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Executive Summary

Plan First PPM is a comprehensive Project Portfolio Management system built on a
modern platform that enables organizations to manage the complete lifecycle of ideas,
demands, and projects from conception to closure. The system provides end-to-end
visibility and control over your entire project portfolio with integrated idea management,
demand planning, budget tracking, project execution, and status reporting capabilities.

System Overview

Plan First PPM is designed around a streamlined workflow that transforms ideas into
delivered projects. The system consists of six core modules:

Idea Management: Capture and evaluate new business ideas

Demand Management: Convert approved ideas into formal demands with
business cases

Project Management: Execute approved demands as structured projects
Risk & Issue Management: Track and mitigate project risks and issues
Decision & Action Tracking: Document key decisions and action items
Status Reporting: Automated report generation and distribution



Module 1: Idea Management

Overview

The ldea Management module serves as the entry point for all new business initiatives.
It provides a structured approach to capturing, evaluating, and approving ideas before
they move into formal demand planning. The module features customizable views,
visual dashboards, and a streamlined approval workflow.

Key Features

* Interactive dashboard with customizable charts and views
» Draft and submit workflow for idea refinement

+ Activity tracking and collaboration tools

* Email and appointment integration

* Automated approval routing and notifications

Step-by-Step Process

1. Accessing the System
» Click the Plan First App from your application menu

Apps =4

—+ CrestenewApp  (DRefresh /7 Filter

Plan First
@, Plan Firs

Resource Scheduling

Power Platform Environm.. PPM Hub

e the settings for

~ Apps Being Edited (0)

x




PlanFirst

by Quantril Technologies

Strategic Planning. Flawless Execution. Measurable Results.

Enterprise Project Portfolio Management Platform built on Microsoft Dataverse & Project for Web

Welcome to Your Project Command Center

Plan First puts strategic planning at the heart of project success. From initial ideas to final delivery,

manage your entire portfolio with confidence, clarity, and complete control.

Complete End-to-End Solution

Enterprise-grade PPM designed for strategic excellence

100% 247 360°

Lifecycle Coverage Real-time Insights Portfolio Visibility

» Scroll down to view the Idea Management dashboard

/ Seamless Task Planning & Scheduling Configurable Approval Workflows / Project Manager Command Center
J/ Schedule Parameter Configuration J Template-based Email Notifications Team Member Workspace
Team Collaboration Tools Automated Record Creation /  Customer/Account Management

/ Resource Assignment & Tracking Lessons Learned Repository / Role-based Security & Access

Ready to Plan First and Execute Flawlessly?

Start managing your portfolio with strategic precision and operational excellence

2. Navigating the Dashboard

» Use show/hide charts to customize your view

« Switch between different view layouts

» Change chart types to visualize data differently

+ Click on any idea record to open and review details
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3. Creating a New Idea

* Click 'Create New' to start a new idea submission
» Fill in the required fields describing your idea

» Save as Draft to continue working later, or

» Submit Idea to send for approval
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4. Tracking and Collaboration

* View activity history on each idea record
» Create emails or appointments directly from the idea
» Track the assigned idea approver
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. Approval Process

» Approvers receive email notifications when ideas are submitted

» Approvers can Approve or Reject the idea

» Submitters receive email notifications of the decision

» Approved ideas automatically qualify as Demands for further processing
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Module 2: Demand Management

Overview

Demand Management transforms approved ideas into fully developed business cases
with scoring, benefits analysis, and detailed budgeting. This module uses weighted
scoring criteria to prioritize demands and includes comprehensive budget management
with approval workflows and version control.

