 37
From/To: 37
Format: 37
Options: 38

Observatory Reports 40

Understanding Repository Security 41

Overview 41
Database Access Control 41
Information Access Control 41
The Document Access Section 43

Teams and Team Profiles 43
Composing a Team Profile 44
Document Access for Team Profiles 46
Maintaining Team Access Control 46

Repository Document Types 47

Overview 47

Organizations 53

Organizations 53
Creating a New Organization Profile 53

Creating a new Organization 53
The Organization Profile - General Information 54
The Organization Profile - Reports 55

User ID Based Reports 58
The Organization Profile - Charts 58

Standard Gantt Charts 58
Specialty Gantt Charts 58

Actions Available on Organization Profiles 60
Updating the repository when participants change organizations 62
Assigning Participants To Organizations 62



Marin Project Gateway User Manual Contents •• iii

Participants 63

The Participant Profile 63
General Information 63
Participant Profile - Reports Section 66

Participant Based Reports 66
UserID Based Reports 68

Participant Profile - Charts Section 69
Standard Gantt Charts 69
Specialty Gantt Charts 69

Participant Profile - Participant Timesheet Profile Section 70
Participant Profile - Participant Agent Profile Section 72

Rule Options 73
Actions Available on Participant Profiles 75
Reassignment Notifications - "Just in Time" staffing 79
Changing Participant Names and UserID's 79

Changing the Participant Name 79
Changing the UserID associated with the participant 79
Changing the UserID itself 80

Replacing Deleted Participant Profiles 80
The Participant Profiles View 80

Other Participant  Views 82

Programs 83

Introduction 83
Creating Programs 83
Program Profile - General Information 84
Program Profile - Reports 85
Program Profile - Charts 87

Standard Gantt Charts 87
Specialty Gantt Charts 87

Program Profile - Process Management 89
Actions Available on Program Profiles 90
Assigning Projects To Programs 92
Renaming Programs 92
Hidden Programs 93
Authorities of the Program Manager 93
Workflows involving the Program Manager 93

Projects 95

Overview 95
Creating a New Project Manually 96
The Project Profile 99
Project Profile - General Information 101

Approval 102
Project Statistics 108

Project Profile - Control Panels 111



iv •• Contents Marin Project Gateway User Manual

Project Checklist Panel 111
Process Control Panel 111
Scheduling Panel 113
Project Log Panel 114

Project Profile - Reports 114
Project Profile - Charts 120

Standard Gantt Charts 120
Specialty Gantt Charts 120

Project Profile - Policy Section 122
PROJECT DOCUMENTS 124
SCOPE CHANGES 125
TIMESHEETS & CHECKLISTS 126
Revision History 127

Project Profile - Management Agent Profile 128
Automatic Schedule Notifications 128

Project Profile - Document Tracking Agent Profile 131
Actions Available on the Project Profile Form 132
The Project Profiles View 133

Project Profile View Columns 134
Other Project Views 135

Performance Measurement Views 135
Creating Dependencies 137

InterProject Dependencies 137
Date Dependencies 139
Calender Dependencies 139

Closing out a Project 141
Earned Value Support 142

The Earned Value Details Report 142
Understanding the language of Earned Value: 142

Using Dashboards 145

Overview 145
The Project Dashboard View 145
The Deliverables Dashboard 149

Using Reschedule and Gantt WhatIF 151

Introduction 151
Using Reschedule 151

The Reschedule Actions 152
The Rescheduling Options 154
Summary of Reschedule Calculation Process 158

Using Gantt WhatIF 159
Performance Considerations 159

Using Todo and Schedule Info 161

Todo 161



Marin Project Gateway User Manual Contents •• v

Using Todo in Notes Client 161
Using Todo in a Web Browser 163
The Todo Options 163
Subscribing to a calendar 163

Schedule Info 164
Using Schedule in a Notes Client 164
Project Schedule Info 165
Exporting Participant Holidays to Microsoft Project 165
Observatory Holidays and Reservations 165

Using Checklists 167

Introduction 167
Creating Standard Checklists 167
The Standard Checklist Form 167

