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SHARKPRO  PROJECTS  

OVERVIEW 

SharkPro Software Corporation (www.sharkprosoftware.com) created {ƘŀǊƪtǊƻ tǊƻƧŜŎǘǎϰ to enable companies to 

quickly realize value from project management and collaboration without the time and cost of months of onsite 

consulting. SharkPro Projects provides an efficient and intuitive automated PPM process that users quickly adopt 

without drowning them in administration.  SharkPro Projects is built on Microsoft Project Server 2010 and 

SharePoint 2010 and comes loaded with proven project templates, workflows, roles, dashboards, collaboration 

workspaces, timesheets, a task timer, and dozens of reports. Companies can get started immediately and grow 

with SharkPro Projects and Microsoft Project and Project Server as their best practices mature. 

SHARKPRO PROJECTS INSTALLATION 

SharkPro Projects is available for installation on premise or as a hosted service.  If SharkPro Projects is installed on-

premise, please see your Administrator for your login access and for information about your assigned roles.  

SharkPro Projects is available as a fast and affordable cloud-based solution aimed at improving project visibility, 

productivity, and communication.  Hosting enables your organization to implement SharkPro Projects 

quickly, reliably, and at a lower cost than in-house deployment.  SharkPro Projects hosting eliminates the need for 

in-house IT familiarity and support for EPM installations. We provide the hosting expertise your organization needs 

to implement a successful Microsoft EPM program without the cost and support issues that frequently arise with 

in-house deployments. In addition, we allow your organization to implement EPM much faster - we can provide a 

live EPM environment ready for configuration in under a week. 

CUSTOMER SUPPORT 

We are dedicated to your success. Please do not hesitate to contact us: 

Email We are happy to help. support@sharkprosoftware.com 

Phone We will get right back with an answer. 713.300.2386 
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TEAM MEMBER FIVE MINUTE QUICKSTART 

If SharkPro Projects is already installed or hosted for you, use this 5 Minute Quick Start to get you running with 

SharkPro Projects. The Team Member View is a great place to start your work day. 

 

SharkPro Projects employs a simple and intuitive navigation using marbles.  A marble represents a view or 

workspace in SharkPro Projects.  Users are presented with different marbles depending on their role.  The 

following workspaces are delivered with SharkPro Projects

 Home 
 Ideas/Requests 
 Collaborate 
 Calendar 

 Projects 
 Tasks 
 Timesheets 
 Reports 

 Issues 
 Profile 
 Help 

 
 
¢ƘŜ ǳǎŜǊΩǎ ǊƻƭŜ ŀƴŘ ŎǳǊǊŜƴǘ ƭƻŎŀǘƛƻƴ ƛǎ ǎƘƻǿƴ ŀǘ ǘƘŜ ōƻǘǘƻƳ ƻŦ ǘƘŜ ƳŀǊōƭŜǎ ƴŀǾƛƎŀǘƛƻƴ ōŀǊΦ  
 

TEAM MEMBER HOME 

CHANGE YOUR ROLE 

In SharkPro Projects, all users are assigned roles by the SharkPro Projects Administrator.  Roles are associated with 

views, workspaces, web parts, and certain security rights. The following roles are delivered with SharkPro Projects. 

 Team Member 
 Project Manager 
 Portfolio Manager 
 Executive 

The user may select a role if the user has been assigned to more than one role.  Changing 

roles will reveal views specific to the selected role and may hide other views not appropriate 

to the role. 

1. The role is displayed in the left portion of the navigation bar.   

2. Select the Team Member Role 
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CHECK YOUR STATUS 

Your TEAM MEMBER HOME page is a great place to start your work day. Floating above each marble are indicators 

that show the number and status of items in the corresponding workspace. The color of the halo indicates the 

status:  

Red Critical 
Yellow Caution 
Green Good 
Blue Undefined 

By clicking on a status indicator, a dropdown menu appears 

showing the list of the most urgent items.  Clicking on an item brings the user to the detail page for that item.  