Key Features

* Automated demand scoring based on configurable criteria

Benefits tracking with tangible and intangible classifications
Multi-version budget management with sales and cost tracking

Profit margin calculation and analysis

Configurable approval workflows

Rich text editing with copy-paste support for images and formatted text

Step-by-Step Process



1. Viewing and Creating Demands

* Access 'View All Demands' from the dashboard

» Customize charts and views like Idea Management

* Click 'Create New' to start a new demand (or it auto-creates from approved
ideas)

* Open existing demand records to review or edit
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. Filling the Demand Form

» Complete all required fields with demand details
» Use copy-paste functionality to add formatted text and images
» Save as Draft to continue later
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3. Demand Scoring

» Click to update rating for each criteria (rated 1-5)
« Demand score is automatically calculated based on weightage defined in
configuration

* Review calculated score to understand demand priority
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. Configuring Score Weights

» Switch to Settings to access configuration
» View all score configurations

» Set or review weight for each demand criteria (system-wide setting)
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5. Benefits Management

Navigate to the Demand Benefit section

Update benefit descriptions and estimated realization dates
Rate benefits from 1-5 based on impact

Benefit score is calculated based on configured weightage
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. Budget Creation and Management

» Click 'Create Budget' to start budgeting process

* Add new budget lines for different cost or sales categories
+ Switch between Sales Budget and Cost Budget views

* Update budget line details and amounts

« Save and Submit Budget for approval
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Submitted and deactivate it.

“ cancel




7. Budget Approval Process

» Budget approver (defined in configuration) receives email notification
» Approver reviews all budget lines
» Approver can switch between Cost and Sales budgets for review
» System tracks dates from creation to approval

» Approver can Approve or Reject the budget

General Scoring  Benefit Planning  Budget Related

Name *

Al-based Sales Forecasting Phase 3

Department *

[ Procurement & Vendor Management x

Demand Type *

New Project

Sponsor
@ zomins x

Strategic Objective

Improve Customer Retention
Priority

Low

Project Manager
© wmine x

Preferred Completion Date/ Deadline
12/31/2025

Collaboration

R Search timeline

~  Recent

N

Created on: 234 PM
7 Email from:  Active
Revised Budget Submitted for Approval CRM:0100353

Dear Approver,

Revised Budget Submitted for your approval. Request you 1o Review and Provide your Approval.

Demand Name: Al-based Sales Forscasting Phase 3
Demand Owner. Friyani Parikh

Demand Type: New Sroject

Sponsor. sdmin

Revised Budget: udger V 20

Open Recard
Thank You
Regards,

PEM Notification
Modified On: 2:54 PM

View less

BudgetV 2.0
) R oy iz record = St Iactve

(| @ awprove @ Reiect - New [ Delte () Refresn

Budget V 2.0 - savez
Sudget

General
Cost v
O subject 1+

Classification ~

Start Date

O oewioperfor 2montrs 20z

Rowst 1

Created On 1/26/2028 241 M

Submitted on

1/26/2008

25380

End Date ~

3/31/2026

Q Creckaccess A Awon % row v @ oo Tempates v [ RunReport

Submitied  ¥500,00000
St Remon | Toa ot Butgst
O Refresn
unit price - Quantity -
Morth 25000000 200
Budget Owner * @ mancesin

Approved on

000
Total Salss Bucget

2 X

[ srare
BudgetV20 v
Name

o Flow v [@ RunReport v @8 Bucel Templates

Total Amount ~

2500,000:00




8. Budget Analysis and Comparison

* Review and compare Sales and Cost budgets side by side
» Track profit margin calculations automatically
» Compare different versions of budgets across time

11 Budget Comparison & Analysis

Compare the last 3 budget versions with detailed breakdown by Sales and Cost

TOTAL SALES BUDGET TOTAL COST BUDGET PROJECT MARGIN {30% COMPANY ALLOCATED MARGIN)

