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Acronyms Used 

* – Mandatory Field  

DD – Drop Down 

DF – Date Field 

NF – Numeric Field 

TF – Text Field 

AT- Attachment 
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PMS (Project Management System). 

Introduction 

The Project Management System is a comprehensive software solution for managing projects from conception to 

completion. It provides project managers with the tools to create and track projects, assign tasks and resources, monitor 

progress, and generate reports. 

1. Getting Started  

Before getting started, make sure you have read the user manual and are familiar with the system. Once you have done 

that, you can log in to the system and start creating projects.  

2. Creating a Project  

Creating a project is the first step in using the Project Management System. To create a project, you need to fill out a form 

with the project name, description, start and end dates, and budget. Once the form is completed, you can save the project 

and begin adding tasks to it.  

3. Adding Tasks  

Tasks are the building blocks of the project plan. Each task is made up of a description, start and end dates, and priority. 

With the Project Management System, you can easily add tasks to a project and assign them to resources.  

4. Assigning Resources  

Once tasks are added to a project, they need to be assigned to the appropriate resources. Resources can be individuals, 

teams, or external vendors. Once resources are assigned to a task, the system will generate a notification to the resource 

and the project manager, so they can both stay informed of changes.  

5. Delegating Responsibilities  

The system provides project managers with the ability to delegate responsibilities to team members. This enables team 

members to view tasks assigned to them and update their progress as they work on the tasks.  

6. Monitoring Progress  

The system provides project managers with the ability to monitor progress on tasks and projects. This helps project 

managers stay on top of any changes or delays and act accordingly. The system also allows project managers to generate 

reports that track project progress and milestones.  

7. Reporting  

The system provides project managers with the ability to generate reports on project progress. Reports can include project 

summaries, task statuses, resource utilization, and project timelines.  

8. Conclusion  

The Project Management System is a comprehensive solution for managing projects from conception to completion. This 

user manual has provided an overview of the system and how to use its features and functions. We hope this user manual 

has been helpful and you are now ready to start managing projects with the system. 
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Process of Project Management 

1. Creation of Project Plan 

Project Plan  

Navigation: Projects >> Project Plan 

 

 

STEP:1  

 Doc Date* (DF): Enter the Document Posting Date. Current date is auto-picked. 

 Doc No.* (NF): Enter the Document No.  

STEP:2 

 Project (DD): Automatically selected while selecting the project 

 Executive Name (DD): Automatically selected while selecting the project 

 Department (DD) : Automatically selected while selecting the project 

 Start Date (DF): Automatically selected while selecting the project  

 End Date (DF): Automatically selected while selecting the project 

 Completion Date (DF): User has to enter the required data  

 Completion Percentage (NF): Auto calculate the Overall % of Completion of Project  

 Status (DD) : Combo box (Implementation) 

 Contact Person (TF): Automatically selected while selecting the project 

 Overall Percent(NF) :  

 In Process Percentage (NF):  

 WBS Detail (DD): Automatically selected while selecting the project 

 JOBNO (TF): Automatically selected while selecting the project 

 

 

 

Step 1 

Step 2 

Step 3 
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STEP:3 

 WBS (TF) : Its also a project activity  

 Activity Status (DD): Combo Box (Open) 

 Phases (DD): It’s a Dimension (Have 5 Phases, 1. Pre-Kickoff, 2. Field Work, 3. Closure Activities 4. Data 

Processing, 5. Questionnaire Programming – Phase. 

 Task Master (DD): It’s a Dimension  

 TM (Task Mode) (DD) : Default Automatic (A) & Selective (S) 

 Location (DD): It’s a Dimension (User need to select drop down of location) 

 Attachments (DD): Combo Box (Yes; No) 

 AttachFile (AT): (Physical Attachment of soft copy) 

 AS (Attachment status) (TF): Attached document status will be shown as (Yes or No) 

 Project Percent (NF): Will auto populate from contribution percent. 