1. Sign In to SharkPro Projects with the username and password provided by your administrator. You will be 

brought to your TEAM MEMBER HOME page. 

2. Survey the Marble navigation bar to look for indicators of upcoming (yellow) of past due (red) items. 

3. Look at your TEAM MEMBER HOME page for items associated with you: 

Á Team Members  
Á Upcoming Events 
Á Recent Forum Posts 
Á Recent Documents 
Á Upcoming Milestones 
Á My Tasks 
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FILTER YOUR VIEW 

Individual components may also include a filter that allows the user to display 

information from a selected project, or all projects. 

1. In the Upcoming Milestones, Select a Project from the Project Filter 

Drop-down 

2. Upcoming Milestones will be filtered for that project 

The View Project Filter is located to at the right of the navigation bar. The user 

may select to filter the current view by selecting a single project or by selecting 

all projects.  

3. Select a Project from the Project Filter in the Navigation bar 

4. All components in the view will be filtered for that project 

 

 

REVIEW UPCOMING EVENTS 

The Upcoming Events component displays event that 

may include meetings, business activities, holidays, get-

togethers, and birthdays. 

1. In the Upcoming Events component, click on 

Event Info. 

2. The detailed description of the event is displayed  

3. The event may be edited by the owner of the 

event, by clicking on Edit Item 

4. Click Close 
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REVIEW UPCOMING MILESTONES 

The Upcoming Milestones component shows up to 5 milestones that are 

pending in the next three months. You may filter the milestones by project. 

1. In the Upcoming Milestones component, click on a Milestone to 

see more information about the event.  

 

 

REVIEW RECENT FORUM POSTS 

Use Recent Forum Posts to keep up with discussions among your 

team mates and with other projects.   

1. You may Filter Recent Forum Posts by Project 

2. Click on a Forum Post to read the post and replies 

 

 

 

 

 

 

REVIEW MY TASKS 

In the Team Member Home view, the My Tasks component shows the task name, and the start and end dates for 

the task.  The color of the task indicates if the task is behind schedule.   

1. In TEAM MEMBER HOME   

2. Review the status in My Tasks and Upcoming Milestones 

3. Click on a task to see a detailed description of it.  
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RECORD TIME WITH THE TASK TIMER 

In the Team Member Home view, the My Tasks component shows the task name, and the start and end dates for 

the task.  The color of the task indicates if the task is behind schedule.  To the right of each task is the Start/Pause 

button for the Task Timer.  

1. In TEAM MEMBER home, review the status in My Tasks  

2. Click on the Task Timer next to the Task you will work on 

3. You may begin your work by selecting from the Recent 

Documents Select Component 

4. Click on Pause when you are no longer working on a task. 

 

WORK ON A DOCUMENT 

In the Team Member Home view, the Recent Documents 

component shows the documents you have been working on. 

1. In TEAM MEMBER HOME   

2. Review the status of documents in Recent Documents  

3. Click on a document to open it 

 

 

 

 

 

 

  



Copyright © 2010 SharkPro Software Corporation  P a g e | 6 
 

IDEAS & REQUESTS 

Any user of SharkPro Projects can submit an idea or request.  In the IDEA View, you may create, edit, and delete a 

request and view their status. Use the Requests component to browse or search existing requests to see if others 

have made similar requests. You may filter the requests by status. 

CREATE A NEW REQUEST 

Over twenty types of requests are already included in SharkPro Projects.  

1. In the IDEAS VIEW, Click on Create a New 

Request  

2. Select the appropriate request type. 

3. Complete the form for that request type. 

4. Press Save to submit the Request for approval. 
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CHECK THE STATUS OF A REQUEST 

1. In the IDEAS view, you may filter the list of requests by status. 

2. Click on a request to view its details.   

3. You may click Edit to make changes then Save, or click Delete to remove your request. 
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COLLABORATE 

The COLLABORATE View is a great place to meet your team mates, plan and conduct meetings, remember action 

items, and capture your thoughts in discussions and documents. 