%1,050,420.00 3834,630.00 20.5%

Margin Amount: 2215.790.00
v vi

105042000 7334630.00 b Margin below target - manage costs carsfully

saseuocer - Comparison

Version 1 (Latest)
Budget — Demand #100
ey

‘Submitted: fan 15. 2026 | Approved: Ian 15, 2026

TOTAL SALES

%1,050,420.00

& Time %276,822.00
Developer %276,822.00
Quantity Price Period

91 Hour Bo200 Jan 26,2026 - Aug 15,2026

©  Material 351,000.00
N/A 351,000.00
Quantity Price Period

78 Licenses 450000 Jan 16,2026 - Jul 15, 2026

& Expense 3422,598.00
N/A 2422,598.00
Quantity Price Period

66Tip 640300 Jan 31,2026 - Aug 2 2026

costevnceT - Comparison

Version 1 (Latest)
Budget — Demand #100

Approved
‘Submittedt 1an 15, 2026 | Approved: 1an 15, 2006

TOTAL COST

834,630.00

& Time %276,822.00
Developer 2276.,822.00
CostType Quantity price Period

extarmal 91 Hour B2 1an 26, 2026 - Aug 15, 2026

© Material 2557,808.00
NrA 364.700.00
Cost Type Quantity Price. Period

External 100 Licenses BTN Jan 27, 2006 - 5ep 26,2025

NrA $193,108.00
Cost Type Quantity Price Period

Internal 92 Licenses 208800 Feb3,2026 - Sep 4, 2026
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SANDBOX

« @ O &swmtoemars @ Swve § SwesCose - New Q RevseBudget [) Deactvate (i) Dewte () Remesn @ Creckaccess [ Process ~ R, assgn D Fow v @ worgTempiates v fill Runmegon

Customer Support - Compliance Initiative #100 -<scc
Oemand

General Scoring  Benefit Planning  Budget  Related

Active Budget £ B Butost-Demand e100 Budget Status O approves Budget Version e 4

¥ Budget Comparison & Analysis

senpare the last 3 budget versions with detsiled breakdown by Sales and

TOTAL SALES BUDGET TOTAL COST BUDGET PROJECT MARGIN (30% COMPANY ALLOCATED MARGIN)

%1,050,420.00 %834,630.00

" "
105042000 e

%1,050,420.00

& Time 2682200

Q1682200

e )
ey an 26 2008 Mg 15 2006
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. Budget Revision Process

* Click 'Revise Budget' to create a new version

« System automatically updates version number

» Fetch budget lines from previous approved budget (auto-populated)
» Update budget lines as needed

» Submit revised budget for approval

SANDBOX

G swmtomid @ Swe & SweCom +Nea Q Reiesuer [} Dexomte [) Deete O Rerem © CrecAcess BPros v A Amgn D ow v @ wodTengates v B Runsesert v @ e
Customer Support - Compliance Initiative #100 - <scc D206NSt Demied Dt
Kok g | Oarwratioge | Deerd fomn
Demand (100) [ semos 4 Fect
General Scoring  Benei Panning  Budget  Related
= £ rom st
Acthe Bocget o B M Do Sudget Sats o aproved Bucgetverion e 4

& Analysis

TOTAL SALES BUDGET TOTAL COST BUDGET

%1,050,420.00 %834,630.00

eos0a000 Py

sussucar Comparison

‘Version | Latest)
Budget - Demand #100

it s 14208 At b 1438

%1,050,420.00

3 @ Submt @ FeichBudgetlne (@l Save § Save&Cose - Mew [0 Deiete () Refrsh  CheckAccess R, Amign 2 Fow v & WordTemplates (i RunReport 2 Shere

