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Getting started

e Login to eRoom
o http:/www.lbl.gov/eroom

¢ Navigate to the BLI Advanced Class eRoom
e Choose create/folder

Create
‘What e of item would you like to create?

3 ®° y & B §§ »

Folder Discussion Note Poll Calendar Project Plan Database Inbox

Create a folder named your first name e.g. Sue
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Other File Link

Project Plan Creation

* Go into your folder Curtis &=

a folder created by "= CJMcDonald on 8 Mar 06
CC> create

Name

_) @] eRoom Advanced - BLL.ppt W%
.
Choose create > create addfile access notification

selectall cut copy copylink paste delete

¢ Select project plan
Create

‘What type of item would you like to create?

a # v L

Folder Discussion Note Poll Calendar

g =

Project Plan Database Inbox
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Project Plan Creation
J

* Pick a project

o Start date

~

Create Project Plan

ame |:">wck a name for this project plan.

—— Y 4/1/2006

July Division Review

‘Weeks begin on = Monday

Description

- Processes to prepare for the July 2006 Division Review
¢ Additional —— >
description

e Attachments,
votes, etc. in
overview

.« P

rogress reporting

capability

A

“y

INFORMATION TECHNOLOGY
DIVISION

_!Include space for comments and votes

™ Include box for attachments

! Keep change logs

Progress reports

Enable progress reports if you want to follow the status of tasks: ahead @@, on time @3, tardy @, or late 3.
(Access Control, below, determines who may file the reports.) Disable progress reports if you merely want
to mark tasks “done” when complete.

") Disable progress reports

@ Enable progress reports

Areport is due for an active task every 7  days
A task changes from tardy O to late @ when it falls behind schedule by 15 % or more

Project Plan Creation
J

¢ Working days

e Categories allow you

Can choose to

include or remove

days from work
week.

to sort tasks.

A

“y

Use when there
are many tasks

Click add a

~

Working days and holidays
Every project plan follows working days and holidays. Choose which days to use for this project plan.
(Caution: changing the days may reschedule existing tasks.)

@ Use the default days

_ Use custom days unique to “July Division Review"

Monday
Tuesday
‘Wednesday
Thursday
Friday

Date Description
There are no default holidays.

Categories
A category can be assigned to a task like a keyword, permitting you to group tasks arbitrarily.

Name (delete)
There are no categories.

[—
category
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Project Plan Creation

¢ Enter the category name and o soadnter Gl
choose to add another | July Division Review
. B Create Category
o Continue adding category names
l.lntil complete Name Administrative|
o Click the OK button to enter last
category
i The Categories Wi" a" be IiSted on gacl:(?gr;ﬁyscan be assigned to a task like a keyword,

the project plan creation page |:(>N

& Administrative
< Financial [X]
Q Meeting planning &4

(delete)
X]

¢ Click access control button |:'> access control | change icon | custom commands
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Project Plan Creation

July Division Review

Access Control

* Select persons with open and Access Control governs who can open this item and who can edit it. You ca
edit rights to the project plan {ist of people.

framework |:"> The people with rights to this item are:

Open  Any member who can get to it

Edit  Curtis Test, CJMcDonald

¢ Choose to make hidden if This item is:
needed 1 Read-only (not editable)
Hidden (only shown to members who can open it)
I Reserved for editing
. Select who can edit tasks in A task created in this project plan can be edited by:
- - |:"> O The member who created it
this prolect plan ) The member who created it and the project plan owners

@ Everyone who can open the project plan

. Select if a person can file |:"> ™ A member who is assigned as a task resource may file progress reports
progress reports for their tasks

¢ Select ok to complete access
rights
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Project Plan Creation

¢ Click ok on project window to complete the project plan creation

* You will now see an empty project plan

July Division Review « edit

a project plan created by 1 CJMcDonald on 14 Mar 06
new task | 7| 7| Cail tasks T5)_ungrouped [8) inweeks [5) < back | ) next | start chart on [4/1/2006 go | today

Processes to prepare for the July 2006 Division Review

task remaining [l task done not counted [ milestone overall duration

All tasks 0 od |
Click "new task™ to create a task. | ‘ | |

Attachments

R
g
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Adding Tasks /\l "ﬁ

July Division Review  edit

: a project plan created by =) CJmcDonald on 14
new task == all tasks ?’

