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SHARKPRO PROJECTS

OVERVIEW

SharkPro Software Corporatiowmw.sharkprosoftware.comcreated{ K I NJ t N2 toteBlegdinPainidsio
quickly realize value from project management aradlaborationwithout the time andcost of months of onsite
consulting SharkPro Projects provides an efficient and intuitive automated PPM process thatjusgtgadopt
without drowning them in administrationSharkPro Projects is built dficrosoft Project Serve2010and
SharePoint 201@nd comes loaded with proven project templates, workflows, roles, dashboards, collaboration
workspaces, timesheets, a task timer, and dozens of reports. Companies can get started immediagebnand
with SharkPro Projects and Microséftojectand ProjectServer as their best practices mature.

SHARKPRO PROJENISSTALLATION

SharkPro Projects availabldor installationon premise or as hosted servicelf SharkPro Projects is installed-on
premise, pleae see your Administrator for your login access and for information about your assigned roles.

SharkPro Projects available aa fast and affordable cloudased solution aimed at improving project visibility,
productivity, and communicationHosting emables pur organizationto implementSharkPro Projects
quickly,reliably, and at a lower cost than-house deployment.SharkPrd?rojectshostingeliminates the need for
in-house IT familiarity and support for EPM installations. We provide the hostipgrtise 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 fagteran 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

Copyright © 2010 SharkPro Softwareroration Pagel|l
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TEAM MEMBER FIVE MINE 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 Vieavgseat place to start your work day.

e T4 - Tog Tu4

Home Ideas’ Collaborate Galendar Tasks Timesheets: Reports Issues Profile

Al projects_+

SharkPro Projects employs a simple and intuitive navigation using marbles. A marble represents a view or
workspacdn SharkPro Projects. Users are presented with different marbles depending on their role. The
following workspaces are delivered with SharkPro Projects

@ Home @ Projects @ Issues
© Ideas/Requests © Tasks © Profile
© Collaborate © Timesheets © Help
© Calendar © Reports
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TEAM MEMBER HOME

CHANGE YOUR ROLE

In SharkPro Projects, all users are assigned roles by the SharkProsPhojexnistrator. 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

. -
6 Executive Home Ideas
The user may select a role if the usas been assigned to more than one rofehanging Executives

Project Managers

roles will reveal views specific to the selected role and may hide other views not appropri .~

to the role. . Portfolio Managers .

1. The role is displayed in the left portion of the navigation bar.
2. Select the Team Member Role

Copyright © 2010 SharkPro Softwarerfbration Pagel| 2
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CHECK YOUR STATUS

Your TEAM MEMBER HOME page is a great place to start your warkoddéing 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:

G Red Criical

i Ideas Collaborate
Yellow Caution G Gl

@» Green Good
@ Blue Undefined

By clicking on a status indicator, a dropdown menu appears .n !

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

1. Sign Into SharkPro Projects witthe 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 fosigessociated with you
A Team Members
A Upcoming Events
A Recent Forum Posts : ; : 3 e W
A Recent Documents somE Izess  Collatorste Calsdar parts [=su Erzfile
L . . _Teamﬂemm v
A Upcoming Milestones
A My TaSkS Upcaming Milestones
i
‘Scope complets (Cenralt Safware Development el
Egz_.leteoe-nnmnaebm Normal
Upcoming Events T:eal se-.?‘;?r.. e
ETN  Accenance (New Produst e Nomal
E 39 days 10 0
E Analysis complete (Camral Sofware Development Nommal
1 Deslgn Team Mig g oW E= ;p;w-_: s..'.: oo
OO TESWI BRI LA @ 08 N TS AN Seiim Design complete (Cantral1 Software Deusiopment honmal
P
Recent Forum Pasts e
i
R My Tasks
paailie ks o E "E
Cesign I o0:00:00
Test I oo:00:00
Lional Haniey on 0S-21-2010 01:44 FIS Orer Meda I o0:00:00
s — -
e mirecw.'m I o000
Determine project scope: I oo :00:00
Recent Documents Design Rewew I o0:00:00
E Deslogemant I oo:00:00
) oo e - -
i S e

Copyright © 2010 SharkPro Softwarerfbration Pagel| 2



FILTER YOUR VIEW

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

information from a selected projecgr all projects.

PRO O

Help
1. Inthe Upcoming Milestone§elect a Project from the Project Filter | eroject | new product pev ~ 0

Drop-down

2. UpcomingMilestoneswill be filtered for that project

All Projects

Web Campaign
Mew Product Dev
Test CF

The View Project Filter is located to at the right of the navigation bar. The use ~ *°r o=veicpmentFroiest
may select to filter the current view by selecting a single project or by selectin

all projects.

3. Select a Project from the Project Filter in the Navigation bar
4. All componats in the view will be filtered for that project

Upcoming Milestones

=

le Development Normal

New Product Dev.

Normal

Dec. Acceptance (New Product Dev) Normal

REVIEW UPCOMING EVYEBN

The Upcoming Events component displays event that
may include meetings, business activities, holidays, get

togethers, and birthdays.