Budget V 2.0 - swes

sudget
General
£ Form assis
Cost + + MewbugetUne  + AddBisingBugetl O Retesh  of Fiow
suvject” v Cassineation” - StartDate” « Ene Date- it Price « Quantiy Total Amount ~2i
We G fing anyming to shaw here
Rows:0
esteq Om 5 sasmos oM Bodoet Gaeer 6 Qe e Ovce
oenited on ) Approveden &
Budget V2.0 - ssee oratt TI4EN00  MO0AN0D  BudgeiVZd
St Somen | TenlCom gt Tea Sen ger | Name
Budget
General
% Form sssist
cost ~ # it B oatwte [ Descivate Oelete Budgetline A Assign Budget Unes
B suoject 1+ Cassifcaion” Start Date” End Date- - unit price - Quantty Total Amount <4
[ cost-usteriai e 1 Msteral 1ai2s saszs  Licenses LT 10000 36470000
C— = sane - = = p—
[ Cost—Meaterial —Line 3 - 1126/2026. 8152026 Hour 304200 9100 27682200

Created On & yaen026 T Budget Owner e ea i P

Submitted n a Approved on &



10. Configuring Demand Approval

» Switch to Settings and access Demand Approval Config
» Configure approver as: Single User, Field-Based, or Team-Based
» Specify field from which approver information will be retrieved

SANDBOX

= & ElSowChrt +New [Oeets | v () fehesh | Vwimiisven [QEmsisink | v D Fow v [ Anfepot v M EceTempstes v @ BootioBie | v [ importbom bl | & oue
@ Hom
@ Recent v Active PPM Configurations 15 tattcoumns 7 eanemers
2 rom i [0 configTite 1~ ey~ Data Type ~
Lo (] sudgetipproval [User or Team Oniy) Budgetapproval Team
@ eman Temoites
) oemana Record Base Demanesagroner Record Basea

L Email Sigratures

o e (e On e s

Confiuration
| & sem cCorfgurations
R Susiness Beneft Con.
@ Score Confgurstors

B Notifcations

SANDBOX

€ @ 0 Bswe @ svescme < onew [3Gescste [ Deete 00 Remesn O Creckawess B fow - @8 woraTempimtes [ Runepon & o




11. Demand Submission and Approval

+ Track all emails and activities related to the demand

* Review the originating idea if applicable

* Submit Demand for final approval

» Approver receives notification and can Approve or Reject

S ANDROY 5+ v & 9 (n
Bi| ¥ PP e SANDBOX / @
"I & [0 @CeseBuket & SowiDemaod G Swe @ SweBCom  + Mew () Desctvie [ Oeele () Refesh € CheckAscess BDProcess v AL Amoe B Pow v @ WouTempses [ AunReet v B s
@
@ Al-based Sales Forecasting Phase 3 - cavec 020261081 Demand  Duaft v
o | oo Tews® | Dumedags | Dina s
o e B s e 3
(E]
Genwral  Scon Benefit Planni B Related
F 4] n Busge % roem asest
&
e [ERT—
A Saes Forecastng P 3 "
Oesertmert*
& Progurement & Vendor Manseement *
Oemana Tyee
[ Dewripton e e
- vieunare ~ St entrprse intatoe imed st mescabie usiness maravemart
© name -
segi cnectie
mprove Catomer etartzn Proces & Crange Mansgement mpication
procty
tom
A
= cumency & o e
Crested On & 1nsae EEL
Cremeaty. o @) tmmkewe
crgense 0 @ maen
Grginating des O B8 aoasnd Saws Forcastion Phase 3
summmeaon
Aosroved on o

®)

Approving Demand...




12. Conversion to Project

» Approved demands automatically convert to Projects/Plans
» All relevant data is prefilled in the new project

» Benefit scores carry over from demand to project

» Budget information transfers to project budget

New [ Do () Reesn O Cokacoms BrPwcen v A g D few v 6 Werd o

Customer Support - Compliance Initiative #100 - .o 21184 Budgeing  Agpruved
. o oweaimge  owad
&
o d @
apprcan preject
et wrcematin
Oposetunty et 1o morovs vt o bt Gt 8 40k actom e
omar S0t - Gt Oeseriren atissrement
Deion and depiy 8 scasve sion nes il enrprise archechre st
ana sposien 507

i Hame: Ctomer Lupoort - Compianse inat
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P
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Sutm e O -

Acoroved On o 2
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Module 3: Project Management

Overview

Project Management is the execution engine of Plan First PPM. It provides
comprehensive tools for planning, executing, monitoring, and closing projects. The
module includes task management with multiple views (list, Kanban, timeline), team
collaboration, risk and issue tracking, and integrated budget management with version
control.