¢ Click the new task button

Create Task
J—
Titlethetask ———— .. Licmmmman
* ID is sequentially created E— (set automatically)

+ Predecessors if any apply [ >Fredecessos

* Duration in days, not hours T——— Dowain 1 days (enter O for a milestone)

« List earliest start date, if [ >uriestsun ez
applicable

recalculate | click to see new start and finish

Progress Progress reports can be filed for this task after you finish creating it.

¢ Click recalculate to populate
the start and finish fields

! Omit duration, progress, and status from summaries

Start 21 Jun 06

7 A Finish 21Jun 06
v ’ INFORMATION TEGHNOLOGY
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Adding Tasks /\l "ﬁ

e Selectacategory————————— —cwwy (o 3]
* Selectresources " ——reurce  cmsten i

Notes Examples located in our Division eRoom
« Add notes! —— nour oivis

Description
Collect monthly data for this quarter

* Provide a further description ——>

* Choose to allow comments! |:>_ Include space for comments and votes
Votes and attachments # Include box for attachments

¢ Select add another or ok ——— > o« | awaoter | conce
when finished adding tasks
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Adding Tasks /\l "ﬁ

July Division Review  edit

: a project plan created by =) CJmcDonald on 14
new task == all tasks ?'

¢ Click the new task button

Create Task
* Titlethetask ———————— "~
Title Schedule Meeting in calendar
* ID is sequentially created — (set automatically)
* Predecessors if any apply [ > Predecessons
¢ Duration in days, not hours |:'> Duration 1 days (enter O for a milestone)

« List earliest start date, if > @ ser o [

applicable
f>recalculaw click to see new start and finish
Progress Progress reports can be filed for this task after you finish creating it.

¢ Click recalculate to populate
the start and finish fields

! Omit duration, progress, and status from summaries

Start 15 Jun 06

A Finish 15 Jun 06
' ’ INFORMATION TECHNOLOGY-
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Adding Tasks —
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e SelectacategoryC——————— — ey (Wecingpaming19)

* Selectresources " —— reorce  curis Medonae
* Add notes! g

Description

Book conference room and invite people
* Provide a further description ——>

* Choose to allow comme“ts! |:>_ Include space for comments and votes
Votes and attachments # Include box for attachments

* Select add another or ok —— >/ o [ ascawther | conce
when finished adding tasks
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DIVISION

13

R
A
- frreeerer I
Adding Tasks 1

July Division Review  edit

a project plan created by =) CJmcDonald on 14
: newtask | =| ==| Calitasks )

¢ Click the new task button

Create Task
. .
Tltle the taSk : Title Schedule catering for meeting|
* ID is sequentially created T——> » e aormata
* Choose predecessor (task #2) Predecessors ——>
oK Cancel

Choose Predecessors

Choose the tasks that this task depends on. Tasks that are dependent on this task, directly or indirectly, may not be chosen.

k ID_Duration Start Finish Predecessors _Category Resources iotes
() Collect financial data from this 1 1 21 Jun 06 21 Jun 06 Financial Curtis Test Examples located in our Division
quarter
@ Schedule Meeting in calendar 2 1 15 Jun 06 15 Jun 06 Meeting Curtis
planning McDonald
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Adding Tasks /\l "ﬁ

e Duration in days’ not hours |::> Duration 1 days (enter O for a milestone)

¢ Leave earliest start date blank

- - - Earliest start 51
when indicating a predecessor aresesart -

¢ Click recalculate to populate
the start and finish fields

recalculate | click to see new start and finish
Progress Progress reports can be filed for this task after you finish creating it.

