bijingo






" g

%

%

% #

%



%

%



Table of Contents

1
)

)1

71
7)

70
7(
7*
77

5&

6% -

$

6% -

$ -
" &

5

1% -

&

1% -

2

%

4 %

11
1)

X
X
17
)1
)1
)0
)+
)*
)+

~ ~ R R

* o~ o o






1. Organisation Administrator’s role in relation

to Bijingo
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A Note

The Bijingo Project Manager Administrator is expected to have read all other Bijingo
Manuals, in particular the Structures and Codes manual.
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2. Organisation Administration menu
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Ren Harrison
Tuesday, 05 Jun 2007

Comy

Company: MyCo Software Developers

Details

€1 Bijingo Users El

|7 System Calendars Name : MyCo Software Developers
Address : 234 Punt Rd

Codes and Structures Richmond, 3121

[ System Livts Victoria Melbourne

| Code sets Fhone : 9555 9555

%' Billing Codes URL : http://www.myco.com.su

B Structures E-Mail : admin@myco.com.au
Comments :

Lego :
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2.1 Organisation Details
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Entering or changing Organisation Details
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3. Bijingo Users
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Reviewing Bijingo users
1 D # 5 & % #

User Management

Users {1 to 15 of 22) Active | All VI Resource Structure ta
FRE B 2E G v X4

F 2l | Full name a User Name Company Profile Generic Licensed Connected Locked
» Anna Jones anna@mycodev.com | MyCo Developments | Team Member No Yes No Mo

» Ben Flvnn ben@mycodev.com MyCo Developments  Team Member No No No Mo

» Betty Walker betty@mycodev.com | MyCo Developments | Team Member No Yes No Mo

» Cathy James cathy@mycodev.com  MyCo Developments Team Member No Yes No Mo

3 Charles Black charles@mycodev.com MyCo Developments | Team Member No Yes No Mo

» Consulting Resources consultants MyCeo Developments Team Member Yes No No No

» Dave O'Brien david@mycodev.com |MyCo Developments |Project Administrator No Yes No Yes

» Development Team developers MyCo Developments Team Member Yes No No Mo

» Enzo Costa enzo@mycodev.com MyCo Developments | Team Member No Yes No Mo

» Mandv Watts mandy@mycodev.com MyCo Developments Team Member No Yes No Mo

» Mark Anderson mark@mycodev.com | MyCo Developments | Team Member No Yes No Mo

» Martin McDenald martin@mycodev.com MyCo Developments Team Member No No No Mo

» Milke Little mike@mycodev.com |MyCo Developments | Project Administrator | No Yes No Mo

» Ron Weller ron@mycodev.com MyCo Developments | Project Administrator No Yes Yes No

» Sam Hunt sam@mycodev.com MyCo Developments | Team Member No Yes No Mo
Page 1 of 2 Show All

Search: l—‘ |FuH name v|| Search || Undo |
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3.1 Adding a User
1 B # 5 ! T # & # 5 & # - &
Add User

.|
Details

Enter details for the user account you are creating.

Generic Check this box if this resource is generic
Company : MyCo Developments

E-Mail / User Name : [peter@mycodev.com |
Full name : [Peter Bower |
Employee Number : |3312 |
Title : |Head of Development |
Work Phone :

Home Phone :

Maobile Phone :

Fax : . ]

Comments :

Licensed :

Failed Login Attempts ¢
Locked Out @ : No
Resource Availability
Available From : 2007 | 3
Available To : l:”:”:l ™
Daily Availability : (hrs)
Enter the user's password.

© Password : [ewnssenseene | ok
Confirm Password : |............ |
Password Policy : User must change password on next login

Select a profile for this user

Project Administrator
Project Manager

Team Member

BIEE G

Inactive User
) ' n

é Note on Generic Resources
Generic Resource cannot log onto the system and therefore do not have the same
rules around usernames as User Resources. Also, Generic Resource Availability is
not included in the Resource Breakdown graph in the Resource Centre. Otherwise,
Bijingo treats Generic Resources much the same ways as it does with User

Resources
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é Note

Once an account has been created for a new user, they should be sent their
Username-Password combination and encouraged to change it. It is also important
that new users are assigned the correct permissions to reflect their role. Finally their
User profile must be updated to provide them with appropriate approval and reporting
rights.