Key Features

Multi-view task management: List, Kanban, Timeline (Gantt)
Team member management with role assignments

Task dependencies and baseline tracking

Visual insights by status, progress, and effort

Integrated risk, issue, action, and decision management
Change request workflow

Lessons learned capture

Project closure audit and documentation

Step-by-Step Process

1. Project Setup

Access projects from the main dashboard

Use show/hide charts to customize view

Change views and chart types as needed

Click 'Create New' or open existing project record
Fill in all required project fields
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Basic Information

Mame

Eroject manager
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Project Type.

Scope .

Project Cateqory
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Priceity
Deivery Metnodalegy  ©
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Distes & Schedule.
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2. Benefits Management

D Emaila ek |

B Aow v

Name - Project Type
Customer Suppart - Cam.

PRt ntstve ~FT.. RBD

Firane Process Adtomati.. RBD

Data Patform Mogerisa.,  Ennancement
Firance Process Astomatl.. Ernancement
Firance Process Astomati..  Mew Project
Dats Piattorm Modemss. asD
Supply Crain Optimsatic..  New Project
Data Paitorm Mogermisa. Ennancement
Supply Chain Optimsati Compiance
Data Piattorm Modemss..  Compiance
Supply Chain Optimsatie..  RA&D

Al bnsbiement intistve . Compiance
Digial Warkpiace Intiati. Ernancement
Supply Crain Ogtimisatic..  Operatianal L.
S4pply Chain Optimtic..  Compiance
Cybersecurty Enhancame...  Compiance
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HR Systems Upgrade Int Cosrationall..
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Oigem Workmce intatie. Emancement
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R Systems Upgrade & em Projec
Das Patom Mogemsa. Oparatioral
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Framte Process Autometi.. New Projet
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100

0 Excel Temoistes
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Update or create new benefits for the project
Specify actual target values

Classify as tangible or intangible

Update actual realization dates

@ (0 3 Revisesodget @ Genenate SatusReport @ Save 1 Save & Close

Finance Process Automation Initiative - FY24-095 . soues
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3. Project Budget Management

» Create or revise budget at project level

* Review and compare Sales and Cost budgets
» Track profit margins automatically

» Compare different budget versions

€ @ 0fecedwpe G Grenesmatost @iwe @ SnehCome - Newban [lCuencw v [} Onchate @ Oomivawer [ Oerie () Mren Q Crecchcess BPoces v @ Swe O Emaialok D Fom v @ Wors emoutes @ pun

Finance Process Automation Initiative - FY24-095 . sy.es i | S, | i
Vs Szt s S e

O O

Pranving (00 Execiton conre

actve buzger o B puke vocdas Suopeisuns & sowona eucgetversn

¥ Budget Comparison & Analysis

are e st budpet versont win detaied Dresksomn by Saes e Cost

RECEd L] 5 ouny i« e et o comtmparcos

¥1,264,051.00

8 Tme s

! Budget Comparison & Analysis

Compare the last 3 budget versions with detailed breakdown by Sales and Cost

TOTAL SALES BUDGET TOTAL COST BUDGET PROJECT MARGIN (30% COMPANY ALLOCATED MARGIN)

%1,050,420.00 3834,630.00 20.5%

Margin Amounts ¥215.750.00
i i "