1. Inthe Upcoming Events component, click on

Evert Info.

Upcoming Events

O Design Team Mig & Now Event Info
O Design Team Brown Bag 03 Mov 11:30 AM Event Info
Lunch B

2. The detailed description of the event is displayed

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

event, by clicking ok&dit Item
4. ClickClose

Copyright © 2010 SharkPro Softwarer@oration

Event Info

car
Fem X Delee e

Manage

Title Design Team Mig

5/21/2010 1:00 PM
12/21/2010 2:00 PM

New Product Design ideas, status, issu

storming. KeolAid and Cookies.

Every 1 week(s) on: Tuesday

Design Tesm Mtg

ent
21/2010 12:53 PM by Fred Smith
2 /21/2010 1:30 PM by Lionel Hanley L J

Pagel| 3



REVIEW UPCOMING MEIEONES

Upcoming Milestones

The Upcoming Milestones component shows up to 5 milestones that are

L ' . . =
pending in the next three month¥.ou may filter the milestones by project. o comntte o1 Satame -
Project)
1. Inthe Upcoming Milestones component, clickailestone to T tome
- . Dec cceptance (New Product Dev) ormal
see more information about the event. e e tme
Analysis complete (C1 Software D Normal
2] Project)
Igesm;\ EDI;\D\E‘E (G1 Software D Normal
5of 14
REVIEW RECENT FORRDAETS
Use Recent Forum Posts to keep up with discussions among yo! Recent Forum Posts
team mates and with other projects. 4
Ns'.t'Dic?.lssi:n .
1. You may Filter Recent Forum Posts by Project e
el feedbecs of astem
2. Click on a Forum Post to read the post and replies e
Cool Web |dess
Social M.E.:I?s Ir!tgg. rst\:m_
B e ool ot o ooy Mulitoucn ceviss
eI (e d— - sor7

How do e levesge socisl medis?

Broject Documents

Usts

Issues

Posied: 9/24/2010 1:44 PM

1202 7|foz| Ihaniey @sharkprazofware.com

e Bin

¥5how Quoted Messages

[ AN site Content

REVIEW MY TASKS

In the Team Member Home view, the Masks 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

) ) . ) My Tasks
2. Review the status iMy Tasksand Upcoming Milestones
. L. . id] O
3. Click on a task to see a detaildescription of it.
Design 0127 50
Task Info Design Review o750
Development 033528
s @ B m Pagi Pubi —_ 012750
Development Rall-cut [ 11 [EEEH
Total work 320h
Percent complete: @l 1 25% Notes:
Start Oct 04
Finish Nov 26

Remaining Work:  240h

Project manager:  System Admin, Lionel Hanley, Fred Smith

Assigned To Lionel Hanley

Copyright © 2010 SharkPro Softwareroration Pagel| 4



RECORD TIMEITH THE TASK TIMER

In theTeam 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 thefrggithotask is the Start/Pause
button for the Task Timer.

My Tasks

1. In TEAM MEMBHRmMe, eview the status iMy Tasks

= B
2. Click on theTask Timenext to the Task you will work on oo frp—
3. You may begin your work by selecting from the Recent  c..onccues o1 2750
Documents Select Component Development = W 033520
4. Clickon Pause when you are no longer working on a task ™ = W 012750
Roll-out [ 11 RG]
WORK ON A DOCUMENT
. Veeemin oy ‘Windows Internet Explorer %
In the Team Member Home view, the Recent Documents
) What do you want to do with Design
component shows the documents you have been working on. | Document.docx?
Size: 204 KB
R From: pwa.bemopro.com
1. In TEAM MEMBER HOME i | Dl
. > in Mi ft Offi d
2. Review the status of documents Recent Documents e
3. Click on a document to open it > save
< Saveas

Copyright © 2010 SharkPro Softwarer@oration Pagel|5



IDEAS & REQUESTS

Any user of SharkPro Projects can submit an idea or requeshe IDEA View, you may create, edit, and delete a
request and view their status. Use the Requests component to browse or search exdgliegts to see if others
have made similar requests. You may filter the requests by status.

CREATE A NEW REQUEST
Over twentytypes of requests are already included in SharkPro Projects.

1. InthelDEAYIEW, Click o@reate a New

Please select request / idea type

Request
2. Select the appropate request type. g 63 o o »
3. Complete the form for that request type. ) ) . .
E Eguiprment IT - Software IT - Software Software problern
4. PreS§avetO Submlt the Request for approval Purchase Maintenance Purchase Maintenance
2 00 9 0
Chanu‘e reguest  [T- H:;rdware o IT- H:;rdware or \m‘:\dent Dew F“mducl or
Senices Semnices Project
Purchase Iaintenance
0 0 0 8 6
HR Idea or Mew Event Enhancerment herger and Legal Request
Reauest nlanning Reauest Acouisition

Requests - New Item

HB B 9V
’j 53 copy
S Canesl Pame amsen Speiing

Fiie

Commit Cipboard Actions _Speling

(@) Hers cn s st require content appraval. Your submission il nct appar n publc views untl appraved by semsans with praper rights. Mars infarmatien en —
content approval.