Assignments Checklists 169
Updating Progress on Assignment Checklists 173

Project Checklists 175
Deliverables Checklists 176

Using Process Management 177

Introduction 177
Adopting processes 177
The Project Dashboard Process Indicator 178
The Project Go Process Tracking Agent. 178

The Project Process Control Panel 178
Project Process Actions 179

Program Process Controls 179
Process Reports (Web Only) 181

Implementing the process 181
Process Forms 181

Building the Process in the Repository 182
Using a Process 183
The Document Type Definition Document 183

Creating a Document Type Definition document. 184
Finding Document Definitions 184
Special actions on the Document Definition form: 184
Using Help when creating Project Documents 185

The Signoff Definition Document 185
Creating a Signoff Definition 185

The Signoff Process Definition Document 187
Finding Signoff Process Definitions in the Repository. 187
Creating a new Signoff Process Definition. 187
Part I: REQUIRED SIGNOFFS 188
PART II: CONDITIONAL AND RECURRING SIGNOFFS 190
PART III: TERMINATION 195
PART IV: PROJECT APPROVAL INTERLOCKS 195
PART V: PURPOSE OF THE PROCESS 195



vi •• Contents Marin Project Gateway User Manual

Actions available on Signoff Process Definition form. 196
Advanced Topics 197

Using multiple processes 197
Creating more complex processes. 197
Linking signoffs with project milestones. 197

Using Project Logs 199

Introduction 199
Displaying a Project Log 200

Notes Format 200
Web Format 200
Web Filtering 200
Pagination 201
Subscribing to a Log 201

Creating a Log Entry 202

Using Assignments 203

Overview 203
Creating New Task Assignments 206

The Create A New Assignment Form 207
Creating New Project Summary Assignments 209

The Create A New Summary Assignment Form 210
Finding Summary Assignments 211

Using the Assignment Form 212
Task Information Section 217
History 218
Document Tracking 219

Using Light Assignments 220
Using Buffer Assignments 221
Actions on Assignment Forms 227

Notes Client Actions: 227
Web Browser Actions 227
Editing an Assignment 228

Reassigning Participants 229
Adding Additional Assignments to Existing Tasks 231
Adding Dependencies 232
Adjusting Reference (Baseline) Information 233
Changing the Taskname or Project of an existing assignment 234
Assignment Views 235

Checklists in Assignment Views 236
Special Purpose Assignment Views 236

Workload Assignment Views 237
Forecast Views 237
Time Summary Views 238



Marin Project Gateway User Manual Contents •• vii

Using Notes Timesheets & Charge Slips 239

Introduction 239
Single Timesheet per Participant Rule 240

TimeSheets Navigator 241
Participant Profile Setup 241
The Timesheet Process 241

Creating Your TimeSheet 241
Recording Time 243
Timesheet Controls 244
Submitting Your TimeSheet 245
Checksheet Update 246
Timesheet Approval and Correction 251
TimeSheet Posting 252
Cost Processing 252

Charge Slips 253

Using Web Timesheets and Charge Slips 255

Overview 255
Creating Your Timesheet 255
Entering Work Hours 257
Adjusting Work Remaining 257
Marking Assignments Complete 257
Adding Additional Assignments 257
Creating New Assignments for this Timesheet 258
Saving for tomorrow 258
Submitting 258
Checksheet Update 259
Incomplete Checklist Issues 261
Fixing errors 262
Timesheet Approval and Posting 262
Approving a Timesheet 262
Rejecting a Timesheet 262
Posting Timesheets 263
Single Timesheet per Participant Rule 263
Why the assignment is not on the timesheet? 263

Creating a Timesheet For Another 264
Actions Available on Web Timesheets 264
Possible Problems when using Web Timesheets 266
Charge Slips 267