1.050,420.00 7234530.00 k. Margin below target - manage costs carefully




saesauoceT  Comparison

Version 1 (Latest)
Budget — Demand #100

Approved
Submitted: Jan 15, 2026 | Approved: 1an 15, 2026

@& Time

Developer

Quantity
91 Hour

© Material
N/A
Quantity

78 Licenses
4  Expense

N/A

66 Trip

Price
04200

Price

2450000

Price
640300

TOTAL SALES

%1,050,420.00

Period
Jan 26,2026 - Aug 15,2026

Period
Jan 16,2026 - Jul 15. 2026

Period
Jan 31,2026 - Aug 2, 2026

3276,822.00

3276,822.00

¥351,000.00

¥351,000.00

422,598.00

2422,598.00

cosTeunceT  Comparison

Version 1 (Latest)
Budget — Demand #100

Approved
‘Submitted: an 15, 2026 | Approved: 1an 15, 2026

& Time

Developer

Cast Type
Extermal

© Material

N/A

Cast Type
Extermal

N/A

Cast Type
Inzmnal

Quantity
91 Hour

Quantity

100 Licenses

Quantity
92 Licenses

TOTAL COST

3834,630.00

Price Period
304200 Jan 26,2026 - Aug 15, 2026
Price Period

364700 Jan 27, 2026 - Sep 26, 2026
Price Period

2200800 Feb 3,2026 - Sap 4, 2026

%276,822.00

%276,822.00

%557,808.00

%364,700.00

%193,108.00




saessuocer - Comparison

Version 2 (Latest) Version 1
Budget V 2.0 Budget — Demand #100

Draft Approved
Submittect Jan 15, Approved: Jan 1

TOTA

TOTAL SA

=3

%1,050,420.00 %1,050,420.00

@ Time 3276,822.00

@ Time 276,822.00
Developer 276,822.00
r— - _— Developer 1276.822.00
91 Hour [0 lan 26, 2026 - Aug 15, 2026 Quantity Price Period
81 Hour 304200 Jan 26, 2026 - Aug 15. 2026
©  Material 351.000.00
®  Material ¥351,000.00
N/A 351.000.00
Quantity Price Period G 351,000.00
78 Licenses Z4500.00 lan 16, 2026 - Jul 15, 2026 Quantity Price Period
78 Licenses 3450000 Jan 16, 2026 - Jul 15, 2026
& Expense 2422,598.00
& Expense $422.598.00
NfA 2422.598.00
. e - NrA $422,598.00
86Tip Ha0300 1an 31,2026- Aug 2 2026 Quantity Price Period
66 Trip 640300 Jan 31, 2026 - Aug 2. 2026

costeuncer  Comparison

Version 2 (Latest) Version 1
Budget V 2.0 Budget - Demand #100
Draft
6 | Approved: lan 15,
TOTAL COST
¥834,630.00 e
8
‘ $834,630.00
& Time 276,822.00
@ Time 276.822.00
Developer 276,822.00
Cost Type Quantity Price Period Developer E216.22200
External 91 Hour €©,04200 Jan 26, 2026 - Aug 15, 2026 Cost Type Quantity Price Period
External 91 Hour 304200 Jan 26, 2026 - Aug 15, 2026
® Material %557,808.00
® Material %557,808.00
N/A 364,700.00
Cost Type Quantity Price Period e EicH180.00
External 100 Licanses ¥3847.00 Jan 27, 2026 - Sep 26, 2026 Cost Type Quantity Price Period
Exuernal 100 Licenses 864700 Jan 27, 2026 - Sep 26, 2026
NiA 193,108.00
Cost Type Quantity Price Period EUA E193:186.00
Internal 92 Licenaas. B2009.00 Fab 3, 2026 - Sap 4, 2026 Cost Type Quantity Price Peri

iod
Intrnal 92 Licensss £2.008.00 Feb 3, 2026 - Sep 4, 2026




4. Moving to Execution Stage
» Change project stage to 'Execution' to begin work

SANDBOX
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5. Team Management

* Click 'Add Team Member'

» Select resource from available pool
» Assign appropriate role

+ Save team member assignment



Quick Create: Project Team Member

6. Task Management - List View

» Click 'Add Tasks' to create new tasks

* Update task name, assignee, start date, and end date
» Set baseline for tracking progress