 Contribution Percent *(NF): Enter the percentage for each phase 

 Planned Start Date *(DF): User need to enter dates manually (It should be within office hours timings) 

 Planned End Date *(DF): User need to enter dates manually (It should be within office hours timings) 

 Planned Days (NF): Auto Calculation days (Planned Start Date – Planned End Date) 

 HoursPerDay (NF): Standard of 8 Hours  

 Planned Working Hours (NF): Actual planned hours excluding weekends & Holidays  

 Planned Duration Days (NF): Actual planned days excluding weekends & Holidays 

 Dependencies (TF):  Assigning of dependencies between two tasks. 

 Assigned TO (TF): Selection of User manually  

 Invoiced (DD) : Auto Populated NO 

 Completed Percent (NF): User need to enter dates manually  

 Actual Start Date (DF): User need to enter dates manually  

 Actual End Date (DF): User need to enter dates manually 

 Actual Days (NF): Actual days excluding weekends & Holidays 

 Actual Working Hours (NF): Actual working Hours excluding weekends & Holidays 

 Actual Duration Days (NF): Actual Duration Days excluding weekends & Holidays 

 

 

 

STEP: 4 

 Click on and document will be posted. 

 Click on to open a new document. 

 
(The above mentioned functionalities will remain same for all documents discussed further and hence not mention in 
respective document section) 
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2. Assignment of OM to PM & OM to EIC 

 

 

 

 Click on the UnAssign OM Task list and Select Doc NO 

 Open Project Plan and assing the task while selecting the row and right-click to access the options to assign the 

users.  

 Select the user to whom the task should be assigned.  

 Post the voucher  

Click on the UnAssign OM 

Task list and Select Doc 

NO 
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STEP:1  

 Doc Date* (DF): Enter the Document Posting Date. Current date is auto-picked. 

 Doc No.* (NF): Enter the Document No.  

STEP:2 

 Project (DD): Automatically selected while selecting the project 

 Executive Name (DD): Automatically selected while selecting the project 

 Department (DD) : Automatically selected while selecting the project 

 Start Date (DF): Automatically selected while selecting the project  

 End Date (DF): Automatically selected while selecting the project 

 Completion Date (DF): User has to enter the required data  

 Completion Percentage (NF): Auto calculate the Overall % of Completion of Project  

 Status (DD) : Combo box (Implementation) 

 Contact Person (TF): Automatically selected while selecting the project 

 Overall Percent(NF) :  

 In Process Percentage (NF):  

 WBS Detail (DD): Automatically selected while selecting the project 

 JOBNO (TF): Automatically selected while selecting the project 
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the task 

should be 
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STEP:3 

 WBS (TF) : Its also a project activity  

 Activity Status (DD): Combo Box (Open) 

 Phases (DD): It’s a Dimension (Have 5 Phases, 1. Pre-Kickoff, 2. Field Work, 3. Closure Activities 4. Data 

Processing, 5. Questionnaire Programming – Phase. 

 Task Master (DD): It’s a Dimension  

 TM (Task Mode) (DD) : Default Automatic (A) & Selective (S) 

 Location (DD): It’s a Dimension (User need to select drop down of location) 

 Attachments (DD): Combo Box (Yes; No) 

 AttachFile (AT): (Physical Attachment of soft copy) 

 AS (Attachment status) (TF): Attached document status will be shown as (Yes or No) 

 Project Percent (NF): Will auto populate from contribution percent. 

 Contribution Percent *(NF): Enter the percentage for each phase 

 Planned Start Date *(DF): User need to enter dates manually (It should be within office hours timings) 

 Planned End Date *(DF): User need to enter dates manually (It should be within office hours timings) 

 Planned Days (NF): Auto Calculation days (Planned Start Date – Planned End Date) 

 HoursPerDay (NF): Standard of 8 Hours  

 Planned Working Hours (NF): Actual planned hours excluding weekends & Holidays  

 Planned Duration Days (NF): Actual planned days excluding weekends & Holidays 

 Dependencies (TF):  Assigning of dependencies between two tasks. 