Using Status Reports 269

Project Status Reports 269
Creating a Status Report 269

Participant Status Reports 271
Report Body 272



viii •• Contents Marin Project Gateway User Manual

Using Issues & Risks 273

Overview 273
Issues 274

Creating a New Issue 274
Connections Section 277
Document Access Section 278

Risks 278
The Risk Form 279
Connections Section 281
Document Access Section 282

Email Notifications 282
Actions Available for Issues and Risks 283
Views of Issues and Risks 284
Interconverting Risks and Issues 285

Using Scope Change 287

Overview 287
The Scope Change form 288

Investigator Assessment Section 290
History (display only) 291
Estimate Section 292
Approval Section 292

Actions on the Scope Change form 293
The Scope Change Process 294
The Scope Approval Process 294

Constructing the List of Required Approvers 295
Approver Actions 295
Completing the Approval Process 296
Overriding the Approval Process 296

Using Project Documents 297

Overview 297
Creating a Project Document 297

Content 299
Common Fields in Project Documents 299
Actions Available on Project Documents 301
Approving Project Documents 302
Simple Example (Notes Client) 304
Reserving and Checking Documents Out 305
Versioning 306
Project Document Views 307

Document Reports 308
Document Tracking 308

Associating Project Documents with Project Assignments 308
Automated Document Tracking 309

Project Document Formats 310



Marin Project Gateway User Manual Contents •• ix

Standard 310
Meeting Minutes 310
Charter 310
Milestone Definition 312
Signoff Request Documents 315
How to Obtain A Signoff 316

Using Group Review 317

Introduction 317
Initiating A Review 318

The Review Initiation Dialog 318
Review Administration 323
My Reviews 324
Removing Review Comments 324

Using Note and Journal 325

Note 325
Creating a Note 325

Journal 326
Using your Journal with a Notes Client. 327
Using your Journal with a Web Browser 327

Using Discussions 329

Introduction 329
Discussion Views 329
Notify On Response Option 329
Using Discussions in a Notes Client 329
Using Discussions in a Web Browser 330

Using News 333

News 333
Showing the Current News 333
Creating a News Item 333
The News Form 333
News about Project publication and Updates 334
News about New Document Reviews 334
News in Other Venues 334

Using Subscriptions 335

Introduction 335
RSS Newsreader Subscriptions 336

RSS Subscription Setup 336
Project Log RSS Subscriptions 337

iCalendar Subscriptions 338
Portal Panel Subscriptions 339



x •• Contents Marin Project Gateway User Manual

Checksheet Subscriptions 340
The Checksheet Subscription for Participant Form 340

Creating Schedule Templates 341

Overview 341
Characteristics of Good Templates 343

Template Development 344
General Template Information 345

The Template Editor 346
Upper Row - Template Editing Actions 347
Lower Row - Template Display Controls 348

Creating a New Template 351
Creating A Template from a Project 351
Creating a Copy of an existing template. 352
Creating an Empty Schedule Template. 352
First Steps 353

Constructing the Content of a Schedule Template 355
The Edit Task Form 355
Add Task 363
IMPORT 363
Edit Links 366
Editing Resources 369
Edit Documents 370
Edit TaskGroups 371
Mass Change 374
Recalc 380
Test 380
Undo 381

Advanced Topics 381
Template Reports 381
Deleting a template. 382
Creating Templates from existing MS Project Plans. 382

Using Schedule Templates 383

Introduction 383
Using a Template 383

Project and Template Selection 384
The Schedule Generation Options Form 385

Schedule Generation Options Part I 386
Part II - The Template Specific Options 392
Part III Resource Binding 394
Actions on the Schedule Generation Options Form 395
Possible problems you may encounter 397
Seeing the New Project 398

Using Templates with Microsoft Project 399
Creating MS Project Plans from Templates 399



Marin Project Gateway User Manual Contents •• xi

Switching a template created project schedule to become an MS Project synchronized
schedule. 401

Using Graphics 403

Overview 403
Charts are prepared in a two step process. 404

Viewing Charts 405
Creating a Chart Definition 407

Using a Notes Client 407
Using a Web Browser 407

Using the Gantt Chart Definition Form 408
Title 408
Subtitle 408
Chart Type 408
Chart Subject 409
Chart Columns 410
Gantt Bar Format 410
Summarization 410
Time Scale 410
Page Size 411
Color Scheme 411
Date Range for Chart 411
Additional Options 412
Status 413
Making the Chart 413