1 Omit duration, progress, and status from summaries

Start 16 Jun 06
Finish 16 Jun 06

e Select acategory T cxewy [ Weeingplanning )
* Select resources T —fewre  cumisMdonais
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Adding Tasks /\l "ﬁ

e Add notes| > Notes Coffee, cookies, etc.

Description

* Provide a further description ——>

¢ Choose to allow comments, C)include space for comments and votes
|:: > Vinclu
VOteS al‘ld attachmel‘lts ¥ Include box for attachments

¢ Select add another or ok > ok | AddAwther | Coca
when finished adding tasks
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Viewing the Project Plan

* We now have a project plan showing gantt
view

July Division Review < edit
a project plan created by = Curtis McDonald on 2 Oct 06

newtask | | 5| Calltasks %) ungrouped [3) inweeks %) « back | ) next | start chart on

Processes to prepare for the July 2006 Division Review

task remaining [l task done not counted [P milestone overall duration

All tasks 3 3d
|t > Schedule Meeting in calendar 2 1d
ij Q » Schedule catering for meeting 3 1d

S » Collect financial data from this 1 1d
s quarter

Attachments

' ;’ INFORMATION TECHNOLOGY
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Viewing the Project Plan

¢ Click view details button for detailed view of
project

July Division Review < edit
a project plan created by "] Curtis McDonald on 2 Oct 06

 — &= [T ) unoroused %)

Processes to prepare for the July 2006 Division Review

All tasks 3 3d B 100% behind 0d of 3d 15 Jun 06 21 Jun 06
F ij Q > Schedule 2 1d €3 100% behind none 0d of 1d 15 Jun 06 15 Jun 06 Meeting Curtis
- Meeting in planning McDonald
calendar
*'ij Q > Schedule 3 1d € 100% behind none 0d of 1d 16 Jun 06 16 Jun 06 2 Meeting Curtis Coffee,
- catering for planning McDonald cookies,
meeting etc.
RS > Collect 1 1d € 100% behind none 0d of 1d 21 Jun 06 21 Jun 06 Financial Curtis Examples
— financial data Test located
from this in our
quarter Division
eRoom
b 13

' ;’ INFORMATION TECHNOLOGY
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Viewing the Project Plan

July Division Review < edit

° Return to gantt view apm,mfmmmny— Curtis McDonald on 2 Oct 06

all tasks #)_ungrouped 1%

* Select option to view July Division Review < <ot

a project plan created by = Curtis McDonald on 2 Oct 06

= | AT urorouxd )
° AII taSks powok B | all unfinished tasks sriouoed )

my tasks

u n i n i s e as s Processes to pref ~ myunfinisned tasks  ljvision Review
o All unf hed task —
° My tasks task remaining [l task done == not counted ] milestone | overall

[

o My unfinished tasks > wumicuss? w |

Bt )  Schedule Meeting in calendar 2 1d
F -ij Q » Schedule catering for meeting 3 1d
13 13

* Return to viewing all
tasks

' ;’ INFORMATION TECHNOLOGY
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Viewing the Project Plan

¢ Select grouping to view July Division Review it

a project plan created by =] Curtis McDonald on 2 Oct 06

o Ungrouped el ——....... T

by resource
by category
Draraccac tn nranara far tha Il 20N Tmewsmo:
task remaining [ll task done not counted [ milestone duratio
All tasks 3 3d
B S Curtis McDonald 2 2d
o y resou rce |t > Schedule Meeting in calendar 2 1d
ij Q » Schedule catering for meeting 3 1d
E Curtis Test 1 1d

a S p  Collect financial data from this quarter 1 1d

task remaining [l task done == not counted [ milestone | durat
o By category :
All tasks 3 3d
= Financial 1 1d

B » Collect financial data from this quarter 1 1d

= Meeting planning 2 2d
NS ) Schedule Meeting in calendar 2 1d
ij Q > Schedule catering for meeting 3 1d

A b ,
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Viewing the Project Plan reeeed? y'ﬁ