 Assigned TO (TF): Selection of User manually  

 Invoiced (DD) : Auto Populated NO 

 Completed Percent (NF): User need to enter dates manually  

 Actual Start Date (DF): User need to enter dates manually  

 Actual End Date (DF): User need to enter dates manually 

 Actual Days (NF): Actual days excluding weekends & Holidays 

 Actual Working Hours (NF): Actual working Hours excluding weekends & Holidays 

 Actual Duration Days (NF): Actual Duration Days excluding weekends & Holidays 

 

 

 

STEP: 4 

 Click on and document will be posted. 

 Click on to open a new document. 

 
(The above mentioned functionalities will remain same for all documents discussed further and hence not mention in 
respective document section) 
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3. Assignment of PM to EIC 
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STEP:1  

 Doc Date* (DF): Enter the Document Posting Date. Current date is auto-picked. 

 Doc No.* (NF): Enter the Document No.  

STEP:2 

 Project (DD): Automatically selected while selecting the project 

 Executive Name (DD): Automatically selected while selecting the project 

 Department (DD) : Automatically selected while selecting the project 

 Start Date (DF): Automatically selected while selecting the project  

 End Date (DF): Automatically selected while selecting the project 

 Completion Date (DF): User has to enter the required data  

 Completion Percentage (NF): Auto calculate the Overall % of Completion of Project  

 Status (DD) : Combo box (Implementation) 

 Contact Person (TF): Automatically selected while selecting the project 

 Overall Percent(NF) :  

 In Process Percentage (NF):  

 WBS Detail (DD): Automatically selected while selecting the project 

 JOBNO (TF): Automatically selected while selecting the project 

STEP:3 

 WBS (TF) : Its also a project activity  

 Activity Status (DD): Combo Box (Open) 

 Phases (DD): It’s a Dimension (Have 5 Phases, 1. Pre-Kickoff, 2. Field Work, 3. Closure Activities 4. Data 

Processing, 5. Questionnaire Programming – Phase. 

 Task Master (DD): It’s a Dimension  

 TM (Task Mode) (DD) : Default Automatic (A) & Selective (S) 

 Location (DD): It’s a Dimension (User need to select drop down of location) 

 Attachments (DD): Combo Box (Yes; No) 

 AttachFile (AT): (Physical Attachment of soft copy) 

 AS (Attachment status) (TF): Attached document status will be shown as (Yes or No) 

 Project Percent (NF): Will auto populate from contribution percent. 

 Contribution Percent *(NF): Enter the percentage for each phase 

 Planned Start Date *(DF): User need to enter dates manually (It should be within office hours timings) 

 Planned End Date *(DF): User need to enter dates manually (It should be within office hours timings) 

 Planned Days (NF): Auto Calculation days (Planned Start Date – Planned End Date) 

 HoursPerDay (NF): Standard of 8 Hours  

 Planned Working Hours (NF): Actual planned hours excluding weekends & Holidays  

 Planned Duration Days (NF): Actual planned days excluding weekends & Holidays 

 Dependencies (TF):  Assigning of dependencies between two tasks. 

 Assigned TO (TF): Selection of User manually  

 Invoiced (DD) : Auto Populated NO 

 Completed Percent (NF): User need to enter dates manually  

 Actual Start Date (DF): User need to enter dates manually  

 Actual End Date (DF): User need to enter dates manually 

 Actual Days (NF): Actual days excluding weekends & Holidays 

 Actual Working Hours (NF): Actual working Hours excluding weekends & Holidays 

 Actual Duration Days (NF): Actual Duration Days excluding weekends & Holidays 
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STEP: 4 

 Click on and document will be posted. 

 Click on to open a new document. 

 
(The above mentioned functionalities will remain same for all documents discussed further and hence not mention in 

respective document section) 

 

 

4. EIC Update  
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STEP:1 
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STEP:2 
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STEP:4 

If you need to add any attachments 
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5. Calendar 

 

 Navigation : Home >>Calendar. 
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Colour Difference 

  

 Open 

 

 In Process 

 

 Close 