» Use filters to manage task visibility
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7. Task Management - Kanban View

» Switch to Kanban board view
» Group tasks by Status, Progress, Assignee, or other fields
» Drag and drop tasks between columns for visual planning
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8. Task Management - Timeline View

View tasks in timeline (Gantt chart) format

Zoom in or zoom out for different time perspectives
Apply filters to focus on specific tasks
Modify task dependencies directly on timeline
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9. Project Insights

* View insights showing task distribution by status
* Analyse tasks by bucket categories
+ Review effort distribution across the project
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10. Risk and Issue Management

» Create project risks to track potential problems
» Create project issues to document actual problems
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11. Actions and Decisions

» Create project actions to track follow-up items
» Create project decisions to document key choices
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12. Change Management
» Create project change requests to manage scope changes
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13. Knowledge Capture
» Create project lessons learned to document insights
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14. Project Closure

* View project dates timeline
* Update audit values
« Complete project closure values for final documentation
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Module 4: Risk Management

Overview

Risk Management enables proactive identification and mitigation of project risks. The
module supports comprehensive risk documentation including probability, impact, and
response strategies.

Creating Risks

* Navigate to Risk Management
» Create and save new risk

* Fill in risk details




Managing Risks

* Modify and update basic risk information
» Update response information and mitigation strategies
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Module 5: Issue Management

Overview

Issue Management tracks and resolves actual problems that arise during project
execution. Issues can be linked to actions for resolution tracking.

Creating Issues

* Navigate to Issue Management
* Create and save new issue

Quick Create: Issue

Deseription




Managing Issues

* Update issue details
» Document issue resolution details
* Add actions linked to current issues for tracking
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Module 6: Action Management

Overview

Action Management tracks follow-up items and tasks that need to be completed.
Actions can be created independently or linked to issues for resolution tracking.

Creating Actions

* Navigate to Action Management
* Create and save new action




Managing Actions
* Modify and update action details including owner, due date, and status
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Module 7: Decision Management

Overview

Decision Management provides a centralized repository for documenting key project
decisions, rationale, and outcomes.

Creating Decisions

* Navigate to Decision Management
* Create and save new decision




Managing Decisions
* Modify and update decision details including context and impact
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Module 8: Change Request Management

Overview

Change Request Management handles formal scope changes with impact assessment
and approval workflows.

Creating Change Requests

» Navigate to Change Request Management
» Create and save new change request

Quick Create: Change Request
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Managing Change Requests

* Update basic information about the change
* Document impact and approval details
* Record implementation details and outcomes
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Module 9: Lessons Learned

Overview

Lessons Learned captures organizational knowledge from project experiences, enabling
continuous improvement across the portfolio.

Creating Lessons Learned

* Navigate to Lessons Learned
* Create and save new lesson learned

Quick Create: Lesson Learned




Managing Lessons Learned

* Update lesson learned details
* Document outputs and recommendations
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Module 10: Status Reports

Overview

Status Reports automates the creation and distribution of project status updates. The
system generates weekly, monthly, and quarterly reports with RAG (Red-Amber-Green)
status indicators and comprehensive project metrics.

Generating Status Reports

» Navigate to Status Reports
* Click 'Generate Status Report'
» Tool automatically creates Weekly, Monthly, or Quarterly reports

ERP Rollout Initiative - FY24-100 a PRI2026-1074 O Trock Q

Exccution 19 Min)

Report Name

......