BERKELEY LAB

July Division Review < edit
[ ] select date range to a project plan created by = Cur[lsMchnaLd:)nZOclOﬁ
- newtask | 7| T=|| my unfinished tasks| PN, v inweeks
view

in months
in quarters
Draraccac tn nranara far tha il 200K Nivicinn Roviowr—
o In weeks
o In months
o In quarters
July Division Review < edit
a project plan created by =] Curtis McDonald on 2 Oct 06
newtask | | | alitasks ) ungrouped 13 in quarters 1) ¢ back | ) next | start chart on 3/1/2006 today
Processes to prepare for the July 2006 Division Review
task remaining [l task done not counted [P milestone overall duration
[ [ [
All tasks 3 3d
y BN > Schedule Meeting in calendar 2 1d
= ﬂ Q » Schedule catering for meeting 3 1d
TS > Collect financial data from this quarter 1 1d
b »
' ’ INFORMATION TECHNOLOGY-
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Viewing the Project Plan reeeed y'ﬁ

BERKELEY LAB

* Move chart forward and
backward in weeks, .uyDivision Review sear
months, or qUArters ... —— .uwcwe ) com T o ) rex

July Division Review  edit
a project plan created by = Curtis McDonald on 2 Oct 06

newtask | | ==| alitasks 7#) ungrouped %) in quarters ) 4 back | ) next | start chart on  6/1/2006

Processes to prepare for the July 2006 Division Review

task remaining [l task done == not counted [XJ milestone [ overall duration
[ [ [
All tasks 3 3d
B » Schedule Meeting in calendar 2 1d
'ﬂij Q » Schedule catering for meeting 3 1d
0g » Collect financial data from this quarter 1 1d
b »

' ’ INFORMATION TECHNOLOGY
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Viewing the Project Plan

* Select a different beginning date for view

July Division Review « edit
a project plan created by = Curtis McDonald on 2 Oct 06

ook =] 5 Caris B o ) s 19 0l i oo e ok [ oo |

¢ Or, select today.

July Division Review < edit
a project plan created by "= Curtis McDonald on 2 Oct 06

newtask | | || alltasks %) ungrouped [#) in quarters [%) ¢ back | ) next | start chart on | 10/2/2006 80 | today

Processes to prepare for the July 2006 Division Review

task remaining [lll task done not counted [ milestone overall duration
[ [ [

All tasks 3 3d | | | |
nue J] Schedule Meeting in calendar 2 1d ‘ ‘ ‘ ‘
_i] Q » Schedule catering for meeting 3 1d
-ij (TS Collect financial data from this quarter 1 1d

b 13
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Exercise #1 Project Plan

Inside your folder create a new project plan using the
following information:

Name: PRD Process

Use all defaults unless noted below
Start date: tomorrow

Include attachments

Keep a change log

Create categories

1. Preparation

2. Training

3. Supervisor Form Completion

a. Review

' ;’ INFORMATION TECHNOLOGY
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Exercise #1 Project Plan

Add the following tasks:

Title
Predecessors
Duration
Earliest start
Category
Resource

Title
Predecessors
Duration
Earliest start
Category
Resource

Create PRD form
n/a

3

Oct 1, 2006
Preparation

you

Insert PRD forms into eRoom
‘Create PRD form’

10

n/a

Preparation

you

~
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Exercise #1 Project Plan

Add the following tasks:

Title
Predecessors
Duration
Earliest start
Category
Resource

Title
Predecessors
Duration
Earliest start
Category
Resource

Create training plan
n/a

8

Nov 1, 2006
Training

you & Curtis Test

Train staff

tCreate training plan’
5

n/a

Training

Curtis Test

~
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Exercise #1 Project Plan

Add the following tasks:

Title
Predecessors

Duration
Earliest start
Category
Resource

Create PRDs for employees
‘Insert PRD forms into eRoom’
& ‘Train staff’

20

n/a

Supervisor Form Completion
Everyone

~
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Exercise #1 Project Plan

Add the following tasks:

Title
Predecessors
Duration
Earliest start
Category
Resource

In gantt chart view, select the following view options

3 In months

Supervisor review of PRDs
tCreate PRDs for employees’
10

n/a

Review

pick two people

e Starting today

~
A
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Try the various viewing and grouping options to display different views
of your gantt chart

28
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Project Plan Management recec?) y'ﬁ

BERKELEY LAB

e After a plan has been created
you may need to modify it

e To add a new task, simply
follow procedure on previous

slides
task remaining [l task done not counted [ milestone o
* To edit a task click the pencil - _
next to the name [ S Colec fnancal data fom his quarter 1 1d
o Modify any items edit b »
~ Start date
~ Duration
~ Owner
~ Etc.
‘7A
' ’o ”

Project Plan Management

¢ As a task owner you will need to provide progress
reports

¢ Daily email notifications are provided for the owner of
tasks when they are

o Upcoming (< week)

o In progress

o Tasks behind schedule

o Progress report behind schedule

task project plan days overdue
Server Upgrade: Review upgrade documentation Upgrade Plan 4

task project plan days overdue
Server Upgrade: Test upgrade process Upgrade Plan

task project plan start date
Order and obtain 2 Linux web servers Upgrade Plan 20ct 06

' ;’ INFORMATION TECHNOLOGY
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Project Plan Management recec?) y'ﬁ

BERKELEY LAB

¢ To provide progress reports
o C|ick link in email to go task remaining [l task done == not counted %) milestone 17 o
directly to report

I

. . All tasks 1 1d
o C|Ick tasks el‘ltry II‘I |::>Colleacst :inancial data from this quarter 1 1d|
project plan - -

summary
Collect financial data from this quarter
1

o Click link for progress 16y
field |:> 0% done (0 day done, 1 day remaining)
None
not started

no
21 Jun 06
21 Jun 06
Financial
Curtis Test
Examples located in our Division eRoom
Collect monthly data for this quarter

' ;’ INFORMATION TECHNOLOGY
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Project Plan Task Management

e Enter status data
o % done OR days done OR days left
o Comment to reflect task status

Collect financial data from this quarter

Report Progress

Enter progress as of today. You can enter progress as a percentage of the task's duration, or as days done, or as days remaining.

% Done Days done Days left Current Current  Curren
Date Status actual plan actual plan actual plan Comment duration start finish
today @ 100% (0.1d) ahead 10 % 0% 01d 0d 09 d 1d started task 1 21Jun 06 21 Jun

There are no progress reports for this task.

o Progress report history cannot be modified or
removed

o Anyone with viewing rights to the project plan can
view the progress reports

' ;’ INFORMATION TECHNOLOGY
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Project Plan Task Management ]

e Status can be viewed in gantt or detailed chart

task remaining [l task done not counted [ milestone overall duration
[ [ [ [
All tasks 3 3d | 8% done
7 Schedule Meeting in calendar 2 1d 1
ij Q > Schedule catering for meeting 3 1d

ﬂ Q N Collect financial data from this quarter 1 1d

b »
All tasks 3 3d @ 92%behind 20ct06to  0.25d of 3d 15Jun 06 21 Jun 06
2 Oct 06
LI Schedule 2 1d @75% behind 2 Oct 06 0.25d of 1d 15 Jun 06 15 Jun 06 Meeting  Curtis
i Meeting in planning McDonald
calendar
ij N » Schedule 5 1d €3 100% behind none 0d of 1d 16 Jun 06 16 Jun 06 2 Meeting Curtis Coffee,
_ catering for planning McDonald cookies,
meeting etc.
i:l Q,’ Collect 1 1d € 100% behind none 0d of 1d 21 Jun 06 21 Jun 06 Financial Curtis Examples
et financial data Test located
from this in our
quarter Division
eRoom
b »
' ’ INFORMATION TECHNOLOGY
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Project Plan Task Management ]