3.2

Updating a User profile
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User Profile
|

User account details

FlZE W

Company: MvCo Developments
User Name: peter@mycodev.com
Full name : Peter Bower
Employee Number 8812

Title : Head of Development
E-Mail : peter@mycodev.com
Work Phane : 9872 1281

Home Phone : 9876 1627

Mcbile Phone @ 0212128 218

Fax :

Profile : Froject Manager
Comments :

Account Created : 03/08/2007

Failed Login Attempts 1]

Locked Out @ : No

Ayailable From : 04/06/2007

Available To @

Daily Availability : & (hrs)
Projects: 0
Tasks: 0
Connected: No
R D Ra 0 0
= &
» £76.55 Standard
] $78.20 Standard 06/08/2007

Project Managers

=& =
» Program Structure Organisation 1
| » | Resource Structure Developers 1.3

Project Management Rights (1 of 1)

Program Structure Organisation Project Manager

Project Viewer Rights (0)

=B B

Mo items to display

Resource Manager Rights (0)
EN =

Mo items to display

Timesheet Manager Rights (1 of 1) Timesheet Approver Rights (0)

=
@ E = @ E
» Timesheet Structure Timesheet Structure No items to display
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A Forgotten Passwords!

If a user has forgotten their password, use the Edit User page to assign them with a
new password.




3.3 Assigning Resource rates
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Resource Rates {1 to 3 of 3)

=B B

b Al | Rate Type Effective Froma
» $56.00 Standard
3 $59.50 Standard 11/06/2007
» $62.67 Standard 27/08/2007
01 1
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Add Resource Rate
|

Details

Rate : $
Effective Fram g

Save Cancel
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3.4 Assigning Structures and Rights
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1
Company

Business Development Professional
Development Services
111 112 121 122 1.3.1 132
Sales Account Analysis & Development Deployment Support
Management Design
? # $ / & # 2 - # - # O&& $ #

& #
é Note!

The Bijingo Administrator needs guidance from the rest of the organisation as to who
has which rights and how the rights will be managed. (eg the Business process for
communicating user rights).
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» all | Organisation & Structure Unit
> Invoke Productions Organisation Structure Invake

I Project Approval Rights {1 of 1)

el =
P all | Organisation a Structure Unit
» Invoks Praductions Organisation Structurs Invoks

I Reporting Structures Assigned To Resources (1 of 1)

CE

P all | Organisation a Structure Unit Rating
> Invoke Productions Organisation Structure Business development 1
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Add to Position

Details
=
User : Mary Grey
Structure : Organisation Structure
Position : 1 - MyCo Org Structure

1 - MyCo Org Structure

1.1 - Business Development

1.1.1 - Sales

1.1.2 - Account Management
D

1.2.1 - Analysis & Design

1.2.2 - Build

1.2.3 - Test

1.3 - Professional Services

1.3.1 - Deployment

1.3.2 - Support

3.5 Deleting a User
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Warning!

Deleting a user is not recommended, especially if the user has worked and recorded
times in Bijingo. If the user is no longer required in Bijingo, it is recommended to
Disable the Account and remove License.

1 # <= % # 5 |
) D # 4 & # 4 5 % & # - &

Delete Users
.|

Delete the following?
PM {John Johnson)

o This user has 11 assignments.

Swap Assignments to: | Don't Reassign - delete them

e This user manages 3 projects.

Swap project ownership to: | Freddy Fleb -

& This user owns 51 changs items,

Swap change ftem & journal swnership to: | Freddy Pleb v

® This user owns 3 deliverables.

Swap deliverable ownership to: | Freddy Pleb -

* This user owns/approved 0 filss.

® This ussr owns 1 topics.

Swap tapic ownership to; | Freddy Plsh v

Note: All associated to dos, task updates, saved reports, change item responses, news and discussion posts will be deleted permanently,
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4. System Calendars
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Reviewing System Calendars
1 D # & % #

System Calendars

Calendars (1 to 4 of 4)
= I l=]

P Al Name a Type System Calendar Valid From Valid To Created Last Modified
05/06/2007 14:40:45 05/06/2007 14:40:45

» & Day Calendar System None
3 9 Dav Fortnight System None 05/06/2007 14:41:04 05/06/2007 14:41:04
» Chirstmas 2006 System None 05/06/2007 14:42:06 05/06/2007 14:44:05
3 Default System None 01/01/2005 0:00:00 01/01/2005 0:00:00
EE S — g
16 (
!
n
# ! % $ #
-# - %
"
# % - % & %

#% & $

4.1 Adding and setting up a Calendar

1 B # ! D # & # & #

System Calendars

Add System Calendar

MName : 7 day calendad

Type : Systemn

)1



))

View Calendar

Events (0)
- =

No items o display

September 2005

Menday Tuesday wednesday

=3
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& # - &
Edit Calendar Event
|
Details
Mame ; |Defau|ﬂ work hours
Docourrence Type
Frequency @ : Every Weel
First Occurrence @ :l:ll:l
Wwarking Time :
Start Time ¢ ::: all Day
End Time : :::
To
1) # # 8
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Caution

Project Managers can modify calendars only for their project. Since only the Bijingo
Administrator can modify a system calendar, Project Managers need to be
encouraged to feed back changes to the Bijingo Administrator. Caution — any
subsequent changes will affect all projects using that calendar.