Requester |ﬁ‘,m

Department =

Request Date i

m,

Subject

Description

Purpose / Objectives

Additional Information

Copyright © 2010 SharkPro Softwareroration Pagel| 6



CHECK THE STATUSAGREQUEST

1. InthelDEASiew,you may filter the list of requests by status.
2. dick on arequestto view its detalils.

3. You may clicEditto make changes theBave or clickDeleteto remove your request.

Creats Mew Request

Requests
Requester Priority Approver Status Actions
Lo Projects Installation in bumbai Greg Bailey Marmal Greg Bailey Qpen Edit Delete
08.22.2010 Requests work only with admin priveleges Greg Bailey High Anton Kravtsov Appraved Edit Delete
08.22.2010 Pl event planning Greg Bailey High Greg Bailey Approved Edit Delete
08.31.2010 Software Need Update Greg Bailey Loy Approved Edit Delete
08.30.2010 nEW cAMPAIGH Greg Bailey Urgent Qpen Edit Delete

Copyright © 2010 SharkPro Softwareroration

Requests -

@ 1= on this i recuine conpenc approval, Your subission wil ot appes in public iews unti approved by someons with proper rights, More

information on content approval.

Content Type
Requester
Department
Custemer
Request Date
Subject

Description

Burpose / Objectives

Bug Fixing request =]

Lionel Hanley ;

Marketing

9/21/2010

=]

=

Blue scresn appears when I enter my username

WHen I do something, I crash it

| &2

T

Pagel|7



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 dissiensand documents

VGET TO KNOWOURTEAM MATES

1. While in the TEAM MEMBER HOME or
COLLABORATE VIEW, scroll the images of your te
mates (in alphabetical order)

2. Double click on a teammate to open that team
YSYoSNRa LINRFAES

User Profile

Freg S

o Project Sener2010”
SranEno

702

Mansacring

ATTEND A MEETING

Clickon an eventlisted in the Collaborations Component

The View will refresh with information related to the event.

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

Click the View link next to the meeting to see the meeting objectives, agextbndees, etc.

powbdPE

Copyright © 2010 SharkPro Softwareroration Pagel| 8



CALENDAR

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

REVIEW YOUR SCHEDOEH ASKS

1. Inthe CALENDAR vieBeglectthe o e Mowe vk Mo
month, week or day. _ 5
2. 1 tA01 2y | ¢lal 42

Tosy [Fwesk §]Moath
UPDATEA TASK
You may update the percent complete and remaining work for a task.
3. Update thepercent completeand/or Development
remaining workfor the task == | s | - —

9 General Details

4. Click orRecalculate
5. You maySaveyour changes oBendyour
changes for approval

0]

3 Recent Task Changes

View the history of task changes, updates, and
pravak,

Copyright © 2010 SharkPro Softwareroration Pagel|9



TASKS

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

REVIEW YOUR ASSIGNBBKS

1. Inthe 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. Clik on any Task Alert to go

tance {New Product Dev

Aocep! Il }

Upcoming Events

My Tasks

directly to the detailed page for = .
0 Design Team Wtg @ Now Event Info IS 3 00:00:00
that Task e
Active Tasks Milestones
dew Froduct De |z| [ This Wes= ew Product De |z|
Test (Mew Product S ot I | o3 Dec Acceptance (New Product Dew) Mormal
Dew) =] =] BEE. 39 days to go
Design Review (New Sep oot I | o3
Product Dev) ==
Development (Mew oo o & | 250 Recent Documents
Product Dev) ]
g:ﬂ;nut [Mew Product Z: | | ome = duct De |E|
s Design Document.dooe
=] by i:0 on Today
Deliverables 4 New Product Requirements Doc.doot
Requirements Document Jan 01 Jan 01
Design Document Jan 01 Jan 01
Test Plan Jan 01 Jan 01
User Guide Jan 01 Jan 01
Regular Sep 23 Jan 01
Copyright © 2010 SharkPro Softwarerfbration Page] 10



TIMESHEEST

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

REVIEW YOUR REPORMBDRS

1. The Calendar shows thetal number ofhoursrecorded 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

Calendar I —
Total hours: p—
(<] October 2010 = otal hours
Reported hours: 125
Mon Tue Wed Thu Fri Sat Sun Missing hrs: a5
1 z 3
Sh
My Projects
¢ 5 s 7 8 ® 10
6h  4h 7h 6h 4h Wb Campsign N
Mew Product Dev oh
11 12 12 14 15 18 . —

oh

oh

Oh

oh

25 28 7 28 29 20 21

Day Report

Maonth Day Project Task Hours Comment
Reports

Date Project Task Hours Comment Action

15 Oct, 2010 ‘Web Campaign Order Media 1 Edit Delete
15 Oct, 2010 New Product Dev Development - Edit Delete

Copyright © 2010 SharkPro Softwareroration Pagel| 11



ENTER HOURS ON AKRAS

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

1.