GET TO KNOW YOUR TEAM MATES 

1. While in the TEAM MEMBER HOME or 

COLLABORATE VIEW, scroll the images of your team 

mates (in alphabetical order) 

2. Double click on a teammate to open that team 

ƳŜƳōŜǊΩǎ ǇǊƻŦƛƭŜ 

 

 

 

 

 

 

 

ATTEND A MEETING 

1. Click on an event listed in the Collaborations Component 

2. The View will refresh with information related to the event.  

3. Review the related documents, action items, and recent forum posts 

4. Click the View link next to the meeting to see the meeting objectives, agenda, attendees, etc. 
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CALENDAR 

The Calendar View is a convenient way to view the schedule of tasks assigned to you. 

REVIEW YOUR SCHEDULE OF TASKS 

1. In the CALENDAR view, Select the 

month, week or day.  

2. /ƭƛŎƪ ƻƴ ŀ ¢ŀǎƪ ǘƻ ǎŜŜ ƛǘΩǎ ŘŜǘŀƛƭǎ 

 

 

 

 

 

 

UPDATE A TASK 

You may update the percent complete and remaining work for a task. 

3. Update the percent complete and/or 

remaining work for the task. 

4. Click on Recalculate 

5. You may Save your changes or Send your 

changes for approval  
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TASKS 

The TASKS View is a good place to start your work.   

REVIEW YOUR ASSIGNED TASKS 

1. In the HOME View, you may see 

an alert above the TASKS marble 

when tasks are late (red) are due 

soon (yellow). 

2. Click on the Tasks Marble to 

display a list of Task alerts. 

3. Click on any Task Alert to go 

directly to the detailed page for 

that Task 
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TIMESHEETS 

The TIMESHEETS View is a convenient place to record and review your effort on project tasks.   

REVIEW YOUR REPORTED HOURS 

1. The Calendar shows the total number of hours recorded each day.  

2. The Summary Component shows the Total hours you are expected to work, the hours of work you 

reported, and the hours missing or not recorded.   

3. The My Projects Components shows your hours reported worked on each Project 
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ENTER HOURS ON A TASK 

The time spent on a task may be recorded automatically using the Task Timer or by entering hours directly in the 

TIMESHEETS View. 

1. In the Day Report component, 

select the Month and Day you 

wish to add hours 

2. Select the Project and Task you worked on that day 

3. Enter the number of hours (in decimal format) you worked on the project 

4. You may also add a comment 

5. Click Add 

6. Repeat for other tasks that day. 

7. Select another day and repeat. 

 

UPDATE YOUR TIMESHEET 

Once you have entered your daily reports, you may edit them in the Reports Component of the TIMESHEETS View 

1. Scroll down to the Reports component in the TIMESHEETS view 

2. Daily time reports are shown for the current month. Use the calendar to change to a different month. 

3. Click Edit to change the hours or the comment for that report or click Delete to remove it from your 

timesheet 

4. Click Save or Cancel 
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PROFILE 

 

UPDATE YOUR PROFILE 

Your profile contains information about you that is shared with other members of 

your team. 

1. Click on the PROFILE marble in the navigation bar 

2. In the PROFILE VIEW, click on Edit Profile 

3. Click on Browse to upload a profile image. 

4. Make changes to any profile fields. 

5. Click Save. 
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REPORTS 

PRINT MY STATUS REPORT 

The REPORTS view lets you generate reports in several formats, including: 

Pdf, Microsoft Excel, and Microsoft Word 

Reports can be delivered to the desktop, in an email or directly to the Project 

Server Document Library. 

 

 

The Report Viewer component in the Reports view allows you to select from several built-in reports and templates.  

The most common reports are listed in the dropdown box. 

1. Select the REPORTS VIEW marble 

2. In the Report Viewer, select the My Project Tasks report from the 

dropdown box 

3. You may change the start and end dates and show or hide completed 

tasks using the selection on the right. 

4. Use the Actions dropdown to Print or export your report into other 

formats. 
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PROJECT MANAGER QUICKSTART 

The Project Manager should be familiar with the Team Member role in SharkPro Projects as described in the Team 

Member 5 Minute Quick Start.  The following section describes additional views in SharkPro Projects that are 

designed specifically for the Project Manager. 