5. System List Maintenance
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Reviewing System Lists
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Available System Lists

System List *Fixed Details

Action Plan Status Yes Status list used for Action Plans
Assignment Status Yes Status list used for Assignments
IRC Status Yes Status list used for IRC Items
Priority Yes Priority list used throughout the application
Project Lifecycle No Used on the project log and project details page
Project Log Comment Field No Used on the project log
Project Log Percentages No Used on the project log
Project Log Resource Options | No Used on the project log
Project Log Traffic Lights No Used on the project log
Project Status Yes Status list used for Tasks
Stream No Used on Project Details Page
Task Status Yes Status list used for Tasks
@B/ > # % % #
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6. Code Sets
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6.1 Code Sets List
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How to Open the Code Sets List
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6.2 Setting up Code Sets

How to add a Code Set
1 L # % # & # &
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Hint

Lists of available code positions for a code set are sorted, hence the use of a number
in the above example is recommended.
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6.3

How to edit a Code Set
1 # % #
) C# 8 & # 8 &
5& # @
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How to delete a Code Set

Warning

It is advisable not to delete Code Sets if they have been assigned to Projects or
Tasks, it is better to set them as Inactive instead.

1 # % #
) D # 4 & # 4 % &

Adding, Editing & Deleting Codes within Code Sets
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How to add a Code
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How to edit a Code
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How to delete a Code

Warning
It is advisable not to delete Codes if they have been assigned to Projects or Tasks, it
is better to set them as Inactive instead.
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6.4 Assigning Code set codes
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7. Billing Codes
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7.1 The Billing Code List
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7.2

7.3

Setting up Billing Codes
% ! 2

@ # 2 @ y#H &
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How to add a Billing Code
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Editing and Deleting Billing Codes
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How to delete Billing Codes

Warning

It is advisable not to delete Billing Codes if they have been assigned to Projects or
Tasks, it is better to mark them as inactive.
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7.4

7.5

How to Mark Billing Codes as Inactive
1 # 0?7 $w  #

&& 9 *
) #7208 L # ?2 3
$ % "
How to Mark Billing Codes as Active
1 # $ % #
) i : $ o # $ %

Assigning Billing Codes to Projects and/or Tasks
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Reviewing Billing Codes

How to review a Billing Code Profile
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8. Structures

8.1 Overview
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Project
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8.2

Structure Types and Definitions

Organisation Breakdown Structures
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Work Breakdown Structures
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& - # - & # # #
: &

Resource Breakdown Structures

# 6 ; #

& # 6
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# # : % 6
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Skill Breakdown Structures
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8.3

Structure Workflows
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# # & $ $ #
# B [/ & && -
& #

For More Details

For more details on applying workflows to structures, see the section (8.5)Assigning
Workflows to Structures in this manual and see the relevant sections in the Program
Management, Resource Management, Timesheet Management and Reporting
Manuals

Program Management
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Resource Management
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Timesheet Management
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Reporting Rights
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8.4

Setting up Structures
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How to view Structure List
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How to add a Structure
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How to modify a Structure
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How to Delete a Structure
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: 6 $ #9$
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Warning

Deleting Structures will remove them, their positions and any references and
assignments that have been made to that structure. Extreme caution should be
exercised to ensure that critical information is not deleted.




8.5

Assigning Workflows to Structures
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How to set a Structure for Program Management
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#
Warning

A Program Structure will lose its reference to Program Managers, Project Managers,
Project Viewers and Project Approvers if another Structure is selected as the Program
Structure.

How to set a Structure for Resource Management
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1 # -# # % 6 && $ %
# ! # : # 6 "H#

Warning
A Resource Structure will lose its reference to Resources Managers if another
Structure is selected as the Resource Structure.

How to set a Structure for Timesheet Management
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Warning

A Timesheet Structure will lose its reference to Timesheet Managers and Approvers if
another Structure is selected as the Timesheet Structure.




8.6 Working with Structure Positions
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How to open Structure Detail page
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How to add Structure Positions
# & -
First Step

When adding positions to a structure, it is important to ensure that the top level
position is added first and that is assigned an Outline Number of 1.
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How to edit Structure Positions
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How to Delete a Position from a Structure
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8.7 Adding Resources, Projects and Roles to a Position
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Adding User to a Structure Position
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Adding Projects to a Structure Position
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8.8 Reviewing Structure position allocations
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Running the Structure Assignment Report
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