No ok wdN

In the Day Report component, Day Report

select theMonth and Dayyou oy Preeet
wish to add hours s - T e
Select theProjectand Taskyou worked on that day

Enterthe number of hours (in decimal format) you worked on the project

You may also add a comment

ClickAdd

Repeat for other tasks that day.

Select another day and repeat.

UPDATE YOUR TIMESHEE

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

1. Scroll down to the Reports component in the TIMESHEETS view
2. Dalily time reports are shown for the current month. Use the calendar to change to a different month.
3. Clickeditto changethe hours or the comment for that report or cli€eleteto remove it from your
timesheet
4. CickSaveor Cancel
Reparts
4] 4]
Date Project Task Hours Comment Action
25 Oct, 2010 Web Campaign Web Launch 3 Going well Edit Delete
28 Oct, 2010 Web Campaign Configure CRM / web landings 2 Edit Delete
28 Oct, 2010 New Product Dev Development 3 Mere difficult than expected. ., Save Cancel
28 Oct, 2010 Web Campaign Configure CRM / web landings & Almost DOne Edit Delete
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PROFILE

UPDATE YOURROFILE

User Profile

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

Click on the®PROFILEarble in the navigation bar
In the PROFILE VIEW, clickedit Profile

Click orBrowseto upload a profile image.

Make changes to any profile fields.

ClickSave

asrwbdpeE
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REP®RTS

PRINTMY STATUREPORT

TheREPORTS videts you generate reports iseveral formats, including: Report Viewer
Pdf, Microsoft Exceland MicrosoftWord

Reports can be deliverdd the desktop in anemail or directly to the Project
Server Document Library

. Marketing Project
Report Viewer - My Tasks Reports
New Product Dev

Actions » @ 14 41 of 1 b P & Find Next x B
My Tasks report generated by Lionel Hanley (328/2010) a Parameters
Period: whole tasks with completed. Start Date
Project Hame Task Name Start Date End Date Duration Work ': J

@ Marketing Project Brainstorming 9142010 942010 8.00 8.00 End Date
Mockups SMS20M0 8MT2010 24.00 24.00 i
Select best three MTZ0M0 9MTI2010 0.00 0.00

Show Completed Tasks

Order Media 2002010 S/20/2010 8.00 8.00

TheReport Viewer component in theeports view allows you to select frasaveal built-in reports and templates.
The most common reports are listed in the dropdown box.

1. Select theREPORTS VIEWarble Report Viewer - My Tasks

2. Inthe Report Viewer, select thdy Project Taskseport from the :E_q —
dropdown box Gk i oy )

3. You may change the start and end dates and showde bompleted a—wm”” -
tasks using the selection on the right. e

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

formats.
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PROJECT MANAGERJICKSTART

The Project Manager should be familiar with the Team Member role in SharkPro Projects as désd¢hbéteam
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 Irto SharkPro Projects with the
usernameand password provided by your
administrator. You will be brought to your
PROJECT MANAGER HOME page.

2. First look athe marble navigation bar for
indicators of issues and past due tasks
You can click on a marble with an
indicator to see a droplown list of the
items.

3. Surveyyour PROJECT MANAGER HOME
page fo items assigned to you

1 Project Status Overview

Home Ideas  Collaborate Calendar  Tasks  Timesheets Raports

Project Mansgers +

New Product Dev

Test CF

1 Upcoming Milestones

1 My Tasks

1 Recent Documents

1 Late Tasks 5 &

Home Ideas  Collaborate Calendar Tasks  Timesheats Repar ssues i Profile

Preject Mansgers = All Projects -

Project Status Overview

Project Name Progress Issues.

Web Campaign — son (R
New Product Dev Ca—y
Test CF o
Upcoming Milestones Centrall Software Development [ 1%
Project
[ shaners e— T
Need updated demo data in back —
Scope compiste (Centrall Software Development  Normal tact aven o
Project)
e Normal
- 2 My Tasks
E Normal
. |Z| [Emnis
o= Normal
- B oo
) Test i I o0:00:00
Design complete {Centrall Softwsre Development — Normal E
Design Review - E H oo:00:00
Development o [+ ]
Sof 14 = = = 00:00:00
oo = B e
Recent Documents
E Late Tasks
Ejﬂewf—‘mdm uirements Doc docx seFeaste [v]
=] by Liomet Hamiey on 09-21-2010 0550 AM
o =
e = =
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PROJECTS

CHECIKSTATU®F MY PROJECTS

The Project Status Overviememponenton the PROJECT  Project Status Overview
MANAGER HOMiageprovides a quick indication of

. . . Project Name Progress Issues
progress and issues for all projects assigned to the T — p—— R —
project manager. New Product Dey - py G
. . . Test CF (. )] S
1. Click on any project to get more details about =t 0%

that project

2. The Poject View for the selected projeshows:
1 Project Timeline

Project Status Overview

Project Task Info

Risk Grid

Project Documents

Project Issues

=A =4 =4 -4 =

Collaborate Calendar skis i 55UES 5 Help

Praject Managers = Web Campaign =

Timeline

Thu Seg 16 Fri Seg 17 Sat Sep 18 Sun Sep 18 Mon Sep 20

Selest best Mres Wel Launsh
Frl 81772010 Man 820i2010
1 J -]
Project Status Overview Risk Grid
Project Mame  Progress Issues
Web Campaign (- sov (D Schedue
Madium.
Project Task Info (=™ |
Tash Start End Status - ol Nz, P
Erainstorming E E — 1007 -
Mockups E E —100% |Z
Select best three [ Project Documents
Order Media — 0% File Name Type  Version
Set Metrics s S [~ e PM Quick Reference Guide pdf 1.0
-~ B ?