PROJECT MANAGER VIEW 

 

CHECK YOUR STATUS 

1. Sign In to SharkPro Projects with the 

username and password provided by your 

administrator. You will be brought to your 

PROJECT MANAGER HOME page. 

2. First look at the marble navigation bar for 

indicators of issues and past due tasks. 

You can click on a marble with an 

indicator to see a drop-down list of the 

items. 

3. Survey your PROJECT MANAGER HOME 

page for items assigned to you: 

¶ Project Status Overview 

¶ Upcoming Milestones 

¶ My Tasks 

¶ Recent Documents 

¶ Late Tasks 
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PROJECTS 

CHECK STATUS OF MY PROJECTS 

The Project Status Overview component on the PROJECT 

MANAGER HOME page provides a quick indication of 

progress and issues for all projects assigned to the 

project manager.   

1. Click on any project to get more details about 

that project. 

2. The Project View for the selected project shows: 

¶ Project Timeline  

¶ Project Status Overview 

¶ Project Task Info 

¶ Risk Grid 

¶ Project Documents 

¶ Project Issues 
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VIEW PROJECT TIMELINE 

The Timeline component in the PROJECTS VIEW displays a summary schedule of the project. 

1. Click on the PROJECTS VIEW. 

2. Select a project from the Project Drop Down 

3. Scroll to left and right along the project Timeline. 

 

 

REVIEW WORKFLOW 

Most project types in SharkPro Projects have a workflow associated with 

them. The workflow associated with a project is displayed in the 

Workflow Visualization Component. 

1. In PROJECTS View, select a project from the project filter drop-

down 

2. Scroll down to the Workflow Visualization Component to see the 

workflow for the selected project 

3. Click on a workflow item to see a description of it  
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VIEW PROJECT TASKS 

The Project Tasks component in the PROJECT VIEW shows a list 

of all tasks for the selected project along with the start date, 

end date, and percent complete for each task. 

1. Click on PROJECTS VIEW 

2. Select a project from the Projects Drop down 

3. Review the status of the tasks in the Project Tasks 

Component 

4. Click on a task to see the detailed page for that task.  

 

 

 

 

 

 

EDIT YOUR PROJECT IN PROJECT WEB APP 

You can display and edit the detailed project schedule using Project Web Access (PWA). 

1. Click on the PROJECTS VIEW. 

2. Click on the Schedule link next to the project you would 

like to edit.  

3. A new Window will open displaying the detailed Project 

Schedule for the selected project.  

4. Make any edits to the project tasks, schedule, and resources. 

5. Save and Publish your changes. 

6. Close the window to return to the SharkPro Projects View. 
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EDIT THE PROJECT USING PROJECT PROFESSIONAL 

You may check out a project from SharkPro Projects and edit it using Microsoft Project Professional 2010.  Then 

you can check-in the project and publish it to your team.  

1. While in Project Web Access (PWA), click 

and hold Edit 

2. Select Edit In Project Professional 

3. Microsoft Project Professional 2010 will 

open.  Make your changes to the project. 

4. Save the Project to Project Server 

5. You may Close Project Professional 2010 

6. In Project Server, Check-in and Publish 

the project 

7. Close the window to return to SharkPro 

Projects 
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CONNECT PROJECT PROFESSIONAL TO SHARKPRO PROJECTS 

 

If you have been managing projects with Microsoft Project, you can connect Microsoft Project Professional 2010 to 

publish your projects to SharkPro Projects.  You will then be able to view and edit your projects using SharkPro 

Projects and the Project Server 2010 Web Application. 

1. Open your project in Microsoft Project Professional 2010. 

2. Click on FIle then Info and select Manage Accounts 

3. The Project Server Accounts dialog box will show any existing project 

server accounts. 