Advanced Definition 414
Using Custom Chart Types 414
Using  Custom Columns 415
Using Custom Page Sizes 416
Using Custom Color Schemes and Fonts 417
User Defined Color Styles 417
Using a Custom Logo 419

Gantt Bar Dates and Colors 419
Percent Complete 419
Summary Bars 419
Task Bars 420
Key Events and Milestones 420
Reference Bars 420
Reference Summary Bars 421

Charts created for New Projects 422
Creating and Modifying Chart Templates 422

Adobe Acrobat 422

Using Deliverables 423

Introduction 423
Creating A Deliverable 424

Creating Subdeliverables 425



xii •• Contents Marin Project Gateway User Manual

Move - Reorganizing the Deliverables Tree 426
Linking Deliverables to Projects 427

Linking with Project Events 427
Linking Project Effort 429
Linking Charts and Web pages to Deliverables 430

Checklists on Deliverables 430
Deliverable Options 432

Using the Request Center 435

Overview 435
How the Request Center Works 436
Request Center 438

Create Request 438
Request Dashboard 438
Request Processing Views 439
Administration 440

Creating New Requests 440
Other request formats 442

The Request Form 442
Signoffs and Submission 443
Checking the status of your request 444
Request Processing Workflow 444

Request State 445
Request Processing Actions 446
Scheduling Requests 451

I. Task Scheduling 451
II. Project Scheduling 452
III. Issue Scheduling 453
IV. Scope Change Scheduling 453
Implementing the Scheduled Actions 454

Common Problems 454

Using the Metrics Center 457

Overview 457
Administration 458
Metrics 458

How metrics are created... 458
Using the data... 460
Developing your measurement parameters... 461

Defining Questions 461
Creating a Numerical Parameter 461
Creating a Survey Parameter 463
Creating a Text Parameter 463
Creating Lists of Questions 464
Measurement Parameter Views 464

Using the Metrics Questionnaires in the Repository 464
Responding to Questionnaire Assignment Requests 465



Marin Project Gateway User Manual Contents •• xiii

Responding to Project Experience Questionnaires 467
Measurement Processing 469

Metrics Measurements 470
Manual Review 470

The Metrics Knowledge Results 471
Results Views 472
Metrics Knowledge Records 472

Query and Estimating 473
Creating an Estimate 473
The Estimate Form 474
Estimating from a Web Client 476
Creating an Query 477
The Query Form 478

Using the Costing Center 479

Overview 479
Administration 479

The Costing Administration Profile 479
Costing Workflow 480

Data Records 481
Control Documents 482

Using the Costing Center 483
Cost Dashboard 483
Cost Tabulations 483
The Processing Navigator 484
The Parameters Navigator 485

Costing Center Control Documents 486
Costing Category Profiles 486
Account Definitions 488
Participant Cost Rate Definitions 489

How Costs Are Calculated 491
Data Flow Example: 491
Override Rules 492

The Costing Override Rule Form 492
How Override Rules are applied 493
The Costing Override Rule View 493
Information shown in the Cost Record. 493

Creating Ledger Adjustments 493
The Costing Ledger Adjustment Form 493
Billing Date 494
Cost Ledger Adjustment Records 494

Using the Repository Archive 495

Overview 495
The Archive Administration Menu and Navigator 496
Project Archiving 497

What happens during Project Archiving 497



xiv •• Contents Marin Project Gateway User Manual

Automatic Project Archiving 497
Manual Project Archiving 498

Archive Project UNDO 498
Archiving a Deliverable 499
Archiving Timesheets and Profiles 500

Archiving Timesheets 500
Shadowing Profiles 500

Index 501



Marin Project Gateway User Manual Contents •• xv

"When we realize, however, that any operation, no matter
how complicated, can be resolved into a series of simple
operations, we have grasped the key to the solution of many
problems."

Henry Laurence Gantt, 1901
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