2 SharkPro Fast Path.pdf i0 L
Project Issues ') SharkPro Projects On Demand pdf 1.0
Issue Priority Status Summary

? SharkPro Projects. pdf 1.0
Old Graphics need to Medium Active -
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VIEW PROJECT TIMELIN
The Timeline component in the PROJECTS VIEW displays a summary schedpi®jeicthe
1. Click on thePROJECTS VIEW

2. Select groject from the Project Drop Down
3. Scroll to left and right along the project Timeline.

Timeline

| REVIEW WORKFLOW

Workflow Visualization

Most project types in SharkPro Projects have a workflow associated w
them. The workflow associatedith a project is displayed in the
Workflow Visualization Component. .

1. Initial Review

1. In PROJECTS View, select a project from the project filter droj e

down
. . . 2. Define (Msjor Project)
2. Scroll down to the Workflow Visualization Component to see tt
workflow for the selected project 2 Select
3. Click on a workflow item to see a description of it
3. Select Checkpoint
Workflow Visualization Mot Selected
1. Define
g‘;:"e ] 3. Plan

1. Initial Review \ ) [ §
:mcepss The:a is n:Iacnan Ineedsﬂ from « 4. Plan Stage (Major Project)
you. If approved, it will move 1o the | Berected ‘
Y T e | 2. Define (Maijor Project) S enChestpeint (Maior R ical
wnrkl!aw stage and you will be notified by D
et 2. Select 4. Manage

S S

|’ 3. Select Checkpoint |

|: Not Selected . Manage Stage (Major Project)

‘ 7. Manage Checkpeint (Major Project)

3. Plan
-

| 4 Plan Stane Mzior Proiecn |
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VIEWPROJECTASKS

The Project Tasks component in the PROJECT VIEW shows
of all tasks for the selected projeatong with the start date,
end date, and percent complete for each task.

Project Task Info

Task Status

3w

m

Determine project
scope

1. Clickon PROJECTS VIEW —
2. Select a project from the Projects Drop down

[~ E— TS

Define preliminary | I '
3. Review the status of the tasks in the Project Tasks resaurees
s Now “E— T
Component eaourens b

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

Task Info

ons - pf B BBy Pao Pub

Determine project scope

Total work 600h
Percent complete: ) 3% MNotes
Start Sep 22
Finish Oct 05

Remaining Work:  581.25h

Project manager:  Anton Brooks

Assigned To: Fred Smith

EDITYOURPROJECIN PROJECT WEB APP
You can display and edit thetailed project schedule using Projatteb Access (PWA)

1. Click on the®PROJECTS VIEW

2. Click on thescheduldink next to the project you would Project Status Overview
like to edit. Project Name  Progress Issues

3. A new Window will open displaying the detailed Project =~ "e&mesr S s IS soes
Schedule for the selected project.

4. Makeany edits to the project tasks, schedule, and resources.

5. SaveandPublishyour changes.

6. Close the window to return to the SharkPro Projects View.

ar = e} View: Tasks Summany s 6
E3 copy @ o = ' Fitter: Mo Fiter - A A\
Paste Edt  Save  Publsh Calculste | Autc | Insen Delete  Outine Zoom Zoom Scrolito
Undo ~ = Schedule = Group By:| No Group - In Out Task
Cipboard Praject Editing Tasks Data Zoom
Status: Checked-in Last Modified: 10/6/2010 1:51 PM Version: Published
Web Campaign @ o Mode | Task Nams Dursfon  Start Finish % Campizte werk | 12/2010 3/15/2010
- M TWTF s sMTwWTFSs
Schedols o 2. 2 Web Campaign od 9/14/2010 9/24/2010 5804 132h [~ ]
Praject Information 1 =) Brainstorming 1d 9/14/2010 5/14/2010 100% &h =]
2 = Mockups 3d 9/15/2010 9/17/2010 100% 24h [—]
Projects 3 =) Select best three od 9/17/2010 3/17/2010 100% oh <
Projact Cantar 4 =Y Order Madia 1d 9/20/2010 9/20/2010 70% 12.8h &=
Approval Center s = Set Metrics 1d 9/21/2010 9/21/2010 25% 20h @
Warkflow Approvals & =) Configure CRM / web |z 3d 9/22/2010 9/24/2010 10% &§7.2h S
7 = Web Launch od 8/20/2010 /2002010 0% oh ¢
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EDIT THE PROJECTNGSPROJECT PROFERALO

You may check out a project from SharkPro Projects and adiirity Microsoft Project Professional 2010. Then
you can checlin the project and publish it to your team.