4. Click Add to add the URL for your project server (for 

example, https://pwa.bemopro.com/sharkprodemo1) 

5. You may select ά/ƘƻƻǎŜ ŀƴ ŀŎŎƻǳƴǘέ when starting. 

6. Press OK 

7. To log on to the server, close and restart Project. 

8. The next time you start Project Professional 2010, you may 

be asked to choose your server. 

9. Select your Project Server Account and Sign In.  You may 

choose to sign in automatically to avoid this step in future. 
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SAVE YOUR PROJECT TO SHARKPRO PROJECTS 

If you have been managing projects with Microsoft Project, you 

can use Microsoft Project Professional 2010 to save and publish 

your projects to SharkPro Projects.  You will then be able to 

view and edit your projects using SharkPro Projects and the 

Project Server 2010 Web Application. 

1. Start Project Professional 2010 and Open a project on 

your computer  

2. Click the File tab, then Save as  

3. Enter the name of your project and the department 

4. Click Save 

 

PUBLISH YOUR LATEST PLAN AND TEAM ASSIGNMENTS 

When you create an enterprise project and save it to Microsoft Project Server, it is not yet available for team 

members to view and update. The project is available only to you. 

To make the project available to your team members, you must publish the project. Publishing a project also 

publishes its assignments. As your project progresses, you may have to make changes to your tasks and 

assignments. These changes must be published to make them available to your team members. 

 

1. Start Project Professional 2010 and 

connect to Project Server.  

2. Open the project, click the File tab, and 

then click Publish. 

3. If you have made changes to the plan 

and haven't yet saved them, you will be 

prompted to do so. Click Yes to save the 

plan. 

4. If you do not have a workspace site for this project, select Create a workspace for this project in the 

Publish Project dialog box. 

5. Click Publish. 

 Note   The collaboration commands and options are not available unless you are connected to Project Server. 

If you have made changes to your project, but you aren't ready to share those changes with your team members, 

you can save the project to Project Server by clicking the File tab, and then clicking Save. Your changes will only be 

available to you. You can check the project in and out of Project Server to make changes. When you're ready to 

share your changes with team members, publish the project. 
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ISSUES 

An alert will appear above the ISSUES marble if there are issues or risks associated with your projects. 

CHECK ISSUES & RISKS 

1. Click on the ISSUES Marble to see a list of Issues 

2. Click on any issue to see the details of that issue 

3. Click More to go to the ISSUE View 
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EDIT ISSUES & RISKS 

1. While in the ISSUES View, click on any Issue or Risk that you 

wish to view or edit 

2. Click Edit Item to make changes. 

3. Save your changes to return to the ISSUES View 

 

 

 

 

 

 

 

 

 

ADD ISSUES & RISKS 

1. If in the ISSUES View, Click on the project name to go to the 

PROJECT View, or just click on the PROJECTS marble 

1. In the PROJECT View, Click on Schedule to open a new browser 

window for the Project Schedule in Project Server 

2. Click on Issues & Risks to see the number of each in each project 

3. Click on the Project Name in the Issues table or Click on the 

Project Name in the Risks Table  

4. You may View or Edit existing items 

5. Click Add new Item  

6. Complete the New Item form 

7. Save the new item and Close the browser window to return to 

the PROJECTS View. 
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REPORTS ς PROJECT MANAGER 

The REPORTS view lets you generate reports in several formats, including: Pdf, Microsoft Excel, and Microsoft 

Word.  Reports can be delivered to the desktop, in an email or directly to the Project Server Document Library. 

PRINT A PROJECT STATUS OVERVIEW REPORT 

The Report Viewer component in the REPORTS view allows you to select from several built-in reports and 

templates.  The most common reports are listed in the dropdown box. 

1. Select the REPORTS View  

2. In the Report Viewer, select the Project Status Overview report from the dropdown box 

3. Some reports require you specify parameters 

4. Use the Actions dropdown to Print or Export your report into other formats. 
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LIST AVAILABLE REPORTS 

There are over 50 reports available in SharkPro Projects.   