¢ Hovering over the status bar -
in the gantt view reveals [ e [
details without having to
open the task ;nsk‘z Scl;;du\e Meeting in calendar
st‘j}r(‘z;on?‘s% behind
' latest report: 2 Oct 06
- - ‘actual vs. plan: 0.25d of 1d
¢ Single tasks details sl Tuoc]
predecessors:

category: Meeting planning
resource: Curtis McDonald

auon

¢ Overall project status

- [ [
details E— i
I

Al tasks
I duration: 3d (8% done)
status: 92% behind
_ latest reports: 2 Oct 06 to 2 Oct 06
lactual vs. plan: 0.25d of 3d
Istart: 15 Jun 06
finish: 21 Jun 06

A
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Importing and Exporting Data %

BERKELEY LAB

e If adding multiple tasks consider using the
import function to save time

¢ Begin by creating your project plan
¢ Create a few tasks using gui and selecting

various days, resources, and categories to
get an example of layout

e Choose to export initial data

task remaining [l task done not counted [ milestone
All tasks 3 3d
7 Schedule Meeting in calendar 2 1d
i:| Q » Schedule catering for meeting 3 1d
Bt Cillect financial data from this quarter 1 1d
b »

' ;’ INFORMATION TECHNOLOGY
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Importing and Exporting Data %

BERKELEY LAB

e Select ok with default settings
¢ Right click on file link and choose to download file

OK Cancel

OK Cancel

Export Complete
Export Complete Export Complete
Click the link below to download the export file.

Click the link below to download the export file.
Tasks.c¢

Click the link below to download the export file. Open Link in New Window Taid

X Open Link in New Window
Open Link in New Tab Open Link in New Tab

o Q" I Download Linked File
nen 1 tiow Wirdow 2:3:::::(/:"5 ke @ Add Link tp\Bookmarks... ¢
Save Target 8s... o - ! L
. gt i kporting and ﬁ P
Print T7 et S Send Lifk... Copy Link!

i
I Copy Lﬁ Location |J
Propert =
IE = Safari

|_| (ctrl + click)
Mozilla

' ;’ INFORMATION TECHNOLOGY
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Importing and Exporting Data 7y y'“

BERKELEY LAB

e Open exported file in excel

®06 JulyDivisionReview.csv

> B C D E F G H 1

iW Task_Name 1D Duration Start Date Constraint Date Constraint Type Prececessors Finish_Date Category percen
2 Schecule Meeting in calendar 2 1 6/15/06 6/15/06 Start No Earlier Than 6/15/06 Meeting planning

3 |Schedule catering for meeting 3 1 6/16/06 NA As S00n As Possible 2 6/16/06 Meeting planning

4 Collect financial cata from this quarter 1 1 6/21/06 6/21/06 Start No Earlier Than 6/21/06 Financial

e Use first entries as a template to create new
ones.

¢ Pay close attention to format of names, dates,
etc.

¢ ID numbers will be auto created

* Tasks with predecessors will not need
earliest start dates

37

Importing and Exporting Data 2y y'“

BERKELEY LAB

e When finished adding new data
o Leave first line ‘1’

o Remove tasks that already exist in
database ‘lines 2 - 4 in this example’

¢ Return to project plan and select import
° Browse for file task remaining [l task done not counted [ milestone

All tasks 3 3d
0SS Schedule Meeting in calendar 2 ud
ﬁj Q > Schedule catering for meeting 3 1d

0g > Collect financial data from this quarter 1 1d

3 »

e Confirm the number of fields to be imported

3 rows of data will be imported into 12 fields (Task_Name, Duration, Constraint_Date, Constraint_Type, Predecessors, Category, Percent_Complete, Omit from summaries,
Resource_Names, Notes, Description). If that doesn't sound right, click Cancel and check your import file.

38
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Resources for information )\ )

BERKELEY LAB

¢ http:/www.lbl.qov/ITSD/CIS/citg/eroom/
o eRoom overview

¢ https://eroomZ2.lbl.gov/ieRoomHelp/en/eRoom-
7.htm#index.htm

o eRoom help page

- Select o in top right corner of any eRoom
page

¢ Custom eRoom training & consulting from lab
eRoom expert.
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Questions?
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