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

and holdEdit s
2. SelectEdit In Project Professional o[ I e ——— &
3. Microsoft Project Professional 2010 will e 7% = Rl e w0 s Dees =
open. Make yotchanges to the project. _ cees wsomcnim T B ——

Status: Chackad-ir In Project Professicnal  LO 1:51 PM Wersion: Published

4. Savethe Projectto Project Server _
. . Web Campaign Q@ Maods| Task Name Start
5. You may Close Project Professional 201( schsduis “

Project Information

6. In Project ServeCheckin and Publish o S |@WebCampaign 8/13/2010

. 1 B Brainstorming /1472010

the prOjeCt Projects 2 = Mockups 9/15/2010

7. Close the window to return to SharkPro == === P e
Approval Center rder Media y

Projects Warkflow Approvals 5 = Set Metrics 9/21/2010

5 - Configure CRM / web landings 9/22/2010

My Wark 7 | Web Launch 5/20/2010
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| CONNECTPROJECT PROFESSIOMAEHARKPRO PROJECTS

Task Resource Project View

I Save

Save As

Information About Marketing Schedule
C\Users\Lionel\Documents\SharkProSoft\Marketing Schedule.mpp _
=4 Open | 52 | ]

Project Server Accounts L J

L4 Close .
Project Serve| | Available accounts:

Info @ Not connected { | [Name URL Default ~
- Project Informa

Manage
SharkPro Serverl https:, a.bemopro.com/shar
Recent Accounts psi//pe P /
SharkPro Server 2 https://pwa.bemopro.com/shar tart Date

New

Organize Glolj

Print Q Move project el
between a local

Account Name:

| My Project Server

Save & Send Organizer
Ré Project Server URL:
Hel | https://pwa.bemopro.com/sharkprodemo2 E
2 Current account: Computer
|:| Set as default account
. To switch accounts, select Cha
|21 Options
When startin
8 e e

() Use my default account

hoose an account

If you have been managing projects with Microsoft Project, youccaimectMicrosoft Project Professional 2010 to
publishyour projects toSharkPro Projectsyou will then be able to view and edit your projects using SharkPro
Projects and the Project Sew2010 Web Application.

Format

Task  Resource  Project  View

e save

1. Open your project in Microsoft Project Professional 2010. S Information About Marketing

C:\Users\Lionel\Documents\SharkProSoft\Marketing

2. Click orFllethen Info and selecManage Accounts S
. . . L. = Project Server Accounts
3. The Project Server Accounts dialog box will show any existing projciE =~ @ roerceomesne
Manage
server accounts. fecent i
4. ClickAddto add the URL foyour project server (for —
example https://pwa.bemopro.com/sharkprodemai =T At Lz | -
A~ - - “z ., 2| | Available accounts: >
5. Youmayslectd/ K22 a$S | wherls@r@.dzy 0 € { =T —G | -
6. PressOK s s N
7. Tolog on to the server, close and restart Project. A
8. The next time you start Project Professional 2010, yay | e
My Project Server
be asked to boose your server. e o Frotectsemer e
i . ——— ‘ht(ps://pwa.bemopro.com/sharkprodemoz
9. Select your Project Server Account and Sign IN. YOU M@ 7o ate sceuis, e cr 156t 2ot cczont

When starting

choose to sign in automatically to avoid this step in future| = " .o

Profile:  SharkPro Server 2
Computer

SharkPro Server 2

SharkPro Serverl

Work Orrmm oK Tancer
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SAVE YOUR PROJECTBHARKPRO PROJECTS

If you have been managing projects with Microsoft Project, y, e prr—
can useMicrosoft Project Professional 2010 to save and publighss e . i
your projects to SharkPro Projects. You will then be able to R
view and edit your projects using SharkPro Projects and the T — st.th:;w J
Project Server 2010 Web Application. f; z 5 ZZM e . b S Rl
1. StartProject Professional 2010 a@pena project on @l TS v
your computer To | e
2. Click theFiletab, thenSave as R et s
3. Enter the name of your project and the department f R Eli!;iﬁ?;:ﬁ!iu“fffiﬁim :
) % v 1) [rojct v Do i
4. ClickSave ;5 j :g —
I 10

PUBLISFHYOURLATEST PLAN AND TEASSIGNMENTS

When you create an enterpriggojectand save it to Micrsoft 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 assignmentAs 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 Pri@ssional 2010 and Publish Project: SepRelease2010 %
connect to Project Server. e et tepane

2. Open the project, click thEiletab, and et B e E
then clickPublish Vreb rpplinattl] hpe:1/gwa.bomopro.com -

3. If you have made changes to the plan T i
and haven't yet saved them, you will be s
prompted to do so. ClicKesto save the
plan.