1. In the REPORT view, click on Mange Reports 

2. Scroll down to see the complete list of available reports 

For Team Members     
My Project Tasks     
My Tasks     
My Planned Time Off     
My Planned vs Reported Hours     
My Project-Oriented Timesheet Activity     
My Projects and Assignments     
My Task Count and Status    Project 
Milestones     
Project Tasks     
TaskNotesSubReport     
For Managers    
Late Tasks     
Project Details     
Project Overview     
Projects Status Overview     
Tasks In Progress     
This Month Milestones     
This Week Tasks     
Active Resource Details     

Archive Project Details     
Assignment to Timesheet Consistency     
Draft Project Details     
EV_Trend_Live     
Inactive Resource Details     
Project Baseline Details     
Project Task and Assignment Details     
Project Type Details     
Project_Detail     
Published Project Details     
Queue - Project jobs     
Queue - Timesheet jobs     
Resource Activity by RBS & Position Role     
Resource Allocation Subreport     
Resource Allocation     
Resource Capacity versus Demand 
Heatmap by Position Role     
Task Update Compliance     
Timesheet Compliance     
 

For Administrators     
Administration Dashboard     
Metadata Assignment Cust Field Details     
Metadata Custom Field modifications     
Metadata Ent Template Modifications     
Metadata Lookup Table Modifications     
Metadata Resource Custom Field Details     
Metadata Task Custom Field Details     
 Security Categories Modified     
Security Groups Modified     
Security No RBS setting     
Security Permissions on User Level     
Security Templates Modified     
Security Users Modified     
SQL Server Database Space Usage     
SQL Server Fragmentation     
SQL Server Table Space Usage     
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CHANGE REPORT PERMISSIONS 

You may control which reports are available for team members, project managers, and executives.  

3. In the REPORT view, click on 

Mange Reports 

4. Click the check box below 

each user role to make that 

report visible to that user 

5. Click Save 
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EXECUTIVE 5 MINUTE QUICKSTART 

The executive view presents high-level reports of projects, resource capacity, costs, and risks all projects.  This view 

can be tailored by the Administrator to meet the needs of the executives and other stakeholders. 

EXECUTIVE HOME 

The EXECUTIVE HOME View by default shows four reports that are useful for monitoring the resources, costs, and 

risks. ¢ƘŜǎŜ ǊŜǇƻǊǘǎ Ŏŀƴ ōŜ ŎǳǎǘƻƳƛȊŜŘ ŀƴŘ ŎƻƴŦƛƎǳǊŜŘ ōȅ ǘƘŜ ŀŘƳƛƴƛǎǘǊŀǘƻǊ ǘƻ ƳŜŜǘ ǘƘŜ ŜȄŜŎǳǘƛǾŜΩǎ ƴŜŜŘǎΦ 

 The Capacity Report shows the capacity of resources compared to actual work.  

 

The Cost by Department Report shows the cost, baseline cost, and actual cost for each department. 

 

The Monthly Cost Report shows accumulated costs by Department. 

 

The Risk Count Report shows the number of risks reported in each department. 
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SETTING UP YOUR ACCOUNT ON BEMO  

SharkPro Projects On-Demand is hosted by BeMo ς Project Intelligence, a specialist online market place for 

Enterprise Project Management (EPM) solutions and related services.  Follow these steps to use the BeMo hosting 

service. 

OBTAIN A BEMO PASSWORD 

An account has already been created for you in SharkPro Projects On Demand 

(Beta). Follow these instructions for getting started. 

 

1. Go to Bemopro.com 

2. Click on LOGIN 

3. Click on Forgot Your Password? 

 

4. Enter the Image Text 

5. Enter your email as your password. 

6. Press send email instructions 

 

 

 

 

 

7. /ƘŜŎƪ ȅƻǳǊ ŜƳŀƛƭ ŦƻǊ ŀ ƳŜǎǎŀƎŜ Ŏŀƭƭ άtŀǎǎǿƻǊŘ wŜŎƻǾŜǊȅέ ŦǊƻƳ no-

reply@bemopro.com 

8. Click on the link in the email. 

 

 

 

9. Enter the Image Text. 

10. Enter and confirm your password. 

11. Press Send. 

 

 