209,
18

Updating Status Reports
* Open the generated status report
» Update all values based on project current status
+ Set RAG status (Red, Amber, Green) for all key metrics
« Add comments and narrative details
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Reviewing and Distributing Reports

» Click 'View Status Report' to review completed report
» Validate all information is accurate

» Download Status Report as PDF

» Distribute PDF to stakeholders
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System Benefits

For Project Managers

Centralized project information in one system

Multiple task views (List, Kanban, Timeline) for different planning needs
Automated status report generation saves time

Integrated risk, issue, and change management

For Portfolio Managers

Portfolio-wide visibility across all ideas, demands, and projects
Prioritization through weighted scoring

Benefits realization tracking

Budget analysis and profit margin monitoring

For Leadership

Strategic alignment through idea-to-project traceability
Data-driven decision making with scoring and analytics
Standardized approval workflows

Comprehensive reporting and insights

For the Organization

* Improved project success rates through structured methodology
* Knowledge capture through lessons learned

» Better resource allocation and utilization

« Enhanced collaboration and transparency



Best Practices

Idea Management

Encourage all stakeholders to submit ideas through the system
Review and respond to ideas within defined SLAs
Provide clear feedback when rejecting ideas

Demand Management

Configure scoring criteria that align with organizational strategy
Review and update weightings periodically

Ensure budget estimates are realistic and well-documented
Track benefits realization dates for accountability

Project Management

Set baselines after initial planning is complete

Update task progress weekly

Use timeline view to identify and manage dependencies
Document risks early and update mitigation strategies regularly
Capture lessons learned throughout the project, not just at closure

Status Reporting

Generate reports on a consistent schedule

Use RAG status consistently across all projects

Provide clear, actionable commentary with status updates
Escalate red items immediately with mitigation plans



System Configuration Guidelines

Scoring Configuration

The scoring system uses weighted criteria to evaluate demands. Administrators can
configure these weights in the Settings area. Ensure that:

« Total weights across all criteria equal 100%
» Criteria align with organizational strategic priorities
* Weightings are reviewed and updated annually or when strategy changes

Approval Workflows

Configure approval workflows to match your organizational structure. Available options
include:

» Single User: Always routes to the same approver

+ Field-Based: Determines approver based on a field value (e.g., department, cost
center)

+ Team-Based: Routes to a team queue for collaborative approval

Budget Configuration

» Configure budget approver thresholds if needed
» Set up cost and sales budget categories appropriate for your organization
« Define budget revision policies and approval requirements



Common Questions and Troubleshooting

Q: How do | change the scoring weights?

A: Navigate to Settings and open the Score Config. Update the weights for each criteria.
Note that changing weights will affect the scoring of all future demands, but does not
retroactively change scores for existing demands.

Q: Can | revise a budget after it's been approved?

A: Yes, use the 'Revise Budget' function. This creates a new version of the budget while
preserving the previous approved version. The new version must go through the
approval process again.

Q: What's the difference between a Risk and an Issue?

A: A Risk is something that might happen in the future (potential problem), while an
Issue is something that has already happened (actual problem). Risks have probability
assessments; Issues have resolution tracking.

Q: How do | set task dependencies?

A: Use the Timeline view to visually create and modify task dependencies. You can
drag connections between tasks to establish predecessor/successor relationships.

Q: Who receives status report notifications?

A: Status report distribution is configured at the project level. You can define
stakeholders and distribution lists in the project settings.

Q: Can | customize the dashboard views?

A: Yes, use the show/hide charts feature to customize which charts appear on your
dashboard. You can also change view layouts and chart types to suit your preferences.



Conclusion

Plan First PPM provides a comprehensive, end-to-end solution for managing your
project portfolio from initial idea through project closure. By following the workflows and
best practices outlined in this guide, your organization can achieve better project
outcomes, improved strategic alignment, and enhanced portfolio visibility.

The system's integrated approach ensures that information flows seamlessly from ideas
to demands to projects, with full traceability and governance throughout the lifecycle.
Budget tracking, benefits realization, risk management, and automated reporting
provide the controls and insights needed for effective portfolio management.

This user guide serves as your comprehensive reference for navigating and utilizing all
features of Plan First PPM. Keep this document accessible for training new users and
as a reference for existing users.