4. If you do not have a workspace site for this project, selaetate a workspace for this projea the
Publish Projectialog box.
5. ClickPublish

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-iletab, and then clickinGave Your changes will only be
available to you. You cameck the project in and out of Project Server to make changes. When you're ready to
share your changes with teamembers, publish the project.
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ISSUES

An alert will appear above the ISSUES méiflireere 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. ClickMore to go to the ISSUE View

_—
Frofila

Is=ue name:

Issues
|ssus Target Resolution
Pricrity D |zsue Description Project Category Cramer Ciat=
Developers moving to new dev platform MNew Product (1)
L ] 1 Wy v T R T T - vl .f|fballhanley@=sharkprosoftware. com
. . Mew Product {3}
L ] 2 Multiple code base for multiple platforms. Dev - 3 .f|fballhanley@=sharkprosoftware. com
Requires different licensing mechanism on mobile, PC,  Mew Product  {2)
L 3 mac piatfonms, fivux, Pad. Dev 2 2 .l fballhanley@sharkprosoftware.com
Hey Staff turnowver and pulled to other projects. Mew Product (1)
L ] 4 e BT Dev c oyl .fl fballhanley@sharkprosoftware. com
Risks
Ri= Target Riesolution
Probability  Impact 10 Risk Description Project Categony Craner Diate
L MNew Product [}
LI 10 1 ‘Competition beats us to market Dey = 2 .flfba|lhanley @ sharkprosoftware. com
New Competitor Mobile Apps drop MNew Product {3)
0.8 10 2 cots Doy c 3 flfballhaniey@sharkprosoftware. com
0.5 5 3 May nesd to outsource key Mew Product n

personne!

Dev Category1

Copyright © 2010 SharkPro Softwarerfbration
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EDITISSUES & RISKS

1. While in the ISSUES View, click on any Issue or Risk that
wishto view or edit

2. Clickeditltemto make changes.

3. Saveyour changes to return to the ISSUES View

B [zl

.

Hire tnz Gevelspers and have cutsmurce ready, R

(Crasted af §/24/3040 £1.35 AM by 1021 Fos| arbey B
Lot mofid &t §28/2010 1141 AM by £02.1]

o 2t 481y 50 1]t i

ADD ISSUES & RISKS

1. Ifinthe ISSUES View, Click onphgect nameto go to the
PROJECT Vigar just click on the PROJECTS marble

Project Status Overview

Project Name Progress

New Product Dev (.

1. Inthe PROJECT Vigdick onScheduleto open a new browser

window for theProject Schedelin Project Server

wr

Project Name inhe Risks Table

You may View or Edit existing items
ClickAdd new Item

Complete the New Item form

N o gk

the PROJECTS View.

Click on theProject Namein the Issues table or Click on the

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

1y Astive
(21 Catezen2[¥]
(2) Hesi

=
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REPORTEPROJECT MANAGER

The REPORTS view lets you generate reportwvaradormats, 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.

VPRINT A PROJECT ST®OVERVIEWREPORT

TheReport Viewer component in thREPORTNew allows you to select frogeveralbuilt-in reports and
templates. The most common reports are listed in the dropdown box.

Select theREPORT@ew

In the Report Viewer, select tHeroject Status Overvieweport from the dropdown box
Some reportsequire you specify parameters

Use theActionsdropdown toPrint or Export your report into other formats.

powbdpR

o |
sems ® W <R 1P N 9 | tet e :j ()
Work,  Acnual L B
wt Cade Project Rame Seant Date  End Date Progress  Healh Qe
Open wth Regornt Budder | doys  Work, deys Lovel ™°
Sdecde ety 1NN WIMN 00 00 0%
Voot 0480 MM 1L w7’ ®wy #xs O 3
tapen . 104, Uy e report e 120%  Vaiem a0 e Nws o |
SR — AN WA %0 B 0% @ I
’,
< (I uN SN ne 00 200% ® |
T, Cmad srcves
i NN VAN ®0 0o NS @ O
Ty WBAN IVIEAN ns 00 Q00w
Weoerd
HEK Calsoe Veoedd WNN NHIAN 00 00 s @ [
AL U Posect 0NN VINN M9 00 oS :
titad sew Seancal repint WIENY WISNN 00 00 200N
Dited sew reped) o rew Stevipce 14 Sagecl WeANN Weam UL 0 ws
Need ipdme WRNN W2NN 00 00 0%
Pt spAa) rtemet JCiey WM I 00 00 X%
Pien Srodct Imndicton VNN YRR 00 00 s @ 3 \
it seponts comphunce WANN WieMn [ 1] 00 N B
tiew Seaumit & KP1 Espancerent W2 WI22AN 00 00 N O J
Ofteis Serace Compans NI TN L1 me #os ® O H
wech oot Deelsorrent Yol Gt Conch wmarm snaw wie me sws @ ¢
- 3
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LIST AVAILABLE REPOR

There are over 50 reports available in SharkPro Projects.

1.

ForTeam Membes

My Project Tasks
My Tasks

My Planned Time Off

My Planned vs Reported Hours

My ProjectOriented Timesheet Activity
My Projects and Assignments

My Task Count and Statu$roject

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

Report Viewer - Project Tasks

Adions> @ N

Project Name:
Project Owner

Start Date
End Date.

D wBs

2
2
3
3
4
4
5

]

(]

93012010
61172013

Task Name

1.1 New product opportunity identified
1.1 New product opportunity identified

12 gisclosure)

1.2 Describe new product idea (1-page
disclosure)

1.3 Gather information required for gof
1.3 Gather information required for gof

Convene opportunity of screening |
14
(decision to pursue idea or not)

¢ [ Irindnext
Project Tasks report generated by Joha Smith (11/3/2010)
Product Development Toll Gate Coach project whole tasks. with completed.

Product Development Toll Gate Coach
Web Application Pool User (Used for security event handlers)

Describe new product idea (1-page written

In the REPORT view, clickMange Reports
2. Scroll down to see the complete list of available reports

Archive Project Details

For Administrators

Assignment to Timesheet Consistency Administration Dashboard

Draft Project Details
EV_Trend_Live

Inactive Resource Details
Project Baseline Details

ProjectType Details
Project_Detall

Published Project Details
Queue- Project jobs
Queue- Timesleet jobs

Resource Activity by RBSPosition Role

Resource Allocation Subreport
Resource Allocation

Heatmap byPosition Role
Task Update Compliance
Timesheet Compliance

I
[:]

Project Tasks Report

Duration, days _ Actual % Work
SartDate EndDate RN Work,days \oite LTS,
91302010
93012010

9/30/2010 0 0
9/30/2010 0 0

0 000% O
0 000% Bec

9302010 9/30/2010 1 2 01 500%Jo |«

g) Resource Capacity versus Demand Heatmap by Position Role

Planned Work > Capacity by
upto 10 %

=I

N
g 4§

4 "
IR

IS
2
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Project Task and Assignment Details

Resource Gaacity versus Demand

Metadata Assignment Cust Fidetails
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 Spasadé

SQL Server Fragmentation

SQL Server Table Space Usage

@ Resource Allocation

Total Planned
Resource Date Work Availability for
Resource for Day Resource for Day
B )
)
B Overallocated Days

[ Finance activities 2010 ( 39 Overallocations , 0 Underallocations )
[EKCC IFU Project ( 36 Overallocations , 0 Underallocations )

Bxc oject ( )

@ Test (19 Overallocations , 0 Underallocations )

[EIDOA IC1 ( 7 Overaliocations , 0 Underallocations )

[EHR activities 2010 ( 4 Overallocations , 0 Underallocations )

& 3im Tucker ( )
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CHANGE REPORT PERMDSIS
You may control which reports are available for team members, project managers, and executives.

3. Inthe REPORT view, click on
Mange Reports

4. Click the check box below S 10 e e e X

each user role to make that

report visible to that user BV it oot :‘
5. ClickSave =

Report Permissions

Executive Project Manager Team Member

Team Member

My Project Tasks
My Tasks
Project Milestones
Project Tasks
TaskMotesSubReport
Project Manager
Late Tasks
Project Details
Project Overview
Projects Status Overview
Tasks In Progress
This Month Milestones
This Week Tasks
Report Pack
Active Resource Details
Administration Dashboard
Archive Project Details
Assignment to Timesheet Consistency

I
I
I
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EXECUTIVE 5 MINUTBIQKSTART

The executive view presents hifghvel reports of projects, resource capacity, coaty] 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 resourcas costs, a
risks.t KSaS NBLRNIA&A OFy 6S Odzaiéi2YAT SR yR O2yFAIdzNBR o6& (K

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

PerformancePoint Report

160000

140000

120000

100000 +

80000 + —Work
60000 -+ —— Capacity
40000 |

20000 +

o+ _

Total

The Cost by Department Report shows the cost, baseline cost,cinal &ost for each department.

PerformancePoint Report

$1,200,000
$1,000,000

$800,000
$600,000
$400,000 mActual Cost
$200,000 . l mBaseline Cost
s . - - e —
> < . b

40k
2K
May Joly
February April Jone

Jasuary March

The Risk Count Report shows the number of risks reported in each department.

PerfarmancePoint Report
[
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SETTING UP YOUR AGGID ON BEMO

SharkPro Projects GDemand is hosted bBeMoc Project Intelligencea specialist online market place for
Enterprise Project Management (EPM) solutions and related seniadgw these steps to use the BeMo hosting

service.

OBTAINA BEMOPASSWORD

An account has already been created for you iarRro Projects On Demand
(Beta). Follow these instructions for getting started.

1. Go to Bemopro.com
2. Click onLOGIN

3. Click orForgot Your Password?

4. Enter the Image Text

o

7. 1 KSO1
reply@bemopro.com

8. Click on the link in the email.

9. Enter the Image Text.

10. Enter and confirm your password.

11. PressSend

Copyright © 2010 SharkPro Softwareroration

Enter your email as your password.
6. Presssend email instructions

82dzNJ SYI Af

T2NJ

My email address is:

BeMo

Forgot Your Password?

ol

[
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